Outlook Web Access

The best part about Outlook Web Access is that you can use a Web browser to access your Microsoft
Exchange Server mailbox from any computer with an Internet connection. Any files that you have in
your Exchange Server mailbox that you have access to during the day on your local machine, you can
also access at home through an internet connection.

The quickest way to get to Exchange through the web browser is to type in the following URL

https://exchange.socccd.edu

Note the https vs http

What is HTTPS?

Hyper Text Transfer Protocol Secure (HTTPS) is a secure version of the Hyper Text Transfer Protocol
(http). HTTPS allows secure ecommerce transactions, such as online banking.

Web browsers such as Internet Explorer and Firefox display a padlock icon to indicate that the website is
[ray]

secure, as it also displays https:// in the address bar. ==

When a user connects to a website via HTTPS, the website encrypts the session with a digital certificate.
A user can tell if they are connected to a secure website if the website URL begins with https:// instead
of http://

Another way that people may be more familiar with is by going to MySite on the Saddleback home page

You can view this tutorial http://www.microsoft.com/exchange/code/OWA/index.html

2 Flavors of OWA

Premium for Internet Explorer 6 and up and Light which comes with support for Mac Safari, Firefox and
older Internet Explorer Browsers.

After you log into Mysite, you will have to select the Exchange Email option.
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https://exchange.socccd.edu/
http://www.microsoft.com/exchange/code/OWA/index.html

You will then be prompted to log in to Exchange. Select Private instead of public so that your session
does not time out while you are logged on. Note that you use your entire email address to log into
OWA. This will remember your user log on.
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public or shared computer

te computer

B Use Outlook Web Access Light

= el e mastrangelo@saddleback.edu

Note that if you were to select Outlook Web Access Light you will see the following:

Supported Browsers and Operating Systems

You can use Outlook Web Access together with any browser that supports HTML 3.2 and ECMA, This indudes
Internet Explorer, Mozilla Firefox, or Apple Safari, and other Web browsers on computers that run UNIX, Apple
Madintosh, or Microsoft Windows.

Outlook Web Access Premium

To use the complete set of features available in Cutlook Web Access Premium with Microsoft Exchange Server
2007, you must use Internet Explorer & or a later version.

Outlook Web Access Light
The Cutlook Web Access Light dient is optimized for accessibility, induding blind and low vision users. The Light

client provides fewer features, and is sometimes faster. You may want to use the Light dient if you are on a
slow connection or using & computer with unusually strict browser security settings. If you are using a browser
other than Internet Explorer & or later, you can only use the Light dient.




Mail Features of OWA

Message views are always up-to-date-You do not have to hit Send Receive , UnRead counts stay

up-to-date.

You can drag and drop from the mail list to the folder tree.

Ml 4 || Inbox (116 Items, 68 Unread)
=1 £33 Jim Corbin G New - llj - -% * .E.ﬁ
© 7 Calendar Folder Tree /
e

H |85 Contacts Search all Folders and Items  Mail List
{a] Deleted Items (34) :
EZI Drafts [2] Arrange By: Conversation - Mewest on top =

= r_]; Inbox (58] Contoso all-hands meetings -
L@ Junk E-mail 7] Holly Holt 9/28/2006 Ad

[ NewProducts (72) LinkAccess feature spec

B Motes
e y—\_ﬂzﬁmuﬁ 0

Be careful of this Left pointing arrow. It hides you email
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To Unhide, click on this:

I » ganice Mastrangelo (0 Ikems)

When you drag over a folder with a plus sign, it will automatically expand.

Right Clicking and choosing and Action on any folder allows you to Create New Folders, Move
Folders, Copy Folders, Delete, Rename and Empty.



Quota Alerts are sent to you if your mailbox is close to being full. If you want to know the
approximate size, just hover over the mailbox and it will inform you as to how much space is

being used.
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Layout of your Email

You can Show or Hide the Reading pane and choose Multiple or Single lines
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Change the View and Sort

There is an “Arrange By” control that allows you to perform sorting. Click on the drop down
and you have a variety of options display you mail boxes. The version we have shows FROM,
Click the drop down next to it and you can see all of the options to arrange by.
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There are many sorts you can perform on your mailbox folders
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Sorting by Conversation, organizes the email in steps of how the conversation took place.

Sending Emails

The Tool Bar for Sending Messages has 10 items in addition to Send
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There is an Auto Complete Cache for Recipient Names. When you click on New Message on the drop
down menu, and begin typing in a name, the rest of the name begins to fill in by the auto complete
cache. This works only if you have sent the recipient a message previously. If you have not, and they
are in the Global Address book or your contacts, you can select ALT K to see if it can seek it out or

Click on the check names icon in the tool bar. Type in SS and click on this icon to watch it load.



€ Untitled Messagindnws
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There is a full featured address book that you can access either through the address book on the tool

bar or the to and cc address books

& Untitled Message - Windows
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You can search the Global Address Book of the School and your own contacts

When sending an email, after you select the person, you can right click over their name and select

properties. Depending on the user you may be able to view the contact information.

=1 Send

Subject:

Tahoma

Dear,
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Terry Adams

Terry Adams
Office: 4567
Phone: 555-0181

B Add %Contacis. =
Properties...

Remove

The Signature button can put a signature on your email but you can automatically have it put

on all messages if you choose.

1.
2,

3

To create a custom signature

At the top of the Outlook Web Access page, dick |g_—__] Options.
Click Messaging.
In the E-Mail Signature box, type and format the signature that you want to use.

To add your signature to all outgeoing messages, select the Automatically include my signature
on outgoing messages check box,

Click Sawve H or press CTRL+5.

Note If you do not want fo 3dd your signature fo 2 oufooing messages, you can 3ad pour
signature fo individua/ messages by didking Insert Signature | 2 on the fookhar,




You can also specify a classification of Email in the email you are sending—No Restriction,
Attorney Client Privilege, Attachment Removed etc. This is most commonly used in larger
corporations where rules could send emails to the legal department.
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Receiving Emails

If you receive an email that has Word, Excel, or Adobe Acrobat. Even if you do not have those
applications, you will be able to view the document.

ttachments: BE|M5G311 Ingerman.ppt (1 ME) [Gpen =s Web
Page] [ 4

Just Select Open as Web page =

Outlook web access will convert the document to a web page and preserve all pictures.
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&4 Print... @ Help

You will also be able to print the document out

The tool bar for incoming messages,
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1=Reply 2=Reply all 3=Forward 4=Flag/Follow up 5=Assign Category 6=Message Details,
7= print, 8=Create Rule, 9=Delete, 10=Move to a Folder 11=Previous item/Next 12=Help

Flagging Items-After you Receive an email, you may want to flag it for a follow up, you can set a flag for
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Categories

You can assign a category to an email, calendar or .

L [; L
task to assist you with organization. The default i =l Li} ?
colors are Blue, Green, Orange, Purple, Red, [1 [ arpomNTMENT
Yellow. 1] [ Blue Category

) [] B Boss
You cannot modify the defaults, however you can
. |:| |:| Green Categary
add your own categories and colors.
[1 [ Holiday
Select the category drop down and click on [[1 [ oOrange Category
Manager categories [] [ Purple Category
[] B redcategory
(] [ rellow Category
Manage Categories...
Clear Categories

Message Details is something you will not utilize much unless you need to provide information to the
Email Administrator.You can create a Rule for incoming message from a certain person by clicking on the

]

rules icon

Please note that you have to make a decision whether or not you want the rules on the server side or
client side.

Delete disabled rules if you are going to use owa for your rules.

Instead of dragging and dropping an email, you can click on the Move to folder icon and select
where you would like the email moved to.

Short Cuts

CTRL + R = REPLY

CTRL + SHIFT + R =REPLY TO ALL
CTRL + SHIFT + F =FORWARD
F7= Spell Check



The Calendar
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The tool bar at the top allows you to put settings on the appointment. Note the option of selecting

Private, All Day Event and reminder if you want to be send a reminder on the appointment. Reminder is
checked by default

After creating the appointment, Click on Save and Close or CTRL+S
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Icon Explanations fo

r Calendar Options.

Button

Lg Save and Close

]

@

il <&
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Message Format list

Description

Saves the appointment to your calendar and doses the appointment form
window.

Attaches a file to the appointment. For more information about how to attach
files, see Add an Attachment,

Sets a recurrence interval for the appointment. For more information about
recurring items, see Set a Recurring Item,

Checks spelling in the appointment.

Invites other people to an appointment. This changes the appointment to a
meeting. For more information, see Warking with Meetings,

Sets the importance of the appointment to High.
Sets the importance of the appointment to Low,

Applies a Category to your item. For mare information about Categories, see
Apply a Category.

Sends the item to a printer,

Sets the format of the item to HTML or plain text. For more information about
how to format messages, see Format Messages and Posts,

If you need to set up a Meeting with a group of people, utilize the Scheduling Assistant.

Attendees to the meeting can be required,
Optional or just a resource. Notice that when you

=%end  [= I

set up a meeting request, an additional tab Required...

appears that says Sc
not see when you ju

heduling Assistant that you do Optional...

st set up an appointment.
P PP Resources...

Appointment | Scheduling Assistant
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Start: | Mo /2005
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Appointment Scheduling Assist
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To Add attendees, Click on the phone book where

it shows Select Attendees
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Meeting recipients:
Once You select an Attendee, then you must Required —>
designate whether or not they are Required,
Optional or a resource.

Agustin Espinoza
Optional —-> Adrienne Merlo

Resources —> AGE 107 President's Conference Room

Click on Suggested times to see what will work best with everyone. The slider bar will assist you in
finding a better time when required attendees are available. Required Attendees can be recognized by

the Red up pointing arrow and optional attendees have the Information “I” When Completed, Save and
Send.
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Tasks

When you open up the Task Pane, you have the option of looking at just tasks,

or Flagged items and

Tasks.
Tasks <X | Flagged Items and Tasks (5 Ttems)
Show: View Tasks & Mew - - % | B | &
and Flagged
Al items Search Flagged Ttems and Tasks P .¥
(¥ Active 2 = v 0] subject Due Date | =
" Overdue Type a new task Mo due date - |
" Complete Mark Complete
Message
¥ Flagged Items and Tasks =N Dr. Pam Cox-Otto Presentation:... 4/28/2009 v
4 =Y FW: People Come Into Your Life /82007 \d
| Tasks MNew
Task Task
Create Mew Folder . Flinl] d fo - T v
Change the view ! Buy Card for Terri 4202009
E 0O pick up shirts Ad

To create a new task, click on the drop down for New Task or just begin typing in the task

Or click on the icon = Click on the Due Date to populate the calendar

Search Flagged Items and Tasks h 2.y
=] ¥ 0 Subject Due Date - | %
Type a new task Mo due date - | [

The subject of the Task will be what will appear in the task bar.

/2 untitled Task - Windows Internet Explorer (=] 5|
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|l Save and Close & Mark Complete | ([ | 40¥ Recurrence. . Forward | ¢ | [ ~
Subject:

Start date: None v Status: Hot started v
Due date: None v Priority: Hormal v
Date completed: None v % complete: 0 v
[~ Reminder: None 8:00 AM [~ Private

Fewerproperties A

Total work: Hours Actual work: Hours

Mileage: Biling:

Companies:

New Task details can be entered the same way an appointment is entered, you can mark

it complete when necessary, Forward the task to another employee and/or save and
close

Folders can be created for tasks just like email.
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Additional Options

You can have access to various options in Outlook Web Access by selecting the Options button, at the
top of the page.

Regional Settings give access to 46 Languages and 100 Cultures to choose from.
Message Settings allow you to add a signature, select HTML or Plain Text and track
Work Days and Hours can be set in the calendar.

The Out of Office Assistant is used for scheduling specific out of office times and you can set dates for
when it is on or off. If you forget to specify and end date, Outlook will ask you the next time you log on
whether or not you want to shut it off

Password can be changed withing OWA

General Settings allows you to change the appearance and allows you to select Blind and Low vision
experience.

Deleted Items gives you the option of emptying all of the deleted items after the logoff.

OWA Light-Faster logon times and used for a number of browsers and operating systems.
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Creating Links in Emails
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[ To...
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click insert link
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.*___——-""" Insert Hyperlink.

When you click on the link, type in the URL

'_; Hyperlink

Hypedink Infamation
Type: hitp: =
URL: Il'rl'tp A fww saddleback edu
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