How to Use Microsoft Outlook
Outlook Web Access (OWA) — Version 2003

GETTING STARTED

1. Toaccess VBCPSs Outlook Web Access (OWA), type the following URL in the browser address bar
https://webmail.vbschools.com.

NOTE: Ifthis is your first time using OWA,
click on “First Time Outlook Users” and

follow the directions provided in that link. For i
all subsequent access to OWA, follow the » First Time Outlook Users
directions below. « Reset Outlook Password

2. Place your cursor behind D’! Microsoftffice
VBSCHOOLS\. Type your 8 0utlook Web Access

user name (i.e. jdoe).

vhschaolsiuser name: Ivbschools'l,
3 . Type yOUI‘ paSSWO rd . Password: | Lag On I
Client {what's this?)

4. Click LOg On. & Premiom

™ Basic

Security (what's this?)
£ Public or shared computer

£~ Private computer

ection ko

again.

5. The OWA main page will look like this:

ooy WebMail \ i Inbox (T
‘BSchools.com < '
| Folders [ERRES) EE[TRS | JLog off
= = Jacqueline 5. Albury D | From -
] calendar Subect | ' ‘ g ‘
| Contacts = "
= Deleted Ttems (=4 Jacqueline 5. Albury Wed 4/28/2004 3:13 PM w -
@ Draft Fwd: Addendum For April 28, 2004 (Forwarding Mail to Outlook) {7}
rafts
g \L"EI (=4 Jacqueding 5. Albury Wed 4)28[2004 2:20 PM W
=] |I P — Fed; Tech Trek 2004 (Forwarding Mail to Gutlook) ']
= RS (=4 Jacqueline 5. Albury wWed 4/25/2004 1:44 PM "
g Future's Acadsmy P VEMAList: Stories needed by AL (Forwarding Mail bndutlook) 1]
o3 s (=4 Jacqueline 5. Albury wWed 4/28/2004 1:25 PM w
=3 Outiock Info Fud: Outlaok (Forwarding Mail to Outlook) [V}
1 Journal (23 Caralyn Cox Wied 4{28/2004 115 PM
ra Junk E-mail . RE: Instructional SW For new computers
;J Notes (=4 Joseph A, Damus wWed 4/28/2004 1:01 PM 7
— RE: Training Planning with ESI -
= Outhox
L;-] Sent Tkems
& [ Syne Issues Fwrd: Addendum for April 28, 2004 (Forwarding Mail to Outlook)
Tas) lacqueline 5. Albury [jsalbur K124,
] Tasks Jacqueline 8. Albury [jsalbury@VBCPS K12, W4 US
‘i\‘»\ttachmsnts can contain viruses that may harm your computer, Attachments may not display correctly,
To: Jacqueline 5. Albury

Cc:
B 1nbox
- Attachments: [ s ggendum for April 26, 2004(74¢6;
ﬁ Calendar

E Contacts

F" Tasks
;i:— Public Folders

g Rules

' Options

=l You have new mail, I
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OVERVIEW OF BUTTONS AND TOOLBARS FOUND IN THE OWA FOLDERS

INBOX - MAIL ITEMS

Messages are delivered to your mailbox on a Microsoft Exchange Server where they are stored in your INBOX
by default. Here is a brief overview of the toolbars and buttons found in the inbox.

e I EMEET T JLog Off

sanen [Tl X e G |l

Message

»,‘:j Appoinkrnent

* 85 Contact

__g &1 Distribution List
7]

=) 1+

-

A

|_ﬂNew =

S Mew ™

Click here to compose a new message

Task
~ %) Postin This Folder

4 Folder

. v . . .
Click on the drop down arrow _ﬂl next to New to see more options for creating new items such as
appointments, contacts, tasks, folders, etc.

This drop-down menu is available at all times. The options displayed on the button depend on the window you

are working in, as does the list of options that displays when you click on the down-arrow to the right of the
button. For example, use the FOLDER option to create a new folder.

&
5 Click here if you wish to reply to the message currently highlighted or in the preview pane.

=1
i Click here if you wish to reply to EVERYONE that received this email.

Click here to forward a copy of the message currently highlighted or in the preview pane to someone else.

=
ﬂ Click here if you wish to delete the selected message.

[ER=TeN
2 right
Jj Batkarmn

Click 5 _off if you wish to change how you preview messages. You can turn this feature off or you
can choose to preview messages at the bottom or at the right of your OWA screen.

[
——n Click here to check for new messages.
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utlook Web Access - Microsoft Internet Explorer,

Type the words you want ta search For, and then click. "Find Mo, "

‘fou are searching this folder:  Inbox
[] search Subfolders

Look in the Subject For these wordis):

in. Click here to search for messages. The window below will appear.

] Also search message body

From:

Sent To:

Search Results:

There are no items to shaw in this view,

|
X

S @ Intermet

Click \ﬂ& if you need help. The window below will appear.

Microsoft Dffice Dutlook Web Access - Help - Microsoft Internet Explorer

&t Outlook Web Access

Getting = ~
Started Getting started
= Security and privacy
® Exchange folders
® gutlook toolbars

e Accessibility

Inbox About the Inbox

I'_'ﬂ e Working with messages
e Creating new messages

e Working with attachments

Calendar About Calendar

e Working with Calendar items
= Planning meetings

e Working with recurring items

About Calendar reminders

Contacts About Contacts
8= e Creating contacts

= Yorking with contacts

Tasks About Tasks

\5/1 H reeating Faclee LII

About the Inbox

Messages are delivered to your mailbox on a
cormputer running Microsoft Exchange Server, where
they're stored in your Inbox by default,

The nurmber of new meszages in your Inbaox
appears in parentheses next to Inbox. The Inbox
dizplays new messages in bold type, Once ocpened,
the messages revert to normal type,

Tips To rnark a message you've previously opened
as unread, select the rmessage, and then press
CTRLH.

To add the sender of a message to your Safe
Senders List, right-click the message, and then
zelect Add Sender to Safe Senders List. To treat all
subsequent messages from the sender as junk e-
rnail, right-click the rieszage, and then select Add
Sender to Blocked Senders List.

To open your Inbaox, cick Inbox in the Mavigation
Fane,

Back to top

Copyright Microsoft Corporation 2003,
All rights reserved, Terms of use,

]

A

l_ ’_ E | mternet
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Ll
Click ==l to see the address book. The window below will appear.

2 Find Names -- Web Page Dialog

Find names in: | SRR |
Display name | |
Last name: | | First name: | |
Title: | | Alias: | |
Company: | |Degartment: | |
Office: | | city: | |
Find
Mame Phone E-mail Office Job titls Company
Add recipient to. .. %

There are several ways to search in the address book. Type in the field that you wish to search and click FIND.

-3 Find Mames -- Web Page Dialog The “Global Address List”

includes all Virginia Beach City
Find names in: | Global Address List ~ | .
Public Schools employees.
Display name | |
Last name: |smith < | First pame: ! !
Title: | | Blias: | | Search by last name.
Cornpary: | |Degartment: | |
Office: | | City: | |
Fir
Marme Phone Alias Office ~
Al =
An
Aan
2: Information from the Global Address List A list of all people
Al will populate fields in this dialog box. with the last name of
= Smith will appear.
Be
Bill
Bri =z
< I T ¥
Add recipient to...
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To send a new message to someone in the address book, highlight his/her name and select NEW MESSAGE.
NOTE: You will need to close the address book manually by selecting CLOSE.

22 Find Mames -- Web Page Dialog

Find names in: | Global Address List A |
Display name | |
Last name: |smith | First name: | |
Title: | | Alias: | |
Company: | |Degartment: | |
Office: | | City: | |
Find
Mame Phone Alias Office fad
Alp’ =
A
w  Information from the Global
o Address List will populate fields in
- this dialog box.
el
ED [
Erit W
£ | >
Add recipient to... ‘MI%J [m]

A blank message window will appear.

2} Untitled -- Message - Microsoft Internet Explorer,

dsend| i (2 V0 811 4 |z options...| @) Help

William Johnsen
|

Bec...

Subject:

Attachments:

|N0rmal v| A|Arial v||10 v|é B I U

]
Il
]
11
111
n
i
7
Ul
-
=
=
=

@j https: fiwebmail vbschools, comfExchangef Jacquelines, Albury/Drafts/Mo Subject EMLI# é  Internet
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When working with your INBOX, you may want to sort messages in a variety of ways.

I ' [ 8 From Subject | i Size | ¥
A
Click here if Click here if Click here if you want to sort by
you want to you want to date received. You can have the
sort by first sort by most current listed first or listed
name. subject. last.
CALENDAR

The OWA Calendar allows you to create and track appointments. You can also organize and schedule
meetings with co-workers, then update or modify the information (time, location, attendees) as required. When
you use Calendar to keep track of your meetings and appointments, co-workers can check your availability for
their own scheduling purposes (they CANNOT see the details of your appointments — only that you are
“BUSY”, “OUT OF THE OFFICE”, or “FREE”). Here is a brief overview of the toolbars and buttons found in

the calendar folde

r.

ék. Click here to print items from the calendar.

lNew - | X | Today| 1] 7] 31| P = @ Help
Zfﬁr'-.lew -
ﬂ

Click this button to schedule a meeting or set up an appointment.

ﬁl Click here to delete items from your calendar. BE SURE you have the item selected before you click
delete. You WILL NOT get a prompt asking if you are sure that you want to delete something.

. -
Click here to go to today in the calendar.

ﬂ Click here to switch to daily view.

7]

=n Click here to switch to weekly view.

ﬁl Click here to switch to monthly view.

=t Click here to search for items in the calendar.
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jh Click here to view reminders of upcoming meetings or appointments.
CONTACTS

Use Contacts to store the e-mail address, street address, phone numbers, and other information that relates to
the contact. This can include Web pages, birthdays and anniversaries, and fax or cell phone numbers. NOTE:
To print contact information the contact must be opened. To open a contact, double-click on the contact name.
Here is a brief overview of the toolbars and buttons found in the contact folder.

|MNEW - |__:E| pe |—j @RS | @) Help

G=M = .
SMew T click here to create a new contact.

Click on the arrows to move forward and backward in your contacts.

Address Cards
Detailed Address Car
Phione Lisk

By Company

By Location

By Followup Flag

Click on the arrow next to the word Address Cards to change the way you view your contacts.

DELETED ITEMS

The Deleted Items folder stores contacts, emails and/or appointments that you delete. You can view these
items in the Deleted Items folder. Once you delete items from this folder, they will be PERMANENTLY
removed from your mailbox. Provided below is a brief overview of buttons unique to the Deleted Items folder.

Sdew 102 X s =l S ] 2 [ 2 G el W | @) Help

E,_ Click here to empty the deleted items folder.

@ Click here to recover deleted items.
DRAFTS

In the drafts folder you will find those items such as contacts, emails and/or appointments that are incomplete.
For toolbar information, please refer to the MAIL — INBOX ITEMS overview.
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NOTES

Notes are the electronic equivalent of paper sticky notes. Use notes to jot down questions, ideas, reminders, and
anything you would write on notepaper. Notes are also useful for storing bits of information you may need
later, such as directions or text you want to reuse in other items or documents.

“Jnew [} X [5]-5 ° @Hep

"ﬁJNew -

Click here to create a new note.

OuUTBOX

The Outbox folder stores e-mail until it is sent. For toolbar information, please refer to the MAIL — INBOX
ITEMS overview.

adtew ~ |0 X e B (H 7 [ S W | @t

SENT ITEMS

The Sent Items folder stores a copy of each message that has been sent. For toolbar information, please refer to
the MAIL — INBOX ITEMS overview.

ainew > |3 X s B H 7 | SO W | @ He

TASKS
The Tasks folder provides access to your Outlook tasks. In the OWA version of the Tasks folder you can only

assign a task to yourself and view any other tasks already created. Here is a brief overview of the toolbars and
buttons found in the Tasks folders.

] New = |:E| X |j ye, M|@)Help

= M )
ﬂ Click here to create a new task.
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HOW TO CREATE A NEW EMAIL MESSAGE IN OWA

jﬂ e

1. While in the inbox, click 0N NeW. sl

2. The New Email Message window will launch.

2} Untitled - Message - Microsoft Internet Explorer
send|l | &Y 0 & |1 $ | optiors...| @ Help

=]
II

=2l

CC...

Subject:

Attachments:

(Mormal v | A Arial vl 10 Vlﬁ B I U

iE E 1T

Mk

@ é ' Internet

3. Type the email address of people you are sending the email to in the field.
4. To send a copy of the email to another recipient(s), type his/her email address in the field.

5. To send a blind copy of the email to another recipient(s), type his/her email in the field.

A Find Names -- Web Page Dialng

If you don’t know the recipient’s email address... I r—
Display name | |
1. Click on the button. L T I
e [ e ]
2. The FIND NAMES window will appear. - me;:f § tqt::|:|
3. Type in the field that you wish to search and click e T o i —
FIND.
Add recipient ta... %
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4. The window will be populated with the results of your search.

5. Highlight the name of the person.

6. Click the —=+J button. This will put the person’s name in
your email message.

NOTE: You will need to manually close the FIND NAMES window.

Find names in: | izlobal Address List

Display name |

Last name: |smith | Firsk pame: |

Title: | ] dlias: |

Comparry! | | Departrent: |

Cffice: | | Ciby: |

Mame Fhone Alias

Office:

= Information from the Global
22 Address List will populate
o fields in this dialog box.

|
Add recipient to... TOE [ Cc ][ Bcc ]

[ Properties. ..

)

HOW TO ADD AN ATTACHMENT TO AN EMAIL

1. To add an attachment to a message you are composing, click on the Add Attachment button E

2. The Add Attachment window will launch.

3. Clickon to find the file you want to attach.

24 sttachments -- Web Page Dialog

m
(=)
=
@
o

Add the file to the list

Current file attachments

Close

4. Once you have located the file you want to attach (the file name and extension will be displayed in the

dialog box), click onl—%2

Choose a file to attach:

|C \Documents and SettingsijsalburyiDesktopiMarc Record Cleanup,doc

Add the file to the lisk

Current file attachments

Attach

Close
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5. Once the selected file shows in the Current file attachments window, click on the button
which will take you back to the compose email window.

2} Attachments -- Wehb Page Dialog

% &) Help

Choose a file to attach:

|[ Browse... ]

Add the file to the list

Atkach

Current file attachments

» ] ] Marc Record Cleanup, doc

Close

6. You should now see the document listed next to Attachments.

b 3 Untitled -- Message - Microsoft Internet Explorer

Jei=dserd| = =5 ﬁs? (i E-,/ {4 | optians...
Bre.
Subjeck;
—— | attachments: | L] mMarc Record Cleanup. doci4 1KE)
(Mormal v | A | arial v i0v A BI US==2= = = &= &= 1 T
e = EE E = iZ E E
2:[ hktps: i iwebmail . vbschools . comiExchange,Jacquelines, Albury/Dr afts /Mo Subject-2 EMLI# é & Internet
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HOW TO FIND AN EMAIL ADDRESS WITH ONLY PARTIAL INFORMATION

1. To find the email address of a VBCPS employee click on the Mﬁ button. This will launch the Find

Names window. NOTE: The address book is accessible from most of the OWA folders. The Find
Names utility will also launch if you click on any of the
buttons (To...Cc...Bcc...)in a blank email.

M Find Mames -- Web Page Dialog

Fit = Glabal Address Lisk
Display name
Lask narne: Firsk narne:
Title: Alias:
Company: Department:
Office: Cikys
Marme Phone E-mail Office Job title Company
Add redpient ko... %I

2. Enter as much information as you have about the person you are trying to find. This will also work with
partial first or last names. Once you have entered the information you have, click on Find.

3. The search results will display on the lower portion of the Find Names window.

H =) Find Names -- Web Page Dialog
: 3 Find N Weh P Dial X
i Find names in: |Glohal Address Lisk =
1

Display namme |
| Last name: Ijohn First name: Iwil|
| Title: | Alias: |
1 Company! | Department: |

ffice; | City: |

| EindI

Name Phaone Alias Office Job title =
[ i

il gy

" Information from the Global Address List
will populate fields in this dialog box.

-
1| | »
Add recipiert tao... [ew Message I Proapetties.. . I Close[!
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9.
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To send a message to an individual shown in the results pane, highlight the name then click on

Mew Message r |

A new message will open and the Find Names dialog box will close.

To add other individuals as recipients of this message, enter their name in the appropriate line in the
message. (To...Cc...Bcc...) or click on the To...Cc...or Bcc... box to open the Find Names dialog

box.

Search by entering information in the field of your choice.

Click on the name of the person you wish to add as a recipient then click To...Cc... or Bcc...

The recipient’s name will be added to the original messge.

10. Click Close to exit the Find Names dialog box.

HOW TO CREATE A NEW CONTACT

1.

2.

While in the contacts folder (see picture), click on |=1,w._|;~4EW

The New Contact window will launch.

/3 Untitled -- Contact - Microsoft Internet Explorer =alx|
Enter as much information as desired. “'S”f”“'fe"i* FAPIEm P
General | Details
There are NO REQUIREMENTS on
what you have to enter. estenet
First Mame; I Business Phone: I
Middle Mame: | Horne: Phone: |
Once you have completed sowes | Mk prens: |
. S d':l Companty! | |AsswstantPhune ;Il
click on H Ave an n.':ISE . Flefs: [ =]
lm E-mail 'I
Mailing address [ Display Name: I
Street: L ;I E—mailaddress:l
Ciky: I
State/Province: |
Postal Code: I
(caunkryfRegion: I ‘Web page address:
Attachments: I
=
e}
& L B emene
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