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Outlook Web Access

The Mailbox Viewer XE "The Mailbox Viewer" 
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Here are the highlights of the Staff Meeting of October 10, 2001

HQRTS => Pt Thursday morning at 0700.
Formation Friday at 0800.
Urinalysis going on the 2% deck today.
PET - No failures. Make-up PET on 18 oct at 1100.
Sleeves down on the 15" of October
PT change to 1100 on Thursday 18 oct.
MCMAP classes resume on 152 October.
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Important: Remember to Log Off -- Log off after you finish using Outlook Web Access. By logging off, you close the session. If you close only the Web browser, there is no guarantee that your session is closed. 
Creating New Messages XE "Creating New Messages" 
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1.
To create a New Message in the Mailbox Viewer on the toolbar, click on the Compose new mail message icon 

OR
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in the Compose New message list, select Mail Message then click Compose New. 

The new message window opens.

2.
Click in the To box and type the names of the recipients.   Separate multiple names with semicolons (;). 

3.
If any, click in the Cc box and type the names of the recipients.   Separate multiple names with semicolons (;). 

4.
Click in the Subject box and type a subject to provide a brief summary of your message. 

5.
Type your message in the message body. 
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Sending the Message XE "Sending the Message" 
After you have completed your message and the addresses are valid, click the Send button. 

The message has been sent, the New Message closes, and you are returned to the Mailbox Viewer. Your message is copied to the Sent Items folder. 

Checking Names XE "Checking Names" 
Before you send a New Message, you can verify the names of the message recipients listed in the To, Cc, and Bcc boxes (to view the Bcc refer to Setting Message Options). 
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1.
On the new message screen, click the Check Names button.
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2.
If the addresses for all recipients are resolved, click OK.
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If the name cannot be resolved, Outlook suggests possible matches.  Select one and click Accept These Choices. 

If no matches are available, you can choose Ignore this recipient or press the Cancel button, you will go back to the message and the address will be unchanged.

Attaching a File XE "Attaching a File" 
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You can attach any type of file that is accessible from your computer or through your network. 

1.
In your New Message, click the Attachments tab. 

2.
In the Attachment box, type the path and file name. 

OR 

Click Browse to search for file names. 

3.
Click Add Attachment Now.   

4.
The file name of the attachment appears in the list of attachments.
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To remove an attachment, select the check box to the left of the file name, and then click Delete marked files icon above the check box.

Setting Message Importance XE "Setting Message Importance" 
Messages not designated high or low are sent with normal importance. 
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To set the message importance level on the New Message toolbar:

Click the           for High
OR 
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Click the            for Low. 

The symbol will be added to the message.

Setting Message Options XE "Setting Message Options" 
In the New Message, click on the Options tab. 
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1.
The default is to have the Cc box showing in your new message; the Show Cc check box is selected. 

2.
To enable or disable the Bcc box, select or clear the Show Bcc check box. 

3.
To request a delivery receipt, select the Tell me when this message has been delivered check box. 

4.
To request a read receipt, select the Tell me when this message has been read check box. 

5.
By default, a copy of your message is saved in the Sent Items folder. If you do not want copies of your messages saved in this folder, clear the Save sent messages to: Sent Items check box. 
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Saving the Message XE "Saving the Message" 
You can save a message to send or complete later by clicking on the Save button on the toolbar.   The message will be in your Mailbox Viewer.  

NOTE:  To open it later, in the Mailbox Viewer click on the Subject of your message.  If you do not have a Subject, glide over and click on the Size.
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Opening and Reading Messages XE "Opening and Reading Messages" 
1.
In the Mailbox Viewer, locate the message you want to read. 

2.
In the From column, click on the sender's name, which is underlined (bolded if it is unread.)

The Message opens with these items displayed in the message heading: 
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From: Has the name (or e-mail alias) of the sender or organization. 

To: Shows the name(s) (or e-mail alias) of the individuals that received the email (your name should be included here or in the next field.)

Cc: Indicates the name (or e-mail alias) of the carbon copy (Cc) recipients (if any). 

Subject: Should describe the subject of the message. 

Sent: Gives the date and time the message was sent. 

Importance: Specifies the priority of the message as determined by the sender. The sender can leave it Normal or set the importance to High or Low. 

The message is displayed in the message body, below the message heading. 
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To view the previous message in the current folder, click Previous Message. 

To view the next message in the current folder, click Next Message. 
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Replying to the Sender XE "Replying to the Sender" 
To reply to the sender of the current message, click Reply to sender. 

The New Message form opens, with the name or e-mail alias of the originator appearing in the To box and the text of the original message in the message body, with a divider and space above it where you can type your message. 

Replying to All XE "Replying to All" 
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To reply to all those listed in the To and Cc boxes, of the current message, click Reply to all. 

The New Message form opens, with the name or e-mail alias of the sender you are replying to appearing in the To box. The names of all other recipients also appear in the To box.
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Replying to Folder XE "Replying to Folder" 
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To post a reply to the active message in the current folder, click the Reply to folder button. 

The Posted to line displays the name of the folder in which you are posting the message, which is the folder you currently have open. 

Forwarding Messages XE "Forwarding Messages" 
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To forward the current message to one or more recipients, click Forward. 

The New Message form opens, containing the original message in the message body, with a divider and a space above it where you can type your message. You can then type the e-mail address(es) and send the message to one or more recipients. 
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Move/Copy Message XE "Move/Copy Message" 
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To move or copy a message to a different folder, click Move/Copy. 

Select a folder from the list of names of available folders.  Then click on the Move or Copy button.  If you moved the message, it will still show in the Mailbox Viewer until you refresh the screen.

Saving or Viewing Attachments XE "Saving or Viewing Attachments" 
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When a message contains an attachment, the Mailbox Viewer shows a small paper clip symbol. 
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An attachment is a file that can be created in any program, such as a Word document or an Excel spreadsheet.  When you open the message to read it, you see the attachment icon and file name.

· To save the attachment:

1.
Click the attachment icon or the file name. 

[image: image34.png]Fie Edt Vew Favoies Toos Hep

computer Instructor
Merine Corps Reserve Support Command

New password: __Change Password

Current time zone

[(GMT-06:00) Central Time (US & Canada) <

Calendar Options

Display 24-hour clock: ™
Week begins on: [Mondsy =]

Business day begins at: [3:00AM ends at: [5:00PM
Businessdays: " SF MF TF WP TFF I S

Use Microsoft
Schedule+
as my primary calendar:

M Cancel | Help

e Sl
T o I =

.8




2.
The File Download window opens.

 3.
Click in Save this file to disk.  (Saving the file is safest for protection from viruses.)
3.
Click OK.

4.
The Save As dialog box displays, allowing you to name the file and select a destination. After naming the file and destination, click the Save button. 

· To view an attachment: 

1.
Click the attachment icon or the file name. 

2.
The File Download window opens.

3.
Click in Open this file from its current location.

4.
Click OK.

5.
If you have the program that it was created in, it will automatically open.

NOTE:  Before editing attached files, you must download them to your computer or you will lose the edits that you have made.

Changing Pages in the Mailbox Viewer XE "Changing Pages in the Mailbox Viewer" 
If you have received many messages, you will not see all of them in the Mailbox Viewer without changing pages.  The Page box is located on the toolbar, lists the total number of pages of messages that are in the current folder, and indicates which page is currently displayed. 
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To display a different page, do one of the following: 

· [image: image36.png]2 Microsoft Dutlook Web Access - Microsoft Intemet Explorer

Fle Edt Vew Favotes ook Hep

Back - & - D [9) 4| QSeach aFavortes SHinoy | 5o L @ - o

cbess[BY i 11524215 S /mcharge ot

I
I
I

Compose New [FSSmm—
Monday, October 15 < Dctober 2001 3
W T w1 FSs
(205 2 27 % 28 0
w1 2345567
500 AM off ale sz
& 2 fH s 1718 18 20 21
slezusna s
[BaDATY| 44129 30 31
a0 Woverber 2007
1100 AM WTw T FSs
& “ 234
58789 wn
Public HZO0PM 45[12 13 14 15 16 17 18
Folder 2] 47(19°20 21 22 23 24 25
1007M wlezmsn 2
= 13456 788
200PM
20 Gacber =[5 [2001
BLOEN Go | Today
20 e

&1 Toul tems 48 [ 3 [® imenet



To display a specific page, delete the number in the Page box, type the page number you want, and then click Page. 
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To display the previous page, click Previous Page.

 

· To display the next page, click Next Page. 

Checking for New Mail XE "Checking for New Mail" 
If you have been in your Outlook for a while, you should check for new messages that have arrived since you opened your Inbox.
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On the toolbar, click the icon Check for new mail.
This refreshes your screen and unread messages appear with bold titles. 

[image: image39.png]i New Meeting Reques!

rosoft Internet Explorer

Fie Edt View Favoies Toos Hep

o3& 8le s x]2

Aot | e Avitobtty | Remaence | Atachments |
Meeting starttime: [October  =][17 _[2001 | [300AM ITE"""“’E

Busy
Mesiageadtine [ocober =117 eoo fo30Av | o oo,

PreviousDay | NextDay
“Wednesday, October 17, 2001
) e e e ) e e e o e )

I Attendees
elazar G511 Mery L
6L G309 Tonalin S
andy G311 Michelle C
immons G513 Steven

al |
o @ =1 || v =1 =1o] =] &io] m1o] @o] &=io] &1m] &1o) &io] ®il[EN [ &2




Deleting Messages XE "Deleting Messages" 
· [image: image40.png]osoft Intemet Explorer

[viv ix |8 w x| » v 2 Clase | =

 Edit the response before sending
@ Send the sesponse now
 Dont send azesponse

From: Wit G309 Jonalin S
Sent:  10/15m1 120 PM

Required: Selezar G511 Mery L

Optional:

Subject: test

Location:

When:  Monday, October 15, 2001 130 PM - 200 PM

When: Monday, October 15, 2001 1:30 PM-2:00 P# (6#T-06:00) Central Time
(US &Canada).

L=
@ =3 || #] &) &o| &io| &1o| ®@io| &@io| m0| &3 @io| ®io| ®@pl[Ee B



To delete an open message, click the Delete button on the toolbar. 



· To delete one or more messages while in the Mailbox Viewer, select the check box adjacent to the sender's name. Then click Delete marked messages.   

NOTE:  The messages will not go away until you refresh your screen.

Creating, Deleting, Moving, and Copying Folders XE "Creating, Deleting, Moving, and Copying Folders" 
You can organize your messages into folders.   For example, you can have a folder called Work with subfolders for different projects.  When a project is complete, you can delete the folder or move it into a Completed folder.

· To create a new folder:
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1.
Click on the icon Create a new folder.
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2.
 Type a name for the new folder, and then click OK. To cancel the operation, click Cancel. 

· To delete a folder:

1.
Click the name of the folder in the user area to open it.
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2.
Click on the icon Delete the current folder.

[image: image44.wmf] 3.
When you do so, the following message appears: "Are you sure you want to delete the current folder and its subfolders?" To delete the folder, click OK. To cancel the operation, click Cancel. 

· To move a folder:

1.
Click the name of the folder in the folder list to open it, and then click Move/Copy Folder. 

2.
In the list of names of all the current folders, click the name of the destination folder. Click Move. To cancel the operation, click Close. 

· To copy a folder:

1.
Click the name of the folder to open it, and then click Move/Copy Folder.

2.
 A new window opens, displaying the names of all the current folders. Click where you want to copy the destination folder, and then click Copy. To cancel the operation, click Close.

Calendar Overview XE "Calendar Overview"  

Calendar helps you create and track appointments, meeting requests, and events. Each of these items can be set as recurring, or repeating over time. Other people can see if you are free or busy to accept or decline invitations. 

Click on the Calendar icon on the Outlook Bar.  This will open the Schedule Area that contains either a weekly or a daily view of your schedule. 

Date Picker Area

 XE "Date Picker Area" 
The Date Picker Area contains calendars for two consecutive months. By clicking the left and right arrows on top of the calendar title bar, you can scroll through different months. You can click on a day or use the calendar controls beneath the monthly calendars, to view any individual day. 

Adding an Appointment to Your Schedule XE "Adding an Appointment to Your Schedule" 
To create a New Appointment in the Calendar Viewer on the toolbar, click on the Compose new appointment icon

OR

in any Viewer, on the Compose New list, select, choose Appointment then click Compose New. 

1.
In the Subject box, type a brief description of the appointment. 

2.
In the Location box, type the place where the appointment occurs. 

3.
In the Start Time and End Time boxes, type the time that the appointment starts and ends or select the All Day Event box and the Start and End Times vanish.

Type any comments in the Comment box, such as a list of necessary materials to take to the meeting. 

4.
Click Save. 

You will return to the Calendar Viewer.  To see the new item in your schedule area, select the Update page address button.
Requesting a Meeting XE "Requesting a Meeting" 
Meeting Requests are appointments where other people are invited.
1.
To create a Meeting Request in the Calendar Viewer on the toolbar, click on the Compose new meeting request icon

OR

in any Viewer in the Compose New list, select Meeting Request then click Compose New. 

2.
In the To box, type the names of the people you would like to have attend.  You will need to Check names as you did in your New Messages. 

3.
In the Subject box, type the meeting's topic. 

4.
In the Location box, type the place where the meeting is to be held. 

5.
In the Start Time and End Time boxes, type when the meeting begins and ends. 

6.
The Reminder does not seem to work, so ignore.

7.
In Show time as: you have option to select Busy, Free, Tentative, or Out Of Office.

8.
By clicking on the Attendee Availability tab, you will be able to see whether you have chosen a time for the availability of the attendees according to their calendar.


9.
When you have input all of the information, click Send. 

Each attendee is sent a meeting request. Your New Meeting Request window closes and you return to your Calendar Viewer.  To see the new item in your schedule area, select the Update page address button. 

Accepting a Meeting Request XE "Accepting a Meeting Request" 
If you have been invited to a meeting, in your mailbox you will have a message containing the meeting request.  You will open it just like any other message. 

1.
You then can select from one of the following options: 

· Edit the response before sending to open a new message when you accept, tentatively accept, or decline the meeting request. Type a message to the meeting requestor, and then click Send. 


· Send the response now to automatically send a message to the meeting requestor when you accept, tentatively accept, or decline the meeting request. 


· Don't send a response to accept, tentatively accept, or decline the meeting request without sending a message to the meeting requestor. 

2.
Click either the Accept, Tentative, or Decline button above the message header. 

· Accept adds the meeting to your calendar. 


· Tentative adds the meeting to your calendar tentatively. 


· Decline does not add the meeting to your calendar. 

Setting Calendar Items as Recurring XE "Setting Calendar Items as Recurring" 
Many meetings, appointments, and events recur periodically. Instead of creating new calendar items each time, set the item as "recurring."   To set an item as recurring:  

1.
Compose a new appointment or open an appointment that appears on your schedule. 

2.
Click the Recurrence tab. 

3.
In the Start Time and End Time boxes, type starting and ending times. 

4.
Choose Daily, Weekly, Monthly, or Yearly as the recurrence pattern. 

· Choose Daily for appointments that recur every day, every weekday, or after a certain number of days. In the Day(s) box, type the number of days between the appointment, or click the Every Weekday button. 


· Choose Weekly for appointments that occur every week on the same day. Select the day of the week on which the appointment occurs. 


· Choose Monthly for appointments that occur on the same day every month. Type the numbered day and the number of months between the appointments. 


· Choose Yearly for annual appointments. Select the month and day of the month on which the appointment occurs. 

5.
In the Start boxes, type the date the recurrence begins. 

6.
Choose No end date, End after, or End by to set the date the recurrence should stop. 

In the End after box, type a number to set the number of times the item should recur. 

or 

In the End By boxes, type the date the item should stop recurring. 

7.
Click Save.                

You will return to the Calendar Viewer.  To see the new item in your schedule area, select the Update page address button. 

Contacts Overview XE "Contacts Overview"  

A contact is a person or organization you correspond with. You can store information about contacts, such as phone numbers, addresses, e-mail addresses, job titles, Web pages, and notes. 

You can create a message or a meeting request directly from a contact, as well as view a map of a contact's business or home address. 

Creating a New Contact XE "Creating a New Contact" 
1.
To create a new Contact, on the Outlook Bar click Contacts. 

2.
In the Contact Viewer on the toolbar, click on the Compose new Contact icon 

OR

In any Viewer, the Compose New box, choose Contact. Click Compose New. 

Enter the information you want to include for the contact. 

You may enter Personal Information about a Contact on the Details tab. 

You may store documents that belong to this individual Contact on the Attachments tab (this is accomplished just like attachments to a message.)

After you have entered the information that you want, click Save and Close. 

Creating a New Message from a Contact XE "Creating a New Message from a Contact" 
1.
On the Outlook Bar, click Contacts. 

2.
Click the underlined name of the Contact you want to send a message to. 

3.
Click New Message to Contact. 

4.
This opens a New Message with the Contact’s name or email address in the To box  (Refer to Creating a New Message).

Creating a Meeting Request from a Contact XE "Creating a Meeting Request from a Contact" 
1.
On the Outlook Bar, click Contacts.

2.
Click the underlined name of the Contact you want to send a meeting request to. 

3.
Click New Meeting with Contact.

4.
Fill In the Subject box and the Location box. 

5.
Enter start and end times. 

6.
There are many other options.  (Refer to Request a Meeting.)  Select what you want. 

7.
After completing the information, click Send  

Viewing a Map for a Contact Address XE "Viewing a Map for a Contact Address" 
With the Contact open click on the icon Display Map of Address. 

The Web browser starts and then opens the Address Finder page. 

Finding Names XE "Finding Names"  

To find names or other information in the Global Address Book: 

1.
On the Outlook Bar, click Find Names. 

2.
Type any information you know about the person you are attempting to locate. The information can be part of a display name, first name, last name, title, e-mail alias, company, department, office, or city. 

3.
Click Find. If a match is found, the e-mail name is listed, as well as some or all of the following information: 

· Full name 

· Alias 

· Phone number 

· Department 

· Office or room number 

4.
Click Close. 

Using the Out of Office Assistant XE "Using the Out of Office Assistant" 
The Out of Office Assistant notifies users who send you messages that you are away from the office and cannot reply immediately. Your reply is sent only once to the sender, even if you receive multiple messages from that person. Your Inbox continues to collect messages when you set the Out of the Office option. 

1.
On the Outlook Bar, click Options. 

2.
The Options window opens where you can select either I am currently in the office or I am currently out of the office. 

3.
Compose a message in the Auto Reply box to be automatically returned to anyone who sends you a message when you are out of the office. 

To accept the settings, at the bottom of the Options window, click OK. 

Changing Your Password

NOTE:   Do Not do this until you have asked your administrator. 


You can change to a new password. 

1.
On the Outlook Bar, click Options. 

2.
Under the Out of Office Assistant, click on the Change Password button. 

3.
The Authentication Manager Window will open.  Type the following information: 

· The Domain server name, where your account and password are active. 

· The name of your Account on the domain server. 

· The Old password that you want to change. 

· The New password for your domain server account. Type this password a second time to Confirm new password. 

4.
Click OK. 

You will receive a message that your password was changed successfully. If information was not entered correctly, you will receive a message that identifies the incorrect data. Correct any errors, if necessary, and click OK. 

Setting the Time Zone XE "Setting the Time Zone" 
You can change all your appointments to local time by changing your time zone. 

1.
On the Outlook Bar, click Options. 


2.
In the Options window, in the Current time zone box, select the zone. 

3.
At the bottom of the Options Window, click OK. 

Setting Calendar Options XE "Setting Calendar Options" 
1.
On the Outlook Bar, click Options. 

2.
At the bottom of the Options Window, you can select the Display 24-hour Clock check box to have time displayed in 24-hour format rather than 12-hour format. 

3.
In the Week begins on list, select the first day of your work week. 

4.
In the Business day begins at and Business day ends at boxes, type the hours you start and leave work. Times must be entered in X:XX XM format, for example: 8:00 AM. These hours appear to other users as available for meetings. 

5.
Select the check box next to Business days. Selected days show as working days on your schedule. 

6.
If you also use Microsoft Schedule+ for your calendar, select the Use Microsoft Schedule+ as my primary calendar box. 

NOTE:   You must completely exit and restart the browser before these changes will take effect. 
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Outlook Bar -- The icons in the Outlook Bar represent folders available to you and provide shortcuts to getting to the contents of those folders.








Toolbar -- The Toolbar is used to quickly accomplish common tasks, such as Compose new mail message, Move/Copy Folder or Check for new mail. 





User Area -- The user area, which displays lists of messages, different views of your calendar, lists of important contacts, and lists of folders and their contents. 








Folder List -- Use the folder list to switch between folders within your Inbox, or go to your Calendar, Contacts, or Public Folders. 











PAGE  
1

