Outlook Web App Overview

Introducing Outlook Web App
This document is an overview. Check links to more detailed training documents on the
training website for specific instructions.

Logging In
Using your Internet Browser, type in

. Outlook Web App
the address line:

http://mail.apsva.us

Enter your NEW User name and
password.

Click Sign in.

View Selector

Click on each item of the list located in the

lower left corner of the OWA window to B Mail
navigate to the different components of ot
Outlook Web App. 1 Calenda

M Contacts
ﬂ Tacke

Help

Click ? in the upper right corner and 9
select Help to access training materials

about the page you are on.

Sign Out

Click Sign Out when you are done.
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Microsoft

Outlook'Web App

Overview

What You See (Mail View)

Navigation Pane
Click on a folder to see
the list of emails
contained in that folder
in the Item List

\

Reading Pane
Read and act on (reply, forward,
delete) email message.

Item List

List of email messages
from selected folder.
Click on an email
message to see contents
of the message in the
Reading Pane. A

Outlook Web App
Mail > Inbox B8 Find Someone Options 9
4 :ewcn.-:'-'-. MNew ~ Delete - Move~ Filter - Wiew - = Welcome tO Outlook
f’j Inbox (1 R B 5 g
L@ Unread Mail (1
= sentitems . RS < Dana Smith [DLSmitl & & @&  actions -
day To: M3
4MS /| Welcome to Outlook o
3 Inbox (1 Dana Smith 12:02PW
LA Drafis | hope that you find Outlook Web App as easy to use as | do!

= sentltems
@ Deleted tems

@ Junk E-Mail
3 My Projects
&l Notes

3 Other Projects
L@ Search Folders

= Wil

i
g Contacts
5

Calendar

Tasks

Quick Hints and

Dana

Dana Smith
Supenisor

User Support Group
703-225-6074

This communication was sent via the Arlingtan Public Schools
mail system. Flease be advised that email is not a securs form
of communication. There should be no expectation of right to
privacy in anything sent via electronic mail

Tools

Mail is organized in “Conversations.” A conversation is a grouping of emails with the

same subject line. This

than one email in a conversation, you will see a

list.

New -

helps you keep track of everyone’s replies. When there is more
T symbol next to the email on the

o
VIEW -

(& ]

Delete ~ Move -  Filter -

&«

Use New to start a new email and Delete to delete an email.

Use the Search feature

Intro to OWA.doc

to look for an email. Click on ¥ to apply more search criteria.

Page 2 of 6

DLSmith 6/2011



Outlook Web App Overview

What You See (Calendar View)

Navigation Pane Item List Reading Pane
Use to change Lists your appointments  When you have set the Item List
months/years or to and meetings in single to view a single day, information
view more than one day, work week, week or shows here about each

\calendar. A month formats. /\appointment as you click on it'j

sign out | MS

Outlook Web App
Calendar > June, 2 -42‘ B8l Find Someone Options = @
New - Delete GotoToday [ig &l B Share~ View~ : -
¢ June2011- » e Delle GoloToday (R E @ Shee- Vew- @ | \Meet with Training Group
SMTWTF 5
R < > 120 monday
6789 10M 8 = j"”.’. SO ]
12 13 14 15 16 17 18 Monday. June 20. 2011 1:00 PIM-2:00 PM
101 22 23 24 2= 9 Whers: EC201
= = =
- This appointment has already occurred.
10 [#IReminder: | 15 minutes ¥ | Show time as: MBusy + O
ndar
ther Calendar 11

1 Meet with Training Group ]
EC201

= |
=4 Mail 37 | Meet with Platform Team
ﬁ Calendar L
83 contact
v 5 v,

Quick Hints and Tools

If you are viewing your calendar in the week or month formats, double-click on an
appointment in your calendar to get a detail box to see more information about the

appointment.

New ~ Delete GotoToday Wia]l [ @ @ Share- View-  g& !

Use New to enter a new Appointment or Meeting.
An Appointment is an activity in your calendar that does not involve other

people.
A Meeting is an appointment to which other people are invited using email.

Use the calendar icons to select Day, Work Week, Week and Month views of your
calendar.

Use Share to share your calendar with other people or to add another calendar to your
list of calendars.
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Microsoft

Outlook'Web App

What You See (Contacts View)

Navigation Pane Item List Reading Pane
Use to select which Use to view list of Use to view details about an

types of contacts you contacts from the types individual contact.
would like to see in the selected.

\Utem List. N

sign out ‘ MS -

Outlook Web App
-41 Bl Find Someone  Options ~ @

5 B Foward

Show ol e

@ Al Seaich Contacts £ - ¥ Smith, Dana

© People e S e tact E-ma dlsmith@arlington k12.va us
© Groups

b 4
i
(]

Smith, Dana

| dismith@arlington k12.va.us
4 My Contacts Teske, Pat

| 84 Contacts pteske@arlington k12 va us

0 Mail
] Calendar
82| contacts
oA Tasks

Quick Hints and Tools

There are two ways new contacts are added to your contacts list. You can add new
contacts manually, by entering a New contact. New contacts are also added when you
send email to a new person. The contacts list is NOT the same as the Default Global

Address List which lists everyone with an APS email address.

W Find Som
2 d 5o

Click on the address book icon (upper right corner) to open your address books,
including the Default Global Address List of everyone with an APS email address.

I
- -

k]

Click on Find Someone to search for one person in your address books.
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Outlook Web App Overview

What You See (Tasks View)

Navigation Pane Item List Reading Pane
Use to select which tasks Use to view and Use to view details about an
you want to view, under organize the list of individual task.

My Tasks (you can add tasks. You can also
folders there), and which mark a task complete
types of tasks within on this list.

that folder (All, Active,

A Al /
Y

sign out | DS-

Overdue, Complete)

Outlook Web App

meone options - @ -

Tasks » Flagged Items and Tasks 2 ftems gl- W Fin

Show:

@ Al Search Fiagged Items and Tasks # .lv| Prepare for meeting with ITC
@ Active arrange by Due Date »  Oidest on Top
= - = Status: Not started
© Overdue Type a new tas No due date | [
_ = Priority: Normal
© Complete —eione :
=] Prepare for meeting with... e % complete: 0
4 My Tasks =] iPad email directions \d Owner: Ds
¥ Flagged Items and Tasks
& Tasks [E1 Reminder: |None ¥/||8:00 A v| [0 Private

1;1 Mail
ﬁ Calendar
[83 contaats
I&‘Z Tasks

Quick Hints and Tools

Tasks let you track anything that you choose. For example, you can create a task to
write a report, and then add a reminder, start date, due date, and notes to the task. If
you need to do the same task more than once, you can make it a repeating task.

NeW - Use to create a new task or email message.

X

Use to delete a task.
23 -
Use to move a task to a folder.
g _
987 Use to assign a color category to a task.

v Use to mark a task as complete.

Page 5 of 6

Intro to OWA.doc DLSmith 6/2011



Microsoft

Outlook'Web App

Overview

Options

Click Options - See All Options

The Options area has many
features.
Here are a few to get you started.

Organize E-mail -

Set up your rules under the Inbox

Rules tab.

Set up your away messages under

the Automatic Replies tab.

Settings -

Set up your email signature under the

Mail tab.

Block or Allow

This is where you set up to filter
your Junk mail.

This is where you designate safe
senders and recipients.

Intro to OWA.doc

sign out | S

ﬁ] Find Someone Options ~ e -

Options N

3et Automatic Replies
Change Your Password...

o

ee All Options...

e 01LIT (0

Mail > Options
B
g 5 |BX
= Q 82
Organize E-Mail ) Inbox Rules Automatic Replies  Delivery Repoarts
Groups
Settings Inbox Rules
Fhone Choose how mail will be handled Rules will be applie
delete it
Block or Allow
Mail » Options
Account 3:1 ﬁ E@ H ?%
Ofganize E-Mail Iail Calendar ~ General  Regional Password
Groups
Fhone Tahoma vfovB 1 U
Block or Allow sols s el el Al A
Mail » Options
Account [_d

Organize E-Mail Lok onEiow

Groups
Settings Junk E-Mail Settings

Phone (O Don't move e-mail to my Junk E-Mail folder

Block or Allow @ Automatically filter junk e-mail
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