2010 Outlook Web App Client Overview

The upgrade to Microsoft Exchange 2010 includes an updated web-based e-mail client, OWA. OWA stands for
“Outlook Web App” and gives you access to your district e-mail (your e-mail @sdccd.edu). It is available from any PC
with access to the Internet.

To access the new client, you will continue to use the current link, mail.sdccd.edu. There are two types of OWA
clients — PREMIUM and LIGHT. The premium version is displayed when you use a supported web browser (Internet
Explorer 7 or later, recent versions of Firefox and Google Chrome on Windows, Mac and Linux, and Safari on Mac
OS X.). The light version is automatically displayed when you use an unsupported browser, including IE6 and older.

The new OWA client provides most of the features available in the full Outlook client, such as Conversation View,
Rules and Alerts, Mailbox Searches, and access to your Mailbox Quota. You can also do things like change your
network password which was formerly only available while being logged in to a District computer.

The first screen you will see is the Sign in page.

San Diego Community College District

Microsoft*

Outlook'Web App (OWA)

@ This is a public or shared computer

This is a private computer

Use the light version of Outlook Web App

User name:

Password:

Connected to Microsoft Exchange
& 2010 Microsoft Corporation, All rights reserved.

There are several options listed as well as boxes to enter your User name and Password. Your User name is the
Login ID you use to log on your work computer, and the Password is the same password used for that login ID. The
other options include:

1. This is a public or shared computer — Use this option when checking e-mail on a public computer you do not
own or have not been assigned by IT. This option will delete any temporary files or cookies that get downloaded
during your OWA session.

2. This is a private computer — Use this option on your work PC or your PC at home. This option will save any of
your settings into a cookie file, so your settings will be saved when you log out. The inactivity timer will also wait
longer to log you out due to inactivity.

The Outlook Web App premium client provides a similar experience to using the full desktop e-mail client like Outlook

or Entourage for Mac. Many desktop e-mail client conventions are used, such as drag-and-drop, right-click context
menus and Outlook’s preview pane.
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Reviewing the Outlook Web App Window

Folders & Left Inbox / OWA Toolbar & Preview Pane with Reply, Sign Outlook
Navigation Bar Messages Search bar Reply all, Forward Out Help
J N 7
' Outlook' Web App \sign out | Keith Test {/
Mail » Inbox 13 ltems v B Find Someone Options - @ -
4 Favorites Mew - | Delete - Mave - Filter - View - Ly ] :
o ew | Delete Mover Hiter- Vie “ [] testing from Kent
4 Inbox Searclt Entire Mailbox P ¥
ﬁﬂ Unread Mail
= Sentltems Conversstions by Date - INewest an Top 4 Kent K. test @ @ & acions-
Last Week In response to the message from Keith Test, 3/25/2011
4 Keijth Test 3 Testing email with bus car... 0 To: Keith Test
B2 Inbox Keith Barron Thud/21
@ Drafts o o ke it
E Sent Items ‘ = = e
& Deleted Irems 2 Test of suspended Dbase ...
sisteditems jstrong 4/11/2011
B3 Bxchange 2010 Kent K. test Ne doubt, but we have to keep pushing t... 3/25/2011
@ Junk E-Mail nree VVeeks Ago Keith Test Right now, I'm happy we have a test lab f... 3/25/2011
le| Notes 2 Testing txt msg to cell
b LB Search Folders Keith Barron 4/6/2011 Kent K. test We need to make sure we change the def... 3/25/2011
> Online Archive - Keith Tesf fjLast Month
=1 Active sync set up on iPad ..
jstrong 3/30,/2011
2 Test email from Ex2010
Keith Barron 3/25/2011
=l Testing redirect in Exchang...
Keith Barron 3/25/2011
4 testing from Kent
o | Kent K. test 3/25/2011 i
[~ Mail 21 Kent K. test 3/25/2011
ﬁ Calendar = Keith Test Sent ltems
£ Kent K. test 3/25/2011
23 Contacts 3 Test email from Ex2010
@ Tasks jstrong 3/25/2011
: . 53 Making progress with Ex2...
&P public Folders Kent Keyser 3/25/2011
one & Internet G v WMo -

Folders & Left Navigation Bar

On the left hand side of the browser, is the folder list. This shows your e-mail folders including your Inbox, Drafts,
Sent Items, Notes, Junk E-Mail and Deleted Items. You can also right click in this area to rename, delete or create
new folders. The navigation bar is below the folders and allows you to switch between your mail, calendar, tasks, or
public folder views.

Inbox / Message Listing & OWA toolbar

In the center of the browser is the Inbox / message list. Above the message listing is the OWA toolbar with options
to create a new message, delete a message, move a message, filter and change your view, along with search
options.

Preview Pane
On the right hand side of the browser window is by default, the preview pane. This displays the selected message

along with common options such as reply, reply all or forward (“ @ & ).

Sign Out
The sign out link is in the upper right-hand corner next to your mailbox account name. Click on sign out to exit your

mailbox.

Outlook Help
The small question mark in the circle is the Outlook Help button. Clicking on it will open an additional window with

Help topics listed or you may enter a specific topic to search for help on.
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Sending a Message

To compose a new message click on the New message button above the Inbox / message listing:

The new message window will open. If it does not, ensure you have the pop-up blocker disabled for
https://mail.sdccd.edu.

EEX

£ | https sdccd, edu % San Diego Community College District [US]
send W 0 L Y B & V- Options.. |HTML v 9
Subject:

Arial

& Internet \ Fy v Waoow v

—— Click the TO... or CC... and select the person to send an e-mail to. You may access the th’s address book or
your contacts, but not both at the same time.

You can also type in a name or partial name in the TO box and click the “Check Name” button and OWA will
return a result set based on your search query.

For example, to send e-mail to John Smith, type “JOHN” or “SMITH”, and then click the Check Name button. OWA
will return all the people with either John or Smith in their name. To select, single click the name of the person from
the search results.

Because of the similarity between OWA and Outlook this document does not cover all the options available

when creating and sending a message. For more help on this subject, refer to the online help by clicking the
question mark in the circle on the top right of the new message window.
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Opening a message
To open a message in the preview pane, single click the message in the Inbox / message listing

To open the full message in a new window, double click the message in the Inbox / message listing.

Deleting a message

To delete a message, select the message in the inbox / message listing and then click on Delete.

Mew ~ Delete » hove - Filter = View - =
Search Entire Mailbox pe ¥

Conversations by Date Mewest on Top

4 Téating email again - KB
Keith Barron 11:02 AM

Or, right click the message in the Inbox / message listing and choose Delete from the displayed menu.

QVVeaks AQC
V| Test of 5 ornn And nbocn w
jstrong & Reply /2011
B8 Reply Al
Three Weeg Forward
= Testing t

Keith Ban I Forward as Attachment #2011

4 Mark as Unread

)]

B Active sy Retention Policy -
jstrong Archive Palicy v 2011
PES Test eme B Create Rule..
Keith Barr fa Junk E-Mail , (2011
= Testing r Delete
Kerth Barr 2011
aﬂ Ignore Conversation
g testing ft .
KentK.te d Maove to Folder.. y2011

%)
. - Copy to Folder...
FES) Test eme 4 cop)

jstreng |89 open Delivery Report /2011

You can also delete a message by opening the message and clicking the X button on the top menu ribbon (see
highlighted below).

| 1 SULLUL EUL | S5 291 LIBYU ULV IS LIS |US

Reply ReplyAl Forward ¥ - BR- & & & | X B- (7]

Test of suspended Dbase Copy.

jstrong
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Creating Folders

Folders can be used to organize e-mail. To create a new folder, right click on the parent folder (such as your Mailbox
or the Inbox folder) and choose Create New Folder.

4 Kejth Test > (7@ Testing
@ mE Open '
D Open in New Window |
Se Open Other User's Inbax... :
N :

e [ &

I

Ex
g Ju

4 Create Mew Folder...
B Mark All as Read |

& Empty Folder

A new folder is created and you then type in the new folder name and press OK.

]

4 Keith Test
Inbox
Drafts [1

Sent Itemns

&) i & [ %

Deleted Iterns

Mew Folder Mame
Exchange 2010
Junk E-Mail

| Motes
> LA Search Folders

&l W' L

Searching Your Mailbox

You can search your mailbox using the powerful search facility built into Outlook Web App.

To access the search functionality, click in the area directly below the New / Delete/ Move toolbar in your message
listing and enter any search term you wish to find in your inbox, and then press the magnifying glass icon to begin
your search:

Mew ~ Delete ~ Move ~  Filter - View - o
Search Entire Mailbox pe S
Conwversations by Date Newest on Top
| Testing email with bus car... 0 kil
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Selecting Multiple Messages

You may want to delete or move multiple messages together. To do this, select multiple messages and perform an
action on all of them.

To select multiple messages, select the first message using the left mouse button, hold down the Shift key and click
the left mouse button again on the last message you wish to select (all messages will be highlighted like below).
Note: Holding down the Ctrl key while clicking messages with the mouse, selects multiple messages one at a time.

* [ Testing email with bus car... 0
Keith Barron Thu 4/21

| Test of suspended Dbase ...
jstrang 471172011

4| Testing txt msg to cell
Keith Barron 4/6/2011

4| Active sync set up on iPad ...
jstreng 3/30/2011

4| Test email from Ex2010
Keith Barron 3/25/2011

i Testing redirect in Exchang...
Keith Barron 3/25/2011

» [ testing from Kent

Now, right click on one of the highlighted messages and choose an action to perform on all the selected messages
(such as delete, mark as read/unread, move to folder, etc.).

> i Testing email with bus car... ]
Keith Barron Thu 4/21

| Test of suspended Dbase ...
Jstrong 4/11/2011

| Testing bt msg *~ ==
Keith Barron 1 Mark as Unread

Retention Palicy v
Archive Policy .
4| Active sync set
jstroeng Delete

(/) Test email fron & Ignore Conversation

Keith Barron (33 pqove to Folder...
& Testing redirec 2 copyto Folder...
Keith Barron

4 ,E testing from Kent
Kent K tect 37547011
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Conversation View

The Conversation view is a new way of viewing e-mail in Outlook Web App that allows you to see message threads
grouped together. This can help reduce the clutter in your mailbox. A conversation is a grouping of sent and received

e-mails all dealing with the same e-mail subject. Sent Items are also included within the groupings.

A typical conversation will display in the reading pane similar to the image below:

Mew ~ Delete = Move - Filter =

Search Entire Mailbox
Conversations by Date =

LasSLVVECK

el Testing email with bus car...

| Keith Barron Thu 4/21
(= Keith Barron Thu 4/21
(= Keith Test Sent ltems
(2 Keith Barron 4/6/2011

Two Weeks Ago

£ Test of suspended Dbase ...

jstrong
Three Weeks Ago

(=1 Tactina bt men ta coll

Wiew =

Mewest on Top

]
P .|y
4 Keith Barron [kbarron@sdccd.e..

In response to the message from Keith Test, Thu 4/21

@ To: Keith Test

il Thursday, Apr
1] Reply again...

]

- Keith Barron Test back

> Keith Test Testing Keith Keith Barron Assistant D...  [[]

4/11/2011

> Keith Barron How does this look with business car...  [[]

To switch off the Conversation View, click View and uncheck Use Conversations.

Mew - Delete » Move ~

5]

earch Entire Mailbox

Conversations by Date

ast Week

b | Testing email with bus car...

Keith Barron

Two Weeks A

10
Vgl

=0 Test of suspended Dbase ..

jstreng

hree Weeks Ago
EaN -

Reading Pane

You may not wish to see the right-hand side previews of messages before you open them. To switch off (or back on)

Filter =

_— ] .
ol & Tectina ama

Group by Conversations

This view groups all messages with the same |(|
subject together into one item and helps you
keep track of everyone's replies. 55¢

« Use Conversations

See more Conversation options...
Reading Pane
« Right

Battom

Off

v Keith Test

the Reading Pane, click View and change the Reading Pane to Off, Right, or Bottom.

Mew ~ Delete -~ Move ~  Filter ~

1box

Conversations by Date |

I ] Testing email with bus car...
Keith Barron

Two Weeks Ago
=1 Test of suspended Dbase ...
jstreng

A

View ~ =

Tectina em;
Group by Conversations

This view groups all messages with the same |
subject together into one item and helps you
keep track of everyone's replies, |

v Use Conversations

See more Conversation options...
Reading Pane
+ Right

Bottom

Off
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Setup Automatic Replies (Out-of-Office)

You can setup an “Out of Office” automatic reply on your e-mail account to let senders know you may not read their
e-mail for a certain amount of time.

To setup an Automatic Reply, first click the Options button in your mailbox:

Next, click Set Automatic Replies...

W& Find Someone Options = @

b Options

Set Automatic Replies...

Change Your Password..,
@5 Create an Inbox Rule... tions
eith .

See All Opticns...

Select a Theme b2s 4

M1 s =

You can choose to switch automatic replies on or off, choose the time period to send them in and set the text of the

message to send. You have the option to create a message for other District senders and a different one for senders
outside (external) the District. You can also control which external senders will receive automatic replies by using
your Contacts list.

When you are finished editing your Automatic Reply remember to click Save to ensure it is set.

D -

Inbox Rules  Automatic Replies

Delivery Reports

Automatic Replies

Create automatic reply (Out of Office) messages here. You can send replies to senders the whole time you're away or for a specific period of time.
(& Don't send automatic replies

@ Send automatic replies

[ send replies only during this time period:

Send a reply once to each sender inside my organization with the following message:

Arial A4 v B I U ake

= = iE @ e 9 X X: MM
| will be out of the office until Monday, April 25th with limited access to email. Thanks!
Keith
Send automatic reply messages to senders outside my organization
@ send replies only to senders in my Contacts list
(O send replies to all external senders
Send a reply once to each sender outside my organization with the following message:
Arial v|10% B I U she = = E 2= EE i . A- 2 = 9 X X b T
| will be out of the office until Monday, April 25th with limited access to email. Thanks!
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E-mail Signatures

You may wish to include a portion of text such as your name, organization and contact details in each message you
send. To do this, you can setup an e-mail signature.

To setup an e-mail signature, click Options in your mailbox.

Click See All Options then click Settings. In the section titled E-Mail Signature, you can compose the text to use as
a signature and choose to automatically include it on your messages. When you are happy with the text, remember to
click Save to keep your changes.

Outlook Web App
Aail > Options
AB!
Account g: "g’ EEE =
Organize E-Mail Mail Spelling Calendar General Regicnal

Groups
Settings
Phone

Block or Allow

E-Mail Signature

Tahoma w10 »| B I U abe
E = @ =
9 o

Aeith

Keith Barron

Assistant Director, Information Technology

San Diego Community College District

3375 Camino del Rio South, Suite 260, San

Diego California 92108

Tel 519-388-6728 = Fax 519-388-6520 » kbarron@sdccd.edu

Automatically include my signature on messages I
send

Message Format

[] Always show Bec

[] Always show From

Compose messages in this format: | HTML (%

v

n

Password

Keith Test

sign out

My Mail @

Read Receipts

Choose how to respond to requests for read receipts.
(® Ask me before sending a response

() Always send a response

() Mever send a response

Reading Pane

Choose when items should be marked as Read.

(O Mark the item displayed in the Reading Pane as
Read

(®) Mark the item as Read when the selection
changes

() Don't automatically mark items as Read

Conversations

Sort messages in the conversation Reading Pane in this
order:

(® Newest message on top

Checking Your Email Storage Limit

To check your mailbox size at any time, hover the mouse over the Mailbox name (usually your name). A box similar

to the example below will display with mailbox space used information.

4 I
L2# [ 398.91 MB of mailbox space

= s used. At 438.28 GB you won't be
able to send mail.

@ Cooo o
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Setup Inbox Rules

You can setup “Inbox Rules” to organize e-mail, delete specific messages as they are received, or forward messages
on to another e-mail address. Inbox Rules are automatic instructions that tell OWA and Outlook what to do when a
specific condition is met. For example, you can set up a rule that moves a message from someone to a subfolder.
Please keep in mind that rules set up in OWA cannot be pointed at a PST file (Personal Folder). Only folders
available in OWA can be used in these rules. Some rules will only work in the full Outlook client. These will display
grayed out and cannot be modified within OWA.

To setup an Inbox Rule, first click the Options button in your mailbox (next to the Help button):

Next, click Create an Inbox Rule...
sign out ‘ Keith Test -
W Find someone Options = @

il i Options
nail with b “PH0 -
Set Automatic Replies...
Change Your Password...
I [kbarron@s Create an Inbox Rule... ctions

nessage from Keith R
4 See All Options...

Select a Theme £28 aM
1 mwrso =

The Inbox Rules page will open and display current rules. You may create, edit, or delete rules from this page.

Outlook Web App sign out | Keith Test

dail > Options My Mail @ -

Account = Q

Inbox Rules Automatic Replies  Delivery Reports

Organize E-Mail
Groups
Settings Inbox Rules
Phone

Choose how mail will be handled. Rules will be applied in the order shown. If you don't want a rule to run, you can turn it off or
Block or Allow delete it.

B New.. ~ | = Details | ¥ o Forward Email Home
On Rule After the message arrives and...
Forward Email Home Apply to all messages

Do the following...
redirect the message to 'myemail@home.com’
And stop processing more rules on this message

See the specific example starting on the next page, detailing how to setup an Inbox Rule to forward your District e-
mail to your personal e-mail.

To return to your mail, click on My Mail.

My Mail @ -
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Inbox Rule - Forward SDCCD E-mail to Personal E-malil

- To setup an Inbox Rule, first Click the Options button in your mailbox (next to the

Help button):

- Next, Click Create an Inbox Rule...

Outlook Web App

Mail > Inbox 6 Items

4 Favorites
(3 Inbox
LB Unread Mail
L;] Sent Items

4 Mbx2 Test Email Accoul

3 Inbox

(2 Drafts

(=) SentItems
& Deleted Items

@ Junk E-Mail

W2 Test Email Account -

W& Find Someon
- 020 Options

Set Automatic Replies...

New ~ Delete ~ Move ~ Filter ~ View ~

n
@

rch Entire Mailbox P .Y

2

Change Your Password...

Eoientions ByiDaee: Newesoonsiop 4 Mbx2 Test Em Create an Inbox Rule... ctions -
Loday To: Mbxd Test Email Accy See All Options...
- /] test for 02003 side _—
Mbxl Test Email Account 2:39 PM Select a Theme 1
Got it form2 & - ;
acterda 2 |
P test from mbx2 using owa ... Sent from my Window — -,
Microsoft Outlook Sun 12:56 PM . -
> Mbx1 Test Email ... : it 39 PM

- The Inbox Rules page opens and displays current rules. Click on New... to create a

new rule

Outlook Web App

Mail > Options

Account
Organize E-Mail
Groups
Settings

Phane

Block or allow

sign out | Mbx2 Test Email Account

My Mail Q -

S5 &

Inbox Rules  Automatic Replies/ Delivery Reports

Inbox Rules

Choose how mgf will be handled. Rules will be applied in the order shown. If you don't want a rule to
run, you can prn it off or delete it.

(]

an Rule

There are no items to show in this view.
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- The New Inbox Rule Wizard opens in a new Window with some options available

New Inbox Rule (7]
*Required fields
Apply this rule...

*When the message arrives, and:

Select one A

Do the following:

Select one hd

5] More Options...

J save | ¥ Cancel

H100% -

- Click in the Select one box under “ * When the message arrives, and: “

New Inbox Rule (7]
*Required fields

Apply this rule...

* When the message arrives, and:

Select one -

Select one

It was received from...

It was sent to...

It includes these words in the subject...

It includes these words in the subject or body...
It includes these words in the sender's address...
My name is in the To or Cc box

[Apply to all messages]

\ J Save ¥ Cancel

Next, Click on “[Apply to all messages]”.
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- Click in the Select one box under “Do the following*

New Inbox Rule
*Required fields
Apply this rule..,

* When the message arrives, and:

Do the following: 4
Select one -
Select one

hove the message to folder..

Mark the message with a category...
Redirect the message to... A
Delete the message

Send a text message to...

- Then, Click on “Redirect the message to...”
- The Address Book will open. Type your email address in the To -> and then Click OK

Address Book |E]
o

Arrange by File 2z A ontop

<o

[ Default Global Addr... Search Contacts

B2 All Rooms

Hide ather address lists & There are ngfitems to show in this view,

Contacts

4 My Contacts
|85 Contacts

essage recipients:

To -> personal@email.com

@ Cancel
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- The New Inbox Rule Wizard screen re-displays. Click on “More Options”

MNew Inbox Rule
*Required fields

Apply this rule...

*When the message arrives, and:

[Apply to all messages]

Do the following:

Redirect the message to... hd 'personal@email.com’

hore Options...

J save | ¥ cancel

- The “Name of the rule:” box displays. Enter a new rule name and then Click Save

MNew Inbox Rule

*Required fields

Apply this rule...

*When the message arrives, and:

[Apply to all messages] .
Do the following:
Redirect the message to.. - 'personal @email.com’
Add Action
Except if:

Add Exception

Stop processing more rulegfWhat does this mean?)

Mame of rule:

Forward Email to Perscnal/

\4

< save XK cancel
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- A Warning box will display. Click Yes to activate the rule for all future messages.

New Inbox Rule
*Required fields
Apply this rule...

*When the message arrives, and:

Do the followi Warning

/4 Do you want this rule to apply to all futuré§nessages?

E t if:
weept i No

Stop processing more rules (What does this mean?)

Name of rule:

- The Inbox Rules page now displays with your new Forwarding Rule listed
- You may enable or disable rules by checking or un-checking the box left of each rule

sign out | Mine2 Test EgailbAccount

Outlook Web App

Mail > Options

Account = Q

Inbox Rules  Automatic Replies

Organize E-Mail Delivery Reports

Groups
Settings Inbox Rules
Phane . . — .
Choose how mail yfll be handled. Rules will be applied in the order ghown. If you don't want a rule to
Black or Allow run, you can turgft off or delete it.

& New... = Details | X fs ] Forward Email to Personal
Rule After the message arrives and...
Forward Email to Persaonal / Apply to all messages
Forward Email to Person/] Do the following...

redirect the message

to 'personal@email.com’

And stop processing more rules on
this message

1 selected of 1 total

- To return to your mail, click on My Mail.
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Caution — If you get the warning message below, it means you have one or more
rules that were turned off using your Outlook Client. When modifying rules within
OWA, those rules will be deleted, so OWA warns you and gives you a change to
cancel.

Warning

/4, Using Outlook Web App or Windows PowerShell to modify your
rules will delete any rules that were previously turned off using
Outlook. If you want to preserve the rules you turned off using
Outlook, select "“No" and use Outlook to edit your rules. Are you
sure you want to proceed?

|_I Don't show me this message again
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