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I. INTRODUCTION

Microsoft Outlook Web Access is a Personal Information Manager. Outlook’s purpose is to
organize your entire desktop. It includes e-mail, a task list, a calendar to plan your schedule, a
contacts list to organize the people in your life, and a meeting planner to be able to plan meetings
at a convenient time for all involved.
Il. GETTING STARTED

A. Logging In and Existing Outlook Web Access

e click Start, select Programs and select the Web browser of choice
e type http://femail.pace.edu in the Address box and press Enter

The Office Outlook Web Access window displays.

Note: Outlook Web Access Light client is automatically activated when using a browser other than Internet
Explorer 6 or later.

e type UserID in the User Name field
e press Tab to advance to Password and type EmailPassword

Note: The EmailPassword is your MyPace Portal password.
eclick Log On
Note: The password is case sensitive.

B. Exiting Outlook

e click Log Off
e click Close Window
eclick Yes

User Services Department 1
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1.  MAIL

A. Email Messages

Outlook Web Access consists of three panes.

PACE outlook web Access e I | = oo
Mail & || Inbox (10 Items, 1 Unread) @ Help
3 “flu Hrew - [@A- B X B 5 ChReply  giReplyto Al | (3 Fornard
Search Inbax P - ¥ Follow -up
5 Arrange by: Date Newestontop + Anita J. Turmminelli [ajcht@optonline.net
[ Inbox Today * | Sent: Tuesday, May 13, 2008 7:38 P
M . lig JnkE-at =l e iED TG Tor  Tumminel, Anita
al [ Netes
2 Follow -up
(14 outb
FOIderS 3 s Focc Please make sure you phone in the
" order today.
[ sent It Mon 10:17 P v
# [ Sync Issues
o Tasks Mon 847 P Thanks .
(53 Search Falc John Tomkins
President
Mon 4:29 PM
Man 11:17 A
e
(4 DolTHejpdesk Mon 5143 At
K ________ Request 108911 Closed
3 Mail Sunday
=0 Tumminell, Anita Sun 9:33 PM
] cotend Outinok
8=| contact Last Week
:2] o (4 DolTHelpdesk Sat 5/10
T Request 108911 Opened
/3 pocument (= Pace University Suppart Fis/s
Pace University has activated your Message Center S
£ public Fold: Ttems to100F 10

Note: Incoming or unread email messages are placed in the Inbox folder.

Pane

Navigation Pane

Mail Folders
Message Pane

Reading Pane

Note: If the Reading pane does not display, click

Description

Provides navigation to all parts of Outlook as well as the different
types of Outlook folders associated with the user account.

Displays the different folders accessible by the user.

Displays the name of the files in the selected folder selected in the
Navigation pane.

Displays the contents of the selected email message in the Message
pane.

2~ Show/Hide Reading Pane, then click Right.

1. Viewing an Email Message
Email messages can be viewed in two ways.

e click Mail in the Navigation Pane = ™

e select the message and the body displays in the Reading Pane
_Or_

e double-click the message in the Message Pane

Note: The message displays in a separate window dedicated to the selected message.

User Services Department
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a. Using the Outlook Web Access Toolbar
The Outlook Web Access Toolbar has the following options available:

PACE outlook web Access

& | Inbox (10 Ttems, 1 Unread) @ Help

& Help

Description
Open up the default Global address book.
Searches for a contact

Opens the Option Pane. You can customize your Outlook or set options
for specific messages.

Opens other mailboxes you have permission to open. This option is only
available if you have full access. (This type of access can only be given
by the administrator.)

Logs you off of Office Outlook Web Access.

Opens the Help menu.

b. Using the Inbox Toolbar
The Inbox Toolbar has the following options available:

ganew » 5] B 0K B3~ 55 ChReply  S@Replytodl | (3 Forward
Option Description
4 hew = Opens the Untitled Message window to compose a new message.
i - Closes or displays the reading pane on the bottom or right.
= Toggles from displaying the messages on a single line or multiple lines.
X Moves selected message(s) to the Deleted Items folder.
= Moves or copies message(s) to a folder.
= Checks the server for new messages.
Ea Reply Replies to the sender of the email.
Sareply oAl Ranlies to the sender and all users on the recipient list.
i3 Forward

Forwards the current message to another user.

User Services Department 3
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2. Sending an Email Message
To create a new email message:

eclick zdMew ~

The Untitled Message window displays.

A https:/fexchange. pace.edu - Untitled Message - Microsoft Internet Explorer

CEX

send [ 0 @ & 0t 8 & T - K- [ optons.  HM v @
Message W .. |
Header W e
Vessage Kathrine P O'Bien
Body
\_ (] S @ mtermnet
Within the Untitled Message dialog box the following toolbar displays.
=send | | 0 28 Y8R T R B options. | Hm v @
Option Description
=4 Send Sends email message.
= Saves the message in the Drafts folder.
' Attaches a file or item to the email message.
= Opens the users address book.
& Automatically checks names in the To, CC and Bcc against names in the
address book.
: Sets the priority of an email message to High.
- Sets the priority of an email message to Low.
= Inserts a signature.
AR Checks spelling in the message.
4 Sets the message classification
Rt Accesses the Bcc, priority, and tracking options.
HTML 4 Formats the outgoing email to HTML, or Plain text.
@ Opens the Microsoft Outlook Web Access help window.

4 User Services Department
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To send an email:

e type recipient’s email address in the To field
_Or‘_
e click To and select from the Default Global Address List
e type brief email description in the Subject field
e type the body of the email message in the Message Body Pane
eclick :=send

3. Receiving an Email Message
eclick i
Note: Email messages are listed in the Message Pane and new messages appear in bold.

4. Replying to an Email Message

e double-click an existing email message

e click Reply or Reply to All

e type a response in the Message Body Pane
eclick :=iserd

Note: Reply responds to the individual that sent the email. Reply to All responds to the sender and
everyone on the recipient list.

5. Deleting an Email Message

e select an email message
eclick * on the toolbar

-Or-
e right-click and select Delete
Note: The message is not permanently deleted until you empty the Deleted Items folder.

To empty the Deleted Items Folder:

e right-click on Deleted Items in the Navigation Pane
e select Empty Deleted Items

A message displays “Are you sure you want to delete all the items and subfolders in the
Deleted Items folder”?

To PERMANENTLY delete:
e click OK to permanently delete selected message(s)
If you do not want to permanently delete the message(s):

eclick Cancel

User Services Department 5
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6. Attachments
You might need to send a file with an email message. That file is sent as an attachment.

a. Sending Attachments

e complete steps to Sending an Email Message, but DO NOT press Send
eclick U

The Attach Files dialog box displays.

A Attach Files -- Web Page Dialog

Include Attachments

Toinclude an attachment, click Browse, and then select the file. After you have selected
the File, click Attach, The File will be uploaded to your message.

Browse

Choose more Files

Atkach Cancel

https:ffexchange. pace. edujowa/?ae=Dialogs | Internet

e type the file name and the qualifying path
_or_

e click Browse to find the file to attach

e select the file

e click Open

The file displays in the field box.
e click Attach to attach the file

The file's icon and name appears in the Attach field.
eclick Send

To remove an attached file:

e select file to remove
e press Delete
eclick Send

b. Receiving Attachments

If a message has an attachment, a paper clip icon appears to the left of the Sender’s column in the
Message pane.

| 3 wBajracha... RE: 2003 file Mon 5/12/2... 1MB |

6 User Services Department
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To view attachments:
e Open a message with an attachment in the Message Pane

The following is the message header of an open message with an attachment.

Student1 420 [1P420/@class.com]
Sent: Friday, May 16, 2008 4:06 PM
To: Turarninelli, Anita

Attachments: ‘_"’ﬂEdited Memo.doc (23 KE) [Open as web Page]

To view the attachment:

o click on the attachment name or icon | 1edted tene.doc (Z5K8) [Spen o web Page]

Note: Not all attachments have the option, Open as a Web Page.
The File Download dialog box displays.

File Download EJ
Do you want to open or save this file?

|l:" j Mame: Qutlook 2003 Lab Document 051208, doc:
Tppe: Microsoft Office Word Document, 1.06 MB
From: exchange.pace.edu

Open ] [ Save ] [ Cancel

While files frarm the Internet can be useful, some files can patentially
harm pour computer. I wou do nat trust the source, do not apen or
save this file. What's the risk?

The following options are available:

Option Explanation

Open Launches the associated application. The file only opens if the
application necessary is available on the computer.

Save Opens the Save As window to specify the location to save the file.

Cancel Cancels any option and returns you to the message.

e select an Option

To view the attachment as a web page if the option displays on the attached name icon.

e click on Open as Web Page next to the attachment name

W Edited Memo.doc (23 KE) [Open as tieb Page]

Note: A new browser window opens up with the attached file displayed.

User Services Department 7
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7. Message Receipts

With some messages you may need to be notified if and when the recipient either reads or
receives the messages.

e Create a new message
eclick [z options...

The Message Options dialog box displays.

Message Cptions x

Current Message Settings

Importance | Mormal %
Sensitivity | Mormal v

[ 5haw Bee

Tracking Dptions

[ Request a delivery recsipt For this message

[ Request a read receipt far this message

More Message Options

i2] dlick Options on the main screen For Message options.

oK Close

To receive an email when the message arrives in the recipients Inbox:

e click Request a delivery receipt for this message under Tracking Options
eclick OK

Note: You will receive an email message from Microsoft Exchange when the person receives the
message. Delivered:originalsubject will be in the Subject.

To receive an email when the user opens your message:

e click Request a read receipt for this message under Tracking Options
eclick OK

The recipient receives the following alert in the message header when opening message you
requested a read receipt for:

| The sender of this message has requested a read receipt, Click here to send a receipt. |

Note: You will receive an email message if the person chooses to send you notification. Read:originalsubject
will be in the Subject. If the person chooses not to send you notification, then you will not receive an
email message.

8. Signatures
A signature is text that is automatically added to the end of an outgoing email message.

8 User Services Department
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a. Creating a Signature

o click kel at the top of the Outlook Web Access window

The Options window displays.

PACE outlook web Access

Regional Settings .
Message Options

Messaging

Speling

Calendar Options

Out of Office Assistant

Rules

E-Mal Security

Cisplay a ol

E-mail Sighature

e

@ ek

Deleted Ttems

Mobile Devices

3 mail

5 catendar
5] contacts
] vasks Compose i this message Format
& Hm

[3 pocument s
B © Plantet
£3 Public Folders 100t Topy

Automaticaly include rry signature on oukgoing messages

jj Message Format

e click Messaging in the Navigation Pane
e type Signaturelnformation in E-Mail Signature field

Where Signaturelnformation is the information to be attached to the email.

e format Signaturelnformation in E-Mail Signature field

eclick idsse
e click Mail in the Navigation Pane to return to your messages

Note: If Mail does not display in the Navigation Pane click the Mail icon
Navigation Pane.

b. Editing a Signature

o click hasll at the top of the Outlook Web Access window
e click Messaging in the Navigation Pane
e edit Signaturelnformation in E-Mail Signature field

e click Save
e click Mail in the Navigation Pane to return to your messages

c. Deleting a Signature

at the top of the Outlook Web Access window
e click Messaging in the Navigation Pane

e select Signaturelnformation in E-Mail Signature field

e press Delete on the keyboard

e click Save

= on the bottom of the

User Services Department
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e click Mail in the Navigation Pane to return to your messages

d. Adding a Signature to a Message Automatically

at the top of the Outlook Web Access window

e click Messaging in the Navigation Pane

e select Automatically include my signature on outgoing messages check box
e click Save

e click Mail in the Navigation Pane to return to your messages

Note: You can select and edit the signature in the message body at any time.

9. Using Out of Office Assistant

The Out of Office Assistant is designed to generate automatic replies to messages sent to you
when you are not in your office and/or you are not checking email. You can set it up so that
Outlook automatically sends a response to anyone who sends you an email letting them know
you are out of the office.

a. Turning On the Out of Office Assistant

o click hmliell at the top of the Outlook Web Access window

e click Out of Office Assistant in the Navigation Pane

Options |l Save

@

Calendar Options

Out of Office Assistant ;J Out of Office Assistant

Rules

Create DUt of Office messages here, ‘fou can sither choose to send auto-replies to sendars while you

E-Mail S [
S ST are out of the office o For a specific period of kime,

Junk E-Mail
© Do not send Out of Office auto-replies
Change Password (@ Send Out of Office auto-replies
General Settings [ Send Qut of Office auto-replies only during this time periad:
Deleted Thems Sun 518/2008
Change Passward Won 5119/2008

General Settings

Send an auta-reply ance to each sender inside my arganization with the following message:
Deleted Tkems
Change Password Tahama v 10w

General Settings

Deleted Ttems I arn currently testing out of the office.
Change Password

General Settings

Deleted Items

Change Password

General Settings

Deleted Trems Send Out of Office autorreplies to External Senders
General Settings O Send Out of Office auto-replies only to senders in my Contacts list
Deleted Items @ Send Out of Office auto-replies ko anyone outside my organization

Mobils Devices
Send an auto-reply once ta each sender putsids my organization with the following message:

About
Tahoma ¥ 10w

— Mail T am currently testing out of the office.

_ﬁ Calendar

% Contacts
& Tasks

e click the radio button next to Send Out of Office auto-replies

10 User Services Department
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To set an automatic time range:

e select Send Out of Office auto-replies only during this time period
e enter Start and End time

Note: If you do not specify a start and end time, auto-replies will remain active until you change it.

e click in the text box below Send an auto-reply once to each sender inside my

organization with the following message
e type yourmessage
-and/or-
e click the check box to Send Out of Office auto-replies to External Senders
e choose Send Out of Office auto-replies only to senders in my Contacts list
_Or_
e choose Send Out of Office auto-replies to anyone outside my organization

e click in the text box below Send an auto-reply once to each sender outside my

organization with the following message
e type yourexternalmessage
e click Save

Note: The message with Out of Office AutoReply:Subject is sent only once to each user. If a user
sends another message to you before you disable the Out of Office Assistant, they won’t be

notified again.

b. Turning Off the Out of Office Assistant

The next time you open Outlook, you’ll get a dialog box asking if you want to turn off the Out of

Office Assistant if you did not set start and end dates.
e open Outlook Web Access through a web-browser

The Out of Office dialog box displays.

out of Office x

[.] Qut of Office is currently on.
;J wWould you like bo turn it of f?

Es [{la]

eclick Yes

If you set a start and end date the following message appears above your Inbox toolbar.

Inbox (13 Items, 1 Unread)

Ok af Office auto-replies will be sent until Wednesday, May 14, 2008 800 PM Click ko hide

Gines - B B X | @@

User Services Department
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To turn it off prior to the end date:

at the top of the Outlook Web Access window
e click Out of Office Assistant in the Navigation Pane

e click the check box Do not send Out of Office auto-replies
e click Save

10. Organizing Messages with Categories

a. Assigning a Category

e double-click a message
e click Categories - on the toolbar

The Category list displays.

=
=1
4

B Blue Category

|:| Green Cakegory
|:| Orange Categary
H Purple Category
B Red Category

Ooooood

O ellows Category

Manage Categories...

Clear Cateqgories

e select an available category
e click in the message pane to close the Category list
e close the message

b. Removing a Category from a Message
e double-click a message

e click Categories 1~ on the toolbar

e select the check box of the category to remove it
-Or-

e select Clear Categories to remove all categories

e click in the message pane to close the Category list

e close the message

c. Assigning or Removing Categories from the Inbox

In your Inbox there is a category icon located at the end of each message. It is a small white
rectangle if no category is assigned; it is a colored rectangle if a category is assigned.

Last Week
=1 0 Student1 420 Fri5/16 zmke [
= Matthew Poli Re: I like Beer Fri5f16 3KB
=) Student1 420 are you in? Fri 5/16 2KB

e click the white or colored rectangle at the end of the message in the Message Pane

12 User Services Department
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The Category list displays.

To assign a category:

e select an available category
e click in the Reading Pane to exit the Category list

To remove a category:

4

M Blue Cateqory

D iareen Cabegory
D Orange Category
0 FPurple Categaory
H red categary

ooooon

[ elow Cateqaory

Manage Cabegories. ..

Clear Categories

e select the category that is assigned to remove it

e click in the Reading Pane to exit the Category list

11. Flags

a. Flagging a Message

e click on the message’s Flag Status icon

b. Flagging a Message with a Time other than the Default

& Tumminglli, Anita
Read: Job Offer

+E Microsoft Exchange
Delivered: Job Offer

=1 Tummineli, Anita
Job Offer

T:IEIPM W

755 PM

755 PM W

e right-click on a message’s Flag Status icon ¥
e click a different flag

in the Inbox

4 4 % 4 € +

L HE

Today
Tamorraw
This Week
Mexk Week

Mo Date

Tue 5/13/2008 b4

Set Date and Remindar,
Mark Complete

Clear Flag

Set Default Flag 3

c. Marking a Flagged Message as Complete

e click on a message’s Flag Status icon ¥

User Services Department
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« the flag changes to a check mark

d. Viewing Flagged Messages
e right click on any field name in the Inbox

Field Names [ ? 4 @ From Subject Received ~ size: | 1IN
Two Weeks Ago
= DolTHelpdesk Request 108546 Opened 5/812005 2KB
= Pace University ... Pace University has activated yvour Message ... 5/9f2005 3KE

e click Flag Due Date or Flag Start Date

Date
Conversation
From

To

Size

Subject

Type
Attachments
Impartance
Flag Due Date
Flag Start Dake

Note: The messages will be grouped by Flag status.

e. Setting a Reminder with a Flag

e right-click on a message’s Flag Status icon ¥

Today
Tomaorr o
This ‘Week
Next Week
Mo Date

4 4 4 € €

Tue 5/13/2008 v

e}

Set Date and Reminder, ..
v Mark Complete

Clear Flag

Set Defaul: Flag

e select Set Date and Reminder

The Date and Reminder dialog box displays.

Date and Reminder

Date: | Tue 5/13/2008

Tirne:

OK

Skart date:  Tue 5/13/2005 R
Due date:  Tue 5/13/2005 w
[] Remind me:

Caneel

e select a Start date and Due date

14
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e select the checkbox next to Remind me if you want a reminder date and time
eclick OK

Note: A Reminder dialog box will appear on the date and time you selected for follow up of the
message.

f. Removing a Flag

e right-click on a message’s Flag Status icon ¥
e click Clear Flag

B. Folders

Folders can be created to store email messages and to keep them organized.

1. Creating Folders on the Exchange Server

When Exchange is configured, folders can be created on the Pace Exchange server. The
advantages for creating folders on the Exchange server are as follows:

e folders created on Exchange are accessible from the Web interface
e folders and email messages stored on the Pace Exchange server are backed up daily

The following guidelines should be followed when creating folders:

e folders should be created without spaces in the name

e folders should be created at the root level (off of YourUserName), NOT within other
folders

Note: All University Faculty, Staff, and student email accounts are allocated 100 megabytes of disk
space on email.pace.edu.

a. Adding a Folder
To create a folder on the Pace Exchange server:

e right-click YourUserName and select Create New Folder

A new folder displays and the cursor is next to it.

Mail &«

= = Tumminell, Anita
]
[ Calendar
G| Contacts
& Deleted Items
L,7| Drafts [1]
-] Inbox
L @l Junk E-Mail
.'-_1x Motes
L4 Outhae
[ RS5Feeds
L= Sent Items
H [ Sync Issues
& Tasks
L3 Search Folders
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o type foldername
Where foldername is the name given to the new folder.
e press Enter

Note: The folders created are displayed in the Mail List.

b. Renaming a Folder
e right-click foldername in the username section of the Navigation Pane

Mail «

= 4 Tumminelli, Anita

T calendar
8] Contacts
__ Projects 2007

= |2 Deleted Items
[ Documentation
7| Drafts [1]
[ Inbox
L@ Jurk E-Mail
[ junk or mare
[ Mew on line
[L Motes
L] Outba

= [ Personal

[ in my persoan| web

[ RSS Feeds
L= sent Items

H ] Sync Issues
& Tasks
[ search Folders

e select Rename
Note: The name of the folder is selected. Do not click just begin typing the new name.

e type newfoldername
e press Enter

c. Deleting a Folder

e right-click the foldername in the Folder List
e select Delete

Where foldername is the name of the folder that is to be deleted.
C. Rules
All incoming messages are stored in the Inbox by default. Normally, a user goes through each

message and moves it to a specific folder. Rules automate the process of relocating incoming

messages. A rule can be created to have mail from an individual or discussion group moved to a
specific folder.

1. Creating a Rule

eclick Lkl at the top of the Outlook Web Access window
e click Rules in the Navigation Pane
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e click New Rule from the Rules window

The New Rules pop-up menu displays.

P]'\IGE Outlook Web Access
UNIVERSITY
Options Save @) Help
Regional Settings
% Rules
Messaging s

Spelling
Calendar Options

Out of Office: Assistant
Rules

E-Mail Security

Jurnik E-Mail

Change Password

[ New Rule = Change Ruls. . Delate

2% Mowe messages from sameane to  Falder fictians
£ Move messages with specific words in the subect to a folder
(X% Move messages sent o a distribution list to a folder

X Delete messages that have spexcific words in the subject

] Creats a new rule For arriving messages

General Settings

Deleted Ttems

IMobile Device:

e select a template from one of the pre-defined actions and conditions

Rule

Move messages from
someone to a folder.

Move messages with specific
words in the subject to a
folder.

Move messages sent to a
distribution list to a folder.

Delete messages that have
specific words in the subject.

Create a new rule for arriving
messages.

Description
Messages from a certain person or distribution list
are moved to a specified folder.

Messages are moved to specific folders based on
words found in the subject or body of the message.

Message that are sent to a specified distribution list
are moved to a designated folder.

Deletes messages based on specific words in the
subject header.

Creates a rule for any incoming messages.

To set up a Rule to move a new message from a specific person or distribution list:

e click New Rule from the Rules window
e select Move message from someone to a folder

The following message might display.

Compatibiiy with Outiook

To be able to create a rule:

Before you can create, madiy, or delets rules by using Outlook Web Access, you must delete any
rules that you previously disabled while using Microsoft Office Outlook. To delete such rules, dick
Deslete Disabled Rules. If you click Cancel, you will be unable ko use rules in Outiook Web Access.

o

To avoid a conflick between your rules in Outlook Web Access and in Outlook, avoid creating or
modifying rules in OUtiook Web Access and opsning the Rules wizard in Outlook at the sams time.

[ Do nat show me this message again

Delete Disabled Rules Cancel

User Services Department
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e click Delete Disabled Rules

The New Rule dialog box displays.

Description

Hame:

&) Done

7 hitps:/fexchange. pace.edu - New Rule - Microsoft Internet Explorer [ [=1]E3]
rrives

Rule

S 1nternet

e click people or distribution lists to select name or distribution list to apply to the rule

Address Book (E]

[} Default Global Address List

[ Al Rooms 2 [hame -

1flcopier
Show other address lists ¥ B

2007MedProgram

& A

Contacts & paLsa

Asnenson, Aaran 1,
Show: Aanenson, Aaron J.
@al Aanouz, Bouchra
O people Aaron- Albanese, Rebecca A,

Abady, Abraham Aaron
(O Distribution Lists [T ——
Abalos, Regina Ramares
Abato, Cristen T,
Abazadze, Ekaterine
Abbassi, Lubna
Abbate, Melissa M,
Abbate, Mrs, Maria
Abbate, Paul C.

Abbazio, Ms. Jacqueline Ann
1

8] Contacts

Create Mew Folder

Items 1 to 50
Message recipients:

From -»

Title:

FT Paraprofessior
Student Assistant

Student Assistant

»
44 b pl

e select an address book

Note: You can choose from the Global Address List or your Contacts.

e select a Name from
eclick From
eclick OK

the list

Under Rule description the following displays “Apply this rule after the message arrives from
juser@pace.edu move it to the specified folder.”

Where juser@pace.edu is the name or distribution list chosen for the rule.

Once the name or distribution list is selected the designated folder needs to be selected:

e click specified in the New Rule window

18
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Choose a Folder x

= =4 Turmrmineli, Anita -
ﬁ Calendar
G| Contacts
[ Created folder Contracts
# |5 Deleted Items
[ Documenkation
L.#| Drafts [3]
U] Inbox
L gl Junk E-Mail

e select a folder and click OK
e click Save in the New Rule window

To close the Rules window and return to your Mail:

eclick =4 Mail at the bottom of the Navigation Pane

2. Editing a Rule

at the top of the Outlook Web Access window
e click Rules in the Navigation Pane

e select the rulename to edit

e click Change Rule on the toolbar

e make any necessary changes to the rule

Note: The rulename does not automatically change after edits are made. You must manually change
the rulename before saving your changes.

e click Save to save the changes

To close the Rules window and return to your Mail:

eclick =4 at the bottom of the Navigation Pane

3. Deleting a Rule

at the top of the Outlook Web Access window
e click Rules in the Navigation Pane
e select the rulename to delete and click Delete

A message displays “Do you want to permanently delete the selected items?”

eclick OK

To close the Rules window and return to your Mail:

eclick =4 at the bottom of the Navigation Pane
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IV. CALENDAR

Microsoft Office Outlook offers web access to its Outlook Calendar. This access allows users to
view their Outlook information in basically the same format online. The difference between
using Outlook client and the web access is that when travelling you can check the web access on
any machine that has access to the internet.

Microsoft will initially open in the e-mail portion of the program. You must select the calendar
from the navigation pane to view your calendar.

o click Calendar in the Navigation Pane = calendar

A Bajracharya, Ms. Shikha - Outlook Web Access - Microsoft Internet Explorer provided by Pace University @@ E@g\

File Edit Miew Favorites Tools  Help !'r'

OBack AL > |ﬂ lEL‘ ;‘J /?\‘Search ‘-:‘\'\';:’Favor\tes Q—‘? v ﬁ ‘:“‘

Address | @] https:/fexchange.pace. edufowaj#

Qutlook web Access % ‘ [ options | Bajracharya, Ms. Shikha = | Lag Off

UNIVERSITY

Calendar & || Calendar (1uly 2008) @ Help

< July 2008 o 9 Elnew - | - Today | Efipay Efwokwesk EHweek EHmonth | X
S M TW TF S
w1z 345
5 7 8 9101112 P
13[14] 15 16 17 18 19 8
20021 2 23 24 I %%

eI A A 1 2 go
3456789

<) »|14 Manday =

My Calendars

1000

[ Calendar

Create Mew Calendar 1100

12PM

100
8| contacts

7] Tasks 2

Documents
=3 Public Folders

300

&) Downloading From site: http: fuw. pace.eduj S Internet

Microsoft Outlook has three major panes — Navigation Pane, Calendar Pane, and Reading Pane.

Pane Description
Navigation Pane Allows you to navigate between Mail, Calendar, Contacts, and

Tasks. In addition it also allows you to view the Reference
Calendar and personal, shared, and/or group calendars.

Calendar Pane Allows you to view your calendar in Day, Work Week, Week, or
Month format. It displays all the appointments, events and tasks
within a selected calendar(s).

Reading Pane Allows you to read the details of a selected appointment or event.
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The Navigation pane consists of:
Calendar «

< March 2003 ¥
S M TW T F 5
24 25 26 27 28 29 1
2 3 4 56 T8
910 11 12 13 14 15
16 17 18 19 20 21 22
23 24 25 26 Z7 28 29

woBE] 1 2 3 4 s

My Calendars
ﬁ Calendar

Create Mew Calendar

L Mail

j Calendar
% Contacts
=

ﬂ Tasks
LLE Documents

j Public Folders

Navigation Pane Description

Reference Month Allows you to view and select dates within a chosen month.

My Calendars Allows you to select and view your personal calendar, and any
additional personal sub-calendars.

1. Using the Web Access Toolbar
The Web Access Toolbar has the following options available:

E Mew = |_|5| - Today jﬁ Diay 'ﬁ wiark, Week ﬁ Week Eﬁ Month | _‘1

Option Description
] Mew Allows you to create appointments and meeting requests. You are
also able to open a mail message, contact window, distribution list,
and tasks.
FE Allows you to show or hide the Reading Pane.
% Deletes desired selections.
Today Takes you back to the current date on the calendar.

2. Calendar Views
Microsoft Outlook has four different ways to view a calendar.

Calendar View Description
Day Contains meetings, appointments, events and tasks for one day.
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Work Week Contains the list of meetings, appointments, events and tasks for
the work week. Work week consists of the days designated as
your work week.

Week Contains the list of meetings, appointments, events and tasks for

the week. Week consists of the weekends (the remaining days not
indicated as your designated work week).

Month Contains the list of meetings, appointments, events and tasks for
the month.

3. Scheduling an Appointment

An appointment is a specified date and time in your personal calendar that does not involve
inviting people to attend or reserving a resource.

e click Calendar in the Navigation Pane
eclickthe ™ nextto New
e select E.ﬁ.ppnintment

The Appointment window displays.

A hitps://172.17.26.101 - Untitled Appointment - Microsoft Internet Explorer provided by Pace U... [= |[B)[5]

|l Sawe and Close | () L - | [] 3 m- & H™M v @
Appointment | Scheduing Assistant
Subject: |
Lacation:
Start time: Thu 362008 v Z30PM v [ #il day evert
End time: Thu 3fg/2008 v 33IOPM v
[“IReminder: | 15 minLtes v Show time as: [ Busy ¥ [rrivate
Tahoma vow B I U Zi=EEWY-A-
&] pone S @ Internet

To set up an appointment:

e click in the Subject field and type description of appointment
e click in the Location field and type location of appointment

Press Tab to advance to each succeeding field.

e type start date and time for appointment in Start time fields
e type end date and time for appointment in End time fields
_Or_

e click drop-down arrows next to Start time and End time fields and select from the list
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To create an All Day Event:

e click[] next to All day event

Note: An all day event will not display as a block in your calendar.

e type the description of the appointment in the bottom pane
eclick = 5ave and Close

4. Scheduling a Meeting

A meeting is an appointment that involves inviting others to attend or reserving a resource. The
resource may include a conference room, audio —visual equipment, or other shared resources.

e click Calendar in the Navigation Pane
eclickthe ~ nextto New
e select _:'j Meeting Request

The Untitled Meeting Request window displays.

A https:/f172.17.26.101, - Untitled Meeting - Microsoft Internet Explorer; provided by Pace Univer.... Q@JE\

Hserd W 0 O & ¥ - TROOY O3 M- & HMm v @
Appointment | Srheduling Assistant

Required... | Bajracharva, Ms. Shikha

Optional... | Cowan, Ms. Argie C.

Resources... | VBrick Room Westhall

Subjiect: Breakfast on Matt For Exchange Documentation|

Location: wErick Room Westhall [] Request a respanse ko this invitation

Startbime:  Fri3/7/2008 ¥ 930AM ¥ []Aldayevent

End time: Fri 3(7/2008 v 1L00AM v

[FIReminder: | 15 minutes v show time as: [l Busy % [rivate

Tahama viow B I U S EEW.A.
&) S @ Internst

eclick FRequired...

User Services Department
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The Address Book dialog box displays:

‘A Address Book -- Web Page Dialog, X
‘Address Book [ERE:-] (=) @ Help
[} Defaul: Global Address List whrick £ | VBrick Room Westhall

[l Al Rooms Arrange by: Hame - Aontop - Contact  Aliss wbrickwest:
- E-mal vhrickwest@pace test

Account Fravisioning

Show other address lists ¥
Organization ¥
Cortarts

Show: Availability Thu 3{6/2008 v Show onit working houre

al
@ - Thursday 31872008
OPeaple sbajracharya@paceu test
O Distribution Lists

- l
e ITID Director

8] Contarts lsFiore@paceu.test

Create Mew Folder Bennett, M. Keithe Marie

Ttems 1 t047 Harr

Ealracharys, Ms. Shikha

Cowsn, Ms. Argie C.

ces-= | YErick Room westhal 4

oK Cancel

https: /f172.17. 26,101 fows| ?as=Dislogit=AddressBookia=FickAttendees & Intemet

The Address Book dialog box is where names and/or resources are added to an attendee list.

Classification Description
Required To require someone’s attendance, select the name from the global

address list and click Required.

Optional To add someone as an optional attendee, select the name from the
global address list and click Optional.

Resources To book a room/resource for the meeting, click All Rooms and
select the meeting room, then click Resources.

To add an attendee:

eclick [ Default Global Address List
e type lastname in the search field

Where lastname is the name of user calendar ID.
eclick »#
eselect UserID from list
e click on the desired Classification to select an attendee or Resource
Repeat the above process for every attendee to add to the attendee’s list.
eclick OF;

To schedule a meeting:

o type start date and time for appointment in Start time fields
e type end date and time for appointment in End time fields
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_Or_
e click drop-down arrows next to Start time and End time fields and select from the list
o type the text for a meeting in the bottom pane
eclick :=i5end

5. Scheduling Assistant

The Scheduling Assistant provides a view of the daily schedule of invitees to a meeting allowing you to
check their availability. It features functionality to suggest days and times that work best for everyone
invited taking into account the location for the meeting.

e click Calendar in the Navigation Pane

e double-click an Appointment or Meeting Request
_Or_

e create a new Apppointment or Meeting Request

e click the Scheduling Assistant tab

The Scheduling Assistant table displays.

A hitps://172.17.26.101 - Untitled Meeting - Microsoft Internet Explorer provided by Pace University:

=eend W 0 O & Rt 8 M- 8 Hm v @
Appointment Scheduling Assistant

Strt: Mend[72005 v S30AM v End: Mond7/00s v 1030AM (7] showorlyworking hours

(] Select Attendees Om atamm BB ADDAN L MmaM  mmaw  zooeM  1oomM  z00mM  300mM  auean 4 Supgested Times

05 12345

o7 sswn

13 14 15 16 17 18 19

B Harris, br. Coink < Aprizooe - >
B especharva, Mo shiha BRTWTES
,

20 21 22 23 24 25 26
@293 1 2 3
45678 910

Duration: | 1 hour v

11:00 M - 1 room avalable |~
4 of 4 fre free

Select Re -

B celechRonn: . - 34 of 4 Fre

WBrick Room Westhal 12:30PM -
1

=
=

“
Meusy [ Tentative  [[out of Office Mo Information [JGood [JFar Poor

@ 8 ® et
£

a. Adding or Removing Attendees
The Scheduling Assistant is where names and/or resources are added to an attendee list.

To add new attendee:

e click Select Attendees
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The Global Address List dialog box is displayed.

3 Address Book -- Web Page Dialog,

Address Book [ERE] =1 @ Help
[ Default Global Address List £ Account Provisioning
[ AlRooms Aontep - Contact  Alss  accoun tprovisiorin a

. Extnsl accountpravisionina@paceu.test

Show other address lists %

Contacts
Shor Availability | g grap008 ~ | [Zshow only working hour:
all !
® CRC PLY Friday 4/4/2008
Oreepie shajracharya@paceutest
O Distribution Lists Belfiore, M. Craig R

‘
OFfice of the ITID Directar
@il chelafiore@paceu.test

Create New Folder Bermett, M, Keithe Marie

Blackwood, M. Martina A,

Ttems 1 50 Hd bl

Resources >

oK Cancel

https:/172.17.26.101 Jowa/?ae=Dialogit=AddressBooka=PickAttendses @ Internet

e type attendee’s lastname in the search box and click #
e scroll down and select the name in the Arrange by: Name Column
e click Required, Optional, or Resource

Repeat the above process for every invitee to add to the All Attendee list.
eclick OK

To reserve a room for the meeting:
e click Select Rooms and select More

The All Rooms dialog box is displayed:

3 Address Book -- Web Page Dialog 3
Address Book [E] (=] @ Hep
[l DeFault Global Address List £ VBrick Room Westhall
(L} All Rooms Mame - Capacity OFfic Contact Alias wbrickwest

VBrick Room Westhal 20 E-mai vhrickwest@paceu.test
Show other address lists ¥
Organization ¥
Contacts o
Availability ¢ 41415008 | [ Show only working hours
Show:
Friday 4/4/2008
@l v H4:
OPeople
<«
(O Distribution Lists
83 Contacts
Create New Folder
< »
Items 1 o1 HAPkY

Room selections:

R.ooms -> 4
oK Cancel

Ihttps:i/172,17.26. 101 jawa/?ae=Dialogik =AdcressBookia=PickR.oams @ Internet

e click on your desired choice from the Name column
e click Rooms at the bottom
eclick OK
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To remove an invitee or room:

e highlight the attendee’s name or room from Select Attendees list
e press Delete or Backspace
_Or_
e right-click on attendee’s name or room and click Remove
e click outside of the current textbox

After you have added attendees or resources to the Select Attendees list, their availability is color
coded on the schedule.

The status of an attendee or resource is depicted on the all attendee list with the following icons:

Symbol Description
=] Indicates the originator of the group meeting
Indicates a required attendee
a Indicates an optional attendee
(] Indicates a room or equipment

To change the attendee’s status for meeting:

e click on icon (e.g., @) to toggle through status options
e select the desired status for meeting

b. Checking Common Time Availability

The scheduling assistant shows invitees common time availability as a row in a table. In the
Select Attendees row at the top of the schedule and directly under the times, a color coded summary is
displayed of the availability of the attendee(s) and resource(s) in a given time period.

il Select Attendees 1:00 PM 2100 P 3100 FM 400 PM 5100 PM £:00
.

Similarly, in the row to the right of each invitee’s name under Select Attendees are colored bars that
represent each of the invitee’s availability for a given time period.

[ select Attendees 1100 FM 2:00 FM 3100 P 400 P 5i00 FM 6100
B  Eajracharya, Ms, Shikha l:l
Harris, Mr. ColinP. |

PLY, Instructor |

The legend displayed at the bottom of the scheduling assistant shows the color-codes associated
with availability (i.e., free/busy times) of invitees to the meeting.

[ | Busy [[] Tentative [ |t of OFfice Mo Information
Legend Description
M eusy Blue color-code shows attendee availability as busy.
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[] Tenkative Blue and White color-code shows attendee availability as tentative.

[l ot of Office Purple color-code shows attendee availability as out of office.

Mo Infarmation

Black and White color-code shows no information available for
attendee.

To select common availability for attendees:

e scroll through the Suggested Times column on the right
Outlook Exchange Calendar helps you to set up a convenient time for a meeting according to the
availability of the attendees. A suggested times listing allows you to perform a check on the
other invitee’s Exchange calendar to find whether they are busy according to their calendar, if so,

you can reschedule the meeting.

The suggested times color-coded options are:

[JGood  []Fair M Poor

Suggested Times Description

Good White color-code are days all attendees are available
Fair Light Blue color-code are days most attendees are available
Poor Blue color-code are days most attendees are not available

e click on your desired choice in the Suggest Times listing column when all or most
attendee (s) are free

Note: Selecting a new time in the Suggested Times list moves the start and end times (green and red
vertical lines) to the newly selected time period. It also updates the meeting start and end
times.

6. Replying to a Meeting Request

When an invitation to a meeting is sent, the attendee will receive an e-mail message from the
originator stating the time, date, and location of the meeting.

To respond to the invitation:

e click Mail in the Navigation Pane
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The e-mail message will have a meeting request icon = to the left of the From column in the
Message pane. Within the e-mail message, options to respond to invitation from the Reading
Pane display at the top of the e-mail message:

' Accepte ? Tentative- # Decline- _j

Option Description

Accept Adds the meeting to your Calendar and sends an e-mail to the
meeting organizer, informing him or her of your decision.

Tentative Adds the meeting to your Calendar, marks it as tentative, and sends

an e-mail to the meeting organizer.

Decline Sends an e-mail to the meeting organizer, informing him or her
that you will be unable to attend.

Calendar (12]) Displays your Calendar so that you can view your schedule.

To respond to invitation from the message pane:

e select the e-mail message in the Reading Pane
e click the desired response (Accept, Tentative, Decline, or Calendar)

If you select Accept, Tentative, or Decline, Outlook will display a pull down list of options to
‘Edit the response before sending,” ‘Send the response now,’ or ‘Do not send a response’.

To include a comment with your response:

e select Edit the response before sending
e type comments in the space provided
e click Send

To send response with no comments:

e select Send the Response Now to send response automatically

To send no response:

e select Do not send a Response

Note: The option “Do not send a response” will add the meeting to your calendar. However, the

organizer will not know your response (e.g., accept, tentative) to the invitation, no e-mail will
be sent.

7. Recurring Entries

An appointment, event, or group meeting which repeats on a regular schedule can be scheduled
as a recurring entry.
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e open an Appointment, Event or Meeting Request where you are the organizer
_Or_

e follow instructions for Scheduling new appointment, new all day event,
or new meeting request

e click the Recurrence button on the Standard toolbar +*

The Recurrence dialog box displays.

Recurrence *

Appaintment Time

Start: | 10:00 AM » End: | 1Z:00PM “ Duration: 2 hours v
Recurrence Pattern
() Nane Recur every |1 week(s) on:
(O Daily
[ sunday Monday [] Tuesday Wednesday
(%) Weekly
O Manthly [ Thursday [] Friday [] Saturday
O early
Range of Recurrence
Start: Mon 4/14/2008 ¥ () Moend date
(O End after: |10 OCCUPENCES
@ End by: wed 5/14/2008 v

K Cancel

A Recurrence Pattern can be scheduled—for Daily, Weekly, Monthly or Yearly. These options
allow an appointment, event or group meeting to repeat on a regular basis for the scheduled
recurrence pattern.

To specify appointment time:

e type the start time next to Start and end time next to End under Appointment time
-Or-
eclick * next to Start and End fields to select appointment time

To select frequency of recurrence pattern:

e select Daily, Weekly, Monthly, or Yearly under Recurrence Pattern
e make desired selection of options for recurring entry

To set time period for range of recurrence:

e type the start date of repeat pattern next to Start field under Range of recurrence
e click @ next to a desired End option

Note: An appointment, event or group meeting for a recurring entry can terminate in one of three
ways: (1) select the option to not include an end date by clicking the box beside “No end date”
(2) type in an amount which represents the number of occurrences to create (3) type in a
specific date to terminate a reoccurring appointment

eclick OK
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e click Save and Close
The recurring entry icon < displays in the appointment, event or group meeting planner area.

8. Printing Calendars
To print a calendar using web access:

e click Calendar in the Navigation Pane
e select calendar to print
e click Day, Work Week, Week, or Month
e click File and select Print
_Or_
e click Print Preview to view print job

9. Creating New Calendar

Unlike the Outlook client, you are only able to create and view personal calendars on the web
access. You are not able to view any shared calendars through the web access.
To create new calendar:

e click Calendar in the Navigation Pane

e click Create New Calendar

e type the name for the new calendar in the empty box provided [ |
e press Enter

The new calendar name appears below you default Calendar. It will also appear when you log
into the Microsoft Office Outlook 2007 client.

Note: Calendars can only be deleted through the client, not through the web access. Also the Grouping
feature is not available through the web access.
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V. CONTACTS

An Address Book is a collection of names, e-mail addresses and distribution lists used to store
information. Address Books simplify sending email. On the exchange server an address book
called the Global Address List is available to you. On your drive your personal address book is
called Contacts. A name added to this book is referred to as a Contact.

A. Global Address List

The Global Address List contains the e-mail addresses of all the people on the Pace network.
Choose the Default Global Address List under Address Book to access the directory. After you
have chosen the Address List you can then select a Name.

A Address Book - Web Page Dialog 53]
Address Book IERE=] =) @ Help

[} Default Giobal Address List bin X Barrie, Binta
[} Al Roor Aontop Contact  Alss bbse43zn
= E-mai bbes43zp@pace cdu

Show other address lists

Information  Departrient Mursing 4-VR Baccalaureats
Compary Pace Uiversity

Contacts
Organization ¥
Show:

@al
OPecple
O Distribution Lists

availability 1 ciiapogs v [Z]show only working hours

Tuesday 5/13/2008

3 Contacts

Create New Folder

Law
1b93454p@pace.edu

Binkney, Shari Michele.

Ttems 1 to12 44 ppi

3 Cancel

@ Inemet

1. Sending an Email Using the Global Address List

e click Mail in the Navigation Pane = mail

e Create a new message

e click To in the message header

e select Default Global Address List from Address Book
e select a Name

Note: You might need to scroll or search to find the name. You can also use the keyboard and type
the first few letters of a person’s name when not in the search box.

eclick To

eclick OK

e type yourmessage
e click Send

2. Adding a New Contact from the Global Address List

e click ﬂ Address Book at the top of the Web Access window
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e right click the name of the person in the Global Address List you want to add as a

contact
e select Add to Contacts
[ Default Global Address List syl yel
[ All Rooms Arrange by: Mame = Aontop -

Show other address lists ¥ Open

¥23 Mew Message

Contacts Tumminel, Ar [ Mew Mesting Request to Contacts
Show e B Add to Contacts
Ol

®People
(O Distribution Lists

A Contact window displays with the information of the person you selected.

] https:/fexchange.pace.edu - Aanouz, Bouchra - Microsoft Internet Explo... g@@‘

[Hsaveandcose 2 0 X vo- -
Jump o Profile | Contact | Addresses | Details
profile =
First name Souchra
Middle name:
Last name Aanouz
File: as Last, First ~
Job title Studenk Assistant WS IIT
Office
Department Public Accounting
Company name: Pace University
Manager
Assistant
Contact
Business phone =
&) ) Unknown Zone (Mized)

e type any other information
e click Save and Close
e click [&] to close the Address Book

B. Using Contacts

Information such as email addresses, phone numbers, etc. can be saved for any individual in or

out of your organization. The information, also known as Contacts, is stored in your Contacts
folder.

1. Opening the Contacts Folder

e click Contacts in the Navigation Pane & contacts
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The Contacts Folder window displays.

PAC E Outlook web Access

UNIVERSIT

- | B crtons | Turmingh, ania - | Log|

Contacts & Contacts (4 Irems)

3s
Shon: Bdvew - [H-1EH X | &
®u Search Cortacts
Opeaple Arrange by: File as ~

(O Distributian Lists Bonilla, Matthew

Director, Pace University

4] Contacts (9141 773-3205 B (9149384-0026

Create Kew Folder Colasanto, Ellen Marietta

Supervisor
9996745432

Harris, Calin
ColinH@law pace edu
Russakeff, Sylvia

Program Dir-PELE, Pace University
(914) 4224328

=4 ™ail
B
as]
7] Tasks

Documents
£ public Folders

Calendar

Contacts

Ttems todaf4

5B e
£ - ¥ Colasanto, Ellen Marietta
Supervisor, Student Affairs
Aontop -~

Contact E-mail

Business

Job title
Department

Profile

Address Business
Strest

City

State [Province

Map This Address...

@ Help

ecolssanto@acl.com

9996745432

Supervisor
Student Affairs

1025 No, Fletcher Ave.
Mo, Valley Stream
Y

2. Adding and Saving a New Contact

It is easiest to be in the Contacts window to add, edit or delete contacts.

eclick ~ on the toolbar
e select =] Contact

The New Contact window displays.

bl Sove e Clone | ™
chte
Lz, P
fesstant v
st -
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e type contact’s information in the fields
e press Tab key to move to each field

To save the Contact and close the window:

e click Save and Close on the toolbar

3. Editing a Contact

e double-click on a contact name in Contacts Folder
e modify the contact in the contact name window
eclick Save and Close

4. Deleting a Contact

e select a contact name in Contacts Folder and click % on the toolbar to delete

5. Viewing Contacts

PACE outiook web access
Contacts & | Conkacts (21 Items) @ relp
V_ shaw: gdnew - [H- X |5 8 B (e
1ew @4l Search Contacts Py
C h 0 1 Ces OPenpl: FE]J} Titk Business Phane Business Fax Mabile Phane Home Phane
O Distribution Lists

Student Assistart WS 1L
8 Contacts Abdulina, Azalia Student Assistark WS

Create Hew Folder Antz, Anna

Borilla, Matthew Directar Pace Universit ity (914) 773-3203 (914)989-8219 (914)384-0026
& Book Club

Colasanta, Ellen Maietta Supervisor 9996745432

(914) 4224054

Note: Shared Contact folders can only be viewed on the client version of Microsoft. They are not available
through the web access.

Switching views in contacts:

e select the radio button for one of the 3 choices in the Navigation Pane under Contacts

Outlook has 3 ways to view contacts — All, People or Distribution Lists.

Note: Contacts can be sorted by specific Field Names by clicking the[=] next to Arrange by.

Contacts can also be sorted by ascending or descending order by clicking

6. Finding Contacts

a. Find a Contact

eclick = =¥ on the toolbar

e type the partial name, a first or last name, an e-mail or company name
e press Enter
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All matches display in Contacts window.
Note: If the contact is not found in the Contacts window you get the message: No items found.
To clear the find and view all contacts:

eclick * on the search option

b. Find a Contact by Typing on the Keyboard

o type the first letter of the last name, or quickly type the first couple of letters of the last
name (e.g. Be for Bellini)

c. Find a Contact from the Global Address List

You can search your Global Address List by using Find Someone at the top of the Web Access
window.

eclick in Find Someone in the Outlook Web Access toolbar

PACE outlook web Access

mail & | Inbox (10 Ttems, 1 Unread) @ Help

e type partial name, a first or last name, an e-mail or company name
e press Enter
e select from list if more than one name was found

Note: A window displays with the contact’s information.

7. Distribution Lists
A Distribution List is an entry containing a selected group of contacts from the accessible
Address Books. Contacts must be added to the Address Book before creating a distribution list.

a. Creating a Distribution List
e click on the down arrow of = - to get a pop-up menu

= Mew || =

2 Message

E Appointment

] Meeting Request |
1= Contact

[ Distribution List

& Task

e select Distribution List
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The Untitled Distribution List dialog box displays.

2 hitps:/fexchange. pace.edu - Untitled Distribution List - Microsoft Int
p ge- p:
I save an

d Close:

List Name

[ Members...

Notes

=

Add to List

&] Done

B Unknown Zare (Mixed)

e type distributionlistname in the List Name field

Where distributionlistname is the name given to the Distribution List.

e click Members

The address book displays:

Addvess Book
L} Defalk Global Address List
[ All Roams

Shaw other address ists ¥
Contacts

Show:

@nl

OPeople

© Distribution Lists

8] Contacts

Create Hew Folder

Member selections:

Flermbers —=

https:

[EE] =]

@ [Nome - Titl
16fcopier
2007Medprogram

& an

& naLsa

kMembe @ Internet

PTParay
Student: Assistant: WS T
Student Assistant WS 11

3 Address Book - Web Page Dialog 3]

@ Help
)

professionl{Technical

»
A4 ppl

e select the Name from the Name list
e click Members to add Name to the distribution list

Repeat the above process for every contact you want to add to the list. When all names are

added:
eclick OK

e click Add to List in the Distribution Book window

e click Save and Close
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b. Editing a Distribution List

e click Distribution Lists
e double-click on the DistributionListname

Note: A double-headed icon in the first column £ denotes it is a distribution list and not a single
contact.

The DistributionListname dialog box displays.

a https:/fexchange. pace.edu - Untitled Distribution List - Microsoft Internet Explorer

& Members. . Add to List

@[ Name E-mail
= Abas, Yacine vag821 In@pace.edu
=] Aanenson, Aaronl,  saansnsoni i@pace.adu

Remove From List

Notes

&) B Unknown zone (Mixed)

To add new members:

e click Members and follow steps in Add Names in Creating a Distribution List

To delete members:

DO NOT click the Delete % located within the Distribution List dialog box when deleting
individual members. This button automatically deletes the entire distribution list without a
warning message.

e select the Name
e click Remove from List

To save changes:

e click Save and Close

c. Deleting a Distribution List

When you delete a distribution list, you are not deleting the information that is stored in your
address books. You are only deleting a group of names that make up the list.

e click on the DistributionListname

Note: A double-headed icon in the first column £ denotes it is a distribution list and not a single
contact.

eclick * on the toolbar to delete
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Note: You will not get any warning message when you delete because it was moved to the Deleted
Items folder. It is not yet permanently deleted.

8. Schedule a Meeting for a Contact

e select a contact name in Contacts Folder
eclick % Meeting Request to Contacts on toolbar
_Or_

e right-click on the contact name and select New Meeting Request to Contacts
e fill in the New Meeting window (see Creating a Meeting)

i=igend W 0 O | 8 VW - EE| Y 3 M~ X & PFlantext v @
Invitstions have not been sent for this mesting.
Appointment | Scheduling Assistant
Required... (sa@aol.com)
Optional...
Resources...
Subject:
Location: Request a response to this invitation
Starttme: | Wed 5/21/2008 | 1230PM % [JAldayevent
End time: \Wed 5/21/2008 v L00PM -
[F]Reminder: | 15 minutes v Show time as: | [l Busy R [private
3 & Internet #100% -

Note: The contact’s email is already in the Required field.

e click Send

9. Adding a New Contact Folder
e click Create New Folder

Contacts &

Shiows:
@al
(O People

(O Distribution Lists

|85 Contacts

Crexake MNew Folder

e type a name for the new contact folder in the space provided

Contacts «

Show:
@l
() People

() Distribution Lists

|8 Contacts

B |

All modifications and deletions of contact folders can only be done through the client version.
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V1. TASKS

The tasks manager in Outlook helps you organize, maintain, and track your tasks and projects.
The task manager can remind you of the status of current tasks as well as alert you about tasks
that are overdue.

Note: You cannot assign tasks to other Exchange users through the web access. You are also unable to accept
or decline an assigned task. You must use the client version for these features.

o click Tasks in the Navigation Pane 2 Tk

1. Creating a task

eclickthe ™ nextto New
eselect & Task

The Task dialog box displays.

2 https:Hexchange.pace.edu - Untitled Task - Microsoft Internet Explorer provided by Pace I.E}@ g@@
| 5ave and Close | ¥ Mark Complete | ) A_¥ Recurrence... Forward = % m -
Subject;
Start date: Nore v Status: Mot starbed -
Due date: Mong v Priority: Maormal
Date completed: Hone v % complete: 0
[CJReminder: Hone [Private
&] £ Unknown Zone (Mixed)
Option Description
Status Allows you to specify the status for the task: Not started, In Progress,

Completed, Waiting on someone else, Deferred.
Priority Allows you to specify the status for the task: Low, Normal or High.
% Complete  Allows you to enter the percent of the task that is complete.
Reminder Allows you to set a reminder for the task in minutes, hours, or days (s).

Private Allows you to specify that your task is private.

o type subject of task in the Subject field
eclick the ™ next to Start date and select a start date in reference calendar
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eclick the ¥ next to Due date and select a due date in reference calendar
eclick the ¥ next to Status and select the current status

e type description of task in the bottom pane

e click Save and Close

2. Attaching a File to a Task

e complete steps to Creating a Task
eclick [l

The Attach Files dialog box displays

23 Attach Files -- Web Page Dialog E|
Include Attachments

To include an attachment, click Browse, and then select the file, After you have selected
the file, click Attach. The file wil be uploaded to your message.

Erowse...

Choose mare files

Atkach Caneel

https: jfexchange. pace. edufowa)7ae=Dialogs: | § Internet

e type the file name and the qualifying path

_Or_
e click Browse and select a file and click Open
e click Attach

The file’s icon and name appears in the Attach field.
e click Save and Close
To remove an attached file:

e select the file and press Delete
e click Save and Close

3. Recurring Tasks

e create a new task
-Or-
e double-click on a current active task
o click the Recurrence on the Standard toolbar ¥ Recurrence. .
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The Recurrence dialog box displays.

Recurrence X

Recurrence Pattern

(Mg (%) Recur every |1 week(s) on:
Dail
Opaiy [] sunday [] Manday [] Tuesday [v] Wednesday

(3) Weekly

O Morthy [] Thursday [7] Friday [] Saturday

O vearly (O) Regenerate new task |1 weekis) after each task is completed
Range of Recurrence

Start: wed 6{4/2003 % (&) Moend date

() End after: (10 OCCUrrences

() End by: wied 6/4/2005 v

[al4 Cancel

A Recurrence Pattern can be scheduled—for Daily, Weekly, Monthly or Yearly. These options
allow the task to repeat on a regular basis for the scheduled recurrence pattern.
To select frequency of recurrence pattern:

e select Daily, Weekly, Monthly, or Yearly under Recurrence Pattern
e make desired selection of options for recurring entry

To set time period for range of recurrence:

e type the start date of repeat pattern next to Start field under Range of Recurrence
eclick @ next to a desired End option

eclick OK

e click Save and Close

4. Editing a Task
Edits can only be made for personally created tasks and any tasks that have been assigned to you.
e double-click desired task

-Or-
e right-click desired task

Open
i Forward

‘-'_f? Mark Complete

X Delete

e click Open
_Or'_
eclick & Edt jn the Reading Pane of a selected task
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g% Edit Reply Reply to Al L% Forward
test

Status: Mot startked

Priority: MNormal

% complete: 0

[Ireminder:  Mone [Iprivate

The Task dialog box displays.

2 https:/lexchange. pace.edu - Untitled Task - Microsoft Internet Explorer provided by Pace L@@ E]@\E\
|l Save and Close | Mark Complete || A% Recurrence. .. Forward | 3 I -
Subject;
Start date: Mone Status: Mot started v
Due date: None Priarity: Narmal

Date completed: Mone v < complete: ] v
[ Reminder: Nane [1Private

Mare properties ¥

&) B Unknown Zone (Mixed)

e make desired modifications
e click Save and Close

To mark a task as Completed:

e open desired task
eclick {? Mark Caormplete

The completed task will turn gray with a line through the task name and a check will appear in
the checkbox.

& [v] et W

5. Forwarding a Task

After a task has been created, you can forward it to other Exchange users.
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e right-click on desired task

open

L% Forward

&

Mark Complete

?( Delete

e click Forward
_Or_
o click £ Fervward jn the Reading Pane of a selected task

A New Message dialog box displays with the task attached to the message as an attachment.

A https:/exchange. pace.edu - test - Microsoft Internet Explorer provided by Pace UniversilyE] g@@

send W 0 @ & Y 8 & P - H- | [3optons.. HM v )
& T

@ G

Subiect: test

Attach 3 test

Tahom. viovw B I U|iZiISEE¥-Arx

|&] https: fexchange pace.edufowal7as=PreFormActiongia=Forwardat=IPM, TaskRid=F S @ Internet

e type recipient’s email address in the To field

The name of the task will be automatically entered in the Subject field.

e type the body of the email message in the Message Body Pane
eclick :ziserd

6. Deleting a Task

e check the box next to desired task
-Or-

eclick on a task to select it

eclick % on the Task toolbar

Erew - | [H- || X || ® | 5

-or-
e right-click on desired task
Open
2 Forward
{? Mark Complete
X Delete
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e select Delete

7. Creating a New Task Folder

New task folders can be created through the web access.

eclick CreateMew Folder ynder the Task in the Navigation Pane

e type the new task folder name in the space provided (3 |
e press Enter

The new task folder appears below your original Task folder in the Navigation Pane.

Tasks «

Shiow:

®al

O Active
(O Overdue

(O Complete

¥ Flagged Items and Tasks
& Tasks

i/j Test

Create MNew Folder

Note: Newly created task folders cannot be renamed or deleted through the web access. You must
use the client version for these features.
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VII.

ADDITIONAL FEATURES

Outlook Web Access offers several tools for finding Mail, Calendar items, Contacts, etc.

A. Using Instant Search

Instant Search helps to quickly find items in Outlook Web Access. The Instant Search pane is
available in the following views — Mail, Contacts, and Tasks.

While the calendar does not have a search pane, meeting requests and responses are included in
the search results. The search pane name will correspond with the folder selected.

To find a message using the Instant Search Feature:

P .y

e select the mail folder you want to search within

Mail

] calendar
&= Contacts
(A Drafts

= 5] Inbox (3)
,3:1 Motes
[ Outbox
] RSS Feeds
=4 Sent Items

H [ Sync Issues
& Tasks

3 &3 silverstein, Mr. Jason H.
o] Deleted Items
Cd Shared subfolder
L @ Junk E-mail [2]
4 Old-Calendar

A Root Shared Folder

[ Search Folders

«

eclick #’ to run the search
e the results will be displayed in the message pane

e click in the Instant Search pane and type your search terms

soares

Arrange by: Date -
Today

~i zecares@pace.edu

0 Set-ups 5/2/08

Yesterday

| aspares@pace.edu
P

Ml GC Set-ups 5/1/08

Tuesday

~ asoares@pace.edu

Wl GC Set-ups 4/30,/08

Monday

i azspares@pace.edu

0 GC Set-ups for 4/22/08

4 3soares@pace.edu

R or Remot e

Re: FW: Projector Remote Problem

AR

Mewest onbop =

+42PM

Wed 3:44PM

Tue 2152 FM

Man 12:15 PM

Mon 11:07 AM

46
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To clear the Instant Search:

eclick the ** next to the Instant Search box

S04res

X - %

Once the Instant Search box is cleared, all the original messages will reappear within the selected

folder.

1. Instant Search Options

The range and scope of your search can be refined several ways:

e click the drop-down arrow

search

[I Dpocuments
=3 Public Folders
&]pone

-

3 Bajracharya, Ms. Shikha - Outlook Web Access - Microsoft Internet Explorer provided by Pace University  [@[B] [2][E)[%X)
T
g

File Edt View Favortes Took Help

Qe - () ¥ [F] (D Osuh R £ (1 L

Address [] https:/jexchange pace.edujowa)

QOutlook wWeb Access w [N | £ crtons

in the Instant Search Pane to select the range of your

« | IMO (&7 Items)
BiNew -~ [H- B X  @- & eRepy  C@Replytoal | Forward

@ Help

Search IMO Py

Arrange by: Date - search heweston top  ~

Last week This Falder

“4 Customer Support Center | T11S Folder and Subfolders Thu 7/10

SYSTEM QUTAGE REMINDER All Folders and Ttems

Two Weeks Ago Set Default Lacation

Items 1 t50afe7 144 b bl
3 @ roremet

Narrow or expand your search by choosing from one of the following:

Search
This Folder

This Folder & Subfolders

All Folders & Items

Set Default Location

Description

To search just the folder you have selected.

To search the currently selected folder and any subfolder(s)
it may contain

To search all folders and all item types (Contacts, Calendar
items).

To set the default search location to any of the three
choices above.

e type your search terms and click the " to run the search

2. Using Advanced Search
To use Advanced Search:

e click the drop down arrow

¥ on the right end of the search pane
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Subject and message body

Results in:
From % leon

[] categary: [ Blue Categary

Select from any of the following criteria options:

Item Description
Results in

Subject.
From/Sent To

list.
Category

e click the *

button to run the query

Search choices are Subject and message body, Message body, or

Searches for items from or sent to a specific person or distribution

Searches items that have been assigned to a category.

? Tﬁ E QOutlook web Access

UNIVERSIT

Mail & || Inbex (2 results in Inbox)
= &3 Siverstein, Mr, Jason H. SiNew ~ L|5| o -& b - __‘1
ﬁ Calendar
83 Contacts Search Inbox X - 7
5] Deleted Items
[J7| Drafts Results in: Subject and message body w
e} J Inbox . ) From | leon
L @ Junk E-mail [12]
[L notes [] Categary: [ Blue Catzgary b
3 Old-Calendar
. Arrange by: Date - Mewest on top =
U= Outbox
3 Root Shared Folder Today
[ RS5 Feeds =1 Leon, Jimmy 11:09 AM
=] Sent Items RE:FI
H Sync Issues .
I “ Leon, Jimmy 10:24 AM
] Tasks -
[ Search Folders

Note: The search feature in Contacts and Tasks works the same way, but has fewer options in
Advanced Search, and only the category option is available.

a. RSS Feeds
To view RSS Feeds in Microsoft Outlook Web Access:

After successfully logging into your Microsoft Outlook Web Access:

e click @ nextto RSS Feeds on the left pane

48
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2l Samala, Mr. Alfred Miranda - Outlook Web Access - Microsoft Internet Explorer provided by Pace University.

© Ele Edt Wiew Favorites Tools  Help "
e Back v () |ﬂ E" P Jsearch ¢ Favariies {E2) - &z 3 4] ﬁ 3
 address |4 ] hetps:/jexchange pace. edufona/Pmoduri=0 v Go ilnks *
PACE outlook web access o
UNIYERSITY
Mail & | CNM.com- U.S, (& Ttems, 7 Unread) @ Help
D Ed samals, Mr. AfiedMrands Sinen - [H- B OX - %) PostReply | ShReply | £ Forward
] calendar
(& Contacts Search Ccom - 1.5 £ - ¥ Likely Clinton win in W. Va. won't derail Obama
7 Deleted Items (1)
(2| Drafts Arrange by: Date = Mewestontop  ~ To help protect your privacy, some content in this message has been blocked., T you are sure that this message is
from a trusted sender and you want to re-enable the blocked features, clck here,
3 [ Inbox Today
E;";'k E-mail [1£] %) ChiM.com - U,S. 2:35FM CNN.com - 113
O‘”:é - Likely Clinkon win in W, ¥a, worit derail Obama Posted: Tuesday, May 13, 2008 3:12 PM
Calendar : .
= %) CNN.com - U.S. 2:32 PM Posted to: CNRLcam - .S,
L5 Outbox - - Conversation: Likely Clinton winin %, ¥a, won't derail Obama
Feds: Gil, 12, trained ko be dominatrix
= [ Rs5 Feeds
F3 CNN.com-U.s. (7) 2 CNN.com - US. 2:22PM
[ ESPN.com (18) Don't wait to shop for summer Flights Sen. Hillary Clinton's expected victory in West Virginia Tuesday is unlikely to
[ Sent Ttems %) CNN.com - U.S. 2:14 PM derail Sen. Barack Obama's path to the Demecratic nemination, but it could
5 [ Sync [ssues Hospital ratings set by gay-tights groups renew questions about his ability to draw the support of white, blue-collar voters
[ Tasks #J CNN.com - USS. 1:50PM
[ Templates Senate backs sffort o lower gas prices D
[ SearchFolders =) CNN.com - US. 1:37PM
Officials assess damage as wildfires burn Oooooo
#J (NM.com - US. 10:24 AM b
Suspicion rises over higher food costs
%) CNN.com - U.5. 1:28 AM
Heverland Ranch foreclosure auction canceled View article...
[ mail
7 calendar
8=| contacts
=
7] Tasks
Documents
=3 Public Folders Items to8of8
&] B O @ Internet
=

RSS Feeds are organized by folders by default.
e select the desired RSS Feed folder to view

B. Forwarding Pace E-mail account

If you wish to forward your Pace e-mail account to another e-mail account you must go to the

Password Reset Utility page and use the forwarding utility.

e point the browser to https://pru.pace.edu/
e click Manage E-mail Forwarding
e follow the instructions to forward your e-mail account
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