Microsoft Outlook Web App

Instructions: Accessing webmail from Home/via Internet

Outlook Web App

@ Thisis a public or shared computer

This is a private computer

[F] Use the light version of Outlock Web App

Domainiuser name:

Password:

Connected to Microsoft Exchange
& 2005 Microsoft Corporation, All rights reserved,

Outlook Web App
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There is a problem with this website's security certificate.

The security certificate presented by this website was issued for a different v

Security certificate problems may indicate an attempt to fool you or intercej

server,

We recommend that you close this webpage and do not continue to 1

@ Click here to close this webpage.
fgi' Continue to this website (not recommended).

@ More information
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Launch Internet Explorer

http://webmail.ppsd.org

Click on “This is a public or shared
computer” when accessing your email
OUTSIDE of PPSD. [i.e., from home]

Click on “This is a private computer” if
you are accessing your email WITHIN
PPSD [i.e. school location, central
office]

UNCHECK the box next to “Use the
light version of Outlook Web App”

Type in your domain\username:
i.e., academic\jsmith or ppsd\jsmith
Type in your password

Click on Sign in

Click on CONTINUE TO THIS WEBSITE
[not recommended] NOTE: Once the
migration of this new E-Mail
application is complete, this screen
will no longer appear.


http://webmail.ppsd.org/
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You have successfully signed out of Outlook Web App. To help protect your e-
mail account, close all browser windows.

Connected to Microsoft Exchange
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You have successfully
logged into your E-Mail
account. You now have
access to your INBOX,
CALENDAR, AND
CONTACTS

To Log out of your
account, Click on SIGN
OUT to log out of
application

You have successfully
logged out of your E-Mail
account.

After you have performed
these steps and you are
unable to access your
E-Mail, please contact

HELP@ppsd.org


mailto:HELP@ppsd.org

Microsoft Outlook Web App

Instructions: CHANGING YOUR PASSWORD

Microsofe:

Outlook Web App
Inbox Options  @————
4 CR Favorites Bltew = | X = Move - Fiter = View = & 3 "}J S
[ tnbox o o i 7‘$
L8 Unread Mail s
Micresafr
Outlook'Web App
Account Account Information - AdminCS Heading out?
Srpmi b General Q Tell people you're on vacati
Groups Display name:  Admincs
Settings E-mail address: AdminCS @ppsd.org
e Contact Numbers Shortcuts to other things you can d
2 Wark phone: i
Block or Allow Mobile phone: B9 o yand your mail using Tnb
= Edit I“ Learn how to get Direct Pus!
5] mobile phone
eé Connect Qutlook to this acce
‘% Change your password ——
Change Password
Enter your existing password, type a new password, and then type it again to confirm it, s

After saving, vou might need to re-enter your user name and password and sign in again, You'l

be notified when your password has been changed successfully,

Domainuser name: PPSDYAAmMINCS
2ld password: |

Mew password:

Confirm new password;

Microsoft*

Outlook' Web App

‘four password has been changed. Click OK to log in with your new password.

L

o

I
—

4&

Connected to Microsoft Exchange

& 200% Microsoft Corporztion, Al rights reserved,
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Log on to your webmail.
[please refer to page 1 of MS
Web App Instructions]

Click on OPTIONS

NOTE: Passwords must be
a minimum of six characters

Click on CHANGE YOUR
PASSWORD

Type in your OLD/CURRENT
password [i.e., change09]

Type in your NEW
PASSWORD [i.e., testing]

Type in your NEW
PASSWORD again [i.e.,
testing]

Click on SAVE

Click on OK



Microsoft Outlook Web App

Instructions: CREATING, SENDING AND ATTACHING EMAIL

Microsolt
Outlook' Web App
Inbox
¢ L5 Favorites BNew g ™K - Moo v

e _1] Message

LA Unread Mail
L;-J Sent Items ﬂ Meeting R.egquest

There are no iter

Fl LT R

‘€ hitps://webmail ppsd.org/Tae=ltem&ta=New8it=IPM . Notedce=MTQUMTA20TQUMCbILVUywOMKOOTY3... |- o |- B |[523al]
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Subject:

Tahoma

& Internet | Protected Mode: On fy v H100% -

© | Address Book -- Webpage Dialog

Address Book

[} Default Global Address List

L AllRoems Arrange by: Mame -
Show other address lists ¥ £? DL_26Pays
Group
26Pays@ppsd.org
ontacts 2 DL_Administration Building
4 My Contacts Group
AdministrationBuilding @ppsd.org

83 Contacts
€ DL_All Teachers

= o
I o
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Log on to your webmail.
[please refer to page 1 of MS
Web App Instructions]

From your INBOX,

Click on NEW to create a
new message.

If you KNOW your
recipient’s email address
type it in the TO:, and/or
Cc: fields.

If you DO NOT KNOW your
recipient’s email address
and the address exists in
PPSD’s global Address List
[GAL] or your CONTACT list,
Click on To:, and/or Cc:
fields.

Using the GLOBAL
ADDRESS LIST [GAL], this
example we will search the
GAL by the person’s LAST
NAME



& | Address Book -- Webpage Dialog

Address Book |E]

[Ldl Default Global Address List Brady|

G Al Rooms Arrange by: Mame -
7 DL_26Pays

Show other address lists ¥
Group
26Pays@ppsd.org

2 Address Book -- Webpage Dizlog

H

|4} Defauit Global Address List Brady

Address Back

Brady, Lauren

R

Brady, Thomas
4 My Cantacts Superintendent , Superintendent’s Office
[84 contacts Thomas.Brady@ppsd.org

Superintendent Brady

Message recpients:

A

Arrange by: Name + Aontop -

P
=

Aontop -~

4L

To -3 Brady, Thomas;
Cc->

Bec -

oK

Hoend W (gl & v 8 & v - 3 options. ..

G} Ce...
Subject:

Tahoma -

Start typing here to type the contents of your email.

When you have completed typing the email, click on SEND

to send your email to the recipient's who are located in the TO field|

Click on the DISK to Save the email to send at a later date
Click on the PAPERCLIP to Attach a document.

Click on ! to mark this email as IMPORTANT

Highlight text and then Click on B = bold, I = Italics, U = Underline

Click on ABC to Spell Check the document

@ Internet | Protected Made: On
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Type in the USER’s LAST
NAME. [i.e., Brady]

Click on the SEARCH icon

All users with the LAST
NAME you typed in will
appear.

Click on the USER to whom
you are sending the email

Notice User’s name is
located in the TO field.

Click on OK

You are now ready to type
your message.

Once message is completed
you can either choose
SEND, (the email will be
completed) or you have the
option to ATTACH A FILE

To attach a file, Click on the
PAPERCLIP



£ | Attach Files -- Webpage Dialog @

Indude Attachments

To include an attachment, click Browse, and then select the file, After you've selected the .
file, dick Attach. The file will be uploaded to your message, Click on BROWSE to locate

the file.

|H: \Instructions\OUTLOOK and-or OWA INSTRUCTIONS|2009-10 OUTLOOK Y Browse...

| _ Buowse.. Once you have located the
Choose more files file, DOUBLE CLICK on the
file

@ ‘fou can attach an e-mail item by copying and pasting the item using the keybog
! shortouts CTRL+C and CTRL+Y, or using a drag-and-drop operation. Learn

~bout this Feature The file will be located in

the field.

[NOTE: if you want to send
multiple files, click on

Attach Cancel

Choose more files and
repeat step another Browse
field will appear as shown ]

Click on ATTACH

(€ nitps://webmail.ppsd.org/Tae=lem&a=Newait=IPM.Notefice= MTQUMC420TQUMCxbILVUywOMIKIOTY3... | = || & [[=23]
d @ a8 !y BT &

=1 5end Options... ||HTML v ®

& To

G} C.

Subject:

Attach... ‘_"_‘12'3‘39-1'3 QUTLOOK WEB ACCESS~1.doc (819KB) [Open 2= <\ Document[s] has been
Tahoma viw v B I U iz iz #E £ - A- ¥ k\ attached.

>

Start typing here to type the contents of your email.

When you have completed typing the email, click on SEND
to send your email to the recipient's who are located in the TO field.

Click on SEND and your E-

Mail message has been
Click on the DISK to Save the email to send at a later date .
sent to the designated
Click on the PAPERCLIP to Attach a document. L.
reC|p|ents.
Click on ! to mark this email as IMPORTANT

Highlight text and then Click on B = bold, I = Italics, U = Underline

Click on ABC to Spell Check the document

& Internet | Protected Mode: On fy v ®100% v
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Microsoft Outlook Web App

Instructions: ADDING A CONTACT TO YOUR ADDRESS BOOK

Microsoft
Outlook' Web App
Contacts
Show: =
@ Al
) People Arrange by: File as «
@) Groups

4 My Contacts
83 Contacts

f=~ Mail
ﬁ Calendar

8=| contacts

531 Tasks

There are no

(& hitps://webmail ppsd.org/Tae=em&a=Newat=IPM.Contact... EI@
[ save and Close W - BE-
Jump to:  Profile Contact Details
Profile
First name
Middle name
Last name Smith
File as Last, First A4
<
Job title Technidan
Cffice 797 Westminster
Department Technology
Company name PPSD
Manager Peter Santos
Assistant |
Contact
Business phone 401-456-9142
Home phone
Mobile phone
e Internet | Protected Mode: On fg v H10% -
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Log on to your webmail.
[please refer to page 1 of MS
Web App Instructions]

Click on CONTACTS

Click on NEW

A property sheet opens for
you to add your contacts
information.

Type in their profile
information and contact
information then

Click on SAVE and CLOSE

Contact has been saved in
CONTACTS . Contacts
which you have created are
managed by you.

Technology manages the
users which reside in the
GAL.



Microsoft Outlook Web App

Instructions: CREATING A DISTRIBUTION GROUP/LIST

Microaolt

Outlook'Web App

Contacts |1 Items
Show: 8] New o
@ all §= Contact
) People Group ) gas -
) Groups .jj Message

4 My Contacts
&3 Contacts

€ https:/fwebmail.ppsd.org/Tae=ltem &a= New&t=1PM.DistList&fld=L g AAAADUR26 D7 MpNTSERDCi%2f%2bp... [ = || @ |[ 28
[l save and Close ¥ - Eu -
Group Name EXAMPLE GROUP LIST «4—
(G} Members... Add to Group
@3 Mame - E-Mail
& | Address Book -- Webpage Dialog
Address Book |_|§:|
[l Default Global Address ... =
i Arrange by: Mame - Aontop -
Contacts
% DL_26Pays -
4 My Contacts Group
&4 consacts 26Pays @ppsd.org
ifration Building
Groy
AdministrationBuilding@ppsd.org
[ - VR T S I -
Notes Member selections:
Members —>
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Log on to your webmail.
[please refer to page 1 of MS
Web App Instructions]

Click on CONTACTS
Click on NEW

Click on GROUP

Type the GROUP NAME,
[i.e., Example Group List]

Click on MEMBERS to add a
user from the GLOBAL
ADDRESS BOOK [GAL]



& | Address Book -- Webpage Dialog
Address Book [E] (=)

Sper_dutir Cathy Select a member from the
- GAL by typing the name of
the user in the search bar

[l Default Global Address List sperduti
5

Arrange by: Name ~

Sperduti, Cathy

Email Administrator/Central ical Support , Technology

Cathy.Sperduti€ppsd.org

4 My Contacts
[83 Contacts
Organization y

Y | Tue 5/1/2010 ~l| [&]Show only working CIle on User’s name

Click on MEMBERS

Member selections:
«

Click on OK

[Hsaveandclose | = v - 25~
Group Name ExamplE
Click on ADD TO GROUP
[ Members. .. Santos, Peter; Add to Group
R E-Mai And user appears in the list.
[E=] Sperduti, Cathy Cathy.Sperduti@ppsd.org
Repeat these steps to add
another user.
Once you have added all
Remove from Group
your users, click on SAVE
Notes
AND CLOSE
Baaook'WebApp
Contacts (1 11z optors [ As you can see the group
Sha Enew - X B |vew~| & B 8 & “Example Group List” has
G P - ¥ E le G List
p— e E— e | i been created and has two
@ Groups € Example Group List =) members
= '
Group

4 My Contacts
84 contacts
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Microsoft Outlook Web App

Instructions: CALENDAR - Create an Appointment

& AdminCS - Outlock Web App - Windows Intemet Explorer = |
@O- ([0 nttps://webmail ppsd.org/owa/Tmoduri=0= ~ G [4]x]|[= aing 2 -
x & -
¢ Favorites ‘ sk @] Suggested Sites v @ Web Slice Gallery v @] Lawson portal
| 0] Admins - Qutlook Web App \ | G~ v [ @ v Pagew Safety~ Tools~ @~
ooty AdminCS~
Qutlook Web App et
Calendar optons [0 @ -
¢ 2010 > Enew - X work Week ESjweek |Elvonth | & G R B -
Jan Feb  Mar 5 appontmen: o}
Apr May Jun ] Mesting Request Manday Tuesday Wiednesday Thursday Friday Saturday
l Aug  Sep 53 Message 31 Jun1i <2 3 4 5

oct MNov

4 My Calendars

[ calendar

£ mail
Calendar
Contacts 27 28 29 30 Jul 1 2 3

[&7] Tasks

3 Public Folders

@ Intemnet | Protected Mode: On 5 v ®100% -

| R E S E S

Heseand 0o § 0 v - d:! ¥ B~ 09 |HTML W (7]

ASDon Fren T Seieduing Assatan

Subrect: EXAMPLE APPOTNTMENT
Locaton: TECHNOLOGY DEPARTMENT
Start tme: T 5/ 12010 W || 00 PM W Al day event
Erd bmes: Tue 612010 | | E00PM b

V| Remincer: | 15 mirutes - Show bme as: | [l Busy ¥ BB I u
Tahoma wiw B I U == %- 4A- ] aba

Typ# in the subject: EXAMPLE AFFOINTMENT

Type in the Location:  Technology Departrant, first floor
Choose a start time:  Tuesday, &/1/2010 - 3pm

Choose an end time:  Tuesday, &/1/2010 - 4pm

Show time as: BUSY

G LS U
& % oiiiom

s=d Send ! 8 BR- & v v

Appointment Scheduling Assistant

Ta... HELP@FPSDLORG

Optional... |

Resources. ..

Subject: EXAMPLE APPQINTMENT

Location: TECHNOLOGY DEPARTMENT Request & response to this inv
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Log on to your webmail.
[please refer to page 1 of MS
Web App Instructions]

Click on CALENDAR
Click on NEW

Click on APPOINTMENT

Click on INVITE ATTENDEES

Fill in the information for
your appointment [see
example].

Type in user’s name or
select users from the GAL

Click on SEND



Microsoft Outlook Web App

Instructions: SOME NEW FEATURES / NEW LOCATION!

Turn Reading Pane ON or OFF by clicking on VIEW

Microsofe
Outlook'Web App
Inbox (0 Items
a L@ Favorites BalNew ~ X o~ Move - Fiter ~ |View~ | & £ P
L] Inbox Reading Pane
L@ Unread mail R
= sent Items Arrange by: Date - Newest ¢/ LLEJ off
= There are no items to show in this wiew. @ [igright
4 |5 AdminCS I
P ranas

Turn your OUT OF OFFICE on and CHANGE PASSWORD located under OPTIONS

Microsofe

Outlook'Web App

Account Account Information - AdminCS

Organize E-Mail General

Groups Display name: AdminCs

Settiigs E-mail address:  AdminCS@ppsd.org
I Contact Numbers

Pi
e Work phone:

Block or Allow Mobile phone:

=] Edit
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Options 53]
Expand A
A pana s
A
My M

Heading out?

Q Tell people you're on vacation

Shortcuts to other things you can do

=
4

Forward your mail using Inbox rul

ey

b Learn how to get Direct Push e-m
mobile phone

Connect Qutlook to this account

Change your password

p Ay



VIEWING EMAILS BY CONVERSATION

Microsoft
Outlook' Web App
Inbox Click on ARRANGE BY
down arrow [date
I [52 Favorites B new - X Move~ Filter = Ve [ ]
5 1nbox
L@ Unread Mail
[ sent1t : by: Date 4 Meweston T
= sEntiEms Arrenes == v Dat Remove the check
; Ther &= vin this view. Lo
B admings crom mark by clicking on
L] Inbox . CONVERSATION if you
L2 Drafts o .
P sent Items - want the view only by
o | Motes Subject DATE.
@ Junk E-Mail -
@ Deleted Items e
> L@ search Folders Attachments
Add the check mark to
view the
CONVERSATION

CALENDAR SHARING
Microsoft*
Outlook'Web App
Calendar
< 2010 » e ~ 13- @Share =2 EHDay B work wee
Jan Feb Mar <) > May, 2010 ﬁ Open a Shared Calendar
Apr May Jun Sunday EH share a Calendar ’ Calendar [nesd:
Jul Aug Sep 25 'i-f-" Change Sharing Permissions  * 24
Oct MNov Dec
{=15en mwm & ' 3 & ¥V - [Boptons. |HTM v

Gl Te.. PETER.SANTQS@PPSD.ORG

Subject: I'd like to share my calendar with you

. = dl
Share.l@ @) Free busy information €
(@) Free/busy information including subject and location

@ All information

[E11 want to request permission to view the recipient's Calendar folder

viww B I U =i FEE . A- ¥

Tahoma =%
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grouping all emails by
conversation

Click on SHARE
Click on SHARE A CALENDAR

[i.e., shows I’'m giving
permission to share my
calendar to show if I’'m busy or
free only]

Type in USER’S NAME

Choose Share: [the type of
share you are requesting]

Click on SEND



