CWS/CMS Customer Relations

Outlook Web Access (OWA)

Reference Guide

OUTLOOK WEB ACCESS (OWA)

[image: image37.jpg]Gutiook Web Access RS

2 Log Off

© (gGuman,  @OSICWS

@ [ Calendar ()

@ g Contacts - - Tig Wer [tig @usibm.com]

@ (5 Deleted Ttems _ O e R
[Drefs. To: Guzman, Jame@OSICHS
[E}inbode)] iz
(g JurkEmai

Your logon in the morning should be Fnot, please lst
me know what it is.





REFERENCE GUIDE


3Overview


3Getting Started


3Logging On


3Logging Off


4Viewing OWA


41.
Title Bar


42.
Folder View Pane


43. Reading Pane


54. Folder List Pane


55. Navigation Pane


5The Inbox Toolbar


6Messages


6Reading Messages


6Composing a New Message


7Reading Attachments in a message


7Replying/Forwarding a Message


7Deleting a Message


7Deleting Items Permanently


7Formatting Text


7Changing the Reading Pane


8Contacts


8Adding a new contact


8Modifying a Contact


8Deleting a Contact


9Address Book


9Access the Global Address List (GAL)


10Calendar


10Adding an Appointment/Recurring Appointment


10Changing View


10Inviting Attendees to Meetings


11Options


11Setting the Out of Office message


11Calendar Options


11Personal Folders (PSTs)





Overview 

OWA is Microsoft Outlook in a web-based version.  What this does is allow you to access your Outlook 2003 email from a remote location via the internet.  
Getting Started

1. Open Internet Explorer. 

2. Enter the following URL in the Address field of your internet browser:


https://webmail.ca.gov/exchange

NOTE:  This is a secure web site and you will use https, NOT http. 
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Logging On

1. Enter your user account and password in the format specified below:

	Domain\user name:  
	CWSD0XX\Username (where XX is your county number and user name is the name you use to logon to your PC. 

	Password:   
	The password you use to logon to your computer.
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2. Click the Log On button. 

Logging Off

Always make sure to log off when you are done with your session.  There is a Log Off button in the top right corner of the screen.  [image: image40.jpg]



Viewing OWA
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1. Title Bar

This will tell you what folder you are viewing (Inbox is the default). Use the  [image: image1.jpg]Mdapp



  arrows to scroll through your emails.  

Use the   [image: image2.jpg]Tnbox (R




 option to switch between inbox views. 

2. Folder View Pane

This section shows you the items in the current folder (Inbox is the default).  Unread items are bold. 

The appearance of this view will depend on what you select for your Inbox view.

You can use the buttons above the folder item list to sort the list by a specified field, such as From, Subject, Received, etc.  
Using the Toolbar at the top, you can create new items; delete items, forward items, etc. 

3. Reading Pane

This section shows a preview of the email you selected. 

4. Folder List Pane

This section shows a list of your personal folders when in Inbox view.  Click on a folder to view the items. 

5. Navigation Pane

This allows you to switch between what you are viewing:  Inbox (email), Calendar, Contacts, Tasks, Public Folders, Rules and Options. 
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Using your Inbox 

The Inbox Toolbar 
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The Toolbar contains buttons that will be useful for managing your Inbox.   A screen tip will appear when you rest your mouse on the button.  
Messages
Reading Messages

Click on the message you want to read in the folder view pane.  A preview of the email will appear in the reading pane, double-click the email to view it in a new window. 

Composing a New Message

1. Click the New button. [image: image3.jpg]



2. Type an email address into the To… field.  Or click the To… button and search for an email address from the Find Names dialog box.
  Note: You can search by Display name, Last name, First name, etc. 
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3. Type a subject line into the Subject… field. 

4. Write the text of your email. 
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To include an attachment:

a. Click the Attachments: button.  
b. Click on the Browse… button. 

c. Locate the file you want to attach to your email. 

d. Click OK. 

e. Click Attach. 

f. When the filename appears in the box labeled Current file attachments.
g. Click Close. 

6. Click Send.
Reading Attachments in a message
Note:  Messages with attachments are designated by a “paperclip” icon to the left of the sender’s name. 

1. Open the message containing the attachment.  (Attachments will be listed below the subject line of the message.)

2. Click on the name of underlined attachment in order to view it.  

Replying/Forwarding a Message 

1. Select the email you want to forward or reply to. 

a. Reply button. [image: image4.jpg]


  This will send an email back to the sender, with the original text of their email. 

b. Reply All button.  [image: image5.jpg]


This will send an email back to all people on the sent list. 

c. Forward button.  [image: image6.jpg]


This will email the selected email to another person. 

2. Click the Reply button   [image: image7.jpg]


  or the Forward button [image: image8.jpg]


 .
3. Type the text you wish to send. 

4. Click Send. 

Deleting a Message

Note:  This process moves the item to the Deleted Items folder.  To permanently delete items, you must delete them from this folder. 

1. Select the email you want to delete. 

2. Click the Delete button  [image: image9.jpg]


 . 

Deleting Items Permanently

1. Select the Deleted Items icon in the left column. 

2. Click the Empty Deleted Items icon [image: image10.jpg]


 .  

3. Click OK. 

Formatting Text

1. Select the Options icon in the lower left corner.  [image: image11.jpg]



2. Under Messaging Options, click Choose Font  [image: image12.jpg]Choose Font..



 button.
3. Choose the desired options. 

4. Click OK. 

Changing the Reading Pane

1. Select the Reading Pane icon.  [image: image13.jpg]i |




2. Select Right, Bottom, or Off. 

Contacts 

Adding a new contact

1. Select Contacts on the lower left. [image: image14.jpg]



2. Click the New icon. [image: image15.jpg]



3. Fill in the information. 

4. Click the Save and Close button.  [image: image16.jpg]el Save and Close




Modifying a Contact

1. Select Contacts on the lower left. [image: image17.jpg]



2. Double click the contact you want to modify. 

3. Change the information.
4. Click the Save and Close button.  [image: image18.jpg]el Save and Close




Deleting a Contact
Note: This process moves the item to the Deleted Items folder.  To permanently delete items, you must delete them from this folder. 

1. Select Contacts on the lower left. [image: image19.jpg]



2. Click the Delete button. [image: image20.jpg]



Address Book
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      NOTE:  Your search results will depend on the criteria entered in the different search fields. 
Access the Global Address List (GAL)

1. Click the New button to send a new message. 
2. Click on the To… button to open the Find Names dialog box.  

3. Fill out any of the fields with the information you know about the recipient (Last name; First name, Display name, etc. )

4. Click the Find button.  [image: image21.jpg]



Note:  The spelling needs to be exactly as it appears in the address book or Contacts or you will receive a “No entries were found.” message. 

5. Scroll through the names listed in the results windows to select the desired recipient. 

6. Click the To, Cc, or Bcc button to address the message. 

Calendar

Adding an Appointment/Recurring Appointment

1. Select Calendar. [image: image22.jpg]] calendar




2. Click the New icon. [image: image23.jpg]Hnew ~




3. Fill in the information.

4. Click the Save and Close button. [image: image24.jpg]el Save and Close




5. For recurring appointments, click Recurrence button. [image: image25.jpg]¥ Recurrence...




6. Select the desired parameters. 

7. Click OK.

8. Click the Save and Close button.  [image: image26.jpg]el Save and Close




Changing View

1. Select Calendar [image: image27.jpg]] calendar



. 
2. Select the view you want:

a. [image: image28.jpg]


 for day view

b. [image: image29.jpg]


 for week view

c. [image: image30.jpg]


 for month view

Inviting Attendees to Meetings

1. Select Calendar [image: image31.jpg]] calendar



. 
2. [image: image47.jpg]


Double click the appointment. 

3. Click the Invite Attendees button.  [image: image32.jpg]Hnvite Attendees




4. Put email address into the Required…, Optional… and Resources… fields. 

5. Click Send. 

Options
Setting the Out of Office message

Note: When activated, this function automatically replies with your customized message to any emails you receive. 

1. Select the Options button. [image: image33.jpg]



2. Under Out of Office Assistant, select I’m currently out of the office. 

3. Type the text you want to have sent automatically in the box directly below. 

4. Click the Save and Close button. [image: image34.jpg]el Save and Close




Calendar Options

1. Select the Options button.  [image: image35.jpg]



2. Under Calendar Options, make the desired changes to: 

a. Week begins on 

b. Day start time

c. Day end time

d. First week of the year

3. Click the Save and Close button. [image: image36.jpg]el Save and Close




Personal Folders (PSTs)

Any Outlook Data folders, also known as Personal folders, will not display in OWA.  

These folders are typically used as a back up and are saved to the local hard drive and cannot be accessed from the web. 
You will be able to access any mail you have in your Mailbox folder because it is saved on the Exchange server. 
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