Outlook Procedures

Accessing Email

¢ You may access your web e-mail by clicking the E-Mail Access link on the MyParker Home page
in the left navigation sidebar menu.
Welcome to MyParker

Quick Links
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Microsalt
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-change
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You will login with the User Name given to you by the Information Services Office (IS) (usually first
initial and last name), jtester@stu.parkernet.edu.



Example Login to Web Mail: JDoe@stu.parkernet.edu

Your password will be:

e Putin your initial password following this formula:
1. Two digit day of birth +
2. UPPER case initial of first name +
3. UPPER case initial of last name +
4. Last four digits of your social security number
o Example: Jane Doe was born July 4th. Her SSN on record with the college is 231-21- Her
initial password would be 04JD

Your email account will be your loginname@parkercc.edu.

Example e-mail account: JDoe@parkercc.edu

Outlook Web Access

Navigation Pane
The Navigation Pane, located next to the main window, is made up of two areas:
¢ An expandable folder list that provides access to your personal Outlook Web access folders and
any folders you create.
e A set of buttons that provide one-click access to your Inbox, Calendar, Contacts, and Tasks.

When you click any folder or button in the Navigation Pane, the contents are displayed in the main
window.

Inbox Toolbar

The toolbar allows you to create messages, appointments, contacts, and tasks. Click the arrow next
to the New Message button and you will get the options to create other items.

/

Show/Hide Reading Pane
Delete
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Inbox (233 Ikems, 9 Unread)
2 Mew || - J_lé] - -% }( gj I:% Feply ua Feply to Al L% Farward
= Message 2 -
ﬁ Appointrent
j Meeting Request
= Conkact

& Task
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New Button — Allows you to create a new item, such as new message, appointment, meeting
request, contact, or task.

Show/Hide Reading Pane — This allows you to choose whether you want the reading pane on the
right, bottom or off.

Multiple/Single Line view — you can choose if you would like to see the first line of the incoming
message or if you only want to see who it is from and what the subject line is.

Delete — Moves selected items to the Deleted Items folder. Hold the SHIFT key when you click
this button to permanently delete the item.

Check for New Messages — Checks the server for new messages, also refreshers your browser
window.

Reply — Reply to the sender of the email only.

Reply to All — Reply to the sender and everyone who the email was sent to.

Forward — Forward the email along with attachments.

Search — Allows you to search your folders for emails from someone or a specific subject.

Search Inbox j o
=] @ From Search
Today This Faolder

This Folder and Subfolders
&l Falders and Items

Click on your name at the top of folders list.

= &4 sheti Moore Sl Mew -

= [ T —
] ¢ 341.97 MB of mailbox space
=3 ch used. Ak 976,56 ME wou will nok
o be able to send mail,

This will show you how much mailbox space you have left. When this runs out you will not be able to
send or receive email.

When clicking on your name in the folder list you will also be able to choose how you want to arrange
your emails in the inbox.

Arrange By: Dake -

Dake
Zonversation
Fraom

Ta

Size

Subject

Type
Attachrments
Irporkance
Flag Due Date
Flag Start Date
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e Also if you want the newest on top or bottom of the list.

Mewesk on top =

Main Inbox Window

This is the first window that will open up every time you launch the Outlook Web Access Client.

[ | BB options ‘ Sheri Mo

Mail <K || Inbox (234 Ttems, 10 Unread)
2 5 Sheri Moare ERL=IE - % x ;Ei L“ Reply a Reeply to Al L% Forward
# [ Cabinet
(4] Calendar Search Inboix P -
| T @ From Subj i i
185 Contacts : ject Received Si

7 Deleted Items (1057) Message
[ Documents
|=.é] Drafts [5]
_-’_‘_'1 Inbox (10}
G Junk E-mail [1]
[k Notes
14 [ OMM Learning Folder
L} Outbox [5]
I.Z Sent Items
] Tasks

= -q Search Folders

g] Mail
El Calendar

Egl Contacts

W vasks Ttemst | boS0of2ad

Click the folder items at the bottom left hand side of your screen to move from the inbox, calendar,
contacts, tasks, etc. Or you can choose the same folders in the upper left hand side.

Sending a Mail Message

From the Outlook Inbox Window, click the New Message Button.
The new message window will open.

3. If you receive the message: €] A pop-up window was biocked you will have to hold your CTRL key
when you click the New Message button.

4. Type the name of the person you want to send the email to OR,

5. Click the TO: button and the Find Names — Web Page Dialog box will open.

N
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> [l To...
EE ce...

Subject:

6. You can turn off the reading pane on this view and choose if you want to see a single line for
each entry or multiple lines.

2 Address Book -- Web Page Dialog

Address Book |.|_f] i @ Help
[} Default Global Address Lisk ol AZPI
Gl all Rooms | 573 |Name - Title Information Alias AEPT
2 AT ~
Show other address lisks ¥
2 aep Members || 3 | Mame
Aaron Boyd MacArthur Student | 5c-1144
Contacks
#aron Cluff Student
Sha: Aaron D Corley Student
@Al Aaron D Williams Student
Aaron Gumm Student
() Peaple
Aaron Lawrence Harris Student
O Distribution Lists &aron M Bernard Student
Aaron Martin Student
4= Contact:
& Contacts Aaran Matthew Asher Student
Create Mew Folder Aaran Walker Student
Aaron Wall Student
Aaron Walter Mippert Student
Aaran West Student ¥
< >
Items 1 ta 50 I44 bkl
Message recipients:
To -=
-
B =
[s]4 Cancel
https:/fweb.mail. parkerce. edufowa)?ae=Dialogit=AddressBooke:a=PickRecipients & Inkernet

7. Enter the First and Last Name, click on the search button or hit enter to begin the search.
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A Address Book -- Web Page Dialog

Address Book IERE=] = @ Help
[l Default Global Address List sheri moore| pel A&PI
[CER All Rooms Arrange By: flame - Aontop - Information Alias AEPT
ige By P
£ ARP [ o]
Show other address lists ¥ E Memb
Distribution List embers ]| Hame
T B[ sc1144
[ ARPI@parkerce edu
© A&P 11
Shon Distritwtion List
®al ARPII@parkerce.edu
CIPeople Aaron Boyd MacArthur
O Distribution Lists Student
AMacirthur@parkerce. edu
{85 Contacts Aaron Cuff
Create Hew Folder Studert, DC
AClff@parkerce.edu
Aaron D Carley
Student 200612 to 200912
ACorlevoarkerce.edu g
Ttems 1 to 50 44 bl
Message recipients:
To-» q
Cc->
Bee -»
[ele Cancel
https:/fweb.mail.parkerce, edufowal? ae=Dialop@t=AddressBookia=PickR ecipients 4 Internst

8. Click the To or double click on the name from the search and this will be entered into the To box.
9. Click the OK button and the name will be entered on your message. After you have sent an email
one time the information will automatically show up the next time you enter that persons name or

email address.

2} Address Book -- Web Page Dialog

Address Book

[l Default Global Address List sheri moore

G Al Rooms [ 53 | Mame - Title:

sheri Moore Systems Analyst

Show other address lists %

Contacts

Showy:

®al

(O People

() Distribution Lists
G| Contacts

Create Mew Folder

|~

Message recipissks:
. Sheri Moare
Co-x

Brc -=

lhttps 1 fiweb. mail. parkerce, edujowa)?ae=Dialogt=AddressBook&a=PickR ecipients

@ Help
X

Department Alias

Information Services SMoore

|*

¥
' >
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Ttems 1

Cancel

& Internet
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New Message Window

i=1%nd [= ] m@ & H i = ¥ - - [ options.. |HML w

=3 Send
1. Send Button — sends your message when you have completed it.

=

2. Save — Saves your message in the drafts folder until you are ready to send it.

]

3. Attachment — click to browse for attachments.
a. Click Add Attachment (paperclip).
b. Browse to where the attachment is located.
c. Click Attach. The file will appear in the Attach box.
d. Toview an attachment : Right-click and choose open or save target as if you want to save
it to your computer.

** Important Note: Attachments are not copied when you reply to a message. To include
attachments, forward the message instead of replying to it.

**Attachments can only be opened with the program they were created in or a viewer for
that program. Having an email account does not guarantee that someone can open an
attachment.

4. Address Book — click to search address book. 2
5. Check Names — click to see if the name you have entered matches with a name in the address

g
book. .

6. Importance High- - Click to show High importance of message.

¢
7. Importance Low - - Click to show Low importance of message.

8. Insert Signature - = - Insert your signature.

-

9. Spell Check - - Click to check the spelling of your message. Can also be set in options
to check automatically.

=

v Mo Restriction

A Privileged
Company Confidential

Comparny Internal

10. Message Classification -
3] Options...

11. Options -
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Message Options

Current Message Settings

Importance
Sensitivicy
[]5haw Bee

Tracking Options

[] Request a delivery receipt for this message

[] Request a read receipt for this message

More Message Options

=] click Options on the main screen For Message options.

64

Close

12. Type message click send.

Read a message

To read messages double-click on the message and a window will open with the message in it.
When you are finished close the box.

NOTE: Attachments can only be opened if the program used to create them, or a viewer for the

attachment is on your computer.

Welcome

Sheri Moore
T Jics Tester

YWelcome to Tri One.

Sheri Moore

smooref@parkerce. edu
w7453 E102

I:% Reeply L—E Reeply bo All L% Forward ¥ - M -

2 https:ffiweb.mail. parkercc.edu - Welcome - Microsoft Internet Explorer

B 8 X |« @

Sent: Monday, April 30, 2007 1:40 PM

Manager of Administrative Computing

@hl https: ffweb. mail. parkercc.edufowa) Fae=Item&a=Cpentt=IPM. Notefid=RgAAAACK

é Unknown Zone (Mixed)
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The read message form displays the following information:

From: The name of the sender
0 To add the sender to your Contacts, right-click the sender’'s name and select Add to
Contacts.

Sheti Maore
Office; E165
Phone: 7453

8= addto Contacts, .,

Properties...

Sent: The date and time the message was sent.
To: The names of everyone the e-mail was sent to.
Cc: The names of the carbon-copy recipients.
Subject: The subject of the message

Message

To add the sender or any of the other recipients to your Contacts Folder, right click the name and
then click Add to Contacts.

Folders

Default e-mail folders

= =4 Jics Tester
| Calendar
5= Contacts
o Deleted Items
¥ Drafts
1] Inbo
L@ Junk E-Mail
,'Jl Mates
L Cutbioe:
L= Sent Ikems
& Tasks
3l Search Faolders

1. Calendar — your personal calendar to keep track of daily events.

2. Contacts — your personal contacts.

3. Deleted Iltems — Stores messages that you delete. After you delete a message from this folder it's
permanently removed from your mailbox.

4. Drafts — Stores messages you save. You can save messages you want to finish composing or
sent at a later time.

5. Inbox — Stores newly received e-mail messages. New e-mail messages are displayed in bold
type.

6. Junk E-mail — Stores newly received e-mail messages that have been identified as junk e-mail.
Check regularly to make sure you did not receive something that was accidentally put into this
folder.
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7. Outbox — Stores outgoing e-mail messages until they are sent.
8. Sent Items — Stores a copy of each message that is sent.

Create and Delete Folders
Folders are placed in alphabetical order and this cannot be changed.

Create a new mail folder

In the Navigation Pane, click Mail to view the list of all folders in your Inbox.

Right-click the folder in which you want to create a new folder. For example, to create a subfolder
in your Inbox, right-click Inbox. To create a new folder at the same level as your Inbox, right-click
your hame at the top of the folder list.

Click Create New Folder.

Type a name for your new folder.

Press ENTER to save your changes.

A

akrow

= =3 Jies T=-
*ﬁ = Open
G=| Co Qpen in Mew Window

o D
—._:EII D ¥ Delete
S In Renarne
L Ju
E:k Mo Create Mew Faolder, ..

[ 0= Mark &l as Read

L—l 58 18] Empty Folder

o o M

Create a new calendar folder

1. In the Navigation Pane, click Calendar.
2. Click Create New Calendar.

3. Type a name for the new calendar.

4. Press ENTER to save your changes.

Delete a folder

1. Inthe Navigation Pane, click Mail to view the list of all folders in your mailbox.
2. Right-click the folder that you want to delete.

3. Click Delete #on the menu.

Note: After you delete a folder, it is moved to the Deleted Items folder. The folder is not permanently
removed until you delete it from the Deleted Items folder.

Rename a folder

1. Inthe Navigation Pane, click Mail to view the list of all folders in your mailbox.
2. Right-click the folder that you want to rename, and then click Rename.
3. Type the new folder name, and then press ENTER.

Note Some folders, such as the Inbox, cannot be renamed. If the folder cannot be renamed,
the Rename option will in the menu will appear dimmed.
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Move or copy a folder

1. Inthe navigation pane, click Mail to view the list of all folders in your mailbox.
2. To move a folder, drag it to the location to which you want to move it.

To copy a folder, hold down the CTRL key as you drag the folder to the location that you want. A plus
sign will appear next to the pointer as you drag the copy.

Calendar Toolbar

When you click the Calendar folder you will get the calendar view. You can choose to see your calendar
by day, work week, or week.

Calendar & || Calendar (&pril 2007 - May 2007)
L4 April 2007~ ¥ new - - Today  Epay  Efworkweek | Ewesk| K
M TR £ (29 Sundary 30 Monday 1 Tuesdary
1 s & & G5 B
g 910 11 12 13 14 an
15 16 17 18 19 20 21 8
22 23 24 25 26 27 28
z9l30] 1 2 3 4 5 guo
6 7 8 91011 12
My Calendars
10|:||:|
] Calendar
Create Mew Calendar 1 1 on

Appointments

Appointments are commitments that only you are required to attend. Examples of appointments
include a visit to a physician, picking up a child at school, or time that you set aside to work on a project.
When you create an appointment on your calendar, you can set how that time will appear (such as Busy
or Out of Office) when others view your schedule.

Create an appointment

e |n Calendar, on the toolbar, click New.
Note: You can also create a new appointment by double-clicking a time slot on any calendar view.

In the Subject box, type a brief description of the appointment.

In the Location box, type the location where the appointment occurs.

In the Start time and End time lists, select the dates and times.

In the Show time as list, select how you want your schedule to appear for the duration of the
appointment. Your selection (Busy, Free, Tentative, or Out of Office) is what others will see
when they view your schedule.
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If the default time interval for reminders is not satisfactory, set it to what you want.

If you want to prevent other people from viewing the details of the appointment, click Private.
In the message body, type any additional information.

Click Save and Close

Request a Meeting

In the Calendar, you can create a new meeting request by clicking the down arrow next to New on
the Calendar toolbar, and then selecting Meeting Request. You can also create a new meeting by
creating a new calendar item and clicking Invite Attendees on the toolbar.

Create a meeting request

1. In Calendar, on the toolbar, click New.

2. Onthe Appointment toolbar, click Invite Attendees H

3. Inthe Required and Optional text boxes, type the names of the people who you want to receive

this meeting request.

4. Inthe Start time and End time lists, select the appropriate dates and times. If you want the
meeting to occur regularly, click Recurrence

5. Inthe Show time as list, select how you want your schedule to appear for the duration of the
meeting. Your selection (Busy, Free, Tentative, or Out of Office) is what other people see when
they view your schedule and the schedules of all attendees.

6. Select the Reminder check box to be reminded about this meeting. This also reminds all
recipients of the meeting request if they have reminders enabled on their calendars.

7. Type a message to accompany your meeting request in the message text area, and then click
Send. A meeting request is sent to each attendee, and the new meeting is added to your
schedule. Each person who receives your meeting request can accept, decline, or accept it
tentatively.

The Scheduling Assistant

You can complete most tasks that are required to set up a meeting by using the Scheduling
Assistant.

1. Create a new meeting request and click the Scheduling Assistant tab.

2. Under Select Attendees, type the names of the people who you want to attend your meeting.

3. To set an attendee as Required, Optional, or Resource, click the icon next to the name. Every
time that you click the icon, it changes to the next setting.

4. The availability chart automatically displays all your attendees' schedules on the day of your

meeting with the time of your meeting highlighted. A blue bar in the schedule window next to a

name means that person is busy at that time.

To change the meeting date, click the Start or End box, and then select a new meeting date.

To move the meeting time, click the center of the highlighted bar that represents the meeting

time, and then drag the meeting to a different time.

7. After you verify availability, click the Appointment tab to finish filling out your meeting request.

o u
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Cancel a Meeting

1. In Calendar, open the meeting you organized.

2. On the toolbar, click Delete (X).

3. Inthe Alert dialog box, click Yes to send a cancellation notice to the people you invited to the
meeting.

4. If you want to include a message stating why you are canceling the meeting, type your
message in the body of the cancellation form.

5. Click Send.

Contacts

Contacts are your personal address book and the place to store information about the people you
regularly communicate with.

Create a contact

1. Inthe Navigation Pane, click Contacts.
2. In Contacts, on the toolbar, click New.
3. In the new contact window, type the information that you want to include for the contact.
o Profile includes the contact's name and job information.
o Use File As to select how you want the contact to be displayed in the Contacts folder.
o Contact includes the contact information for the contact. This includes telephone numbers
and e-mail addresses.

Note In some boxes, you can use the drop-down lists to record multiple entries. For
example, the E-mail list lets you store up to three different e-mail addresses for a contact
(E-mail, E-mail 2, and E-mail 3). You can also store multiple telephone numbers in
addition to the business, home, and mobile telephone numbers.

o Use Addresses to store the business, home, and other addresses for a contact.
o Details is where you can add attachments, such as a Word document or notes about the
contact.
4. Click Save and Close.

Distribution Lists

You cannot create or edit distribution lists in Contacts in Outlook Web Access. However, if you have
created distributions lists in Outlook, you can view them in Outlook Web Access and send messages and
meeting requests to them.
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Options Window

Click on the options folder and the available options will appear on the screen.

Regional Settings and Messaging

Choose Language and Date Time Formats

4 Message Options . j Message Tracking Options

HomberofiEris oy perpager | S0 8 Choose how ta respond ko requests For read receipts,
After moving or deleting an ikem: open the next item v

Ask.me before sending a response
Play a sound when new items arrive @

Display a notification when new e-mail items arrive O .ﬁ.lwa}.-'s send & response
Display a naotification when new voice mail items arrive

Mewver send a response
Display a natification when new Fax ikems artive O P

& E-mail Signature Reading Pane Options

Tahama # o« B I U :

() Mark the ikem displaved in the Reading Pane as Read
Jics Tester
Test Student for Registration and MyParker Wy ik l:l seconds befare marking the item as Read

() Mark the item as Read when the selection changes

¥ Aukomatically include my signature on outgoing messages . .
g v = geng . () Donot aukomnatically mark items as Read

= j Message Format

Compose in this message Farmat:
@ HTML

3 Plain text

Choose message fFont: 10pt. Tahoma

Tahoma v 1uv B I U A-
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Spelling

"‘f? Spelling Options

[] Ignore words in UPPERCASE
[] Ianaore words with numbers

Always check speling before sending
*3 Dictionary Language

Choose which dictionary to use when checking wour spelling.
Lanquage: English (United States) w

Moke: IF wou want to check spelling in a different language, wou can change the

Calendar Options

] calendar Oplions

[] show week numbers
First day of week: Sunday v

Shows hours in: (O 15-minute increments

(%) 30-minute increments
ﬁ Calendar Work Week

Show week as:

[] Sun Man Tue Wed Thu Fri  [] sat
Start time: G:00 AM v

End time: 5:00 PM L%

Id- Reminder Options

Show reminder alerts For Calendar items
Show reminder alerts For Task items
Play a sound when a reminder is due

Defaulk reminder: | 15 minutes ~
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5] Automatic Calendar Processing

Control how meetings are updated on your calendar, Existing calendar items are 5
was Forwarded. Meeting responses are not sent back to meeting arganizers.

Alviays place new meeting requests tentatively on my calendar
Mowe ouk-of-date meeting requests and responses to the Deleted Ikems folds
[] Automaticalty process requests and responses from external senders

[[] Maove notifications about Forwarded meetings to the Deleted Thems folder

Out of the Office Assistant

;J Out of Office Assistant

Create Out of Office messages here, You can either choose to send auko-replies to senders while vou are out of the office or for a specific period of time,

() Do not send Out of Office auto-replies
() Send Out of Office auto-replies
[ Send Out of Office auto-replies only during this time period:

Man 4/30/2007
Tue 5/1 /2007

Send an auta-reply once ko each sender inside my organization with the Following message:

Tahoma L ARURS

Send Qut of Office auto-replies ko External Senders

() Send Out of Office auto-replies only ko senders in my Contacts list

(%) Send Out of Office auto-replies to anyone outside my organization

Send an auta-reply once ko each sender outside my organization with the Follawing message:

Tahoma v 10w

Junk E-Mall
Set up email addresses you want to go directly to your Junk Email folder.

Change Password
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7\ change Password

Enter your existing password, type a new password, and then bype it again to canfirm it.

After saving, you may need to re-enter your credentials and log an again. You will be prompted by Outlack Web Access after your new passward has been changed successfully,
Domainiuser name: STU-PARKERMET! ITester
Old Password:
v Passiward:

Confirm MNew Password:
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Deleted Items

5 Deleted ltems

[] Empty the Deleted Items folder on logoff

By default, every item that you delete from your mailbox goes to the Deleted Items folder
and stays there until it is either individually deleted from that folder, or the Deleted Items folder
is emptied. If you right-click a mail folder, you can delete the entire contents of that folder by
selecting Empty Folder. Using the Empty Folder command will not delete the contents of any
sub-folders located within the folder that was emptied.

Empty the Deleted Items folder

1. Inthe navigation pane, right-click Deleted Items.

2. Click Empty Deleted Items.

3. Click OK to verify that you want to permanently delete all items in the Deleted Items
folder, or click Cancel to cancel the operation without emptying the folder.

Log Off

Important Click Log Off before you close Outlook Web Access. This is very important
especially if you are using any of the computers on campus. If you do not log off your email
account anyone can sit down and read your email and/or send out emails from you.
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