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Shortcuts:

In your shortcuts list you will find exactly that, shortcuts to your inbox,
calendar, contacts, tasks, public folders, rules, and options. You can

access any of these shortcuts by simply clicking them.

Inbox: Your inbox list will default to the W INboX | Lnread Messa
two-line view. This means that the
pertinent information to the email (sender,
date, re) will appear across two lines. You
can change the view by clicking the

B Inbox (Messages ~ )
@drop-down arrow

located next to the word inbox.

Folders:

In your folders list you will find such items as your calendar, contacts,

deleted items, drafts, inbox, journal, junk e-mail, notes, sent items, tasks

and more.
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How to Create a Distribution List

A distribution list (also known as a Group) is one email address given to a group of individuals. This comes
in very handy when you have a group of individuals you email the same message to on a frequent basis

(i.e. aclass group). This will help you to avoid entering each individual’s email separately.

To create a new distribution list

1. Click the downward arrow located next to the 2iNew button from the toolbar. A drop-down list

with various options will appear. Select “distribution list™. B New v 1_% o |—j
2. An Untitled Distribution List window opens; in the List Name box, J'] Ess‘_age
ﬁﬂ Appaintment
type the name for the new distribution list. The list will be filed in 8 Contact
your Contacts folder alphabetically by its given name. & Distribution List
i’] Task
3. Click the Find Names button i Folder

4. In the Display Name box, type person’s last name to be searched for and click the Find button

5. Search results are listed in the lower portion of the window; click on person’s name to be added to
the list so that it is highlighted.

6. Click on Add recipient to Distribution List button to add that person to the list. Repeat steps 4-6 until

all desired names are added to the list

7. Click the Close button when finished

8. On the toolbar, click the Save and Close button to save the new distribution list; it will be added

to your Contacts folder.

Tip: To add a personal contact or person outside Cambridge College to your distribution list, type the contact's
name or the person's e-mail address in the Add to Distribution List text box, and then click Add. Repeat this step

for each person you want to add.

Creating a Folder

There’s a time when you may want to create additional folders for organizational purposes or to save all
emails from a particular person or group. This is very helpful when you have so many emails maintain

within your mailbox. For example, | can have personal, business, my class folders.
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1. From your Inbox folder, on the toolbar, click on iNew ~ |the drop-down arrow beside the New

button A Create New Folder -- Web Page ... [X]
2. Click on Folder; this opens a Create New Folder dialogue box i"am& ;
. IT
as llustrated Folder contains:
3. In the Name box, type the name for your new folder; | Mail Ttems v/
4. In the Folder Contains box, the default selection is Mail g e, Ehonge .
FH calendar (34)
Items; you may select another option by clicking the drop- [85 Contacts
@ Deleted Items (121)
down arrow located at the end of the box; [7 Drafts [5]
- R H ! b
5. Inyour list of other current folders, select the Inbox mailbox Ejurnal 3
or another folder where you want the new folder to be [ﬁ ;L;:‘;:'ma"
located. For this demonstration, | am creating a new folder [ Outbox bt
calls IT (Information Technology)
https://owa.cambridgecoll: | & Internet

6. Click OK. Note: To see the new folder, you may

‘2 Create New Folder -- Web Page ... @

need to right click on your personal mailbox
ame;

Folder contains:

name and click on Update Folder to refresh it.

| Mail Items v|
4] Lalendar [57] 7
|85 Contacts B
@ Deleted Items (121)
2 Drafts [5]
=N Inbox
ol
g MyCC = New folder we just created.
[gPersongl — | — |
ﬁ Journal
[ g Junk E-mail il

https:ffowa. cambridgecoll:| 4 Internet

Creating a Note

Notes are the electronic equivalent of paper sticky notes that can be easily created and accessed in

Outlook. Notes may only be accessed from the Folder List on the Navigation Pane.

To create a Note:

1. Click the Notes shortcut in the Navigation Pane.

e
On the toolbar, click the New Iﬂ button
3. Type the subject in the Subject box

4. Type the note text in the message box.
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5. When finished, click the Post J'JP°5t| button on the toolbar to save and close your new note.

Scheduling an Appointment with OWA Calendar

Outlook Web Access calendar allows you to set up a schedule for appointments, meetings and events,

tasks, or any other time allocation. Your calendar may be accessed by clicking on the Calendar shortcut

in the Navigation Pane ﬁ Calendar

An appointment is a commitment that only you are required to attend. The Untitled Appointment
dialogue box which opens when you start a new appointment defaults to the appointment information
screen. The new appointment box also has a tab labeled Availability that allows you to coordinate and

schedule meetings with others.

To schedule an Appointment:

1. Click on Calendar shortcut in the Navigation Pane; new ¥ |Lﬂ X | Tod
2. Click on the New Appointment button —"'J sl
. . . . ﬁ Appointment
3. The Untitled Appointment dialog box will open R ol
4. Enter a subject in the Subject box @ Distribution List
=y
5. Type a location in the Location box ol Task
) ) ] 4 Folder
6. Select the Start and End dates and times in the appropriate boxes as

indicated (type or use the drop-down arrows to change dates/times);
7. Choose other options such as All Day Event, Reminder, and typing any notes that are pertinent to the
appointment

8. When finished, on the toolbar, click the Save and Close button.

Accessing Public Folder

You may need to read items posted to public folders ﬁ PublicFolders = p p|ic folders are stored on
the Microsoft Exchanger Server and are used to collect, organize and share information with other people
in your work group or the entire organization. They can also be used to store items such as calendars and
contacts. Items in the public folders are created by administrators who have appropriate access
permissions. Depending on which public folder you want to view, you may be prompted to enter your
password to access it. To access Public Folders:

To access Public Folder:
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1. Click the Public Folders 1) Public Folders shortcut in the Navigation

Pane.

2. If the Public Folders are not listed, click the plus sign + beside the Public S| contacts.

Folders folder to expand the display of all folders in the list. You may also i

Public Folders

have to click the plus sign on specific folders to expand the contents of | ?ﬁ' _

individual Public Folders. 7] options

In the Folder List, click the folder you need to view.
4. The selected folder’s contents will display in the View Pane.
5. Toread a message, click it once to see it in the Reading Pane or double click to open the message in

a separate window.

Creating a Signature

A signature is used to append information at the bottom of your messages. You may choose to
automatically include the signature on all out-going messages or simply insert it on a message as you
prefer. A signature contains such information as you decide. Suggested items include your name, phone

number, email, etc.

To create a Signature:

1. In the Navigation Pane, click the Options shortcut.

2. Under the Messaging Options area, click the Edit Signature button.

Edit Signature. .. (see figure 1.6)

3. Type and format the information you want included in the signature.

4. Click the Save and Close button when finished. gl SaveandClose

22| Dptions

check mark will now appear in the box beside “Automatically include my signature on outgoing

message”)
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Messaging Options
Mumber of items to display per page: | 25w
&fter maving or deleting an item: | open the next ikem b
Display a notification message when new mail arrives
Flay a sound when new mail arrives

"] Automatically include my signature on outgoing messages,

[ Edit Signature. .. ]

Mail editor Font; 10 pt. Arial [ hioose Font, ., ]

Inserting a Signhature on a specific message

If you choose not to automatically include your signature on all outgoing messages, you may select to
insert the signature on a specific message.

1. Create the message to be sent.

2. Click the Insert Signature & button on the message toolbar to insert it.



