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Log into Web Access by going to the site below:

http://commaiI.ci.menasha.wi.us Click to enter Web
Access after entering

-

the Username and
| Password.

Username: |

Password: | | [ Log On |
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OUTLOOK> Web Access 2010

MULTIPLE BROWSER SUPPORT
e OWA 2010 will run on ALL web browsers EXCEPT, Internet Explorer 6.0.

1. Start any Internet Browser, except Internet Explorer.

2. Login to your email account.
3. The page will refresh to the OUTLOOK SCREEN. Take a minute to review the screen.

aﬁ‘t:!eokWebApp sign out ‘ Jennifer Jenkins -
ail » Inbox ﬂ.i Find Someone Options 0
° « FW: Notebook 10 Certification Test Incident #2187350
e saenEniE e 2 [#137475]
> [2 Inbox (114 Date -
G2 Drafts[2

3 Sentltems

» I3 Exception
> @ Deleted Items (204

Katherine Propst

4 @ Cabinet =1 Britannica

Tasks =1 Engage 21 Conference not showing on CEU's
Kathleen Mowery

Inbox-Email
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B8 About Me Patricia Freeman R!ﬂdiﬂg Pane
Adobe Digital Suit 2
0@ Adobe Digital Suite 2 Woodcock johnson Hi Jennifer,
3 Allen Frad Elizabeth Hamilton; Patricia Freeman; Robert Schiadensky; Julic... 52 AM )
8 Atomic Learming Thank you for contacting SMART Technologies.
@ Blackbern, = Email Groups Reports 0
cal : Adarm Harkey 2:40 AM Both assessments have been added to your SLS account. Separate email notifications containing
@ ca assessment access instructions have also been sent to you.
8 CAPI Training | 10 Certification Test Incident 22187350 [#...
> 08 CARE (1 Navagation Pane “jriech.com 2 AM If you have any further questions or concemns. please contact us again
B Cathy Matthews and Buttons ook Software Post Certification Assessmen...
&8 CCBBoard (1 - h.com 7 AM Regards
Mail =] SMART Notebook Software Post Certification Assess... .
SLC@smarttech.com 5 AM Jay Robinson
Certification
3 Important ' SMART Technologies
Patricia Freeman £:40 AM

Phone 1.866.518.6791 Fax 1.403.806.1256
Phone (International) 1.403.245.0333
Mail to cedification@smarttech com

@ @ A acons

W < & E D

Folders Web www smarttech.com
Schadilo o iiocy

If you don't like the default Outlook Web App theme, you can choose a different one. TR )
1. At the top left corner of the window, click the OPTIONS button. Options ©
2. From the drop down menu select one a THEME. >
3. Click the left or right arrow to view Themes. .
Select a Theme
| [Foee l
3 ™ I
RIGH Y - LI K e ————————
Right-Clicking almost anywhere in Outlook Web Access will display a Webrmaster = Thu 1
menu of choices. —> |31 TF meeting change -
The actions available in the right click menus have been expanded and Katherine Propst Patrcia) o
made more consistent across your mailbox. [ Ao Loaming for § rorward as Attachment

United Streaming 2 Mark as Read
Patricia Freeman Lf}

<! Announcing a Corpor =

=
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OUTLOOK> Web Access 2010 Page 2

READ_AN EMAIL MESSAGE

READING PANE-Turn Off/On/Right/Bottom

e (Click the VIEW button on the toolbar.

e Under the Reading Pane heading choose either RIGHT, BOTTOM or OFF.
This will control how the message is displayed.

1. At the INBOX, click the message.

2. The message will appear in the Reading Pane. To open the message in a hew .
window, double click on the message.

3. To read another message, click the message in the Inbox.
DELETE AN EMAIL MESSAGE

1. Select the message. | mew
2. Click the DELETE button on the toolbar. ' o

SEND AN EMATL_MESSAGE

1. Click the NEW MESSAGE button on the toolbar. Inbox (1295 I, |

Ginew - | [H

2. The message window will open.
3. Insert the RECIPIENT'S email address in the TO: field.

Search Inbox

There are MULTIPLE ways to locate an individual's email address.

e TYPE the person's FIRST OR LAST NAME in the To... send | 0 b @ 8 9 8 B - E-. Options
field and click the CHECK NAMES button. A list of people | -,
that match the name will appear. Use the mouse to select
the correct name. E—

Subject:

Comic Sans MS vijowv B I U =iE&E&P-4

OR I
<22 https:/iwebmail2.cabarrus.k12.nc.us - Untitled Message - Microsoft Interne

e C(lick the To..button or the Address Book button to

= ¥ - ~ [ options...  HTML
SEARCH for the person. s > SHsend |l | 0 2081 |8|BT (R | B o
‘—__‘-Z|-Z|I';S;I Book Ll I i G T‘J’Pe_fhe recipiejT's
[E2] CCR, name in the To., field
i Def:a%l\-t flf:ba\ Address.., jennifer jenking ‘\"E-:; : /zp T ﬂ”‘:\ji'n'f:; _:]Uifo:eck
o - — the Address Book button '
slistsy 0o Type the name of to open the Outlook tov B I UTiZ i=[3F &= (4
SystemCCs , Cox Mill Hig $he perzon and elick Address Book,
TEEn Search Button.
contacts SystemCCS | Hickory Ridiyerreprrererres
- Contacts a333

4. Type a SUBJECT.
5. Type the MESSAGE.
6. Click the SEND button on the toolbar.
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OUTLOOK> Web Access 2010 Page 3

SEND EMAIL USING A_GROUP

e If youwant to send an email fo a GROUP of people (Example: All Staff at Royal Oaks or Assistant Principals).

1. Begin a NEW email message. 1

2. Click the TO... button in the message header. —» (4 To... Address Book

[} Default Global Address List

3. The Address Book will open. Click the SHOW OTHER ADDRESS LISTS. > | 2 airoons

Showe other address lists %

Use the mouse and scroll through the list. | R SRR
Select ALL GROUPS.

A list of System Groups will display in the middle
pane.

Arrange by: Mame - Aonktop -
¥ Assistant Principal

Distribution List
AssistantPrincipal@Cabarrus. k12.nc.us

7. Select the DISTRIBUTION GROUP (EXAMPLE:
Assistant Principal) and DOUBLE CLICK. This will
put the Group in the To->

. |+ %% Bethel Staff
Distribution List _SY_STem_
EBethelStaff@Cabarrus. k12, no.us Distribution
Zraups

7 Elem Technology Facilitators

Distribution List
ElemTechnologyFacilitakors@Cabarrus k1 2.ne.us

field at the bottom of the | Message redpients:

; — > To-» f incip
WlndOW. Assistant Principal € High Technology Facilitators

Distribution List

S R Y. . L Ll

Click the OK button to return to the email message.
Finish the email message and click the SEND button.

Your CONTACTS folder is your PERSONAL E-MAIL ADDRESS BOOK and place to store information about
the people and businesses with whom you regularly communicate.

CREATE A NEW CONTACT

1. Click the CONTACTS button in 60 Menu to open the Contacts folder. — =
b Mail

_:ﬁ Calendar

&=| Contacts

2. In CONTACTS, on the toolbar, click the NEW CONTACT button. —» | Gfnew -

3. On the new contact page, manually input contact information. ol save ard dose Y o e -
Name, Addf'ess, Phaﬂe, Ema/./, efc. Lmp to: Profle | Contact | Addresses | Detals
_—
4. When finished click the SAVE AND CLOSE button on the profile
Contacts Tab. First name Janet

Micdle name

e The contact will be filed in alpha order by the first name or last
name depending on the File as selection.

Last name Garden

File as Last, First b

Job tifle Teacher
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OUTLOOK> Web Access 2010

ADD A CONTACT FROM EMAIL MESSAGE
When you receive a message, you can add the user’s e-mail address to your Address Book while the message
window is still open. You may also select a name from a Sent message.

1.

2.
3.
4

Go to the email message.

Page 4

e

»
>

Right-click on the name.
Select ADD TO CONTACTS from the menu.

A Contact dialog box opens, scroll down to verify the
e-mail address and name.

Add any additional information for this contact.

4 Jeannene Hurley [JHurlg @ d=i ctnda me va

e o Jeannene Hurley [JHurley..

Hello all and Happy Wednesday, 84 Add to Contacts
I have been informed that all ¢ Properties h
who were missing a BEAR for 2009 and a Form 486 for 2010. Hopefull

Click the SAVE AND CLOSE button when all information is entered for this contact.

CREATE_A_ GROUP

7.

8.

VERY IMPORTANT STEPII
9.

Click the CONTACTS button on the Navigation Menu.

. In CONTACTS, on the toolbar, click the DOWN TRIANGLE next to the NEW button.
. From the menu, click GROUP.

Type a NAME for the Group.
Click the MEMBERS button.

v

The Outlook Address Book will open. Search the Address Book for

the group members email addresses.

R

PN A = TN TR

/* Untitled Group - Windows Internet Explorer

€ | https:/hwebmail cabarrus, k12.ne,usfowa)? ae=Item@a=NewaE=IPM, DistList2Id=LgAaAAChAEH

Save and Close v- o

Type a Name

¢ for the Group

Group Name  Prom Committee

Member selections:
EEE— Members —> dam Harkey: Patricia Freeman®

As you locate people double click on their name to add them to the Members field at the bottom of the

window.

When finished click the OK button.

Group Name Prom Committee

Click the ADD TO GROUP
button. The group
members will populate on

the screen. —»

B rame

=l Adam Harkey
E=l Patricia Freeman
=l Ted Keller

Adam.Harkey@Cabarrus.k12.nc.us
Patricia.Freeman@cabarrus.k12.nc.us
Ted Keller@Cabarrus.kl2.nc.us

10. Click the SAVE AND CLOSE button on the toolbar.

11. The Group is saved in your Contacts.
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OUTLOOK> Web Access 2010

SEND A GROUP TO_ANOTHER PERSON_VIA EMAIL

1. Go to CONTACTS.
Find the GROUP.

2.
3. Right click on the GROUP NAME in your Contacts.
4. From the menu choose FORWARD AS ATTACHMENT.

5. You will return to the email message window. Enter other information in the |+,

To:, subject line, message.
6. Click the SEND button.

SEARCH MAILBOX

CARE Approver

Group Dpen
o Y New Message

CARE FeR# now M
—_— Group

ED Cent X Delete

o B Forward as Attachment

B
|
Subject:

Attached: o]

1. Click the DROP DOWN ARROW in the search window to specify

where the search should occur.

2. Type the search term in the search field.

3. Press the Enter key or click the search button.

» Cc Search
»

2 Need to cancel a workshop This Falder

2 The Gaggler-October Issue,  Entire Mailbox
Webrnaster

*E2 TF meeting change

S ot Mafanl =
et Detault Locat

Janet Ayers Thiz Enlder and Sukfalders

4. TItems matching the term will appear on the screen.

5. To clear the search click the RED X.

v

1. Select any message in your Inbox.

2. Click the REPLY or REPLY TO ALL button in the toolbar.

3. Type the message.
4. Click the SEND button.

FORWARD A MESSAGE

1. Select a message.

Click the FORWARD button on the Toolbar.

The message opens in a new window.

2
3
4. Insert the e-mail address for the recipient(s).
5

—

Type a message and click the SEND button. The original message forwards to the new recipient.
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OUTLOOK> Web Access 2010

SEND EMAIL WITH AN _ATTACHMENT

Compose an email message.
Click the ATTACHMENT button on the toolbar.

v

Navigate to the file and select it.

2 https:

<=1 Send

Ihwebmail2.cabarrus.k12.nc.
H 0 = & ¥ 3

Ci Ta... | Jenrffer Jenkins

& ce Attachment

Subject:

Button

When upload is complete the attachment will show in Attach field in the message.

1

2

3

4. Click the OPEN button. Outlook will upload the attachment.
5

6. Click the SEND button.

When you receive a message with an attachment, the Inbox will display a paper clip icon.

fT1 Jennifer Jensins, fue 1204 Fid

1. At the Inbox, select the message with the attachment. « I )ohnstone

2. Single click on the ATTACHMENT. > _’“ I:'e.-'_;.c.’?_-'e to the message fro

3. A dialog box will appear prompting you to Open or Save the Attachments: ]
message.

4. Click the Open button.
5. The file opens in the application window.

6. Close the message window.

“B If you wish to save an attachment to a folder, right-click the attachment and choose SAVE. The Save

Attachment dialog box will open and you can select the desired folder.

Create your own folders fo move e-mail from the Inbox when you need fo store
messages.

1. At the Outlook main window, right-click on the Inbox folder.

e If you have a Cabinet folder (migrated from GroupWise) you can create folders
in the Cabinet folder.

2. Choose Create New Folder from the context menu.

) g =
= Deleted Items (105)

3. Type a folder name and click away from the folder. —| APrafts[ii]
U] Inbox {122}

T web 2,0 Stuff
1 Journal.dup]

symbol in front of it, designating a folder with displayed subfolders.

The new folder appears in the folders list. Notice the Inbox folder now has a minus —»

v

=

=
= [ calendar (40

[ Checklisk
=] Contacts
& Deleted Items (105)
7| Drafts [10]
4 i

-] Inl

T J j Open

L@ Ju Open in Mew Window
SN

Eg No| T3 Mave Falder...

[ 0uEy  copy Falder...

L= 5e

£ 5w )( Delete

< Ta Renarne

cau

[ 5= Create Mew Folder..,

CF Calid Mark all as Read

Empty Folder

LA Drafts [10]

= L] Inbox (123}
. “Meb 2.0 Stuff

| Journal.dupl
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OUTLOOK> Web Access 2010

MOVE A MESSAGE TQ_A FOLDER

e At the Outlook main window, select the message to move.
e Drag-and-drop messages from one folder to another.

OR

1. At the Outlook main window, select the message to move or copy.

2. Right click on the message.

3. Choose Move or Copy to Folder from the menu.

Move or Copy to Folder

= £ Jennifer Jenkins

# ] Cabinet

£ ﬁ Calendar (40}
1 Checklist
=] Contacts
o Deleted Items (105}
7| Drafts [10]

H -] Inbox (124)
1 Journal.dupl
L @ Junk E-Mail [3]
,;l Motes
1 Motes.dupl
L] Outbox
L= Sent Ttems

H [ Sync Issues
& Tasks

L UMENCOWN
=1 75 Public Falders

x

4. Select the desired folder.
5. Click Move or Copy.

=] Campus Technology Events
Disco{ i<k Reply B
= EDW-I__E Reply to all
Case % 4 ]
kg Forwar
~i escho
5h T{ iy
= soph
Live

0 Jennif

=] Shar
RE:

Mark as Read 9

Create Rule... .

Junik. E-Mail +

X o @

Delete

Mowe to Folder...

[N

Copy o Folder...

1. DOUBLE CLICK on the MESSAGE in a second window (double click the message).

2. Click the PRINT button on the toolbar. —

=

3. The Print options window opens. Make print settings and click the PRINT button.

SAVE_EMAIL MESSAGE AS DRAET.

1. COMPOSE a NEW email message.

2. Click the SAVE button on the toolbar.

3. This will place the message in the DRAF'll' FOLDER in the Navigation

Pane.

Mail 0 Drafts (1 Tbems)
= &34 Jennifer Jenkins S Mew - UE| -
# [ Cabinet
= [ calendar {40 Search Drafts
. Checklist
2] Cantacts Arrange by: Date -
# |5 Deleted Items (139 DRAFT Today
LiZ| Drafts [1] Folder —~ Jennifer Jenkins

[ Inbox (129)

i) Lchucd

Staff Meeting

=

v

d=15end =

This message h:w

0 @8 v 8 BT

Click DISK to save

L To... | Jennifer Jenking message as draft.
G cc...
Subject: Staff Meeting

Comic Sans M3

w v B I U ==

The staff meeting is set for March 31st,

‘B Outlook will save message in the DRAFT FOLDER until you send the message.
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QUTLOQK_OPTIONS

CHANGE PASSWORD

1.
2.

In Outlook, click the OPTIONS button in the top right corner of the screen.
From the drop down menu choose CHANGE YOUR PASSWORD.

Type the CURRENT password. Change Password
Type a NEW password. —»

Enter your current password, type a new password, and then type it again to confirm it.

After saving, you might need to re-enter your user name and password and sign in again. You'll be notified when your

TYPG the new pGSSWOf‘d GgClin password has been changed successfully.
to confirm it. Domain\user name: CCS\jennifer.jenkins
Click the SAVE button. Current password:

New password:

Confirm new password:

f o
v Save

EMAIL SIGNATURES
At the Outlook screen, click the OPTIONS button in the upper right corner of the screen.

1.
2.
3.

From the drop down menu choose, SEE ALL OPTIONS.

The page will refresh. From the menu on the left of
screen, click SETTINGS.

The EMAIL SIGNATURE setting appears. >

Type the information for your signature message.
Example, name, title, etc.

Place a check mark before Automatically include my
signature on outgoing messages.

Click the SAVE button, located in the bottom right
corner of the Options page. The signature saves and
is automatically added to new messages.

E-Mail Signature

Tahoma v 10« B I

=
k
I
(]
il
1
111

EE W A2 £ 90 @ 5 x* X W™

Tennifer Jenking
Technaology Professional Development Coardinatar
Cabarrus County Schaals

Technolooy Center

Automatically inclucde my signature on messages I send

Click the MY MALL button (top right corner of the screen to return o your Inbox.

READING PANE OPTIONS
The reading pane lets you read items in your mailbox without opening Reading Pane Options

them. It is available in all views (Mail, Calendar, Contacts, and Tasks)

and can be used to read items and make limited changes to them. —»
Use the options under READING PANE OPTIONS to configure

how OWA handles unread messages in the Reading Pane

(O Mark the item displayed in the Reading Pane as Read
Waik seconds before marking the item as Read

Mark the item as Read when the selection changes

o@e

Do not automatically mark items as Read
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OUTLOOK> Web Access 2010

OUT OF OFFICE (Automatic Replies)

Page 9

Use the Out of Office Assistant to set up a message that will send automatically to everyone who sends you

e-mail during an absence.

1. Click the OPTIONS button in the upper right corner of the

screen.

2. From the menu on the left side of the screen, click
ORGANIZE E-MAIL.

3. For AUTOMATIC REPLIES, select the options for the Auto
Reply.

4. Click the SAVE button at the bottom right corner of the

SCreen.

**This message will be sent to anyone who e-mails you during the
specified time frame. This action remains in place until you disable
the assistant by selecting Do not send Out of Office auto-replies.

If you selected a time period, the Out of Office Assistant will

disable on the date and time you specified.

your calendar to be daily, week-day, weekly or monthly.

change the calendar view from daily to weekly or monthly.

NAVIGATING THE CALENDAR

 —

&
f Q‘? ;r‘ ]
Inbox Rules  Automatic Replies

Automatic Replies

" Send automatic replies

= send replies only during this time per

B¢
gx
27

Delivery Reports

Create automatic reply (Out of Office} messages here. You can =4

' Don't send automatic replies

At the OWA main window, click the Calendar button to view the calendar. You can change the view of

At the top of the calendar are view icons: Today, Day, Work Week, Week and Month. Click these tabs to

You can use the vertical scroll bar o NAVIGATE between appointments for a given day or you may click on a
new day to view appointments for that date. You can also quickly navigate appointments for the week or

month by changing the VIEW.

L1y Microsofts
(wiel@)jiles] Monthly YV
NS Miniature [0

L1 | B8 options | Jernifer Jenkins ~ | Log

Calendar & | Calendar (May 2009) @ Help
< 2009 3 [ Mew - Today [ Day o work Week 2 week | EH Month | X 5_41
Jan Feb Mar < > May 2009
Apr May Jun Monday Tuesday Wednesday Thursday Friday Saturds Sunday
Jul aug Sep 27 |28 f |29 30 | May 1
ot Hov Dec |Media Coordinatorl K12 Principal's Mt M5 Teachers-21st Mon?h
Cutlook PPT @ Od Outlack PPT @ PL View
My Calendars Pl
4 G5 Gl 6 |7 LB FRR:] 10
£ Calendar TF Staff Develoj Secondary Princip | HS APIMbg; EdCe | M5 APIMig; EdCe | | Patti @ Bethel
ﬁ Computer Lab Outlook PPT @ Co | Dentist Appointme
Create Mew Calendar
11 12 |13 |14 W15 16 17
ES Principal's MEg; Glenn Center Staff | | TF Enrichment I:ﬂ
CQutlook PPT @ N C &I Mbg; Ed Cent | | WEB 2.0 Gail Hol]
[~ Mail 18 19 20 21 22 23 24
iz
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OUTLOOK> Web Access 2010 Page 10

1. Click the CALENDAR button. weondGoe ) HO .8 ! o B. &t u
2' CI'Ck *he' NEW bU'H'OH. Appointment | Scheduling Assistant
_— >

3. Type a SubjecT. Subject: Staff Meeting
4. Type Location (optional). Location:
o) Selecf a DATE START cmd END Start time: Fri 11/5,/2010 v 11:30 AM ~| [T All day event

time. (Use the Start and End lists to End time: Fri 11/5/2010 v [1230PM v

select the start and end of the event), F# Reminder: |15 minutes v Show time as: | MBusy v I Private

Comic Sans M3 vilo» B I U = i= IE £ A -

Select a Reminder Interval (optional).

7. Type notes for the Appointment

(optional).
8. Click the SAVE and CLOSE button to add the appointment to your calendar.
DELETE AN EVENT
1. At the Calendar view, navigate to the date.
2. Select the event (use the mouse to select).
3. Click the DELETE button on the toolbar. The event should disappear from the Calendar.

RECURRING EVENT

A recurring event indicates the event will occur more than once at a specified interval (daily, once a week, once a year, etc).

1. Create a NEW APPOINTMENT.
2. On the toolbar, click RECURRENCE button.

3. Inthe Recurrence dialog box, under APPOINTMENT TIME, use the Start and End list to select the
start and end times of the recurring item.

Under RECURRENCE PATTERN, select how often the appointment will occur.
Under the RANGE OF RECURRENCE, select when you want this recurrence pattern o start and end.
Click OK.

Click SAVE AND CLOSE button (or press CTRL+S) to save the appointment before closing the browser
window.

CHANGE A RECURRENCE INTERVAL

N o o &

You can change the recurrence interval of an item as needed. You can also change a recurring item to a single occurrence
by deleting its recurrence pattern.

1. In Calendar, double-click the item to open it. When you are prompted by Outlook Web Access, click The Series.

2. On the toolbar, click RECURRENCE.

3. InRecurrence, make the appropriate changes to the recurrence pattern.
Note: To make the item non-recurring, select None under Recurrence Pattern.
4. Click OK.
5. Click SAVE AND CLOSE button to save appointments before closing the browser window.

RELETE A RECURRENCE e

1. In Calendar, highlight the appointment, and click the DELETE button.
2. Outlook Web Access prompts you to select one of the following options: DELETE OCCURRENCE OR DELETE
SERIES.
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OUTLOOK> Web Access 2010 Page 11

The Tasks folder contains to-do items for you to track until completion. These to-do items can be tasks, e-mail messages,
or contacts that have been flagged for follow-up.

By default, all tasks are flagged for follow-up when they are created, even if they have no start date or due date.
Therefore, whenever you create a task, or flag an e-mail message or a contact, a to-do item is created automatically.
Tasks can occur one time or on a recurring schedule. Tasks can be updated to show progress by using the % complete
field.

1. At the OWA window, click the TASKS button.

2. In Tasks, click the NEW button on the toolbar. > | @ -
3. Enter a SUBJECT and any other properties
gl Save and Close ¥ Mark Complate I A_¥ Recurrence. .. Forward | 96 m -

(start and end date) that you want to include.

Only a subject is required. All other values, Dus tomortow.
—>

such as dates and reminders, are optional. Subject: Finish Outlook Handout
. Start date: Tue 3/17/2002 w Status: Mot started w
4. Ifyouwant the TASK to recur, click
. Due date: Tue 3/17/2002 w Priority: Mormal w
RECURRENCE. In the Recurrence dialog box,
Diate completed: Mone v % complete: 1] w
under the Recurrence Pattern, set the ClReminder: | Hone CJervate
recurrence pattern for the task, and then click _
Fewer properties A
OK Total work: Hours  » Actual waork: Hours  »
Mileage: Eilling:
Flagged Items and Tasks (1 Items)
. HAhew ~ [l X % % Edit Reply Feply bo Al 5 Forward
5. Click the SAVE AND CLOSE button = - b
on _l_he 1’00|b0|". The _rask W|” Clppear‘ Search Flagged Ikems and Tasks £ - ¥  Finish Outlook Handout
. 41 [#] 1|0 Subject Due Date -~ I Due tamarrow,
in the TASK PANE. Type 3 new task New Task Nodusdate - | | Duedater  Startson 3{17/2009, due on 3j17/2009.
¢ Status: Mot started
) Tomorrow Priority: Mormal
i”i F Finish ©utlook Handout 31712009 /Y' % complete: 0
[CJreminder:  Hone

NOTE: You can also create a new task by typing the subject in the Type a new task box at the start of the task list and
then clicking Add New Task or pressing ENTER.

MARK A TASK COMPLETE
You can show progress on a task or update it to read Completed. When the due date for a task has passed and before the

task is marked complete, the task will display overdue. Status: In progress v
1. At the TASK Pane, double click the TASK or click the EDIT button. Frienty: ol O
% complete: [u}
2. Click the list arrow for the % COMPLETE box. " —
25
3. Select the level of completeness, in the % COMPLETE: box, use the scroll =
arrows to choose a number to represent how much of the task has been Actualworki 100 "
completed.

4. Click the SAVE AND CLOSE button.
OR Place a check in the box to the left of the task name. Tomorrow

=] Firshrtherek-Hamdert SHFHORES v
DELETE A TASK Wednesday

v

‘B Click the check box to the left of the task and click the DELETE
button on the toolbar.
OR select the task and press the Delete key on the keyboard.
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OUTLOOK> Web Access 2010

EDIT A RULE
1. Navigate to OPTIONS and select RULE from the Navigation Pane.

2. Select the RULE from the rules window and click the CHANGE
RULE... button.

3. This will open the rule editing window. Make the changes that you
want, and then click the SAVE button or CANCEL to close the rule
without saving.

DELETE A RULE

1. Navigate to OPTIONS and select RULE from the Navigation Pane.
2. Select the RULE from the rules window by clicking it.
3. Click the DELETE button on the toolbar.

4. A window will pop up asking if you want to permanently delete the

S

e —

Page 12
=5 Rules
[ MewRule = ChangeRule... = X Delete
Rule
Mave Email to CARE Folder
=7 Rules
[ MewRule = ChangeRule... = X Delete

Rule
Mave Email to CARE Folder

selected items. Click OK on the confirmation window to permanently delete the rule, or click CANCEL to

cancel the deletion and to close the confirmation window.
REORDER RULES

Outlook Web Access acts on rules from top to bottom in the order that they appear in the Rules window.

TO CHANGE THE ORDER OF RULES..
1. Navigate to OPTIONS and select RULE from the Navigation Pane.

2. Click the rule you want fo MOVE.

3. Click the UP or DOWN arrow to move the rule to the position that
you want in the list.

—>

5 Rules

I:‘} MNewRule ~  Change Rule... 9 Delste O

Rule
Patti Freeman
Mave Email to CARE Folder
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