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2. 0utlook Web Access

Provided by Microsoft Exchange Server 2003

Access E-Mail from Anywhere through the Internet
e Start your Internet Browser i.e. Internet Explorer
Go to www.saisd.net
Refer to Quick Links on the right side of the page
Click on Web Outlook
Were it shows click here, click on that link.
Type just your email username (John Doe would be jdoe)
Type your email password in the password box.
Click on Log On
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You can also get to OWA by typing https://mymail.saisd.net .

You have now entered the new and improved Web Outlook.


http://www.saisd.net/
https://mymail.saisd.net/

2l Microsoft Outlook Web Access - Microsoft Internet Explorer.

File  Edit Wiew Favorites  Tools  Help 1','
. M - n -~ T
Omi~ © HEAG P frroos @ 2-5 @ LJE B
Address |@ https: fimymail saisd.netfexchange) V| Go Links **
GDCngB - w |G\ Search = @ @ Oblocked " Check = E Options A
Outioo eb Access iz 1 l M
a E = P 2
E] Folders O (2] fadnen - 12 X |Gl S E - | P L | @ ke ] Log off
= (5 Parker, Bob ~ D1 Fram
58 Calendar EMEE '@ |V FW: SAISD Daily Report
8] Contacts = Parker, Bob on behalf of HelpDesk
‘=i HelpDesk Mon 1/23/2006 2:5.., -~
@ Deleted Items (2} 5 Help 2l W= &Attachments can contain viruses that may harm your computer, Attachments may not display
Fild; SAISD Daily Report 1]
@ Drafts [5] correctly,
[ Frisnds -] HelpDesk Mon 1/23/2006 2... w To: Abercrombie, Mary Ann; Domingusz, Teresa; Mascorro, David; Parker, Bob
@ s.J Handheld Synchraniz . FV\I-': SAIkSD Current Asset Report - 1} o
-1 HelpDes| Mon 1/23/2006 Z:! .
Inbox (2 Attachments: ’
E Jouma‘( ) Fill': ATTACHMENT For Backup Data Clerk)... v 13 5i1sp Dalh Report doc(S671E)
= 1|
,?. Junk E-mail mLonlgorla, Volanda Thu 1/19/2006 12:0,., = x
@ | Keysuts RE: Matural Highs 1} ]
] Motes aLungUria, ‘olanda Thu Lf19f2006 11:1... %
@ Sutbax FWs Matural Highs
m Personal [ HelpDesk, Wed 11872006 §:4... =
@ sJ PocketMirror | Fus Active Dirsctary - Information request,.. @
] savedlE)] (= Mazzetti, Francesco Thu 1f1z{2006 10:1... ()
[ sent My new address and phone number
P Gk Threrar | gLongoria, Yolanda Fri 1]6/2006 10:52 AM -
4 | 3 RE: About vesterday, .,
el (3§ Orta, Sylvia Tue 132006 10:52,., Bob Parlcer  3AISD Helpdesk
d Inbox Fit Updated Gateway contack list '] (210y281-2090
i Longaria, Yolanda Fri 12/16/2005 2:23... (s bparker@saisd net W
:@ Calendar 1t's that time. .. :
=
&—| contacts =4 Dominguez, Teresa Thu 12/15/2005 10, oo From: Joseph Fuentes [mailto: Fuentes@BMCSOLUTIONS cam]
= P SuccessMaker Mid-Year Summary 1} Sent: Monday, January 23, 2006 2:21 P
:d Tasks (=4 Collective Soul CO/DVD Pre... Mon 12/12/2005 1:,., - To: Warren Young; Gonzales, Eugene; Jackie_Robinson@Dell.com; Anderson,
ﬁ Public Folders Order Confirmation Luvinia; HelpDesk; Holub, Patti; Jennifer Davidson; Juan_Shepperd@De|l.corm;
[ Cheatwood, Lud Wed 12/7/2005 11z, o Orta, Sylvia; Penny_Small@0ell.com; Regan, Rebecca; Yharra, Robert; Steve
@ Rules RE: TARGET Laptop Software Installation Directions Guthrie; Dominguez, Teresa; Stephanie StMarie; Chris Hernandez; Ed \Wolf;
~
Rodrigusz, Sonia Tue 12j6/2005 10:2... Joseph Fuentes; Lea Gonzales; Raoyal, Michael hd
<] options ERodriguez, o @ p ; 3 Royal, )
@ S @ nkernet

Notice many of the new features.
e Looks more like the regular Outlook program
e Easier access to folders, calendar, contacts and others
e Preview panel that can be changed to fit the user
e Added features like a spell check and signature file creator.



The OWA Screen
When you first open OWA 2003 you will find that the screen is divided into 4 main areas:
folders, shortcuts, inbox and preview pane.
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Folders: in your folders list you will find such items as your calendar, contacts, deleted
items, drafts, inbox, journal, junk email, notes, sent items and tasks.

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 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 drop-down arrow located next to the word Inbox.



You can view your inbox in two-line, by messages, by unread messages, by sender,
by subject, by conversation, by unread conversation, and by sent to. (It is most
common to leave it in two-line view).

To change the view, please click on the Two-Line View text next to Inbox.
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If you wish to open one of the mail messages full screen (as opposed to only the preview
pane) simply double-click the email in question.
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Preview pane: the preview pane allows you to view your selected message without
physically opening it. As an added feature in OWA 2003, you can even open
attachments from this preview pane.

How to change from 3 columns to one column with Preview Pane: When you first
open OWA 2003 you will find that the screen is divided into 4 main areas: folders,
shortcuts, inbox and preview pane.

This will be divided into a total of three columns. Many people prefer a more traditional
view where the preview pane is located beneath the messages as opposed to the right
hand side of the screen.

To change how the columns appear on your screen, click the arrow located next to the
Show/hide reading pane button (this button is located on the main toolbar at the top of
the OWA 2003 screen). In the drop-down you will find various ways to organize the
column on your screen. Select Bottom to have the preview appear at the bottom of your
screen.
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How to create a new message

To create a new message, click the downward arrow located next to the word New. A
drop-down list with various options will appear. Select Message.
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An untitled message dialog box will appear on your screen. Compose your message and
click the Send button located at the upper left-hand corner of the window.
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Using the To button to find other users

If you don't want to go through the trouble of entering long, complicated email
addresses, or if you know someone else is a user within the SAISD, but you are unsure
as to what their email address is, the Exchange server will help you find it. Start by
creating a new email message. Click the To button.



The Find names dialogue box will appear.

A Find Names -- Web Page Dialog

Find names in: | Global Address List -
Display name
Last name: First name:
Title: Alias;
Company Department:
Office: City:
Marne Phaone Alias Office Job title Carmpany
Add recipient to...
Ihttps:,I',l'mymail.saisd.net,l'exchange,l'BParker?Cmd=diang8 ® Internet

In the Find names in: box, click the drop-down to select either Global address book or
Contacts.

Global address book: think of this as the SAISD yellow pages. Every person or group
with a SAISD Outlook email account can be found in the Global address book.

Contacts: think of this as your personal little phone book. Only addresses you
personally enter into your contacts will appear here. These contacts are your personal
list and not available to anyone else in the district.

Now you can use any combination of the other fields to find who you are looking for. For
example, you wish to email someone but are unsure of how to spell their name. In the
First name field, type the beginning of a name, e.g. "Iv" and leave the rest blank. Now
click the Find button. A list of names that meet the search criteria will appear.

If a list of names appears on your list, simply click the appropriate one to select it. Under
the Add recipient to...section, select either To, Cc or Bcc to put the recipients name in
the correct box. You can follow these steps again to add additional people. Once you



have found all the recipients you would like, select close and you will return to your new
message with all the recipients in place.

Attachments

With OWA 2003 you can attach a document, picture or other file to the message you are
sending. To add an attachment to a new message, simply select the Attachments
button. Note: You can also select the paperclip located at the top of the window. Either
one will take you to the Attachments web dialog box.

Once the dialog box is open, select Browse to find the file you would like to attach.
Once you have found the correct file, select Attach. Repeat this process if you would
like to attach more files to the same email message. When you are done, select Close.
The file/s you selected will now be attached to your message ready to be sent.

Please note: Windows XP Service Pack 2 introduces new behavior in Microsoft Internet
Explorer that may affect users of Outlook Web Access (particularly attachments). For
assistance with any issues please read the following article (located on the Microsoft
web site):

http://support.microsoft.com/?kbid=883575

Deleting a message

To delete any message that appears on your list, simply select it by clicking it once, then
hit the Delete key on your keyboard. Hitting the X symbol at the top of your page will do
the same thing.

Note: when you delete a message it is actually moved to your deleted items folder. This
still takes up space so it is good practice to periodically go to your deleted items folder
and delete the messages from there. This will permanently delete the messages and
free up the space.

How to create a contact

The Contacts section is your personal email address book. Select the Contacts icon
either in your folder list or your shortcuts to access it. Your Contacts window will appear
with a list of your personal contacts. To create a new contact, click the downward arrow
located next to the word New. A drop-down list with various options will appear. Select
Contact.


http://support.microsoft.com/?kbid=883575

The New contact dialog box will open on your screen. Enter whatever information you
require for this contact into the necessary fields. When you are finished, select the Save
and close button. Next time you select your Contacts shortcut or folder, you will see
your new contact listed.
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How to create a personal distribution list

A personal 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. a special team or class group). This
will help you to avoid entering each individual's email separately.
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To create a new personal distribution list, select the downward arrow located next to the
word New. A drop-down list with various options will appear. Select Distribution List.
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An untitled distribution list will appear on your screen. Add email addresses either by
manually typing them into the Add to distribution list field or using the Find names
button to locate them in the global address book or your personal contact list.

Make sure to type in the name of the group under List name. You can name the group
whatever you like. Select Save and then close. The personal distribution list will now be
a part of your personal contacts list.

Options

Through the Options section, you have the ability to personalize your OWA 2003 client.
Be sure to Save and close when you are finished, otherwise your changes will not take
effect. To access your options, simply select the Options icon under your shortcuts.



Messaging Options
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Adding a signature: There are many areas you can personalize in the Options section.
Under Messaging options, select the Edit signhature... button and enter a signature to
go with every email sent out. This way you don't have to type your name and title every
time you send a message.

Spell check: Another nice feature is the spelling options. You can check off Always
check spelling before sending to avoid embarrassing spelling mistakes.

Spelling Options
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