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OUTLOOK WEB ACCESS (OWA)

HELPFUL HINTS

OWA Helpful Hints was created specifically to assist custodial
staff to effectively use Outlook Web Access e-mail. It provides a
basic description of each toolbar and graphic instructions for
using quick commands in OWA.

i Office of Enterprise Development and Support Applications Support Group 2011



TABLE OF CONTENTS

SUBJECT PAGE
Inbox Toolbar Commands........ccccoomireiiimmmscniineecn e 1
How to Open Email ... e 2
Reply Toolbar Commands........cccccccceiiiimmmeeensnseerrecsnssseereneas 3
How to Reply to e-mail and Send ...........ccoeeeiiiiiriicciiiiineees 4
How to Create New Message and Send...........ccccccceivinneees 5
Shortcut Keys........ccoiimiimmciiirirrrcessssrrs s s e s s e e e e nmsnsas 6
How to Create Folders ... e 7
Moving Email ... 8
How to Open Attachments ..., 9
How to Attach Files to e-maiil ..., 10
OWA Help Link on Toolbar.........ccoeeiiiciiecreece e 12
Password Reset for Network/OWA............cooiiciiireennniennes 13
For More Information ... 14

ii Office of Enterprise Development and Support Applications Support Group 2011



OWA HANDOUT

OUTLOOK WEB ACCESS (OWA)

HELPFUL HINTS -INBOX

The Toolbar buttons in OWA will change according

to the function you are currently performing.

FREQUENTLY USED INBOX TOOLBAR BUTTONS

Create a New
Message
Folder
Contact
Apointments
Meeting Request

Deletes
Mail

Reading Pane
preview what

was e-mailed

PROVIDES
Instruction

How To
perform
various
steps

{ﬂl Help

Sends a Reply to
the Original sender

Sends a Reply to all
the names on the

original e-mail

1 Office of Enterprise Development and Support

ADDRESS BOOK

Lists:

Forward Mail
to others not on
original

e-mail

Names
E-mail addresses
e Telephone numbers and
title of DOE employees
e Contacts you added
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OUTLOOK WEB ACCESS (oWA)

DO0ROo0000

HELPFUL HINTS - OPEN MAIL

Select MAIL ITEM (highlight)

Double Click
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Help

s T
=]

o

SEEEEEEEEEEEEEEEEg

L INBOX
:: TOOLBAR

Q- ©  x A& ) search \f\?lﬁvum:
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with
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= é 0555 Training 10
7 Calendar
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(5] Deleted Ttems
LZ| Drafts
R inbox[E)
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[ Junk E-mail
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(5 Outbox [1]
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Q Tasks
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|~ Inbox
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=) Public Folders

[ Rules

Viewing
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_j Options
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READING
PANE

Links **
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] Log oFf

NYC DOE - PRESS RELEASE - SCHOOLS CHANCELLOR JOEL 1. KLEIN AN...

‘white Mary F. on behalf of Comrjunications

i\ Attschments can contsin viruses tak may harm your computer, Attachments may not
display correctly.

To: Al Tweed; &Al Reglbnal Superinkendents; &All LISs and Community
Supsrintendents; &4f| Central HQ; Ball ROC Dirsctors; &5snior Youth

(= h
Attachments: | p oo peloase 127, 2006-07 (PSAT 1 11 07).doc(44KE)

NEw YoRE CITY DEPARTMENT OF EDUCATION
JOEL I. KLEIN, Qhancellor

FOR IMMEDIATE
EELEASE

WM-27, 2006-2007
January 11, 2007

SCHOOLS CHANCELLOR JOEL I. KLEIN ANNOUNCES
ARTATEST TUVER DAR TTOTEATTON TN DEAT TV NEW ¥
|

S @ Intermet
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OUTLOOK WEB ACCESS (0WA)
OWA HANDOUT HELPFUL HINTS — REPLY TO MAIL

FREQUENTLY USED REPLY TOOLBAR BUTTONS

Sends a Reply to : After opening message click
the Original sender Forward Mail Deletes an arrow to read the Next or
Mail Previous Mail Item.

a Reply 3 Reply o al Eﬁ. Farward @ ﬁ% 4 7|9 |'\|E||:I
|

\ -
Prints a copy |
of e-mail to PROVI_DES
Instruction on
your local
Sends a Reply to all printer How. To perform
the names on the various steps
original e-mail

B

‘ A https:/fmail. nycboe. net - Facility Connectivity Training - Microsoft Internet Explorer

gIICkI thbe tt t 1 4 Reply | =& Reply ta all | Forward | &Y 5% |2 X | & % | @ Help
e utton to
Repl dt [@ vou replied on 4/8/2007 2:55 Am, |
respona to From: Guerra Judith Sent: Fri 4/6/2007 9:54 AM
original Sender Ta Q555 Training I0

cc

Subject: Facility Connectivity Training

Attachments:

Y
Egm REI:"':." Class Time: 1:00 PM - 4:00 PM

Welcome back!

|

Wie are preparing for your return to the Faciliies Connectivity training session to address mary of the issues
wyaou and your colleagues have encountered since first learning to create an electronic work request ¥WWe will
work a litle more closely with yvou so that you may benefit from this second visit. Cur goal is to enable you
to electronically create a request for facilities repairs to your Deputy Faciliies fManager and the Division of

Keyboard School Facilities using the Passport application

Overview

PassPort is a computerized maintenance management system (CMMS) that integrates business and
op erationzf modules for thepurpos eof assisting fn th e day-fo-day op eration of th e Division of Schoof
Faciliti es.

By the end of the session you will be able to perform the following operations

al lnderstand the Portal/] screen basics, icons and buttons
by Understand how to fill out the 5 primary fields of a Work Request

i Understand how to search for Trade Codes, and Job Types

3 Office of Enterprise Development and Support Applications Support Group 2011



OWA HANDOUT

OUTLOOK WEB ACCESS (OWA)

HELPFUL HINTS - SEND MAIL

FREQUENTLY USED SEND TOOLBAR BUTTONS

Print a copy of

Click to Send
Message

Messaae
Request a
delivery receipt
and more
Attach File
° Word
e Excel

. ﬂ opkions. ..

Ha¥ 6 e

'ﬂl Help

Spell

Check Send Mail
Click to SAVE ] with
a copy to your ngh_or_ Low
Drafts Folder Priority

B

Click the Send
button to mail
your reply

IE_'|Seru:I|

Keyboard

trl + Ente
5B

4

Office of Enterprise Development and Support

AFTER TYPING YOUR REPLY - CLICK THE SEND BUTTON

2 https:#fmail. nycboe. net - RE: Facility Connectivity Training -
Fdend |l |2 D (8, 1 B 2] options... | @) Help

Microsoft Internet Explorer

Guerra Juith

1
Bro...
Subject: RE: Facility Connectivity Training
Attachments:
| v A Al RE V|é B IUS=&=

. Type your Reply here.
. Click Send to mail your reply|

From: Guerra Judith

Sent: Fri 4/6/2007 9:594 Al

To: 0SS5 Training ID

Subject: Facility Connectivity Training

Class Time: 1:00 PM - 4:00 PM

Welcome back!

| >

Wile are preparing for your return to the Facilies Connectivity training session to address many of the issues
wou and your colleagues have encountered since first learning to create an electronic work request ¥WWe will
work a litle more closely with you so that yvou may benefit from this second wisit. Our goal is to enable you
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OUTLOOK WEB ACCESS (OWA)

OWA HANDOUT HELPFUL HINTS -

B

Click the New
button to create
a new message

I._?]ﬂNew -

Keyboard
Ctrl + N
B

CREATE NEW MESSAGE AND SEND

1 =Click New on the Toolbar

Outlook Web Acoess Bssages Ttems ntl:wi-‘w:uf'-:-‘ KqpH

E] Folders O [+ | aaten - SE5
E @0555 Traning I0 ! ‘ D|9|me ‘Suhject
ﬁ Calendar B 0 Commun. MCDOE-PRESS.. Tho /117 71 NYC DOE - PRESS RELEASE - SCHOOLS CHANCELLOR JOEL L. KLEIN AN. .
i Contacs e | Vihite Mary F. on behalf of Cammunicatians
= [Llonerga.. FW:Newsletter ~ Wed 1/3/2..18.. © —
@ Deleted Items ﬁ.ﬂ\ttachments can contain viruses that may harm your computer, Attachments may not
LS display correctly,
To: &M Tweed; &A Regional Superintendents; &40 115 and Community 4
I 3 j i =
E ﬁl( ) Superintendents; &4l Central HQ; &AIROC Directors; AGeniar Youth
o
[ 7 Jurk E-mal
jwotes AtohENtS: e o 127, 200607 (PSAT | 1107460
(3 Outbox[1]
fz.JSent Ttems A
Tasks U
51 Pl T

. \¢
Click the Send
button to mail
your new
message

- send

Keyboard

2- Type Name of recipient (s) in the ‘To.’ field

c] Je.net - Untitled -- Message - Microsoft Internet Explorer

'Sendgﬁ = @ & ! 4 2] Options... | &) Help

e domer
C.

_l 3- Type the subject of your message in the
Subject;  [Type a subject here "\ ‘SUbjeCt’ field

Attachrnents:

|Normal V| AlAriaI V||24,V|é B I U

I
iy
1l
11
111
k.
i
1|
i
-
=
=
2

L Type your message here.

o
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OUTLOOK WEB ACCESS (0WA)

OWA HANDOUT HELPFUL HINTS - SHORTCUTS

[ ] G CC [
el L L e L e
[D.cr.l] [ ] Jrie [e

To quickly open mail

Reply to original sender

Sends a copy to someone not listed on
original e-mail.

Send Mail

Create New Message

Delete Mail (goes to Deleted Items mail folder)

Prints a copy of your email
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OUTLOOK WEB ACCESS (OWA)

OWA HANDOUT HELPFUL HINTS - FOLDERS

To Create a New Folder:

1- J@Click New

2- Click Folder

3- Create a Name for the folder

4- Select Inbox (Note: the sub-folder will be created underneath Inbox)

F ek - h . . | 2} Create New Folder, - Web Page ... E
Ci' Ouook WebAcogss M INKOK 7 e 9
: 5 Tew Falder
E] F|3|der5 0 ﬂ ﬂy x i=nlder cankains: |
rdail Ikems W
. ﬁOSSS Training [0 3 Message 3 5 0555 Training I ~
alendar
1 Calner A appoitment % o
i Contacts 89 contact “ % ?,flfif: [I;;w
o Deeltems NG DirburionLi e
@ Draﬂ:s [3] ﬂ TaSk f_a Junk E-mail [1] M
EJ Mokes
4 E Inbouf %] Postin This Folder = Qutbox 11 2
Elnurlnal o | Foldr <«
5

REFRESH THE SCREEN)

6- J@Click the * symbol next to Inbox to see the New Folder

----w----l-!'--l- ————— o ————————————

@ Drafts [3]

Eglinbox )

LT

New Folder will be exposed
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OUTLOOK WEB ACCESS (0WA)

OWA HANDOUT HELPFUL HINTS — MOVING E-MAIL

To MOVE Email to a Folder:

1- Click the Move to Folder Icon on the Toolbar

2- J@ Click the * symbol next to Inbox to see the New Folder
you created (you can give the folder a name of your choice).

3- J@ Click the New Folder

4- J@ Click the MOVE button
TOOLBAR J

83 Inbox (198)

4 Lj m (198) [ custodians 08
| [ extra mail
o Journa =
Click the Inbox

After clicking the Inbox the
New Folder will be showing

=} Move /Copy Item —— Web Page Di =] Click to_ copy
the mail item to

the new folder

Mowet“opyw the selected items to the Folder:
= ﬁ D555 Training ID —
ﬁ Calendar
[&=] “onkacks .
Click to create a (5] Deleted Items Click to cancel
New Folder [# Drafts [1] the mail item
= [ 3 Inbox (198) move to the

[ cwstodians 02 new folder
[T extra mail

[ Plant Manag

[C3 Plant Cpe Merno
L8 Journal e
? Junik E-mail

i_J Mokes

=== 3
Mewvs. .. I @ Zapy I Zancel I
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OUTLOOK WEB ACCESS (0wWA)
HELPFUL HINTS
OPEN ATTACHMENTS

0 At the Inbox, e-mails which contain Attachments will
have a paperclip symbol next to the e-mail icon.

@ To Open an e-mail highlight the item (place your mouse

pointer on the e-mail), and double click with your left mouse
button.

OPEN - Open the file in your Word (Excel or PDF) program
SAVE - Save the file to a Folder of your choice

CANCEL- Cancel the file download dialog box

Office of Enterprise Development and Support Applications Support Group 2011



OUTLOOK WEB ACCESS (owA)

HELPFUL HINTS -
ATTACHING FILES TO A MESSAGE

_________________

bptt_on

1 A Attachments -- Web Page Dialog

A https:/mail.nychoe. net - Untitled -- Message -

Add the file to the list
madaris2

Bre..
Subject:  Guidelings For attaching a fiI; to email
C D ol
__________ ol s
" S~

© Locate the document you want to attach to the message and then

m (Select) the document. 9‘/6 Click Open

0 Fclick Attach

A

Oh -
———————————
Chaose file m ) Attachments -- Weh Page Dialog E
1
ork Request 4-18-2000. .0

Look in: [ (55 POF DOCOMENTS Pal= =l Ielp
Wiy ;Ee:ent an e'n . Choose a file to attach: -
Document ts |C:lD0cuments and SettingsliguerralDeskkoplPOF DOCUMENTSADD 1-4 -Revised Dh. 3
7= \
!
lg [ l Add the file to the list
Desktop
1 | Attach
- ! Current file attachments
My Document ts I
My Compuiter < 7
- N /7
= rv 3
‘g -
My Metwork — File name pp 1-4 -Revised Creating work Request 4-18-2 7 [ Open ]
e l Sl=
Filles of type: [0 Files 19 | Cancel 058
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OUTLOOK WEB ACCESS (owA)

OWA HANDOUT HELPFUL HINTS -
ATTACHING FILES TO A MESSAGE

@ After the item is attached "/@ click Close to return to your
message

Q%Click Send to mail your message . -\

2 Attachments -- Web Page Dialog rz|
@ Help ‘
madams2 :
- :
Choose a file to attach: II ___________ L
| : |
Subject: Guidelines for attaching a file to email .
! 1) on 14 -Revised Creating Work Reauest 4-15-2006.0d |> _N Ote - :
Add the file to the list s |4 menvrn |04 8z u e =l The Attached |
1
. |
L . |
Use these guidelines for attaching a fil; document will :
Current file attachments
T ' appear here. |
O a DD 1-4 -Revised Creating Work Request 4-18-2006, pdf I pp |

PassPort Groug L

Enterprise Support snd Development
Division of School Facilities

NYC. Department of Education
Room 300

| The Attached
document will appear
in this window.
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OUTLOOK WEB ACCESS (0WA)

OWA HANDOUT HELPFUL HINTS -
OWA HELP LINK ON TOOLBAR

STEP-BY- STEP HELP

OWA guidelines can be accessed by clicking the HELP icon on the toolbar

Ir Moot

Ciit. Outlook Web Access 8 Inbox essages )

To Print Guidelines:

“BClick your right mouse button
“BClick Print

“BClick Print again to send to your local printer

12 Office of Enterprise Development and Support Applications Support Group 2011



OWA HANDOUT

OUTLOOK WEB ACCESS (0WA)

HELPFUL HINTS -

OWA HELP LINK ON TOOLBAR

https:fimail. nycboe.net - Microsoft Office Outlook Web Access - Help - Microsoft Inter...

£ii1 Outlook Web Access

Getting
Started

Inbox

Calendar

Contacts

8=

13

= Getting started

= Security and privacy

= Exchange folders
® gutlook toolbars

= Accessibility

About the Inbox
= Working with messages
= Creating new messages

= wWorking with attachments

About Calendar
£ Working with Calendar items
= Planning meetings

= Working with recurring items

About Calendar reminders

About Contacts

£ Creating contacts

About the Inbox

Massages are delivered to your mailbox on a
cormputer running Micrasoft Exchange Server, whare
they're stored in your Inbox by default

The nurnber of new messages in your Inbox

appears in parentheses next to In
displays new messages in bold tyg
the messages revert to normal typ

Tips To rmark a message you've [
as unread, select the message, ar
CTRL+LL

To add the sender of 2 message £
Senders List, right-click the rmessa
zelect Add Sender to Safe Senders

Eack
Forward

Save Background As...
Set as Background
Zopy Background

Set as Deskbop Ttem. ..

To treat all messages from a senc
right-click the message in your Ink
sendet's name in an open messa
zelect Add Sender to Blocked Sen
you do this, Cutlook Web Access =
sender's message to your Junk E-

Ta apen your Inbox, click Inbox in
Pane,

Copyright Micrasoft Corpar.
All vights rezerved, Term

Select Al
Faste

Create Shortout
Add ko Favorites...
Yiew Source

Encoding

s 11 Click Print

Export ko Microsoft Excel

Properties

Office of Enterprise Development and Support
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OUTLOOK WEB ACCESS (owA)
OWA HANDOUT HELPFUL HINTS - PASSWORD
RESET FOR NETWORK/OWA User ID

NETWORK/OWA PASSWORD GUIDELINES

> Network/ OWA passwords are CASE Sensitive

@ CASE SENSITIVE - if you type capital letters make sure
you remember where they are located in your password.

> Passwords should be complex

What is a complex password?

A complex password is one that has multiple character sets.
The NYC DOE password policy states that a password MUST
be at least 8 characters long and have a combination of upper
case, lower case and numeric characters

AT DESKTORP :
= Press CTRL + ALT + DELETE

(on Keyboard)

. \/6 CLICK CHANGE PASSWORD
A

Windows _ecurity

' ' MBorosart

o Windows Se
. Standard Edition

Capyight @ 1585-2003 Micrasat Corparation

mEE -

|i.ogon Information

¥ Swndard Editon.

Capyright & 1885-2003 Microsaff Corparation

mRaphael Herrera is logged on as DSFMT4rhadrin, User name: I USEITIAME e o
u

: CENTRAL _P
:Logun Date:  5/26/2005 2:20:55 PM Log an to: |— <+ =

Old Password: -—i e
LEe the Task Manager to close an application that is not responding,

| | New Password:
Shut Down, ..
Confirm hlew Password—s. e

| Cancel |
ot |
N

Follow Steps O -- @ STEPS
O Type your User name (C+ School ID)

® Logon to (Central)
© Type the OLD password
® Type your NEW PASSWORD

© Type your NEW PASSWORD again to

confirm @ CLICK OK
14 Office of Enterprise Development and Support Applications Support Group 2011



OUTLOOK WEB ACCESS (0WA)

FOR MORE INFORMATION

FOR MORE INFORMATION

For Hardware and Network Support:

Call the OSSS Help Desk at (718) 349-5783

For Applications and Training Support:

Call the Applications Support Group at (718) 349-5700

E-mail:
DSFAppSupport@schools.nyc.gov

Training Registration Link:

http://intranet.opt-osfns.org/dsf/resources/passportregistraion
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