How to Use Your Web E-Mail: A Mini-Guide
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Outlook Web Access (OWA)
1. Logging on

A. The Outlook Web Access program can be used from any computer with Internet access.
Using the following web site: https://bcs-exc.burlington-nj.net/exchange or go to the BCPS
website and under SELECTED LINKS click STAFF INTERNET E-MAIL ACCESS, you
can log onto your account from anywhere.
Copy and paste the “https” URL shown
above into the address bar and press ENTER
on your keyboard or in the address drop- File Edit Yiew Favorites Took Help
down box. The logon screen will appear in

e,

& | hitps: //bcs-exc.burlington-nj.net/exchange

your web browser.
Microsoft
B. Type your user name (First Initial+Last [y moosorormce
Name). ... 0utlook Web Access
! . Provided by Microsoft Exchange Server 2003
C. Type in your password and click on Log
On. (Default password is changeme). samanluser name: | 7
D. You will be directed to your Inbox Pt | =
. . Client {what's this?)
lmmedlately. & Premium
" Basic
Security (what's this?)
¥ Public or shared computer
" Private computer
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2. Receiving E-Mails

A. The Outlook Web Access program is set to go directly to your Inbox. You do not have to do
anything except logon in order to receive new e-mails.

0 A B =] x|
& = [E] hmps:/brs-exc burlingtor-ny.netexcangs/ E- = & [[+][=) [Sena e

Eile Edit View Favorites Took Help

| /5 @ SMART Rosponse Help - MLP o SimplyNoise 2 | MyBe mm] < il *§ Coogle & myWWISpage @ WWISpage i SMARToxchange i SMARTHutorials
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W Tecnnaingy Tar win captivate Your Classroom. ..
_ll THF Tournal ITHE@digital 110Spbs.com)
To: Susannan Medin

Reading
Pane

PODPEPLPDDP

E

dlin inbox/Technal

s /bs-exC.burlngtory netescr oay ot 7620s oo coerceevt| | | @] | [S3tocal nvanet [%a = [R100% -,

B. You will see your name in the far left column and new e-mails will be in bold lettering in the
center column.

C. The right column or bottom will give you a preview (Reading Pane) of the e-mail you have
selected.

D. Double click on the e-mail you would like to read and the e-mail will open in a separate
window.

3. Sending E-mails

& Microsoft Qi

A. Locate the Toolbar £i% Outiook Web Access B Inbox (Messages «)
above the center [ Folders ~] [new = |23 % Ca G S |[E - 5 2 G| @ Hep
column. || = & Susannah Modin BEEEE [ subject

B. Click on the arrow pointing down (triangle) next to the word

“New” and a drop down @ Inbox (Messages =)

box will appear with Linew ~
several options. D Message

C. Click on the word ™  Appointment -
“Message” and another pop up box will appear; this is your 83 Contact
untitled message. The insertion (blinking) line will automatically ~— J&1 Distribution List
appear in the line adjacent to “To”. You are ready to type your o Task
message. Note: You can also just click on the word “New” for a = P':'E s Folder
new window that will allow you to type a message to be sent. e,

4. Sending E-mails with Attachments
A. To send an e-mail with an attachment, click on the Attachments button.

72 Untitled -- Message - Windows Internet Exp =0 x|
._‘lSend|H = BIP- N |E,| Y 4 |'_1 Opuons...| & Help

% n'l’m\es“e-.:—.-?&n\en-llZ-IABIEE':EE‘Ei!E!HTﬂl

Susannah Modin ~ Technology Teacher Coach ~ City of Burlington Public Schools 2010-2011

This guide is adapted from the original authored by Andrew Levine.




A window will appear that will require you to select the Browse button and locate the file
you would like to send. Click the Attach button to attach the file. You can attach multiple
files to an e-mail, just repeat the process. When completed, click Close. You will see on your
e-mail the attachments that you will be sending.

Subject:

attachments: | |1 customizing Your Staff Webpaoe.odfE7skE) ] AirinerSlateBasics.ndf(100kE) | smartboard 10 Basics.pdf{ 13 1KE)

|NDrmaI ;l A |T|mes Meww Roman;lllz;l é B I U

e e o
= iz &
= = 2

il
¥
il

55 [ E

5. Using the Address Finder

A.

D.

On the untitled message, click on the word “To”” and the Global Address List will open. You
can look up any BCPS employee e-mail address by typing in the last name and clicking on
Find.

I =1

Subject:

Attachments: I

Select the e-mail recipient by clicking on it once, it will become highlighted then click on the
word “To” at the bottom of the box, the B Find Names - Webpaoe IS X
name will move automatically to - .

the untitled message. \Z::f:; ;“=I|G'°bﬂ' Accress List =l
Close the Global Address List and

begin to type your message in the box.

Last name! Imodin First name: |

Title: | Alizs: |
Company: | Department: |
Office: | aty: |
©
Mame Fhone  Alias Office Job title Compan?

g .
<,qdd recipient to. .. To Cc Bec > Properﬁes..‘ C\osel !

You can also type in either the last name or first name of the person in the To: line and then
click Check Names. This will quickly find the
[ itled -- Message - Win user’s e-mail address.

-é_'ISenngj‘g'ff" (2. .y &

Subject:

attachments: |
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E. When you have finished typing, click on the “Send” tab, your message will disappear from

your screen. \

72 Srtitled -- Message - W
e ola e

I B suzanne cote; KATHY G

Subject: Technology Curriculum|

6. Using Contacts and Creating a Contact List

A. One of the options for Outlook Web Access is to collect and keep e-mail addresses you use
frequently; this is called a Contact List. (In the left column you will see a link to your
Contacts folder.) You can add contacts from the Global 2 Untitled -- Message - Wind
Address List. isend|d 2% 081 8|2

B. From the new message box, once you have typed the name o |

of the person you are e-mailing, right-click on that person’s S
Add To Contacts
name. —Igc. = Remove
C. A mini-menu will appear. Select Add to Contacts. Bee. |
D. A dialog box will appear with the person’s work e
information. Click on the option to Add to Contacts and _Attachments: |

then click on Close.

& Properties -- Webpage Dialog x|

First Name: Susannah Initials: Last Name: Modin

Display Mame: Susannah Modin Alizs: smodin

Address: Title:
Company:
City: Department:
State: Office:
Postal Code: Phone:
% Mobile Phone:

Add To Contacts Showin: @ To  €c ¢ Bec ¢ Remove
OK I Cancel I

7. Creating an E-mail Distribution List

A. Click on the drop down arrow next to New button and select Distribution List.
B. Type in your name of your new list.

- LY
{= Untitled -- Distribution List - SdNew - I-_:; ~ |~
HSave and Close ;’( -‘j ‘ @) Help _'ld r"-tSSaﬂi;E
Add to Distribution List jJ L
Distribution List: _ﬁ_| Distribution List
[ 2] Task
#] Postin This Folder
L Foicer
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C. To add someone to your Distribution List, click Find Names and search for the user OR type
in the last name of the person you would like to add to your list and click Add.

¢ Technology Teachers - Windows Internet Explors _lol x|
|l Save and Close | % |‘Q | @) Help

-

Rl B Find Names - Webpage Dialog i _End Names |
| Find names in: [Global Address st = E

Display name |
me ) Remove
Na B
Lest name: First pame: [Susan
Title: Alizs:
Company: Department:
Office: City:

Find
Name Phone  Alias Office  Jobtile  Company
SUSAN ANDRIS SANDRIS
Susan Meredith smeredith
Susannah Modin smodin

A S ESE

Addreument& DistrbutionList | ) Properties... | Close |

£~ Technology Teachers - Windows Internet lore - 10| x|
|l 5ave and Close|>< |"L‘] @ Help

Add to Distribution List: Find Nomes |
—
’ [5usan ( Add

~EE A e

People to

[ Hame E-mail address Remove |
——
add ‘ Check Names -- W :bpage Dialog x|
@ Help
Microsoft Outlook Web Access found more than one "Susan™
Do you want o o >
- Delete this recipient from the list =

' Change to _ Cencel |

Susannah Modin[smodin @burlington-nj.net] Properties... |

SUSAN AMDRIS [SANDRIS @burlington-nj.net]
|5uszn Meredithsmeredith @burlngton-ni.net
“Susannah Modinlsmodin@burlington-mi.netl

[pare ﬁ@’ili’i’i“j Local intranet A [Ri0% v 2

D. To send an e-mail to your distribution list, follow the directions for creating an e-mail and
when selecting TO:, type in the name of the distribution list and click Check Names.

Check
Names

Technology Teachers

| ;... |
. BC.s | |

Enter list

name Attachments: |

IN-::rmaI - A |T|mes Mew Roman;”lz;l é B I
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8. Options - Add Your Signature to E-Mails

O 00 eb Access

A. On the left side of the screen, you will see the default folders set Ei,'dh e el
up in a column, right below are another set of links to the Outlook B
Web Access program. The last one on the list is “Options”. S;;éd o
B. Click on the Options button and a dialog box will open with = E‘éi”..”:.”i.m.. -
several selections. (55 oo
C. Click on Edit Signature and a dialog box will open up. * [L_js:“m
It will be blank. Type in your name, title and contact o —
information and click on Save and Close. This signature 521";
will automatically appear on every e-mail you send. 2] Tasks
|l Save and Close| close| @) Help = Rules
Out of Office Assistant —

|,— I i+ I'm currently in the office

. I'm currently out of the office

#2 Signature - Windows Internet Explorer prox
: E,I Save and Close| Close| @) Help
|

AutoReply only once to each sender with the following text:
=
=

Ir'lormal ~1 a I‘I’lmes Mew Roman = | I 120=1 é ,; J LT

Messaging Options

— D Mumber of items to display per page: I 25 |B= I

After moving or deleting an item: |Dpen the next item =
el Display a notification message when new mail arrives
v Flay a sound when new mail arrives

vz - MRalels My signature on outgoing messages.

Susannah Modin, Technology Teacher Coach
Citv of Burlington Public Schools
(609) 387-5834 ext. 5838

smodin @ burlington-nj.net
Click HERE for mv website.

pere [ [ [ [ [ [ ’3tosalmvanet

= - =
Mail editor font: A2at Limes Loy
Roman

Choose Font...

|

9. Creating Folders

A. Click on the Drop down arrow menu next to New and select Folder.
B. A Create New Folder window will appear. Type the name for the new [t Sr B S E

folder. yitew - _:‘;‘ * =N
C. Click on an established folder where you want the new folder to be @2 Mescage
in - either the primary (which is your name) or any of the j—jl aifaial
Contact

secondary folders. Click “Ok”.

Distribution List
i A Create New Folder 14 | £l .
[ Name: _nzl Task

e | - o This Folder
Ll Foicer

' Folder contains:

[ Mzl Ttems =1
& & Susannah Modin -
[ Calendar
[&5] Contacts
{5} Deleted Items (2}
7| Drafts [1]
L:] Inbox {1}
= & Journal
fa Junk E-mail [7]
ko | Motes
[ Qutbox
= Sent Items
@ @ 5Sync Issues s
2] Tasks ;I

@ e
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10. Using Folders

A. You can move existing e-mails ||| Folders O [~ fadnew - (2 X [ | 5= LW
to established folders for easier 3 &g susamehModn & [l's | (@] From Subject
retrieval. First select the item (£ Calendar = Edutopia M Ermail List -- Requires Confirm
you want to move to the folder B e ) (3 EDWARDALFARC RE: 4th Grade Team Mesting
@ DEIEtEd Items b f}_ VWOIKINE RI M FD DE: ramea meacskmal limbe dm -

you have created.

move the item to.
Click on “Move” and the e-mail will be transferred to

| 2 Move /Copy Ttem —— el
Move/Copy the selected items to the folder:

Click on the icon for moving folders. A window will pop up. Select the folder you want to

x|

your selected folder.

3

= & Susannah Madin
[ calendar
|85 Contacts
@ Deleted Items {3}
[7 Drafts [1]

o
= @ Journal
l_a Junk E-mail [7]
la | Maotes
[ Outbox
[ sent Items
@ g Sync Issues
[#] Tasks

11. Using the Calendar

Mew... m Copy I Cancel I
\./’

A. Outlook Web Access can help you plan all of your professional activities using the Web

Outlook calendar. First click on Calendar from your Outlook
Web Access account.

B. Select different calendar views by single days, a full week or a
full month.

View Buttons:
daily, weekly,
monthly

Sunday, December 12, 2010

You can input specific appointments by filling out the form
below. You can invite others to the same appointment and set up
a reminder to yourself that will appear in your e-mail account.
Click on the New button and select Appointment.

m Folders

A% (-]
= £ Susannah Modin j
| calendar
G5 Contacts
= @ Deleted Items [
[[# Drafts [1]
[E=R1nboxgé]

=
Exf

™ Inbox (Messages « )

er'!'i'l' 10 I'-_:_; x Il\_* |_..i

#
i

Drstribution List
Task

Post in This Folder
Folger

LN
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E. *Remember to click on ‘“Save and Close” in order for the appointments to take effect.

\: P il ointment - Windows —1ol x|
|l Save and Close B 1 B

AW Recurrence. .. |g Invite Attendees| ¥ 0§ | @) Help

| Appointment Availability|

] Subject: |
i
i Location:
Attachments: I
: Start time: IFri 12/17/2010 = f[10:30 AM ;I I~ an day event
| Endtime: [Fri 12/17/2010 = fl11:00 am ;[

M Reminder: I 15 minutes = I Show time as: IBusy - I

[
I
[ [ [ [ [ [S3Local nranet [“a = [®100% -~ -

F. In order to send out an invitation to a recurrmg appomtment click on “Recurrence” and the
untitled appointment box will &= NSRRI - =

appear agam. Fill in the ce pattern Webpage Dialog x|
information as requested and Start; |1D=30 a1 [ | End: [11:00 AM =
CliCk OK  Recurrence pattern

& Daily Recurs every Il_ week(s) on

(Cl Weekly r Sunday r Monday r Tuesday r Wednesday

e Monthly r Thursday = Friday (l Saturday

& Yearly

 Range of recurrence

Start: IFri 12/17/2010 j o Mo end date
" End after: IID OCCUITENCes

" End by: [Tho 3/17/2011 =

< QK |, Cancel I Remove Recurrence |

G. In order to invite others to this appointment, click on Invite Attendees.

7~ Untitled -- Appointment - Wé="0 = - 10| x|
" |l save and Close‘gj I |G Recurrence ﬁlnvite attendees|) 8 | @ Help
Appointment Availability‘
! Subject: |
Location:

]
1
|
| Attachments: |

H. When the untitled appointment box reappears — you can now input e-mail addresses.
I.  You can now click on “Send” and your invitational e-mail will go all the recipients you listed

n the Required or Optional 71 Intitled -- Appointment - Windows Int -|0| x|
lines. - ave‘d I |a/ ‘GRemrrence... 7 Cancel Invihﬁon‘ 1 4 ‘ @ Help

Availability ‘

Reauired...

Optional...

Resources... |

v Reguest Responses
Suhiect:
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