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Introduction to Outlook Web Access

Outlook Web Access (OWA) is a web based Microsoft mail application that is currently available to District and
authorized personnel with a lausd.net user account. OWA can be accessed from a District computer as well as from
any computer outside of the District as long as the computer has internet connectivity.

Benefits of Outlook Web Access

* Access The Global Address Book
The global address book is a complete list of email addresses for all LAUSD employees and user groups who
have an active LAUSD email account on the Outlook exchange server.

* Increased Mailbox Capacity
Mailbox capacity on the exchange server has increased from 20mb to a minimum of 100mb.

* Increased Attachment Capacity
Attachment capacity on the exchange server has increased from 2mb to 20mb.

e Calendar - Create And Manage Appointments
Allows you to create and track appointments. When using Calendar to track meetings and appointments, co-
workers can check your availability for their own scheduling purposes.

* Create And Manage Tasks
A task is a personal or work-related errand you want to track through completion. It can occur once or
periodically (a recurring task).

e Out Of Office Assistant
Generates automatic replies to e-mail messages you receive while you're away. Each time you activate the
assistant, OWA sends an automatic reply to someone the first time he or she sends you a message.

* Create Rules
Manage your e-mail messages by using rules to automatically perform actions on incoming messages. After
you create a rule, OWA applies the rule to messages that arrive in your Inbox.

* Extensive Online Help
Use OWA'’s help system to get you online assistance while you are working simply by clicking on
@ Help  located on your OWA toolbar.




Logging on to the Outlook Web Access Malil

1. Launch Internet Explorer and navigate to www.lausd.net mail page.
2. From the LAUSD.net main page click on Employees section.

3. Click on LAUSD.net Mail located on the left hand side of the page.

Employees Home b
Take Attendance
Inside LAUSD

ITD Service Desk
ePALS Mail

| LAUSD.n%‘:’JIaiI l
ome
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4. The Connect to mail.lausd.net dialog box appears prompting users for their User Name and Password. Do
not enter the domain part of your email address (@lausd.net). Click OK to login

5. The Outlook Web Access screen will appear. By default your Inbox folder will always be selected. OWA will
place all incoming mail in your Inbox folder.




The Outlook Web Access Interface

Scrolling Buttons
Allow you to navigate
to other pages, OWA
by default will only
disnlav 25 messaaes

Global Address

~~

Book

Vv

Navigation Bar
<}= Contains shortcut buttons
for common functions

—_

%

Inbox —Sending/Receiving Messages
Displays all messages that have been delivered
to your mailbox

Navigation
Pane

<

Navigation Pane

N

Message Preview
Previews any highlighted
message in your inbox. See
page seven to remove
message preview.

The Navigation Pane is located along the left side of the screen and is made up of two areas:
. An expandable Folder List (Folder Bar) - Provides access to your personal Microsoft OWA folders (your Inbox
and Calendar, for example) and any folders you create. The folders are displayed in a hierarchy that you can

expand or collapse. The plus sign ' icon next to a folder indicates that the folder contains other folders
(subfolders). To view the subfolders, click the plus sign '+

:ﬁ Calendar

The OWA Calendar allows you to create and track appointments

e _onkacks

Contacts is your personal e-mail address book. Use Contacts to store the e-mail address,
street address, phone numbers, and any other information about the contact. This can
include Web pages, fax numbers, or cell phone numbers.

'!E Deleted Items

Stores messages that you delete. After you delete a message from this folder it's
permanently removed from your mailbox.

LA Drafts

Stores messages that you save. You can save messages that you want to finish
composing or send at a later time.

= }inboxle)

The Inbox displays new and old messages. New messages will appear in bold type.
Once opened, the messages revert to normal type. Note the number two next to the
word Inbox this tells you how many new unread messages you have

éﬂ Journal

Contains your Outlook Journal items

I Junk, E-rnail

Any messages tagged as SPAM will appear in this folder.

[ Migrated ePals Mail

This folder contains your Inbox mail that was migrated over from ePals account




J Mokes Contains your Outlook Notes

[ -_‘PI Ogkboee Stores outgoing e-mail messages until they're sent.

I _I Sent Ikems Stores a copy of each message that is sent.

i"’i Tasks Atask is a personal or work-related errand you want to track through completion.

j Public Folders Public folders are an easy and effective way to collect, organize, and share information

with other people in your workgroup or organization. You can use public folders to share
files or post information on an electronic bulletin board. You can also use them to store
items, such as calendars and contacts, which are shared by two or more people.

Note: These folder can only be create by LAUSD administrators

|_9 Rules You can manage your e-mail messages by using rules to automatically perform actions on

incoming messages. After you create a rule, Microsoft Office Outlook Web Access applies
the rule to messages that arrive in your Inbox

--| Dptions

OWA provides several ways to customize program features, functionality, and
appearance.

A horizontal splitter bar IEEETEE SN separates these two areas of the navigation pane and allows you to
collapse the shortcut buttons into a button tray displaying only the icon symbols for each folder.

The &* symbol located above the folder bar updates your folder list. Next to it is the & symbol which is a show/hide
button for your folder list.

Outlook Navigation Bar

The Outlook navigation toolbar will change depending on which folder is currently selected from the groups
menu. Each folder has its own toolbar which displays a unique set of shortcut buttons specific to their function.

Button Descriptions
The chart below contains button descriptions that will help you in your navigation process.

Button

Description

Displays Help that is specific to the window you're working in.

Allows you to create a new item, such as an e-mail message, a contact, or a task. This menu is always
available. The icon displayed varies, depending on the window you're working in, as does the list of
options displayed when you click the arrow next to the button.

Checks the server for new messages. This button also refreshes your browser window.

Allows you to search your Microsoft Exchange mailbox folders and your organization's public folders.
You can base your search on one or more message characteristics, such as sender, subject line, or text
in the message body.

Allows you to organize messages and other items in your mailbox. You can move messages from one
folder to another, or copy them to a different location.

Moves the selected item—such as a contact, appointment, or message—to the Deleted Items folder.
Hold down SHIFT when you click this button to permanently delete the selected items.

Permanently deletes all items in the Deleted Items folder. You can, however, recover deleted items for a
limited time after removing them from Deleted Iltems. Contact a system administrator about the expiration
period for deleted items.




Allows you to select a Reading Pane, which provides two ways to preview messages without opening
them. You can preview messages in the bottom half of the view or side-by-side with the list of messages.
You can also turn off the Reading Pane eliminating the message preview.

You can also set the size of the Reading Pane for each folder. In the message list, place your pointer
over the line that separates the Reading Pane from the messages, click, and then adjust the pane to the
size you want.

Opens the Find Names dialog box, which allows you to search your organization's global address list or
your contacts. You can also address a new message from the Find Names dialog box by selecting a
name from the list and clicking Add recipient to...New Message.

Note — You can't use the Find Names dialog box to search for distribution lists in your Contacts folder.

L
2

Allows you to quit Outlook Web Access. This helps prevent others from using the computer to view the
contents of your mailbox.

Important — Click Log Off before you close your Outlook Web Access browser window or navigate to
another Web site.

Using Microsoft Outlook Web Access

Reading Email

Open a Message:

1. Let's begin by first changing the view settings click on the Show/Hide Reading Pane. From the drop down

menu and select Off.

2. Al new E-mail messages will arrive in your Inbox




3. Point to the desired message and double-click on it this will bring up a new window with your E-mail message.
New e-mail messages always arrive in the Inbox and are displayed in bold type.

4. The main toolbar will change and new options are available see the chart below for review:

~ Replies to individual that originated the E-Mail
“ga Reply

g _%w. Reply b all Replies to everyone included in the original E-Mail

(- & Bt Allows you to send original unedited message to any individual(s)

i Print current E-mail

. | View as a webpage

Move selected messages to a different folder

—
LE} Create rule
Ok

:’( Delete current message. All deleted messages are sent to the Deleted Items folder.
They aren't permanently removed until you delete them from the Deleted Items
folder.
e T Move to Previous and Next message
@} Help Displays Outlook Web Access help options




Contact Search order

Changing this option will make OWA first search your local contacts before the Global Address Book

1. Once you log in to OWA select Options located in the bottom left hand side of the screen.
2. Scroll down you are looking for the Contact Options. In the contact settings option select Contacts

Contackt Options
E Check names First in:
= " Global Address List
= Contact
— aw | 'k ontacts
'—fi Lpbos Password
..d! Calendar ==y
i g Change Password
S| Contacts j <)
=
ﬁ Tasks Recover Deleted Items
:ﬂ Public Folders Click. Yiews Tkems o view and recover ikems that were recently emptied Fr
‘_Ir::; Items Folder,
l_% Rules Wiew IEems
22| Options

3. Inthe top left hand side of the Options page select Save and Close.

Now anytime you use the Check Name function, OWA will first check your personal contacts before using the
districts Global Address Book. Also when you search your default will be contacts.
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New E-mail Window Overview

Creating an Email

1. Select [ MR (2) on the left hand side.

2. Clickon ZMNew ¥ the following screen will show:

Check Name — Allows you to verify
Email addresses against your personal
contact list and Global Address Book

<} https://mail.lausd.net - <JPp==! - Message - Microsoft Internet Explorer C"C(I:(;:Ceei( o o= x|
(= send| [l S |22 aZ Il |E,(| ¥ I | 2] options...| @) Help
To... | Click To, Cc, or Bcc
<]I: buttons to indicate where
Q:—I to add recipient to.
Bec... I
Subject:
el Select Attachments
Akkachrents: |<: to attach files to
your E-mail
INu:urmaI "I o el ;||Dv| A B I U = = = (= i= #F #F T T4
— —_- = = = i— = =

3. You will have the following toolbar options while composing a new message:

—5end

Send current message

Save messages that you want to finish composing or send at a later time.

Print E-mail message

Insert your personal E-mail message

Check spelling

Add attachment to E-mail message

Check Name — Allows you to verify E-mail addresses against your personal contact list
and Global Address Book

Set priority flag on your E-mail to High

= |l oo i

Set priority flag on your E-mail to Low

11




£| ookions Allows you to set the following message options: importance, sensitivity and tracking
P options which allow you to request delivery receipt and read receipt for any E-mail sent

4. Inthe Subject box, type the subject of the message.
5. In the text box, type the message and click on Send when you are done.

Sending E-mail to Personal Contacts

1. If the person you are trying to send an E-mail to is a district employee and on the LAUSD.net servers
you can enter their E-mail username and use the Check Name option. This will verify username against
your personal contacts and LAUSD Global Address Book.

(=1 5end

23 Optiu:uns...| @) Help

daaw afa ] s
Yy
To... mail .test?

Subject:

Attachments: |

2. After you use the check name option the contacts name or E-mail address will appear. You now add
additional contacts or send message.

{=4Send | = |_ﬁ v (i E;/ ! 31 0ptiu:uns...| &) Help
To... Mail Testy
|
..
Bre,
Subject:

Attachments: |
Searching the Global Address Book

1. If the person you are trying to send E-mail to is a district employee you can select and this will bring up
the Find Names search box.

i=15end

Hd|27 olar s

Bre...

23 Optiu:uns...| &) Help

Subjeck:

Attachrments: |

INDrmaI ;I Al.ﬁ.rial ;IIIEI;I & BIU

12




2. Inthe top of the Find Names In option make sure you select Global Address List from the drop down
menu. This is the same way that you would also search for your local contacts instead of selecting

Global Address List you select Contacts.

show Names from the; I Global Address List b

ree]l/ Bl EEEHULKEMMEFRREDLM®HE

Tepe Matme or Select from List:

Message Recipients:

dministrator S
guilar, Helen

i, Philip

Inarines, Tess

Ithet, Jatnes

rmatead, Diana Cc->
aguiet, Aghes

allardo, Fotfirio

arcy, Toe

arrett, Cathy

ertucel, Jacoh

ostwick, Howard

tatt Fichelles
£ >

Froperies ] [ Find Mames. .. ] ’CIDSE]

Bee -=

3. Fillin at least Last Name field or enter as much information as you know and click on Find.




4. Select the contact you want to E-mail by clicking on the name once. Now click on To this will add that

contact to your E-mail. Note that you also have the option to Cc and Bcc if you wish to send additional
copies of this E-mail to other contacts.

Show Mames from the: Global Address List

e Bl EIE I D UMMEPERE DR MMEME

Tyrpe Matrie or Select from List:

tESt| Iiessage Recipients:

TEST - I To -= Ilgestmajﬂﬂ
Test Wailll

Test Iailld
Teat Iaill3
Test Iailld

Test Maill 5 Ce =

Beoe -»

esta, Gregory o

Properties ] [ Find Mames. .. ] [Clnse]

5. Repeat steps 2 - 4 to add additional contacts. Once you are done click on Close. This will bring you
back to the E-mail message you are composing.

6. When contacts are part of the Global Address Book the contacts name will appear and not their E-mail
address.

{=gend

FEIEANY

LR

B Optiuns...| &) Help

Bre...

Subject:

Akkachments: |

Sending Attachments

1. Select [ 7 MR (2) on the left hand side.

2. Clickon ZIMew ¥ to create a new E-mail message

3. Before sending your email message, click the Add Attachment I icon on the toolbar or Attachment button
(both have the same function).

14



4. The Attachments Web Dialog window will appear. Locate the desired file using the Browse button to

23 Optiu:uns...| &) Help

I5end | =l gﬂ||_ﬁ ?|E{| 1 3
To...
CC... |
Bre.
Subject:
Click here to add
Attachments: <}= A iachment
IN:::rmaI | A |arial =] =

browse local folders (for example, My Documents).

Choose a file to attach:

Erowse...m ||

Add the file to the list

Attach |

Current file attachments

Hemoye |

Close |

15



5. Double-click on the title of the file you would like to attach (you can also click on the file once and click

on Open).

6. Click the Attach button from the Attachments Web Dialog Box. Note that the file name moves to the
Current File Attachments Section.

Choose a file to attach:

IC:'I,DI:u:uments and SettingsigeekiMy DocumentsiHow_to_Setup_Entourage_2004

i Browse.,. !

Aktach m |

Current file attachments

Remove |

Add the file to the list

Close |

16



7. Once the file is attached it will appear in the Current File Attachments Section. Note: once the file
appears in has a check box to left. You can select that document and remove it from the attachment list
if you decide to not send the attachment.

Choose a file to attach:

Browse. ..

Add the file to the list

Atkach

i

Current file attachments

r J How to Setup Entourage 2004 with an Exchange account.pdf REmEE I

Close h ||

8. Click the Close button when complete. Note: to add additional files repeat steps 4-6.
FEIEA N
To... | mail teste
CC... |

Bre...

i=15end

23 Options... | &) Help

Subjeck: How_to_Setup_Cutlook_2003_with_an_Fxchange_account

Attachments: ||J How to Setup Qublook 2003 with an Exchange accuunt.gdfﬂEDEKB!l

INDrmaI -] l;_‘lhITimesr'-.IEI.-mFlu:-man;l|12;| é B I U =

*
|
Ly

9. Click Send

17



Opening Attachments

1. When a message contains an attachment, Microsoft Office Outlook Web Access displays a paper clip
icon (Il next to it in the folder listing.

2. Open the E-mail message.

3. Click once on the attachment file name, located in the message heading information. The attachment will
open in a new browser window.

= Mo

2 Forward

_:;; Repl';-'| _%' Reply to all __% ?( ‘ & v | &) Help

# Atkachrments can conkain viruses that may harm wour compoter, Attachments may nok display correckly,

Fram: Mail Test? Sent: Wed 5/16/2007 12:0Z FM
To: Mail Test?

Cet

Subject: Haow_to_Setup Outlook_ 2003 with_an_Exchange_accounk

Attachments:

JHDW ko Setup Cublook EDD’ﬂ::,:ivith an Exchange account. pdfiZ06KE)

4. To Exit click on the black X located in the top right of the window. NOTE: there are instances when you

will need to save your attachments before opening them. See the next section Saving attachments to
computer.

18



Saving attachments to computer

1. Open the E-mail message that contains the attachment.
2. Right click on the attachment name and select Save Target As.

_:;;Reply| —# Reply to aII| =Y Fu:urward|j Fe s e 1 |4~ 4 | & Help

i Attachments can contain viruses that may harm your computer, Atkachments may not display correcty,

Fram: Mail Test? Sent; Wed 5/16/2007 12:02 PM
To: Mail Test7?
e
Subject: How_to_Setup_Outlook_2003_with_an_Exchange_accounkt
Attachments: I How to Setup Cutlook 2005 with an Sw-hores =ccooek cdffncvRy
Open
Open in New Window
SIRSE S—
Zuk
Copy
Copy Shorkcut
Paste
Add to Fawvarites. ..
Properties

3. Select Desktop on the left hand side and Click on Save.

4. The document is now located on the Desktop.

19



Caution: Don't open any attachment unless you trust the content and the person who sent it to you.
Attachments are a common method for spreading computer viruses. For this reason, Outlook Web Access may
require you to first save attachments to your computer's hard disk before opening them.

Creating Contacts
Contacts can be created in a variety of ways.

Standard Method for Creating a Contact:

1. Click on Contacts from the menu bar on the left side of screen.

2. Click on the New button at the top of the screen. Untitled Contact window will appear.

20



3. Enter the contact’s information and click on the Save and Close button located in the top left of the screen.

il Save anj&:lose|u‘j (i) | re ‘ o 50 [ ‘ @) Help
i
Msave and Close

Lask Mame: IDDB

General

First Mame: IJohn Business Phone: |213_555_5555
Middle Marne: |p| Haome Phone: |213_555_5555
Job title: I Mobile: Phone: I
Comparny: | |Assistant Phone ;I |
File: As: [ Last, First =
IBusiness Address = l IE—maiI :l"
Display Mame:;
Mailing address I I
Street: ;I E-mail address: Ijohn.doe@lausd.net|

Ciky: I

State/Province: |

Postal Code: I

CountryfRegion: |

Abtachments: |

Web page address:

-

*TIP: Enter your school or office name in the Company field for each of your contact records in order to allow for

searches by location within your personal contacts folder. This will allow you to search for a complete list of staff
within your own school or office.

Creating Contacts from the Global Address Book:

1. Click on Address Book icon [l from the navigation bar. Make sure that Global Address List is selected the
in Show Names From the drop down menu.

21



2. Enter the contact name the list will update automatically..

Show Mames from the: Global Address List hd

el Bl REFHULHYMNCERRRIEDYM®RELE

Trpe Matne or Select from List:

test Message Recipients:

TEST S
Test Iailll
Test Maill2
Test Maill3
Test MMailld
Test Maill 5 Cc.>

To -=

Bece -» |

esta, Gregzory b

Properties, Find Mames... Close
s

3. Double-click the desired name from the listed results (you can also select contact and click on properties)
4. Click the Add to Contacts button.

Firsk Mame: Mail Initials: Lask Mame: Test?
Display Mame: Mail Test? Alias; mail.kest?
Address: Title:
COmpany':
ik Department:
Skate: Cffice:
Poskal Code: Phore:
Counkry R.egion: Maobile Phone:

Add To Cantacts j, ||
a

Close |

5. Enter any additional information you want to add

22



6. Click the Save and Close button.

| Save andﬁlﬁse|-j [T P4 | L -s_'-| [ | &) Help
i
General | dSave and Close

Last Mame: |h’est?

First Marne: |Mai| Business Phone:

Middle Mame: | Harne Phorne: I
Job title: | Mobile Phone: I
Campany: | #Assistant Phone ;l |
File As: | Last, First =]
IBusiness Address - I IE—maiI j"
Display Mame: ;
Mailing address [ |Ma|| Test?
Street: ;I E-mail address: Imail.test?‘@lausd.net

Cikys I

State/Province: I

Postal Code: |

Country/Region: I

Atkachments: |

Web page address: |

7. Click on Close for the profile and Close for the Global Address Book window

Creating Contacts within a receive E-mail:

1. Open any E-mail message receive.

2. The header part of the E-mail message will contain the senders Information right click on the contacts name
and select Add to Contacts.

_%; Reply z_z}\‘ Reply to all .»_'.5 Forward | = ﬂ L:‘}

._:E, :?( |4~ & 4 | &) Help

|_i‘\,.ﬁ.ttachments can conkain viruses that may harm your compoter, Attachments may nok display carrecklky,

From:

To: Mail Tesky

8t

Subjeck: Howe_Fo_: B account

Attachments: I Haow + Add Sender to Blocked Senders Lisk nge account.ndF(206KE

23



3. Enter any additional information you want to add about the contact.

|7l Save an-lj_{_ﬂl:use = IIP( | s 's_'-| [ | &) Help

General

i
DlSave and Cll:nsel

Last Mame; Ih'ESt?

First Marne; IME‘“

Middle Mame: I

Job title: I

COMmpansy': I

4. Click the Save and Close button.

Business Phu
Home Phone

Mobile Phon

I Assiskant F

*TIP: Remember to edit email addresses in your contacts folder as staff migrated to the exchange server. You

will have to change the domain from @lausd.k12.ca.us to @lausd.net. Creating contacts will be greatly
simplified upon the completion of the migration to OWA. Since there are fewer steps involved when adding

contacts from the Global Address list.

Creating a Distribution List

If you have contacts that are not LAUSD.net accounts you will first need to manually add those contacts to your
contacts list. You do not need to create a contact when adding lausd.net email addresses. You can add them to

your contact list directly from the Global Address list.

1. Select Contacts from the left hand side. Click on the Down Arrow next to the New button.

2. Select Distribution List.

24



3. Inthe List Name field enter a name for the distribution list

H Save and Close ?( |‘_'| | & Help

List Name: ULy

Address Books
Add ko Distribution Lisk:
Find Mames |

[ Name E-mail address

4. Click on Find Names (You can also click on Address Books to find your contacts)
5. Click on the down arrow to select either from personal Contacts or Global Address List

Find names in: IC:::nta-:I:s

;I

Displary name Contacts

Lask narme: Firsk narme:
Title: I E-mail: I
Campany: | Department: |
Office: | Ciky: |
rarme Phone E-mnail Office Job title Company

6. Type in the Last Name of the contact you want to add
7. Click on the Find button
8. When the name is displayed, click on the name to highlight it.

25



9. Click on the Distribution List button.

Find names in: | Global Address List B
Display name |
Last name: Itest First name: |
Title: | alias: |
COmpany': | Departrment: |
Office: | by |

Job tith &

Cffice

mail teskz2

Mail Testz rnail.test23

Mail Tesk26 mail.test2a

mail test27 mail.test27

mail teskzx mail . testzx Office goes here Pl Eitle

rnail teskt3 rnail . test3 oo

rnail teskd rnail.test4

rnail beskdx rnail . testdx

rnail bestSx rnail . testSx

. ) -

r::\lll Facké raail Facké I _>I—I

add recipient ta. .. Distribution Lisk PQJl Froperties, .. | Close |

10. Repeat steps to continue adding names to your distribution list.
11. Click on the Close button in the Find Names dialog window.
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12. Make sure you click on Save and Close or your distribution list will be lost.

= Savg-.ﬂnd Close

X j| @ Help

List: e N

add ko Distribukion List:

Address Books

MName

Tesk Mail11
Test Maillz
Test Maill3
Tesk Maill4
Test Maills

kest mailla

kest maill 7

i) £ & & &Y 6 i g

kest mailld

E-mail address
test.maill 1 @lausd, net

kest.maill 2@lausd. net
test.maill 3@lausd. net
test.maill4@lausd. net

test.maill S@lausd. net

kest, maill 6@lausd, net
kest, maill 7@lausd. net

kest, maillS@lausd. net

13. The distribution list will appear along with your contacts.

Remove

Dutloo el ACCESS I'E Conta L
0 = -
ﬁ Falders o o] B8dnen ~ 0% X LY O (Gl | @ Help
2 G el ez Test?, Mail
[ Calenda
PEfontacts Business Phone  213-555-5555 E-rnail mail,test7@lausd. net
5] Deleted Items HomPTlPthe -21h3_5:5_55|55 | Test?, Mail
[7 Drafts[1] E-mai john. dog@lausd.net E-mail mail.test7@lausd. net
[ Inbox (10) Test?, Mail Test?, Mail
Inbox2 il i !
] E-mail mail.test7@lausd.net E-mail mai test7@lausd. net
&8 Journal Test7, Mail =y
[ a Junk, E-mail Work
- E-mail mail.test7@lausd. net
zJ Motes
[[5) Outhox Test7, Mail

L;-] Sent Ikemns
M| Sync Issues
i;j Tasks

E-rnail mail.test 7@lausd.net

*TIP: To send an email to your distribution list directly from the Distribution List window, click on Send Mail to List

button ‘=1 at the toolbar. The Untitled Message window will appear. Confirm the distribution list name then click

OK button.
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Add Names to an Existing Distribution List

1. Click on the Contacts folder in the left column
2. Double click on the desired distribution list.

£i* Outlook Web Access

[E Contacts [ address Cards =)

3. Click on the Find Names button

LH Save and Close

X |"j| @ Help

E-mail mail.test7@lausd. net
Test?, Mail
E-mail  mail. testF@lausd net
Test?, Mail

E-mail mail kest?@lausd, nek

Work L £53

m Folders ¥
9 el o7 Test7, Mail
T
= = Business Phone  213-555-5555
) Deleted Ttems Hu:umn=T Phone ?13-555-5555
3 Drafts [1] E-rnail john. doe@lausd.net
= Inbox (10} Test7, Mail
[ Inbaxz E-mail mail.test7@lausd, net
& Journal Test?, Mail
[ g dunk E-mail o
- E-mail mail best7@lausd.net
___J Mates
= Outhos TestT, Mail
[ 5ent Ttems E-mail mail best7@lausd.net

List Name: 8RS

Add to Distribution Lisk:

Address Books

Find Mames
E—"

Name
Test Mailll

Test Mail12
Test Maill3
Test Maill4
Test Mail15

test mailla

fif fi i) 6 6 6 6 O

kest maill 7

R

Book to find your contacts.

Press Find

Noo

E-mail address

kest.maill 1@lausd. nek
kest.maill 2@lausd. nek
test.maill3@lausd. net
test.maill4@lausd. net
kest.mail 1 S@lausd. nek
kest.maill 6@lausd. nek
kest.maill 7i@lausd. nek

In the Find Names in box, select the address book you want to search. Note you can also use the Address
Search for the name by putting a name (last name preferred) in any search field

From the list presented, highlight the name(s) you desire to add to the list.
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8. Inthe Add Recipient To press the Distribution List button

Find narnes in: IGIDI:uaI Address List ;I
Displaw name |
Last name: |I:est Firskt nare: |
Title: | Alias: |
COmpany: | Deparkrient: |
Cffice: | ity |
Einu:ll
Mame Phone flizs Office Job tith &
mail testzz mailz22
Mail Test23 mail.keskz23
Mail Testza mail kestza
rnail test27? rnail.kest27

mail kesky mail, kesks Office goes here Iy Litle

mail keskd mail kestd

mail keskd il keskd

rnail keskSy riail keskS

mail Facké rail Facké il

A I ;IJ
Add recipient ta... Distribution Lisk th Propetties. .. | Close |

9. Press Close to return to the list
10. When you are returned to the list, press Save and Close to save and exit

Removing Names from an Existing Distribution List

1. Click on the Contacts folder in the left column
2. Double click on the desired distribution list.

Micromate e

Gi Outlook WebAccess [ Contacts (address Cards +)

E Folders
3 & Ml es7 Testr, Mail
e Business Phone  #13-555-5555 E-mail mail. kest?@lausd, net
75 Deleted Ttems H':'mel Phane 21h3‘5d55‘55|55 , Test?, Mail
~ul E-mnai j . Jnet
|_L,Z|Draﬂ:s[1] ma John. doe@lausd.ne E-mail mail.test7@lausd. net
[ Inbox {10) Test?, Mail Test7, Mail
InboxZ E-rnail il.kest7@lausd.net
Lj'J | mail mail.Lest/@lausd.ne E-mail mail. kest?@lausd. nek
&8 Journa Test?, Mail o
[ g Jurk E-mail Work
- E-mail mail best7@lausd.net
____J Mates
LE Outho Test7, Mail
[ 5ent Ttems E-mail mail best7@lausd.net
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3. Highlight the name to remove and press Remove

I.g Save and Clu:use| ?( |‘j | @) Help

List Name:

Address Books
add ko Distribukion List:

O E-mail address Remove
E= Test Mailll kest, maill 1@lausd. net b
Tesk Mail12 kest,maill2@lausd, net

Tesk Mail13 kest,maill 3@lausd, net

Tesk Mail14 kest,maill4@lausd, net

Test Maill5 kest, maill 5@lausd. net

4. Confirm the deletion by clicking OK when prompted

5. When you are returned to the list, press Save and Close to save and exit

Using a Distribution List

1. Select [ [T (20 on the left hand side

2. Clickon _"lj Mew ™ the following screen will show:
3. Type the name of the distribution list in the “To” field, and then click the Check Names button 8, on
the toolbar.

Opkions. .. | @) Help

{=5end

B

2o afar 8
d

Q... "w.:.rkj | [heck Names|

1=

Cc...

CC.

[ )

Subiject:

Atkachrments: I

[rormal =] A | Arial ==l A B I U =

4. Complete the Cc, Bcc, Subject lines as needed well as the body of the message.
5. Click the Send button.
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Creating Appointments

1. Click on Calendar from the menu bar on left side of the screen.

2. Click on the New button.

3. Enter Subject, Location, Time and Reminder information.

H Save anuﬁl Close

= lﬂ |{}Recurrence...|§;§§jlnvite Attendees

f 4 |@)Help

o
Appointme= — |
PP Save and Close

Subject:

Location:

Atkachments: I

Start time:  [Thu S{17/2007 = f4:30Pr | Al day event
Endtime:  [Thu 5/17/2007 = |5:00 Pr j

¥ Reminder: |15 minukes 'I Showe time as: IBLIS':.-' 'I

4. Click the Save and Close button
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Creating Tasks

1. Click on Task from the menu bar at the lower left side.
2. Click on the New button.

3. Enter Subject, Due Date and Reminder information.
4. Click on the Save and Close button.

<3 Untitled -- Task - Microsoft Internet Explorer (=T
=0 |O Recurrence. .. ‘ if) @) Help

H Save and Close

Task

Deetails

Subject: Configure POP3 with lausd.net account

Attachments: |

Cue date: IWed S/16/2007 d Skatus: INOI: Skarted ;I
Start date: IWed 5/16/2007 d Priority: INormaI vl % Complete; ID

IV Reminder: [wed 5/18/2007 | [a:00 am |

Use the following manual;
http:fftechsuppart Jausd.netfemail_setup.htm

PC WWindows:

Howa b POP Mail on an Exchange Account with Gutlook 2002
Howa b POP Mail on an Exchange Account with Gutlook 2003
How to Setup Outlook Express o POP Exchange Main

Apple'ac:
How o Setup O3 X Mail ko POP Exchange Mail
How to Setup Entourage 2004 to POP an Exchange Account

& [ [ 15 [ mrermet /




SPAM Filter

1. Click on Options button from the folder list in the lower left section of the screen. The options list will display in
the main viewing area.
2. Scroll down to Privacy and Junk E-Mail Prevention section.

£: Outiook Web Access

B Options

J Falders v
= £ Mail Test?
] Calendar
8] Contacts
5] Deleted Items
=) Drafts [1]
=) Inbox (11)
[ Inboxz
G Journal
L_@'- Junk E-mail
® 3 Migrated ePals Mail
e | Motes
= Cuthaox
I _| Senk kems
H [ Fvnc Issues

5 Public Folders

ﬁ Rules

H Save and Close | Close | (@) Help

e

r Always check speling before sending

Select the language of the dictionary to use while checking spelling:

El

I(Select a Language)

E-mail Security

Click here to inskall the latest version of the S/MIME Contral. When the file download dialog appears, choose Open.

A

Privacy and Junk E-mail Prevention

Download

8 jtl ¥ Filter Junk E-mail. Check the Junk E-mail Folder regularly ko ensure that vou do not miss messages that wou want ko receive I

Manage Junk E-mail Lisks. ..

] Tasks _
hoose how to respond to requests For read receipks:
" Always send a response
' Danot aukomatically send a response
*fou can contral whether external content in HTML e-mail messages is automatically downloaded and displayved when vou open an HTML message.
¥ Block external content in HTML e-mail MEssages.
Appearance
= Ta see the colar scheme wou select, vou may need ko refresh yvour browser after saving wour changes.
Date and Time Formats
BE J Shart Date Style: |1iLfz007 - 12f3102007 |
-0 Long Date Style: IMonday, January 01, 2007 - Monday, December 31, 2007 ;I
Time Style: Im
Currenk Time Zone: |(GMT—DS:UD) Pacific Time (U5 & Canada); Tijuana ;I
Calendar Options
:E ‘Week begins on: Im
(L L R : Day skark time: m
|~ Inbox Day end time: Im
iﬁ Calendar First week of year: |D0 not display wesk numbers = |
% Contacts Reminder Options
;\d Tasks

To view reminders, you must use Microsoft Internet Explorer 5 or later,
|

IV Enable reminders For Calendar items

¥ Enable reminders For Task irems

o=
o

Options

il Play a sound when a reminder is due

3. Click the Manage Junk E-Mail Lists button. The Manage Junk E-Mail Lists window will display.
4. Select the desired list to modify (Safe Senders list, Safe Recipients list, or Blocked Senders list) then edit
as necessary.
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5. To add to the list you can click Add. A window will open for you to input a address. Click OK.

43 Manage Junk E-mail Lists —- Web Page Di x|

Wigw or Modify lisk: ISaFE Senders = I @ Help

E-mail from people ofSafe Recipients List will never be treated as
Junk E-mail. You calplacked Sendets F=es or domain names on this
lisk.

Add. ..

Edit. ..

Remove

i

|+ Trust e-mail From wour Contacts

[~ Treat all e-mail as Junk E-mail unless it has came from a member of
vour Safe Senders or Safe Recipients lists

Ok I Cancel

6. Click the OK button.

Viewing migrated ePals E-mail
To view folders in OWA follow the steps below:

43 Microsoft Dutlook Web Access — Web Pag x|

Enter an e-mail address ar Internet domain name ko be added to the list.

Examples: someone@exarnple, com or exammple, com

Ok Cancel

1. Open your browser and connect to OWA. You will be brought to your Inbox by default.
2. You will see Migrated ePals Mail folder. Click on the + to expand the folder. You will see your Inbox right

below the Migrated epals Mail folder.

< Migrated ePals Mail

Click on Inbox for

<}= migrated E-mail
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3. This is an example of a folder with migrated messages

Dutloo eD ACCESS L 1 [
a = = P
ﬁ Folders o [ lNew = ‘f& x -/-}t = 1’1\3 - 'ﬂ }3 (L | @) Help
= ﬁ Mail Test? [ From Received £

[ Calendar Subject New Password-Please Change in Single Sign-on
[ Contacts ark Pampey, Manager - ITD Help Desk [helpdesk@lausd.k12.ca.us]
(&) Deleted Ttems To: Mail Test?
Lrél Drafts[1] Wied 5/16/2007 4:30 PM <. Ce
= Inbox (9) Meeting Lpdated
[ Inboxz (=4 Mail Tast? wied 5{16/2007 4:30 PM -
éi Journial How to POP Mail on an Exchange Account with Gutlook 2002
f_aJunKE-mai\ 21 Ml Test? wied 5{16/2007 4:23 PM @ Your password has bheen recently changed by the ITD I

=2 Migrated ePals Mail How to Setup ©5 ¥ Mail ko POP Exchange Mail DESk;h . e :;rzngly urge that you change your passwo
@ 54 Ml Test? #ed 5/16/2007 4:29 PM ki :::mh;:g PTeazguuzznthe following link to go to o1
o | Nobes How to POP Mail on an Exchange Account with Cutlook 2003 i ) N d El
— Cuthox (23 Ml Test? Wed 5/16/2007 4:28 FM Single Sign-on Console to login and change your pas:
I"‘:b’ Meeting Fridsy ' ¥ https://idmlogin, lausd.net/myprofile/ (Please note:
=3 vent Items M Test? e 5/16/2007 4:28 P page is only available on the LAUSD necwork. You c:

& [ 5ync Issuss [ ! ¥ access it from outside connection to LAUSD.)
[ Tasks a =

Mail Test? Wed 5/16/2007 4:26 PM
S ed Sf1ef ¥ F¥ou need to click on the link labeled - 'Login to Ee

How to Setup Qutlook Express to POP Exchange Main

Scrolling to pages

A folder often contains more items than can be displayed in a single window. To scroll through the contents of a

folder, click Previous Page 4 and Next Page * . To go to a specific page, in the Items box, type a page
number, and then press ENTER.

If you have more then 25 E-mail messages within any given folder you must use the navigation button located in
the top right of the OWA screen. OWA will only display 25 messages per page by default.

Sort Messages
Microsoft Office Outlook Web Access allows you to sort and view messages in your Inbox according to different
characteristics, such as subject, sender, and conversation topic (“thread").

1. To sort your messages, click the Messages list on the main toolbar,
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2. Select one of the following views: (see chart below for description of each option)

Messages Displays all messages as they arrive in your Inbox. This is the default view.

Unread Displays only the unread messages in your Inbox.

Messages

By Sender Groups and displays messages sorted by sender. To see all messages from a
particular sender, click the plus sign next to the message group.

By Subject Groups and displays messages sorted by subject. To see all messages on a

particular subject, click the plus sign next to the message group.

By Conversation
Topic

Groups and displays messages sorted by the topic of conversation. To see all
messages from a particular conversation, click the plus sign next to the message

group.

Unread By Groups and displays only the unread messages by topic of conversation.
Conversation

Topic

Sent To Displays all messages in your Inbox sorted by the person or group to whom they

were sent.

Recover Delete Iltems

After you delete an item from your Deleted Items folder it is permanently deleted. However, you can recover a

deleted item if you change your mind about deleting it.
Important Deleted items are recoverable only for a limited time.

1. To recover deleted items click on Options from the left hand side, scroll down to the Recover Deleted
Items section

Contact Options

Check names First in:

A  Global Address List
| TTTE T
& Contacts

— Inbox
...13 Calendar Password

) |
8=| contacts ;_‘J,\\ Change Password

T
=
ﬂ Tasks
= Recover Deleted Items
._j Public Folders

-?] Click Yiew Items to view and recover items that were recently emptied from your Deleted Items folder. Recovered items will be moved back to your Deleted Items Folder,
3 Rules el | Wiew Items |
ﬁ Options
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2. Click on View ltems.

Note: E-mail message over 30 days old will be permanently deleted and cannot be recovered.

Select the messages you want to recover by placing a check mark to the left of the message. Once you are

done selecting those messages click on Recover this will move those items to the Delete Items folder.

ecover Deleted Items -- Web Page Dialog

Recover Deleted Items

@ Recover

[} | Subject

5]

DRDDDDD DR

RE:

Fiv:
Fi:
Fi:
Fiv:
FW:

Fi:

How ko POP 3 lausd. net ac,,
How ko POP 3 lausd. net ac.
How ko POP 3 lausd.nek ac..,
How ko POP 3 lausd.net ac...
How ka POP 3 lausd.net ac...
How bo POP 3 lausd.net ac,..

Delivered: Test after removing ...

Hiow ko POP 3 lausd.net ac.,

. Wed 4/25/2007 10:18 AM
. Wed 4)25/2007 10:18 AM

wed 4/25/2007 10:18 AM
Wed 4/25/2007 10:18 &M
Wed 4/25/2007 10:18 &M
Wed 4/25/2007 10:15 AM
Wed 4/25/2007 10:15 &M

,Wed 4/25/2007 10:15 &M

Items n ko 10 ¢

Mail Test?
Mail Test?
Mail Test?
Mail Test?
Mail Test?

System Administrator
Mail Test?

Wed 4/25/2007 10017 AM
Wed 4252007 10017 AM
‘wied 4/25/2007 10017 AM
Wed 4/25/2007 10017 AM
WWed 4/25/2007 10013 AM
‘wed 4/25/2007 10011 AM
Fri 8/158/2006 3:38 PM

‘Wed 4/25/2007 10014 4M

|https:||',|'mail.Iausd.netll'exchangell'mail.I:est?,l'Deleted%2DItems,l'?cmd=showdeleted&btnclose=1

|4 Irternet

Y

3. Now that your messages have been moved over click on Deleted Items from the left hand side.

4. Select the messages that have been moved to Deleted Items
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5. Right click and select Move/Copy to Folder

6. Select the Inbox folder and click Move.

a Move,/Copy Item -- Web Page El

Maove/Copy the selected ikems ko the Folder:
== Mail Test?
] Calendar
&5 Conkacks
@ Deleted Items
L7 Drafts [1]
[ T (10)
[ Inboxz
‘gﬂ_ Jaurnal
L_a Junk E-mail
H [ Migrated ePals Mail
___J Mokes
= Cutbio
LEI Sent Ikems
H [ Sync Issues
[&] Tasks

e, .. || Mowve I Copy Cancel




7. Your messages are now located in your Inbox. Click on Inbox on the left hand side to view recovered
messages.

Import Contacts to Outlook Web Access mail
Importing of contacts to Outlook Web Access can only be done by LAUSD server administrators. E-mail your
ePals extract (CSV file) to Service Desk include the following information:

Sent E-mail to: Servicedesk.webform@lausd.net

Subject: Import Contacts OWA

Body: Include your First name, Last name, Employee number, and E-mail address.
Attachment: Make sure your CSV file have your username as the filename

Do not sent your CSV file if your account has not been migrated

Setting up E-mail Clients

For detailed instructions on how to set up your mailbox, visit the LAUSD Service Desk website under E-Malil
Set Up. This website provides step-by-step instructions based on the email client you will be using to retrieve
your email. The URL is http://techsupport.lausd.net/email_setup.htm.

PC\ Windows:

How to POP Mail on an Exchange Account with Outlook 2002
How to POP Mail on an Exchange Account with Outlook 2003
How to Setup Outlook Express to POP Exchange Mail

This guide was created using the latest version of Internet Explorer 6.0. OWA will work

Internet Explorer 7.0 for Windows XP however upgrading to that browser is not

recommend at this time. Windows Vista Internet explorer is not supported and may not

work with LAUSD.net mail.
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