Inbox

Overview

Your Inbox is where new messages arrive. You can open, read, edit, forward and
reply to messages, move and copy messages to folders, and delete messages
from your Inbox. Unread or unopened messages appear in bold type; items that
have been opened or read appear in normal type.

Inbox Toolbar
There are a number of toolbars in Outlook Web Access to help you perform

various tasks. Your Inbox, Calendar, Contacts, and Public Folders have their
own toolbars with icons specific to their function.

What You See

1 2 3456 78 9 10 11
Efl New = | B¢ Reply €59 Reply to all 8 Forward | =5 @ 3 = @ View IMessages LI Help
1. New This drop-down menu is available at all times. The options displayed

on the icon varies, depending on the window you are working in, as does
the list of options that display when you click the down-arrow to the right of
the icon.

Newﬁ|
Mlessage

@ Appointment
Contact
Disttibution List
) Post in This Folder
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2. Reply, Reply to all, or Forward Use these functions to respond to a

message you are reading or have read. The text of the original message is
copied in the message body. You can type your response within or above
the sender’s original message.

Search Recults:

Y& Daffy Duck : Inbox

Thete are no items to show in this view.

Close |

3. Check for New Messages Click this icon to check if you have any new
messages. This also refreshes your browser window.
4. Search Use this option to locate a specific e-mail message by supplying
search criteria information.
[ Scarch - Outlook Wob Acooss - Microsoft Intomot Exploer A=
Help
Type the words you want to search for, and then click "Find Now."
You ate searching this folder: Inhox
r Search Subfolders
Look in the Subject for these word(s):
[
I~ Also search message hody
From:
|
IsemID: Find Now |
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5. Move This icon opens the Move/Copy dialog box, which allows you to

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

3 Move/Copy Item -- Web Page Dialog

Move/Copy the selected ttems to the folder;
B & Daffy Duck

@ Calendar

@ Contacts

@ Deleted Items

B Drafts

&2 Inbox (1)

& Tournal

Mates

@ Outbox

B Sent Ttems

@ Tasks

%I Cancel |

6. Delete Highlight an item in the main Outlook Web Access screen, such as
a contact, appointment, or message, and then click this button. The item will
be moved to the Deleted Items folder.

7. Empty Deleted Items This function permanently deletes any item that you
have placed in the Deleted Items folder. Once this option is completed,
the item cannot be retrieved.
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8. Show/Hide Preview Pane Click this icon to activate the Preview Pane

which allows you to view a portion of your messages without opening them.

J File  Edit Miew Favoites Tools  Help

a Microsoft Outlook Web Access - Microzoft Internet Explorer

- = &8 1 5 8 4 3 = 3 N
Back Friard Stop  Refresh  Home Search  Favortes  Histom (% ETi Print Edit

J Address I@ http: /341 3-ex2000/exchange,

=] @60 ||Liks >

Bmlmk New - | B¢ Reply €% Replyio all o Forward| 25 @ ¥ x @ View IW
Web Access
Foldets 2 Daffy Duck : Inhox [tems — to 10 of 10 e e
A t 0 % 8Fom Subject Received © Size =
[ U postmasteri@mdeps  Delivery Status Notification (Delay) Wed 5/29/200211:36 PN 2KB
[} 0 postmasteri@mdeps  Delivery Status Notification (Delay) Wed 5/29/200211:20PN 2KB
B4 0 Daffy Duck Wed 5/29/2002 1:58 PIM 245 KB
! B4 Daffy Duck bee and oo message Wed 5/20/2002 11:21 AM SME
[ Daffyy Due Wed 5/29/2002 11:17 AM 569 B
= 0 uck ne 1 Fii5 B "Tul 475 B
A Daffy Duck test Wed 52202002 11:10 AM 439 B
¥ Daffy Duck test3 Wed 52202002 10:37 AM 367B
[ Diaffy Duck testd Wed 52212002 1036 AM 367TBX
From: Daffyy Duck l To: Daffy Duck
Suhject: new order Ce: Potky Fig
Tour ordet has been approved.
Mickey Mouse
y | I |
|| B Local intranet >
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9. Address Book Click this icon to open a dialog box that allows you to
search your organization’s address list.
/3 Find Names -- Web Page Dialog
Display name: Id,af
Last name: I First name: I
Title: | Alias: |
Company: I Department: I
Ciffice; | City: |
Find
Mame Phone  Alias Office  Joh title Company
Diaffy Duek Ak
Close |
10. View Use this drop-down menu to choose how items are displayed on the
screen. It allows you to sort e-mail messages and contacts by specific
characteristics.
View |Liessages ;I
Umeadessages
By Bender
By Bubject
By Cotrversation Topie
Untead By Convversation Topie
Sent To
11. Help Click this icon for help related to the screen you are working in.
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Reading an E-Mail Message

What You Do
To read an e-mail message,
V¥ Locate the message you want to read.

V¥ Double-click on the message.

The e-mail message will be displayed.

2 new order - Microsoft Internet Explorer _(O[x]

€0 Reply‘ 54 Reply to a].l| N Forwara|§i By X |4 L 2 | Help
From: Daffyy Duck Sent:Fri 5/24/2002 135 FIW
To: Diaffy Duck
Ce: Porky Pig
Subject:  new order
Attachments:
View 45 Web Page
Your order has been approved -
Mickey Mouse

When you open an e-mail message in Outlook Web Access, it is displayed in the
Read Message form. Click the printer icon if you wish to print the message. The
following basic information is displayed in the Read Message form heading:

e From Indicates the name (or e-mail address) of the sender.

e To Indicates the name (or e-mail address) of the primary
recipients.

e CcC Indicates the name (or e-mail address) of the carbon copy (Cc)
recipients.

e Subject Briefly describes the subject of the message.

e Sent Indicates the date and time the message was sent.
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Reading an Attachment

An attachment is a file that can be created in any program such as Microsoft
Word, WordPerfect, or Microsoft Excel and attached to an e-mail message. When
a message contains an attachment, Outlook Web Access displays a paper clip
symbol beside it in the folder listing.

When the message is opened, you will see the name of the attached file in the
message heading information.

a Mew Attachments - Microsoft Internet Explorer
e Repl}r‘ £ Reply to all‘ (< Fnrwa.rd|¢§f ‘ [ % | &~ ¥ | Help
From: Draftey Duck Sent:Tue 502272002 3:20 PIJ
To: Daffyr Duck
Cc: Potkor Pig
Subject:  New Attachments
Attachments: A Attachments may contain wimses that are harmful to your computer. Attachments may not display
cotrectly.
e
U outlook har @iff 4K H)
View A s Weh Page
Hete is a message with an attachment. ;I
El

What You Do

To view an attachment, double-click the attachment file name, located in the
message heading information. The attachment will open in a new browser window.

To save an attachment, in the open message box, right-click on the attachment
and select Save Target As. Select the destination folder. It is suggested that the
destination folder reside on your hard drive to reduce your mailbox storage space.
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Moving a Message
What You Do

The Move command allows you to organize messages or other items in your
mailbox. You can move messages from one folder to another, or copy them to a

different location.

To move or copy a message to an existing folder, select or open the message you
want to move or copy.

On the toolbar of the Read Message form,
V¥ Click the Move icon.

The Move/Copy Item dialog box will be displayed.

3 Move/Copy Item -- Web Page Dialog

Move/Copy the selected ttems to the folder:
E & Daffy Duck

@ Calendar

© Contacts

@ Deleted Ttems

B Drafts

&2 Inbox (1)

& Tournal

Mates

E Outbox

B Sent Ttems

@ Tasks

%I Cancel |

V¥ Select  adestination folder, noting the folder name.
V¥ Click OK.
To cancel the operation,

B Click Cancel.
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Creating a New Folder L]

What You Do

In the Folders Outlook Bar,

2} Microsoft Dutlook Web Access - Microsoft Intemnet Explorer
J File Edit “iew Favoites Toolz Help |
="
€« .= @ [N 4 Q@ G @ B S N
Back Eanward Stop  Refresh  Home Search Faworites  History I ail Print i
| Agdress [&] ritp:/941 3-2x2000/wchangs/ | @60 |]Links »
= Microsort :
Outlook_ New ~ | B¢ Reply €50 Replyto all W% Forward | 25 @
‘Web Access
Folders 4= Daffy Duck : Inbox
Shortcuts t 0 % 0 From B
- @ Daffy Duck 2
Daffy Duck &= Draffy Duck test3 Wed 52272002 1037 AM 367 B
Calefiar = Daffy Duck testd Wed 5/22/2002 10:36 AM 367 B
Contacts CE| Draffy Duck Ot of Office AutoReply: test Wed 32272002 10:29 AN 1748
@ Dieleted Items
& Drafts
B &
B, e
Update Folder
Open
Openin New...
Ilowe
Copy
Dielete
Rename
q Mew Folder
=] FPublic Folders
2 B3 | T I L]
|@ ’_ ’_ 28] Local intranet i

V¥ Right-click  on the folder where you want the new folder you are
creating to reside.

V¥ Select New Folder.

The Create New Folder screen will be displayed.
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In the Create New Folder dialog box,

3 Create Hew Folder -- Web Page Dialog

Hatme:

ﬂ IMemos

Folder contamns:

Ilad Ttems Lh

Appotntment Items
Contact Ttems
Tournal Items

Tzl Ttems

IMote Ttems

Task Ttems

foi e L)

&3 Tournal
MNotes

|
El Cancel |

V¥ Type a name for your destination folder.

In the Folder contains drop-down menu,

V¥ Select the appropriate item for your new folder. All mail messages
are considered Mail Items.

V Click OK.

To cancel the operation,

W Click Cancel.

Miami-Dade County Public Schools

26 Page Renumbered November 2003
Information Technology Services — August 2002



Inbox

€4 Reply | €5 Reply to all | % Forward

Replying to or Forwarding a Message

What You Do

To respond to a message you are reading or have read, in the Read Message
form toolbar,

V¥ Click  the Reply, Reply to all, or Forward icon.

When you click Reply, the To field is preaddressed to the sender of the original
message. When you click Reply to all, the To and Cc fields are preaddressed to
the sender as well as every other recipient of the original message. When you
click Forward, you have to fill in all address fields, just as you do when addressing
a new message. [Refer to Addressing and Composing a New Message, page 33.]

The text of the original message is copied in the message body. You can type your
response within or above the sender’s original message.

B Click Send.

*

Deleting a Message

You can delete an individual message from your e-mail folders, or you can delete
several messages at a time.
What You Do
To delete an open message, on the Read Message form toolbar,
B Click Delete.
To delete a message from a folder in the Outlook Bar,
V¥ Select  the message.
B Click Delete.
To select consecutive messages,

V¥ Click on the first and last messages in the series while holding
down the SHIFT key.

B Click Delete on the Inbox Toolbar with the messages selected.
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To select non-consecutive messages,
V¥ Hold down the Ctrl key.
V¥ Click on each message you want to delete.
B Click Delete on the Inbox Toolbar with the messages selected.

Note: All deleted messages are sent to the Deleted Items folder. They are not
permanently removed until you empty the Deleted Items folder.
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