SAYRE AREA SCHOOL DISTRICT TECHNOLOGY TIPS

MS OuUTLOOK WEB ACCESS

This handout goes over the basics with SASD’s MS Outlook from the web.

Please note that this procedure has been updated for Outlook Web 2010.

When to Use Web Access?

o All SASD students will access their email using MS Outlook from the web.

e Teachers and staff will use this procedure when they are not using a teacher or staff PC or
at home (outside of SASD).

How do I log into MS Outlook from the Web?

Please go to the SASD Home Page (www.sayresd.orq)
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http://www.sayresd.org/

Click on E-Mail link under Quick Links

After clicking on this link you will be taken to the following page.
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Microsoft®

Outlook'Web App

Security { show explanation )

' This is a public or shared computer
" This is a private computer

[T Use the light version of Outlook Web App

ser name:;

Password:

Connected to Microsoft Exchange
& 2010 Microsoft Corporation, All rights reserved.

Select “This is a public or shared computer”

Enter your User name and your Password
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Outlook' Web App

Security { show explanation )

& This is a public or shared computer
{"  This is a private computer

Sample
Student

Username
[T Use the light version of Outlook Web App

User name: |tsmith09

Password: |eeessssssss

Connected to Microsoft Exchange
2 2010 Microsoft Corporation. All rights reserved.
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» @ Deleted Items (22705 ) \uyve Qutlook Web Access Tech Tips
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How do I reply to an existing email?

It’s pretty simple:

Select the email you wish to reply to

Outlook Web App

Maill > Inbox 45805 Items

4 Favorites Mew = Delete » Move » Filter » View - o
Inbox (403564 -
5 tnbox Search Entire Mailbox 2oL
E Sent Items
@ Deleted Items (392705 Conwversations by Date = Newest on Top
Today

4 Nick Rava (IT College Inter; * ) SASD 5 Laptops (2) v
@ Inbo (403641 Rick Rava (5taff - Director of Information Technology) 7:49 AM
[ Drafts [11] -1 SASD Outlock Client - Certificate still pops up
& SentItems Rick Rava (5taff - Director of Infermation Technelogy) 747 AM

[ Deleted It 392705 .

@ De e 4 Update Outlook Web Access Tech Tips
Fa Junk E-mail Rick Rava (5taff - Director of Information Technology) 7:40 AM
sl Notes (=l Executive Internet Usage Summary Daily 02 Aug ...
(6 RSS Feeds alert@R3000TT64.qc.Beb.nét 4500 AW

[ Ghilad a ealf-tact

In the right hand column notice the message
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SASD 5 Laptops

+ Rick Rava (Staff - Director of Information..

To: "Faul_Walton@DELL.com

Cc: Group Technology

Hi Paul,

1 would like a 17inch that is lightweight.

Rick Rava

Director of Information Technology
Sayre Area School District

333 West Lockhart Street
Technology Office - Room 250
Sayre High School

Sayre, PA 18840

email: rrava@sayresd.org
phone: 570.888.6622

internal phone extension: 1360
website: www savresd.org

Now if you wish to just reply to the original sender, just click on the

reply to everyone that this email was sent to, just click on the

example:
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/= RE: SASD 5 Laptops - Windows Internet Explorer

send @ 0 | @ & v 8 B V- HE- Optons. HIML v

To.. Rick Rava (Staff - Director of Information Technologyl

CC.n

Subject: RE: SASD 5 Laptops

Tahoma |10 B I U = i= E &£ - A. ¥
This is a test]

From: Rick Rava (Staff - Director of Information Technology)
Sent: Wednesday, August 03, 2011 7:49 AM

To: 'Paul_Walton@DELL.com'

Cc: Group Technology

Subject: RE: SASD 5 Laptops

Hi Paul,

l'would like a 17inch that is lightweight.

Rick Rava

Director of Information Technology

Please note that I clicked once in the beginning of the email and then pressed enter. | then began
typing in my reply.

] . send
Lastly, just click on the button
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How do | compose a new email?

Just follow these steps:

Click on “New”
Outlook' Web App

Mail » Inbox 45805 Items

4 Favorites New ~ | Delete -
Inbox (403631 g8-03-11

E e Search Eotire M
E Sent ltemns LIl A

{a] Deleted Items (392705

Begin typing part of the persons name in the To address field

r‘" Untitled Message - Windows Inter~- t Explorer

8 & V- H- options. HTML  +
To sam
Cc.
Subject:
Tahoma vilov B I U =iz & &£ &¥. A. v

You may have multiple names listed after clicking on the Check Names button — just select the
desired name.
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r’_:" Untitled Message - Windows Internet Explorer
Send [ 0 o @ & Y 8 B V- E- options. HTML v

i

To.. sam

Cc..

Subject:

Tahoma w10 B I U = i= E ¥E &¥. A. v

0 e @ & v 8 BB V- - options. HIML

More than one match was found.

Justess Sampson [15jsampson@sayresd.org]

Sam Moore (Staff - Business Manager) [SASDO2@sayresd.org]
Samantha King [11sking@sayresd.org]

samantha Miller [11smiller@sayresd.org]

Samantha Soltis [14ssoltis@sayresd.org]

Samantha Walker [17swalker@sayresd.org]

Samuel Bennett [16sbennett@sayresd.org]

Samuel Desisti [18sdesisti@sayresd.org]

Samuel Rockwell [1dsrackwell@sayresd.org]

Remaove

/2 Untitled Message - Windows Internet Explorer

send @ 0 b @ & Y 8 B V- H-
Ta.. Sam Moore (Staff - Business Manager)|

Co.

Subject:

Tahoma Nic X% Be dz. B e gz 0F *

Now you can enter your Subject and your message — when complete — click on send

Rick Rava Page 9 Revised: 8/3/2011
File Location: X:\Tech\TechTips\MSOutlook\MSOutlook Web Access - Basics.docx



How do | log off from Outlook?

Just click on the “sign out” button

sign out ‘ Nick Rava (IT College Intern) -

Find Someone Options - @ ~

Select Close Window

Outlook'Web App

You have successfully signed out of Outlook Web App. To help
protect your e-mail account, close all browser windows.

Connected to Microsoft Exchange

© 2010 Microsoft Corporation, All rights reserved.
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