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1. INTRODUCTION

Welcome to the NMCI Outlook Web Access (OWA) user’s guide. This guide provides information on how the user
can access Microsoft (MS) Outlook mail, calendar, and other items using the Internet.

1.1. WHY USE INTERNET EXPLORER TO ACCESS OWA?

To take full advantage of all the features of OWA, use Internet Explorer, Version 5.0, or later. Although other
browsers will work, certain features and functions are available only when using these versions.

1.2. TIPS FOR NETSCAPE USERS

For Netscape users, who need help with Internet Explorer, review Tips for Netscape Users Help in Internet Explorer.
It includes a list of Netscape terms translated to Internet Explorer terms, as well as, information on how to use
Navigator shortcuts in Internet Explorer. To access Tips for Netscape Users Help, open Internet Explorer and from
the menu, click Help and For Netscape Users.

2. BEFORE USING OWA

Prior to using OWA, perform the following steps:

1. Obtain a Public Key Infrastructure (PKI) certificate. [Contact the Information Systems Security Officer
(ISSO) or Contract Technical Representative (CTR) to obtain a PKI certificate.]

2. Import the PKI certificate into Internet Explorer. (For instructions on this process, refer to the OWA Quick
Reference Guide at http://www.nmci-isf.com/userinfo_owagrg.htm.)

After performing these steps, log in to OWA.

3. LOGGING IN AND OUT OF OWA

This section describes how to log in to and out of OWA.

1.0, Final, 04.01.03 1 NMCI.60061.01.F+0
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3.1. LOGGING IN
To log into OWA, perform the following steps:

Procedures
1. Open Internet Explorer or Netscape
Navigator.

NOTE
Other browsers may be used.

In the Address field of the browser, click
and delete the current address.

In the Address field, type
https://webmail.nmci.navy.mil.

Click Go or press Enter. 5

2. The Client Authentication window
appears with the appropriate PKI Client Authentication I
highlighted. Click OK.

— |dentific:ation

& The web site pou want to view reguests identification.

Select the certificate to uze when connecting.

NOTE
If the PKI is not loaded into Internet
Explorer, perform step 2 of the Before
Using OWA.

Jack.Smith 0206879456

Click the appropriate PKI.

More Infa.. | \-"iewCertificate...l

aK I Cancel |

3. Enter the password created when the PKI
was imported into the browser. Signing data with your private exchange key!
Click OK.
™ Remember password
oK I Cancel Details...
1.0, Final, 04.01.03 2 NMCIL.60061.01.F+0
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Procedures

4. In the User Name field, type the domain,
a backslash, and the NMCI user name.

For example, Jack Smith’s user name is
Jjack.smith and his domain is nadsusea.
Therefore, Jack types
nadsusea\jack.smith in the User Name
field. If the domain is unknown, call the
NMCI Help Desk at 1-866-THE-NMCI.
A help desk agent can provide the
assigned domain.

Type the NMCI network Password and

Enter Network Password

Pleaze type pour uzer name and pazsword.
Site: webmail. nmci. navy. mil

Realm wiebmail. nmei. navy. mil

User Mame I nadzuseahjack.smith

Pazzword

I [ ——

[~ Save this passwaord in your password list

ak I Cancel

click OK.
Important
Do not click the Save this password in your password list
checkbox so other users cannot access another user’s
mailbox.
5. The user is connected to the mail server.

The main OWA window appears.

O Baply O Raply o all #0 Fore
4 ozp

R e I T |
trws A dagrs Yo can use L Otpticns shareul 1o change yous paswwond.

“ Page

[

e,
Langford, Pamsla ¥ (ITECH) R OWA Thva 61372002 113 FM

3.2. LOGGING OuUT
To log out of OWA, perform the following step:
Procedures
1. Close the Internet Explorer _ e
window. e ——
&
— « Pago: PR of 15
IMPORTANT N imprirairomzn o e b=
If there is more than one
Internet Explorer window
opened, the user must close all
the Internet Explorer windows
to securely log out of OWA.
1.0, Final, 04.01.03 3 NMCI.60061.01.F+0
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4. MAIN OWA WINDOW

This section describes the main OWA window features.

4.1. FOLDERS AND SHORCUTS

To view the folders and shortcuts, perform the following steps:

Procedures

I. The left side of the main window includes Folders and Shortcuts.

2. To view the folder To access the user’s
list, click Folders. Inbox, Calendar,
The Folders window Shortouts Contacts, Options, and to
contains all contents Breon Log Off, click Shortcuts.
on the NMCI
workstation that is on i
the Exchange. Any
subfolders created on ) )
the exchange are also ~ |[F# /s foen Folders Shortcuts provide quick
displayed. Any e Button access to thp
Public Folders that I ; corresponding folders.
the user has NOTE
permission to can Personal folders (.PST)
also be accessed. files will not be able to

be viewed.
4.2. CHANGING MESSAGE VIEWS
To change the message views, perform the following steps:
Procedures
I. The OWA toolbar includes a View field, which allows the user to change the way messages are viewed.

WViewr IMessages

] New ~ | 0 Reply ¥ Replyto all 48 Forward| 5 @ My X @ ‘

jﬁ\

3 Ploase use the Options shortout to set vour current local time zone.

1.0, Final, 04.01.03 4

Copyright © Electronic Data Systems Corporation 2002. All Rights Reserved.

NMCI.60061.01.F+0




NMCI

AV MBI OV IR ANET

OWA User’s Guide

Procedures

2. In the View field, in
the dropdown list,
select a view from the
list of options.

M Urread Mlessazes

Click the plus sign
[+] by Sender,
Subject or
Conversation Topic.

The list of messages
under the selected
item displays.

ubject: Can Do (Hems: 1, Unread: 1)

The View option * | By Sender Fes
selected will be Jdiev subject =
applied to thf’ folder \| B+ Corcversation Tapic s
currently being Unread By Corversation Topic
viewed. Sent To
The following are the options to choose from in the View field:

Messages - Displays all messages in the folder

Unread Messages - Displays messages that have not been read

By Sender - Lists messages by sender

By Subject - Lists messages by subject

By Conversation Topic - Lists messages by topic

Unread By Conversation Topic - Displays messages (that have not

been read) by topic

Sent To - Displays messages to the person(s) which the e-mail was

sent

3. To view the

messages, the user " Outigols, |5 er - iy B uply ol 8 ot 4 05 X (7 Gow [Bysmet 7] @
must identify the Sttt gD Do s
group of messages to PD YO o™ =
be Viewed. B4 9 Administrator Mon 6/10/2002 4:17 PM 19KB

sject: Cleamup Crew (ltems: 2 )

= Subject: This is only a test. No subject needed. (ftems: 1, Unread: 1)

@ Susfect; Upeomiing MMCT Meeting (Tters: 1)

Example of Messages listed By Subject. Other options are: View Messages by:
Conversation Topic, Sender and Unread By Conversation @c.

1.0, Final, 04.01.03
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5. ACCESSING E-MAIL MESSAGES

To access a user’s e-mail messages, perform the following steps:

Procedures

1. The user can check for new
e-mail during any OWA
session. Click Check for
New Messages.

Any new messages are
displayed in the user’s
Inbox. New messages
display in a bold font until
they are opened.

2. To read a message, double-
click on the message.
Tubject  Ascrssng WA
After reading the message, o wﬂh
Cllck Close (EI). ::::::emmggu,w:uynguyeum-gonm Waew s Wb Fage hutton
NOTE
To view a message
Important as a Web page, click
Do not use the Preview View As Web Page
Pane option to view link above the
messages in OWA. message field.
|
1.0, Final, 04.01.03 6 NMCI.60061.01.F+0
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6. MAINTENANCE TASKS

OWA allows the user to view, read, and respond to messages by accessing the user’s NMCI e-mail account through
the Internet. When using OWA, the same e-mail account accessed through MS Outlook on the NMCI workstation is
used. The user’s account S0MB on the NMCI Exchange e-mail server. To manage the limited space available,
delete any unwanted items and frequently empty the Deleted Items folder.

6.1. DELETING MESSAGES

To delete messages, perform the following step:

Procedures
1. Locate and click the message to be
deleted.
13 Microsolt 0utioak Web Access - Microsoft Intemet biplorer
. File Edit Yiew Favorites Toaols Help
Click Delete. wBack + = - (@[] A | Qoearch [Favories BHstory | By S W 2 D
| address [&]
NOTE M.W New ~ | 8¢ Reply €% Replyto all &8 Forward = [ ﬂ 4
This moves the message to the Deleted &‘“‘_‘ e e
Items folder. It does not delete it from
the S0MB limit. It must also be deleted
from the Deleted Items folder to reduce
the size of the mailbox.

6.2. RESTORING DELETED MESSAGES

To restore deleted messages from the Deleted Items folder, perform the following steps:

NOTE: Mail moved to the Deleted Items folder can be restored. However, after emptying the Deleted Items
folder, any messages that were in that folder cannot be restored.

Procedures
1.
Click Folders. ! F Microsolt Dutiook Web Access - Micrasoft Intemet Eaplarer =i x|
Il Fe ek Vew Favotes Took Help -
Click Deleted Items. | o - - QD A B Gaeewtes Jrmoy G- SEHD e
e B
| - | v gty % Repiyto st o8 Forres| i 05 % 07| @ m:i:
The contents of the Deleted Items T tems
o Folder

: Pemeds Langfon Closemp Cre
fOIder dlsplay‘ Admerssieator Hew HMOT Lagiops
Admiristestor FW- Creating A Message | Wed 652000 111 BB
Pimels Langfos MMO! Bellous Mest=g Wed 690001 101 BB

Click the message to be restored.

B0 PubbeFeldar: || 4]

1.0, Final, 04.01.03 7 NMCI.60061.01.F+0
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Procedures

2. Click Move.

Pam Crewr Fri 221 1 KB
ar Administrator Mew NMCT Laptops Fri6/7/2002 11:44 1 KB
= | Administrator FW: Creating A Message . Wed 6/5/2002 11: 1 KB
& Pamela Langfor NIMCT Rollout Meeting  Wed 6/5/2002 10: 1 KB

1 Artove/ Lopy Item — Web Page Dislog £
3. The Move/Copy Item window e

displays. Click the folder where the P JueD oo C o
deleted message is to be moved.  Comc =

. @ Dieleted Trems Hew,
Click OK. B Drafts

B Tnbex

@ Joumal

2 Notes

D Cuthon

T Sent lrerns

B Tasks

6.3. PERMANENTLY DELETING E-MAIL

To permanently delete e-mail from the Deleted Items folder, perform the following steps:

Procedures
1. When deleting a message, it is moved to the Deleted Items folder, but not permanently removed from the
mail server. To fully delete messages from the mail server, the Deleted Items folder must be emptied.
2.
Clle Empty Deleted 75} Microsoft Outlook Web Access - Microsolt Internet Explorer -
Items Folder. TRk _m_"m'f"f Tﬂm_ — —
| sack - = - @ [f] G} | Qsearch [SiFavories (Phistory |
| peress [€1 : = —— = .
”im 3ﬁh‘ew'|9¢'R€pl¥ £ Reply to all 4% Forward| ' B3 X (D 1) "
= S Rt
—‘ t 0¥ 0 From Subject Received
Fms Adminicrato - ) 3 1 i A ed 6/5
3. A confirmation window
appears asking the user to Z]
confirm the deletion. @
Are you sure you want to permanently delete all the items and subfalders in the Deleted Trems Folder?
. ancel
Click OK. [ e | comee |
1.0, Final, 04.01.03 8 NMCI.60061.01.F+0
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7. CREATING, REPLYING TO, AND FORWARDING MESSAGES

OWA allows a user to create, send, reply to, and forward e-mail just like using MS Outlook.

7.1. CREATING A NEW MESSAGE

To create a new message, perform the following steps:

Procedures
1. In the dropdown list,
click New.
J File Edit WView Favaorites Tools Help
. | &Bak - = - B At | Qisearch [HFa
Click Message. | Ackress [&7 bt
Mmm NewF| €9 Reply
Message
Shortouts @ e
Contact
ﬂ Post in This Folder
] Folder
2. A new message window NOTE
appears. B Urttie e vt et b The display name is the name
= et W Beve b A B | 1 4 | 1) Cplions. & _ e
e A that appears whf:n an e ma}ﬂ is
In the To field. tvpe the = sent from an individual’s
. - ype E NMCI mail account. The
display name or e-mail e |l . .
. P display name format is
address of the recipient. o :
5 typically last name, first name.
If a person’s display name or
email address is unknown,
search the Global Address List
| - = (GAL) by following the
o] D et r:

procedures in the Searching for
Recipients section.

3. In the Subject field, type
a short description of the
message.

In the Message box,
type the body of the
message.

Funtitled - Message - Microsoft Internet Explorer.

1= Send, Els.-=|4 (] !L{! 4 13 Optiens. &]I
[Homa =][ana s T B I UE = = i= i= &= &= |

Io [

I | 4 intermet

&

NOTE
There are additional tasks to
perform before sending a
message. For example, a
message can be marked as very
important, confidential, or
personal. For more
information, see the Applying
Additional Options to a
Message section.

1.0, Final, 04.01.03
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Procedures

4.
TO Send the message to I=] Zend Save 5‘ lm 9« ! + ‘ Options... @
the individual(s) -l BT U= = = = &= &= &=
specified, click Send. -] = i e e

Subject: I

Attachments:

7.2. REPLYING TO AN E-MAIL MESSAGE

To reply to an e-mail message, perform the following steps:

Procedures
NOTE
These procedures should .
not be used to reply toa New = | ©¢ Reply €% Replytoall o Forward| 25 5 %
meeting invitation. The Meeting V= Jane D. Doe : Inhox
exhibit on the right o e 1 SR S S [ o
. . T ew aptops
. dlsplays a meetlng Regular Adminisirator FW: Creating A Message in OWA
invitation icon and a E Ml 1
regular e-mail icon so
that the user can tell the
difference between the
two messages. To reply
to a meeting invitation,
see the Accepting/
Declining an Invitation
section.
l. Double-click the message in which to reply. The message opens in a new window.
2. To reply to only the individual who sent the message, click Reply.
To reply to all the individuals addressed in the original message, click Reply to All.
3. A new message window appears with the recipient name(s) in the To and/or the Cc field. The original
subject line is preceded by RE: (regarding). In the Message box, type the message and click Send. The
message is sent to the specified individual(s).

1.0, Final, 04.01.03 10 NMCI.60061.01.F+0
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7.3.

AUTOMATIC REPLIES

OWA can be prompted to automatically reply to messages when the user is out of the office. To create and out of
office reply message, perform the following steps:

Procedures
1. Shortcuts.
Click Options.
2. The Options window

appears. aloix
a

ek s = - () A Qoeach [atwertm ey (e O Wl 2 i

ekcimsn [E] et 1 ] P

&=

“Outiggl,, |H e

Sheeteuts

Ot of Cfffice Assistant
F T ramestly in e offics
A;;m:::bw::om: i e g b Mcssage
iy wedy ndar oveng = Window

3. In Tools, Out of Office Assistant, click I’m currently out of the office.

4. In the Message window, type the response to automatically send to peers. Click Save. The message is
saved and the Options window closes. The typed response is automatically sent to anyone who sends a
message while the user is out of the office.

5. To turn off the Out of Office Assistant, return to the Options menu and click I’m currently in the office.

7.4. FORWARDING A MESSAGE
To forward a message, perform the following steps:
Procedures
1. Double-click the message to be forwarded. The message opens in a new window.

2. Click Forward. A copy of the message displays in a new window.

3. In the To field, type the display name or e-mail address of the peer(s) to receive the message. If text needs
to be added to the original message, type the text in the message box.

4, Click Send. The message is forwarded to the specified individual(s).

1.0, Final, 04.01.03 11 NMCI.60061.01.F+0
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8. SEARCHING FOR RECIPIENTS

OWA includes a Find Names feature that allows a user to search for another user’s e-mail address in the Global

Address List (GAL) or the user’s personal Contacts list.

8.1. ADDING NAMES TO E-MAILS
To add names to e-mail messages, perform the following steps:
Procedures
I. Follow the
rocedures to
]éreate aNeW Send‘ Have %‘ 0 € ‘ LI ‘ Options... @
Message. |Hormat 7] [ Axial j|8 *|Tyg B I OE E E = i= {£ iE
g P
iy . Ce..
Within a message, = :
click To. e
Hubject: I
Attachments:
2. The Find Names —
Web Page Dlalog 4} Find Names -- Web Page Dialog x| NOTE
wipdqw appears. Display mare: | _ If more than one name
Click in a field L‘““:“:: F’“‘T’:: appears in the window,
and type thf: A — carefully review the
f:orrespopdmg e - information for each
information. - individual to identify the
s e o s e correct person to receive the
Click Find. The message.
search results
display in the
lower portion of
the window.
Atdreemprent to 200 | [Ge | Eeet | Clese |
1.0, Final, 04.01.03 12 NMCI.60061.01.F+0
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Procedures
3. Click the name.
To add the person To Adds name to To
to the field, click field
To, Cc, or Bee. 1
Cc Adds name to Cc
When completed, field
click Close. Bee Adds name to
At it 1., 7] | B Bec field

8.2. REMOVING NAMES FROM E-MAILS

To remove names from e-mails, perform the following steps:

Procedures

1. Click the name of the person
to be removed.

‘R E-rnail Propesties — Web Page Dialog x|
Dieeplay Wame: [Washington, Cardl
£ mad adives: [ R

The E-mail Properties — Web
Page window appears.

Click Remove. The name is
removed from the field.

Cancel

9. APPLYING ADDITIONAL OPTIONS TO A MESSAGE

This section describes how to apply different options to e-mails before sending them.

9.1. MARKING A MESSAGE AS IMPORTANT OR SENSITIVE

To mark messages as important or sensitive, perform the following steps:

Procedures

1. A message can be marked as important or sensitive, which allows the recipient to properly handle the
message after receipt.

2. Create a new message.
Click Options.

=] Bend| g Save

{ Ophions.. @

30 o

1.0, Final, 04.01.03 13 NMCI.60061.01.F+0
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Procedures
3. The Message Options —
Web Page window
appears.g I a Message Options -- Web Page Dialog ﬂ
To chqose an importance ~Mlegsage settings
level, in the Importance
field, in the dropdown | Iraportance | Moral ~] W StowCe
list, and click a level. I
Sensitmvity Low ¥ Show Bec

~ Tracking options —|Hi
™ Tell me when this message has been delrered
™ Tell me when this message has been read

4. To choose a sensitivity
level, in the Sensitivity
field, in the dropdown

list, click Personal, i i

Private, or Confidential. Tportance | Nommal ~|  Showce
*

/3 Message Options — Web Page Dialog |

—1,

Exit the Message Options Sexsitvy [Nomal =] 7 Show Bec
window. ~Tracking optioms
I Tell me when delivered

I Tell me when this message has been read

IMPORTANT
OWA does not display the Sensitivity field. Recipients can see the Sensitivity field in MS Outlook only if
they have customized their current view in MS Outlook to display the Sensitivity field.

B Indheno: - Mecrosodt Dutloak = ‘Jmil

Conlidential 20 Langlord, Pamela ¥

9.2. NOTIFICATION MESSAGES

OWA can be customized to notify the user when a message is delivered or read. To set up notification messages,
perform the following steps:

Procedures
1. Create a new message.
2. Click Options. The Message Options —-Web Page window appears.
1.0, Final, 04.01.03 14 NMCI.60061.01.F+0
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3. Under Tracking options, click a checkbox as follows:

a. Click Tell me when this message has been delivered to be notified when the recipient receives
the message.

b. Click Tell me when this message has been read to be notified when the recipient actually reads
the message.

Close the Message Options page.

9.3. ADDING AN ATTACHMENT TO A MESSAGE

OWA allows a user to send an attachment to the e-mail message. However, before beginning, the path of the file

must be known. [The path is the drive letter, folder, and subfolder(s) that contain the file.] To add an attachment to
an e-mail message, perform the following steps:

Procedures
1. Create a new message.
< Untitled -- Message - Microsoft Internet Explorer i = |E||1|
Click Attachment. - Send‘ Sm‘g 0 5‘,‘ 4 | [ Options.. &
[Wormal x| asial Al Bz usE === = &= =
2. The Attachments — Web
Page window appears. £

Close £2)

Click Browse.

| Browse...
Add the file to the List
Attach
Remove

1.0, Final, 04.01.03 15 NMCI.60061.01.F+0
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3. The Choose file window
appears. H—]

Choose file Il

& B of BE-

il

File name: |

(E1NKN

Files af type: [ a0 Files )

Open |
Cancel

2|

4, In the Look in: field, in the
dropdown list, locate the
file to attach to the message.

Choose file I

Look in, Local Disk {C:)

x| «e®BcFE-

7] Deskiop
My Computer
=5 3% Floppy (A2
= CW2K(C)
G
2 end user dacs on 'Ushrscs102...
52 czc6tad on 'Ushrscs201' (U1}
My Network Places
5y My Documents
23 Contact Us_files
(21 Directions - The Marriott Ranch..,
(23 MsK MapPaint - Directions Resu...
8 Wew Briefcase

Fill riames: | =

Files of type: |40 Fles ) H

Open

Cancel

5. Click the file to attach to the

message. =]
2l
Lookin: [ Templates = & cF B~
1033 (_15preadsheet Solutions
E] Access (web Pag
History. Binders
— Databases
‘E’ Design Templates 97
Letters & Faxes
Memos
Other Documents
Outlook
Presentation Designs
Presentations
File niame; [Blank. Presentation =l pen |
Files of type: [0 Fies 1) | Cancel
vl |
1.0, Final, 04.01.03 16 NMCI.60061.01.F+0
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The file name is moved to
the Current file attachments
area at the bottom of the
window.

Chouse a fike v attach:

Procedures
6. Click Open.
2 — Web Page Malog
The path and the name P
i i
display in the Choose a file Jr— — =
to attach field.
Attah
7. Click Attach.
= . .
ciose @) After a file displays in

the Current file
attachments area of the
window, delete it by

The attachment is added to
the message.

i =3 Oplions.
[Homal =] [Torastirmfome =2 T B T @ E ® & = = ¢ &

| clicking the checkbox to
the left of the file name,
and then clicking
Remove.
8. When completed adding
attachments, close the == = e
window.

Eatrels ¥ Longfied

Is I

—

Bes Livhin desiBrenciist com

Subgect [Cressng & Meseage m OW,
Atachmens ﬂwh

1.0, Final, 04.01.03
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10.

USING THE OWA CALENDAR

This sections describes how to use the OWA calendar.

10.1.

SCHEDULING AN APPOINTMENT

OWA allows the user to schedule appointments or create reminders to ensure that important dates, meetings, and so
forth, are not forgotten. Group meetings and invitations sent to the attendees can also be created. To schedule an

appointment, perform the following steps:

In the Subject field, type a
brief description of the
appointment.

In the Location field, type
where the appointment will
be held.

I Location: I

Subject: [

Atachinenss
suntne [Tougem:  fpooan ] I Aoy e
T =|Pman -l

T o

Shorr e o

Procedures
1. Click New. Click z o
. Hs.n-mcm.-_ @ | ZfPin ! 4 <2 Recumnce O Invit Atiendess _@
Appointment. i |y If the appointment is not

an all day event, verify
that the All Day Event
checkbox is not checked.
If it is checked, click it to
remove the checkmark.

2. In the Start time: field, type
date and time the
appointment is scheduled to

17 Start
Time Field

| |

2" Start
Time Field

begin. ;
' Start time: [Wed 6/12/2002 | Jtt30 An | T Al day event
{Eetgztgzigi?zefiiled’ type Entime: [Wed 6/12/2002 - |[1z00 P |
appointment will end.
3. The Start time: and End
time: fields default to the i
current date. ) Shart time: [Thu 6672002 Forward To change months, click
@’ , Amow the forward and backward
o P arrows to the left and right
To change this date, click ; B EE of the name of the month
Showtime as: 26 27 28 B 30 31 1 :
the down arrow at the end -
12345 @7 2
of the Start date: field and 010112131415
click the month the B IEe NN R
appointment is scheduled to 7325 M N W W
begin. 0123 458
4. Click the day the appointment begins. The selected month and day display in the Start date: field. If the
appointment will last all day, click the All day event checkbox. If not, click the Start time: field.
5. In the Start time: field, type the time the appointment begins. The entry should be in the following
format: HH:MM AM or PM.
6. To adjust the end date, click the down arrow at the end of the End date: field.
7. Click the forward and backward arrows to the left and right of the name of the month to change the
months.

1.0, Final, 04.01.03
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8. Click the day that the event will end. The selected month and day display in the End date: field. Click

the End time: field. Type the time the appointment ends. The entry should be in the following format:

HH:MM AM or PM.
9. Click the Reminder checkbox to be reminded prior to the appointment. In the dropdown list, select a

reminder time.
10. In the Show time

as: field, click

the correct -

option. Ahowr titne as:
11. NOTE

When anOther allu:l:hll -« Appoingment - Hicrosslb Iﬂ'.-'-l.hﬁ—_'
user checks your At el | ] | ¢ € | 0 i B Gl vt
availability, " = pesne :
he/she is able to
. Wednsiday, June 11, 100
deterrnlne TR T T T B AT WM T BT LN T B R T B |
whether you will i
be out of the i ¢
office, busy, and o - ——
so forth based on : Toristrn Wiiny 0ol cis 55 i i ___,""'p
the option {7 e [ i ST —— -
selected. mn— [ 61 200002 I ELS =]
] e (P oo et

12. Click Save and Close. The appointment is added to the user’s calendar.

10.2. SCHEDULING AND INVITING PEERS TO AN APPOINTMENT

To schedule and invite peers to an appointment, perform the following steps:

Procedures

1.

OWA allows the user to schedule an appointment and send invitations to the participants through e-mail
and places the meeting on each participant’s calendar when the invitation is accepted.

2. From the menu, click the down arrow beside New.
3. Click Appointment.
1.0, Final, 04.01.03 19 NMCI.60061.01.F+0
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4. In the
Appointment —— " -
. . = Send Save $Pont | W, | ' 4 | <O Recumence Cancel Invitation
window, click S =
. mm[svmmmyg
Invite Rt [
Attendees. __Optionat._ ||
. Resources.. ||
Additional fields % et Rr o
are added to the -
WindOW. Attachments:
Start time: [Thu 6/6/:2002 =lhaora | T Al day event
S5 Erd time: [Thu 6/6/2002 =|oorut =l
Show time as: [Bosy =]
=
=zl

The following table describes each field and the action that accompanies that field. Enter information in the

corresponding fields to add more detail to the appointment or meeting.

Field Name Description

Required Type the names and e-mail addresses of each attendee required to participate
in the appointment.
In the Required field, type the display name or e-mail address. Enter a
semicolon between each entry.
OR
Click Required to display the Find Names — Web Page Dialog window to
perform a search for the name and e-mail address of the attendee. See the
Searching for Recipients section.

Optional Type additional names, if applicable.

Resource Type additional names, if applicable.

Subject Type the subject of the appointment.

Location Type the location of the appointment.

Start and End Type the start and ending dates and times for the appointment.

Date and Time

Reminder

Check this box to be reminded before an appointment, and, using the
dropdown list, select a time.

Show time as

Adjust information as needed. In this field, in the dropdown list, click an
option.

1.0, Final, 04.01.03
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5.
Click the “ | : BEE
. oy [ Save andClose| 1 | SpPrint| * & | «¥ Recurrence| @& Invite Attendees Hels
Availability tab. —
Appointment ‘ Availability ‘
The Availability

window appears.

| Tentative |Busy [Outofoffice KN Nolnformation

SLarH_\me [Fri 21142003 ~fp30 an1 |
End time: [Fri 2/14/2003 =00 anm |

The Availability window displays the invited attendee’s availability. The selected start time for the
appointment displays as a green vertical bar and the end time displays as a red vertical bar. To determine
an attendee’s availability for the appointment, look at the boxes that correspond with the attendee’s name.
If a box falls within the time frame selected for the meeting, the participant has a conflicting appointment
scheduled. Match the color of the conflicting box with the key in the lower portion of the window. If key
attendees are busy, a new day and time for the appointment may need to be selected.

Click the Appointment tab.

In the Message box, type any additional information the participants need to receive along with the
invitation.

Click Send. The invitation is sent to everyone listed and the appointment is added to the user’s calendar.
As each user accepts the appointment, it is added to their calendar.

10.3. SCHEDULING RECURRING APPOINTMENTS

If a specific user is responsible for managing a group appointment that occurs at a regular interval (for example, a
weekly staff meeting), the recurrence feature can be used to automatically schedule the recurring appointments, send
out the invitations, and place all the appointments on the calendar of each attendee. The user can also use the
recurrence feature to have a series of appointments to place on the personal calendar. To schedule recurring
appointments, perform the following steps:

Procedures
1. Create a new
app()lntment' "auntitled -- Appointment - Microsoft Internet Explorer i g — =10 i‘
= Send [ Save| 0 |an e, | ! 3 |43 Recurrence | @ Cancel Invitation 2
Click Appointment | Availability |
Recurrence. Roguitect.. | [Pamela LengFard, & dmnistzater
Optional .. ||
Resources. ||JaneD.Doe
¥ Request Responses
Subject: [NIMCT Laptop Training
Location: [Bldg, 1524, 4t Floor Conf. Room
1.0, Final, 04.01.03 21 NMCIL.60061.01.F+0
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The Recurrence

pattern section is
divided into two
frames.

oK Caneel

Remove Remirrence

Procedures
2. The Recurrence /3 Recurrence pattern — Web Page Dialog x|
Pattem _ Web Appointment tive
Page dialog box {Sm faoo e Bl Eud. [230 M El
. Recurrence pattern
appears with the
pp . C Dailyr Recurs every Il— weekis) on
appomtment Frame 1 & Weekly ™ Sunday ™ Wonday I Tuesday ¥ Wednesday Frhime 2
start and end ; Monthly ™ Thisdsy [ Friday I~ Satmday
times populated. Yearly
i~ Range of recurrence
Start: |Wedér12r2002 M & g end date
Locate the
Recurrence £ Erdapter [10 oecwTEnzes
pattern section of C Bk [Tmomaorz |
the dialog box.

Frame 1 contains four options: Daily, Weekly, Monthly, and Yearly. The option
selected in frame 1 determines what displays in frame 2. For example, if weekly is
selected in frame 1, weekly options display in frame 2.

1.0, Final, 04.01.03
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10.3.1.

DAY OPTION

To use the Day option, perform the following steps:

Procedures

1.

The Daily option includes 2 selections: Every <number> day(s) and Every Weekday.

2.

The Every <number>
day(s) field allows
the user to type the
number of days
between each
appointment. For
example, if the
appointment occurs
every fourth day,
type 4 in the field.

The Every Weekday option allows the
user to indicate whether the appointment
will occur every weekday. No
appointments are scheduled on Saturday
or Sunday.

1 & Every 4 days)

2 " Ewvery Weekday

If this option is selected, please see the
next step.

10.3.2. MONTH OPTION

To use the Month option, perform the following steps:

Procedures

1.

The Month option
includes two
selections.

Selection 1 month(s)

j of esvery |1 monthis)

¥ Day |14 of every |1

The |first 7| |Friday

Selection 2

The Day <number>
of every <number>
month(s) option
allows the user to
type the day of the
month on which the
appointment takes
place.

Click Day.

Type the day of the
month the
appointment occurs.

Click Month.
Type the number of

months between each

appointment.

Day
Field

Monthis)
Field

&+ Day|l4 of every |1 monthis)

If the appointment occurs every month, in the Month(s) field, type 1. If the
appointment occurs every other month, in the Month(s) field, type 2.

In the (Week) (Day)
of every (number)
month(s) field, click
the down arrow in
the Week field.

Month

C The|fist  =||Frdey ¥ ofevery ! ranmths)
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4.

A dropdown list of
options displays.

Click the option that
indicates the week
the appointment will
occur.

For example, if the event will occur the first week in every month, click first. If

the event will occur the last week in every month, click last.

Click the down arrow
in the Day field. A
list of options
displays.

Click the day the
appointment will
occur.

Type a number to
indicate how often
the appointment will
occur.

For example, if the
event will occur
every month, type 1.
If the event will
occur every two
months, type 2.

Dlonday j
day

weekday
weekend day

Tugzday
Wednesdasy
Thursday
Friday
Saturday

Su:ndaé |

10.3.3. YEAR OPTION

To use the Year option, perform the following steps:

Procedures

1.

The Year option
includes two
selections.

Option
Button 1

¢ Byery |bugust x| 2

@ The|fist x| [Friday
Option
Button 2

o] sugust =]

In the Every

<Month> <Day>
field, Click the down

arrow in the Month
field.

Muntll tﬁlay

1.0, Final, 04.01.03
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3. A list of months
display. Click the < =
month in which the Q Every e J
appointment will " Th | t]Februay 2
OCCur every year. MﬂFh
oyl
Ivla
In the Day field, type :m
the day of the month Tuly
to indicate the day Angust
the appointment will Septerher
occur. Cictober
Moverber |
Decerober =
4. The <number>
<Day> of <Month> : = =
fields, click the down ] |Friday = of| sugut =]
arrow in the first ;
field <number>. A
dropdown list
displays.
Te Brpo e
Click an option.
5. In the <Day> field,
click the down arrow. & Top|mst =] [Friday Sletfrest =
day
A dropdown list xzm o
displays. Sunday
e Monda
j Tu?asde;
Click the applicable feedey
Thursda 0
day of the week. mﬁ ferEn
Satuday L1002
6. In the <Month> field,

click the down arrow.

A list of months
display.

Click the applicable
month that the
appointment will
occur.

The month displays
in the field.

[* Thglﬁlst leriday jgf

Augmst ﬂ

j o Mo end date

Jul:
€ Eudaper [10 AR

 Endby: ISat 11

Jaruary &
Fehruary
Ivlarch

Luprl
Ilay
Tune

Septermber
Oictober

Hoverher >
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7. Set the Range of
Recurrence.
The Range of

recurrence field
establishes a stopping

point for the Rarge of recurrence

recurrence of Start: [Fri 21212002 | ' Ng end date

appointments. This

stopping point will C Endafler: 10 orcumTenEes
mark th@ last day ‘Fhat P et 11222 E
an appointment will

be scheduled and
placed on the user’s
(and any attendee’s)
calendar(s). Three
options are available

The following table describes each field and the action that accompanies that field. Enter information in the
corresponding fields to add more detail to the appointment.

Field Name Description

No End Date This option is used if an end date for the series of appointments has not
been indicated. The appointment will be placed on the calendar
indefinitely. For example, if a series of appointments is scheduled to
occur the first Monday of every August, the appointment will be
placed on the calendar every year until the user adds an end date.

End after This option is used to indicate how many appointments should be

<number> scheduled. For example, use this option if only 10 occurrences of this

occurrences appointment should be placed on the calendar. To use this option,
click the End after ___ occurrences radio button and type the number

of appointments that should be scheduled.

End by <Date> This option is used to indicate an ending date for the series of
appointments. To use this option, click the End by radio
button, and click the month and day the appointment recurrences are to
stop.
1.0, Final, 04.01.03 26 NMCI.60061.01.F+0
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10.4. MODIFYING AN APPOINTMENT

To modify an appointment, perform the following steps:

Procedures

1.

Click the
Calendar icon.

Double-click the
event to be
modified.

Fle Ed Wew Faokss Tock  Help

| bt - % - D[ D] Qemth (et retor | By 3 -

| fridress: @] hitos: fwebmad. novci nay. mifeccharga

o o

Click the Open
this occurrence
radio button to
change only one
occurrence of the
appointment.

OR

Click the Open
the series radio
button to change
all recurring
appointments.

Click OK.

AN

3 -- Web Page Dialog

g
o Open the seties

[9):%

Thiz iz a recurting appointment. Do you want to open
otly this occuttence o the series?

After completing the necessary changes, click Send Update to send an updated message to all recipients.

OR

If an update is not being sent, click Save and Close. This saves the updates and closes the window.

1.0, Final, 04.01.03
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10.5. ACCEPTING AND DECLINING AN INVITATION

To accept or decline an invitation, perform the following steps:

Procedures

1. Invitations arrive
in the user’s
Inbox. To €4 Reply €80 Replytoall % Forward| T 7 ¥
differentiate

¥ Jane D. Doe : Inhox

between regular Meeting
e-mail and an Invitation t! 1% 8 From Subject
invitation, look lcon Administrator MNew MMCI Laptops
at the icons Regular Administrator FW: Creating A Message in OWA
shown in the E-Mail 5
exhibit. icon
2. To reply to an
invitation,  Accept| 2 Tentative| X Decline| = | %
double-click the
invitation. A
:;;ve;x;lsndow Accept Indicates that the attendee will attend.
. . Tentative Indicates that the attendee plans to attend, but cannot make a definite
Click one of the .
. commitment.
response options ) ]
in the toolbar. Decline  Indicates that the attendee does not plan to attend.

3. A new message
window opens
after selecting a
response option
with the To and
Subject fields
populated.

In the Message
window, add any

=10/ %
=1 Bend Save| X Don't Send Response §| [m Q‘, | H + | Options... E' | If the Accept or
[Homal =] [ At S-l®m B T o= === = & 1| lentative option is
e selected, the appointment
e is automatically added to
e the user’s calendar and
- the invitation is removed

Subject: ITentauve. New NMCI Laptops

from the Inbox. After
this occurs, view the

When: Fi 6772002 10:00 AN - 10:30 AT

Location: Eldg. 2345 West Wing

additional P invitation by locating and
ttachments: . .
information or - double-clicking the
comments. appointment in the
calendar.
Click Send. =
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10.6. CALENDAR VIEWS

OWA provides a daily, weekly, and monthly view of a user’s calendar.

Procedures

1. The Calendar
toolbar includes
three buttons that

enables the user
calenda view: Fver - | X @ [ [ 6
To change

between views,

click the

Calendar

shortcut.

The following table includes details about each of the buttons on the Calendar toolbar. To view the details of a
specific appointment, double-click the appointment, and it appears in a new window.

Button Result Picture of Result
“’lﬁ“— Tl X @I M ME @
—
= e T -
] Appointments for a single ‘E:'
day display. &
%

Appointments for the
week display.

5] Appointments for the
month display.

11. NEED MORE HELP?

If you have any further questions or problems, click the Help link in the upper right corner of the Outlook Web
Access window or contact the NMCI Help Desk at 1-866-THE-NMCI.
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