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Outlook Web Access (OWA)
Logging into OWA

Logging into OWA
This section explains how to use the Outlook Web Access (OWA) function.

The OWA function allows you to use any web browser to access to your:

=  Mailbox
= Calendar
= Contacts

Public Folders
And the Global Address List (GAL)

Step Action

1. Connect to your Internet Service Provider (web browser).

2. Type the OWA address www.ucsfmedicalcenter.org/exchange in the address or
location field. Add this address to your Favorites listing for quicker access in the
future.

.| The UCSF Medical Center Outlook Web Access window displays.

3. After reading the security message, click on the word Yes.

/3 ucsF Medical Center - Outlook Web Access - Microsoft Internet Explorer REE|
File Edit Yiew Favaorites Tools  Help ﬁ
GaBack v = - (D tat | Qi search [GFavorites iMedia &4 | Eat = Ne=: (R e

Address I@:lhttp;p’,iwww.ucsfmedi:alcsntsr.Urgfsxchangsp’ j PGQ Links

UCSF Medical Center
Outlook Web Access

| understand and accep

YES - NO

'2:' Done ,_ ,_ ’_ |4 Internet
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Outlook Web Access (OWA)
Logging into OWA

Step Action

| OWA displays the Security Alert window.
4. Click the OK button.

Security Alert x|

riﬁ f'ou are about to view pages over a secure connection.

e

Any information you exchange with thiz zite cannot be
vigwed by anyone elze on the 'wWeb.

[ In the future, do not show this warning

0k I b are [nfo

Step Action

.| OWAdisplays the Enter Network Password window.

5. Complete the User Name and Password fields.
6. Click the OK button.

Enter Network Password N

Pleaze twpe vour uzer name and password.

Siter exmcbl7 . ucsfrmedicalcenter.arg
Realm exmcbl?. ucsfmedicalcenter.org
Uzer Mame ||
Pazsward I

[T Save thiz password in your pazsword list

OF. I Cancel
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Outlook Web Access (OWA)
Navigating OWA

Navigating OWA

The OWA function contains several functions:

Email
Calendar
Contacts
Notes

You can use either the appropriate Folders or Shortcuts to access the OWA functions.

Step Action

.| To view folders that you have created, you must be in the Folders view.

Shortcuts Bar Folder List
i MicroGoft = e
EQutiook FQtiook
ikl J Folders
Shorteuts Shortcuts |
B W ee, Meny To expand a folder to
. : .
IE—EICDntacts \Qfe\/\lldany h||d dkelgh
Switch between the @ Deteted iems oy e S
two different views ED”ﬂs plus (+) sign to its left.
. . E!‘_‘HHUD
by clicking the I — To hide subfolders, click
Folders and O3 Jusik E-madl the minus sign (-) to
Shortcuts” button. 2 Hotes folders left.
& outk

tt [tems

[ Public Folders
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Outlook Web Access (OWA)
OWA Email Navigation Toolbar / OWA Email Views

Create New
email

OWA Email Navigation Toolbar

Reply to
email

Send email to
another user

Search Global

Move emall to Address Book

Check for another folder Erases

new email deleted items

AN

B Mew ~

€4 Feply 5 Reply to all W€ Foreard

AN —

%'@,%‘}f@

A

=] Wiew Iflessages

Reply to all recipients of the email

OWA Email Views

Search folder for email

/Show /Hide Preview Pane Changes emails displayed

Delete the selected email (reference below)

Ste Action
To change the way OWA displays your emails, select the appropriate view from the
View drop-down menu.
Messages j
By Sender
By Subject
By Caorwersation Topic
Unread By Corwersation Topic
=ent To
View Type Description
Messages Displays all your email messages.
Unread Messages Displays all your unread email messages.
By Sender Groups your email messages by sender.

By Conversation Topic

Groups your email messages by conversation topic. If the
conversation topic box is empty, OWA groups the emails by subject.

Unread by Conversation

Displays only unread email messages and groups them by

Topic conversation topic. If the conversation topic box is empty, OWA
groups the emails by subject.
Sent To Sorts email messages in the order to which the email was sent.
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Outlook Web Access (OWA)
Changing the Message Pages in OWA / Creating a New Email Message in OWA

Changing the Message Pages in OWA

Action
OWA only displays twenty-five emails per page.

= To display the next or previous page of emails, use the left and right arrows
located on the toolbar.

OR

= |f you know the appropriate page number, type it in the Items field and press
<Enter>.

%2 Yee, Merry : Inhox

Enter page to jump to

Use arrow to jump to next or

that page. previous set of email messages.
Creating a New Email Message in OWA
Step Action
1. Access your Inbox on the Shortcuts toolbar menu.
2. Click the New button and select Message from the drop-down menu.

=} Microsoft Outlook Web Access - Microsoft Internet Explorer

File Edit Wiew Favoribes  Tools  Help

s=Back -~ = - @ it | @Search (3] Favorites @Media @ ||:4
Address I@ https: /fexmcb0? .ucsfmedicalcenter . org/mail}

8 Outlook

Web Access
Folders |

Shortcuts

Cantact
Distribution List
Paost in This Folder
Falder

hrah - Medctr |

I R ]

Inbox
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Outlook Web Access (OWA)

Creating a New Email Message in OWA

Action

Step

OWA displays a blank Untitled — Message window.

Save

email to
Sends the drafts
the email Folder

Check name to verify address

Prints the email message

Mark as Low Importance

Z} Unititled -- Message - Microsoft Intesnet Explorer
Send‘ Bave g ‘Lﬂl L5 !v\lv Dptiu:unsy\{
[Mormal =] A [aria [ Sl T B T U = = =
Attachment Mark as Important Show/Hide BCC, CC
To.. I request read
Receipts, and set
Ce... | importance
Ecc...
Bubject: I
Step Action

Click the To button.

_ OWA displays the Find Names — Web Page Dialog window.

; Find Mames -- Web Page Dialog

Display name: I

Last name: IYee

First name: IMenY

Yee, Memy

Yee, Memy 514-2000

Title: | Alias: |
Company: | Department: |
Office: | City: |
g |
Name Phone AHas Office Job title Company

e ea
MernyYes

Teel

Learning Services

March 7, 2008



Outlook Web Access (OWA)
Creating a New Email Message in OWA

Step Action
4, Type the email recipient’s last and first names in the Last and First name fields.
5. Click the Find button.

.| owA displays a listing of all the names that match your search criteria.

6. Highlight the appropriate name and click the To button at the bottom of the screen.

; Find Names -- Web Page Dialog

Display name: |

Last name: IYEE

First nama: IMen'y

Ti: |

Aot |

Crmpary: |

Department: |

Office: I

City: |

x|

Office  Joh title Company

Alias

Feell

514-2000

Addxemp»anuo..l Ta I Ce | Bee I ICleaI

Step Action
I 7. After entering all the email recipients, click the Close button.
.| owA displays your blank Untitled — Message window with your recipient’s names.
8. Complete the Subject line and type your message in the white message window.
9. After completing your message and performing a spell check, click the Send button.
3 Untitled -- Message - Microsoft Internet Explorer
= Zend Save m e (' ¥ Options...
Step Action

* The “To, Cc, and Bcc” fields can only be used if the recipient’s are listed in the
UCSF Medical Center Global Address List. They cannot be used to search for
addresses in your Contacts folder.

* You can send an email to someone listed in your Contacts folder only while you
are in your Contacts folder.
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Outlook Web Access (OWA)
Attaching a File to an Email in OWA

Attaching a File to an Email in OWA

Step Action

1. Access your Inbox on the Shortcuts toolbar menu.
2. Click the New button and select Message from the drop-down menu.
3. After attaching all of the appropriate email recipients, click on either the

Attachments: button or the Attachments icon.| g

. | owA displays a blank Choose a file to attach window.

4. Click the Browse button.
5. Navigate to the appropriate drive(s), folder(s) and file location(s) to select your
attachment.

6. Click the Attach button.

[ S o e S e e S

OWA displays the attached files in the Current file attachments field.

Click the Close button.

Choose a file o attach:

ID:‘LDncmnents and Bettingstyreem\DeskdopPieis0Rmgt doe

Add the file to the list
Attach

Current file attachments

IFD OV attackinent doe Eemuowe |

Close
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Outlook Web Access (OWA)
Removing a File from an Email in OWA

Removing a File from an Email in OWA

Action

////////% Egttrgmove a file, click the box next to the appropriate file and click the Remove

Step Action

.| OWA removes the attachment.
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Outlook Web Access (OWA)
Viewing an Attachment in OWA

Viewing an Attachment in OWA

When an email message contains a file, OWA displays the paper clip icon next to the message.

Step Action

1. Double-click on the appropriate email message.

%////////////// OWA displays the email message.

Click the appropriate attachment.

%/////////////% OWA displays a File Download window.

File Download x|

Some files can harm pour computer. IF the fle information below
looks suspicious, or you do not fully trust the source, do not open or
zawe thiz file.

File name: Product Test Surveyp doc

File type:  Microzaft Ward Docurent

Fram: exmchbl? ucsfrmedicalcenter. arg

“Would pou like to open the file or zave it to pour computer?

Open I | Save I Cancel Mare Info

v Always ask before opening this lype of file

Step Action

To view the attachment only, click the Open button.

_ OWA displays the attached file in the proper format.
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Outlook Web Access (OWA)
Saving an Attachment in OWA

Saving an Attachment in OWA

When an email message contains a file, OWA displays the paper clip icon next to the message.

Step Action
1. Double-click on the appropriate email message.

.| owA displays the email message.

Click the appropriate attachment.

2.
.| owA displays a File Download window.

File Download |

Some files can harm pouwr computer. If the file information below
looks suzpicious, or you do not fully trust the zource, do not open or
save this file.

File name: Product Test Survey. doc
File type:  Microzoft \Word Document

From: exmchl?. ucsfmedicalcenter.org

“wiould pou like to open the file or =ave it to pour computer?

Open I | Save I Cancel More [nfo

v &lwaps ask before opening this type of file

Step Action
To save the attachment, click the Save button.

3.
OWA displays a Save As window.

Select the appropriate place where you want to save the email attachment. If
appropriate, change the attachment’'s name.
5. Click the Save button.

sevens 21|

|Savein ImDesklop jl &= of B

% My Documents
- Iy Computer
15E My Metwork Places

41 Pathlare Classroom Learning DATABASE
_]Product Test Survey,doc

_]Product Test Surveyl,.doc

41 Shartcut ko Merry

= shortout to gat on fpmcbl1' (5)

e Shortout ta veem on 'fpmcb11' (F)

File name: F'[Ijljl_ll::l Test Survey. doc j I Save I
Save a3 type: IMicmsoft ‘word Dacument j Cancel |
|
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Outlook Web Access (OWA)
Reading and Replying to an Email in OWA / Forwarding an Email in OWA

Reading and Replying to an Email Messages in OWA

Step Action
1. To read an email, double-click on the appropriate email.
.| owA displays the email message in a new window.
2. Click on the appropriate Reply button.

The following table defines the different Reply icons:

Icon Action
Enters the sender’'s name in the To field.
| CoReply
Enters all the names of the recipients of the original email in the To field.
@Reply ko Al
Step Action

\\
§

Outlook 2000 displays the email message in a new window.

Type your reply, attach any files and set any delivery options.

3.
4.

Click the Send button.

Forwarding an Email in OWA

Step Action
I 1. To forward an email, double-click on the appropriate email.
8|W£ ?]ispFIays th(;a k()email message in a new window.
: ick the Forward button. [(gz .

OWA displays a FW: (Subject line) window.

3.

Click the To button.

OWA displays the Find Names — Web Page Dialog window.

4, Type the email recipient’s last and first names in the Last and First name fields.
5. Click the Find button.

.| owAdisplays a listing of all the names that match your search criteria.
6. Highlight the appropriate name and click the To button at the bottom of the screen.
7 Click the To button.

OWA displays the Find Names — Web Page Dialog window.

Learning Services
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Outlook Web Access (OWA)
Forwarding an Email in OWA / Deleting an Email in OWA

Step Action
8. Type the email recipient’s last and first names in the Last and First name fields.

9. Click the Find button.

.| owA displays a listing of all the names that match your search criteria.

10. Highlight the appropriate name and click the To button at the bottom of the screen.

3 Find Names -- Web Page Dialog x|

Display name: |

Last name: [Fee Fixst mame: [Meny i

Ttlet| Al |

Company: | Department: |

o | G|

Office Job tifle Company

A recipient to G ||| B

Step Action
11. After entering all the email recipients, click the Close button.
10. Complete the Subject line and type your message in the white message window.
11. After completing your message and performing a spell check, click the Send button.

a Untitled -- Message - Microsoft Internet Explorer

Have m %, ' + ‘ Options...
Deleting an Email in OWA
Step Action
1. Highlight the appropriate email.
2. Click the Delete key on your keyboard the Delete icon.
X
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Outlook Web Access (OWA)
OWA Calendar

OWA Calendar

Step Action

Click the Calendar icon located on the Shortcuts bar.

EOutiook ~ Twew - |5 [Q X i @ Toiw|[] [ [ Views
Web Access

= Yee, Merry : Calendar

Foldetrs |

Monday, January 23,

! 03 Beta Test for BindView Password Self Sen
S

Inhox 8

Shottcuts

| Calendar e D3 Traming and Access {Clina
i Icon

. e—

Step Action

Select the calendar view you prefer.

OWA automatically displays the current month in the Navigation Calendar bar. To
view additional months, click on the left or right black arrows. —
To return to today’s date click the “Today” button next to the calendar view buttons.

QE,EAL‘?&K Dlwer - | @ @ % & @8 |1 |@ @ @ | Help

Folders B Yee, Merry : Calendar

Monday, January 23, 2006
0 Beta Test for BindView Password Self Service (Website: passowrdreset)

SAM

AN W RE: Compliance IDX Traming and Access (China Basin)

Shortouts

January 2006 B
8 M T W T F &

1 2 3 4 5 6 7
g 9 oW 11 12 13 14
15 16 17[18]19 20 21
2{28124 25 26 27
ERE

A

Navigation
Calendar

Step Action

3. Click on the appropriate date.
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Outlook Web Access (OWA)
Creating an Appointment Using OWA

Creating an Appointment Using OWA

Step Action
1. Click on the Calendar icon in the Shortcuts bar.

. | owA displays today'’s date.

2. Use the Navigation Calendar to select the appropriate month and day.

2.
. | owA displays the selected date.

3. Click the New button.

.| owA displays the New drop-down menu.

4. Select Appointment.

4} Microsoft Outlook Web Access - Microsoft Internet Explorer

File Edit View Fawvorites Tools  Help
= Back v o= - @ ot | @Search [Fe] Favorites @Media @ | %v é

Address Iﬁj https: ffexmcb0? ucsfmedicalcenter  argfmail
P Microsoft q st .
BllOutiook  Tve|- & [Q X ¥ @ Tos @

Web Access

Message lendar
Folders | =

%  Appointment Thurs
Shortcuts

Contact
££]  Distribution List
] Faolder

Step Action
5. Click the Find button.

| owAdisplays an Untitled — Appointment window.

6. Click the Invite Attendees tab.

=101 x|

3 Untitled -- Appointment - Microsoft Internet Explorer

0 ‘%Prim‘ LI 4 ‘Q Recurrencel & Invite Attendeesl Help

Appointment I Awailability |

Save and Close

Subject: I
Locatian: |

Attachments: |

Stan tirne:|Fri 4/28/2008 - |5:00 Ant | A day svent

End time: |Fri 4/28/2006 - |5:30 AM -l

\@/ ¥ Reminder: |15 minutes 'l Show time as: IElusy hd

| =
16 March 7, 2008
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Outlook Web Access (OWA)
Creating an Appointment Using OWA

Action

Appointment tab.

OWA displays your cursor in the field next to the Required button on the

Click the Required button.

OWA displays the Find Names — Web Page Dialog window.

“} Untitled — Appointment - Mi o]
=1 Send Se| 0 |F’rint‘ ' 4 Find Names -- Web Page Dialog x|
. . Display name |
Appointment I Availability ‘
T— | Lastname Firstname:l
|—|O f_ l... Title alias:l
o]
= AL Company; Deganmentl
BSOUICES...
Offi i :I
¥ Request Responses " o
Subject il
Lacation: l— Name Phone Alias  Office Job title Company
Attachrments: |
Step Action
8. Type the email recipient’s last and first names in the Last/First name fields.
9. Click the Find button.

OWA displays a listing of all the names that match your search criteria.

10. Highlight the appropriate name and click either the Required or the Optional button
at the bottom of the screen.
11. After entering all the email recipients, click the Close button.

Stan time:|Fri 4/26/2008
End time: |Fri 4/28/2005

\@/ ¥ Reminder: |15 minutes =] &

“Auntitled — Appointment - Microso Inlx
x|
1=1 Send Sa\re| 0 ‘§an| e,
Display name. |
Appointment I Availability | ILastname: |chao T r— Id I
Yes, Merry
Ml— Title: | Alias: |
. Company: Department.
Optional
ofies:[ o
Resources.
Find
¥ Request Responses #‘
Subject: Name Phone Alias  Office Job title
Chao, Daniel  476-4082x105 DChao Roomd 87 Analyst v
Location: -
Chao, Donna  353-0254
Attachments:

‘. =

Addrecipiemta_.l Requlrenl Optional IR eeeeeeee |I Close I
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Outlook Web Access (OWA)
Creating an Appointment Using OWA

Step Action
OWA displays your blank Untitled — Message window with your recipient’'s names.

OWA displays your schedule and all of your invitees’ schedules. If you spot a

scheduling conflict, click the Appointment tab and adjust the appointment time and
date accordingly.

;/////////////// | To verify if the invitees are available, click the Availability tab.
///

3 Untitled -- Appointment - Microsoft Internet Explorer = IEllll
=1 Send [ Save| 0 ‘annt‘Q« ! 3 | 3 Recurrence| % Cancel Invitation Help

Appointment | Availability |

Friday, April 28, 2006

12 3 4 5 6 7 8 9101112 1 2 3 4 5 6 7 8 8 1011

Steele, WWarren

‘fee, Merry |
Chao, Donna

El 2

[ Tentative |l Busy [l Out of office {55 Mo Infarmation

Start time:[Fri 4/208/2008 =500 Am |

End time: [Fri 4/26/2006 M FEIE |

Step Action
12. Complete the Subject line, the meeting Start and End times, location and any
additional options (for example: meeting reminder, All day event, etc).
13. If appropriate, type a message in the white message window.
14. After completing your message and performing a spell check, click the Send button.

a Untitled -- Message - Microsoft Internet Explorer

o e

LA & ‘ Options...
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Outlook Web Access (OWA)
Creating a Meeting Using OWA

Creating a Meeting using OWA

Step Action
1. Click on the Calendar icon in the Shortcuts bar.
OWA displays today’s date.

2. | Use the Navigation Calendar to select the appropriate month and day.
. | owA displays the selected date.

3. Click the New button.

.~ | owAdisplays the New drop-down menu.

4. Select Appointment.

< Microsoft Outlook Web Access - Microsoft Internet Explorer

File Edit Wiew Fawvorites Tools  Help

HBack + = - @ A | @Search [Fe] Favorites @Media 8 | I%- é

Address Iﬁj https:|{exmcb07 ucsfmedicalcenter. orgimailf

BlOutiook Tnew|- & B x 2 E |Tossy @
WFetlndAccess Message T
— & Appointment Thursg
Shortcuts Contact
Distribution List
Falder
Step Action
5. Click the Find button.
| owAdisplays an Untitled — Appointment window.
6. Click the Invite Attendees tab.
- untitled -- Appointment - Microsoft Internet Explorer =10l x|
Save and Close| 0 |§F‘rmt| 13 |Q Recurrencel & Invite Attendeesl Help
Appointment I Auwailability |
Subject I
Location: I
Aftachments: |
Orrim o
\Q: ¥ Reminder: |15 minutes 'l Show time as.IElusy -
| =
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Outlook Web Access (OWA)
Creating a Meeting Using OWA

Action

%///////% gp\)/\é/;i g:rsnpelzl}[/?ayl/)?ur cursor in the field next to the Required button on the

Click the Required button.
.| owA displays the Find Names — Web Page Dialog window.

#3 Untitled — Appointment - Mi i =] ]
0 | Print ‘ o 3 Find Names -- Web Page Dialog x|
= 3

= Send Save

. ) Display name: |
Appointment I Avwailability ‘

Lastname First name: I
I Reguired I
Title Alias:l
Optional...
Company. Deganment:l

Resources...
Dffice Cmr;l

V¥ Reguest Responses
Subject Find |
Lacation: —  |Name Phone Alias Office Job title Company

Attachmente: |

Step Action
8. Type the email recipient’s last and first names in the Last name/First name fields.
9. Click the Find button.

.| owAdisplays a listing of all the names that match your search criteria.

10. Highlight the appropriate name and click either the Required or the Optional button
at the bottom of the screen.

11. After entering all the email recipients, click the Close button.
@ Untitled — Appointment - Microse Al x
1=1 Send Save| 0] ‘%F‘rim| €,
Display name. |
Appointment I Availability | ILastnamE' |chan Firstname: Id I

Yee, Merry
Reguired ee, herr: Iitle:l AhaS:l
Optional Company. Department

office City
Resources. .
Find

¥ Reguest Responses

Subject: Name Phone Alias  Office Job title
Chao, Daniel  476-4082x105 DChao Roomd 87 Analyst v
Location: -
Chao, Donna  353-8254
Attachments:
Stan time:|Fri 4/28/2008
End time: |Fri 4/28/2005

j\@-/ ¥ Reminder, |16 minutes =] &

4 | 3

Addreciniemm._l Requlrenl Optional IR eeeeeeee |I Close I
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Outlook Web Access (OWA)
Creating a Meeting Using OWA

Step Action
OWA displays your blank Untitled — Message window with your recipient’'s names.

scheduling conflict, click the Appointment tab and adjust the appointment time and
date accordingly.

%/////////////% To verify if the invitees are available, click the Availability tab.
%% OWA displays your schedule and all of your invitees’ schedules. If you spot a

/3 Untitled -- Appointment - Microsoft Internet Explorer i =]

=1 Send [ Save ) ‘épnm‘!&, ! 3 | <& Recurrence @ Cancel Invitation Help
Appointrment | Availahility|

“““““ Friday, April 28,2006

1 2 3 4 5 6 7 B 91011121 2 3 4 5 85 7 8 9101

Steele, Warren
Yee, Merry ]
Chao, Donna

el 2

[ Tertative JllBusy [l Out of ofice [ No Information

Start time:[Fri 4/26/2006 = [500 Am -
End time: [Fri 4/26/2006 = f5E0 Am -]

Step Action
15. Complete the Subject line, select the appointment Start and End times, location and
any other options (for example: meeting reminder, All day event, etc).
16. If appropriate, type a message in the white message window.
17. After completing your message and performing a spell check, click the Send button.

a Untitled -- Message - Microsoft Internet Explorer

n < ' 3 Dptin:lns...
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Outlook Web Access (OWA)
Using the Contact Function in OWA

Using the Contacts Function in OWA

Step

Action

1.

Click on the Contacts icon in the Shortcuts bar (figure A) or the Contacts link in the
Folders toolbar. (figure B)

Z} Microsoft Outlook Web &

File Edit ‘iew Favorite

Figure A

3 Microsoft Outlook Web #

File Edit Wiew Favorite

Figure B

@Ba(k'-"@

Address I@ https:ffexmcb0?,

éBa[k'*'@

Address I@ hktps:fexmcb0?,

) e s ot
= Outlook B Outlook
Weh Access Web Access
Folders Falders
Shoreus |
S|

H calendar

25 Contacts
¥ Deleted ltems

3 Drafts

L Inbox

& Journal

3 Junk E-mail
I Motes

< Outhox

= Sent Items
9 Tasks

If you want to change the way OWA displays your contact’s information, select the
| appropriate format from the View drop-down menu.

4} Microsoft Dutlook Web Access - Microsoft Internet Explorer

File Edit “iew Favorites Tools Help

daBack ~ = - ) ot | {Qhsearch [EFavorites GlfMedia (4 | -5 = &

Address I@ https: {fexmcb0? ucsfmedicalcenter, ongfmailf

|—.«_ Microsoft
B Outlook
Web Access ‘
Falders | Detailed Address Cards
Phone List
Shortcut
oricats By Company
= Business Phone 415 By Lacation
;w Home Phone 415- By Fallowup Flag
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Outlook Web Access (OWA)

Adding a New Contact Using OWA

Adding a New Contact using OWA

Step

Action

1.

Click on the Contacts icon in the Shortcuts bar (figure A) or the Contacts link in the

Folders toolbar. (figure B)

Z} Microsoft Outlook Web &

File Edit ‘iew Favorite

Figure A

3 Microsoft Outlook Web #

File Edit Wiew Favorite

Figure B

@Ba(k'-"@

Address I&j https:ffexmcb0?,

éBa[k'*'@

Address I&j hktps:fexmcb0?,

) e s ot
= Outlook B Outlook
Weh Access Web Access
Folders Falders
Shoreus |
S|

H calendar

84 Cantacts
¥ Deleted ltems

3 Drafts

L nbox

& Journal

3 Junk E-mail
I Motes

< Outhox

= Sent Items
9 Tasks

Step Action

.| OWAdisplays your current Contacts listing or a blank screen.
Click the New button.

. | owA displays the New drop-down menu.

3. Select Contact.

Y

File Edit Wiew Fawvorites Tools  Help

SBack ~ = - (D i | ‘Chsearch [ Favorite

Address Iﬂj https: ffexmcb0? ucsfmedicalcenter, orgfmailf

r-«_ Microsoft :
BiQutiook BRI LR
——— Message
Folders | _
@ Appointrent
Shaortcuts = Contact
L. dLC
@ Distribution List
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Adding a New Contact Using OWA / Sending an Email to an OWA Contact

Step Action
. | owA displays a blank Untitled — Contact window.

4. Complete the required and any optional fields.
5 Click the Save and Close button.

Z untitled -- Contact - Microsoft Internet Explorer E A [=1E
Saveand Close| =f | 0 X | @ ‘ Helg‘_

General I Details ‘

Last MName lF’Disson—

First Marme: lCharly— @ Business Phone W
Middle Name: [ Horne Phone I
Job title: l— Mobile Phone W

Company. | |Ass\slam Phone jl

File As Last, First -

Home Address = E-mail ¥

Mailing address Display Name: [Paissan,Charly
Street

5B4 Castro St #1203 — E-mail address: [oissonc@surgery.ucsf. edu

< ;l_l -
City San Francisco
StatefProvince: [ra
Paostal Code:  [og114
2
Country/Region: [J5a, Wieb page address:
‘ i ]

Sending an Email to a OWA Contact

Step Action

1. Double-click on the appropriate contact.
gl\_/VCt(rjlispSIaysél the plotrpl);ct[')stinf?rmation window.
. ick the Send mail to contact icon.

/3 Untitled -- Contact - Microsoft Intert o [=] ]

Save and Cluse|§ 0 ¥ {17 Send Mail to Help =

Contact Icon

General | Details |

g Last Mame: IPD\SSDH

First Narne: ICha”Y @ Business Phone I415,555,5555
Middle Name: | Home Phane [a15-555-5555
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Outlook Web Access (OWA)
Sending an Email to an OWA Contact

Action

- / OWA displays a blank Untitled — Message window and auto-populates the To field
_| with your contact’'s email address.

Enter any Cc or Bcc recipients.
Compose your email message and perform a spell check.

W///////////% If appropriate, click the Attachments button to include an attachment.

5. Click the Send button.

<} Untitled -- Message - Microsoft Internet Explorer i ]
(=1 Send save| Sp | & + Options. . Help
[Normal =] A |Arial 2] B T U E = = = = &£ =

Ta... ||p0issonc@surgery.ucsf.edu

Cc... ||

Bee... ||

Subject:  [Outlook 2000 Meeting
Attachrments: |

[

Dear Charly,

FPlease bring the Outlook 2000 mintues from our last meeting.

Thanks,

Joe Smith|
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