BASIC S OF CUTLOOK
WEEB ACCESS

n LOGCGING IN
n GETTING ARCUND
n E-MALLING
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= microsoft Untlook Weh Access - Windows Internet Explorer esli=afr-o|

= R g, https:lexchange. srsd.netfexchweb/bin/auth/owalogon, asprurl=https: /fexchange srsd. netfexchange/&reason=0

l:.) ':D:' | [ér--n.:r.:.snft Outlook \Web Access |_

B I —
USERNAME IS YOUR NETWORK LOG ON.
WHICH I3 YOUR FIRST INTTIAL AND FULL LAST NAME.
EXAMPLE: JOHN SMITH= ISMITH

Ij Microsoft Office

- 13.0utlook Web Access

Provided by Microsoft Exchange Server 2003

Password:

Domain Name: | SOUTHERN | g

To protect your account from unauthorized access, Qutlook Web Access automatically doses its connection to
your mailbox after a period of inactivity. If your session ends, refresh your brawser, and then log on again.

THE MAINPAGE FOR LOGCGING INTO E-MALL.
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Ff microsott Uutlook™Web Access - Windows Internet Explorer 1=

':,__':.r] ]~ g, https:lexchange. srsd.netfexchweb/bin/auth/owalogon, asprurl=https: /fexchange srsd. netfexchange/&reason=0 ] MM Search

@ = | (€ Microsoft Outlook Web Access | -8 - [[]page ~

B Guiticok Web Access

Provided by Microsoft Exchange Server 2003

Password:

Domain Name: | SOUTHERN |v
SOUTHERN ‘
ADRAM
To protect your account from unauthorized access, Outlook Weltosazs

your mailbox after a meriod of inactivity. If your session ends, i TO CHANGE DOMAINs
MOUSE CLICK THE ARROW.

=i ibrrnshesllu Alacse ibe mammachan dn

TEACHERS WILL LOG ONTO SOUTHERN.

APMINISTRATORS WILL LOG ONTO ADRAM.

EB @ Inkernet



':." bﬁiﬁbk.WebAco&:s W Inbox (Two-Line view ~)

Y R E R T

E] Folders

= & Email Test 0 | From

MEY - &S

ﬁ‘[j = - [|page -

Received ¢

ﬁ Calendar |Subject

| Contacts
&4 B Marc Fletcher
{a) Deleted Items R
test settings
7| Drafts
[ T (1)
cﬁ Journal "~
LE Junk E-mail
EJ Motes
= COutbox
I.E] Sent Items
/| Tasks

ONCE LOGGED IN
YOUR DEF AULT VIEW
I35 OF YOUR INBOX.

L]0

Tue 4/25/2006 10:..
1]

'P.?'

'P.?"

Items tolefi

test settings
Marc Fletcher
To: Email Test
Cc

Marc ]. Hetcher
(609)397-0451 Ext. 317
mietcher @ sred net
Network Technician
105 Cedar Bridge Road
Manahawkin, NJ 080350

THE FIRST PREVIEW PANE SHOWS

ALLE MATLS CURIRENTLY IN YOUR INBOKX.
THE SECOND PANE GIVES AVIEW OF

THE HIGHLIGHTED E MATL.
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| ‘| Log OFF
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@ eh (€ Microsoft Outlook Web Access

Wicroeatr (Mice
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£ Outlook Web Access ¥ Inbox (1,

E] Folders

= £ Email Test

ﬁ Calendar

|55 Contacts
@ Deleted Ttems

=1
cﬂ Juurnal

f:a Junk E-mail

2rrDELETE

SNE] BRI R ER =T

REPLY T

O ALL

1 |From Received 7
|Subject |v]a]

& Marc Fletcher Tue 4/25/2006 10:22...
test settings ]

'P.?'

REFPLY TO SENPER

USING THE TOOLBAK

test settings

Marc Fletcher
To: Email Test
[

FORWARD

f2 - B - =8 - [leage-
Items tolofi

B 4 B B

| ‘| Log OFF

GO RAMS!!

TO CREATE ANEW E MATLL
CLICK THE NEW BUTTON.
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- Untitled -- Message - Windows Internet Explorer : EE
."E, htkps: ffexchange.srsd.netfexchange/ETest 2/ Drafts P Cmd=new [v] %

send| =l |2V 0 8.7 B |$_f|Dpﬁnns--- @) Help

| To... fie|

)
I
1

[ Bcc...

Subject:

[ Attachments: ]

Maormal [V] A | Arial ] D[V]é B I U = M T4

il
I
Il
[11
[
&
“nr
¥
|

TYPE IN THE FULLNAME OR FIRST FEW LETTERS OF THE LAST NAME
OF THE RECIPIENT. THEN CLICK THE CHECK NAME BUTTON.

CREATING AND SENVING AN E MATLL.

L &P Internet & 100% -




AR SN

# | https:/fexchange.srsd,netexchanoe ETest2 Drafts | Cmd=rew

isend|id 4[5 % 0[5t 8 [ optons...| @ e

|ﬂ Sl % - B == - Tlrage - ”

https:ffexchange. srsd.netfexchange/ETestz /4

currently selected.

fie
|
e =} Check Names -- Wehpage Dialog

rTTET———— IE, https:,l',l'exu:hange.srsd.net,l'exchange,l'ETestE,l’DraFts,l'?Cmu:I=u:IialDg&template=dlg_anr&'ir 5 '

;_Nnrmal [ﬂ

e

Microsoft Qutlook Web Access found more than one "fle”

Do you want to:

@ Delete this recipient from the list
(%) Change to

@ Help g

| Joseph Fledk [IFledk@srsd.net]
| Marc Fletcher [mfletcher @srsd.net]
|[Maryann Fleck [MFleck@srsd.net]

Properties...

~

https:flexchange.srsd.netfexchange/ETeskz/Drafts) ?Crnd=dialogidte 0 I

ADVLALOGC BOX OPENS VISP LAYING
ALLST OF POSSIBLE RECIFIENTS.
SELECT THE CORRECT ONE AND
CLICK THE OK BUTTON.

2|
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gq EE e Inkternet -fl-‘ 100%. -




- Untitled -- Message - Windows Internet Explorer

TE]

."g, htkps: ffexchange.srsd.netfexchange/ETest 2/ Drafts P Cmd=new

send| =l |2V 0 8|7 B |$_f|Dpﬁnns--- @) Help

[ To... ] Marc Fletcher

cew ]
[ Bcc...

Subject:

[ Attachments:

Mormal [V] A\ Arial [?] ID[?] A B I U

[
[
1
[f]|

= kT M

WITHCORRECT RECIPIENT IN THE TO FIELD
\YOU CAN NOW WRITE YOUR E MATL.

YOU CAN COPY OTHER PEOPLE ON THE MATLL
NATTACH DOCUMENTS.

\OR FOR MAT THE BODY OF THE MALL.

htkps: ffexchange.srsd.netfexchange/ETestz | # D IIQ- a Internek Fo100% T




- Microsoft Outlook Web Access - Windows Internet Explorer

g, https: fiexchange, sred.netfexchangs/

MEN S 28

W/
() 5 | @ Micrasaft Outlook Weh Access |_| - B - - Dleage - »
':i' bﬁi&kW&bﬁGD&SS @ Inbox (Two-Line View ~) Items tolafi 04 € B B
1 Folders O ) fomen -2 X | a @ |H -5 0w oken ] Log Off
= £ Email Test (1| From Received 7
| Calendar |Subject | ' | 7 |? test settings
-| Contacts P Marc Fletch
%—I Deleted Ttems e T_Efqr:f:;mfr Tue 4/25/2008 m:fﬁ“ 7 T{:r;naiIET:sf r
(37 Drafi est settings I e
3
4 Journal
f:a Junk E-mail
:aJ Motes
[ Outbox Marc ]. Hetcher
[ Sent Items (609)597-9481 Ext. 317
& Tasks M
Neiwork Technician
105 (edar Bridée Road
Manahawkin, N] 05050
TO ACCESS CONFERENCES AND
PUBLIC FOLERS CLICK THIS BUTTON.
e
~Jinbox AND ANEW PAGE WILL OPENWITHPUBLIC FOLERS.
1] Calendar /
S=| Contacts /
/| Tasks
;ﬁ Public Folders
7 opti
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~ Microsoft Outlook Web Access - Windows Internet Explorer

I'\\_\_:E"'__J'I - EI https:lflfexchange red mak i iblic ! [vl '@ !‘!nl

9 = | @ Microsoft Outlaok Wehb THE P UBLIC F OLPEZ 9 P A@E m= v [ ] Page -

Outlook Web Access T HS Notices (Two-Line View ~) Items to1of1 [l € [ B

3 Public Folders
| Hs calendar
S HS Motices

NFaculty Bulletin

3 stvlgnt Attendanc i B i =N

3 studendEylletin
_d Internet Mewsgms
HH| Ms calendar
= [ MS Motices
A Faculty Bulletin

3 student Attendano \

3 student Bulletin
= [ SRsD Office
[ Board Agenda's

SrEAEEEErT G
(1 | From Received v
|5ubject | ' | a | test

Fri 317 /2006 10: Tim DaI}r
b & Conversation: test

test
DS

PUBLLIC FOLERS ARE SETUP SIMILAR TO FIRST CLASS.

= somratignions | HEEGH SCHOOL AND MIIVLE SCHOOL BOTH HAVE

[C3d Board Minutes

A Faculty Attendan

= 3 Teachers
H [ Departments
A For Sale
3 Health Benefits
3 Payroll
4 Postings
Ll SREA

THEIR OWN CONFERENCE.

I
TEACHER S HAVE THEIR OWN CONFERENCE.
AND ALSO HAVE DEP ARTMENT CONFERENCES AS WELL.
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~ Microsoft Outlook Web Access - Windows Internet Explorer __-__ :_: x

| g{_} - :g, https:/fexchange. srsd.net/public/ [ﬂ_ﬁj @J L}EJ I;-‘;-_'::-.; Eearch | tﬁﬂ]
|_| @ o Eﬂ m= -~ [£7] Page - i

@ ':E:' | E Microsoft Sutloak Web Sccess

Cit Outlook Web Access  HS Notices (Two-ine View ~) Items miofi [l €4 B B
Il = [C3 Public Felders

1 = = 7y | o
;ﬁ HS Calendar i j_ 2 e LJ 23t
1 [ | Arom

=R | HS Motices Recoived £ L
[ Faculty EN{etin |5 bject | ! | d | et

= 5 Tim Dal
LA Student Attndanc e BN ELE L Fri 3/17 /2006 103 = Y n
i : - il Conversation: test
A student Bulletin test
Cad Internet Mewsgroups
B Ms calendar
= 3@ Ms Motices

= | TOPOST IN ACONFERENCE BE SURE THE CORRECT CONFERENCE
—=| IS SELECTED IN THE LEFT PANE. THEN CLICK THE NEW BUTTON.

= 3 sk
[ Board Agenda's
[Cd Board Highlights
[[d Board Minutes
[ Faculty Attendance

= 3@ Teachers

H Departments

For Sale

Health Benefits

Payroll

Postings
SREA

VENEEW

. ]i] iiii | li]
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