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Getting Started with Outlook (OWA)

The Microsoft Outlook Web App (OWA) is a web-based email system for the RCDOB clergy, principals,
DREs and staff. It allows you to access and manage your mail, contacts and calendar from any computer
with an internet connection. This handout provides an overview of the Outlook (OWA) user interface
and covers how to perform basic tasks such as sending and receiving messages, creating signatures,
turning on automatic replies, managing folders, creating appointments and meetings and creating
contacts. Each (OWA) email account is provided with 50 GB of email storage.

To access this resource, log portal.office.com and click the Outlook icon.

If this is your first time logging in to OWA webmail with this email address, you will be prompted to set
the interface language and time zone. Click Save to continue.

B= Outlook

| English (United States)

| Select time zone

(® Save
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Outlook OWA Basics

Microsoft Outlook is a powerful organization tool used to manage emails, calendars and contacts. This is
a quick overview of the Outlook Web Application (OWA) landing page for the Clergy at the Roman
Catholic Diocese of Brooklyn.

TL;‘DIOC[SE OF BRg# NN [ O Search

pete = Archive @ Junk v & Sweep B1 Moveto ¥ ¢ Categorize ¥ (® Snooze v

(© AFocused [ Other Filter ~ [Ticket #20109] Message from 7187468103 - Spiceworks

> Favorites

- @  Getting too much email? Unsubscribe
~  Folders O Diocese of Brooklyn IT Help Desk []

Ticket #20109] Message from 713.. O — () Some content in this message has been blacked because the sender isn't in your Safe Senders list, | trust content from helpdesk@dobmail.org. | Show blocked content
Inbox 2557 Roman Cathelic Diocese of Brooklyn Office of Info...
- : Diocese of Brooklyn IT Help Desk <helpdesk@dabmail.org>
(231 AttachO.html [B Voice Message.... o Thu 2/13/2020 113 P
B S John Cullen; John Cullen ¥
Diocese of Brooklyn IT Help Desk [
sentltems 2764 [Ticket #20108] Data Extraction As... u 2/13 b AttachO.htm Voice Messagewav
— 6 KB 347KB

Roman Catholic Diocese of Brooklyn G
~  Deleted ltems 33

AttachO.htm| 2 attachments (353 KB) Download all  Save all to OneDrive - RCDOB

Archive first Qua..
Diocese of Brooklyn IT Help Desk

Test Folder [Ticket #20107] Language preferen.. Thu 2/13
Roman Catholic Diocese of Brooklyn Office of Info...
©  Junk Email 69 AttachOhtm!
Archive
Diocese of Brooklyn IT Help Desk [}
ket # . 2/
O Notes Micket #20107] Language preferen Thu 2/13
Roman Catholic Diocese of Brooklyn Office of Info...
folders AttachO.htm|
> Cabinet Diocese of Brooklyn IT Help Desk []
locese > De TICKET #20105 John Cullen,
[Ticket #20106] Contacts missing ... Thu 213 —_—
ConrEmanon st Roman Catholic Diocese of Brooklyn Office of Info.. Date: Feb 13, 2020 @ 01013 pm A new ticket has been sdded to our Help Desk system.
AttachOhtm! Craator: no-reply@nma.broadviewnet.nat
RSS Feeds Summary: Message from 7187468103
site:
New folder WCI OfficeSuite Support [}
HD meeting Link | Company: Rom... Thy 2413 Catagary: TICKET #20109
> @ Hi John, Please click on link: https;//meeting.winds... Phone Numbar: Summary: Message from 7157468103
roups o -
? AttachO.html Extension: Description:
i " 02/13/2020, 01:12:51 PM
; Assignes: 44.3-second message deposited by 7187468103
Gustavo Garcia; MaryAnn Spitz D)
> Migration Thu 2/13

Tomorrow works. Gus Garcia, CISM Chief Informati...

Ticket Updates & History

OWA default screen is the mail screen and it is separated into several panes:

1. Launcher- Select the launcher to switch between web-based applications.
2. Search Bar - This is where you can search you email folders or look for people.

3. Mail Accounts and Folders — Lists all folders and sub folders in your mailbox. Expand and collapse by

clicking on the triangle icons AV next to the folder. Add folder by selecting the plus icon. L
Right clicking on a folder reveals a drop-down menu with different ways you can manage the folder.

4. Message List Pane - List the messages in the folder you have currently selected. Right clicking on an
email provides you a drop-down menu with different ways to handle the email.

5. Navigation Bar — Allows you to easily switch between email, calendar, contacts and tasks by clicking
on these icons located in the lower left of the window.

G
6. Settings - Also known as the “gear” icon . It allows you to change the look and feel of OWA as
well as providing actions such as setting your out of office email and setting up your signature.

7. Action Toolbar - Provides access to common commands such as composing new email or deleting a
message.

8. Reading Pane — Displays the contents of the currently selected email message.
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What You will See in Mail
Description  Actions
Message Create a new message by selecting New message.

Folders List The list includes the folders in your mailbox. It may include other folders, such as
Favorites and Archive folders.

Select Expand * to show the folders list or select Collapse ™ to hide it.

Right-click an existing folder and select Create new subfolder.

Search Box In the Search box, type the name or email address of a person or a keyword you want

to search for, and press Enter or select /D

Message list  Messages in the current folder are listed. There might also be a visual alert that a
message is unread, has an attachment, or is flagged.

At the top of the message list, you can choose how you want to view the list.
Select Filter and choose from the options All, Unread, To me, Flagged, or Sort by.

Each message also has a mini toolbar. For each message, you can delete it, mark it as
unread, flag the message, or pin it to keep it at the top of your folder.

Reading Pane The message or conversation that you selected appears in the reading pane. Use the
command bar above the reading pane to perform common actions such as deleting,
archiving, sweeping, moving emails, or categorizing.

— -+ Mew message 3 Reply m

8| Delete [ Archive &) Junk ~ @ Swmep B Movertn 3 Categaorize
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Creating Messages

Creating an email message is a relatively simple process. Every message must have at least one
recipient. You can direct a single message to multiple recipients by including email addresses in the To
field or by using the Cc or Bcc fields.

To create a message:

1. Inthe mail app, click on New Message on the Action toolbar. Blank message form displays in the
reading pane.

New message on the Action toolbar

Outlook

= || ] Delete & Archive & Junk » < Sweep 2] Moveto v g Categorize

Blank message form

B> Send [m Attach Encrypt ]E[ Discard [

To Bee
Ce

Add a subject

John Cullen

Office of Information Systems
Roman Catholic Diocese of Brooklyn
310 Prospect Park West

Brooklyn, NY 11215

718-965-7300 x1910

Email: jeullen@diobrook.org

2. Inthe To, Cc or Bcc field, type the email address of each recipient, and then press the enter key.
Note: The Bcc field is not displayed by default. To display it, click on the Becc located at the upper
right portion of the screen to have it appear below the Cc field.

3. Inthe Subject field, type the subject of your message.

4. Inthe Message field, type the message that you want to send.
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5. The change the importance level of the message, click the More commands icon, point to Set
importance and click the desired level.
Note: By default, the importance level is set to Normal.

B send [ Attach ~ Encrypt [i] Discard

Save draft

To .
Insert signature

Ce Show From
Set importance > High

Add bject
3 subjec Show message options... ~" MNormal

Switch to plain text Low

6. To request a read receipt, click the More commands icon, click Show message options on the menu,
select the Request a read receipt check box in the Message options dialog box and click the OK
button.

Message options X
Sensitivity
| Normal v

Request a read receipt

I:\ Reguest a delivery receipt

D Encrypt this message (S/MIME)

D Digitally sign this message (5/MIME)

KN

7. To add an attachment, click the Attach on the Action toolbar, locate and select the file you wish to
attach from Browse this computer, Browse cloud locations or use one of the suggested attachments.

= Send [ﬂl Attach Encrypt ]E[ Discard

L1 Browse this computer

T

° @ Browse cloud locations
Suggested attachments
Cc
= Test from IT.pdf
f=t Opened 1 hour ago
Add a su

The attachment appears below the subject field.

To
Cc

Add a subject

CP‘ Test from IT.pdf

el . _— -
(=] AI"}'GI"E inmy orgarlzatlon can view
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Note: You can remove the attachment by clicking the Delete X to the right of the file name.

C’},‘ Test from IT.pdf Q_)f;,’

Lo Anyone in my organization... Lo

8. To send the message, click Send on the action toolbar.

Reading Messages

All new messages are automatically delivered to your inbox folder. The number of unread messages in a
folder appears next to the folder name in the folder pane. To read an email, select its folder if necessary.
Now click on the email to show its content in the reading section. Unread messages appear in a different
color to set them apart from messages that have been read.

ESE OF BROOKLYN Outlook FSEREIEH

Re
= [l Delete T Archive Q Junk v  Sweep 51 Moveto v <P Categorize ¥ @ Snooze ™ Sy
~  Favorites @ Inbox * Filter v Report: Open Tickets - John Cullen
£ Inbox 2558 e) Diocese of Brooklyn IT Help Desk '] @ Getting too much email? Unsubscribe

G B Epm I i - [ (il ST @  Some content in this message has been blocked because the sender isn'tin your Safe Senders list. | trust content from helpdesk@dabmailorg. | Show blocked content
7 Drafts 2 You have a new report! You have a new report! O
AttachOhtml ] Open Tickets - .. Diocese of Brooklyn IT Help Desk <helpdesk@dobmail.org> o
B3 DialPad Mon 3/2/2020 301 AM 1
Linda Di o John Cullen; John Cullen
B Sentltems 2784 Q nca onisio > 8
> Diobrook Mail Update 15:05 20. 810AM - Open Tickets - John Cullen @
: achO.htm en Tickets - John Cullen (2...
Thank you John! Linda Dienisio Executive Assistan... ™ ] OP
Add favorite 22 LR

Attach0.html
2 attachments (58 K8)  Download all  Save al to OneDrive - RCDOB

~ Folders
o customerservice@windstream.com ]

MyOfficeSuite Voicemail Pin Chan... T8 AM
> Inbox 2558 Your voicemail pin has been changed. If you are u. N .
7 Dufts 3 Attach0.html

You have a new report!
B Sentltems 2784 ws MyAnalytics
% MyAnalytics | Focus Edition 5:40 AM

>  Deleted ltems 64 MyAnalytics Discover your habits. Work smarter. F...
©  Junk Email 69 Vesterday
5 Archive @ Microsoft Outlook: Anselmo Alamilla Y]

> Re: Testing Weekly Updates Usi..  Sun 5:45PM
O Notes Delivery has failed to these recipients or groups: O...

Replying to an Email

To reply to an email, click on it first to display it. Then click on the Reply all (double arrow). Click the
single arrow instead if you only want to reply to the sender of the email (leaving out any recipient who is

in copy).

v Favorites ) Inbox % Filter Report: Open Tickets - John Cullen
2  Inbox 2562 (~ Diocese of Brookiyn IT Help Desk ] Getting too much email .
AR Lo Some content in this mes & ause the sender isn'tin your Safe Senders kst | rust content from helpdezk@dobmarlorg. | Show blocked cantent
T
. of B IT Help Desk <helpdesk@dobmail.org> %
Bl DialPad 2020 >
Sentitems 2784
[ AttachOhtml Open Tickets - John Cullen (2

Add favorite 2

v Folders

Inbox 2562

3
' Dnfs MyAnalytics

You have a new report!
Sent ltems 2784
Deleted Items 80

Junk Email

5 Archive
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Organizing your Inbox

OWA provides several ways to organize your inbox. You can:
e Create folders and sub folders
e Move emails
e Set rules so that actions as performed automatically when a new email is received.

Creating a Folder

To create a new folder, right-click on the folder entitled “Folders” and then choose Create new folder.
You can create a subfolder in existing folders in the same way (Create new subfolder).

Outlook

A, or ¢ SR
%= DIOCESE OF BROOKLYN

Ty Empty folder £ Mark all as read Undo

>  Favorites @ Deleted Items 37

Recover items deleted from this folder (230 items)

Filter -~

N
Create new folder day
> Add public folder to Favorites yderator Curia e:
ily Mass Today 11:15 AM
Drat Add shared folder ur decision is requested. Moderator Curia has a...
B gap Assign policy > "known]
Permissions o subject) 10:24 AM
> Dele ; wn Cullen Office of Information Systems Roman...

'

% DIOCESE OF BROOKLYN Outlook ESREIETE

B Sentltems 2784

B Mark all as read

) Inbox * Filter
> Deleted ltems 80

o Diocese of Brooklyn IT Help Desk 1]
©  Junk Email 69 [Ticket #20348] New priest in the d... 12:25 PM
Roman Catholic Diocese of Brooklyn Office of Info...

5 Archive
. Anselmo Alamilla 1]
&) Notes New priest in the diocese 12:25PM
Helpdesk, Please see email request below. Anselm...

folders

~  Cabinet

Delete folder

Outlook Pr¢ Move

PaperCut  Assign policy

Phane Repl Permissions

Create new subfolder

101 f Brooklyn IT Help Desk
Micket #2§347] Network folders of...

schD.html

fiew is available.

tfrom IT.pdf

v

Administrator

1]

12:02 PM

itholic Diocese of Brooklyn Office of Info...

Canon
Empty folder Administrator @z
DialPad 557391 11:32 AM
ark all as read fiew is available.
FCCl tf IT.pdf
eanup Rename rom IT.p
TEEs Add to Favorites Administrator &
B57391 11:20 AM
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Moving Emails

To move an email, you can simply drag-and-drop it to the target folder or right-click it and
select Move. To move multiple emails at once, select them by checking their tick boxes and
click Move (on the right-hand side) or Move to (in the top section). Then choose the destination folder:

b . — ﬁl

= ] Delete = Archive & Junk v Sweep i Move to V' IO Categorize ~ (D Snooze ™ Undo
~  Inbox 2561
© Inbox % Filter
Receipts
B [ Test from IT.pdf B
& Drafts H
ystem Administrator @
B Sentltems 2784 7189657391 1130 AM
o preview is available.
> Deleted Items 80 2 Test from IT.pdf
Junk Email 69
© ot @ [ Adminisuator o
718957391 1127 AM
5 Archi RN
renive o preview is available.
= [Es 2] Test from IT.pdf
_folders 1) Diane Phelan P
> March 12 Outlook Training 11:19 AM 2 conversations
~  Cabinet Great, thank you. John, Diane John Cullen <jcullen... Selact everything in your Inbox folder
Airwatch 5 o Diocese of Brooklyn IT Help Desk (] [ Delete
[Ticket #20346] Access to File - Spi... 10:57 AM
Canon 17 Roman Catholic Diocese of Brooklyn Office of Info... A Fiag
AttachQ.html
Capsd £ Mark as read
Thomas Chadzutko Ed.D.
FC Cleanup
O Access to File 10:56 AM DMl ead
Good Moming John, | need access to a file en my...
0365 20 B9 Move v
. Thomas Chadzutko Ed.D.
Qutlook Project
O Monday. March 9, 2020 10:45 AM X Cancel

Creating Inbox Rules

To manage rules, click on the gear icon at the top, then click on View all Outlook Settings.

Outlook [IESEEEETE

® Delete [ Archive  Junk ~ & Sweep 53 Moveto <7 Categorize .
Settings
- Inbox 2561 ~
) Inbox % Filter Fel
Receipts
st from IT.pdf
N Theme
Z  Drafts 2
@ System Administator &
B Senthtems 2784 > 7189657391 11:30 AM
No preview is available.
> Deletedltems 80 ] Test from Tpdf Dark mode ©
®  Junk Email 6
. @ Swtem Administator & Focused bax ©
> 718957391 1127 M
= £ No preview s available.
- : Display density O
O Notss ) Test from IT.pdf
_—| T
_folders (~ Diane Phelan L) - —
> March 12 Outlook Training 119 M
d Cabinet Great, thank you, John, Diane John Cullen <jcullen. Full Medium
Airwatch s Diccese of Brooklyn IT Help Desk [ @ Delete Conversation view @
[Ticket #£20346] 55 to File - Spi... - p
Canon 7 Roman Catholic Diocese of Brooklyn Office of Info. R Fiag (@i c: Fnrigec B
(25 AttachDhtmi () Newest messages on battd
2 B Mark as read
Qo
~ T 71 0. o
© Thoms Chdatio 650 T
et s Reading pane
oaes 20 Good Marning John, | nesd access to a file on -
Lot (®) Show on the right
Thomas Chadzutko Ed.D.
Outlook Project (o) C -
: ' Monday. March 9. 2020 1045 AM X Cance ) Shaw on the bottom
PaperCut B Good Moming! Just a reminder! There is no forma. @
o R (- Kirstie Carter: Maryinn Spitz
> Next Group for Migration: Grou... 025 AM
ReVaheTech 5 Bkrisch ng on generating PSTs Psanchez -
- i - iaiese of Brocklvn IT Helo Deck i

10
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On the new page that appears, Mail is highlighted by default in the left-hand menu. From here, you can
create, edit, delete and move rules in the list.

To add a new rule, click the + Add new rule button.

Settings Layout Rules e

/O Search settings Compose and reply

You can create rules that tell Qutlook how to handle incoming email messages. You choose both the conditions that trigger a rule

& Attachments and the actions the rule will take. Rules will run in the order shown in the list below, starting with the rule at the top.
e
Rules Add new rule
= EET
Calendar

O FW: Eventlog Analyzer Reports - Failed Login Attempts HN DC

Junk email

&£ People If the message includes specific words in the subject or body 'FW: Eventlog Analyzer Reports - 1 L £ W
P Failed Login Attempts HN DC', move the message to folder 'Failed Login Attempts' and stop

Customize actions processing more rules on this message.

View quick settings
Sync email
If your rules aren’t working, generate a report.
Message handling

Forwarding

Fill in the requested information depending on the action you want the rule to carry out. Afterwards,
click Save.

Rules X

Test ‘

~  Add a condition

From ~ ‘ @ Gustevo Garcia <ggarcia@emaildiob... X%

Add another condition

~  Add an action

Mark with importance ~ ‘ | High hd

Add another action

Add an exception

Stop processing more rules ()

- =

11
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Getting Started with Calendar

Keep track of appointments, meetings, or any other event from anywhere. Add, edit, or delete events
using daily, weekly, or monthly views.

What you will See in Calendar
Description Actions

New Event Create a new event by selecting New event. Then, fill in information about the
event.

Your Calendars Under Calendars, My calendar is the default selection and displays the calendar in
Month view. You can move forward or backward through calendar months using
the arrows above the calendar.

You can add other calendars, for example a holiday calendar, by selecting Discover
calendars in the left pane. After you add a new calendar, you can choose whether
to display it by selecting or clearing the calendar option.

If you decide you don't want the calendar you created, right-click the calendar and
select Remove > Delete.

Other You can view more than one calendar at a time, add other calendars and select
Calendars which to display, and create new calendars.

View Options Choose your calendar view: Day, Work week, Week, or Month. To return to today's
date, select Today on the left side of the command bar above the calendar.

Calendar Pane  Select a specific day in the calendar, and any appointment or event scheduled for
that day is listed in this area. You also can select a day or time slot and create a new
appointment or event.

12
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Accessing Calendar

Open the calendar by clicking on the calendar icon in the bottom left-hand corner.

In this example, the calendar is opened in the monthly view.

1. You can switch to daily or weekly view
2. Today’s date is March 6
3. Use the top bar links to navigate in the calendar

IOCESE OF BROOKLYN Outlook

= R

B Today I L March 2020

' March 2020 P b sundy Monday Tuesday Wednesday Thrsday Friday Saturday ri, Mar 6
S M T WT F s 5
(6 -7 Allday  Submi
12 3 45 ° Submit
8 9 10 M 12 131 10:153 Josuz o go to OLQM - C

1516 17 18 19 20 21
22 23 24 25 26 27 28

9 30 31 1 2 2 4
s 6 7 8 9 10 M 8 > 9 ¥ 10 Ao 12 13 14
9a Training for schools office - | 102 Outlook Training @ ICC 10 Outlook Training @ ICC Submit Wkly. Attendance
102 Outlook Training @ ICC 105 Outlook Training @ICC

Add calendar
1:30p Outlook Training @ ICC

Import calendar

My calendars

15 16 17 18 19 20 21
© Calendar Submit Wkly. Attendance
United States holidays
Birthdays
\ People’s calendars
2 3 2 25 26 27 28
Josue Moran Submit Wkly. Attendance
/Al Group Calendars
~ Groups
) Office of the Chancellor 29 3 3 Apr 1 5 N 4
) CEEmEEES Submit WKly. Attendance

Pastors & Admin - Tes...

EIEI;F &z

Making a Calendar Entry

In the calendar, double-click the day for which you want to make an entry.

= m B Tty AP b REEEED v ® Add a title All day @ )
~  March 2020 T~ 4 Sunday Monday Tuesday Q Invite required attendees Friday Saturday
S MTWT F S Mar 1 2 3 Mar 6 e 7
1.2 3 4 3 e 7 2p Record OWA Webinar ( for F [C] 3/6/2020 ) 400PM s to 430PM Submit Wkly. Attendance
8 9 10 1 12 13 14
15 16 17 18 19 20 21 @  Search for aroom o location
22 23 24 25 26 27 28
29 30 3 1 2 3 4 = Add a description
5 06 7 8 9 10 1 8 S o9 %10 13 14

9a Training for schools office - | 10a Qutlo m y Submit Wkly. Attendance
More options
10a Outlo

1:30p Outlook Training @ ICC

Add calendar

Import calendar

~ My calendars
15 16 7 18 19 20 21

@ Calendar Submit Wkly. Attendance L

United States holidays

Birthdays

13
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Authorize Calendar Sharing

Right click on your default calendar named Calendar and select Sharing and Permissions.

Sl New event

' March 2020 ’*
S M T W T F
1.2 3 4 5 6

Sharing and permissions

United States holidays

Birthdlays

~/ People's calendars

Josue Moran

~  All Group Calendars

Color >
Charm  Celendar 5o
® Calendar

Tuesday

3

10

10a Qutlook Training @ ICC
102 Outlook Training @ ICC
10:30a Test Meeting

1:30p Qutlook Training @ 1CC

¥ 17

B Today 1 I March2020
Sunday Monday
Mar 1 2

2p Record OWA Websinar ( for F
8 9

Santiago - Work from home

9a Training for schools office - |
15 & 16
22 23

Wednesday
4

T:45a MS Outlook
10:15a Josue to go to OLQM - C

"

10a Outlook Training @ ICC
10a Qutlook Training @ICC
1p New Meeting

Thursday Friday

5 6

% led: lad: Cut Submit Wkly.
Mar 12 B3 13

1:20p Brooklyn Diocese & Wind

Submit Wkly. Attendance

20

Submit Wkly. Attendance

27

Submit Wkly. Attendance

Saturday

7

21

28

In the Share field enter the email address of the user you want to share your calendar with. The user
must have an exchange account on the same domain.

To confirm your request to share calendars, just click on Share.

Calendar

&

ggarcia@email diobrook.org

Inside your organization
@ People in my organization

Danyery Nunez

drunez@email. dicbrook.org

Sharing and permissions

settings any time.

Send a sharing invitation in email. You can choose how much access to allow and change access

Gustave Garcia

Can view all details

- |

Can view when I'm busy

Can view all details

Can edit

Delegate

Josue Maran
jmoran@email diobrook.org

Sean Roach
sroachi@email.diobrook.org

Can view titles and locations
]
. |w

| Can view titles and locations

Share ]ﬁ[

V| W

‘ Can view when I'm busy

v‘]ﬁ[

When the person you shared your calendar with logs in to OWA, he/she will see an email in their inbox
from the person.

Roman Catholic Diocese of Brooklyn | Brooklyn, NY 11215
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Getting Started with People

Use the People page to find, view, create, and edit contacts and contact lists.

What You will see in People

Description

Actions

Search Box

Start typing in the search box to find a contact or contact list.

Toolbar

Y% Add to favorites / Edit lﬁ[ Delete

= + New contact| e

.Qg Manage

e Create a new contact by selecting New Contact
e C(Create a new contact list by selecting the arrow next to New contact and
then New contact list.

Add a contact to your Favorites by selecting a contact in the list, and then
selecting Add to favorites. When you add someone as a favorite in People, they'll
also show up under Favorites in Mail, and the other way around, provided that the
contact has an email address.

To import contacts from other email services, export contacts, or clean up
duplicate contacts, select an option from the Manage menu.

My Contacts in
the left nav
pane

Favorites: Shows contacts you've added as favorites, either in People or in Mail.
All contacts: Shows your contacts from all folders.
All contact lists: Shows your contact lists from all folders.

Suggested: Suggested contacts, based on messages you've sent or received from
addresses not in your contacts.

Contacts under Folders: This is the default folder for contacts and contact lists.
Select New folder to create more folders.

i Outlook
—+ New contact | ~

~ My contacts

n @

< @ B P *

Favorites
Al contacts
Al contact lists
Suggested

Folders

R Contacts

New folder

Contacts or
Contacts lists

Shows contacts or contact lists depending on what you selected in the left pane.
Select a contact or contact list to view details in the contact card on the right. You
can also select multiple contacts—for example, to send an email to the selected
contacts. You can select Filter in the upper right to select what to display in the list
and how to sort.

Contact Card

See or edit information about the contact or contact list.

15
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OUTLOOK (OWA) TRAINING BASICS

Managing Contact and Contact Lists

To add a contact, click the People icon located on the Navigation bar at the bottom of the screen. Click

the New Contact button at the top, then click New Contact from the drop-down list.

Complete the information in the New Contact form, then click Create.

New contact

You can add more information than
what you see here, such as address
and birthday. Select Add more to
bring up more options.

(©)

After you click Create, your new contact appears in your list.

Outloock

DKLYN

£ Search contacts, directory, and groups

First name

Last name

Contact information

Email address

Mobile phone number

Work

Company

Notes

Add notes

Create Discard

-+ Add more

= Y4 Addto favorites ¢ Edit [i] Delete a2 Addtolist v 51 Moveto v B Unlink v
New contact -
* O Contacts By first name
New contact list Dan Nunez
v Contacts Dan Nunez 162-Office of Information Systems
dnunez@email dicbrock.org
=) Send email [ Start chat
8 Your contacts
/A Your contact lists
Contact About Organization Files Email
Deleted
“  Folders Contact information ¢ Edit contact
PR Contacts Email Work phone Name
dnunez@email dicbrook.org 718-965-7300 Danyery Nunez
New folder
Chat Mobile Name
dnunez@diobrook.org 555-555-5555 Dan Nunez
~  Groups
Company
£ Member redob
Qwner Department
162-Office of Information Systems
@ Deleted
Business address
Brooklyn
~  Directory

Roman Catholic Diocese of Brooklyn | Brooklyn, NY 11215
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OUTLOOK (OWA) TRAINING BASICS

To create a contact list, click the down-arrow button select New Contact List, then click Contact List.

foTli[=1: '@ ~ Search contacts, directory, and groups

= Y% Add to favorites ¢ Edit [i] Delete &2 Addtolist ~ B3] Unlink

Mew contact

* O Your contacts By first name
MNew contact list]

“  Contacts @ Dan Nunez
dnunez@email diobrook.org

8 Your contacts

Dan Nunez

162-Office of Information Systems
=1 Send email [ Start chat

#  Your contact lists

Contact About Organization Files Email

Ml  Deleted

~  Folders Contact information

Eg Contacts Email Work phone
dnunez@email.diocbrook.org 718-965-7300
New folder

Chat Mobile
dnunez@dicbrook.org 555-555-5555

~  Groups

£ Member

M  Owner

il Deleted

~  Directory

£ Default Global Address List
Notes

B All Rooms Tech Support

B3 AllUsers

B All Distribution Lists

B2 All Contacts

B3 All Groups

17
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Give it a name, add contacts to it, then click Create.

New contact list

Create a list of email addresses to
send email to many people at a time.

MNote: The email addresses in a
contact list are not connected to your
saved contacts.

Contact list name

OIS Team

Add email addresses

@ Gustavo Garcia
ggarcia@email.diobrook.org
a MaryAnn Spitz
“®  mcpitz@email.diobrookorg
@ Danyery Nunez
dnunez@email diobrook.org
‘ Josue Moran
jmeoran@email.diobrook.org
5ean Roach

SR

sroach@email.diobrook.org

Description

Add

Help Desk OIS team Members

Roman Catholic Diocese of Brooklyn | Brooklyn, NY 11215
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Changing the Password

On the web page, on the top right side, then click your name then My Account.

My account X

John Cullen
jeullen@dicbrook.org

Available v
My Office profile
(7} My account
Open another mailbox

Sign out

On the My Account page, click Security and privacy link on the left side of the page or click Manage
security and privacy link.

N
% DIOCESE OF BROOKLYN My account

My account ¥ Office apps & devices B Subscriptions

Verify what products and licenses you have.
Personal info

Subscriptions

Security & privacy View apps & devices View subscriptions

App permissions

Apps & devices Q Security & privacy = App permissions
Protect your account and adjust important privacy Apps with access to your data: 3
Tools & add-ins settings to your preference.

Manage which apps have access to your data. You can
revoke permission whenever you want.

Manage security & privac Change app permissions

19
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OUTLOOK (OWA) TRAINING BASICS

On the Security and privacy page, click Password/Change your password.

A
% DIOCESE OF BROOKLYN | My account

Security & privacy

My account

Password
Personal info

Change your passworg
Subscripti Contact preferences
g 5 =
SUEESTEIET Manage how and why you are contacted
Organization Privacy Statement

View your organization's Privacy Statement

Security & privacy

App permissions Additional security verification
Add or change your security verification settings.

Apps & devices Microsoft's Privacy Statement
View Microsoft's Privacy Statement.

Tools & add-ins

The change password page displays. Enter Old/Current password, Create new password and Confirm
new password respectively on the space provided. Click Submit to change to your new password.

change password

Strong password required, Enter 8-256 characters. Do not
include common words or names. Combine uppercase
letters, lowercase letters, numbers, and symbols

User ID
jcullen@diobrook.org

Old password

Create new password

Password strength

Confirm new password

20
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Adding an Auto Reply

In OWA, you can create an automatic reply on your email address to not leave emails unanswered
during absences. To do this, click the gear icon at the top, then click View all Outlook settings.

Mic @& Mail - John Cullen - Ou X
(= O @ [ outlook office.com, * = 2 @

1 Paycom HelpDesk (] Microsoft Office ¥r OIS Online Manual (5] MyOfficeSuite® \ Reflexion (S| Sophos Central @ Kean University - Hov

-
DIOCESE OF BROOKIYN ~ Outlook [RSHCEREY

=

Settings X
> Favorites Filter | £ h Outlook settings
f Inf
v Folders Theme
Inbox 2551 E]
. ]
eceipts 304 PM ® .
3 Dark mode @ (
Info. a o 0
Z  Dafts = -
Focused Inbox © ®

B Sentitems 2784

0I5 Communications Display density ©

Deleted tems 82 for M
) o _| = =
N Junk Email — —
e —_
B Archive
Fuil Medium  Compact
O Notes Conversation view C
_folders ®) Newest messages on top
C t t
Gt C st messages on bottom
O off
Airwatch 5
Reading pane
Canon 17 Sy
®) Show on the right
DialPad =
(O show on the bottom
FC Cleanup O Hide
0365 20
oklyn IT Help Desk L]
Outlook Praject 4 e s

In the window that appears, select the option Automatic replies. Next, Turn on automatic replies. You
can then set the auto-responder to fit several criteria: - send auto-reply emails for a fixed time interval,
or continuously until it is manually disabled - define which senders will receive auto-reply emails
(internal senders, only to contacts, only or include external senders).

Now, fill in the requested information depending on the action you want it to carry out. Once you have
done so, click Save.

Layout Automatic replies X

Compose and reply Use automatic replies to let others know you're on vacation or aren't available to respond to email. You ¢an set your replies to start

and end at a specific time. Otherwise, they Il continue until you turn them off.
Attachments

@D Automatic replies on
Rules

[ send replies only during a time period
Sweep
Start time B 1:00PM
Junk email

End time 3/7/2020 B 1:00PM
Customize actions End time =]

Sync email o .
Send automatic replies inside your organization

Message handling

hoN = = = .= ===« ® X
Forwardin ¥ AN B I UL A==€ 2 E=E =@ 3
< Automatic replies Add a message here
Retention policies
S/MIME
Groups
& 5end replies outside your organization
& 5end replies only to contacts
& A N B I U » A = i= < & = =E =E e XX,

=)
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Adding a Signature

To add an email signature, click the gear icon at the top, then click View all Outlook settings.

@ Mail - John Cullen - Ou X

(5 O @ £ outlook office.com, * = L &

2 Paycom HelpDesk () % o5 12} \ Refleion |S| Sophos Central @ Kean Univessity - Hoy
.
DIOCESE OF Outlook
= £} Mark all as read i
== Settings x
> Favorites © Inbox * Fiter

£ Search Outlook settings

v Folders Theme
Inbox 2551 D.
Receipts - B
Dark mode @ @
7  Dufts 2 y
Focused Inbox © ®
B Sentitems 2784
OIS Communications Display density ©
Deleted tems 82 Your Schedule for Migrating Email T

Colleague, In preparation for your move from
o==| —

©  Jjunk Email 63
Josue Moran Ly
S Archive Jor
Jor Fuil Medium  Compact
G Notes Conversation view ©
OIS Communications
_folders r Migrating Email ®) Newest messages on top
paration for your move f =
Cabinet () Newest messages on bottom
Qon
Airwatch 5 -
Canon 17 L
Brooklyn IT Help Desk ®) Show on the right
DialPad 324] Request - Spicewo
O show on the botiom
FC Cleanup O tide
0365 20

Outlook Project

In the window that displays, click Mail, then click Compose and reply. Compose your email signature in
the editor box. You can specify whether you want to include the signature by default in new emails only
or in replies and forwarded emails as well. Once you have finished, click Save to confirm.

Settings Layout Compose and reply X
Email signature
Attachments
& General Create a signature that will be automatically added to your email messages.
Rules
Frm B g M A B I U &2 A = n EE E @ x*
B Calendar
Junk email John Cullen
& People Office of Information Systems
Customize actions Roman Catholic Diocese of Brooklyn
View quick settings B 310 Prospect Park West
Sync email Brooklyn, NY 11215
718-965-7300 x1910
flesaahaning Email: jeullen@diobrook.org
Forwarding

Automatic replies
Automatically include my signature on new messages that | compose
Retention policies - v =9 9 P
Automatically include my signature on messages | ferward or reply to
S/MIME

Groups
Message format

Choose whether to display the From and Bcc lines when you're composing a message.
D Always show Bec
] Always show Fram

Compose messages in

|»

‘Ca\ibr\ VH‘IEpt ~v[ B I U

Messages you write will look like this by default.

You can also change the format of your messages in the new message window.
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