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Fill in all relevant information, being sure to scroll down to view the entire screen.
Click the Save and Close button when you are finished.

You can change the way your contacts appear on the screen by selecting an
option from the View pull-down menu on the Contacts toolbar.

Detailed Address Cards
Address Cards
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By Followup Flag

To view the detailed information for a contact simply double-click on their entry
on the Contacts screen.
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TASKS

The re-designed Tasks screen in OWA 2003 allows you to create tasks and set
due dates and reminders.
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From the main Tasks window click on the New button to create a new task.

ff]New '

You can fill in the task header with the desired information. You can track
progress on the task by updating the % Complete field as necessary.

[l Save and Close
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Task | Details
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Due date: INone j Status: INDt Started =l
Start date: |N0ne j Priarity: INurmaI 'I %o Compleke: ID
™ Reminder: [tone =] [ruore |
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2§ Untitled -- Task - Microsoft Internet Explorer
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You can type additional information about the task in the blank space below the

header. When you click Save and Close the task will be added to the task list
on the main task screen.
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OPTIONS

OWA provides several options for customizing the way you view the application.
The Options window is larger than your screen so you will have to use the
scrollbar to view the entire window. Each option is discussed in more detail
below.

Out of Office Assistant

Dut of Office Assistant

[ J % I'm currently in the office
g
 I'm currently out of the office

AukoReply only once ko each sender with the Following ket

B
4

You can use the Out of Office assistant while you are away to automatically
send a message to people the first time they write to you. To use the assistant,
type your out of office message (it may include alternate contact information and
the dates you are away) in the space, then click the radio button to tell the
system that you are out of the office.

Note:

Don'’t forget to turn off the Out of Office Assistant when you return to the office to
read E-Mails.
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Messaging Options

Messaging Options

\J Murmber of items to display per page: I25 i I

After moving ar deleting an item: IDpen the nextitem = |
v Display a notification message when new mail arrives
v Flay a sound when new mail arrives

B Bukamatically include my signature on oukgaoing messages,

Edit Signature. .. |

Mail editor Fonk: | 10 pt. Arial | Choose Font... |

You can choose the way you are notified when you receive new mail in your
Inbox. By default both the message and sound notifications are selected. If you
find either of these distracting you can deselect them by removing the check
mark from the appropriate checkboxes. The last option allows you to set the
default font for any messages that you type.

In this section you can also create your personal E-Mail signature that will be
attached to every outgoing E-Mail message. To setup your signature click on the
Edit Signature button. Type and format your signature, then click Save and
Close.

I
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Reading Pane Options

Reading Pane Options

ﬁ  Markitem displaved in reading pane as read
= W' aik |5 seconds before marking item as read
¥ Mark item as read when selection changes

 Donat automatically mark items as read

Here you can decide how to mark Inbox items as read when you view them from
the Preview Pane.

Spelling Options

Spelling Options

ﬁagr [ Ignore wards in UPPERCASE

[ Ignore words with numbers

H| Always check spelling before sending

Select the language of the dictionary to use while checking spelling:

II:SE|EE|: a Language) ;I

The spelling options allow you to specify which items to spell-check and also
whether to automatically check the message when you click the Send button.
Automatically checking the spelling on outgoing messages will delay the send
process slightly but will ensure that your message is error-free in the event you
forget to spell-check it.

E-Mail Security

E-mail Security

E Click here to install the latest wersion of the S/MIME Contral,
fa

1
Dovrload I

If you choose to download and install this feature you will have the ability to
encrypt and digitally sign outgoing E-Mail messages. This is not necessary for
most E-Mail transactions and use of this feature is only recommended for
advanced users.
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Privacy and Junk E-Mail Prevention

Privacy and Junk E-mail Prevention

8 j?' ™ Filter Junk E-mail. Check the Junk E-mail Folder reqgularly to ensure that you do not miss messages that you want to receive

[Manage Junk E-mail Lists, .

Choose how ko respond to requests For read receipts:
L Always send a response
*  Donot automatically send a response

You can control whether external content in HTML e-mail messages is automatically downloaded and displaved when you open an HTML message.,

¥ Black external content in HTML e-mail messages,

If you click on the Filter Junk E-Mail checkbox you will have the option to
Manage Junk E-Mail Lists. Click on that button to setup your list.

; Manage Junk E-mail Lists -- Weh Page Dialog x|
Wigw or Modify list; ISaFE: Senders ;I @) Help
[=] MNOErs 3
E-mail From people d<afe Recipients ist will never be kreated as
Junk E-mail. ¥ou carglocked Senders ses of domain names on this
list.
Add...
Edit... |
Remowe |
¥ also trust e-mail From my Contacts Ok I Cancel |

In this dialog box you can setup safe senders and blocked senders. This feature
can be useful in reducing the amount of junk E-Mail (also known as “Spam”) that
you receive in your Inbox. First, select which list you'd like to create (it's best to
create a “Blocked Senders” list of addresses from which you do not wish to
receive messages). Then, click on the Add button to enter addresses. You must
type in the full E-Mail address (hame@company.suffix) in order for this feature to
work. When you have entered the names you wish to block, click OK.
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Appearance

Appearance

To see the color scheme ywou select, wou may need ko refresh your browser after saving your changes,

-J I Defaulk (blug) - I

This option allows you to add a “personal touch” to your E-Mails by changing the
color scheme. The color will change after you click Save and Close at the top of
the Options screen. You may need to close your browser and log back into OWA
for the changes to be reflected.

Date and Time Formats

Date and Time Formats

Lial Shart Date Style: f111/2004 - 123102004 =]
T Long Date Skyle: |Thursday, January 01, 2004 - Friday, December 31, 2004 _ﬂ
Time Style: f1:01 8M-11:59PM  ~|
Current Time Zone; I{GMT-DS:EIEI]I Easkern Time (LS & Canada) ;I

Here you can modify the way that the date and time displays in the various parts
of your version of OWA.

Calendar Options

Calendar Options

’:ﬁ Wieek begins on: Im
Duay start bime: m
Dy end time: Im
First week of vear: |D|:| nok display week numbers _ﬂ

Calendar options allow you to change the way that you view your calendar.
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Reminder Options

Reminder Options

To view reminders, wou musk use Microsoft Internet Explorer 5 or later.
¥ Enable reminders For Calendar items
¥  Enable reminders for Task items

v Flay a sound when a reminder is due

Default reminder: I 15 minukes - I

You can change the reminders for your calendar appointments. By default
reminders are enabled. If you do not wish to have a pop-up reminder display on
your screen you can deselect this option. You can also change the time at which
the notification displays on your screen. By default you will receive a reminder
15 minutes before the start of your appointment. This can also be changed in the
calendar view for individual appointments.

Contact Options

Contact Options

g _ Zheck names first in:
JE o

Global Address Lisk

& Contacks

In this portion of the Options screen you can change the way the Check Names
feature works. If you send most of your e-mails to ASPAN e-mail users you
should have the system check names against the Global Address List first. If you
send most of your messages to people who have e-mail addresses in your
Contacts, you should have the system check names against Contacts first. If in
doubt, leave the first option selected.

Recover Deleted Items

Recover Deleted Items

= Click Yiew Items to view and recover items that were recently emptied from your Deleted Ikems Folder. Recovered items will be moved back to your Deleted Items
4'_5._;]] folder,

View Ikems I

If you accidentally delete a message and immediately empty your deleted items
folder, you may be able to recover the items you have deleted.
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This is also an option that displays when you view your Deleted ltems folder.
The icon to recover deleted items looks like this:

bol

Important Note:

Recovering deleted items is not always possible. You should not rely on this
method to recover important documents! Instead, think carefully before you
delete anything you may need in the future.

If you make any changes to any of the options on this screen, be sure to click on
the Save and Close button at the top of the screen in order to save your
changes.
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FILING AND MANAGING MESSAGES

Although the 100 MB mailbox limit seems like a lot of space you will be able to fill it
up quickly. Because you will not have access to Personal Folders, managing
your Inbox is a little trickier with OWA. Follow these guidelines and tips to ensure
that your mailbox does not become too large.

1. Empty your Deleted ltems folder frequently. OWA does not have a setting
that allows you to empty your Deleted ltems folder when exiting the
application, so you must empty it manually.

2. Manage your Sent Items folder. OWA automatically keeps a copy of all
messages you send. While it may be important to keep some sent items
for your records, a lot of your sent items can be safely deleted. Check
your Sent ltems folder frequently and clean up unwanted messages.

3. Messages with attachments typically take up the most space. Save
attachments to your hard drive and delete the original message to save
space.

4. OWA does not allow you to save individual messages to your hard drive.
If you have no room to keep some messages but need the information,
consider copying and pasting the contents of the message to a Word
document. To do this, highlight the message contents, right-mouse click
and select Copy from the pop-up menu. Then open Microsoft Word and
select Paste from the toolbar. You can save this document to your hard
drive and delete the original message to save space.

5. If you want to categorize your E-Mail messages within OWA you can
create sub-folders underneath your Inbox. To do this, view your OWA
menu bar in the Folders view. Right-mouse click on the Inbox and select
New Folder from the pop-up menu that appears. The Create New Folder
window will appear where you can type the name of the folder.

B
Falder contains:
|Mai| Ttems |
= 5 TEST, Crathall

(] Calendar

5] Contacts

(&) Deleted Items

(7 Drafts
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o | MNotes
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[ Sent Items

& Tasks

ﬂ! Cancel
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LOGGING OFF

When you have finished using OWA it is important that you properly exit out of
the application. This will ensure that your E-Mails cannot be read by other
people who may use the computer after you. This is especially important if you
use a computer in a public location such as a library or airport.

To log off properly, click on the Logoff button. You'll find it in the top right corner
of the toolbar on any screen within OWA.

l_':] Log OFf

A screen will display instructing you to close your browser window.

Je-2 -0 @ QED B BB -E »| e et vew Foortes Took pep

E%Hﬁflogkaeb Access

Provided by Microsoft Exchange Server 2003

You have been logged off.
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