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How to Use Outlook Web App 2013

Outlook Web App 2013 has a new, modern and fresher look and feel! OWA is a component of Office 365 and
provides you with all the features that come with the 0365 Online platform.

The step-by-step instructions in this Guide will walk you through the new:

e Way to login

e Features

e Components of the Inbox

e Location of Archive Folders

e Look and feel of the calendar

e Search for people and mail function

Getting Started — How to Login to OWA

1. Click the OWA Icon on the desktop or open the Browser of your choice and
enter email.seattle.gov into the address field.

2. Enter your Domain\User Name and Password.

‘II‘\ City of Seattle

WARNING:
This is a proprietary system of the City of Seattle and is for use by authorized individuals only.

Use of this system or any other computer system. of the City of Seattle constitutes an express consent to monitoring at all times.

If monitoring of any City system for either i en or purposes reveals possible violations of
criminal statutes, all relevant information will be provided to law enforcement officials. Individuals using this or any other City
computer system or related i ion without proper ion will be subject to possible internal disciplinary actions, civil

and/or criminal prosecution. By proceeding beyond this screen you are acknowledging that you understand and accept the
content of this notice.

Domain\user name:
[t

Password:

@ signin

3. Click the Link as directed.

-

Add to Favorites

Use the following link to open this mailbox with the best performance:
| http://outlook.com/owa/ci.seattle.wa.us
More details...
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4. Sign in to Office 365.

] Office 365

Sign in with your work or school account

lsomeoneeexamp\e‘com

Password

[J Keep me signed in

Can't access your account?

5. You will be prompted to enter your email address and network password.

-

@) seattle.gov

Please enter your email address in the format
firstname.lastname@seattle.gov along with your

password:

Enter+email address

Enter*network password

< Click here

6. The OWA Homepage opens.

Office 365 | Outlook

@ New

P search Mail and People

» Favorites

4 Anton, Joanne
» Inbox
Drafts
Sent ltems

Deleted Items 33

»  Checklist

Contact List
Conversation History

Junk Email 26
Mimosa Archive

Notes

RSS Subscriptions

Deleted Items

4 Mimosa Archive
3 Yr Retention
6 Yr Retention

Cabinet

Deleted Items 148
Inbox 145

Sent Items

@ Folders -

@) City of Seattle

INBOX Conversations by Date v

All Unread Tome Flagged

Winkler, Jennifer
{No subject)
No previev is available.

Davis, Joyce
» Sept 10th - Mayor's Service Award Ceremony (RSVP List)
FYL: See emall beiow..... Joyce Davis Fr

MSalwitz-C, David-c
» Reference Folder Change

Hi Joanne, Would you mind sending a full sized screenshot (without the red boxes)...

Salwitz-C, David-c
*» Updated iPhone and Android mobile instructions

Attached.. Dave Salvitz 0365 Communications Manager Gty of Seattle, Departmen..

Winkler, Jennifer
Winkler, Jennifer has shared ‘ZyLabfinal’
replaced the one reference to (2 yr). New version is postad, [ removed the od versi...

Winkler, Jennifer
can you send me a screenshot
Will this work From: Anderson, Steven Sent: Tuesday, September 08, 2015

Winkler, Jennifer; Bettger, Andrea
» Substantive Communication

Thanks for the proposed changes. Joanne and I met last wieek and Il be meating wi..

Winkler, Jennifer; Salwitz-C, David-c
» "The Start" of 2n Answier to Michze’s Question

Was this still needed? I can't recall the final determination From: Anton, Joanne Sen...

Lilly-Harris, Jacqueline; Goad, Angela
» Latest Folder List

I can communicate something out to the pilot users at SPU. Just et me know when....

McNees, Kelli; Lilly-Harris, Jacqueline; Winkler, Jennifer
» Email Migration for OCC

When is the OCC scheduled? I still have the rooms booked for 10/6 & 10/7. Other t...

Vesterday

My Starbucks Rewards

on: Cawaling, Cindy Sent: Tuesday, Septemb...

B A
317p

1e

251p

=
222p

126p

1180
]

11238

11108

8432

7208

Buy any lunch item and get 25% off Mon 6:02p

Enjoythisdeliciousofferby9/14 | Viewonline Come in for lunch and get 25% off any I...
Last week

Smith._Shannan

Reference Folder Change

Anton, Joanne
Tue 9/8/2015 2:25 PM

Like

Ry €eRepyal  Dfowsd  eed

SD Salwitz-C, David-c Mark as unrea
Tue 9/8/2015 2:22 PM

To: M Anton, Joanne;

* You replied on /8/2015

Hi Joanne,

Would you mind sending a full sized screenshot (without the red boxes) that | can use to replace the
one | already have in the Getting Started with Exchange Online dropsheet?

I'm looking for a shot that shows the new and legacy folders, similar to the one that's currently in the
dropsheat.

Thanks! - dave

Anton, Joanne
Tue 9/8/2015 12:33 PM

Al Rex he
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What’s New in OWA 2013

The App Launcher in the Navigation Bar

Office 365 | Outlook @) City of Seattle

Click the App Launcher to navigate between Mail and other features of OWA, like the Calendar and People
(formerly Contacts).

Office 365 | Outlook @) City of Seattle # | Office365 | Outlook @) City of Seattle

PowerPoint
Online

Sending an Email

1. Tosend an Email, click the NEW LINK above the Folder List. @ New

H H H 'y "
2. The Reading Pane now becomes the New Blank Mail. ¢ Click here to “Pop Ogt .
\4
INBOX Conversations by Date w A send X Discard B Attach @ Apps e [0
All Unread Tome Flagged
O Search Mail and Pecple
To: +
Monday A
~ Folders Anton, Joanne; West, Bonnie Ca
» Lisa OWA - Policy Folders Mon 1:24p
Inbox 9 Of course . .. Jen and [ will “spoof” the new folders and then remave the current retention...
Subject:
Sent Items Last week
Deleted Items MBettger, Andrea i Gl= 7 um v
More > Email Management Online Course Review Thy 7/9
Hello, Training 10,000 users on E-mail Management has been a challenge for the City Reca...
~ Groups DIT_SMT_2523 = Li
Test2 Thu 7/9 Lisa Si
Groups bring people together. Join a group or Your requestwasaccepted. _________________ Sent by Microsoft Exchange Ser... isa Simpson
create one. 206-684-0000
. . , . .
3. Enter the name (or part of the name) in Or if you’ve emailed this person before (so

the Search Mail and People field. the name is cached), enter in the TO Field.

¥ send X Discard Attach @ Apps  ees (]
ew
| wink| px | To: wifk +

Mol sear Winkler, Jennifer

ce YA ’ _

Keyword: wink JenniferWinkler@seattle.gov

From: (wink) Subj| L Search contacts and directory

From: (wini1:§r, Jennifer) C| 3 1 U ¥ AV

winkler

People search Lisav

’ Ml Winkler, Jennifer Lisa Simpson

' Jennifer,Winkler@seattle.gov 206-684-0000

10/8/2015
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OWA Calendar, Appointments and Meeting Requests

1. Click the APP LAUNCHER and click CALENDAR.

Outlook

Office 365

@) City of Seattle

®
- S
Calendar “ Peopl Newsfeed OneDrive Si

()
0= |63 | @2 |08

PowerPoint OneNote
Excel Online Online Online

Word Online

My apps

2. The OWA 2013 Calendar opens to a Work Week view.

Office 365

S MTWTF S

«
© New July 12-18, 2015
£ Search Calendar < Jun28-4 Juls-1 Jul12-18 Jung-25 Jul26-1 Aug2-8 » Go to today
4 July 2015 4 13 Monday m 15 Wednesday

Day Work week Week Month
) Share  * Print

16 Thursday 17 Friday

2 o 1 2 3 4
5 6 7 8 9 101

[EARTY 1« EERSTRTARY 11a
19 20 2 2 23 % 5
% 27 2 2 2 n 1

~ My calendars

M KN Calendar

Other calendars .

3p
~ Groups
Groups bring people
together. Join a group or 4p
create one.
= Browse groups 5p

3. Click NEW to enter an Appointment on your
calendar or to send a Meeting Request to others.

Click the Ellipsis El to send an
Attachment or Categorize the Event.

FSae X Discard 3 Scheduling assictant 0 Apgss +++ o

Bt

. s oo
Adendees +
st ) Durntion

| | T N e B

- Reminer

[

Calatic

Repuat

[ P € Online mesting

W G|3 T UM N AEES &Y

4. To send a Meeting Request, click the + at Attendees.

G Cityof Seattle

Outlook

FH Save X Discard % Scheduling assistant I & Apps -Jh.'

- Attach
en
Categorize > [l Blue Category
Location
[l Green Category
Attendees [ Crange Categary
[l Purple Category
et purtion [l Fed Category
Wed 7/15/2015 - ‘ ‘12;30 Mo | | 30 minutes
Yellow Category
Show a5 W, Reminder Clear categeries
15 minutes r
Busy v Manage categori
" »n —
Show As” changed Show a5
«“, H ” Aarsng
Out of Office Az
: « ”
to either “Away Free

”
elsewhere Tentative
+ Busy

Page |4
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5. Click the Caret to select the Directory or List.

6. Click All Users for the City Directory.

L4

My contacts

4 Directory

All Rooms

I All Users E I

All Contacts

All Groups

Offline Global Address List

7. If you prefer, click OPEN EVENT button to “pop out” in a new window.

(@ simpson, Lisa - Outlook - Internet Explorer - =TS
(B et 6 amposeC a

Hsave X Discard £ Scheduling assistant 3 Apps  *=» X

Event 2

Location Add room

Attendt +

Start Duration S

|wEdms/2ms ~ ‘ ‘IZ 30 PM v‘ ‘30 minutes v‘

— Reminder

Busy -

Calendar

Repeat

Never -

] Mark as private &3 Online meeting

B e|B 1 UumA¥ AEES =V

v

Contacts are Now People

1. Click the APP LAUNCHER and click PEOPLE to access your Contacts and the City Directory

Office 365

Calendar

wE

Word Online

Outlook

People

X B

Excel Online

=

Newsfeed

PowerPoint

Online

@) City of Seattle

EY

OneDrive

NE]

OneNote
Online

My apps

10/8/2015
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2. Click DIRECTORY to search for City Employees

Office 365 ‘ Outlook

® New

p Search directory

v My contacts

«

DIRECTORY

v Directory

4-HELP (4-4357)

| Aagard, Lori

BY DISPLAY NAME

3. To add a contact, click MY CONTACTS, click CREATE CONTACT and enter Contact information.

® New

p Search Feople

&«

I v My COHt&lC’ES@

v Directory

4. New Contact is added.

What would you like to do?

Create contact
i Create & new contact for someane you
interact with. Find it under My Contacts.

Create contact list

Create a list of pecple you want 1o send
email to at the same time. Find it under My
Contadts,

Cancel

Cancel
Add contact

Name

First name

|Bar‘t

Last nar

me

[simp

\

Email

@ Name

Email

[bartsimpson@haveacow.com |

Display as

|Bar‘t Simpson ‘

@ Em:

Pho

Business

zil

ne

[503-329-9142

i ‘ Office 365
@ New

p Search People
v My contacts
v Directory

~ Groups
Groups bring people

together. Join a group or
create one.

- Browse groups

‘ Outlook

«

All People Lists

MY CONTACTS

BS Bart Simpson

@) City of Seattle

BY First name ¥

Bart Simpson

Contact Notes

Email

Email: bart.simpson@haveacow.com

Phone

Business: 503-329-9142

Fagc 1o

10/8/2015
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Screenshots: Old OWA — New OWA

Mailbox Full View

Old OWA

G- BB x |93 L i ]
e 2% Thasks or Vour Wessage
Ty ot = || dui, e
men o S b
e T | =
i e =
o ereliiy
e, e =
e
e =
By ton e
e s
i v e v
preshim i -
3 e i
2 it e i
2 g e s
Erer— et
e -
[y
o s
e i, e =
=L 0 g, v s
B Cry— s
o gy
3 s F
L e T e s Y
2 raseraam i eaen

Mailbox Folders

Old OWA

Mail &

Simpson, Lisa
[ 3 ¥r Retention
3 & ¥r Retention

Calendar
fi=| Contacts
o Deleted Items
7 Drafts
[ Inbox (12)
L@ Junk E-mail
3 Mimosa Archive
L} Notes
[ outbox
[ RSS Feeds
[ sent Items
55| Suggested Contacts
@ [ Sync Issues
& Tasks
Eﬂ Search Folders

Send New Message

Old OWA

Inbox (20 Items, 11 Unj
@ New {5 -
@ Message

ﬁ Appaintment

Meeting Request
Contact
Distribution List
[& Task

%) Post in This Folder

New OWA

Office 365

New OWA

@ New

£ search Mail and People

@ Folders

b Favorites

4 Anton, Joanne
» Inbox
Drafts

Sent ems

Deleted ltems

b Checkist
Contact List
Conversation History
Junk Emal
Mimosa Archive
Notes

RSS Subscriptions

4 Online Archive

Deleted ltems

4 Mimosa Archive

3 ¥r Retention

& Yr Retention

Cabingt

Deleted Irems

Inbox

Sent ftems

148

145

New OWA

® New

p Search Mail and People

~ Folders
Inbox
Sent Items
Deleted Items

More

Page |8
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Outlook Web App - OWA 2013

DolT Office 365 Project

Email General Options

Old OWA

Options

Regional Settings

Messaging

Spelling

Calendar Options

Out of Office Assistant
Rules

Junk E-Mail

General Settings
Deleted Items

About

New OWA

Mail settings

Refresh

Automatic replies

Display settings

(© Options

Shortcuts
» General

A

Office 365 settings “Mail

4 Automatic processing
Automatic replies
Clutter
Inbox rules
Junk email reporting
Mark as read
Message options
Read receipts
Reply settings
Retention policies

4 Accounts

Manage apps Block or allow

Connected accounts

Forwarding

Change theme POP and IMAP

4 Layout

Email signature

Options {b I Conversations

Message format

Feedback Message list
Reading pane
.
Out of Office
Old OWA New OWA
(© Options
Shortauts E X Discard
* General - . .
T Automatic replies
L PN e | T ‘m:u;::‘ﬁ:::ri'g [+ Sand replies only during this time pericd
o _ Gt Start hrﬂel\dnn wmaws v | ToAM v |
et b rules |
— o /B T U[E E|®® YA
Jumk email raparting Endtime  Fi B2V | roor v
whl contact whan i retum. ! Mark as read -

Regards,

1 Sen 0t f Offce e o Exterwal Seseers
O O o O g by b s b Cotacn b
® 5o Ot o O s 1ty oy crariction

o v[uv|B T Uiz j=[4 (¥ - A

will contact when | return.

Regards,
Usa

Sorry | missed your message. | will ba away the week of July 20th and

Message oplions
Fiead receipts
Reply settings
Retention pelicies
4 Accounts
Black or alaw
Connecled accounls
Forvarding
POR and IMAP
4 Laysut
Conversations
Ernail sigraturs
Message farmat
Message list
Feading pene
SMIME
» Calendar
» Peaple
OTHER

Send 2 realy once to asch sender inside my organization with the following message:
B I U A & ¥ AL v

Sorry | missed your message. | will be away the week
of August 16 and will contact whan | raturn.

Regards,
Lisa

[ Send sutamatic neply messsges 1o ssnders cutsids my arganization

() Send replies onfy to serders in my Carkact list

@) Send zutamanic repkiss t all svimal sendzrs

Send a raply once 1o each sender cutsice my croanizatian with the fallowing message]

B I U A a0 ¥ A v

Sorry | missed your message. | will ba away the week
of August 16 and will contact when | return.

Regards,
Lisa

Page |9
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Signature
Old OWA

New OWA

- Hs
s
— 1 e
oy e s by e
i cpaes T
vt e bt [C R ——
= [ S ————
& e e

- @ Options
Shortcuts
» General
4 pail

Email signature

- % Emelisignease 4 Automatic processing
- - o || Automatically include my signature on messages | send
< = Taen T U E YA Automatic replies
Lua Clutter . A
Gasingesn ¢ al = i=
Bt — B I U m & AT = v
T — } )
P Junk email reporting Lisar
[ — Mark as read Lisa Si
o B 53 JIMpson
oo Message options 206-684-0000
mnnamest . T R v
= Ve84 [A-
Reply ssttings
Retention pelicies
4 Accounts
Block or allaw
Connected accounts
Forwarding
POP and IMAP
4 Layout
onveriation
Message format
Message fist
Reading pane
Old OWA New OWA
o e - @ Options
—— B sanage Opscns Shortcuts H save ¥ Discard
e b e o e » General
o e —— [
@ < Mail Message format
o e et s s
- B 4 Automatic processing
— | BEIREREIES = 2 ] Aways show Bec
e 24 E-mall Signature Automatic replies
= — e utier ] Aiways show From
L o Inbosx rules
ooy "

Junk email reporting

R —
Y Mossage Format

P

O menst

B o ot 105 T

= ~[weB 1 U|a-

Mark as read
Message options
Read receipts
Reply settings

Retention policies

4+ Accounts
Block or allow
Connected accounts
Forwarding
POP and IMAP
 Layout

Conversations.

Email signature

Message list

Reading pane

HTML -
Compose messages in this format:
Message font

Sample text

Page |10
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Calendar Options

Old OWA

New OWA

Caiardar Opecas
P, eT]
M Vs T

i e e W
T

st ERESA P sy

Lot S 3 S L A I LS. S i 3 e S, S,

p——

A

(© Options

Shortcuts
» General
« Mail
4 Automatic processing
Automatic replies
Clutter
Inbox rules
Junk email reporting
Mark as read
Message options
Read receipts
Reply settings
Retention policies
4 Accounts
Block or allow

Connected accounts

Forwarding
POP and IMAP

4 Layout
Conversations
Email signature

Message format

Message list
Reading pane
S/MIME
4 Calendar

Automatic processing
Calendar appearance
Netifications

Publish calendar
Reminders

H save ¥ Discard

Calendar appearance

Choose haw your calendar should look.

Show work week as:

[ sun

Fi [ ] Sat

Set your working hours.

Start time

800 AM V‘ End time | 5:00 PM '|

Mote: Current time zone is (UTC-08:00) Pacific Time (US & Canada)

[] Show wesk numbers in Menth view

First day of the year -

Start the first week of the year on the:

Show the first day of the week as:

Show hours in:

(O 15-minute incremants

® 20-minute increments
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