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Outlook Web App (OWA)
QUICK REFERENCE

Outlook Web App URL Imagine! Help Desk

https://email.imaginecolorado.org/owa 303-457-5649
http://helpdesk.imaginecolorado.org

Outlook Web App Main Window

Section B Drop-down menus
ection Buttons Sign Out

Search Mail and People (] \'i’) New|v [ Delete & Archive Junk|v Sweep Moveto v  Categories v s
~ Favories Inbox Filter v A message has been sent to you in Dayforce
Inbox

Steven Ergang
Deleted ftems NSCD Obstacle Course/Paddling Day

notify@dayforce.com © Replyall |v

~ Jeremy Bergener

Inbox
. o
g Label; 6 Month Inbo It and 3 daye) Bxpires: 1/1/2020
Sent Items
Deleted [tems .
oy
Junk E-Mail
Notes - ~
Holt, James D&Pr-
RSS Feeds } Update zeM
Spambox Aaepasilie
Vendors notify@dayforce.com
A message has been sentto you in Dayforce
{Nomessage text)
Alex Styller
} Imagine
my, Wie purchase reusel T ware.
Linda Saenz; Gretchen Weider
¥ Black ink toner
Tharikyou for tzking the fime to order it Gretchen! Linda Saenz | Administrative Assistant Il .
- * J — _ S—— B
Y T~ o~

Folder List
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Outlook Web App (OWA)

Add Pictures to Messages
Now you can embed pictures in your messages.

Advanced Search

Use Advanced Search # button to further refine your search.

Attach Messages to Messages

Sometimes you want to send an attachment with a message. In the past, you could attach a picture, a Word document,
an Excel spreadsheet, or almost any file available to you to a message. But you couldn't attach a message from inside
your mailbox to a message you were composing until now.

Calendars Sharing

Outlook Web App allows users to share calendars with people inside the organization. You can now view multiple
calendars side by side in Outlook Web App.

Conversation View

Message thread with common subject is grouped together as a single conversation to quickly identify the most recent
messages and related responses. Conversation View is enabled by default.

Download Multiple Attachments

If you receive a message that has multiple attachments, you now have the ability to download all the attachments to your
computer as a zip file.

Favorites
Favorites folder is added at the top of folder list to quickly access and manage your favorite folders.

Filter
A set of predefined filters has been added as a convenient drop-down menu to refine your search.

Find Someone
Search for people in the address book and view their availability without opening new meeting request.

Options Settings Menu
Use enhanced Options settings menu to customize your Outlook Web App.

Right-clicking

Right-clicking almost anywhere in Outlook Web App will display a menu of things you can do. The actions available in the
right-click menus have been expanded and made more consistent across your mailbox. Right-click a message, a folder, or
a calendar entry to see the options that are now available.

Scheduling Assistant/Suggested Times

Use the Scheduling Assistant to schedule meetings with people inside and outside the organization and view attendees
free time using Suggested Time.

3of 15



Outlook Web App (OWA)

GETTING STARTED WITH OUTLOOK

Logging into Outlook Web App

1. Type the following link into your browser's address bar:
https://email.imaginecolorado.org/owa
The Outlook Web App login window opens

' Note:

‘ O u t | O O k There is a "light" version of Outlook Web
App which is optimized to support users

who are blind or have low vision. lItis

found under the gear icon -> Options ->
‘JEE" i General -> Light version.
|

Compatibility:

Advanced or 'Premium’ features previously
only available in Microsoft Internet Explorer
are now also compatible with Mozilla Firefox,
Apple Safari and Google Chrome through the
portal.

Paseword:

@) signin

2. Type in the username and password that you use to log into the network
The Outlook Web App window opens

Search Mail and Fecpis 2 ) Mo | o I RBephy all | W I DCclote  Sechive  Junk  Sweep Moveto w  Carpgosies =

b Fowecrite nbox Al Docs

ke 1 rota ﬂ bota 8 Rephy all |~
. s Leaws o of e = St MW 1OF201E 10E5

.........

Sk Hemis E Capdoping Exchamga 20... o
Lt wmis 2 g
Doiesnd tharms

Burk; Emosil Mota
Dicce e HOAE - ¥
X Some more doouments for today's meoting.
Hcian Sorme o ok poriing. Fogansch. b,
F55 Feeds ) Regards,
Hlipe Fdota
hieeting Prep =
dActa
Lusch Tomomos -
lipe:
=1
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Outlook Web App (OWA)

Logging out of Outlook Web App

1. Click on your image in the top right corner and then select "Sign out"

You are then taken back to the sign-in page

= Outlook

User name:

| username

Password:

@ sign in

2. Click Close Window button
Windows Internet Explorer dialog box appears

Windows Internet Explorer ll

\ip The webpage you are viewing is trying to cdose the tab.
-

Do you want to close this tab?

fes

Mo |

Note: This dialog box will appear when multiple browser tabs are open.

3. Click Yes

Note: Always Sign Out and close the browser tab after every OWA session

WORKING WITH MAIL MESSAGES

Right-clicking a Message

More options are available when you right-click a message

Search Mail and People ,O

~ Favorites
Inbox 1
Deleted ltems
~ leremy Bergener
Inbox 1
Drafts
Sent ltems
Deleted Items
Junk E-Mail
Motes
RSS Feeds
Spambox

Vendars

@ Mew | v @ Reply all | v ﬁ Delete

Inbox

Microsoft Outlook
Migration batch Carla, Karen & Jared report

I i report
Reply
! Reply all
]
bonward responded to her ¢
Celete
| B do.org
g (AEHS £ #17,895
#17,805 Title: Sync

Mark as read
Pin
Flag

[ iIr TechTrends comn
Mark as junk

Ignore

1 le Course/Paddling
Move > lin completing the
Categorize >

For rul z
] Create ruis.. le Course/Paddiing

t been able to go t

View message details

] Assign policy >

Migration batch TestUser has completed
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Outlook Web App (OWA)

Working with Message Options

1.

2.

3.

Open a new message window

Click the three dots icon [=] to open the message options menu
Message Options dialog box opens

Mare actions

Insert signature

Show From

Check names

Set importance >
Set permissions >
Switch to plain text

Show message options..

Check for accessibility issues

Set the desired options by clicking the appropriate drop-down menu or checkbox

Opening and Saving Attachments

Download Multiple Attachments

1.
2.

H W

Open email with multiple attachments

Click Download all attachments at the top of the attached files in the Attachments box
File Download dialog box appears

Click save

Browse to the folder where you would like the files saved

Note: Save as type is Compressed (zipped) Folder

Click save

Download complete dialog box appears

Click Close

Note: To extract the zip file, right-click the zip file and click Extract All... then follow the steps in the Extract Wizard
window.
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Outlook Web App (OWA)

Inserting Attachments

Adding an Attachment

1. With the new email window open, click on the Attach button

Discard =

2. A file explorer window will then open allowing you to browse to the location of the item(s) you are wanting to attach.

@ Open .4
« « 2 = TisPC » Pictures || | Search Pictures P
Organize +  New folder =- @ @

5 This pC

s | 4R
: -
& ents

File name: | Image.omp ~| [anFies ) v

3. Select the file(s) you are wanting to attach and click Open.

Add Pictures to Messages

1. Click |#a| Insert Picture on the message toolbar
2. Search for the picture you want to add to your message
3. Double-click the picture to add it to your message

MANAGING MAIL MESSAGES

Favorites Folder

You might have noticed a new folder named Favorites at the top of your folder list. You can drag any folder up to

Favorites to create a shortcut to that folder.

Outlook Web App

ail > Outlook Migration 0 fiems

4 Favorites
(3 Inbox (2
@ Sent tems
@ Deleted Items

[;zl Drafts [1]
L;] Sent Items
4 @ Deleted Items
C& Test Folder

[ Outlook Migration

£@ Junk E-mail 5
«—&Ammwmd

Outlook Web App

Mail > Inbox 7 Items

4 Favorites
Lj Inbox (3
L:fl Sent Items
@ Deleted Items
(@ Outlock Migration

3 mbox (3
E,Z] Drafts

(& sentltems
& Deleted Items

A Outloock Migration

AAAAA BN
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Outlook Web App (OWA)

ges with Conversation View Enabled

1. Click the Filter drop-own
List of sort criteria options appears

A Favorites Inbox Filter v
Inbox tter
Faye Telecky e
Deleted ltems » Scanning for BO < Al
Thanks, Jeremy. I'll chat with her, we're meeting with Kevin on Wedg
~ Jeremy Bergener : - (i —
Inbox Jennifer Sallee; Vivianne Do e
: » Job title in Dayforce
Drafts =
HI Vivian, Thanks for your email. The new position has been added | 299%9
Sent ltems s
Karen Quirk
Deleted ltams .
» Mailbox Migration > | Messages
Junk E-Mail That seemed to do it. Thanks again. Karen Quirk, M.A
Motes . &

Note: Conversation View is enabled by default. Messages are grouped together by a common Subject
2. Select the desired sort criteria option from the pre-defined list

Disable Conversation View:

1. Click above the Filter drop-down
List of sort criteria option appears

Search Mail and People P @ New | v K3 Mark all as read
~ Favorites Inbox Filter v
Inbox I i
Faye Telecky i
Deleted ltems RE: Seanning for BO v Al
_ Thanks, Jeremy. I'l chat with her, we're mesting with Kevin on Wedr
A leremy Bergener Unread
Inbox Jennifer Sallee Fome:
RE: Job title in Dayforce
Drafts
HIVivian, Thanks for your email. The new positon has ben added 29990
Sent Items >
Vivianne Do
Deted tems ==l
Junk E-Mail Hello, | and

Conversations

2. Click on Messages to change to message view
Messages will be arranged by date; most current item on top of the Item List

and Filtering Messages

Using the Instant Search box

1. Click in the Instant Search box | Search Mail and People £ below the menu
2. Type the search criteria

3. Press Enter
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Outlook Web App (OWA)

WORKING WITH CALENDAR
Your Calendar
Click Calendar section button in the Navigation Pane
Calenaar view opens Calendar

o v kAW

Select Share > Share This Calendar

Calendar

| ,D Search Calendar (+) New|V F Add calendar v -
«
£ Ik 20010 ~ { Y Inhe 2010 W

Sharing Invitation window opens

E i X Discard

Share with:

Enter the name of the person you want to share calendar with
Select the desired option(s) from Share section

Type your message in the message body

Click Send
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Outlook Web App (OWA)

User Guide

Changing Permissions
1. Click Calendar in the Navigation Pane

2. Select Share > Change Sharing Permissions from the menu
Calendar Permissions window appears

X
Calendar o -
Note: Calendar permissions that have been
Calendar Permissions let you see who has access to your calendars and the . . . . .
permissions granted. You can stop sharing a calendar by selecting a name and CUStomIZEd LISIng Calendar PeI’mISSIOI’]S n OUt|OOk
clicking Delete. .
e can't be changed in Outlook Web App.
Calendar permissions that have been customized using Calendar Permissions in

Outlook can't be changed in Outlook Web App.

Eedit| X | &

Shared With # |Permission Granted
Deb Giesbrecht (CTS) Reviewer

Grant Zeilstra Reviewer

Kerri Keen-Radimer Reviewer

Kyle Kurbis Reviewer

Yury Romance Reviewer

1 selected of 7 total

Done [T [ [ NJiocalintranet [Fa~ [®wo% -

3. Select the person’s nhame under Shared With list

4, Click =] Edit

Change Calendar Permissions window appears

/> Change Calendar Permissions - Windows Inter: o _|D|ﬁ

Change the permissions that Deb Giesbrecht (CTS) has on this
calendar.

Share the following calendar information:
" Free/busy information
" Free/busy information including subject and location

& All information
' save | ¥ Cancel

T [ N3ocalintanet [a - [R100% - 4

5. Select the desired option
6. Click save
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Click the person’s name under People’s Calendars
Calendar appears side-by-side in color-code

EES Calendar
£ search Calendar @ New|~ 8 Add calendar v <7 Share = Print

<«

< July 2012 > < > July 2019 ¥

5 M i 3 W T E 5 Calendar Broomfield Room Erie Room Lafayette Room Tuneberg Conferenc:

1 2 3 4 5 &
sunday Monday Tuesday Wednesday
7 n 9 10 1 1 13

Jul 1 2 3
14 15 16 17 18 19 20 —— — =
Sa Update Anniversary App dat | 9a Exceutive Team Mecting 9a New Hire Training (Da

o

21 22 23 24 35 26 27 9a Mew Hire Training (Day 1) 8a New Hire Training (Day 2) 10a CLS Staffing Needs
28 20 30 31 9a Data for individual servicesc  9a Check-In 12p Finish moving mailb:
9:30a Childeare License 11:30a IT Team Meeting 12:30p Innovations MGM
11:30a Imagine! - Exchange 201 11:30a IT Team Meeting _ 1p CHP Meeting - MC
~ Your calendars = = = = -
e 9a New Hire Training (Day 1) 8a New Employee Orientation (| 9a CM Meeting- need be
11a NEO Run Through 9a New Hire Training (Day 2) 9a New Hire Training (Da
Broomfield Room 1p Reports 9a check in 9:30a Service Program M
) . 2p Brainstorming Emerging Tec 12:45p Setup bat phone i
| [ETSERE 10 New Provider Orientation _ [[1p EI SC MO Meeting
Lafayette Room = 5 6 P
Tuneberg Confers 9a New Hire Training (Day 1) 8a CPR/First Aid Class
5 1:30p Jenny W. IP (Steve C.- 641  9a Mew Hire Training (Day 2) 9a New Hire Training (Da
Eldridge Room 2p CHRP Waiver Training 9a T and TW 12:30p Innovations MGM
9a check in

¥y Pounds Conferen

ip IT Team Meeting

and Sending a Meeting

1. Click the NMew drop-down arrow then click Meeting Request
Untitled—Meeting window opens

2. Type the Subject and Location for the meeting
3. Specify Start time and End Time

4. Click Scheduling Assistanttab [ Scheduling assistant
Enter Attendee name(s) under Select Attendees to view their availability

6. Modify time frame according to attendees’ availability by selecting the date and time frame from the Suggested Times
pane.

v

v OK X Discard ***

< > Tuesday, July 09, 2019 v

Untitled vent

U——
M v 7. Click OK

fnd 8. Enter a subject
S i 9. Enter a location

Al 10. Type your message

Start

4

tendees % | Approve Windows Updates 11. Click Save button
N 102
‘ Jeremy Bergener -
W Free v
12p
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Outlook Web App (OWA)

Finding Someone

To view someone’s availability without having to create a new meeting request, click Search Calendar and put in their name. The
search should then populate with the user. Under "Open a Calendar” click on the user's name:

| Kc—:-‘uf'tn| }3 @ Mew

Calendar search

Keyword: Kevin This will open their calendar for you to view their availbility:
@ New|v [ Addcalendarv < Share = Print

< > July 2019 v

Calendar Kevin Harding

Sunday Monday Tuesday Wednesday Thursday Friday

10a Christine GP Install Kevin Vacation

10a IT Interview 1:30p IT Interview 9a Kronos call with Kevin and Ly 9a IT Interview

4 6 7 3 9
SETTING WEB APP OPTIONS
1. Click Options drop-down arrow located on the top-right corner of OWA screen below login username
Options menu appears
R~ Shortcuts RS %
=3
Calendar appearance L e
St Change theme
Manage add-ins Change theme
Distribution groups You can change { Note: Choose from a

Offline settings

variety of themes to
change the look of your
Outlook Web App

Keyboard shortcuts

Shage e Manage add-ins

Mobile devices

Offline settings

Accessibility settings

Light wersion
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Outlook Web App (OWA)

2. Select the desired option
Note: Customize your OWA by changing some of the settings in the Settings menu

© Options
Shortcuts

= save > Driscard
» General
EEY Automatic replies
- Automatic processin
Create automatic reply (CQut of Office) messages here. You can set your reply to start at a specific time
Undo send
Inbox and sweep rules Con't send automatic replies
Junk email reporting -
Mark as read is time pericd
Message options a
Read receipts lon T/8/2070
Reply settings
- Accounts =rnd 1 - Tue 79,2012
Block or allow
A Send a reply once to each sender inside my organization with the following message:
“ Attachment ophions

B ¥ ] U L - B A &

r

I
A
i

Storage accounts
= Layout
Conversations Greetings,
Erfl Sheatuie I am out of the office on Fridays. If vou meed immediate assistance, please
contact the IT Helpdesk at 303-4537-56492 or submit a helpdesk ticket here:
Message format https-‘helpdesk imaginecolorado org/ L ogin jsp

hMessage list

Link prewview

Quick actions Thanks.
Reading pane

» Calendar Send automatic reply messages to sendsers outsids my organization

Automatic Replies (Out of Office Assistant

1. Click the Mail > Automatic processing > Automatic replies
Automatic Replies settings opens

2. Set Start Time: and End Time:

3. Type appropriate message in Send a reply once to each sender inside my organization with the following message:
section

4. click HSave  pyton
Note: Automatic Replies can also be sent to senders outside of the organization. Set the desired settings under the
Send automatic reply messages to sender outside of my organization checkbox.

Creating a Signature

1. Click Options

2. Click Mail > Layout > Email signature
Mail settings opens

3. Type appropriate signature information in the E-mail Signature section
4. Click Automatically include my signature on messages I send checkbox
5. Click save
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Outlook Web App (OWA)

Changing Password

1. Click the General > My account > Change your password
Change Password settings opens

2. Enter appropriate information in each text box
Note: Contact the Imagine! Help Desk at 303-457-5649 for assistance

w

Click OK
Click Save button

>
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