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Security { show

explanation )
This is a public or shared computer
@ This is a private computer

[ use the light version of Outlook Web App

E-mail address: | firsthame.lasthame@neomin.org

Password:

Connected to Microsoft Exchange
& 200 Miorosoft Conporation. Al rights reserved,

Logging Into OWA

e Remember to Login
only as a Private
computer if the
computer you are
using is not shared
with others

e  Use your full email
address to Login

e  Your initial password
is the first 3 letters of
your last name and
the last 3 numbers of
you employee
identification number
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Py N Changlng your readlng view
Arrange by: Date ~ NewestonTop = Sign Language Interpreter
(=3 Sophos AV rules successfully updat... e
precdsemail @neomn8.neomin.org 8/11/2010 4 3 kathleen.ciminero@neomi.. 1] Actions ~ (3 = [ ) YOU can modlfy the
-] Sophos AV rules successfully u... ¥ Wednesday, August 11, 2010 11:11 AM . .
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precisemail @neomn3. neomin.org 8/11/2010 to have the preview
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message grouping.
This view will show the
entire flow of the
conversation, (You will

4o Mark Brewsier A Qe B

o @ Toe 1i3am even see your own
e ° sent messages as part
of the conversation.
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My Mail @ -
Account Account Information - Test User Heading out?

Organize E-Mail General

ol ven peopie youre on vacaron

Shortcuts to other things you can do

Groups Display name: Test User

acttings E-mail address:  Test.User@neomin.org
Contact Numbers

Phone

Block or Allow

Sltlook-wWeb App

Account
Orgarize E-Mail
Groups
Settings
Phone

Block or allow

Microsoft:

Wiork phone:

Mobile phone: "4 Forward your mail using Inbox
(S g N

Edit )
MLy team how to get Direct Push o
d mail on your mobile phone

o
(2 Connect Outlook to this account
| Change your password

Test User
Sign out
My Mail (=]
x & = B 3E |-
Mail spelling Calendar General Regional Password S MIME

Change Password

Enter your existing password, type a new password,
and then type it again to confirm it.

After saving, you might need to re-enter your user
name and password and sign in again. You'll be notified
when your password has been changed successfully.

Demain'user name: DISTRICTLAMD\test. user

Old password: -

Mews password:

Confirm new password;:

Outlook-Web App

vour passwerd has been changed. Click OK to log in with your new password. / will then be promptE’d
to login in with your

Connected to Microsoft Exchange

© 2009 Microsoft Corporation. All rights reserved.

Account
Organize E-Mail
Groups
Settings
Phone

Block or Allow

5/MIME

A

Password

Mail Spelling Calendar General Regional

Change Password

Enter your existing password, type a new password, and then type it again to confirm it.

After saving, you might need to re-enter your user name and password and sign in again.
You'll be notified when your password has been changed successfully.

DISTRICTLAMND\test.uzer
0Old password: |

Domain'iuser name:

New password:
Confirm new password:

J Save

Changing your Password

. Click Options in the
upper right hand corner

. Click Change password
***New Passwords
must be at least 6
characters and contain
a mix of letters and
numbers.

o Type in your old
password

. Then type in your new
password & confirm it.

o Click Save

o You will then see a
confirmation page.
Click OK. (NOTE: You

NEW password.)

o After you log back in
you will be brought
back to this page.
CONGRATULATIONS!
You are done changing
your password. You can
navigate to wherever
you want to go next.



Eﬂrlook‘WebApp Test User

Sign out
mal @ -

Account Account Information - Test User Heading out? Set your vacation notice
S (aka Out of Office reply)

rganize E-Mai

: General Q Tell peaple you're on vacation
Groups Diplay name:  Test Lser
Setngs E-mal address:  Test.User@neomin.org . Click on the link “Tell
shane co'::z:::;ﬂ:m Shortcuts to other things you can do people you’ re on

: ) .,

Block or Alow Mabie phone: Ty vacation

Forward your mail using Inbox
=/ tules

[ it i
;;E Learn how to get Direct Push e-
~&d mail on your mobile phone

E\é Connect Outlook to this account

i
Change your password

Automatic Replies . Click send automatic
() Don't send automatic re_/’
@ Send automatic replies e Click ‘Send replies only

Send replies only during this time period: < during this time
Start time:  Wed 10/27/2010  + | 5:00PM - period’ to specify a
End time:  Sun 10/31/2010 v | 1L00OPM  w start and stop point

for your notice.
Send a reply once to each sender inside my organization with the following message:

Arial levBIHalge

|
iy
U]
i
U]
w
S

4

L]

Specify the timeframe
A- 2 £ 906 8 ¢ x* % that your notice

i _ should be active
| am out of the office. Please open a help desk ticket or call another staff member

for any technology related issues. e You have a choice to
send custom notices
to people that are
inside our network
(NEOMIN addresses)
and a different notice
to people who are

() Send replies only to senders in my Contacts list outside of the

NEOMIN network.
(Click ‘Send automatic reply
messages to External
Senders if you want notices
to be sent to people outside
NEOMIN. Create a separate
message. )

I Send automatic reply messages to External Senders |

@ Reply to all senders outside my organization

Send a reply once to each sender outside my organization with the following message:

Tahoma w12 » B I H abe

V- A-2 £ 9068 % xx

| have limited access to email at this time.
Please call 888-777-1212 for concerns

/ Save e Click Save in the
bottom right hand
corner when done.




Account \ B G
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Organize E-Mzi Mal Speling  //Calendar  General  Regional  Password
Groups

Settings Spelling Options

Phone Choose your speling options,

Block or Alow

[ Ignare wards in UPPERCASE
[ 1anare wards with numbers
Always check speling before sending

Jse this dictionary to chedk speling:
Enalish (United States)  »

Note: If you want to check speling for a message in a different language, use the
Speling menu in the message compose form,

J Save
— — _ - ™Y
& Untitled Message - Windows Internet Explorer LEIM
Iy
: | £ | https://exchange.neomin.org/owa/?ae=Item&a=MNew&it=IPM.Noteficc= MTQuMC4 2MzlkuMjEsTWatY % |
i=send = 00 @ & Y O3 B T - Options... | |HTML vl - @

l

-This message may contain spelling errors. If you want to send it anyway, dick Send. To correct a misspelled word,
either select it to correct the spelling yourself or right-dick to select the spelling you may have intended.

-Loading. ..

Gl To... Lisa Collins

Gl Cce...

Subject: Test

Tahoma |10 » B I U :i= i= - %

iz to showr hwig the spell check works.
message

massage

messaged [

messages

Ignore

Ignore All

@ Internet | Protected Mode: On Faow H100% -

Spell Check Options

e Choose Settings on
the far left then
choose the ‘Spelling’
tab

e Choose the options
you want, especially
‘Always check spelling
before sending’.

e Then click Save

Spell Checking in a Message

e Misspelled words in an
email will be underlined
with red.

e Right click on the
misspelled words for
other suggestions



TE_Et USEI. - Global Address Lists

=ign out e Click the book in the
upper right hand corner
= of the screen to open
Options '@ ¥ up a list of all email
addresses for your
district and other

districts.
' li=einihRelf=y https://exchange.necmin.org/owa/?ae=Dialog&t=AddressBook&pspid=_1284145: ﬁ
Address Book
£ . To see other district
¥ Arrange by: Name ~ Acontop - lists, Click ‘Show other
Amy Blanford it H
¥ Blanter address lists’
Amy .Blanford @neomin.org L
Show: Autumn Roper
@ Al itk
@ People autumn.roper @neomin.org
= Barb Switzer
) Groups
Barb.Switzer @neomin.org
4 My Contacts Brenda Kral
[85] Contacts Brenda. Krol@neomin.org

85 shared Contacts

Erian Greathouse

https://exchange.neomin.org/owa/Tae=AddressList&t=Recipientsfia=# a

Address Book i e Click on a districts
e ] name to display that
[l Lakeview AL P districts email
[ Liberty AL Arrange by: Name - Aontop - addresses
Amy Blanford i
G Lordstown AL b i
Amy.Blanford @neomin.org
& Maplewood AL
Autumn Roper
& Mathews AL
i
G McDonald AL autumn.roper @neomin.org
[ NEOMIM AL Barb Switzer
G Mewton Falls AL Barb. Switzer @neomin.org
(G Miles AL Brends Krol
Brenda.Krol@neomin.org
Contacts i
Brian Greathouse
Show: brian.greathouse @neomin. org
@ Al Brian Stevens
) People Brian.5tevens@neomin. org
) Groups Janine Pushak
Janine Pushak @neomin.ora
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Quick add to Contacts

‘eb App
Inbox Options 5% ]
SiNew = X = Move Fiter vie [+ X
ilbox —Q' —d —é
¥ M8 you kevin ol ¥ .
end mal. 2RI
Arrange by: Date ~ NewestonTop - FW: RPC
=1 3 Kevin Homistek 10/7/2010 ~  Kevin Homistek
- FW: RPC Sent: T KevinHomistek
e £ Steve Rudoe 10/72010 To: Us  Office: Not Avalsble
RE: LastLogin Times Phone: Not Avalable
(3 Steve Rudge 10/5/2010
i RE: Last Login Times 42} SendanEMal..
i Kevin Homstek 10/4/2010 From: Brian Grea T Schedue a Meeting
RE: BESS and M36 Sent: Thursday,
To: Kevin Homis§ 8. Add to Contacts...
Subject: Fw: Properbes...
=4 Pam Lubich 10/1/2010
[Fwd: Special Supplement: What's the Real Cost of Sch kg JunkEMal
Moo
Outlook' Web App
inbox
L Favorites | DANew XK = Move
4 |3 TestUser E
L — ArTaree by—Sas
347.5 M8 of mailbox space Ladeld
~ used. At 430 MB you wil not be
- able to send mal,
— Auat i3 Test

You can quickly add
someone who has
emailed you to your
contacts

Right click on their
email address while
viewing their email

Choose ‘Add to
Contacts’

A new window will
open. Click Save and
Close (unless you want
to add more details)

Mailbox quotas

Are still 512 mb

You can see how much
of your quota that you
are using by hovering
the mouse over your
name.



