Outlook Web Access (OWA) 101

Use and Manage Your Outlook
Email Account



e o o | What you will learn today

4 How to get your Username & change your
password

4 OWA (Outlook Web Access)
4 Options
4 E-mail
4 Managing Outlook
4 Calendar
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e o o | kTnding your User Nome

4 Open Internet Explorer

4 Copy and Paste the following
address to the address bar:

http://intranet.uiwtx.edu/
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http://intranet.uiwtx.edu/

e o o | inding your User Neme

4 Click on the User Information
Button

4 On the next page, click on the
User Account Query Form

B 4 On the next page, click on the
e Last Name Beginning With

m button and choose the first

S0FTWARE LIBRARY

- - - — - —

#ddress (Ll http:finkranet v, eduf

University of the Incarnate Word

User Account Query Form

ACADEMIC
STUDENT SERVICES

— letter of your last name

e 4 Click on the Student user type
button
Click

Click on the name and type in
your password (SSN) If you
can log in, this is your user
name
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e o o | (Jsername and Emal

4 Your user name is needed to use
4 Online references in the library
4 Computers in the library
4 Computers in the media center
4 Blackboard
4 Outlook on the Web

4 Your email is username@uiwtx.edu
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mailto:username@uiwtx.edu

o o o | (Juflook Web Access (OWA)

4 Outlook Web Access is your Outlook
account accessible via the Internet

4 Access it by clicking on the Cardinal Mail
lcon on the UIW Homepage
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e o o | (WA Screen

Microsoft Outlook Web Access - Microsoft Internet Explorer

File Edit Mg Fawvorites Taols Help

@Ba(k - O - B @ ;h |p53arch *Favuntes @| Ei

fddress [ https: fiwebma

ﬁ Folders
= (g Peak, Terence E.
= [EH Calendar
% | Contacks
= & Deleted Items (24}

Fram
Subjeckt

TCEA Update 7-21-06
=2 m Search Folders _

[ Unread Mail (2}
Tablet Training
Givens, Sandy .
To: Peak, Terence E.
Cc:

@ Drafts [1] H
- o Mon 7/24,/2006 8:52 m-; -
igi Sl ’ =4 quotes@Flexguard.comm Mon 7242006 S:46 A
g Jurk E-mail FLEXGUARD quakation o
% gzttebix £ Segovia, Gino Sun 7/Z3[Z006 3:06 PM
Guitar Cenker
[=5 Sent Items (=4 Spam Mail Surnrmary Sat 7fzzf2006 5:11 AM
= @ Svnc Issues Spam Mail Surmary For tpeak@uivts:, edu v
# [ Swne Issuesl S membors@toea.org Fri 7/21/2006 5:05 PM
=] Tasks

Terry,

Do you still hawe room in your tablet training classes?
let me know.

= If =0, | would like to attend either the Tuesday or Thursday training class (in that order).
|~ Inbox
H] calendar
2-| contacts

] Tasks

_@ Public Folders
33 Rules

27| options

-—-Sandy

Sandy C. Givens
Director, Information Management Services
University of the Incarmate YWord
210-529-3349
givensicouiwtx. edu

FPlease

[&1 [ [ S & ntermet

<K

A
etat| @SSO EHCEEZIEPOOE® O % YEO LSO | & B & & | _#mo] sasam
| B owatnG | 3] Presentationz | 1] Class lists-Tablet - ... | 4] Untitled Docurnent ... | 4 Univeersity of the In... | | 5] Inbox - Micrasoft O... ||@ Microsoft Outloo... | 55 Monday
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e oo | (pen ONA

4 Go to the UIW Web page
4 Click on the Cardinal Mail link

4 Login with your current username and
password
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Changing your Password

(| | ] 4 Click on Options
| 4 Scroll down to the
< Inbox

=T bottom of the page
=P 4 Click on the Change
= Password Button

ﬂ Tasks
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e o o | (hanging your Password

4

Internet Service
Manager

for Internet Informaton Sexrver 6.0 I

Dotnain ad
Account tpeak|
Old password

Mew password

Confirm new password
ﬂ;'] Done é i Inkernet

S— 4
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Fill out the form with the
following information:

4 Domain: ad

4 Account: your login
4 Old password

4 New password

4 Confirm new
password

Click OK



o o o | (fther Options M OWA

‘ O t. t
[}
Microsoft Outlook Web Access - Microsoft Internet Explorer =[01x| E]
Fle Edt Vew Favortes Toos Help o i[*

Q= -0 -NRA N0 el-Udd

PRI 4 Out of Office Assistant

Options

) Ju ¢
et ¢ Famies &

| Foldrs e S and Class | Close tog 0ff

. [
3 (5 Peak, Terence £, Out of Office Assistant A ‘ I z ea d I l Ig I a l l e O ptl O I IS
& (7] Calendar
Ecmam F £ Im cumently inthe office
5 Deleted tems T cunently out of the ofice : H
[Zbrafts 1] AutoReply oly once to sach sender ith the Folowing text
[; _]lnhu)((l)
Furd [l ot of the Ofcs on e 15,2005, 2]
(g Emal Returning une: 16th
] ks 7| r ]
(5] Outbox O a C S
[ Fent Items Messaging Options
j j;gi EZ::; ) Number of fems to diplay per page: [25 ‘

ZTasks After moving or deleting antem: |open the nextitem v e

3 [ Search Folders

{23 nveadMai (1) IV Display a notification message when new mall arrives
nread Mail

V' Play a sound whenriew ma anives

I™ automatically include my signatLrs on outgoing messages.

Date and Time
e Formats

Reading Pane Options

— e L
€ Warkitem displayed inreading pare as read

D Rl 4 Recover Deleted

8] contacts " Mk tem as read when selecton changes

)—Z — ook automatically mark kems a5 read i I te S

3 Public Folders Speling Optians I I l

L%-nnlg; ABG [ Ionore words in LFPERCASE .

2] options T Igore s with runbars : A C h O O S e th e S e t tl n g S
= IEEERE S y

50 |¢ 8 IHADEEEABI006A 0% # VEO S HAD 28 &5 31T sam th t b t m t
J 2] pBseephammad 5 | ] owaPharm | ) Pharmacy Trairing | 0] by - Microso.. | ) Gateway | &] Microsoft utloo... ] betps:fwebmaili.. < G5 Wedesday a e S e e O u r
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e o o | Messaging
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® o o | Inhox

4 The Inbox is split into 3 sections:

4 Navigation Pane

4 Contains Mail Folders, including Inbox,
Outbox, Sent ltems, Junk Mail, and Deleted
ltems

4 Message List
4 Lists all of the messages in the Mail Folders

4 Reading Pane
4 Section devoted to reading Messages
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o o o | Messaging i OWNA

rosoft Outlook ¥Web Access - Microsoft Internet Explorer

J Eil=  Edit  “iew Fawvaoritez Toolz Help |

JeBack - O - |ﬂ @ M:j|./f__) Search ir\\'.\_)Favorites €‘31| [ <= ..:_; - - _J ﬁ ﬁ |J Search vl j Go D

J Address I@ hittps: A Avwebrail. vivits. edudexchange s d Go |J GCIOg]E = Ic:lient wersion of Outlook jl % Searchweb

m Folders = [~ ] Lag ofFf

= £ Boetkcher, Sara I (] | From .d
B calendar (D= ' | q | Kl cCDW/ Analysts International Service Offering for University of the Incarn...
- cto analysts.com [cto ahalysts.com
- - wi@analysks.com Tue 7122005 7:58 AM = = t;y@zt h ¥ - I ey (e ¥ 1
N aVI at I O n tanalysts Inkernational Service OFfering For Uni. .. o ?e cher, sara
1 Mail Summary Tue 7/12/2005 5:17 &M - Cc: Michael Lyons; Porzondek, Aaron
1 Mail Surmmary For sarab@universe, uivk, .. a
Pan e uez, Maria J. Mon 7112005 5:23 ... o A
Lig] i - l:;t:fsdney . Mon 7/11/2005 4:11 ... K I armn sending you this ermail to confirm our conference call for tamorrow
= Tuesday July 12, 2005 at 12:30PM ET.
L= Sent Items i Joyce, Waltker Man 7/11/2005 2:08 ... y July 1<,
H g Svnc Issues Trace -- TEK . . .
|34 Tasks (=3 Parlett, James W Mon 7/11/2005 1:29 ... - Please use the following conference call bridge:
=l [§ Search Folders F': Grande Cormmunications- LEARM infarmation Lo
[15) For Faollow Up 53 SWAMSOM, KATHERIME 1(S... Mon 7/11/2005 1:27 ... el
re i RE: & ted: UTW Helo Desk
[ Unread Mail (12) _ Feenke =i bes Code: 2483713375
£=4 Jub -
Me . .
& Tl M essag e L I St | look foreeard to talking with you then.
FE
- . Thank you,
e SWeansOM, KA THERIME 1 (5., Mon A11/2005 11:0.., o Coll T
[ | UTW Help Desk S oL Y
—3 Inbox (=1 Joyee, Walter Mon 7j11/2005 1005, ANALYSTS INTERNATIONAL
Service Agreement TEK -- Trace J, a Senior Program Manager
jﬁ Calendar (=3 Seqgovia, Gino Mo 70112005 10:4,., cto analysts.com
2=| Contacts B Library Auditarium DD 248-37 3-a051 .
— =4 John M. Velasquez, Ph.D. Mon 7F11J2005 10:4, ., = Cell; 248-505-9277
_\A Tasks RE: Meeting on Wed, Re: HUD Grant and Granks.gow e a I n g an e
Y
_ [fga Julenne Barshop Mon 7112005 9:54 .., =
I@ Public Folders Meeting on Wed. Re: HUD Grant and Grants.gow
I_% Rules =3 Gatt, Adela Fri 7f8/2005 7:08 PM
- Looking for me?
--| Dptions (=i Segovia, Gino Fri 7/8/2005 5:10 PM

@ R
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oce The Navigation Pane

:ﬁ Calendar
= Contacks
@ Deleted Tkems (4]

L 4 Mail Each of these tabs will

A Journa [ _ . .
S direct you to different
et ¢ Calendar  4,nction within Outlook

= [l Search Folders

(23 For Follow Up A CO ntaCtS

3 Unread Mail h]

4 Tasks

] Inbox
-:13 Calendar

gsl Conkacks

: 4 Options
ﬁ Tasks

g Public Folders

I_%' Rules /

ﬂ Options
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oce The Navigation Pane

| Calendar
&=| Contacts
@ Deleted Items

: Deleted Items
Sk emen - Drafts
G outery "4 Inbox
o B Junk Mail
Outbox
Sent Iltems

(i3l For Follaw Up
¥ | Unread Mail (12}

|— Inbox =1

1 Calendar +. & (Note that items in Parenthesis are

o +  have not been read)

g Public Folders

ﬂ Options =X
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e o o | (omposing & dending E-Mail

4 To begin a new message
4 Click New
4 Click Message

Y Microsoft Dutlook Web Access - Microsoft Internet Explorer

J File  Edit “iew Fawortez Tool:  Help | -*'
J @ Back - Q - |ﬂ @ \-_:] ‘ ;j Search “?i‘\'? Favontes ﬁ‘)‘ [_':- '“TF . - _J ﬂ '3 J Search vI j Go EI
JAerESS I@ https: / Awebmail vt edulexchange! j Go |J Gﬂﬂglﬁ‘ - Ic:lient wersion of Outlook j| {55 Search'web

OWA UIW W Inbox { Two-Line Yiew ~) ttems [l tozscfzzo  Bq 4 b B
Ej Falders -. ¥ 2 3 En\in Eifi ._] Log OFf
T (=] Re

=5 Boettcher, Sara
[ Calendar B CDW/ Analysts International Service Offering for University of the Incarn...
| Contacts ctottvi@analysts.com [ctottr@analysts.com
& leted I.-/_-Ei chotby@analysts . com Tue 7/12/2005 7:58 AM W ttf " ¥ [ctotty ¥ ]
@ Deleted Items (4) Pt analecks Trbernatinnal Seevice MFFarina Far | ini To: Boettcher, Sara
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e o o | (omposing & sending E-Mail

/A Untitled -- Message - Microsoft Internet Explorer

4 Once you open a

J-"—\QdFESS I@J hitps:  Awebmail uivts edu/exchange/sara boettcher/Drafts/ Yomd=new j Go

| Google - | || & seachiwieh - | 52 | Bb852blocked I Autoril | o Dptions 8

neW Mail send il 4|12 P 0 8|1 8 1) options... @ e
Message, this —
window opens Ee I

4 Click To: to I

activate the
Address Book

|27 Nane
-
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3 Find Names -- Web Page Dialog

The Address Book

I Find names in: |Glcuba| fiddress Lisk v| I

Display name |pea

LasE Namme:

IFsE name:

Title: | Alias: |
Companty: | Depattment: |
Office: | ity | | ‘
I Eindl
Mame Phone  Alias Office Jobtitle  Company
Peace, Evelyn O, peace
Peacock, Lynthia peacock,
Peak, Terence E. ‘
Pearson-Haas, Anareat apearson
Peay, Britiny R, peay
I Add recipient ko, ., To Cc Bce I Propetties. .. || Cloze |
|https:,f1'webmail.uiwtx.eduiexchangeJ’Terence.F'eak?Cmd=|Q Inkernet v ‘
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Under Find Names in:, choose
an address book, either Global
(UIW) or Contacts (personal
addresses)

In the Display Name Column,
type the first three letters of the
last name

Click Find

A list of names will appear,
choose the

Click To, Cc, or Bcc
Click Close



e oo | Addressing E-mail

0 R[] 0wt
Agkess | ] hitpe-//webmal uix sdhuleschange/saa bosticher Drafte Mmd=new ‘
Goge- | s - @ | Btoded 7| o 4

Sseodid 4 2V 0 B! § ) optins.| B

O |

pe., | A
o= |
Ahachments: ‘
[hormd 3] 4 [eid dvdABIVESE S cEE N

A
A
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Type the full email address
of the recipient in the To
Column

Hit the ENTER Key

Add additional addresses in
the same manner

Type a subject in the
Subject Column

Type the body of the
message



e o o | yetding Priortby

<3 Untitled -- Message - Microsoft Internet Explorer

J \_) Back - .J = \iLI \ELI :j ;,-W Search * J Search TI j Go 1] "f
J-&ﬂdrESS Iﬂj https: A webmail. uvts, edusexchange/zara boettcher/Drafts A Crnd=new "I Go
| Google - | || & Seachweb ~ | 5§73 | Ehe52blocked 10 fucril | o] Options

(=1 %end | w4 |_ﬁ v | options. ..
Ll

To...

4 Priority lets recipients know the importance of a message.
Set message priority is by using the message toolbar

4 Click the High Priority button (exclamation point) to specify
High priority.

4 Click the Low Priority button (down arrow) to specify Low
priority.

4 To set the priority back to Normal, click the selected priority a

second time |
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@) Help




o o o | (fther Message Options

"

o

J.-'-‘-.gldrESS I@ https: # Avwebmail uivty. eduexchange/sara. boettcher/Drafts /7 Crnd=new "l o

| Google - | -] &% Seachiweb + | §3 | B 652blocked 10 ool | ] Options 9

(= 5end EI‘ é ' IIEI |E_/| 1 4 |+_-’] Options... | @) Help
SN

T

4 Outlook has much of the same functionality as
Word

4 Spell Check
4 Saving
4 Printing
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o o | javing a Message

| 4 If you want to complete a
] Calendar message at a later time,

B _onkacks

T save it in to the Drafts

[ O (12) folder
ﬁ]nurnal
j Junk E-mail [7] 4 Choose File and Save
e 4 The message saves to
=3

B [ Syne Issues the Drafts folder
= Tasks

= ] Search Falders
i Far Follow Up

[ Unread Mail (12) opening the Drafts
Folder, then double-click
the message to open it
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4 Re-open the message by



e o o | Renlying and Forwarding

R MMicrosoft Outlook Wehb Access - Microsoft Internet Explorer

| Eile  Edit  Miew Favortes Tools  Help
J Q Back - I\) | | |:| ._J | P :' Search Hn'_(:‘ F awarites -Efj.‘l | < = "‘f - - | i 1 .ﬁ
J Acddress I:-'El https: A fveebrail uivt=. edudexchanges ;I
O "N\ (C
|| Falders SEl ENRI N BN A e E T
=l £ Bostkcher, Sara 1| Fram o
5:x:| Ealetnd.:r Subject | ' | a | Et[;wfc';“all?St;S Ini
= C analysts.carr
as] Dnr; E:: :I o 4 =i ckokbwimanalysks ., com Tue FH12/Z005 7:55 Ak = _t;'f b ¥ =
@ = FE = ems ZDw fanalysks International Serwvice OFfFFering For Lni. .. 0: '?E" cher, —ara
L7 Drafts F=a Spam Mail Summarsw Tue 7/1Z/2005 5117 AM Bl e sl R el (Ml

4 Select a message from the Inbox
4 Click the Reply button on the toolbar

4 If the message was originally sent to multiple
recipients and you want reply to every recipient,
click Reply to All
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e o o | Renlying and Forwarding

Zj Microsoft Outlook YWeb Access - Microsoft Internet Explorer

J Eil= E dit e Fawarites Tools Help

J @ Back - I\J - |ﬂ @ \_:] | ffj Search ‘-gl_{ F aworites E3'| < = :ﬁ - - _J ﬂ .ﬂ

J.ﬂ\.gdrESS I.’-’El https: A Avwebmail. vivet<. edudexchange s ;I

@ AL C =
x d = A= =
E Folders _w [~ | e = | X | e IIEH - |55 2 [ | @& Help
= £ Bosttcher, Sara O | From =
] calendar Subject | ' | o | EDW,.-"'Ar‘IEIlI'ystS Ini
—| Conktacks ctotby@arnalysts. corr
& Deleted TE 7 (4 ctotbw@analysts . com Tue Fr1Z/2005 7:535 Ar = S ¥ -
@ = FE = ems Dy ianalvsks Inkernakional Service OFFfering For Uni. .. o: ?E ChEr, —ara
L7 Drafts £~ Spam Mail Surmmarw Tue FH1ZIZ00S5 S:17 &M . Cc: Michael Lyons; Porz

4 To forward a message

4 Click Forward on the message form toolbar
4 Type an address
4 Click Send
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e o o | Reading Pane

Zj Microsoft Outlook YWeb Access - Microsoft Internet Explorer

J Eil= E dit e Fawarites Tools Help

J @ Baclk - Q - |£I @ _:j | /J__\.] Search ‘H-;l_{ Fawvarites -Ele| <] = "‘f - - _J ﬂ .“3

J address I.’-’El https: A fveebmail vt edudexchanged "’I
@ AL C =
x d = A= =
[ Folders A [~ fadnew = B3 B (g Sl S L5 2 WA | @& Help
= £ Bosttcher, Sara O | From o
= Ealetnd?r Subject | ' | o | Etgwgna:?stgs Ini
= onkacks — tt:.' An3alys LT
&= Deleted IE £ (4 ctotbw@analysts . com Tue Fr1Z/2005 7:535 Ar - Bnettchery S
@ = FE = ems Dy ianalvsks Inkernakional Service OFFfering For Uni. .. b - *
L7 Drafts £~ Spam Mail Surmmarw Tue FI1Z/2005 S:17 Ak LELs alia s s (S i el

4 You can move the reading (message) Pane to the
side or bottom

4 Click the Reading Pane Icon and choose where you
want the message to be displayed
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e o o | Managing Outlook

4 Outlook accounts have a limited amount of
storage

4 This includes all Mail, Sent ltems, Drafts,
Outbox items, and Deleted items

4 Outlook stores a copy of each sent message
in the Sent ltems folder

4 To completely remove deleted items, they
must be deleted TWICE
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o o o | Managing Deleted Messages

J@Eack T O - |£| |EL| lj|fjﬁearch S .-"FEI'-.-'DrItES @T'l = kf - o __J ﬂ :’i

J Address |&] https Adwebmail viwtx. edudexchanges

=l £ Boettcher, Sara From

CDW ./ Analysts Ind

:ﬂ Calendar Sub]e k | ! | i | |
| *—onkcac ctothy@analysts.corr
Delet d It f) I [~ ctotby@analysts, com Tue FH1Z/2005 7155 A0 T t;:'f brch ¥ E
ﬁ Eere ems CDy i analvsks International Service QOFFering For Uni. .. 0= Bosticher, 2ara
Cc: Michael Lyvons; Porz

i~ Spam Mail Summars Tue FHZ/2005 517 AR

4 Messages are deleted by clicking on the Delete
icon (X)

4 You can then recover the messages by moving
them out of Deleted Items and into other folders

4 Deleted messages are moved to the Deleted ltems
folder
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o o o | Removing Deleted Hems

3 Microsoft Outlook Web Access - Microsoft Internet Explorer

File —Edit View Favorites Tools Help ‘ Messages are never
Q- O - [¥] [Z] (] J) search ¢ completely deleted unless
P.ddresS@hs,I'wel:umail.uiwtx.edu,l'exn:hange.l' the Deleted Items fOIder |S

emptied
4 Highlight all of the
messages to be deleted

4 Click on Deleted Iltems

== Pealk, Terence E.
# [ Calendar

& Peak, Terence E.

& Peak, Terence E.

| Inbox (&)

8 Jouna e B 4 Click on the Delete Icon
[ g Junk E-mail * Peak, Terence E. .

b ke o=l 4 Click Yes on the Pop-up
= [Wlnlnks . »

F:

LEJ Sent Ikems
H [ 5ync Issues
H [ Sync Issuesl
= Tasks

menu
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e o o | (glendar
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o o o | cheduling with OWA

:ﬁ Calendar

.| Corocts 4 Click Calendar on the

@ Deleted Items (4)

LA Drafks . .
& w2 Navigation Bar
&8 Journal
L_a Junk E-mail [7]
____J Motes
= Cakbosg
= Sent Ikems
& [ Svnc Issues
i..-] Tasks
= L3 Search Folders
3] Foar Follow Up
e | Unread Mail {12)

= IO
jﬁ Calendar
15] Conktacks

ﬂ Tasks

l@ Public Folders

@ Rules

22| Dptions
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e o o | (alendar Mems

4 Outlook's calendar can contain three
types of items:

4 Appointments: involves only your
schedule and time

4 Meetings: an appointment becomes a
meeting when you invite other people

4 Events: when an appointment lasts
longer than 24 hours
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e o o | (alendar

4 Open the calendar by clicking on the Calendar
button on the lower left

4 Find the following sections:

4 Banner Area This section is where your
appointments and calendar views appear

4 Time Bar Shows different times of day

4 New Button Use this button to set new
appointments

A Click one of these
buttons to see each type of calendar view
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e o o | (jalender Views

. A [ ] ==t Lale 2
EjFoIders O [~ Bnew 0 K Today| 1] 7] 31 _11 SO 2 |Gl | @) Help | Lag off

e ——
= (5 Boettcher, Sara Wednesday, July 13, 2005 1 July 2005 4
s alendar - S MmT W T F

: ar A £ Multimedi training (LIE 23077)
&= Contacts 1 2

@ Deleted Tkems (4)
34 5 6 7 8 9

@Drafts
[ Inbox (12) aM 10 11 12@14 15 16

éﬂ_JDurnal 17 18 19 20 21 22 23

[.g Junk E-mail [7] 24 75 26 27 28 79 30
. | Motes
N 3l

[}

[ Outbox A
LE Senk Ikems ':'
M [ Svno Issues
[ Tasks
=Qre | Search Folders 1
[5) For Falloy Up
¥e'| Unread Mail (12)

A

P

P

I'__a Inbox =

i ing (77
E Calendar P I HUD grant meeting (77)

8= contacts
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scheduling an Appointment

4 In the Calendar View, click

New
sl Save and Close |-ﬁ I |GRecurrence...|i‘f§jInvite .ﬁ.ttendees| 1 & |@ ‘ Type in the information
Apeuintment .ﬁ.vailal:uilit';.f| needed SUCh as
Subject: I| I ,
Location: I I ‘ Time beginning and ending

Afttachments:
Start time:  |Tue 7/12/2005 =200 am = all day event 4 SUbJeCt or reason for
Endtime:  [Tus 7/12/2005 = J2:30 am - appOi ntment

¥ Reminder: m Show irne as: Im ‘ Loca’uon
4 A description of the
appointment
4 Click
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o o o | leleting an Appomiment

4 Highlight the item on
your calendar

— — 4 Click the delete button
JContacts . t !

tj Deleted Items (4)

|_£| Drafts
_I 1 Inbox (12)
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scheduling a Meeting

“ebmail.uiwtx.edu

- Untitled -- fimnnimbmemnt Mimumnah t Internet Explo

itation| | & | @) Heb

@: ‘j @‘E/“LR

Attachments: |

Starttime: [wed 8162006 < f2i00PM 2| widayevert
Endlime:  [wred 5/1¢/2006 = Jz:3npm |
¥ Reminder: |15 utes Show time | I ‘

4
L -
[ Bewes

€

©2006 Terence Peak, UIW Dept. of Instructional Technology

Click on Invite
Attendees

The Required Button
appears because the
attendees are invited
via email. Add the email
addresses of attendees

Fill in the remaining
appointment information

Click Send



e | Scheduling Changes

3 ’ % = 1= = | 3= ls= A n - A - o aann =1 Ry =hAa Silaunnk me DT T u
e ¢ wahmail uiwtx.edu - Untitled -- Appointment - Microsoft Internet Explo M [u] ‘ D O u b I e—CI I C k O n th e

avell Iﬂ ‘E,(‘ORecurrence‘..‘Q?Cancellnvitation‘ 11 ‘@Help

e

[ [ ]
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4 The same steps apply If
ool Sl Croct homostog
attendees.

4 Click Send Update so
that the attendees get
the new information
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If an event or meeting takes
place several times over a
cycle, It can be scheduled
recurrently

On the meeting toolbar, click
Recurrence

Recurrence can be set

4 Daily, weekly, monthly or
yearly, or a specific day
of the week

4 Range of recurrence is
set by the number of
occurrences or by end
date

4 Once these options are
set, click OK
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4 Terry Peak @ 829-3920
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