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Introduction

The following is a story board of a tutorial depicting the steps and
screen selections required to perform various functions using the
Office 365 Outlook Web Access (OWA) application.

What is covered in ‘OWA General Overview’ tutorial is a high level
review of:

* Signon

e OWA General Overview
e Qutlook Tab Items
 Calendar Tab Items
 People Tab Item

e “User” Tab Items

e Admin (Gear) Tab Items
e Search example

e Print examples

e Sign off

As the tutorials are designed to be reviewed in a reasonable amount
of time each one covers specific activities. Other commonly used
capabilities will be the subjects of other tutorials.
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0365 — OWA Internet - Sign in Screen
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0365 — OWA Sign in progress screen
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When a staff person signs on they are presented the Outlook Tab.
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OWA Overview — Qutlook Tab Items
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OWA Overview — Calendar Tab Items
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OWA Overview — People Tab Items
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OWA Overview — “User” Tab Items
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OWA Overview — Admin (Gear)Tab Item List
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People Tab — Search for contact — Enter search criteria
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People Tab — Search for contact — Search results
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Calendar Tab — Main calendar — Select ‘ Print’
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Calendar Tab — Main calendar — Print
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Outlook Tab — Inbox ‘..." functions menu — Print Highlighted message
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Outlook Tab — Inbox “..." functions menu — Print Highlighted message
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OWA Overview — Sign off
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0365 — OWA Sign Off - Internet
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