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Introduction

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

What is covered in ‘Outlook Tab — Compose / Send Message’ tutorial
is a step by step review of:

* Sign On

* Adding the ‘To’ and ‘Cc’ addresses

* Adding subject line

 Composing the message body

e Attaching a file to the message

* Sending the message

* Sign out

As the tutorials are designed to be viewed 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 Desktop - Sign in Screen

A

-

!

New Tas View
Prop 10-22-13

NEW TAS

i+

OWA ICON
Sample

0365 Items

‘RO B g™




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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Compose / Send Message



Compose Message - Start message compose process
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Compose Message - Continue message compose process
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Which brings up the message compose screen

Staff person selects “+” to
launch message create
process
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Compose Message — Launch Add ‘To’ line entries
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Staff person selects “+” to launch add
‘To’ line entry process
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Add To — Add entries to the ‘To’ line
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Entries for the ‘To’ line can also be
manually typed or pasted into the ‘To’
T et e line. Just be sure that there are *;”
delimiters between the ‘To’ line entries.
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Add To — Add entries to the ‘To’ line
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+\ list is By selecting the ‘+’ by the
provided for “~ contact they are placed into

addressing the ‘To’ line list

John Q Public +

NOTE: The process for adding additional ‘To’ line entries can be repeated until all
entries are added. The staff person then selects ‘v OK’ to finish adding to the ‘To’ line
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Add To — Type entries to the ‘To’ line
e
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NOTE: The process for adding additional ‘To’ line entries can be repeated until all
entries are added. The staff person then selects ‘v OK’ to finish adding to the ‘To’ line
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Add To — Finishing adding to the ‘“To’ list
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NOTE: The process for adding additional ‘To’ line entries can be repeated until all entries
are added. The staff person then selects ‘V OK’ to finish adding to the ‘To’ line
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Add Cc — Selecting ‘Cc’ to display and ‘+’ to add Cc’s

P wenoe - I

€ - C { hiips:/joutiook office365.comjowa/ wa=wsigninl 0%path=/ma 2 =
B aps ¥ WecmetotheMonty . -, StsiMinbemetiad . | O Contert Manager [ Google [ Google Artics Offic. @ A000ws.con-Breai. [ GBS tews-Breaing . [ Oicom-BreskrgN. M BredlrglewsiTop . o MScom [ Soninto OB 365~ TN 0ffice 365 deploymen. » (7] Other bodkmarks

0 s M7  Ouiock Caendar People ... JRIEEIUT IS

@ new mail P seath Mal iné Pecgd QS0 X DSCRD § WERT 9 A

A T -
To: Training Test User: o355test@montgoantrycountymd gov,
«
Ce $
F
« Jon Frey X
Inbex & Text messages from hetmad L] Sibjct
Sent Remrs Test message from Hotmod
o Catitel “[Rel]B T U =S EZ A === X
Deatts 1] frey. Jon S. !
Blaqefer§-2.14 Eat

Thes esnad has flag that will xpee quackly Jon S Frey Pr.

4 Tramng Uses

Inbex 4 Ffe"’ Jon'S,

Deats 1)

: The staff person then
selects the ‘+’ to trigger

» Deleted Rem
Eonail Helding fre{' Jon & Training User B the add ICC’ pI’OCESS
barik Eovael ; :}i’:r... :!:j;sr“‘“-:te Jon 5 Frey Progect Mamager - Court =
W 0oi0ER

frey, Jon S
Work suthook to OWA 9B
Test mescage to 0355 OWA Jen S Frey County Enterpen

NOTE: The process for adding additional ‘Cc’ line entries can be repeated until all
entries are added. The staff person then selects ‘v OK’ to finish adding to the ‘Cc’ line

™S 6/18/2014 16
B @ s @ ¥ 0L W E 0 0lwboc-abo-Fey, ). | 8 O8con-aesigten...| 17~ Tuorss | [Plmestatont -Moost... [[€ Traning User - Oution.. cxnlese £ 1902 0 R0 ALNO BY, 2em




Add Cc — Selecting ‘Cc’ from People (Contacts) screen
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¥~
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= contact notes
J emai work
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l’, _" Shara lames Department. DTS/HHS
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Add Cc - Selected Cc appears, continue or complete
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Select vV OK’ to return to
the message

BY LAST NAME ~
Jon Steven Frey
J Senior Business Consultant, DTVHHS

contact notes

email work
JonFrey@montgomenycountymd.gov Job title Senioe Business Consultant

I livl; Shara James + Depactment: DTS/HHS
H i Office 101 Monsoe (Rm 1305)
[ ("‘\_v Outlook - [Contacts)
\_M Sam Jones +
f |

linked contacts
240-246-4928 Outlook - (Contacts)
24,
s Recently emailed

John Q Public + Manage

N sy s : Cc user appears here.

Training Test User +

NOTE: The process for adding additional ‘Cc’ line entries can be repeated until all
entries are added. The staff person then selects ‘v OK’ to finish adding to the ‘Cc’ line
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Compose Message - Return to compose message
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Compose Message — Finish message body composition
.
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Add Attachment — Select element type to attach
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Add Attachment — Browse and select file to be attached
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Add Attachment — Return to message with attachment
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» Deleted ems L LL2

frey, Jon S, Training User
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Send Message - Message fully formed & ready to send
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Send Message -— If sender copied will appear in email list
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OWA Overview — Sign off
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0365 — OWA Sign Off - Desktop
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0365 — OWA Sign Off - Internet
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