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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 ‘Calendar Tab — Create / Schedule Event’ tutorial
is a step by step review of:

* Sign on

* Creating an event

e Add event attributes

e Scheduling the event

* 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
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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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Sign in start screen (Default Outlook Inbox)
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Create Event — Move to Calendar Tab
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This is a test message with copy to training user i
To: Sample Test Contact <imlac] 974@gmail.com>;

Ce: Training User;

This is a test message with copy to training user

The starting point for creating and
scheduling events is the Calendar Tab.
Staff would select that to move to the

correct screen
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Create Event - Calendar Tab — High Level Overview
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Create Event — Launch event creation process
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Create Event — Launch event creation process
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Once selected the event
creation screen appears

6/18/2014 12
wstart g “ @ @ E @ E’ [q] |g—| @Inbux-Mailbux-FreyJ J| (& B3 News - Bresking Ne.., | & Training User - Outloo... @0365 Tutarials - WA (3., | EOWA'TUtUF\d#ﬁStUW.“ Search Desklop P ‘d@ﬁot)ﬁa@ﬂaﬁ% 2:44 P




Create Event — Event Title and Body filled out
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The following is a sample event used to demonstrate{ how events are created and scheduled.
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Create Event — Add room
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The following is a sample event used to demonstrate how events are created and scheduled.
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Create Event — Add room — room added
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The following is a sample event used to demonstrate how events are created and scheduled.
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Create Event — Add attendees — Select add attendees screen
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The following is a sample event used to demonstrate how events are created and scheduled.
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Create Event — Add attendees — Add attendees selecting
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Required attendees:

£ search People
all people groups

» MY CONTACTS BY LAST NAME +

Sample Test Contact . “ »
Staff person clicks on “+” to select

Sample Tt Conact <«——"" attendees associated with the event.
contact notes
email business address

imlac1974@gmail.com 101 Monroe Street
Jon Steven Frey +
business linked contacts
t 240-T11-1212 Cutlook - (Contacts)
Recently emailed
L Manage...
Training Test User +
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Create Event — Add attendees — Attendees added go to event page
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Required attendees: Sample Test Contact; ‘ 'nce aII attendees ha!le been Selected

staff selects ‘VOK’ to return to the main
event creation page

P search Pecple

all people groups

» MY CONTACTS

Sample Test Contact

Jon Steven Frey +
business

2407771212

Training Test User +

Sample Test Contact

contact notes

business address
101 Monroe Street

email
imlac1974@gmail.com

Oncesattendee has

een‘selected their
information appears in
the ‘required

attendees’ field
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Create Event — Select ‘Show as’
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Event: Training Event
Location: Conference Room change room
A | Sample Test Contact; Conference Room; +
Staff person selects field and choices

T3 v 30PM v | [ D0minutes - .
are displayed to choose from.

Show as: i

| 13 minutes

Busy

Free
Working elsewhere
Tentative

 Busy

Away
| Mark as private Request responses
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The following is a sample event used to demonstrate how events are created and scheduled.
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Create Event — Select ‘Repeat’
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Event: Training Event

Location: Conference Room change room

Attendees: Sample Test Contact; Conference Room; +
Start: Duration:
[Theyziacd v [300M v | 30minutes -]
Show as: Reminder:
‘ Busy - ‘ ‘ 15 minutes - ‘
Calendar:
Calendar -
‘ Staff person selects
Never <

field and choices
are displayed to
Every workday : = x abe Mo O @ m
choose from.

Every Thursday

Day 27 of every month

Every fourth Thursday

Every March 27

Other.. :d to demonstrate how events are created and scheduled.
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Create Event — Filling out event ‘Start’ date
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Event: Training Event

Location: Conference Room change room
A ! Sample Test Contact; Conference Room; +
Start: Duration:
T30 NTRUPM v | 3 minutes -]
1 MARCH 2014 4 Remirider:
S M T WT F § V| |15mmutas v‘

1
2 32 4 5 & 7 8

crenmaal Staff person selects ‘Start’ field

23 ZAEZE 27 9
o band calendar appears. They

can then select from it
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The following is a sample event used to demonstrate how events are created and scheduled.
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Create Event — Filling out event ‘Duration’
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Event: Training Event
Location: Cenference Room change room
+

Attendees: Sample Test Contact; Conference Room;

Start: Duration:
[thuzzrans  « (300 v [ o0 minutes = -]
Show 2 0 minutes
| Busy - | + 30 minutes
1 hour
Calendar:

90 minutes

T e Staff person selects ‘Duration’
field and choices menu
g appears. They can then select

: abe Mo thOHT]it

All day

| Never - |

e s ruEE=Ev A
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The following is a sample event used to demonstrate how events are created and scheduled.
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Create Event — Filling out ‘Show as’ field
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Free
Working elsewhere { )
Staff person selects ‘Show as

@ S————fieldand menu appears. They

ks can then select from it
X, abe WS 2B

em s ryzEs e

All,

I=

s
1|
11
il
>

The following is a sample event used to demonstrate how events are created and scheduled.
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Create Event — Filling out ‘Reminder’

€ = C 8 htps:/foutock office365.com owa/ realm =teachaffica365 com#path=/calendar &l =
= Apps i Welcome to the Montg.. ;3" SiriussM Inkernet Radi. D M3 Content Manager Google a Google Analytics Offici. @ ABChews, com - Breaki.. @ (CBS5 News - Breaking ... m MM com - Breaking K. % BreakingNews & Top .. TN Office 365 deploymen... M County Web collabora... (] 5w Tods (] 0365 » [ other bookmarks

Outiook  Calendar  People s« ERIETIHIRUTIE SRS

[ Offica 365
=l SEND X DISCARD fé SCHEDULING ASSISTANT & APPS === 0 x
Event: Training Event
Location: Conference Room change room
+

Attendees: Sample Test Contact; Conference Room;

Start: Duration:

[Thuzzmmd «| (300 ~| [ 90minutes -

Show as: Reminder:

‘ Busy 'v| | WSmmutesK 'v|

Calendar: None

Calendar - 0 minutes St ff I t / R 1 d ’
. art person selects neminaer
minutes

Repeat: . .

= ] | fories _ field and menu of choices

+ 13 minutes

Cpic  somits appears. They can then select
1 hour
2 hours f

2 bvszzeo e nmahwo NI
4 hours

Al 8 hours

The following is a sample event used t¢ 12 hours d and scheduled.
1 day
2 days
3 days
1 week
2weeks
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Schedule Event - Event fully formed & ready to schedule

'H] Training User - Outlock ek % | ¥

€ - C |8 htips://outlook office365.com;owa/ realm =teachoffice365.com#path=/calendar oK
55 apps % Welome tothe Monkg.. 5, SiriuskM Internet Radi.. | ] CMS Cantent Manager Google g Google Analytics Offici @ ABCNews.com - Breaki E (S Wews - Breaking m CHM.com - Breaking bl ¥ Breaking Mews & Top TN oifice 365 deploymen_ . P County Weh collabora (] 5w Tools (] 0365 » (] Other bookmarks

1) Office365 Outlook  Calendar  People = [EREETITIIUT TR ]

X DISCARD %SCHEDUUNGASSISTANT SAPPS  aee o x

Event: Training Event

Location: Conference Room change room

Attendees: Sample Test Contact; Conference Room; +

Once the event is fully
[Thosorms «) 30PM +| | SOminutss - formed and ready the

Show as: Reminder:

[y 2 [mines -] staff person sends it by
[mi : selecting ‘SEND’

Repeat:

| MNever - ‘

|:| Mark as private Request responses

X, abe W 2 m

i
il
>

aw  JEcs ruEEsEYALS

All,

The following is a sample event used to demonstrate how events are created and scheduled.
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Schedule Event — Once schedule it will show up on the calendar

& C' | B htips: /foutiook.office365 com fowa/ realm =teachoffice 365 com#path=/calendar o =

1af

== Apps “& Welcome ko the Mantg E. SiriusiM Internet Radi D (M5 Content Manager Gongle 5 Google Analytics OFfici @ ABCMews.com - Breaki E (S hlews - Breaking m CNN.com - Breaking M e Breaking News & Top TN Office 365 deploymen.. M County Web collshora. (] 5W Todls (C] 0365 » [ Other bookmarks

[ Office 365 Outlook Calendar People ==« ERIETLTIIVETEANEFCRN ]
® new event March 2014 day work week week month
«jan feb mar apr may jun jul aug sep oct nov dec » gototoday {51 SHARE i PRINT
« SUNDAY MONDAY TUESDAY WEDNESDAY THURSDAY FRIDAY SATURDAY TUESDAY, MARCH 25, 2014
23 24 25 26 27 28 War 1

MARCH 2014 4
5 M T W T F 5§

o

3 4 5 6 7 8
BT | B = A A
7 ® 1B 20 21 22

= w

j; 23:E26 27 28 29 2 3 4 5 6 = 8
OHERCALIDAES g 10 i Once scheduled the event « E
shows up in the calendar
6 17 18 19 21 22
23 24 25 26 28 29
30 31 Apr ) 3 4
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Sign off



OWA Overview — Sign off

[ | [
'Eﬂ Training User - Octlook Web % =[Ol
L C'  https: /foLtlook office365 com fowa/ Twa=wsignint 0#path =/mail w =
5 finps % Welcome to the Montg... 7, SilusiM Intermet Radi.. | '] CMS Content Manager Google g Google Analytics OFfici @ ABChews.com - Breaki E (S Wews - Breaking m CMH.com - Breaking .. #% Breaking Kews & Top TN Office: 365 deploymen . [ County Weh collshora (] 5w Tooks (] 0365 » (] Other bookmarks

Training User v+ 3 9

Calendar

Outlook People s

@ new mail £ search Mail and People

INBOX CONVERSATIONS BY DATE +

Training User
training@teachoffice365.com

« all unread tome flagged change

The ‘User” tab is
- access from anywhere
o in OWA. When

L selected the menu of
o choices appears

Sent Items

Open anather mailbox..,

Sign out

Deleted ltems 1

Junk Email There are o items to There are na items to show in this view.
Motes show in this view,
Email Helding

Staff member selects
‘Sign out’ to exit OWA
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0365 — OWA Sign Off - Desktop
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New Tas View
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0365 — OWA Sign Off - Internet
'[ﬁ‘ Sign in to Office 365 x LY =
&« c \ﬁ Mlcrosoft Corporatlon [US]‘https Jlogin. mlcrosoftonhne com;/ qum srfPwa=wsignir 1.08rPsh 1394¢

% Apps % Welcome tothe Montg... o, SiriuskM Internet Radi.. || CMS Content Manager g Google a4 Google Analytics OFfici... @ ABCMews,com - Breaki... CBS News - Breaking ... » (] Other bookmarks

[ Office 365

Sign in with your organizational account

Connect ol " 4 ¢ 3 il }someone@e‘-ample com

Password

I Keep me signed in

Can't access your account?

- Organizational accounts that work here can be used anywhere
ﬂ you see this icon, @ 2014 Microsoft Legal Privacy Feedback
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End of

Calendar Tab — Create / Schedule Event



