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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 ‘People Tab — Create/Edit Contact’ tutorial is a
step by step review of:

* Sign on

* Creating new Contact

e Editing a Contact

e Deleting a contact

* 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 new Contact — Move to People Tab
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People Tab — High Level Overview
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Create New Contact — Launch Contact creation process
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Create Contact — Confirm creation process

€ = C' | hiips:/joutiock office365.com fowa/?wa=wsigninl 0#path=/people &=
5 Apps % Welcome tothe Montg... 5, SiriusiM Intermet Radi.. ] CMS Content Manager Google g Google Analytics Offici @ ABCNews.com - Breaki E (S hlews - Breaking m CNN.com - Breaking M. e Breaking hews & Top ML com [ﬂ Sign in ko Office 365 - . TN Office 365 deploymen » [ Other bookmarks

My Contacts

Contacts

Directory
All Rooms
send emal business address
All Users

All Groups
All Contacts busines linked contacts

Offline Global Address List

Once selected what would you like 7o do?

Staff WI” be /createcontact ‘
prompted to

create group ‘

choose type of
contact create

cancel ‘

6/18/2014 12
lﬁstart e ® @' @l @ E @ E’ (o] |g—| . BMC Remedyforce - Self .., || & Training User - Outloo... (& CBS News - Breaking Ne... | @Iﬂbux-Mailbux-FreyJ Jl @OWA-TutUria\#?Sturym Search Desklop R ‘@EQQ@@@&Q%% 118 P




Create Contact — Basic Items required
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Create Contact — Add contact information -
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Create Contact — Add contact information — email address
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Create Contact — Add contact information — telephone number - type
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Create Contact — Add contact information — telephone number
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Create Contact — Add contact information — address type
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Create Contact — Add contact information — address information
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Create Contact — Save Information and Add contact to OWA
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Create Contact — Add contact information — Results of adding Contact
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People Tab

Edit Contact



Edit Contact — Select Contact Edit
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Edit Contact — Edit Contact
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Edit Contact — Edit Contact — Result of saved changes
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Delete Contact — Confirm Delete Contact
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Delete Contact — Results of Delete Contact
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@ new P search People

all people groups
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4 My Contacts Senior Business Consultant, DTS/HHS
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Edit
Jan Steven Frey
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send email work
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Manage...
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OWA Overview — Sign off
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