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Launching Outlook Web Access (OWA)

/ (81 Outlook Web App X\ WA

> C D https://email.uwinnipeg.ca

email.uwinnipeg.ca

THE UNIVERSITY OF

WINNIPEG

o

Security { show explanation )

™ This is a public or shared computer

2 (' This is a private computer

Il Use Qutlook Web App Light

Public or private computer

|l I want to change my password after logging on

2 E-mail Address: | |

Password: | |

7 [Log on |
Password _ v
Click — Log On

4
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Email address




Layout

= Mail

Search Mail and People ,O @' New |~ [ Delete Archive Junk Sweep  Moveto v Categories v === £ Undo

P Inbox All v Faculty & Staff Bulletin: v Navigation Pane

Inbox 2
Yesterday

Sent Iterns 5 Reply all | v
COMMUNICATIONS WP~ COMMUNICATIONS
Faculty & Staff Bulletin: May 16 e To: COMMUNICATIONS; ¥ Mon 5/16/2016 11:54 AM

4 testtanya user

Monday, May 16, 2016 | Events Edition Today's Contents:...

Inbox 2
Last week
Drafts
—_— COMMUNICATIONS
Faculty & 5taff Bulletin: May 13 Fri 5/13
Deleted Items . Friday, May 13, 2016 | News and Messages Edition Today..
Junk E-Mail . )
Open Trouble Tickets Online
Motes — w1 THE UNIVERSITY OF

S ) WiNNTPEG | Faculty & Staff Bulletin

Mo preview is available.

Technology Service Desk

test from service desk Thu 5/12

Readlng Pane Today's Contents:

Tanya Anarm A Book Launch With Lisa WMonchalin
b Testing fram Outside email Thu 5/12 “Breaking Through” Stage Readings: May 22 — 28
Theatrical Design Candidates Lectures: May 25 — 30
Mayor Maheed Menshi Public Lecture: May 31
Virtuosi Concerts Gala: June 2

Monday, May 16, 2016 | Events Edition

MNa preview i

one mare time  Tanya Anania

Tmmeom A emmn i m
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Conversation View

Search Mail and People

4 Favorites
Inbox

Sent Items

4 testfanya user
Inbox
Drafts
Sent Items
Deleted Items
Junk E-Mail

Motes

® New | v M Delete Archive Junk Sweep Movetow Categories w ===

Inbox All v

vesterday

Testing from Outside email

>

COMMUNICATIONS Tanya Anania <tdohan@hotmail.com>
Faculty 8 Staff Bulletin: May 16 Mon 11:54 AM

Monday, May 16, 20° LBl

2016 | Events Edition Today's Conte...

To: testtanya user; ¥ Thu 5/12/2016 9:00 AM

COMMUNICATIONS Conversatlo_n view
Feedy SSufBuletn by 13 groups emails
Friday, May 13, 2018 | News and Messages Edition To... . .

within the same
conversation
together

Last week

one more time

Open Trouble Tickets Online

test from otto Thu 5/12

Tanya Anania

m

Tanya Anania <tdohan@hotmail.com>

Mo preview is available.

Technology Service Desk

test from service desk Thu 5/12

anya user

Mo preview is available.

Tanya Anania
Testing from Outside email Thu 5/12

one more time  Tanya Anania

Tanya Anania Thu 5412
testtanya user Sent ems
Tanya Anania Thu 5/12

Tanya Anania
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Opening another Mailbox

V LT}
testtanya user
tanyal@uwinnipeg.ca
1 OL

Change

ﬂ?.

How to open
another mailbox

Open another mailbox...

\ania
Sign out
Iser; % [hua 5/120.2006 900 AM
Open another mailbox Type in the name of
the mailbox you
/ wish to open

Jper Cancel
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Settings

'T create your out of

Refresh ¥ Undc office reply, change
- your display,
Automatic replies Change your theme

de er

»

and get into the
general options

Display settings

ohan@ Manage apps

Offline settings el e
2016 9:00 AM
Change theme

Options

Settings have
changed and have
added features
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Setting up Automatic Replies

Under the settings
Vo X Gl you will get the
Automatic replies >. following screen —

— here you can set up
your out of office
replies

Create automatic reply (Out of Office) messages here. You can set your reply to start at a specificd

to continue until you tumn it off.

(®) Don't send automatic repliss

(O Send automatic replies

Tue 5A7/2016
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Reading pane

can choose to have

VOK X Cancel your reading pane
| | / on or off, on the
Display settings :
right or the bottom

Reading pane Message list Conversations

Choose where the reading pane /
should appear. [ ]
/

® Show reading pane on the right

O show reading pane at bottom

Please note that if
this is checked off
then this will apply
to all of the folders
for the reading
pane view

(O Hide reading pane

v | Apply to all folders (If this box isn't :-Ee::ec:. the layout settings you choose will only apply to the
mail folder that's currently active.)

Choose what happens when you move or delete an item.,

O Open the previous item

® Open the next item
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Message list

This is where the

layout for your
messages are
located. You can
choose from

Reading pane Message Iistﬁm‘e*m‘.'ow ‘Sender name ﬁrSt
or subject first’

' OK X Cancel

Display settings

Layout:

(® Sender name first

O Subject first

Preview text:
(® Show preview text

O Hide preview text
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Conversations
Here you choose to

v OK X Cancel have the neweS'[

Display settings message on top or
) the oldest for the

Reading pane Message list  Conversations < Conversatlon VIeW

Show itemns in this ordern: —

® Mewest messages on top E =

(O Oldest messages on top

*Please note:
Conversation view
cannot be turned
‘;\;T:tr;ilt:a’nshave been t__?_ Off |n OWA

(® Show deleted items

(O Hide deleted items
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Setting up inbox rules

(® Options Automatic replieﬁ
de er

A
~
Shorteuts ['"|bO}{ rules Display settings
» General
, Manage apps
4 Mail Choose how email will be handled. Click the "+" icon below to create a new rule. Ohaﬂ@
4 Automatic processing Offline settings ply all |v
Automatic replies + 2016 9:00 AM
Inbox and sweep rules On Mame Change theme

Junk email reporting
Mark as read Options

Message options

Read receipts

Reply settings Under the settings
4 Accounts -
Block or allow yOU WI” get the
e following screen —
Conversations here yOU Can Set Up
Email signature If wour rules aren't working, click here to report the problem.
rules for your
Sweep rules

Message list mallbOX

Reading pane

Message format

These rules run at regular intervals to keep your inbox clean.
Link preview
» Calendar
OTHER Cn MName
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How to create a new email

The email will open up inside the
same window. Click on here to
open it in a new window

Search Mail and People il Delete Archive Junk Sweep Movett

Email message

4 Favorites - ' it All v T€

Inbox

Sent ltems

T ATTAAR LT

¥ Send @ Attach @ Add-ins Discard

1

HH hd To:
To create a new .
message click on |
. Mon 11:54 AM
NeW mall ShOWﬂ 3y's Conte... Subject:
here
v B I U Aa A ¥ A = = = 3= Vv
Fri 5/13
dition To...
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How to create a new email cont’

= Send 0 Attach & Add-ins Discard

Save draft
To: Show Bec Here is where you will find
Show From more options those were in the
e Check names old version: check name, save
M Setimportance > and importance (see image
Subject: Set permissions N be|ow)

Switch to plain text

a € B I U Aa p W

I=

Show message options..

13

E]| https://email.uwinnipeg.ca/owa/Tae=tem&a=New8it=IPM.Noteflcc=MTQuMidzMTguMN Cxlk
Send | ] | @ & Y 3 [EZ - Options.. [HTML v
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How to attach items to email

B Send &® Add-ins  Discard === [_I:I

Ta

Cc

Clicking the paperclip icon will allow you to
Subject: attach files, images or your signature

as & B I U Aa A % A = =

L] L]

i
i
<

DISCOVER - ACHIEVE - BELONG



Opening the address book

-
ﬂ 2 . ‘ [ https:/femail.uwinnipeg.ca/owa/projection.aspx - Google Chrome

https://email.uwinnipeg.ca/owa/projection.aspx

@Send 0 Attach @ Add-ins Discard =» ! + OK X Cancel
To:
Tech|
, e
Co Service Desk
1 servicedesk@uwinnipeg.ca @
Subj TaNa Anania e
—_ t.ananiauwinnipeg.ca n
TITE I NP F¥Yas =5 8Y 4Directory H OTTO OTTO
UofW Rooms
UofW AL Ermail
You can click on
either the ‘To:’
button to get the
address book or If you click on the arrows you will get the
start typing in the option for all your address books
name of the person
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Opening an email in new window

a 2 I8

pd

This will allow you to
open a new email
message in a

separate window

F - - - - - E ™
K] htlps:ﬁemall.umnnlpeg.cafuwa!prcgech?n.aspx—Google Chrome e - [‘: g
https://email.uwinnipeg.ca/owa/projection.aspx

M Send @ Attach @ Add-ins Discard  +e» x

Service Desk
servicedesk@uwinnipeg

Subj
j TA Tanya Anania

— t.anania@uwinnipeg.ca

'J]BIQAa,n"’:ri:—;_-

1
if
<

Here you can see that it
looks very similar to the
previous screen
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Creating an email signature

Click Save
(® Options /
Shartcuts X Discard

4 General

My account Ema|| Sigﬂature

Change theme ) ) _

Keyboard shortcuts Automatically include my signature on messages | send h k ﬁ h b d

Manage add-ins ) A C eC O t e OX an type
" B I U A x ¥ A = = v . . .

Mobile devices INn your emalil signature

Offline settings

Light version

Region and time zone

Text messaging
4 Mail
4 Automatic processing

Automatic replies

Inbox and sweep rules

Junk email reporting

Mark as read Under options, Mail, layout

Message options

Read receipts you Wi” find the email
Reply settings

4 Accounts Signature Option.

Block or allow

POP and IMAP

4 Layout

Conversations

Emnail signature
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Message format

Click Save

(® Options

Shortcuts

4 General

My account Message format

Change theme
Always show Boe

Keyboard shortouts

) Alwave show Fro
Manage add-ins Iways show From

Here you can choose the
Compose messages in this format: | HTML BCC Or From fields and hOW
L you would like to compose

Region and time zone
Text messaging Hessge o your message
4 Mail Caiibri ~ |2~ B I U A

4 Automatic processing

Mobile devices

Offline sethings

Automatic replies Sample text

Inbox and sweep rules

Junk email reporting

Mark as read

Message options Under options, Mail, layout
o you will find the message
+ Accounts format option.

Block or allow

POP and IMAP

4 Layout
Conversations

Email signature

Message format
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Printing an email

@?.

“? Undo

1. Open the email you wish to print

\
.

I| 2. Select “Print”

'l"lk_,-l-}’ o Iy

) —eele?, Staff Bulletin:
3. Check print preview

5. Select “Print” / HBMMUMCAHONS 9 Replyall | v

»

[ Faculty & Staff Bulletin: MaJ6 - testtanya user - Google Chrome T I =< To: COMMUNICATIONS; ¥ Reply
https:_f,-’emai\.uwinnipe ca,"D'.-'.-‘afv“rviewmodel=Readh1essa(_:eltem&:tE-m:D=AAh.-‘!kAD‘JmOWSZGFiLTththNﬁ[ Reply all
Fal print Taculy & Staff Buletins May 16 - -
Total: 4 sheets of paper T Forward
COMMUNICATIONS
il Cancel [ Reply all by meeting
Md -
™ estination ) AWSPOOLWFDPOO.. 8 s — rorem— s Reply byl
me:C i 5 B 3 s ~ L
Change... o M [ ) Bl 5 [ : BEE, Ll Re all by I I
Pages = Al AR
J E _ W THE UNIVERSITY OF Delste
: \ g WINNIPEG Delete all messages from FOMMUNICATIONS
[ : e i
Et= el i g n Mark as junk
|
Layout Portrait - - ents Edition Mark as unread
4. Select printer and change ‘l'
U ' Flag
Options Simplify page -
T any settings such as paper -
] ) rin
. 7% DR ettt Slze aS needed View message details
* T bt usin system dizlog... (Cirl+Shift=P I i e —— I > + Nlayor ublic Lecturs: M, oo & window
: {u/\rtuoswtCon:irtstGala: JuieZ - - — I ! « Virtuosi Concerts Gala: June 2 C‘[‘}E‘f‘l In & separate windaow
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