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Introduction

Outlook Web Access (OWA) is a web-based version of Outlook that allows you access to your e-mail, calendar and contacts from any computer connected to the Internet using either Internet Explorer or Netscape Communicator.  Part time faculty and staff will use OWA to access their e-mail if they do not have a College computer assigned to them.  

Please note:

To use OWA you must be an Outlook user; this software will not work with Eudora.

The following web browser versions will work with OWA:

· Microsoft Internet Explorer 4.0 and above

· Netscape Navigator 4.0 and above

Logging in to OWA

1. Connect to the Internet and launch Internet Explorer or Netscape Navigator.

2. There are two ways to access OWA:

· Enter the following URL in the address block www.bristol.mass.edu/e-mail and press the Enter key on your keyboard.
· Navigate to the College’s website at www.bristol.mass.edu.  Using the QuickLinks drop-down box in the lower-right corner, click on Faculty/staff e-mail.
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· Enter your User name in the box provided.  This is the ID provided to you by Information Technology Services.  It is different than your Campus Pipeline or WebCT User names.

· Click into the Password box (or press the Tab key) and enter your password.  Please note that your password will NOT display on the screen.

· Depending on the browser version you are using (eg. Netscape 4.7, Internet Explorer 6.0, etc.), you may see a third box called Domain name.  If so, click into the box (or press the TAB key) and enter the following.  It is a dash/hyphen (-) and not an underscore (_).
bcc-master
· We recommend that you do NOT click the Remember my password check box as this may allow an unauthorized user access to your e-mail.

· Click the OK button.  If you receive an error message at this point, it is likely that your web browser is older than what OWA supports.  If so please find out what version you are running by following these steps.  Notify ITS with this information once you have it and we can help you determine if a new version of the browser is required.
· From within your browser, click the Help menu and select the About option.  It will either say About Internet Explorer or About Netscape Navigator.
· Write down the information listed under version.
3. Once you have logged in, the following screen will appear.  By default your e-mail inbox will always appear when you first log in.
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OWA Views

There are two different ways of viewing OWA:

· Folders – view information in a hierarchical manner.  Moving from folder to folder is easier with this view and therefore it is the recommended method.  To change to the Folders view, click on the Folders button on the left side of your OWA screen.  Please refer to the sample below:
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· Shortcuts – Several options are presented as icons which can be clicked to view.  Because there are very few options and you cannot move easily to your personal folders it is recommended that the Folders view be used.  A sample of the Shortcuts view is below:
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Inbox (Your E-mail)

 To view your email inbox, click Inbox from your Folders [image: image5.png]B Inbox



or 
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 on your Shortcuts bar. 

Addressing and Composing a New Message

1. To compose a new message, click the Compose New Mail Message button [image: image7.png]


on the toolbar. 

2. Address your e-mail message

· For addresses outside the college (not @bristol.mass.edu):

· Type the names of the recipients in the To and Cc boxes. Separate multiple names with semicolons (;).  Be sure to include the complete address for off-campus recipients and BCC students. 
· For e-mail addresses within the college (@bristol.mass.edu).  Not including students as they are on a different system:

· Click on the To button [image: image8.png]To.



, Cc button [image: image9.png]


 
or Bcc button  [image: image10.png]


 to add blind carbon copy recipients.  Bcc recipients receive a copy of the message, but their names do not appear in the list of recipients. Also, each Bcc recipient cannot see the names of other Bcc recipients. If no Bcc box is present and you want to add Bcc names, click the Options button while composing a message and click the Show Bcc checkbox. The Bcc box is optional. 

· The Find Names Window will appear where you may enter information about the recipient.  When you are unsure of the full spelling of someone’s name it is recommended that you enter as little as possible.  Click the Find button when finished.

· Matches on the system will be displayed.  Select the recipient by clicking once over their name.

· Click the To, Cc, or Bcc button to add the person to your recipient list.

· This process can be repeated as many times as necessary without closing the Find Names window.  Simply remove the information from the previous search and type in part of the next recipient’s name.
· Click the Close button when finished.  Each of the recipient’s name will be copied back to your compose message screen.
3. In the Subject box, type a brief subject line in the box to provide a summary of your message. 

4. Type your message in the message body. 

Attaching a File

You can attach any type of file that is accessible from your computer or through the network. 

1. Click the Attachment button [image: image11.png]


 from the toolbar. 

2. In the Attachment box, type the path and file name if you know it. 

~ Or ~ 

Click Browse to search for file names.  Navigate to the location where your file is, select it and click the Open button. 

3. Click Add button.  The file name of the attachment appears in the list of attachments.  Additional files can be added to the list of attachments.
4. To remove an attachment, select the file name, and then click Delete button. 
5. Click the Close button when finished.
Setting Message Options

To set message options click the Options button [image: image12.png]


 on the toolbar and the following window will appear:

[image: image13.png]2 Message Options - Web Page Dialog.

Mosseg stings
Iportaree v
Sewstiity [Nomal v

Trackingoptions

[ Tell e when this sessoge bas e delvered

[ Tell e when this messoge has ben ead.





· To set the message importance level, click the Importance: High [image: image14.png]


or Importance: Low [image: image15.png]


buttons on the toolbar. 

· To enable or disable the Cc box, select or clear the Show Cc check box. 

· To enable or disable the Bcc box, select or clear the Show Bcc check box. 

· To request a delivery receipt, select the Tell me when this message has been delivered check box.  This is not a valuable option since it will simply tell you when the message has been delivered, which happens almost instantly. 
· To request a read receipt, select the Tell me when this message has been read check box. 

Sending the Message

After you complete your message and address it to the appropriate recipients, click the Send button [image: image16.png]


. After the message has been sent, the New Message form closes, and you are returned to your Inbox. A copy of the message is placed in the Sent Items folder. 

Opening Messages

1. Locate the message you want to read from the list of messages. 

2. Double-click anywhere over the message line and the message will appear in a separate window. 

3. The following information will be displayed for a message:
From: Indicates the name (or e-mail alias) of the sender or organization. 

To: Indicates the name (or e-mail alias) of the primary recipients. 

Cc: Indicates the name (or e-mail alias) of the carbon copy (Cc) recipients. 

Subject: Briefly describes the subject of the message. 

Sent: Indicates the date and time the message was sent. 

Importance: Indicates the priority of the message as determined by the sender. The sender can set the importance to High or Low.
Deleting Messages

Using the commands on the toolbar, you can delete and move messages. 

· To delete messages while viewing messages in your email Inbox:

· Select/highlight the item(s) first by clicking over it.
· Click the Delete button [image: image17.png]


 to delete the selected message(s). 

· To delete a message while you are in it, simply click the Delete Button [image: image18.png]


 on your toolbar.

Moving Messages to Personal Folders

Messages in folders can be moved to another folder simply by dragging and dropping the message(s) to the desired location.  Typically, you might be moving messages from your Inbox to another folder.  Please see the Creating Personal Folders below to create a new personal folder. 

· Make sure the folder you wish to move the message to is visible.  If the folder is hidden, first expand the collapsed list by clicking the plus sign [image: image19.png]B Inbox



to the left of where the folder resides.

· Using your mouse, click over the message and while still holding down mouse button (left button for PC users), drag and drop the message on top of the name of the desired personal folder.

Creating Personal Folders

Personal folders are a good way of organizing messages that you wish to save.  We recommend that you consider creating personal folders for e-mail messages beneath the Inbox since the folders you create will be alphabetized among the standard Outlook Folders.
· From the main OWA window locate the folder where your personal folder will be located.  Again, this example will display creating a personal folder within the Inbox as this is the recommended location for e-mail personal folders.

· Right click (or simply click for Mac users) over the folder where your personal folder will be located and a menu will appear as displayed below:
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· Using your left mouse button (or simply the mouse button for Mac users) click on the New Folder menu item.

· Type in the name of your new folder and click the OK button.  Your folder will now appear under the Inbox.  See the above section Moving Messages to Personal Folders to learn how to move messages into your newly created folder.

Replying, Replying to All, Replying to Folder, and Forwarding Messages

When you open a message, you can reply only to the sender or to the sender and all those listed in the To and Cc boxes. You can also forward the message to someone else. 

· To reply to the sender of the current message, click the Reply button [image: image21.png]€4 Reply



 and a window will appear with the name or e-mail alias of the originator appearing in the To box and the text of the original message in the message body.  There will be a divider and space above it where you can type your message. 

· To reply to all recipients of the current message, click the Reply to all button [image: image22.png]€4 Reply to all



 and a window will appear with the name or e-mail alias of the sender you are replying to appearing in the To box. The names of all other recipients also appear in the To and CC boxes.

· To forward the current message to one or more recipients, click the Forward button[image: image23.png]€ Forward



 and a window will appear containing the original message in the message body, with a divider and a space above it where you can type your message. Type the forwarding e-mail address to send the message to one or more recipients. 

Reading Message Attachments

When a message contains an attachment (Word document, picture, etc.) there will be a small paper clip symbol [image: image24.png]


 to the left of the message. When you open the message to read it, you see the attachment icon [image: image25.png]


 and file name. Some attachments, such as .txt and .gif files, can be opened directly by the browser.  Others require additional programs such as Word or Excel. 

Please note that:[image: image26.png]& Attachments may contain viruses that are harnful to your computer. Attachments may not display
corectly.




It is advised that you do not open attachments from people you do not know as they may contain viruses.
To view an attachment: 

1. Click once over the file name. 

2. The attachment is displayed in a new browser window or the program that the attachment was created is opened and the attachment can be viewed, modified and even saved to a location on your computer. 

~ or ~

3. If your browser is not configured for the application required to view the attachment, the Save As dialog box displays, allowing you to name the file and select a destination. After naming the file and destination, click the Save button. 

4. After saving the file, close the blank browser window to return to the message. 

5. You must now choose a program to open the file.
Calendar

Outlook Web Access’ Calendar helps you create and track appointments, meeting requests, and events. Each of these items can be set as recurring or repeating over time.

 To view your Calendar, click Calendar [image: image27.png]@ Calendar



 from your Folders or 
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 on your Shortcuts bar. 

Calendar Views
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General Viewing Options
· You can change to the daily, weekly or monthly views by clicking the[image: image30.png]


 buttons from the toolbar respectively. 

· To display today's date in the current view, click the Today button [image: image31.png]Today



from the toolbar.
· You may see the following symbols as you use your calendar:
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  Recurring event or meeting
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 Private item, only viewable on the originator's computer 
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 Item with an attachment
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Item that includes a reminder

Creating a New Appointment
1. Click Compose New Appointment  
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 on the OWA toolbar. 

2. In the Subject box, type a brief description of the appointment. 

3. In the Location box, type the place where the appointment occurs. 

4. Files can also be attached to the appointment using the Attachments button[image: image37.png]


.  This may come in handy if you have a separate file associated with this appointment. 

5. In the Start Time and End Time boxes, type the time that the appointment starts and ends. 

6. Type any comments in the Comment box, such as a list of necessary materials to take to the meeting. 

7. Click the Save and Close button. 

 

Modifying an Existing Appointment
If information about an appointment has changed since it was created, you can modify the appointment. 

1. Open the appointment by double-clicking anywhere on the appointment on your schedule. 

2. To change the subject, type new text in the Subject box. Change the time of the appointment by typing new entries in the Start Time and End Time boxes. 

3. Click the Save and Close button. 

 
Setting Calendar Appointments as Recurring

Many meetings, appointments, and events re-occur periodically. Instead of creating new calendar items each time, set the item as "recurring." 

 

1. Compose a new appointment or open an appointment that appears on your schedule. 

2. Click the Recurrence button [image: image38.png]¥ Recurrence



 on the OWA toolbar. 

3. In the Start Time and End Time boxes, type starting and ending times. 

4. Choose Daily, Weekly, Monthly, or Yearly as the recurrence pattern and select any other options. 

5. Click the OK button. 

 

Changing the Recurrence for an Appointment
1. Open the calendar item on your schedule. 

2. Choose whether you want to modify this one item or the whole series.  If you open just the item you will not be able to change the recurrence pattern.  If you are changing the whole series, you will have the option to click the Recurrence button [image: image39.png]¥ Recurrence



 and modify the recurrence pattern. See the above topic for more information on setting up a recurring item.
3. Click the Save and Close button. 

 

Removing the Recurrence for an Appointment
1. Double-click one of the occurrences of the item on your schedule. 

2. Select Open the Series and click the OK button.

3. Click the Recurrence button [image: image40.png]¥ Recurrence



.
4. Click the Remove Recurrence button [image: image41.png]


at the bottom of this window to remove the recurrence. 

5. Click the Save and Close button. 
Contacts 

Outlook Web Access allows you to store information about people or organizations you work with including phone numbers, addresses, e-mail addresses, job titles, and notes. 

To view your Contacts, click Contacts [image: image42.png]T Contacts



 from your Folders or  [image: image43.png]


 on the Shortcuts bar. 

Creating a New Contact
1. Click Compose New Contact  
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 on the Outlook toolbar. 

2. Enter the information you want to include for the contact on the General and Details tabs.  Files can also be attached to the contact using the Attachments button [image: image45.png]


 located in the lower left corner of the General tab.  This may come in handy if you have a separate file, such as driving directions, associated with this contact. 
3. Click Save and Close [image: image46.png]


. 

 

Opening a Contact 

1. To open a contact, double-click over the name of the contact you want to open.   From here, information for that contact can be changed.

2. Click Save and Close [image: image47.png]


.

 

Deleting a Contact 

1. Select/highlight the contact you want to delete by clicking once over the name. 

2. Click Delete [image: image48.png]


 on the toolbar.

 

Creating an Email Message to a Contact 

1. Double-click over the name of the contact to open it.

2. Click the New Message to Contact [image: image49.png]


 button on the toolbar and OWA will automatically open a mew e-mail message and address it to your contact.   For this option to work, you must have recorded an e-mail address for the contact.
3. In the Subject box, type the subject of the message. 

4. In the text box, type the message. 

5. Click Send [image: image50.png]


. 

 

Public Folders

Outlook Web Access’ Public Folders contain information for the Bristol Community College community.  Anyone who has access to Outlook can view and post (where permitted based on the system’s security) information such as College forms, announcements, etc. 

To view Public Folders, click the plus sign to the left of Public Folders to expand the list of folders available.  A list similar to the following will appear:
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Using Public Folders 
To display the contents of a folder, click it. Messages posted to the folder, and subfolders within it, are listed on the right side of the OWA screen. 

· To open a folder, click the name of the folder.

· To read a posted message, locate the message you want to read from the list of messages in the user area, and double-click on item. 

· To create a new item for posting in a public folder (not all users may post to all public folders), click Post New Item 
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.  Once you have composed your post click the Post Button 
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 to post the item.   

· For information on posts with attachments please refer to the section title Working with Attachments in the E-mail section of this document.

Options

You can customize OWA’s settings. Some of the things OWA can automate are telling people that you're out of the office when you receive a message from them or adjusting appointments to local time when you are traveling. 

· To change your user options, switch the OWA view to Shortcuts by clicking on the Shortcuts button on the left side of your OWA screen.
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· Click the Options Button[image: image55.png]


on your Outlook Shortcut bar. 

Out of Office Assistant
Your out-of-office reply notifies users who send you messages that you are away from the office and cannot reply immediately. Your reply is sent only once to the sender, even if you receive multiple messages from that person. Your Inbox continues to collect messages when you set the Out of the Office option. 

1. Select either I am currently in the office or I am currently out of the office. 

2. Compose a message in the Auto Reply box to be automatically returned to anyone who sends you a message when you are out of the office. 

3. To accept the settings, click OK.  The Out of Office Assistant will be active until you turn it off so be sure to come back to this option once you return! 

[image: image56.png]Out of Office Assistant

S © oo

O I cueaty out of the office
AvioReply orly once to sach sender with the following et

I will be away from the office witil Tussday,
August 6. I will repsond to swail messages when
T recurn. [manks.

[E3





E-mail Options

The E-mail options allow you to control how or if OWA will warn you when new mail arrives.  Please note that if you select these options you will only be warned if you are currently logged in to OWA.  Click the check box to select an item.
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Date and Time Formats
You can change how date and times will be displayed within OWA.  Use the drop down boxes to select the desired changes. 
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Calendar Options

You can change how your OWA calendar will appear.  Use the drop down box to select the desired changes.  You must completely exit and restart the browser before these changes will take effect.
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Reminder Options
If OWA is open and running on your computer, you can have it remind you if you have something scheduled in your calendar.  Click the check box to select an item.  You can also change when you will be reminded.
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Contact Options

When searching for recipients to send e-mail messages to you can choose where OWA will look first.  For most users the Global Address List should be selected.
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Password

This option does not presently work.  Please contact ITS for assistance with changing your password.
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Recover Deleted Items
Messages that you delete from OWA are “held” for 24 hours in case you mistakenly delete them.  Click on this button to recover e-mail items.  A window will be displayed with the recoverable items and simply click the item to select/highlight it.  Click the Recover button [image: image63.png]“a Recover



 to recover the item.  

Please note that the recovered item will be placed in your Deleted Items folder.  Click once over the Deleted Items folder and the message will appear.
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Date Selection�This area contains a calendar for current month. By clicking the left and right arrows on top of the calendar title bar, you can scroll through different months. Click over a specific day to view its appointments. 








Calendar Area�The Schedule Area contains either a daily, weekly or monthly view of your calendar.
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