WebMail Options

You can customize Outlook Web Access settings. Some of the things Outlook Web Access 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 view the different user options, click Options J Options from the Navigation bar.

Out of Office Assistant

Out of Office Assistant

F J () I'm currently in the office
R |
* I'm currently out af the office

AutoReply only once ko each sender with the Following text:

I will b ouk of office from &/22/04 to 63004,

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'm currently in the office or I'm 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. These settings will remain until you change them.

4. To change the Out of Office assistant settings when you return, click Options j Options and select the
option I'm currently in the office.

5. Click Save and Close. e Save and Close
Messaging Options

Messaging Options

"% Mumber of items to display per page: | 25 W

&fter moving or deleting an ikern: | open the next item w
Display a notification message when new mail arrives

Play a sound when new mail arrives

Automatically include my signature on oukgaoing messages,

[ Edit Signature. .. ]

Mail editor Fonk: | 10 pt. Arial | [ Choose Font... ]

1. You can specify the number of items to display per page.

You can also specify if you want a notification message or a sound played when new e-mail arrives.

3. You can also specify if you want to automatically include a signature on your outgoing messages. To create
a new signature click on the Edit Signature button.

N
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= ] Signature - Microsoft Internet Explorer
el 5ave and Close | Close| @) Help

Nomal v A4 | Arial w“jiov A B I UEE = ;= (= iE & 1 1

Thanks & Regards

John Doe,

California State University Sacramento,
BOO0 J Streel, Sacramento,

CA95519

&] Done & Local intranet

4. Type in the details for your Signature and then click on the Save and Close button.
5. These settings will remain until you change them.

6. Click Save and Close. el Save and Close
Reading Pane Options

Reading pane options determine whether an item be marked as read or be left unread.

Reading Pane Options

() Markitem displaved in reading pane as read

W aik I:I seconds before marking item as read
() Markiterm as read when selection changes

() Donat autornatically mark items as read

1. You can specify that the item be marked as read by selecting the Mark item displayed in Reading Pane
as read check box. A delay can be set by filling in a certain amount of time in seconds. The default is 5
seconds.

The second option is to mark items as read after you select another item in the list.

The third and final option is to set it such that the messages are not automatically marked as read.

These settings will remain in effect until you change them.

o hwbd

Click Save and Close. el Save and Close
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Spelling Options

Spelling Options
hf}r [ ] 1gnore words in UPPERCASE
ll Ignore words with numbers

always check spelling before sending
Select the language of the dictionary to use while checking spelling:

English (United States) |

1. You can specify if you wish to Ignore words in UPPERCASE and Ignore words with numbers. To do
so, just click on the check box adjacent to the prompts.

2. You can also specify to check for spelling prior to sending an e-mail. To do so click on the check box for
Always check spelling before sending.

3. Choose the appropriate language from the drop down menu to select the language of the dictionary to use
for checking spelling.

4. Click Save and Close. el Save and Close

Privacy and Junk E-Mail Prevention

1. Select the check box Filter Junk E-mail.

Privacy and Junk E-mail Prevention

8 :lt [*] Fiker Junk E-mail. Chedk the Junk E-mail Folder regularhy to ensure that vou do not miss messages that you want bo receive

[ Manage Jurk E-mail Lists... |

Choose how bo respond to reguests for read receipts:
O Always send a response
(¥} Do not automatically send a response
Yous can control whether external content in HTML e-mail messages is automatically downloaded and displaved when you open an HTML message.,

Block exbernal conkent in HTML e-mal messages.
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2. Click on the Manage Junk E-mail Lists... button.

A Manage Junk E-mail Lists -- Web Page Dialog @

Wiew ar Modify lisk: | Safe Se @ Help
E-mail from people on vour Safe Senders Lisk will never be treated as

Junk E-mail, ¥ou can include e-mail addresses or domain names on this
lisk,

Edit...

Remove

#ls0 trust e-mail From my Contacks ok ] [ Cancel
1. From the prompt for View or Modify list: click on the drop down arrow and choose the option Blocked
Senders.
Blocked Senders |
iSafe
Blocked Senders
1. This will consist of a list of people from whom you don't wish to receive e-mail messages.
If someone from the list tries to send you a message, the e-mail message is directed to
the Junk E-mail folder.
10/28/2004
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2 Manage Junk E-mail Lists - Web Page Dialog @

locked Senders B | &) Help

Yiew or Modify list: | B

E-mail From e-mail addresses or domain names on your Blocked Senders
List will always be treated as Junk E-mail,

Edit...

Rerowve

Ok ][ Cancel

2. To add an e-mail address to this list, click on the Add button.

<3 Microsoft Outlook Web Access -- Web Page Dialog [g|

Enter an e-mail address or Inkernet damain name ta be added ta the lisk,

|spammer@spam.mml |

Examples: someone@example, com of example,com

O, ][ Cancel ]

2. Enter the e-mail address of the person whom you wish to block and then click OK to continue.

3. If you wish to make changes to any one of the e-mails in this list, select the e-mail address and
then click on the Edit button. Make the necessary changes to the address and then click OK to
continue.

4. To remove an address from the Blocked Senders List, select the e-mail address and then click on
the Remove button.

2. You also have the ability to choose how you wish to respond to read receipt requests. You can either select
the option to Always send a response or the option to Do not automatically send a response.

3. Click Save and Close. izl 5ave and Close
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Appearance

Appearance
To see the color scheme you select, you may need ko refresh vour browser after saving your changes.

ﬁ Defauk (blus) +

1. The default appearance is set to blue color.
2. To select another color, click on the drop down arrow and select the color of your choice.

3. Click Save and Close. el Save and Close

Date and Time Formats

Date and Time Formats

Ll,j,l Short Date Style: 1/1/2004 - 12/31/2004  w
Long Date Style: Thursday, lanuary 01, 2004 - Friday, December 31, 2004
Tirmee Skyle: 1:01 &M - 11:59 PM | w
Current Time Zone: {GMT-05:00) Pacific Time {US & Canada); Tijuana w

1. You can change all your appointments to local time by changing to the appropriate time zone from the
Current Time Zone dropdown box.

2. You can also set your preferred format for date and time styles.

These settings will remain in effect until you change them.

4. Click Save and Close.

w

Calendar Options

Calendar Options

W'eek beqins on: Sunday w

Dy skark Eime: 2:00 AM W

Day end time: SO0 PM W

Firsk week of vear: Do not display week numbers

Choose the day of the week on which you wish your calendar to begin.
From your calendar, select the hours for the daily start and end times.
These settings will remain in effect until you change them.

Click Save and Close. el Save and Close

P WOdhPE
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Reminder Options

Reminder Options

To view reminders, wou musk use Microsoft Internet Explorer 5 or later.
Enable reminders For Calendar items
Enable reminders For Task ikems

Flay a sound when a reminder is due

Default reminder: 15 minukes

1. Select your preference for Calendar reminders, Task items and if you wish to hear a sound by checking or
deselecting the appropriate box.
2. These settings will remain in effect until you change them.

3. Click Save and Close. e Save and Close
Contact Options

Contact Options

Check names First in:
&=

() Global Address List

'C' Conkacks

1. Select your preference for resolving your contacts by searching against your personal address book or the
Global Address list.
2. These settings will remain in effect until you change them.

3. Click Save and Close. el Save and Close

Recover Deleted Items

Recover Deleted Itens

=y Chck Yiew Thems bo view and recover bems that were recently emptied from your Delsted Tems Folder. Recovered ibems will be moved back bo your Delebed
<53 thems folder.

[ Wiew [tems ]

1. Items that are permanently deleted, could still possibly be recovered within a limited time period.
2. To recover any such messages, from the Navigation bar, click Options.
3. Click the View Items button to view a list of files that are available for recovery.

Recover Deleted Items

?( Permanently Delete &) Help

There are no ikems ko show in this view,

4. From the Recover Deleted Items dialog box, select the message that you would like to recover. Click on

the Recover button E Recover to recover the message.
5. Click the Close button to continue.

6. Click Save and Close. el Save and Close
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