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Email and calendar on the go

OUthOk With Office 365, you have easy access to your email and calendar wherever
you are—on your computer, tablet, or phone. To view your email or calendar

d ﬂd on your computer, you can use Outlook or Outlook Web App. To view your
email or calendar on your phone or tablet, you can use the native built-in

OUthOk email or calendar app or Outlook Web App.

\/\/eb App . Outlook is an application that is installed on your computer.

Outlook Web App is the browser-based version of Outlook that you can
access over the internet, on just about any device.

In this training deck, we focus on things you can do in Outlook Web App.
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Email and calendar on the go

View your
email

Find or add a
contact

View your
calendar

Schedule a
meeting

Change your
theme

Share your
calendar with
others

Set up an
automatic
signature for
your email

View a shared
calendar

Set up
automatic
replies for
when you're
unavailable
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Instant Messaging & Email and calendar on
the go

Instant Search your Assign tasks for Get additional
Messaging email or yourself or resources and

calendar others information
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View your email

On just about any device, you can access your email in a browser window using
Outlook Web Application (OWA).
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Accessing OWA

To view your email quickly in a browser
window, use Outlook Web App.

UNIVERSITY

CALIFORNIA

= UCOP-Outlook Web App Login

Open your web browser* and go to
https://outlook.com/ucop.edu.

Ed

The first time you enter you will be brought to
this screen

asswor
For problems logging in. email servicedesk ‘@ucop. du
or call (510) 987-0457.

1. Enter your username (e.g. tjones) and
your password just as you do today.

2. If accessing OWA using Internet Explorer
from an internal UCOP PC or laptop, you
will be passed directly through to OWA.

3. Remove any bookmarks referencing
the old OWA URL and bookmark the
new URL for OWA in your browser..

*Supported browsers are: Internet Explorer 10 or above, Microsoft
Edge Browser (Windows 10), Safari 5 or above, Latest Firefox

“Release” version, Latest Chrome “Stable” Version. u Office 365


https://outlook.com/ucop.edu
https://outlook.com/ucop.edu
https://outlook.com/ucop.edu
https://outlook.com/ucop.edu
mailto:tim.jones@ucop.edu

-
View your email

?
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1. Select a message to view in
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the reading pane.
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Open another mailbox

® Busy

B Do not disturb

1. Click on your usericon in

the upper-right corner.
2. Click "Open another Sign outof M

mailbox..." Aooutme
3. Type the name (user id) of Sign o

the mailbox and CliCk lo Silbert Loo John Kuzicka;
uO pe n " ‘ bbbl lsnsassman adodinfacmatinn fachn g

Open another mailbox

Cancel
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View your calendar

Outlook provides a calendar that you can use to schedule your meetings and
appointments. Your calendar will remain up to date across all your devices where you're
using Outlook Web Application (OWA).
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... " .
View your calendar

Access your calendar quickly in a browser

window using Outlook Web App. @ New evens T ——
1. Log onto OWA, choose Calendar. e w e Bt e B W e
2. To change your calendar view, such as i [© e .
from day view to week view, choose day, iimes " e s
work week, week, or month in the wun

& Wil ERDE

upper right corner.

¥ Calarais

Ol B CALIHDOAES

L
Taihpin.
jj Contitzom B ke
Ilﬂ-#-:m P
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Change your theme

You can easily change the theme you use for OWA. Choose from a wide variety of colors
and patterns to make OWA your own.

] Office 365



Change your theme in Outlook Web App

One way to personalize OWA is by changing
the theme. It's quick and easy to do.

1. Sign into OWA, choose Outlook,
Calendar, or People.

2. Choose Settings £ > Change theme.
3. Select the theme that you want, and then . l ‘

select OK. Li Il

Note: Changing your theme in OWA does not
change the theme you might be using for
Outlook on your desktop.
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Set up an automatic signature for your email

One way to put OWA to work for you is by adding an automatic signature to your email.
This is useful when you don’t want to type your contact information at the end of every
message. It also helps maintain consistency across the messages you send.
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Set up an automatic signature for email

Your personalized signature can automatically be N -]
added to outgoing messages, or you can choose to add ©
it to specific messages only.

1. Log onto OWA, and choose Outlook. . S — - it i

2. Choose Settings £%> Set automatic replies. ' ===

: :
3. Choose settings > mail. : radg une
4. Type the text for your signature, and specify the
font and other settings you want to use. s
5. Select Automatically include my signature on =

messages I send, then Save.
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Set up automatic replies for when you're unavailable

You can set up automatic replies to let people know when you're unavailable. You can
specify a time range for your automatic replies, and even specify different messages for

different groups.
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Set up automatic replies for email

To set up automatic replies in your browser ofice365
window using Outlook Web App:

C)
1. Log Onto OWA. options inbox rules  automatic replies delivery reports  retention policies

P Create automatic reply (Out of Office) messages here., You can st your reply to start at a specific time, of st it to continue wnitil
. . ° coount you turn it off,
2. Choose Settings £ > Set automatic replies.

organize email

() Don't send automatic replies

3. On the automatic replies page, select Send gts
automatic replies.

Z- Send réeplies only during this tme penod:

settings Start time: | Tue W23/2014 w | | 900 AM E

4. Select the checkbox next to Send replies only ey egzmmy <llswm 10
during this time period, and then specify start e e e m e % A &

and end dates and times. = - .

Hi,

5. In the box below font settings, type the message T —
that you want people inside your organization to Al

see when they send you email. —

6. Scroll down the page.
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Set up automatic replies tor email (conta)

7. If you want to send a message to people outside
your organization, select the appropriate options.

G : B
B Send automatic reply messages to senders outside my organization
(3 Send replies o aly to senders in my Contacts list

(®) Send rephes to all external sanders

8. Then type your message and select save.

Send a reply once to each sender cutside my organization with the following message:
Calibri 12 B I U x E=E=EZ ESEY A

= A ox, W W
Hella, and thank you for your message.

When people send you email messages during the time
for which automatic replies are set, they'll get the reply
you created.

I'm unavailable right now, but will follow up with you as soon as possible,

If you need something right away, please contact team @ contoso.com.

Thank you,

save
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Find or add a contact

When you first sign into Outlook Web App, it might look like you have no contacts at all.
You do have access to people in your organization even if you're not sure where they are
at first.

A good place to start is by finding people in your organization, then you can add them
to your contacts list. You can also add external people as contacts.

] Office 365



Find a contact _

1. Sign into Outlook Web App, then choose @®New PR
People.

) . AlexDarrow
2. In the left pane, under Directory, choose A Ao oaron A lﬁ 56®

? Outlook Calendar People Yammer OneDrive

All Users to see the list of all people within e Bellew

Contact Notes Organization

your organization. Anne Wallace

Send Email
All Rooms

Search for someone by typing their name in the
All Distribution Lists Business

8
g
Search box. Make sure the All Users folder is . 5einda Newman

AlexD@contoso46.0nmicrosoft.com

Aziz Hassouneh

—,

selected.

IM
sip:alexd@contoso46.0nmicrosoft.com

Bonnie Kearney

(W1

To add someone from the list, choose their name
and then select Add to Contacts.

@ New Molly P x

All People Groups Rooms

Include people from

() My contacts and directory =1 MG”}_{ Dempsey

Available

O My contacts
(@) Current folder (&ll Users)

O Directory
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Schedule a meeting

Use your calendar to stay organized by having your meetings and appointments in one
place, available across all your devices. In just a few clicks (or taps), you can set up a
meeting with someone or an appointment for yourself, and get reminders ahead of time

so you don't miss anything.
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Schedule a meeting

To schedule a meeting in Outlook Web App:

] Office 365

@ New event TASEND X DISCARD [ SCHEDULING ASSISTANT @ APPS  *a 0 x

1. Sign into OWA, then choose Calendar.

#® The following recipient is outside your organization: Anshita Bahrami. Remave recipient

Event:  Planning Meeting

Choose + New event.

Location: Conf Room 3645 Add room

Atendees: W AlieBelew M Devidlongmuir M SaraDavic I Anshita Bahrami

Start Duration: 3
Tue 9/23/2014 ~ | | 900 AM - 90 minutes

2
3. Type the event (meeting) name and location.
4

For Attendees, type the names in the space e
available, or choose + (Plus Sign) to open your ”’
list of contacts, then add the invitees. _

5. Select Scheduling Assistant at the top of the Hitnpne o
meeting invite to see your invitee’s availability dusls tyEEserAv=E==08v
before you set the date and time.

5. Specify the date, time, duration and reminder. To schedule a meeting in Outlook on your desktop:

6. Type the agenda and select SEND. . If you're using Windows, see Schedule a meeting

with other people

 If you're using Mac OS, see: Create a meeting or
appointment
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http://support.office.com/article/5c9877bc-ab91-4a7c-99fb-b0b68d7ea94f
http://support.office.com/article/93155d6d-6755-452e-a732-b09fda5c9d7b
http://support.office.com/article/93155d6d-6755-452e-a732-b09fda5c9d7b

Share your calendar with others

With Outlook Web App you can share your calendar with anyone inside or outside your
organization. When you share your calendar with someone inside your organization,
they will be able to add it directly to their calendar view in Outlook Web App. People
outside your organization will be sent a URL that they can use to view your calendar.

Note that Calendar sharing may not be available for your account, or may be limited to
people in your organization.
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Share your calendar with others

1. Sign into Outlook Web App, then choose Calendar |SEC Rl U IENNSU ST N2
> Share. |

Day Work week Week Month
Jun  Jul Aug Sep Oct Now : I3 SHARE | s PRINT

2. Type the name or email address of the person, or
people that you want to share your calendar with in
the Share with box.

. . f] SEND X DISCARD =
3. Select how much information you want them to
see, and then select SEND. i
«  Full details will show the time, subject, location, and other FEE
details of all items in your calendar. H kbl Full detal m|
Avn:labil;‘[',l in:'-
« Limited details will show the time, subject, and location, but etk Limited details
no Other information’ I'd like te share my calandar with yeu v Full details
« Availability only will show only the time of items on your Calendar
Calendar. Calendar -
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View a shared calendar

Others can share their calendar with you, and depending on the permission they give

you, you'll be able to view their calendar, edit it, or act as a delegate for meeting
requests.
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View a shared calendar

When someone shares their calendar with YouU, [ o share my catendar with you
you receive a notification with information X DHETE RV GEREUAL =P FORWAD

about your access. ﬂ David Longmuir Mark a5 unread

1. Select +ADD CALENDAR, to accept the
shared calendar.

To: OAllie Bellew:

+ ADD CALENDAR | [5] SHARE MY CALENDAR BACK

2. Then go to your Calendar tab and select
the shared calendar to view the items.

David Longmuir (DavidL@contosodb.onmicrosoft.com) has invited you to view his or her Microsoft Exchange Calendar.

4 MY CALENDARS

¥ Calendar

4 OTHER CALENDARS

v ﬂ David Longmuir
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Search your email or calendar

There are multiple ways to search for your email messages, people or calendar items.
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Search your email or calendar

You can search for messages and people in Outlook
Web App by using the search box at the top of each
window.

Outlook Calendar

L Search mail and people

1. Log onto Outlook Web App and select Outlook.

2. Type what you want to search for in the Search

mail and people box and press Enter. RECURRING

<«

3. Refine your search by selecting one of the filters : ';T end date -
below the search box: All, Unread, To me, or planning o x anning meeting
Flagged Alex Darrow

4. Select Calendar, and type what you want to
search for in the Search Calendar box.
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Assign tasks for yourself or others

You can use tasks to set up a to-do list for yourself that's available on all your
devices. You can assign tasks to other people.
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Set up a task for yourself

1. Log onto https://outlook.com/ucop.edu,
then choose Calendar.

2. In the lower-left corner of the window, = O
select TASKS. T

3. In the top left corner of the window, select
+ New task. e e

[ R g UL R THAE U

4. Fill out details such as a subject, due date,
and other information about your task.

5. Choose SAVE when you're done.

] Office 365


https://outlook.com/ucop.edu

Assign a task to someone else

If you have Outlook installed on your computer, you can
use it to assign tasks to others.

1. Open Outlook, and on the navigation bar at the bottom

of the window, select Tasks. = m

2. Select New Task on the ribbon on top of the window. = s T -

3. Fill out details such as a subject, due date, and other -
FILE HOME

. . SEND f RECEIVE
information about your task.

: als a1 =7
4. On the ribbon, choose the Task tab, and then choose vilil= x
Assign Task. New | New New | Delete
Task Email |tems~
5. Choose To, and then select the person to whom you want - Delete

to assign the task.
6. Select Send.
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Check presence status and send an IM

« Less formal than email and faster than a phone call,
[nstant Messaging (IM) is tough to beat for speed anad
ease of use.
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Check presence status

Presence information includes your contacts' status, Gilbert |
such as Available, Busy, or Away. GL IDert Loo
|

« Find someone in your Contacts. Or search for
them by typing their name in the Search box.

John Ruzicka

Available

« The text under their name indicates their current
status, such as Available, Busy, Offline, In a call,
or In a meeting. The color to the left of their
name also provides a visual status indicator.
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Sign In to Instant Messaging (IM)

You can start or accept an IM session with someone
directly from Outlook Web App.
m oypmsocosm

1. Signin to IM in Outlook Web App, then select
your name at the top of the window, and click
Sign in to IM.

Change
B Available

B Busy

2. Once you're signed into IM, select your name, (2T
then select your status. Be right back
Appear away

sign out of IM

About me
Open another mailbox...

Sign out

IJ Office 365



Start an IM Session

Product Manager, Sales & Marketing

1. Find the person you want to send an instant " ®@ 6@
message to. You can look them up in People, or ” v

find a message from them and select their name ' _

to see their contact card.

M Molly Dempsey:

2. Click on their Instant Message Address.

3. Type your message and press Enter on your Me
Hi Sara, can we meet for a few minutes to go
keyboa rd . over the project data?
’ Sara Davis
4. When you're done, select X at the top of the IM Sure, are you available around 3:307
window to end the conversation and close the

window.

Type your message here

I Office 365



Accept an IM Session

A contact might start an IM session with you. The
request will appear at the top of the Outlook Web

App page.

To accept the request and respond, select Accept, or
just click anywhere in the notification.

Select Ignore to decline the request.

CHAT REQUESTS 1

Molly Dempsey
I'll have the data ready by then.
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e
Additional resources

Follow these roadmaps to learn more about using email and calendars on your desktop
(Mac and Windows), or mobile devices using a step-by-step approach.

 Outlook Web App options on a mobile device

» Learning roadmap for Outlook for Mac 2011

 Working with your email, calendar, and contacts on your Android Phone

» Working with your email, calendar, and contacts on your iPhone

* Working with your email, calendar, and contacts on your iPad
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http://support.office.com/article/eea5e255-54ef-4319-ad9b-98764c925a03
http://support.office.com/article/eea5e255-54ef-4319-ad9b-98764c925a03
http://support.office.com/article/1eb046a5-c1c0-4d50-96d9-b981b27a212c
http://support.office.com/article/1eb046a5-c1c0-4d50-96d9-b981b27a212c
http://support.office.com/article/8d925e2a-f747-4fee-bfc4-94dc7b929101
http://support.office.com/article/d7b8152f-f235-4a86-beba-6b0dcba47eea
http://support.office.com/article/420c153f-aec8-4411-a2fb-d26258423096
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