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Web App
(OWA)




This user guide will show you how to access Outlook via Outlook Web App
(OWA), including:

How to logon to the OWA for the first time
How to view the new Outlook

How to navigate mail

More about the conversation view

How to navigate calendars

How to navigate people
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How to log into OMA for the first time & o

-~
1. Find the Outlook icon in the Office 365 portaI.—/—> ke "H A+ ®

Qutlook COneDrive Word Excel PowerPoint

Explore all your apps >

2. You will be asked to set your language and time zone.

3. ltisimportant that you set these correctly as this will affect D.
the time at which it appears mail arrives in your mailbox
i i i = @ Outlook
and the time your calendar reminders activate. — UTIOO
4. C||Ck Save. English (United Kingdom) v

{UTC+00:00) Dublin, Edinburgh, Lisbon, London

(3 Save




The New Outlook

X

1. When first logging in to OWA you will receive a popup ® 0 © 2 @
indicating that you are using the classic version of Outlook
Web App Try the new Qutlook

2. We recommend you switch this toggle to The new Outlook
experience as the classic view will become unavailable in _ °
the future. & 2 )

m The new Outlook
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How to navigate Mail

1 6 7
1. Office 365 Navigation: This is where you can click l l
to navigate to other Office 365 Applications

2. Search: This is your search tool. Type what you — | outonk 2 s cote
want to search here. = - New message ] Delete = Archive & Spam » < Sweep 57 Moveto <2 Categorise v @D e new Outlook
3. Folder Navigation: This is where you can navigate —> « raouites © Inbox * Fiter Happy Friday!
through your mailbox. Any shared mailboxes you O inbox s | Tupubtin stdent Q) o s PR
have access to will be here too. B Sentltems == - Sdll HW
4. Mailbox: This is where mail for the currently A4 e > @ Tuoinsuden _ Happy Friday to everyone in the class. Don't forget to share your weekly
selected mailbox, folder or search will be listed. — Dot womy, O you haveatended cases o T 8
Unread items will show in bold. Select the mailbox e @ 1 s B sirceece disciosn Copying ebutig o 5k ary aion baed on th
or folder on the Navigation pane to change what is R 3 5 s o ke sty bress ey and o . 16 O Bale Atha Cllath o thilnlg an domphost seo. ME WA L0Sh i,

. mura td an seolai ainmnithe, go bhfuil dianchosc ar aon nochtadh, aon
I |Sted h e re choéipeadil, aon déileadh né ar aon ghniomh a dhéanfar bunaithe ar an abhar ata

. sa riomhphost no sna hiatain seo.
Junk Email P

%N @

5. Bottom Navigation: This is where you can navigate
between Mail, Calendars, People and Tasks. R

6. Task Bar: This is where you create new mail, delete _
mail or move mail. The most commonly used tools
are listed here.

7. Settings: This is where you can personalize your
account and gain access to additional tools such as
email signatures, rules and out of office.

8. Preview: This will preview the content of the
currently selected email in the Mailbox. To pop out

mail you can double click on the mail in the .
mailbox. I] Office 365

Drafts

Deleted ltems

ulj

Archive

Conversation History

New folder
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More about the Conversation View

1. Email messages with the same subject
Iine and reCipientS are grouped into [i] Delete = Archive ) Spam ~ < Sweep 51 Moveto ~ <& Categorise Q The new Outlook
Conversations by default.

© Inbox * Filter Upcoming class test =
2. When a chain of emails has multiple ‘ : TJU‘[’)p"bLT"Sg:'d weekend 1501 On —ﬁ?’% @ TUDbldebldJl R
replies you will see the Conversation Vesterday o Protien. Haie  good wesiend oo
view in the Preview pane. TUDubin Studen -
e ey o e e i oo o (@ S
3. Conversation view defaults to ‘ TDuoin Student ey Studend
the older messages at the bottom and s sy bk el and e Thenks forthisnformatien

Have a good weekend.

newer at the top but you can change s
this in Settings.

Wed 10/07/2019 15:10

e TUDublin Student <tudublinstudent@gmail.com>

Don't worry. Once you have attended classes you should fly through the test.

4. You can also collapse the Conversation
view by clicking the =] in the top right
corner.

Kind Regards
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How to navigate Calendars

1
P,
6

1. Office 365 Navigation: This is where you can click l l

to navigate to other Office 365 Applications e Outlock 0 "Searth o 0 @
2. Search: This is your search tool. Type what you _

= + MNew event B Today ‘T o July2019 v~ ] Month | Share S Print m The new Outlook

want to search here.
3. calendar Navigation: This is Where you can Q —_— July 2019 1 - Monday Tuesd Wednesday Thursday Friday Saturday Sunday WEd' 10 Jul

navigate through dates and other calendars you B 2 3 - : : g aa

have access to. 8 9 n 1M 12 13 14 1630 Meeting 1 o
4. Calendar: This is where you can view the currently R - T e '

. . 2 23 24 25 26 27 28 8 9 10 Jul 1 12 13 14

selected calendar. You can change this view to Day, o s 1 s s s B —

Work Week, Month views. Clicking on an item in 5 6 7 8 9 10 1

this view will show you more details about that Add calendar s . . s . . .

eve nt. Import calendar
5. Bottom Navigation: This is where you can navigate D

between Mail, Calendars, People and Tasks. 4 Y > 2 2 24 25 26 27 28
6. Task Bar: This is where you create new events, United Kingdom holidzys

delete events or change events. The most Birthdays

commonly used tools are listed here. 29 30 31 1 Aug - 3 4
7. Settings: This is where you can personalize your

= E =0

account and gain access to more additional tools.
8. Detailed view: This is where you can see a more T

detailed view of your upcoming events. You can

click on an event here to view more detail.
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How to navigate People

)

DEBLIN Outlook A2 Search contacts, directory and grolpsl Ea] 7 @
NG

0 The new Outlook

o

1. Office365 Navigation: This is where you can click
to navigate to other Office 365 Applications

= - New contact | ¥5 Add to favourites ¢ Edit [i] Delete £ Manage

%  Favourites C)‘ All contacts By first name

2. Search: This is your search tool. Type what you
want to search here. I e i 9 Ubublin Student

3. People Navigation: This is where you can navigate N
through different groups of people. oL e . St T e

4. People List: This is where you will be able to view v e i centactnfermaten e o
your selected pinned groups of people. When you ot oo

New folder

first access People you will be prompted to pin
groups to the main navigation s

5. Bottom Navigation: This is where you can navigate Lo
between Mail, Contacts, People and Tasks. 8 Dekted

6. Task Bar: This is where you create new Contacts,
Contact Lists or Groups. The most common tools
are listed here.

7. Settings: This is where you can personalize your

account and gain access to additional tools. - 4 o
8. Preview: This is where you will see all details of T

the Person or Contact you have selected in the £

People List.
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