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Navigating around OWA

Mail page

On this page you can...

Search for emails from the navigation bar page Outlook
\ /

Access Mail, Calendar, People and Tasks Access the settings e
EE Outlook Web App Mail Calendar People Tasks Ariel m % ? We b A p p
@ New mail P search ¥ and peaple Re: Please Cenfirm: Visitor Parking Space ~ K Help
INBOX ITEMS BY DATE € REPLY @ REPLYALL =3 FORWARD -
C « All Unread To me Flagged Tracey Ulverston Mark as read
reate d . Favorites Fri 18/09/2015 14:45 Res pO n d
. Mary Margot B A Inbox .
new email inbox 1 Team Mesting to an email
Sent Items To: O Ariel Lescott; \_
Rz LAST WEEK #* Flag for follow up. Start by 21 September 2015, Due by 21 September 2015,
) v Tracey Ulverston x P+
D sl Re: Please Confirm: Visitor Parking Spac Fri 18/09
« Inbox 1 Hi Ariel, Thanks for letting me know, I will gt you kn... Hi Ariel,
Administration ST Mar}f MarQOt E &
LAST MONTE Thanks for letting me know, | will let you know w Team Meeting 17:12
FaiDi i o e Y
freimne emals Mark Schefer <« ) View
Drafts Re: Rostering System Downtime - UpgradefCon  26/08/2015 Best wishes
R Hi All Please be advised that the upgrade tg the Rost.. e
Sent Items Tracey LAST WEEK Ca |e nda r
» Deleted Items Mary Margot <l . n tes
Student Murse Joining Team 26/08/2015 I VI
Junk Em Hi All Chris Lengtown will be joining our te}m from... Tracey Ulverston . ) v Tracey U |'U'ETS1:UF| x r. \—/
s Buttermere Hospita| Reception Re: Please Confirm: Visitor Parking Space Fri IR0
Mary Margot Lakeland Community Healthcare Hi Ariel, Thanks for letting me know, I will let you kn... - ~
Community Home Visits - Safeguarding Awfrer  26/08/2015
Hi All T noticed that the Staff Safeguarding Jeam are... T:01111111131 Flag
E: tracey.ulverston@flev.accenturenhs.co.uk LAST MONTH a
Petra Crosby <1 ema||s
Upcoming Equality and Diversity Training 26/08/2015 . J
Dear All We will shertly be rolling out cur Equality an... . Ariel L " Mark SChE‘fE'r 6
rom: Ariel Lesco : ) . . P
Petra Crosby n v Sent: 18 September 2015 14:29 EF';IDPHE ngbﬂyfﬁl‘!" [;OE:PEI:;E -Upg ;th CtDn R 2;5.- ae/ans 4 )
Weekly Training Update Meeting Agenda 26/08/2015 To: Tracey Ulverston I £ase De aOvize 2 € upgrade 1o ne Rost... Delete
Mary Margot <1 emails
. . . . Student Murse Joining Team 26,/08/2015 - 4
V|eW draftS, sent |tem5, dEIGtEd See bOth read Read emalls In Hi All Chris Longtown will be joining our team from...
items, junk email and any other and unread the reading
folders or shared mailboxes emails pane
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Navigating around OWA

Calendar page
On this page you can...

[ Easily access today’s date ] [ Choose how to view your calendar ]
ﬂﬁ Outlook Web App a Mail Calendar Peopi= Tasks Ariel Lescott w ‘ & ?
@ New event September 2015 Day Work week Week Month
4Jan Feb Mar Apr May Jun Jul Aug Sep Oct Nov Dec» Gototoday B sHARE  iEd PRINT
<«
Create a Calendar I Mary Margot
! SEplembeg 2012 g Menday Tuesday Wednesday Thursday Friday Saturday Sunday » 21 SEPTEMBER 2015
new event JvosEss B 1 5ep 5 5 A ; ; S
7 s 10 1 12 13 Bank holiday 9:00 Team One-to- 9:00 Staff Commun 8:00 Home visits 15:00 team meeting 3 hours Training Room 2, HQ =
14 15 16 17 18 19 20 5:00 Staff Commur
pill 22 23 24 25 26 27 +1
e 2 Y 7 8 9 10 1 12 13
13:00 Training 9:00 Incoming Refe 8:30 Visits 8:30 Visits
« MY CALENDARS 13:00 Social Care P S:00 Team meeting
+3
v e 14 15 16 17 18 19 20
5 TR GRS 8:30 Visits 9:00 Team One-to- | 11:00 All team con 8:00 Home visits
13:00 Medical Dire: 15:00 Submit Moni
R H Mary Margot +1
21 22 23 24 25 26 27
13:00 Training 9:00 Incoming Refe 8:30 Visits 8:30 Visits 13:30 Team Meetin
1L:00 MDT review 13:30 Team Meetin
29 30 1Oct 2
%00 Team One-to- | 1300 Submit Monl | 8:00 Home visits
rated Ci
[ View calendars other than your own ] [ View meetings in your calendar ]
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Navigating around OWA

People page

On this page you can...

[ View your personal contacts ] [ Search for contacts ]
ﬂﬁ Outlook Web App Mail Calendar People Tasks Ariel Lescott - ‘ &% ?
@NEW {3 search people
All People Groups
Create a « Y ConTACTS BY SRS NAVE ¥ Abhay Kirkbride
neW a4 My Contacts H ~
Confacts @ @ Edit ses
contaCt n Abhay Kirkbride
« Directory Contact Notes Organization
Andrew Lonsdale
All Room n Send Email Linked contacts
All Users abrhay.kirkbride @dev.accenturenhs.co.uk QOutlook - (Contacts)
Al Distribution LNts Directory
Manage...
All Contacts
n Brijesh Hevellyn
Public Folders

Carole Barrow

Claire Powell

n Jakk Thronthwaite

@ | v
lonaft il’)al:mn

\

View the details of your contacts ]

View contact names across the health and
social care sector
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Tasks page

On this page you can...

[

Create a new task

Navigating around OWA

View active, overdue and completed tasks ]

ﬂﬂ Outlook Web App Mail Calendar People Tasks Ariel Lescott w ‘ &g 92
® New task ssue training update
Al Active Overdue Completed Feom  FoompLere
« FLAGGED ITEMS AMD TASKS [TEMS BY DUE DATE w
® Due in 2 days.
4 My tasks Friday
Flagged items and tasks S
Complete training course s Due: 23 September 2015
Tasks 25 September 2015
. L Status: Not started Owner: Ariel Lescott
Wednesday
% complete: 1] Total workz 0 hours
v ini ER e o
Issue tralnlng Update = She Start date: Mone Actual worlk: 0 hours M O n |t0r
23 September 2015
Priority: Nommal Mileage: MNone d k
ToDAY ana mar
Date complete: None Billing: MNane
Re: Please Confirm: Visitor Parking 5 & - Companies: None taSkS as
21 September 2015
. |:| Reminder |:| Mark private CO m p | ete
zF
1830~
Repetition: Repeat the task Every Wednesday effective Wed 23/09/2015 until Sun 27/09/2015.
and Divesity Training >
Cwverdus

\ AN

[ View flagged emails and created tasks ] [ View the details of your tasks ]
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.
Settings page

On this page you can...

aﬁ QOutlook Web App Ariel Lescott ¥ P v

©

Go back to options my account

the inbox account shortcuts to other things you can do A
Photo —
page organize email

Set up an automatic reply message

groups Connect your mobile phone or device to your account

site mailboxes Connect Outlook to this account
. Change your password
setungs

pl"o“e General

Display name: iel Lescott
block or allow

Email address: ariel. dsgott@dev.accentu
apps

Mailox Usage

568.09 KB used. At 2 GB you won't be able to send

contact numbers
Work phone:

Mobile phone:

Edit your personal settings which are split into 8 categories; account,
organize email, groups, site mailboxes, settings, phone, block or allow and

apps
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Outlook Web App Help

On this page you can...

/You can aIso\

press F1 on
your
keyboard to
access
Outlook Web

\_ AppHelp /

@ Nev

<«

. Favorite!
Inbox
Sent It
Drafts

a Ariel Les
4 Inbox
Adm

Trait
Drafts
Sentll

» Delete
Junkc B

Motes

(=) Support - Office.com - Windows Internet Explorer = |==] &]

I] https://support.office.com/en-GB/ client/results?Shownav=true&lci @

Outlook Web App Help
©dad e A

Search

Mail in Outlook

MOTE  If you want to specify whether to the
standard or light version of Outlook Web App.
Options>0utlook Web App version. The light versio
of Outlook Web App is designed for use with older
web browsers that are not supported by the
standard version of Qutloock Web App. over slow
connections, and to meet accessibility needs by
providing a simplified interface that's easier to use
with screen readers.

When you open Qutlock Web App, your Inbox is the
first thing you see. Your Inbox is where messages
sent to you arrive, and where you'll probably spend
the most time reading and responding to messages.

IMPORTANT  For the best mobile email experience,

we recommend that you install the latest Microsoft %

sitor Parking Space

Navigating around OWA

Access Outlook Web App Help, after having searched
the User Guide for additional information

Mail Calendar People Tasks

Ariel Lescott = ‘ & ?
~
=3 FORWARD

&= REPLY = REPLY ALL

Mark as unread

September 2015, Due by 21 September 2015

w, | will let you know when Jane's pass is ready.

eption
althcare

accenturenhs.co.uk

Search for online solutions by entering key words
associated with your query into the search box
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Sending and receiving emails

Opening and deleting emails

Opening an email in your inbox

To open an email in your inbox:

1 Click Mail in the navigation bar at the top right of the screen

Mail Calendar Tasks

People

Click an unread email to read it in the reading pane

INBOX TEMS BY DATE + €= REPLY €= REPLY ALL =» FORWARD [

«

» Favorites

4 Mark Schefer
4 Inbox 2
» Appeintment Stats
Drafts [5]
Sent ltems
b Deleted ltems 5

all unread tome flagged
LB N & & B _§B B B ]}

¥ Mary Margot x I

Shift swap 14:55 I
Hi Mark, Can you let me know if you're OK to swap ...

N N N S S S S . .-
LAST WEEK

Ariel Lescott [Ng
Appointment Stats Fri 31/07
Hi Mark, Please see the attached. Thanks, Ariel

LAST MONTH

mark as read
Mary Margot
Tue 04/08/2015 1455
Inbox

To: Mark Schefer;

Action ltems

HiMark,

Can you let me know if you're OK to swap shifts?

Junk Email Ariel Lescott « Thanks,
Notes Catch-uy 09/07/2015
HiBoth, Are you free for a catch-up? Thanks, Arie Mary Margot
+ e 01 Training Lead
OLDER NHS org
Mob: 01234 567 830
Avriel Lescortt 2=

Read: Shifts
Your message To: Ariel Lesco

24/06/2015
tt Subject: Shifts Sent:...

Unread emails have a blue bar to the left of them and the subject is also written in blue

5 g ernailaconnmusenb.com/owa ieiodets ishdlbetsasgelterm BiterniDls AMADYAD iy 2UL TUb Vet D g Z R NI

Double click an email to read it in a new window

Anteriatal department mesting
B Arief Lescott

Toc Mark Schefer

Click the cross -ﬁ\ at the top right of the email
Window to return to your inbox I need to amange an antenatal department meeting for some thme within the net two weeks,

i you let me know i any of the dates below work for you?
Manday a1 1000 to 1200
Thiarscey at 1030 to 1230

Friday at 1500 ta 1700

You may want to flag a received email to set a reminder on =
it. Refer to the Managing tasks and reminders module for
more information on flagging emails

Handy Hint
To print emails, click the three dots at the top right of the message and select print

17



Openlng and dElEtlng ema||S Sending and receiving emails

Deleting an email
To delete an email:

1 Click the red cross __X | that appears in the email preview to the right of the sender’s
name when you hover the cursor over it

-_—
|
Mary Margot R+
Community Home Visits - Safeguarding Awarer  26/08/2015
Hi All I noticed that the Staff Safeguarding Team are...

If you accidently delete an email, you can find it in your deleted items folder on the left side of
the main inbox page. To remove an item from your deleted items folder click on the email and
drag it to the folder of your choice on the left side of the screen

\'I

'Q' Handy Hint: Recovering deleted items

You will be able to self-recover deleted items up to 30 days after removal. Following that, you
should contact your Local Organisation Administrator to recover deleted items for up to 180 days

18



Reply and reply a” to an ema|| Sending and receiving emails

When using the Reply All function, you should ensure it is appropriate for your response to go to
everyone included in the initial message

To reply to an email:

1 Click Mail in the navigation bar at the top right of the screen

Mail Calendar People Tasks

Click on the email you want to reply to

Click Reply at the top right of the message to respond to the sender only or click Reply All
to respond to all recipients in an email

] & rerly | €&=REPLYALL] =D FORWARD  sas

If you select reply all, in your response you will see that all of the recipient names are in the To
and Cc fields already

Right click on a contact and select Remove to remove him or her from the response

To: Ariel Lescott; Mary Margot; Jeff Green:
Edit

CEI r-----------

| Remove :—

Subject: RE: Antenatal department mer  View details

When the subject line reads RE:, this indicates that the email is a reply

You can add a name to the Cc field, below the To field, if they are being included in the email
chain for information only

Enter your message into the body of the email

When you are ready, click Send | == senc | at the top of the email

When you reply to an email that has an attachment in it, the attachment won’t be included in
your reply

Warning
For information on sending patient sensitive data, refer to the User Guide
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FO rwa rd | ng ema | |S Sending and receiving emails

If you would like to send an email you have received on to someone who was not included in the
original email, you can choose to forward an email

To forward an email:

1 Click Mail in the navigation bar at the top right of the screen

Mail Calendar People Tasks

Click on the email you would like to forward

Click the Forward button at the top right of the message

F____‘

€ nerly €@=rnerlvall 1= FORWARD ] e-

Once the email has appeared, enter the recipient and body of the email — the subject line
will already be filled in

B9 SEND X DISCARD @ INSERT & APPS e

To:

Ce

. : |
L Subject: FW: Antenatal appointment stats I

r-------------------------

| EI Antenatal Appointment Stats.xlsx (8 KB) Preview X :

When the subject line reads FW:, this indicates that the email has been forwarded

Any attachments in the original email will be included in an email you forward

To remove an attachment, click the cross '« x | to the right of the attachment

When you are ready, click Send == seno| at the top of the email

Warning
For information on sending patient sensitive data, refer to the User Guide
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Sending an email using Directory
contacts

Sending and receiving emails

To send an email:

1 Click Mail in the navigation bar at the top right of the screen

Mail Calendar People Tasks

Click on New mail ®Newmail | in the top left of the screen

Type a name into the To field on the blank email and press enter on your keyboard

9
1

To:

Click the plusicon __* | to the right of the To field, enter a name in the search box and
click the magnifying glass icon o

Ariel Lescott, 1 DIK

| Y] People Groupsl

Select All to search all of your contacts and distributions groups, People to search your
contacts only or Groups to search distribution groups only

You should always ensure that you are sending an email to the correct recipient by clicking on
their name to check their organisation and email address details

Click the plus icon | +| to the right of the name of the person you want to email and click
OK vk

Handy Hint: Add contacts whilst sending an email

When you have entered a name in the To field, you can add the person to your personal contacts by
right clicking on their name, selecting View details and then clicking Add to contacts

21



Sending an email using Directory
contacts

Sending and receiving emails

7 Type in the subject and body of the email

Change the font, size, colour and general formatting of your email by selecting options
from the email toolbar

| Caliori 2~ B I U = == =¥ A 4 @3 v

When you are ready, click Send == s=wp| at the top of the page

Warning
For information on sending patient sensitive data, refer to the User Guide
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SaV|ng a draft emall Sending and receiving emails

Saving a draft email

Until you click send, your email will be saved in your Drafts folder so that you can keep a copy of
it and come back to it at a later date when you are ready to send

To save an email you are writing as a draft:

1 Click Mail in the navigation bar at the top right of the screen

Mail Calendar People Tasks

Click the three dots ®*®#® 3t the top of the email and select Save

I sawe |

L8 & & B B _§B _§ _§ |
Show Boc

Show From

Check names

Set importance 3
— Switch to plain text —

1 Show message options.. L

Accessing draft emails

To access a draft email at a later date:

a Ariel Lescott

1 Click on the Drafts folder on the left side of the screen | Inbox

| Drafts |

Sent Items

Deleted Items

Select the draft email and you can continue editing and send the
email as usual

Junk Email

Motes

23



DEletlng a draft emall Sending and receiving emails

Deleting a draft email

To delete an email you have drafted:

a Ariel Lescott
Click on the Drafts folder on the left side of the screen . Inbox
| Drafts |

Sent Items

Deleted Items

Junk Email

Motes

Click the red cross = X | to the right of the recipient name in the list of draft emails on the
left side of the screen, or click Discard at the top right of the screen

r----l

i sEND I X DISCARD I @ INSERT & ApEs
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Setting email importance and sensitivity EECEEELETE

Setting email importance
To indicate whether an email is urgent or not, you can set its importance

To set the importance of an email you are sending:

Click Mail in the navigation bar at the top right of the screen

Mail Calendar People Tasks

Click the three dots ®®#| 3t the top of the email and select Set importance

Save

Show Bec

Show From

Check names

_---------‘---------

1 Set importance

——  Switch to plain text Marma =

Show message options... Low

Select either High, Normal or Low and the recipient will be notified of the email’s
importance

| ¢

If you select High, the email will contain a red exclamation mark, if you select Normal, the
recipient will not be notified and if you select Low, the email will contain a blue downwards
arrow

Setting email sensitivity

So that the recipient knows if your email is confidential, personal or private, you can set the
sensitivity of the email you are sending

To set the sensitivity of an email you are sending:

1 Click the three dots ®*®#| 3t the top of the email and select Show message options

25



Setting email importance and sensitivity EECEEELETE

Select either Normal, Personal, Private or Confidential and the recipient will be notified of
the email’s sensitivity

message options

Save
Show Bec Sensitivity:
| Show From 1 | Confidential -
® This message has been marked as Confidential.
Check names Mermal
 Setimportance .l Personal
—  Switch to plain text X Drivate

Show message options... I_ 1Y Confidential
j---------- : [ 8 &8 B _§ & & & & & 8B & B |

For example, if you select confidential the email in the recipient’s mailbox will say “This message
has been marked as Confidential” at the top of the message

Clickok | o | atthe bottom of the window
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Opening and downloading an
attachment

Advanced email use

If you receive an email with an attachment you will see the paperclip icon displayed within the
list of emails

To open an attachment:

1 Click Mail in the navigation bar at the top right of the screen

Mail Calendar People Tasks

Click on the email with the attachment you want to download

v Ariel Lescott 1] X

Antenatal Appointment Stats Fri 26/06
Hi Mark, Please see the attached. Thanks, Arnel

Click on the attachment file name or click Open in browser to get a quick snap shot of the
file

@I 1 attachment

11 KB Open in browser

In the pop up box, select Open to view the file in the programme it was sent in

Do you want to cpen or save Antenatal Appointment Stats.dsx (7.47 KE) from email.accenturenhs.com? 1 Open II save v Cancel

To save the file, you should click the down arrow next to Save and select Save As and save
in the most appropriate secure storage location according to local organisation policies

Warning
If you select Save, you will have no control over where the file is saved

Warning
If you are using a non-N3 connection and are on a public computer, you will only be able
to view the attachment online
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Sending an email with an attachment Advanced email use

To send an email with an attachment:

1 Click Mail in the navigation bar at the top right of the screen

Mail Calendar People Tasks

Click on New mail | @ Newmail | in the top left hand corner of the screen

Type in the recipient and subject of the email

To:

Ce

Subject:

Click Insert ' @ InserRT \ at the top of the email

Click Attachments (to add a document), Pictures inline (to add an image to the body of the
email) or Your signature (to add your signature)

Attachments
Pictures inline

Your signature

When the attachment window opens, locate the document, select it and click Open

‘2 Choose File to Upload
@qu ) » Libraries » Documents » Appointment Stats ~ [ 4 |[ Search Appointment Stats 2|
Organize = Mew folder = -+ @

7 Favorites r Doc_uments library Arange by:  Folder =
M Desktop Appointment Stats
4 Downloads Name Date modified
%] Recent Places .
| saEw Antenatal Appeintment Stats 26/06/2015 10:41
4 Libraries
@ Documents
@' Music
&) Pictures
i Videos —!
18 Computer
B OSDisk (C:) MR m | r
File name: - |AlFiles 4 -
] ]
=
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Sending an email with an attachment Advanced email use

If you add the wrong attachment, you can remove it by clicking the cross | x | next to the
attachment name o

Antenatal Appointment Statsxdsx (7 KB) Preview x

Make sure that you save the latest changes to the attachment you want to include and that you
attach the latest version of the document

7 Type in the body of the email and click Send = == senc | at the top of the page

When you are forwarding an email that was sent to you with an attachment, the attachment will
be automatically included in your email

When you are replying to an email that was sent to you with an attachment, the attachment will
not be included in your reply
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Creating an email signature Advanced email use

Before setting your email signature, please check if your local organisation has any signature
requirements

An email signature is a way of providing your contact details when you send an email, such as
your name, job title, organisation and phone number

To create an email signature:

1 Click on the settings icon =& | at the top right of the screen and select Options

Refresh options

Set automatic replies account

organize emai

Display settings

groups
Manage apps _ =
l_ settings

phone

Change theme

Change password block or allow

| Dptl'n:ms : apps

Click on settings on the left side of the screen

Type your desired signature in the empty text box and select the Automatically include
my signature on messages | send box

email signature

c
¥

I
Il
i
111
[

Training Lead
NHS org
Mob: 01234 567 890

—
L"fl;iutomaucal y include my signature on messages | send

You can change the font and size of your signature

Click save at the bottom of the page and your signature will be included in
any email you send

Warning
You cannot insert a logo into your email signature

JAN
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Setting automatic replies (Out of Office) LI

Before setting automatic replies, please check if your local organisation has any automatic reply
requirements

An automatic reply or Out of Office message is an automatic response that is sent to the sender
when you receive an email and should be set when you will not be accessing your emails for a
period of time. An automatic reply will only be sent to an email sender once, after the first email
that is received

An automatic reply will commonly include details of when you will be returning and who to
contact in your absence

To set an automatic reply:

Click Mail in the navigation bar at the top right of the screen

Mail Calendar People Tasks

Click on the settings icon and then Set automatic replies

Select the Send replies only during this time period box if you already know when you
would like your automatic reply to switch off and choose a Start and End date and time

() Don't send automatic replies
------------1

I i@ Send automatic replies |
o e i —————

If there is a circumstance when you do not know the end date of an automatic reply, for example
if you are on indefinite sick leave, you can choose not to select this box

Type in your automatic reply in the free text field and change the font and size

T i SR E W A A = X' N, M W

B I U & =
Thank you for your email.

| am currently out of the office, returning 9th October and will respond to you upon my return. For anything urgent, please contact leff Green
(jeff.green@dev.accenturenhs.co.uk).

Thanks,
Ariel
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Setting automatic replies (Out of Office) REEEILETE

Scroll down and select the Send automatic reply messages to senders outside my
organisation box

You can copy and paste the text above or change the message as you wish

Send automatic reply messages to senders outside my organization
@) Send replies only to senders in my Contacts list

@ Send replies to all external senders

Click save \ and a triangle with an exclamation mark in the middle = a | will
appear at the top of the inbox page to remind you that automatic replies are being sent

If you click on the blue triangle, a pop up will appear at the top of the screen asking if you would
like to turn off automatic replies

The message will also appear the next time you log into your account if it is before the end date
of your automatic reply or if you have not specified an end date

AUTOMATIC REPLIES

Automatic replies are currently turned on.
Would you like to tumn them off7?

yes | | no

Handy Hint
MailTips will notify you when you are emailing someone who has automatic replies set. A
small message will be displayed above the person’s name in the To field with their

automatic reply as you draft your email.
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Read and delivery receipts and

Requesting a read or delivery receipt Bec

A read receipt can be used to inform you when a recipient has opened your message and a
delivery receipt tells you when the message has been delivered to a recipient’s inbox

To request a read receipt or a delivery receipt:

1 Click Mail in the navigation bar at the top right of the screen

Mail Calendar People Tasks

Click New mail A ®@Newmail | at the top left of the screen

Click the three dots ®®#®| 3t the top of the email and select show message options

=6 SEND X DISCARD @ INSERT & APPS  [ss=s =
save
To: show Bec +
Ce: show from
check names
Subject: )
set importance L4
<] B et o ow A 4@ oy
show message options... |
Select Request a delivery receipt and/or Request a read receipt message options
and C||Ck Ok Sensitivity:
| Normal -
ﬂequest a delivery receipt
Dequesta read receipt
Type in the recipient, subject and body of the email
'

When you have finished, click Send =& sewo | at the top of the screen

When the message has been delivered or the recipient opens the email, a notification email will
be sent to your inbox

Jeff Green @=
|Read:tatch—up 16:19
l'?:ﬁf'l"nessage Te: Jeff Green Subject: Catch-up Sent:..

Migrgsaft Outlook =

Deliverei[atch-up 16:19

-?:Erﬁessage has been delivered to the following re...
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Hiding the names and email addresses Of |EE—G_G—_—_G——
email recipients using Blind carbon copy
(Bcc)

Bcc

You should use the Bcc field when you do not want the recipients included in the ‘To’ or ‘Cc’ fields
to be able to see who has been copied in on the Bcc line of the email being sent

To hide recipients:

Click Mail in the navigation bar at the top right of the screen

Mail Calendar People Tasks

Click on New mail @®Newmail | in the top left hand corner of the screen

Click the three dots ®*®® a3t the top of the email and select show Bcc

=1 SEMD ¥ DISCARD @ INSERT & APPS ==

|

Save

Tor chow Boo

Ce: show from

check names
Subject:

set importance »

Calitri - || 12 - | B switch to plain text = aw & Lo [ v

show message options...

The Bcc field will not be automatically included in all emails you send, it will only appear in the
email you are currently writing

Type in the recipients that you wish to hide in the Bcc To:
field
Cc:
™
Type in the main recipient(s), subject and body of the S—:ﬂ
email —E

When you have finished, click Send | =& seno | at the top of the email
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Permanently displaying the Blind carbon
copy (Bcc) field

Read and delivery receipts and

Bcc

To permanently display the Bcc field:

1 Click on the settings icon ' # | at the top right of the screen and select Options from the
drop down list.

Refresh

Set automatic replies
Display settings
Manage apps

Change theme

Change password

—---------I
1 Options I
B e e e e — ————

Click settings on the left side of the screen, scroll down and select the Always show Bcc
box

options
organize em
message format

;'-C'L”:'E .-

I 1#¥ Always show Becl

I settings [ m—————

| e g ——— | ) Always show From
phone
block ar allow

anps
e ot

When you have finished, click save at the bottom of the page
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SEttlng up the readlng pane Viewing and finding emails

A reading pane makes reading and managing emails easier by having everything in one view

To set up the reading pane:

1 Click on the settings icon = & |at the top right of the screen and select Display settings

Refresh

Set automatic replies

r-------------1

: Display settings :

Manage apps

Change theme
Change password

Cptions

Select reading pane at the top of the screen

display settings

message list conversations | reading pane :junk reporting Outlook Web App version

Select where you would like the reading pane to appear from the three options; right,
bottom or hidden

Layout:
@ Show reading pane on the right
@ Show reading pane at bottom

© Hide reading pane

If you choose to hide the reading pane, you will have to double click an email to read it in a new
window

Select the Apply to all folders box and click OK v ok | at the top of
the screen

Apply to all folders
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Grouping and sorting emails Viewing and finding emails

Grouping emails

You can easily view your emails by grouping them according to your personal preferences

To group emails:

1 Click Mail in the navigation bar at the top right of the screen

Mail Calendar People Tasks

Click on Items By Date (which may also appear as Conversations By Date) under the email
search bar

£ search Mail and People
| el

IMBOX TEms BY DATE ~ |

Select either date, from, flagged, size, subject, type, attachments or importance to set
how your emails will be sorted

You may flag an email if you want to complete it within a specified period of time, or set a

reminder for it. For more information on flagging emails, refer to the Managing tasks and
reminders module

Choose the order in which your email will be sorted by selecting from the options under
Order

For example, if you choose to sort your emails by date, you can then order them by either newest
on top or oldest on top, however if you have chosen to sort your email depending on who they
are from, the options will be to either start with A on top or start with Z on top

50RT BY

v date
from
flagged
size
subject
type

,  attachments

importance
CRDOER
v newest on top

oldest on top 37




Grouping and sorting emails Viewing and finding emails

Viewing emails as conversations

If you choose to view emails as conversations, your emails will be listed and grouped by subject
and sender and will include any sent and forwarded items within the same email chain

To view emails as conversations:

Click on Items By Date — if this reads Conversations By Date, then your emails will already
be sorted as conversations

£ search Mail and People
| el

IMBOX TEms BY DATE ~ |

Click on in the Conversations section and your emails will be displayed as conversations

CONVERSATIONS

' On
off
v Jonathon Dalston; Petra C x
4 Weekly Training Update Meeting Agenda 27/08/2015
Hi everyone Can we add new rostering update to ne...
+ Jonathon Dalston 27/08/2015 x
= Petra Croshy 26/08/2015

This option can be reversed at any time by repeating the same steps and selecting off
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Searching for items in your mailbox Viewing and finding emails

Searching for emails

To search for items within your mailbox:

1 Click Mail in the navigation bar at the top right of the screen

Mail Calendar People Tasks

If you know where the email you are looking for is located, select the appropriate folder or
sub-folder on the left side of the screen; if you do not know it’s location, select Inbox

4 Inbox
Administration
Training Emails

Drrafts [3]
Sent Items
Deleted ltems
Junk Email

Motes

If you want to search for an email in a delegated mailbox, select that mailbox on the left side of
the screen

Click on the search Mail and People search bar at the top of the screen and type in any
identifying information, such as subject, recipient or any other keywords

L search Mail and People

Click on the magnifying glass icon 0 | to the right of the search bar

Select an option on the left side of the screen to further refine your search, such as only
showing messages older than a week

Include messages from:
i@ Entire mailbox
i Current folder (Inbox)

i Current folder and subfolders

Shew these messages:
i@ Al

i Older than a week
i Older than a month

i Older than a year
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Searching for items in your mailbox Viewing and finding emails

If you select Entire mailbox, all of your folders will be searched. You can also search specifically
within inbox, sent items, deleted items, drafts and any folders you have created

n Click the cross * % | in the search bar to return to the inbox
N . 4
.Q.

Handy Hint

You can further refine your search by using “To:”, “From:”, “Subject:”, “Cc:” and “Bcc:” in
the search bar. For example, “From:Mary” will return all emails received from Mary, and
“Subject:report” will return all emails with the word “report” in the Subject line.

Moving junk emails

If you believe an email from someone you know has incorrectly been flagged as junk and appears
in your junk folder, you can move it to your inbox

To move an email in the junk folder to your inbox:

Right click on the email in the junk folder, select Move from the drop down list and then
select More

1

Delete

Mark as unread

Move M Junk Email
I-------- LR R R & &R R N
Categorize 3 More...
I N N N B S S .- ‘
Create rule..

Mark as not junk

Select the folder you would like to move the email to and click Move at the bottom of the
window

The email will then be moved to that folder
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Creating folders

Mailbox management

Creating folders

To organise your emails, you can create different folders within your inbox

To create a folder:

Click Mail in the navigation bar at the top right of the screen

Mail Calendar People Tasks

Right click on Inbox on the left side of the screen, located under your name and select
Create new folder

4 Ariel Lescott

orardl Croatepeiouter

Sent @

Delets

Em folder
Junk E ey

Remove from Fawvorites
Motes

Mark all as read

Permissions...

Type the name of your new folder in the text box that appears on screen and press enter
on your keyboard

Right click on an existing folder and follow the same process to create a subfolder
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Renaming, deleting and emptying
folders

Mailbox management

Renaming, deleting and emptying folders

To rename, delete or empty a folder:

1 Right click the folder you want to rename/delete/empty and select the appropriate option
from the drop down list

Create new folder

T._r ------- =y
g Rename |
Craff o
g Delete |

sentl Empty folder |
[l = S

Add to Favorites
Move...
Mote  park all as read

Permissions...

Deleting a folder will remove the folder and its contents from the list of folders to the Deleted
Items folder

Emptying a folder will move all of the emails into your Deleted Items folder but the folder will still
exist

_@_ Handy Hint
4~ S |f you delete a folder or email by accident, you can recover it by going to the Deleted Items

folder on the left hand side of the screen, right clicking on the email and selecting Move
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Moving emails to a folder Mailbox management

To move emails into a folder:

1 Click Mail in the navigation bar at the top right of the screen

Mail Calendar People Tasks

Right click on the email, select move from the drop down list and then click more...

v Ariel Lescott b xr Ple
Appointment Stats delate Fri 31507
Hi Mark, Please see Th
mark as unread
AST MONTH Ar
e fiegrk complete
} | 8 B B B B N B | 1
Ariel Lescott T move M Inbox
Cattl"-up -.-------
Hi Both, Areyou fr gner= 3hitts
categorize ¥ Appointment Stats
QLDER r-------1
create rule.. MOre... |
Ariel Lescott mark as junk S Ea
Daad Thific 2AMNE01S

Select the folder you would like to move the email to and click move

move 1 item

4 Favorites
Inbox
Sent ltemns

Drafts [4]

4 Mark Schefer

b Inboox

Drafts [4]
Sent [tems
Deleted ltems 4

Junk Emal
| B B B _ B _ B B _ B B _§B B B B /|

|:| Copy this item to the selected folder

r _N_N N |
move cancel

If you would like to copy the email so that it stays in your inbox as well as being copied to a
different folder, select the Copy this item to the selected folder box

Handy Hint
You can also move an email by clicking it and dragging it to a folder on the left of the screen
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Adding folders to Favorites Mailbox management

You can manage your folders by creating a link to your most commonly used folders in the
Favorites section

To copy folders to the Favorites section:

1 Click Mail in the navigation bar at the top right of the screen

Mail Calendar People Tasks

Right click on the folder you would like to copy and select add to Favorites

,ﬂ.ppg[ni’mnn‘f Ctate

create new folder

Drrafts [

Senthter ' oC

Deleted delete

Junk Em——ETtY——————-.
add to Favorites |

Motes n e . - - - - - - -

MOVE. .
mark all as read

pErmissions...

Adding a folder to Favorites does not move it to the folder, it just creates a link to it

You can change the order of your folders in the Favorites section by dragging them up and
down

To remove the link to a folder from Favorites, right click on it and select remove from
Favorites

4 Favorites

Inbe=

move down in list
SE | B B B B _ B _ B _ B B |

remove from Favorntes 1
DrEl---------

empty

4 Mark mark all as read

4 Inb permissions...

When you remove a folder from Favorites, the folder will not be deleted from your mailbox it will
just be removed from the Favorites section
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Managing your mailbox quota Mailbox management

Reviewing your mailbox quota
To review your mailbox quota:

Click on the settings icon & |at the top right of the screen and select Options where you
will see your mailbox quota detailed under account

1

options
--------l

account

I -
QrganiZe emal

Mailbox Usage

settings 1.22 MB used. At 4 GE you won't be able to send mail.

phone

block or allow

apps

Once you reach your mailbox quota, a warning message will appear on screen telling you that
you have exceeded the storage limit for your mailbox and you will no longer be able to send or
receive emails

If you can’t send or receive emails, empty the Deleted Items folder from the Mail screen
and delete any emails that you no longer need

You can delete emails in bulk. First, select all the emails you want to delete by clicking the tick
box that appears to the left of the sender’s name when you hover the cursor over it. Then choose
Delete from the options displayed on the right of the screen.

Handy Hint
You can sort your inbox by size to make it easy to delete your largest emails first

Warning
You should not store information in your mailbox and should instead use a local archive
storage system
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Managing your mailbox quota Mailbox management

Automatically emptying the deleted items folder

You can also choose to automatically empty your deleted items folder when you sign out of your
account:

1 Click on the settings icon = # | at the top right of the screen and select Options

Click settings on the left side of the page

Scroll down to message options and select the Empty the Deleted Items folder when |
sign out box

Empty the Deleted Items folder when [ sign cut

When you have finished, click save at the bottom of the page

Handy Hint
’ It is best practice to delete any attachments within your mailbox and store them
elsewhere. This will also help you avoid exceeding you mailbox storage limit

For more information on email storage and IG policies, refer to the Best Practice Guide
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Recoverlng a d@l@t@d |tem Deleted items information

Deleted Items folder

If you accidentally delete an item from Outlook Web App, such as an email, calendar
appointment, contact or task, you can recover it up to 180 days later. The first place to look is in
the Deleted Items folder of your mailbox

To recover an item from the Deleted Items folder:

1 Click Mail in the navigation bar at the top right of the screen

Click on Deleted Items in your folders list

Right click on the item you wish to recover, select Move from the drop down list and
select Inbox to move the item to your mailbox

4 Jeff Green Ariel Lescott J
(No subject) 21/12/2015
p Inbox 12
Drafts . This
Ariel Lescott el
Sent Items (No subject) elete 18/12/2015
P R
» Deleted Items 2 Mark as unread eq
] f .
, F 3 a .
Conversation History C_aro|e W, Barh -g- [—— |
Junktruai e I -M-ove- - l ’ Inbox
Notes Ignore Mare...
. . u
RSS Feeds Carole W. Barr Stop ignoring
Carole Barrow appt . 07/10/2015
Categorize » Jon
» Mark Schefer Creste rule
¥ Mary Margot _ B x P Ple
» Mary Margot Social Care Project Mark as junk 26/08/2015
Hi Jon Latrigg is coming in to see us about the Social Ca...
Petra Croshy i Ths
Staff Communications Feedback Session 26/08/2015

Dear All We are currently conducting a feedback exercis... Ma

To recover an item to a folder other than your inbox:

Select More from the drop down list, select the folder you would like to move the item to
and click Move
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Recoverlng a d@l@t@d |tem Deleted items information

Move 1 item

a4 Favorites
Inbox 12
Sent [tems
Drafts

Deleted tems 2

» Jeff Green
b Mark Schefer

» Mary Margot

D Copy this item to the selected folder I

| Move | | Cancel

Check the Copy this item to the selected folder box for a copy of the item to remain within the
Deleted Items folder

Instead of recovering an email you may need to recover a contact, calendar item or task
* To recover a contact, right click on it and select Move to Contacts

* To recover a calendar item, right click on it and select Move to Calendar

e To recover a task, right click it and select Move to Tasks

Other locations for deleted items

If you are unable to find an item within your Deleted Items folder, the second location to search
is in the Recover deleted items section

You will find items in this folder that were:

* Deleted from the Deleted Items folder
* Emptied from the Deleted Items folder
* Permanently deleted (through selecting the item and pressing Shift+ Delete)

To view the Recover deleted items section:

Right click on Deleted Items within your folders list and select Recover deleted items...
from the drop down list

1

LN SUjeLy
4 Jeff Green I

> et 2 Carcle W. Barl
Drafts Hi Jeff
Sﬁlte_ms_ -y
b Deleted ftems 3 Carnla W Bari
l e e o om Y (Create new folder appt
Conversation Histon
Junk Email
Notes
Empty folder
RSS Feeds .
Remove from Favorites
» Mark Schefer Viove
r -
Recover deleted items... I
» Mary Margot N § _§ _§ N |

Mark all as read

Permissions...

The Recovered Deleted Items folder will open in a new window 48



Recoverlng a d@l@t@d |tem Deleted items information

Select the deleted item and click Recover | Recover |

You can select multiple emails to recover by clicking the tick box to the left of the sender’s name

Recover deleted items
These items were recently permanently deleted or emptied from the Deleted Items folder. You can either recover these items to their
original locations ar purge them.

£

DELETED ITEMS ITEMS BY DATE
F-----------------------------------------I
I v Jeff Green i
| MDT meeting room change 3:34p ||
| Hi Ed, The MDT will now be held in the Skylar room on the 4th floor. Thanks, Jeff |
- i
| 7 Jeff Green

Shift Schedule 3:32p |

l_ Hi Ed, Here is the shift schedule that you requested. Thanks, feff

Purge gRecover
’ I-.-.-_I

If you click purge, the messages you have marked for removal will be permanently deleted from
your mailbox. The email will still be recoverable by administrators for 180 days after its
movement to the Recovered deleted items section

Click OK to recover the item and it will be recovered to its default location

Recover items

The items you selected to recover will be
restored to their original folders:

Mail items to the Inbox.
Calendar items to the Calendar folder.
Contacts to the Contacts folder

Tasks to the Tasks folder.

oK || Cancel

When complete, click the cross [ == | to close the Recover deleted items section
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Categorising emails Mailbox management

Assigning a category

You can use categories to quickly identify related emails and calendar entries by assigning
different colours and names to them. For example, if you have access to a generic mailbox, you
can set up a category for each person who accesses that mailbox and use the categories to show
who is dealing with a particular email or emails

In calendar, you can use categories to colour code appointments or meetings relating to a certain
topic, like team meetings or clinics

To assign a category:

1 Click Mail in the navigation bar at the top right of the screen

Mail Calendar People Tasks

Right click on the email you want to categorise and select categorize from the drop down
list

¥ Ariel Lescott @= x I 1
Read: Shifts Wed 24/06
Your message To Sent 24 J...
delete 3
Ariel Lescott mark as unread !
Shift Scheduling Tue 23/06
flag
move...
THREE WEEKS AGC
ignore
Ariel Lescot®  categorize »l B Blue category |l
Shiﬂswap-Ant N N . - LB N B N _§N
Hi Mark, Rebecca — Create rule... . Green category
) mark as junk . Orange category
Ariel Lescott
Antenatal department meeting . Purple category
Hi Mark, | need to arrange an antenatal depa . Red category
Ariel Lescott Vellow category

Antenatal appointment stats
Hi Mark, Please can you send me the antenal
Manage categories..,

Click on the category you want to assign to the email and a coloured box will appear to
the right of the email in the list of emails

==
Ariel Lescott 11
Antenatal department meeting 08/06/2015
Hi Mark, | need to arrange an antenatal department me...

Removing a categorisation

To remove a categorisation:

1 Right click on the email, select categorize and click the same category again to deselect it
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Editing existing categories Mailbox management

Deleting an existing category

Outlook Web App has a set of pre-defined categories that cannot be renamed, so you should
delete any of these that you no longer want

To delete an existing category:

1 Click Mail in the navigation bar at the top right of the screen

Mail Calendar People Tasks

Right click on the email you want to categorise and select categorize from the drop down
list

Select Manage categories

Select the category you want to delete and click the cross icon | X! to the right of the
category name and click ok ok

v Ariel Lescott @z x P T manage categories
Read: Shifts Wed 24/06
Your message To: | delete ent 24 .. v ~ B Blue category rxl
-l
Ariel Lescott mark as unread ™ B Green category
Shift Scheduling flag Tue 23/06
B Orange category

Move..

THREE WEEKS AGO ignore M Purple category
i ca- ;ze- - ->I . Blue categol B Red category

Ariel Lescott B__categorize gory
E?irt::rﬁage_b::::rr create rule... B Green category Yellow category

mark as junk . Orange category
Ariel Lescott
Antenatal department meeting . Purple categery
Hi Mark, | need to arrange an antenatal depar . Red category

v + Add new category
Ariel Lescott ellow category
Antenatal appointment stats clear categories
Hi Mark, Please can you send me the antenatJiee - ——
I Manaie categorles... | ok | | cancel
Changing the colour of an existing category
To change the colour of an existing category:
1 Right click on the email you want to categorise and select
categorize from the drop down list manage categories

N .

Select Manage categories

Select a category, click the downward arrow to the left of the
coloured box and select a colour
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Creating and searching for categories Mailbox management

Creating a new category

To create a new category:

1 Click Mail in the navigation bar at the top right of the screen

Calendar People Tasks

Right click on the email you want to categorise, select categorize from the drop down list
and select Manage categories

¥ Ariel Lescott @= x F T
Read: Shifts Wed 24/06
Your message To: | delete ent 24 .,
i
Ariel Lescott mark as unread ™
Shift Scheduling flag Tue 23/06
move...
THREE WEEKS AGD
ignare
L} L B N |

>I . Blue category
- -
create rule... . Green category

Ariel Lescott || JGtegorize,
Shift swap - Anter
Hi Mark, Rebecca t
mark as junk . Orange category
Ariel Lescott _ Bl Purple category
Antenatal department meeting
Hi Mark | need to arrange an antenatal depar . Red category
Yell t
Ariel Lescott SlawcatEgen

Antenatal appointment stats clear categories
Hi Mark Please can you send me the antenatJmm Wil S S m— -

I Manaiecateeorles... I

Click Add new category @+ Addrnewcategory | |ocated at the bottom of the window that
appears on screen

Type the name of your new category into the text field

Click the downward arrow to the left of the text box and select a colour from the drop
down list

When you have finished creating the category click ok ok at the bottom of the
window

add new category

53
| -
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Creating and searching for categories Mailbox management

Searching for a category

To search for a category:

1 Enter category:<category name> in the search bar at the top of the screen and click the
magnifying glass icon 2|

category:blue P x

n Click on the x icon in the search bar to return to your inbox
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Advanced mailbox

Inbox Rules to manage email management

Creating a new rule

You can use Inbox Rules to automatically manage emails as they arrive in your inbox. For
example, move emails from a particular person straight into a specific folder, delete emails which
have a specific word in the subject line, or redirect certain messages to someone else

To create a new rule:

1 Click on the settings icon | = | at the top right of the screen and select Options

Click organize email on the left side of the screen and inbox rules will be automatically
displayed

F I -
Linbox rulesy automatic replies  delivery reports

Choose how mail will be handled. Rules will be applied in the order shown. If you don't want a rule to run, you can turn it off or delete it.

+ r Ve

On Rule

There are no items to show in this view.

Click the plus icon +-| at the top left of the screen
and select the type of rule you would like to set up

Create a new rule for armving messages..

Move messages from somecne to a folder..

Move messages with specific words in the subject to a folder...

Move message sent to a group to a folder...
Type the name Of your new rU|e |nt0 the text bOX Delete messages with specific words in the subject...

It is advisable to make the name descriptive so it is easy to identify when multiple rules are set up

Select one -

Select one

Select the first condition you would like to apply from It was recsived from...
the drop down ||St It was sent to...

It includes these words in the subject..

To add the first condition, click the downward arrow
under the When the message arrives, and box “When the message arrives, and:

It includes these words in the subject or body...

For example' if you Select lllt was received from" you Wi" be It includes these words in the sender’s address...

. My name is in the To or Cc box
taken to a list of your contacts where you can select one or
[Apply to all messages]

more names by clicking on the plus icon to the right of their
name once you have searched for them
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Advanced mailbox

Inbox Rules to manage email management

7 When you have finished creating the first condition, click OK ' v ok | at the top of the page

To add an action, select an option from the Do the following drop down list

Do the following:

Select one -

Select one
Move the message to folder..
Mark the message with a category..

Redirect the message to..

Delete the message

For example, the first option in this list is “Move the message to folder” If you select this option,
a pop up screen will appear where you can select a folder from your inbox to which the message
can be moved

When you have finished creating the action, click ok ok

To add more conditions or actions to your rule, click More options towards the bottom of
the window

When you have finished creating your rule, click save save at the bottom right
of the window

11

In the More options menu, you can also add exceptions to a rule. For example, there may be a
specific sender that you do not want the rule you have created to apply to.

Refer to the User Guide for more information on how to prevent multiple rules being applied to
the same message, such as changing the order of processing

If you are creating a rule that applies to particular people, you can select contacts from both the
directory and your contact list
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Inbox Rules to manage email management

Turning off, editing and deleting a rule

To turn off, edit or delete a rule:

1 To turn off a rule, deselect the box to the left of the rule

To edit or delete a rule, click on either the pen @ # | orthe bin = @ | as appropriate above
the rule

+*rf' um_.’?‘ v 2

On Rule
Ll Training
- =

Refer to the User Guide for specific examples such as auto-forward and re-direct

Changing the order of your rules

Rules always apply (run) in the same order as they are displayed in the Inbox Rules window, that
is from top to bottom

To change the order of rules:

Click the up and down arrows to change the order in which the rules are
1 processedp — :

inbox rules automatic replies  delivery reports

Choose how mail will be handled. Rules will be applied in the order shown. If you don't want a rule to run, you can turn it off or delete it.

+ s8R o

On

Rule

[+ Contains .
Redirect Messages

vl Mailbox Organisation

v Redirect Messages After the message arrives and...

Apply to all messages
Do the following..

redirect the message to "Ariel Lescott’

and stop processing more rules on this message
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Advanced mailbox

Sharing email folders ——

A shared folder is a folder of emails that more than one person has access to. You can create a
shared folder or someone else in the directory can share their folder with you

To share a folder:

1 Click Mail in the navigation bar at the top right of the screen

Mail Calendar People Tasks

Right click on the folder that you wish to share on the left side of the inbox homepage

Select Permissions from the drop down list

To give someone permission to view a folder, click the plus icon ' +| at the top left of the
window

Enter a name in the search field and click add

Ariel Lescott x
ariel.lescott@accenturenhs.com

D

To assign permissions to that person, make sure the name is highlighted and click the
Permission level drop down list

Select the level of access you would like them to have from the drop down list, such as
Owner

This automatically assigns certain permissions in the Read, Write, Delete

access and Other sections, but you can modify these by selecting or
deselecting the appropriate boxes. You should notify the person that p— -
you have shared folders with them, as no automatic email will be sent
permissions
If someone is made owner they will have full access to read, write,
delete and carry out any other functions within the selected folder o
Delate access: Edlt .;u
. . .. . o & e onre
When you have finished setting permission levels, click ok Do

ok
O
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Advanced mailbox

Opening shared folders management

To add a folder that someone has already shared with you to your list of email folders:

1 Click Mail in the navigation bar at the top right of the screen

Mail Calendar People Tasks

Right click on your name at the left of the screen and select add shared folder

Type the name of the person who has shared a folder with you in the search bar and click
add add

create new folder

empty
add to Favorites

L

mark all as read
L N N N B B B B |

| add shared folder... 1

PEMISSIONS...

Their name will then appear on the left side of the inbox homepage with the list of shared folders
they have shared with you. If that person has not shared any folders with you, you will be able to
view their name on your inbox screen but will get an error message when you attempt to view
folders. In this case, you should contact the person who has attempted to grant you access
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Advanced mailbox

Removing shared folder permissions f——

To remove someone who you have previously shared folders with:

Click Mail in the navigation bar at the top right of the screen

Mail Calendar People Tasks

Right click on the folder that you no longer wish to share on the left side of the inbox
homepage

Highlight the name of the person who you wish to remove and click the delete icon ' T
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Redirecting messages to another email Additional mailbox rules
address

information

You can use inbox rules to automatically forward all emails sent to your account to another email
address, for example, if you are going to be away from work, and need to access your emails
from another account. Please note that when you do this, the redirected email will appear as
though it came from the original sender

To set up a redirect rule:

1 Click plus +~- ' and select Create a new rule for arriving messages... from the drop down
list

F__----------------------I'

ll| Create a new rule for arriving messages.. |
AN N N N N N N N N N N _§N N _§N N _§ N _§ N _§N_§N _§ § § |8

Move messages from someone to a folder...

Move messages with specific words in the subject to a folder...

Move message sent to a group to a folder...

Delete messages with specific words in the subject...

A New Inbox Rule window will open

Under Name: enter a name for your rule

@ Mew Inbox Rule - Internet Explorer E’

| @ https://email.demo.battlecat.co.uk/ecp/RulesEditor/NewlnboxRule.aspx?pwmecid=58ReturnObject Type=1 a |

. Hel
new inbox rule r

Apply this rule...
Name:

[ Regirect |

"When the message arrives, and:

| [Apply to all messages] - |

Do the following:

| Redirect the message to.. - | *Select people...

More options...

save | ‘ cancel

Under When the messages arrive, and: select [Apply to all messages]

Under Do the following: select Redirect the message to...

A new window will open
60



Redirecting messages to another email Additional mailbox rules
address

information

Enter the email address you want in the To box, or select your chosen email from your list
of contacts and click OK

+ OK 3 CANCEL
—-— -

To Ariel Lescott
presp— |

B Search people
All People Groups

> MY CONTACTS BY FIRST NAME « .
Avriel Lescott
~

Adam Orton +

Contact Notes Organization
Ariel Lescots * Email Linked contacts

ariellescott@demo battlecat.co.uk Skype for Business Contacts
Directory

I Manage...
David Romero + ariellescott@demo.battlecat.co.uk

IM

sip:ariel.lescott@demo.battlecat.co.uk

Ed Smith +

Jayne O'Connell + Vv

o Be . Belo Belel .

Note: multiple email addresses can be added in the To box

Warning
A When redirecting a message, be mindful that messages could contain sensitive
information: ensure the mail recipient is correct and appropriate for the mail content

When complete, click Save at the bottom right of the window

Note: If you want the redirected emails to be deleted from your inbox, you will need to create
an additional rule to delete the message

It is important to check that all inbox rules are up to date and relevant for your circumstances.
Ensure you regularly check the rules applied to your inbox. For information on how to edit or
delete an inbox rule, refer to Advanced mailbox management module
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Delegated and shared

Giving delegate access to your mailbox mailboxes

If you delegate access to your entire mailbox, this will include your Conversation History folder
containing all Instant Messages (IMs) sent using Skype for Business. If you do not wish
colleagues to see this content, you should carry out one of the following options:

e Manually delete the messages from your Conversation History folder and your Deleted
Items folder. The messages will still be retrievable as part of a Forensic Investigation as per
the Data Retention and Information Management Policy.

e Right click the Conversation History folder and change the permissions for who has access
to the folder.

e Create arule (section called Inbox Rules to manage email) to automatically delete all email
going into your Conversation History folder. You will also need a rule to delete the
messages from your Deleted Items folder.

e Remove delegated access (Removing permissions to your mailbox).

You can give delegate access to your mailbox to one or more people so they can read emails in
your inbox and send emails on your behalf

You may want to give someone access to your mailbox if you are on leave and want someone to
manage your mailbox or if you have an assistant

You can choose to share your entire mailbox with someone, or just specific parts of it and it will
be displayed in the delegate’s Mail page below the list of their folders

To give someone delegate access to your mailbox: Create new folder

1 Right click on your name on the left side of the screen and select Delete

Permissions Empty folder
Add to Favorites

Click the plus icon _+ ' at the top left of the window and enter a name in
the search field Mark all as read

Add shared folder..,
A _i _R R _ B |

Permissions...

add permissions

Enter the name or email address of the person you
want to give permissions to this folder.
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Delegated and shared

Giving delegate access to your mailbox mailboxes

You may need to search the Directory if the person’s details do not automatically appear in the
search window

Clickadd |  add to give this person delegate access to your mailbox

Select or deselect options to choose the level of access or permissions to be given or
choose from a set of predefined permissions in the drop down list

| Craner v| L
Permissions
v Permission level:
Publishing Editor Read: Write:
Sditor O None Create items
- - Create subfolders
o (® Full details ' Edit own
Publishing Author e
| Edit all

Delete access: hE
Author oth

O None u_ar‘.
Monediting Author Folder owner

O own Folder contact
Reviewer @ al Folder visible
Contributor ﬁ

Mome

To allow delegate access you should select Owner from the drop down list

When you select Owner, a predefined option of all of the boxes will be selected, however, you
can still choose to deselect some of the boxes

Select Owner if you want someone to have full access to your mailbox, including the ability to read,
delete and write emails and create subfolders

Select Publishing Editor if you want someone to have the same level of access as with Owner, but
without being a folder owner

Select Editor if you would like the person to be able to read, write and delete emails, but if you
would like them to be unable to create subfolders within your mailbox

Permissions

Permission level: | Editar - |

Read: Write:
) Nane Create items
) D Create subfolders
(®) Full details v =it on
Delete access: Edit 2l
O None Other:
l:l Folder awner
O own I:l Folder cantact
@ a Folder visible

| OK | | Cancel

63



Delegated and shared

Giving delegate access to your mailbox mailboxes

Select Publishing Author if you would like them to be able to read and write emails, but only delete
those emails that they own. In this instance, the person will be able to create subfolders but will
not be a folder owner and the folders will just be visible

Select Author if you would like the person to have the same access level as a Publishing Author, but
without the ability to create subfolders

Permissions

Permission level: | Author - |

Read: Write:
) None Create items
— ) |:| Create subfolders
(@) Full details T
Delete access: D Edit all
O None Other:
l:l Folder owner
® Own |:| Folder contact
O a [+] Falder visible

| QK | | Cancel |

If you select Nonediting Author, the person will have the same level of access as with Author, but
they will not be able to edit items in the mailbox, they can only create new emails

Select Reviewer if you would like to allow the person to only read emails in your mailbox, without
the ability to edit anything

Select Contributor if you would like someone to be able to write emails from your mailbox, but
without being able to view any items in the mailbox

Selecting None will not allow the person to view or change any information in your mailbox

When you have finished setting permissions, click ok ok at the bottom of the
window

You should inform someone when you have given them access to your mailbox, as they will not
receive a notification email

Handy Hint
If you would like to give delegate access to specific folders in your mailbox, right click on
that folder and follow the same process
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Viewing and removing a delegated
mailbox

Delegated and shared

mailboxes

Viewing other mailboxes

When you view a delegate mailbox that you have been given permissions for, the mailbox will be
displayed on the left side of the screen below the list of your own folders

To view someone else’s mailbox:

1 Right click your name on the left side of the screen and select add shared folder

create new falder

empty
add to Favorites

mark all as read
L B B B B B |

-_
I sdd shared folder... |l
[

PEMMISSIONS...

Although the instruction is to add a shared folder, this will actually add all of the folders within
the mailbox that have been shared with you

Enter the name of the person whose mailbox you wish to view in the search bar and click
add add |

add shared folder

Enter the name or email address of a user who has
shared folders with you.

Regardless of whether permission has been granted, the person’s name will appear on the left
side of the screen. You will only be able to open and view the additional mailbox if you have
been given permission

Depending on the level of permission granted, you may also be able to edit the mailbox

If you have been given permissions to send emails from the mailbox, when doing so you will still
be listed as the sender on behalf of the person to whom the mailbox belongs

If you have not been given permissions to a folder that you need to access, you should contact
the mailbox owner
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Viewing and removing a delegated
mailbox

Delegated and shared

mailboxes

Removing mailboxes

To remove a mailbox from your Mail screen:

Right click the mailbox on the left side of the screen and click » Shared Mailba
remove shared folder remove shared folder

Removing permissions to your mailbox

To remove delegated permissions to your mailbox or any folders that you have shared:

Right click on the relevant mailbox or folder name and select move down in st

permissions .
remaove from Favorites
empty

) . . mark all as read
Select the mailbox or person you would like to remove and click the o —

. . o I
bin icon m ‘ PEMMISSIONS...

When you have removed the permissions, click ok ok at the bottom of the
window

Your mailbox name will still appear on the left side of the person’s Mail screen until they choose
to remove it however they will not be able to access it
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Delegated and shared

Managing a shared mailbox mailboxes

Opening shared mailboxes

A shared mailbox, sometimes referred to as a generic mailbox, is a separate mailbox to your own
that is used by multiple people. For example a district nursing team may have a shared mailbox
for incoming referrals that the entire team has access to so anyone on duty can read or action the
email. All shared mailboxes must have a nominated owner who is accountable for the mailbox
and has the ability to delegate access to others

When you open a shared mailbox, it will appear in a new tab in your internet browser, meaning
you will be able to access your own mailbox at the same time

To create a shared mailbox you should contact your Local Organisation Administrator

To open a shared mailbox:

Mark Schefer =

Mail Calendar People Tasks
Click your name at the top right of the screen and
select Open another mailbox Mark Schefer

mark.schefer@accenturenhs.com

change

Type the name of the mailbox you want to view in ittt
the search bar

Sign out

open another mailbox

You may need to search the Directory if the shared mailbox details do not automatically appear
in the search window

Select the correct mailbox and click open apen and the mailbox will open in another
tab on your internet browser

When the mailbox opens in another tab in your internet browser, the original tab with your
mailbox open will also stay open

You need to be added to the group of users for any shared mailbox or calendar before you can
access and use it

When you sign out of you own mailbox, you will automatically be signed out of any shared
mailboxes as well
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Delegated and shared

Managing a shared mailbox mailboxes

Removing access to a shared mailbox

You can remove someone’s access to a shared mailbox that you own. To remove someone from a
shared mailbox:

Right click on the shared mailbox and select permissions from the drop
down list

1

mowve down in list

remaove from Favorites

empty
mark all as read
| B R _BR _ B _ B _ B B B | 1
| permissions... |
B e e e ———

Click on the name of the person whose access you want to remove and click the bin icon
@ | at the top of the window

If you think you may want to re-add this person at a later date, you can set their permission level
to none

Click ok ok at the bottom of the window and this person will no longer have
access to the mailbox

The shared mailbox name will still appear on the left side of the person’s Mail screen until they
choose to remove it however they will not be able to access it
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Creat|ng dain app0|ntment and Calendars, appointments and
administering reminders and repetitions

meetings

You can add an appointment in your calendar to keep track of your schedule. To create an
appointment:

1 Click Calendar in the navigation bar at the top right of the screen

Mail Calendar People Tasks

Click New event A ® New event | at the top left of the screen or double click a time slot in
the calendar at the time you would like your appointment to occur

You can also click and drag several time slots to create an appointment

Type in the event name and location in the appropriate section at the top of the page

FeeTTEE-E_—_——_——_——_—_—_——_——_—_——_——_——_——_———————

I Event: 1

r------------------------1

I Location: |

Attendees:

The Attendees section below Location will be used when creating meetings rather than
appointments, which is covered in Creating meetings and inviting attendees

Enter a start date and time by choosing an option from Start:

Select an existing or custom duration for the appointment by choosing an option from the
Duration drop down list

Duration:

| 30 minutes - |

0 minutes
+ 30 minutes |
1 hour
90 minutes
2 hours
All day

Custom
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Additional calendar

User generated calendar information

In Outlook Web App 2013, you can create additional calendars which can be shared without
needing an LOA to set it up. These calendars may be useful for monitoring team schedules or for
managing local room bookings

To create a user generated calendar:

1 Click Calendar in the navigation bar at the top right of the screen

Mail Calendar People Tasks

Right click on My Calendars on the left side of the screen

1
: 4 MY CALENDARS ¢

¥ Calendar

Select New calendar from the drop down list

kMY CALENJAHSF-------I

Mew calendar
L8 &8 _§B &R _§ _§ |} ‘

4 OTHER CALEMDA Open calendar
o H Mary Md Mew calendar group

edC:

Type in the name of the calendar on the left side of the screen and press enter on your
keyboard

4 MY CALENDARS

~  Calendar
F----------q
I ¥ Room C24 i

To view and edit the additional calendar you created, click the name of the new. A tick will
appear and you can then add, edit and delete meetings and appointments

If someone wants to share a user generated calendar with you, this can only occur through an
email invitation that you have to accept
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Additional calendar

User generated calendar information

When you open a user generated calendar that someone shares with you, their name will appear
next to the name of the user generated calendar (e.g. Carole W. Barrow — Room 101)

% Outlook Web App Mail Calendar People Tasks leffGreen~ g 9
P New event 08 March 2016 Day Work week Week Maonth
«Mon07 TueD8 Wed09 ThulD Fril1  Satiz  Suni3 » Gototoday €3> MERGE  [3] SHARE  mmp PRINT
| N N N N N _ N _§N_ B _ &N N N N N _§B_§B N N N §N_ § |
<«
l Calendar Carole W. Barrow - Room 101 I
1 March 20156 » I--------------------‘
M T W T F 5 5

1 2 3 4 5 &

T’ng 10 11 12 13

14 15 16 17 18 19 20
21 22 23 24 25 26 27 » 10

28 29 30 31

4 MY CALENDARS

v Calendar 12
5 - Room set up
oom L "
13 % social Care Project Sl W Bason
Room €23 , Room 4B, Buttermere Hospital Mary Margot
v
Room 234 1
4 OTHER CALENDARS 15

nl\dar}f Margot
-_— [ NN N I
I/ 16
- Carole W. Barrow - Rc>0|l

I-------—
17

18

Refer to the Calendars, appointments and meetings module and the Sharing calendars and
calendar permissions module for more information on using and sharing your user generated
calendar

Note: The main limitation of using a user generated calendar is that you cannot set up a meeting
and receive responses from this calendar. Meetings can only be used to block out time and used
for shared reference
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Creat|ng dain app0|ntment and Calendars, appointments and
administering reminders and repetitions

meetings

If you select Custom, choose a date and time from the

End:
End drop down lists that appear | Weg 220072015 _ -

If you select All day, your appointment will appear at the top of the calendar day rather than in a
specific time slot.

28 Monday 29 Tuesday 30 Wednesday -]. Thursday 2 Friday

Qut of Office
- -

Visits
N/A
9 b Team One-to-Ones
Office 2A HQ

To set up a reminder for the appointment, select an option from the Reminder drop down
list to choose how far in advance of the appointment you would like to be notified

Reminder: 2 hours

15 minutes - S hours

If you set up a reminder, a notification message will appear on screen ahead of the meeting. For
more information on reminders, refer to the Managing reminders section of the Outlook Web
App Learning Series

To choose how you would like the appointment to appear to colleagues viewing your
calendar, select an option from the Show as drop down list

Show as:

Busy -

Free
Working elsewhere
Tentative

Repeat:
v Busy |

Mever -

Away
v Never

Every day

If you select Free, this time slot will appear empty to others viewing A
VOUF calendar Every workday

Day 20 of every maonth

Every third Monday

To repeat the appointment, such as every day or every work
day, select an option in the Repeat drop down list

Every July 20

Other...
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Creat|ng dain app0|ntment and Calendars, appointments and
administering reminders and repetitions

meetings

If you want to specify a different repeat pattern, select Other in the Repeat drop down list,

10 select an occurrence and click save

select repeat pattern

Occurs | daily -

Every |1 | days

L N N |
I save I cancel

If you select a repeat appointment, the appointment will be shown in your calendar with an
arrow symbol

11 If you don’t want people who have access to your calendar to see the details of this
appointment, select the Mark as Private box

Mark as private

All they will see is a time slot that is marked as busy and your own calendar will show a padlock
on the appointment to indicate that it is private

(Al Type in any notes about your appointment in the text box at the bottom of the screen

11
”.U
Iﬁl
<
I=
(3
l
I
1l
o
%
¥
i
z
2
H
«

Calibri ~|[2~] B 1 U =

Once you have entered all of the relevant information, click Save = g savz | at the top of
the screen

73



Customising your work week in Calendars, appointments and
Calendar

meetings

If you have chosen to view your calendar by work week, your non-working days will not appear
in your calendar, which can be useful when putting in appointments

This can also be helpful for other people setting up meetings with you, as they can see when you
are available using the scheduling assistant, which is covered later in this module

A work week is automatically set at 8am until 6pm, from Monday to Friday. If you would like the
work week settings to accurately reflect your own working week, you can edit it

28 Monday 29 Tuesday 30 Wednesday 1 Thursday 2 Friday

15 Submit Menthly Service Statisti =

16 Training Meeting
Training Room 2A Ariel Lescott

~
-

Team Catch-up Meeting Room 52

To change the days of your work week:

1 Click the settings icon @ @ | at the top right of the screen and select Options

Click settings on the left side of the screen and select calendar at the top of the page

. 1 .
"r*a|ll-calendar regional password
| |

Under appearance, you can select different boxes to choose the days of your work week
and select working hours using the Start time and End time drop down lists

appearance

Choose how your calendar should look.

Show work week as:
L N R B B B N N B B § B N § |

O sun B man Tue B owed O e O O sat ||

Set your working hours.

Start t'm End t'rr‘

When you have finished, click save [ IESI at the bottom of the screen

When you click the back arrow to return to the calendar page, your updated work week view will
be displayed

13 Integrated Care Pilot Review
Meeting Room 54, HQ

The blue section in the calendar view reflects your non-working hours y



Creating meetings and inviting Calendars, appointments and
attendees

meetings

A meeting is an event that you have been invited to by someone or that you have invited other
people to attend. Creating meeting invites allows you to keep track of who is attending

A meeting is created the same way as an appointment except that you invite other people and
can also book rooms if these have been set up by your organisation

To create a meeting:

1 Click Calendar in the navigation bar at the top right of the screen

Mail Calendar People Tasks

Click New event | @ New event | at the top left of the screen or double click a time slot in
the calendar at the time you would like your meeting to occur

Type in the name and location in the appropriate section at the top of the page

I Event: I

I Location: II

Attendees:

You can either type the location or click add room add room to select a
room from the Directory if your Local Organisation Administrator has set this up

Click the Attendees section, type the names of the people you want to invite and select
the correct attendee from the drop down list

Attendees: arie:|

Ariel Lescott
ariel.lescott@accenturenhs.com
Startz

L“EOE.-"C—% P Search Contacts & Di rectory

Handy Hint
You can also add an attendee by clicking the plus icon | + | to the right of the of the
attendees section and searching in the directory

Handy Hint
Right click on the contact name and choose View details to check the details of the
attendee to ensure you are sending the meeting invite to the correct recipient
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Creating meetings and inviting Calendars, appointments and
attendees

meetings

Enter the Start time, select the Duration of your meeting and set your status by selecting
either Free, Working elsewhere, Tentative, Busy or Away from the Show as drop down list

You can add a reminder and select the repeat pattern of your meeting as you would with
an appointment

Select the Request responses box so that invitees can send you a response

Start: Duration:
[wed 05082015 ~| [10:00 ~|  [30minutes -]

Show as: Reminder:
‘ Busy - | | 15 minutes - ‘

Calendar:

Repeat:
[ Never -]

D Mark as private I Request response:

- = = =

You can type any notes or information about your meeting in the text box at the bottom of
the screen

To add an attachment to the meeting invite:

f{0J Click the three dots **®| at the top of the screen and select insert

r--------|

insert |

categorize L

You can insert an attachment or picture in the same way that you do for emails. For more
information on this, refer to the Advanced email use module in the Outlook Web App Learning
Series

Warning
If other people have access to your calendar, do not attach any sensitive documents as,
depending on their level of access, they may be able to view these attachments

B>

You can categorise a calendar entry by clicking the three dots and selecting categorize. For more
information on categories, refer to the Mailbox management module in the Outlook Web App
Learning Series

(B \When you have finished, click Send | = seno | at the top left of the screen
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Calendars, appointments and

Monitoring meeting invites meetings

After a meeting request has been sent out, you can check who is attending by looking at the
event’s details in your calendar and track the responses

To check who is attending:

1 Click Calendar in the navigation bar at the top right of the screen

Mail Calendar People Tasks

Double click on the event in your calendar and select attendees

event | attendees |
1 1 1 197

Required 2

Mary Margot

|

|

|
:..
I leff Green
|

If attendees choose to send a response to your invite, these will be sent to your inbox
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Calendars, appointments and

Using scheduling assistant meetings

Scheduling Assistant offers extra help in coordinating multiple schedules when creating a
meeting

It allows you to view when other people are busy or available in order to determine when the
best time is to schedule a meeting

To use scheduling assistant:

1 Click Calendar in the navigation bar at the top right of the screen

Mail Calendar People Tasks

Create a meeting and invite attendees

For more information on this, refer to the Creating meetings and inviting attendees section of this
module

Click Scheduling Assistant = [ screouncassistant | gt the top of the meeting invitation screen to
view the times when all attendees are available

In scheduling assistant you will be able to see the details of others’ appointments and meetings,
depending on the permission level they have set for you to view their calendar

The screen allows you to easily identify the best time to schedule a meeting by showing when
each attendee is either busy or free, allowing you to see when there are conflicts

30 July 2015 day week [

Canceled: Programme Board | Free

MDT meeting

Canceled: Programme board Canceled: Training

programme board 3 | programme board 3
12
= h----------------------------------l

Test run 7 Tentative
%

Your own meetings will appear as blue boxes in the calendar, whilst other attendees’ meetings

will appear as grey boxes
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Using scheduling assistant el o appontments and

meetings

Select an option from the When drop down lists to set your meeting at a time when all
attendees are free

To adjust the length of the meeting, change the duration in the Duration drop down list at
the left of the screen

Type a contact’s name into the search box to add more attendees

| When: |
b wed 01/07/2015 - 08:00 - I
L-------------I
| & B B B _ B _ B B _ B B _§B B B B |
J Duration: |
|| 30 minutes - |I
L-------------I
Attendees:
|

If you add more attendees, their schedule will also appear on the scheduling assistant screen

You can make attendees optional by right clicking on their name and selecting Attendance
optional

7 When you have determined the best meeting time to accommodate all attendees, click OK
v ok | at the top left of the page

When you have finished entering all other meeting details, click Send ' = seno | at the top
left of the screen
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Calendars, appointments and

Changing and updating meetings meetings

If the time or place of your meeting changes, you can only amend the meeting details if you set it
up yourself

If you did not set up the meeting, the meeting owner will have to make the changes

To amend a meeting:

1 Click Calendar in the navigation bar at the top right of the screen

Mail Calendar People Tasks

Click on the meeting and select Edit at the bottom of the box that appears on the screen

Shift Swap [ x

Mark Schefer

Wed 01/07/2015 (All day)

F--
1+ EDITI » CANCEL
| -l

Mo response 1

If you are editing a recurring meeting, you can either choose to edit the occurrence, meaning
only the selected occurrence will be changed, or the series, meaning all occurrences of the
meeting will be updated

A screen will appear with the current meeting details, where you can change the details in
the same way that you created the meeting

ttttt

Show as:

When you have finished, click Send @ = 5D | at the top of the screen and all attendees
will receive an updated invite
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Calendars, appointments and

Managing calendar invites meetings

When someone invites you to a meeting, you will receive an email invitation

To accept or decline an invitation:

1 Select the invite email

~ Mark Schefer EEJ X F
Schedule Planning 1?:D2|

------------------------I
Mary Margot r

attachments 15:18
Mary Margot Training Lead WHS org Mob: 01234 567 830

Jeff Green &
Accepted: programme board 3 14:46

Either Accept to accept the invite, respond as Tentative if you are unsure if you can attend
or not, or Decline if you cannot attend the meeting

v/ ACCEPT ? TENTATIVE ¥ DECLINE

If you would like to type a message to the meeting organiser in your response, select edit
the response before sending in the drop down list

If you would like to simply send your response without a message, select send the
response now from the drop down list

If you would not like the meeting organiser to be notified of you response, select do not
send a response from the drop down list

ACCEPT MEETING
edit the response before sending
send the response now

don't send the response

If you accept or tentatively accept, the meeting will then appear in your calendar

If you decline the meeting, it will not be visible in your calendar
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Deleting and cancelling appointments Calendars, appointments and
and meetings

meetings

To cancel a meeting that you have organised:

1 Click Calendar in the navigation bar at the top right of the screen

Mail Calendar People Tasks

Click on the meeting you would like to cancel and select Cancel at the bottom of the box
that appears on screen

Shift Swap o x

Mark Schefer

Wed 01/07/2015 (All day)

ra EDIT'x CANCEL
- e il

MNo response 1

You will be asked to confirm the cancellation and to send a message to the meeting
attendees to inform them about the cancelled meeting

cancel meeting

| Are you sure you want to cancel this meeting?

yes
You'll have a chance to type a message to
attendees

back
Return to the event

When cancelling a recurring meeting, you will be asked whether you want to delete one or all of
the meetings in the series. If you are cancelling an appointment, a notification message will not
appear on screen and the appointment will be deleted

Type your message in the email and click Send = -=sewp | at the top of the page

The invite will then no longer appear in your calendar

You can also cancel a meeting by right clicking it, selecting cancel meeting/delete
appointment from the drop down list and then following the same process

open

reply
reply all

forward

show as L
categorize >
cancel meeting 1

g pmp—



Changing your response to a meeting Calendars, appointments and
invite

meetings

You may need to change your response to a meeting invite, for example if you accepted a
meeting invite that you can no longer attend and need to decline it or tentatively accepted and
can now definitely attend

To change your response to a meeting invite:

1 Click Calendar in the navigation bar at the top right of the screen

Mail Calendar People Tasks

Double click the meeting and you can see your previous responses at the top of the page

Click either Accept, respond as Tentative or Decline depending on your previous response
and what you would like to change it to

| v AccerT | 7 TENTATIVED | ¢ DECUNE |

You can edit your response before sending so that you can let the organiser know why you
have changed your response, send a response with no message or not send a response

DECLIME MEETING
edit the response before sending
send the response now

don't send the response

If you have chosen to delete the meeting invite, the meeting will no longer appear in your
calendar
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Sharing your calendar and setting Sharing calendars and
permissions

calendar permissions

Allowing access to your calendar

You can share your calendar with other users to allow them to view when you are available and
to help with scheduling meetings. You can also set permission levels depending on how much
information from your calendar you want other users to be able to view

To allow another user in the Directory to access your calendar:

1 Click Calendar in the navigation bar at the top right of the screen

Mail Calendar People Tasks

Click Share | &isHare \ at the top right of the screen

Enter the name of the person you want to share your calendar with into the Share with
search bar and click on the contact name

#2 SEND X DISCARD =
N N N BN NN B BN EEN BN NN EEN B NN BN B
Share with: I

!\
'------------------‘
Subject:

‘ I'd like to share my calendar with you |

Calendar:
‘ Calendar

You may have to search the Directory by clicking on Search Contacts & Directory if the contact
details do not appear automatically

Share with:

Michael Tallman ‘
N N N N N N |

| £ search Contacts & Directory :

Once the contact is identified, choose the sharing permission level you would like to
assign to the contact from the five options in the drop down list. Permission levels are
explained on the next page

Ariel Lescott r-_-_-_-_-_-_-_-_-_-F - .
) u ailz
ariel lescott@accenturenhs.com =

I Availability only

Subject: | Limited details

B+ Full details

I'd like to share my calendar with you

|

i Editor

Calendar: 1 Delegate

| ~ . | N N N B N N N N N |

'-rT-

The person you share your calendar with will receive a notification email. They can choose to add
your calendar to their list of other calendars and also share their calendar back with you

=+ ADD CALEMDAR E SHARE MY CALENDAR BACK 84




Sharing your calendar and setting Sharing calendars and
permissions

calendar permissions

Select Availability only if you want someone to only see the times on your calendar when you are
available or busy

30 Wednesday 1 Thursday

Select Limited details if you want someone to see the name of your meeting or appointment. They
will not be able to open the calendar entry to see more details about it

30 Wednesday 1 Thursday

I Submit Monthly Service Statist 2

'2 Team Catch-up Meeting Room 54

Select Full details if you want someone to be able to open calendar entries and see the name of the
appointment and list of attendees, as well as any other information you have entered into your
calendar. Be aware of any sensitive information, as this setting will include all calendar attachments

Integrated Care Pilot Review

* You're viewing a single occurrence of a repeating series. View serles.

n John Laithwaite

Saml When: Thu 01/10/2015 13:00-15:00
m Where: Meeting Room 54 HQ

Event

Select Editor if you want someone to be able to change meetings and appointments in your
calendar. When they update meetings it will not be on your behalf as they will still be listed as the
sender. You will receive a notification email when meetings have been changed

Integrated Care Pilot Review

= You're viewing a single occurrence of a repeating series. View series.

n John Laithwaite

Ll When: Thu 01/10/2015 13:00-15:00
m Where: Meeting Room 5A, HQ

# EDIT X DELETE

Event

Reminder: Show as:

15 minutes ~| [Busy -

Select Delegate to enable someone to send out and respond to meeting invites on your behalf.
You can also decide whether you want them to view private appointments or not. You will not be
notified when meetings changes have been made

Ariel Lescott on behalf of John Laithwaite
Thu 01/10,/2015 0955
Inbox

Y \When: Thu 01/10/2015 12:30-13:00

Where:
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Changing permission levels and Sharing calendars and
removing calendar access

calendar permissions

Changing permission levels for your calendar

To change someone’s permission level for your calendar:

Click Calendar in the navigation bar at the top right of the screen

Mail Calendar People Tasks

Right click on Calendar on the left side of the screen located under my calendars

4 MY CALEMDARS

|

w
I Calendar |
—— e ——— —

Select Permissions from the drop down list

Find the person whose permission levels you would like to change, select the desired
permission level from the drop down list and click Save when finished

Ariel Lescott oo )
ariel.lescott@accenturenhs.com _“ Etalls -

Removing access to your calendar
To remove someone’s access to your calendar:

From the same screen used above to change permission levels, find who you would like to
remove and click the cross @ x | to the right of their permission level

When you have removed the person, click Save = H save | at the top of the page

This person will no longer be able to access your calendar
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Sharing calendars and

Opening other users’ calendars calendar permissions

A shared calendar can be one shared by a user with several people or a shared mailbox calendar

To access shared calendars:

1 Click Calendar in the navigation bar at the top right of the screen

Mail Calendar People Tasks

Right click on Other Calendars on the left of the screen and then select Open calendar

4 MY CALEMDARS

v  Calendar

1
] 4 OTHER CALENDARS

In the From Directory search box, type in the name of the shared calendar you are looking
for, select it and click open |  open

open calendar

From Directory:
L

Internet calendar:

| B B |
' open I cancel

As long as the owner has given you access, the shared calendar will then display in your Calendar
folder list

If you have not been given access then a message will appear informing you that you cannot
access this shared calendar. Contact the person whose calendar you are trying to open if this is
the case. For a shared mailbox calendar, contact your Local Organisation Administrator

Once you have successfully added a shared calendar, the name of the calendar will appear under
Other Calendars

4 MY CALEMDARS

v  Calendar

F____________'

4 COTHER CALENDARS

|
|
i1 ¥ Ariel Lescott
|

e o
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Sharing calendars and

Setting up the view of a shared calendar [t

Viewing a shared calendar

To view appointments and meetings from a shared calendar in the same calendar as yours:

1 Click Calendar in the navigation bar at the top right of the screen

Mail Calendar People Tasks

Click the name of the calendar under Other Calendars

4 MY CALEMDARS

v Calendar

4 OTHER CALEMDARS

Once the other calendar has been selected, you will be able to see meetings and appointments
from the shared calendar appearing in a different colour to your calendar

If someone has not given you full access to the details of his or her calendar then appointments
and meetings will only show up as busy rather than displaying full details

If you would like to stop displaying the calendar, click on the name again and the tick will no
longer appear to the left of the name under Other Calendars

Changing the colour of a shared calendar

To change the colour of a shared calendar:

. : P
1 Right click on the name of the calendar, select Color and choose a = “T1
colour from the drop down list . n -.:
21 l
111 II

Viewing calendars in merged and split views

If you would like to view your calendar and a shared calendar side by side, known as split view:

Click day at the top of the screen and then click Split located just below

LN |

da”work week week month
h- -

€> soUT | 5 SHARE i PRINT

Split screen can only be viewed in day view and you can undo split calendar by clicking on Merge
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Additional calendar

User generated calendar information

In Outlook Web App 2013, you can create additional calendars which can be shared without
needing an LOA to set it up. These calendars may be useful for monitoring team schedules or for
managing local room bookings

To create a user generated calendar:

1 Click Calendar in the navigation bar at the top right of the screen

Mail Calendar People Tasks

Right click on My Calendars on the left side of the screen

1
: 4 MY CALENDARS ¢

¥ Calendar

Select New calendar from the drop down list

kMY CALENJAHSF-------I

Mew calendar
L8 &8 _§B &R _§ _§ |} ‘

4 OTHER CALEMDA Open calendar
o H Mary Md Mew calendar group

edC:

Type in the name of the calendar on the left side of the screen and press enter on your
keyboard

4 MY CALENDARS

~  Calendar
F----------q
I ¥ Room C24 i

To view and edit the additional calendar you created, click the name of the newcalendar. A
tick will appear and you can then add, edit and delete meetings and appointments

If someone wants to share a user generated calendar with you, this can only occur through an
email invitation that you have to accept
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Additional calendar

User generated calendar information

When you open a user generated calendar that someone shares with you, their name will appear
next to the name of the user generated calendar (e.g. Carole W. Barrow — Room 101)

% Outlook Web App Mail Calendar People Tasks leffGreen~ g 9
P New event 08 March 2016 Day Work week Week Maonth
«Mon07 TueD8 Wed09 ThulD Fril1  Satiz  Suni3 » Gototoday €3> MERGE  [3] SHARE  mmp PRINT
| N N N N N _ N _§N_ B _ &N N N N N _§B_§B N N N §N_ § |
<«
l Calendar Carole W. Barrow - Room 101 I
1 March 20156 » I--------------------‘
M T W T F 5 5

1 2 3 4 5 &

T’ng 10 11 12 13

14 15 16 17 18 19 20
21 22 23 24 25 26 27 » 10

28 29 30 31

4 MY CALENDARS

v Calendar 12
5 - Room set up
oom L "
13 % social Care Project Sl W Bason
Room €23 , Room 4B, Buttermere Hospital Mary Margot
v
Room 234 1
4 OTHER CALENDARS 15

nl\dar}f Margot
-_— [ NN N I
I/ 16
- Carole W. Barrow - Rc>0|l

I-------—
17

18

Refer to the Calendars, appointments and meetings module and the Sharing calendars and
calendar permissions module for more information on using and sharing your user generated
calendar

Note: The main limitation of using a user generated calendar is that you cannot set up a meeting
and receive responses from this calendar. Meetings can only be used to block out time and used
for shared reference
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Calenda r groups Additional calendar

information

If you have a select group of calendars that you frequently view, such as those of your direct
team members, you can use calendar groups to combine everyone’s schedule into one view

To set up a calendar group:

1 Click Calendar in the navigation bar at the top right of the screen

Pal  Calendar People Tasks
| -

Right click on My Calendars on the left side of the screen and select New calendar group
from the drop down list

L

1 March 2016 »
M T W T F § 5§ 10
1 2 3 4 5§
7 8B 9 10 1 12
15 16 17 18 19
21 » B M B %
% 29 1 3

11

HEE .

4 MY CALEMDA ' Integra’

MMesting
~  Calendar Open calendar Ariel Le

New calendar

L N N N B N N N |} 1
N DT-|ERCAL:_L Mew calendar group 1

16

Type in the name of the calendar on the left side of the screen and press enter on your
keyboard

4 MY CALEMDARS

~  Calendar

¢ OTHER CALEMDARS

Skylon Ward Team 2 X |1

91



Calenda r groups Additional calendar

information

To add a user’s calendar into the calendar group:

Right click on the new calendar group and select Open calendar from the drop down list

4 MY CALENDARS 13 Integrated

MMeeting Ro
~ Calendar Ariel Lescod

14
¢ OTHER CALEMDARS

SKYLOM WARD TEAMZ -

i Open calendar |

MNew calendar group
Rename calendar group

Delete calendar group

15

Search for the user’s calendar under From directory: and click Open

Open calendar

From directory:

John Windemere
johnwindemere@dev.accenturenhs.co.

Internet calendar:

I Cpen Cancel

Each user in the group will show in a list under the calendar group name. Refer to Sharing
calendars and calendar permissions for more information on viewing someone else’s calendar
and changing the colour of a shared calendar

4 MY CALENDARS
~+  Calendar
p OTHER CALENDARS

4 SKYLOM WARD TEAMZ

" H Ed Smith
b H John Windemere
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Additional calendar

Calendar groups information

The calendar of each member of the group will be displayed in your calendar when the calendar
group is selected on the left side of the screen

14 March 2016 Day Work week Wesek Month
4 Moml4  Tuels  Wedls Thul?7  Frild  Sat19  Sun20 » Goto today €3 MERGE (31 5HARE e PRINT
Calendar I Ed Smith John Windemere
10
~
12
»
13 Integrated Care Pilot Review
teeting Room S5A, HQ
Ariel Lescott
14
15
16
17
18
19
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Searching for a contact in the Directory LSS

You may want to search for someone in the Directory to view their contact details or to add them
to your personal contacts

To search for a contact in the Directory:

1 Click People in the navigation bar at the top right of the screen

Mail Calendar People Tasks

Select Directory on the left side of the screen

b My Contacts

l b Directory |

To search for a specific contact, type the name in the search bar at the top of the screen

L search Pecple

To refine your search, click the different options on the left side of the screen

Include People From

© My Contacts and Directory
@ MY CONTACTS

@ DIRECTORY

Once you have searched for someone you can choose to add them to your contacts so that you
don’t have to search for them in the Directory again. See the next section for more information
on adding someone to your contacts
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Searching for a contact in the Directory [EEEEIEELEE

Warning
Ensure you are adding the correct person by checking their contact details

Click the cross | X to the right of the search bar to display the Directory list again

N 4
-O-
4 S\
—
-

Handy Hint
You can also schedule a meeting and send emails from the People page, as well as instant
message someone from the Directory search page

If you are logged into Outlook Web App Instant Messenger you will be able to see other people’s
presence. Refer to Outlook Web App Instant Messenger in the Outlook Web App Learning Series
for more information
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Adding someone from the Directory to
your contacts

Managing contacts

A contact refers to a saved email address within your address book. You can use the People page
to create a list of personal contacts as well as adding contacts from the Directory that you use
regularly so that you don’t have to search the entire Directory for them

You can add contacts from the Directory to your own personal contact list, known as My
Contacts, and you can also manually create a contact by entering all of their details to easily store
email addresses and other contact details for people outside your organisation

To add someone from the Directory to your contacts:

1 Click People in the navigation bar at the top right of the screen

Mail Calendar People Tasks

Select Directory on the left side of the screen

b My Contacts

1’ Directory 1

Type a name in the search bar at the top of the page and click the magnifying glass
icon o

Select the correct name, click Add to contacts @ #sdtocentats| on the right side of the screen
and click Add to contacts again

Complete the contact details and click Save H 2= at the top of the page
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Adding someone from the Directory to
your contacts

Managing contacts

State/Province:
[ London

Country/Region:

@ email @ work
Email
I zramn‘slmpsnn@a[[enturenhs.mm | (@ address
Display as: business
[ aaronsimpson@ac h |
Street:
DDDDDD [ 132 London Road |
City:
@ phone [ London |
ZIP/Postal code:
Om [seaost |
|
|

Click the cross | X| to the right of the search bar to display the Directory list again

Handy Hint: Add contacts from the Mail page

A quicker way to add contacts from your inbox is to right click on the sender’s name in the email
reading pane, select View details, click Add to contacts twice and then click Save
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Creating a new contact Managing contacts

You can manually create a contact by entering all of their details to easily store email addresses
and other contact details for people outside your organisation

To create a new contact:

1 Click People in the navigation bar at the top right of the screen

Mail Calendar People Tasks

Select New ' () New | atthe top left of the screen

In the screen that appears, select Create contact

Enter your contact’s name, surname, email address and display name in the text boxes

To enter an additional email address, work details, phone number, postal address, IM
details or any additional notes, click the plus icon ®' next to each section

First name: Middle name:

| |
Last name:

/e

@ email @work

Email:

DisEIay s @

address

@other
@phone
@ M web page
schoaol
@notes
personal web page
profession
Click on other | (® other [to enter details around other things such as spouse/partner
profession and location hobbies
anniversary
birthday

When you have finished, click Save @ H sa= | at the top left of the

location

screen and the name will appear in your contact list "



Editing a contact Managing contacts

You can update details of any contacts you have added to your personal contact list (My
Contacts). This includes contacts you have created and those you have added from the Directory.
You cannot edit a contact in the Directory itself (only Local Operational Administrators can do
this). So updating a directory contact in your personal contacts will not change the Directory

entry

To edit a contact:

1 Click People in the navigation bar at the top right of the screen

Mail Calendar People Tasks

Enter the name of the person whose contact details you want to update in the search bar
at the top of the screen and click the magnifying glass icon | 2|

£ search People

Select the contact and click Edit | =it | on the right side of the screen

You can edit name and email address by typing in the relevant text boxes

H savE X Discarp

First name: Middle names:

| |

@ email @work

Email:

johnsmith@training.com
@ address

Display as:
@ other

| John Smith (johnsmith@training.com) |

@ phone
@M
@ notes
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Editing a contact Managing contacts

You can update or add to work details, address details, phone numbers, IM details, notes
and other details by clicking the plus icon @' next to each section

If there are multiple entries in one field, for example two email addresses and you would like to
delete one of them, highlight the text and press delete on your keyboard

n When you have finished updating, click Save @ H sav= | at the top of the screen
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Sorting contacts Managing contacts

You can easily view your contacts by grouping them according to your personal preferences

To sort your contacts:

1 Click People in the navigation bar at the top right of the screen

Mail Calendar People Tasks

Click on By First Name under the contacts search bar

£ Search people
All People Groups

r------

WY COMTACTS | BY FIRST MAME 1

Select either First name, Last name, Company, Home city, Work city or Recently added to
set how your emails will be sorted

Choose the order in which your contacts will be sorted by selecting from the options under
Display name order

First name

Last name
Company
Home city
Woerk city
Recently added

t  Display name | First last

Last first
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Deleting a contact Managing contacts

Deleting a contact

You can delete details of any contacts you have added to your personal contact list (My Contacts).
This includes contacts you have created and those you have added from the Directory. You
cannot delete a contact from the Directory itself (only Local Operational Administrators can do
this). So deleting a directory contact in your personal contacts will not delete the Directory entry

To delete a contact :

1 Click People in the navigation bar at the top right of the screen

Mail Calendar People Tasks

Enter the name of the contact you want to delete in the search bar at the top of the
screen and click the magnifying glassicon ' 2 | or find and select the name by scrolling

P search People

Select the contact, click the three dots ®*®#* on the right side of the screen and select
delete

Edit ===

I delete |

Confirm that you would like to delete the contact and they will be taken out of your
contact list

delete contact?

Amy Smith will be deleted from your contacts.

| delets | | cancel
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Deleting a contact Managing contacts

Retrieving a deleted contact

To retrieve a contact that you accidently deleted:

Click Mail in the navigation bar at the top right of the screen

Mail Calendar People Tasks

Click Deleted Items on the left side of the screen and select the contact you want to
recover

Select Move to Contacts on the right side of the screen and the contact will be moved
back in to your contact list

Abhay Kirkbride

This item must be returned to its original folder before it can be viewed.

zq DELETE
L & B B B B |
o Move to Contacts |
-
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Managing distribution groups

Creating a distribution group and contact lists

You can group a number of selected contacts together, for example all of your team. This is
known as a distribution group or list. Using a distribution group, you can email the entire team
quickly

To create a distribution group:

Click People in the navigation bar at the top right of the screen

Mail Calendar People Tasks

Select New | (®New | at the top left of the screen
In the screen that appears, select Create group

Enter your group name in to the Group name text box

Enter each member’s name into the Members search bar and type any notes about the
group in the Notes text box

K save X DiscarD

2 NEWLY ADDED MEMBERS

jeft.green@accenturenhs.com

Avriel Lescott x

ariel.lescott@accenturenhs.com

I
I
Jeff Green x I
I
I

When you select a new member you will see his or her name appear under newly added
members

When you have finished, click Save = H save | at the top of the screen

g Buttermere Hospital DL

Once the group has been created, you can type the name of the group into the recipients section
of an email to send an email to all members of the group. Right click the name in the To field and
select View details to view all of the group members

You can also create static and dynamic distribution groups. For more information, refer to the
User Guide 104



Managing distribution groups

Editing a distribution group and contact lists

To edit a distribution group (e.g. add or remove members from the group):

1 Click People in the navigation bar at the top right of the screen

Mail Calendar People Tasks

Enter the name of the group you want to edit in the search bar at the top of the screen
and click the magnifying glass icon o0

L search Pecple

Select the distribution group and click Edit ' i | on the right side of the screen

You can add members and edit the title or notes of the group in the same way you
created it

To remove a member from the group, click the cross | % | to the right of their name

B save X piscamp

2 NEWLY ADDED MEMBERS

Jeff Green
jeff.green@accenturenhs.com

Ariel Lescott
ariel.lescott@accenturenhs.com

rd 1d

When you have finished updating, click Save @ H sa= | at the top of the screen
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Deleting a distribution group and contact lists

Deleting a distribution group

To delete a distribution group:

1 Click People in the navigation bar at the top right of the screen

Mail Calendar People Tasks

Enter the name of the group you want to delete in the search bar at the top of the screen
and click the magnifying glassicon  ©

P sear

h Pecple

(]

Select the group, click the three dots ®*®*® on the right side of the screen and select
delete

Ecit_ e

I delete |

Confirm that you would like to delete the group and it will be taken out of your contact list

delete group?

Hello will be deleted from your contacts.

| delete | | cancel

Deleting a distribution group from your personal contact list will not delete the group from the
Directory. If you delete a distribution group by mistake, you can recover it by going to the Deleted
Items folder on the left hand side of the screen
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Creating contact lists using folders Managing distribution groups

and contact lists

Creating a contact list allows you to group your personal contacts so that they are easy to find.
For example, you may want to organise a list of contacts by team or department

If you create a new contact list, you are effectively creating a new personal address book

To create a new contact list as a sub folder of My Contacts:

1 Click People in the navigation bar at the top right of the screen

Mail Calendar People Tasks

Right click on My Contacts on the left side of the screen and » My Contacts

r--------1

select new folder new folder

Type the name of your new contact list in the text box and press enter on your keyboard

To add contacts to the new list, select the list, click New | (®New | at the top left of the
screen and select Create contact

What would you like to do?

| Create contact :

Create group

Cancel

Fill in the details of the contact you want to add and click Save = H sa= | at the top of the
screen —

B work
(D address
@ other

(@) phone

®Hm

® rotes

As you are effectively creating a new address book, you can only create new contacts and will not

be able to add existing contacts from the Directory or from My Contacts o



Managing distribution groups

Editing personal contact lists Pt

Renaming a contact list

To rename a contact list that you created:

1 Click People in the navigation bar at the top right of the screen

Mail Calendar People Tasks

Right click on the contact list and select rename from the drop down list

rename
delete

move to "other contacts”

Type the new folder name in to the text box that appears on screen and press enter on
your keyboard

Removing contacts from a contact list
To remove people from a contact list that you created:

Enter the name of the contact you want to remove in the search bar at the top of the
screen and click the magnifying glass icon 2

L search Pecple

Select the contact, click the three dots ®*®*#® on the right side of the screen and select
delete

Edit ===
I N N

I delete |

delete contact?

Amy Smith will be deleted from your contacts,

Confirm that you would like to delete the contact and they
will be taken out of your contact list

| delete | | cancel |

When you delete a contact from a contact list that you created, they will be removed entirely
from your contacts. You can recover the contact from your Deleted Items folder, but they will not

be automatically re-added to the previous contact list
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Editing personal contact lists Pt

Deleting a contact list

To delete a contact list:

1

Right click on the contact list and select Delete from the drop down list

To confirm, click Yes on the box that appears on screen

Delete "Training”

Are you sure you want to move this folder and
its contents to Deletad items?

i
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Creatlng a taSk Managing tasks and reminders

A task is an activity that you do not want to add to your calendar, but is something you may want
to set a reminder for in order to monitor and complete it within a specified period of time

You can either create a task or set up a reminder on a received email
To create a task:

1 Click on Tasks in the navigation bar at the top right of the screen
Mail Calendar People Tasks

Click New task | (® New task ‘ at the top left of the screen

Enter the subject in the empty text field and select the due date by clicking on the Due
drop down list and selecting a date from the calendar

Subject:

L T 7 T 7 7 T
Due:

I | None - |: | show more details |
I« JULY 2015 4 |

I vm 1wt F s s |

I 12 3 4 s EI F I U = = @B ¥

I 13 14 15 1% 17 18 19 =

I m 21 22 23 24 25 26 I

I 27T 28 29 30 AN I

| |

I | today | | none I

Click show more details show more details to enter in additional details by

choosing from the various options in the drop down lists

Start date: Date complete:

| None "l | None v|

Status: ¥ complete: Pricrity:

| Mot started v | | 0 | | Neormal M |
v Mot started |:| Mark Private
In progress
Completed

Waiting on others

Deferred

You can enter a start and completion date by selecting a date from the drop down lists

You can set the status of your task as either Not started, In progress, Completed, Waiting
on others or Deferred
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Creatlng a taSk Managing tasks and reminders

You can type a number in the % complete box to detail how far through the task you are

You can set a task’s priority by choosing either Low, Normal or High from the Priority drop
down list

You can mark a task as private, meaning others will not be able to see the details of the
task by selecting the Mark private box

Under Total work, you can enter the time spent on the task (either by minutes, hours, days
or weeks), Mileage, Billing and Companies

Total work: Actual worlk:

0 | [hous =] o | [hous ]
Mileage: Billing:

| || |
Companies:

il Type details and notes for the task in the large text box towards the bottom of the screen

Calibri ~lz~B I U = =@ v

|l \When you have finished, click Save | V/SAVE | at the top of the screen

For information on setting reminders and repetitions for a task, refer to the Setting a task
reminder section of this module
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SEttlng a taSk remlnder Managing tasks and reminders

A reminder box appears on screen at a specified time, notifying you of a task to be completed or
prompting you to do something

To set a reminder when creating a new task:

Click Tasks in the navigation bar at the top right of the screen

Mail Calendar People Tasks

When entering details of your new task, click Show more details and select the Reminder
box

Start date: Date complete:

| Mone '| ‘ Mone

Status: % complete: Priority:
P Y
| Mot started - | ‘ 0 | ‘ Mormal - ‘

r-------------

ID Reminder

I one
- EEEEEEE
I Repetition:

|| Mever "|

: D Mark Private
1
1

- -

Select the date and time of your reminder

Select the frequency of any Repetitions of the task and enter a date in the From and To
boxes to set the time frame in which you want the task to be repeated

Start date: Date complete:
| None - | | Mone T |
Status: % complete: Priority:
| Mot started i | | 0 | | Nermal v|
Reminder I:‘ Mark Private
| Tue 21/07/2015 = | | 08:00 |

-------------I
Repetition: I From: Tex 1
| Every Monday * | B Mon 20/07/2015 7 | | None "N

When you have finished, click Save | vsave | at the top of the screen

At the specified time, a reminder will appear on screen notifying you about the task; to manage

reminders refer to the Managing Reminders section in this module
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Using flags to set reminders Managing tasks and reminders

Flags can be used to set reminders on emails in your Inbox

To set a reminder on an email:

1 Click Mail in the navigation bar at the top right of the screen

Mail Calendar People Tasks

Identify the email you want to add to tasks and right click on the flag icon I; to the right
of the email subject

Select a task completion date from the drop down list

P search Mail and People Programme Board
INBOX CONVERSATIONS BY DATE ~
all unread tome flagged
Mary Margot
Mon 20/07/2015 13:56
v Mary Margot X*———-—'-r-{m o
¥ Programme Board 11 today |
Mary Margot Training Lead NHS org Mob: 01234 56... e J Thu 30/07/2015 09:00-09:30
) f nice room somewhere
Mary Margot; Mark Schefer b this week 1
¥ Catch-up 11 next week 1
" ? ini
Sure. When would be good? Mary Margot Training L.. ] M CALENDAR
I ne date
LAST WEEK I
[ [ complete "
i
Mark Schefer j clear flag 1
chi”(un:ir\ Wiled 150 —— - - -

The email will then be added to your flagged items and tasks list located under My Tasks on the
left side of the Tasks page

If you left click the flag icon, the completion date will automatically be set as Today

all active overdue completed

« FLAGGED ITEMS AND TASKS ITEMS BY DUE DATE
" N S -
I, My Tasks | TODAY
L _ B N N |
Flagged Items and Tasks Y, Programme Board Ei X >
Tasks 20 July 2015

A reminder will appear on screen on the completion day you selected or when it is overdue

If you would like the due date to be later than those listed, you can edit the flagged item at
a later date by right clicking on the flag icon
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A reminder box appears at the top of the screen, notifying you about a task to complete at a time
specified by you. You can either dismiss the reminder or snooze it for a specified period of time,
so that it will appear on screen again at a later time

To manage a reminder that appears at the top of the screen, notifying you about a task:

1 Click snooze | swooze | to postpone the reminder or dismiss to discard the reminder

REMINDERS

v 5 pavs  canceled: Test
OVWERDUE  12:30 15 July 2015 Leeds

2 wks  Shift Swap
OVERDUE  0:00 01 July 2015

dismiss all l dismiss

‘ 5 minutes - ‘ snooze

If you select snooze, indicate the amount of time you would like to pass before you are
notified about the task again, by selecting an option from the drop down list

4 hours - Snooze
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Editing a reminder

To edit a reminder:

1 Click on Tasks in the navigation bar at the top right of the screen

Mail Calendar People Tasks

Select the task that has the reminder you want to edit and you can choose a new date
and time from the Reminder drop down lists at the right of the screen

Reminder

| Fri 21/08/2015 ~ | | 0g:00 - |

You can also edit the repetitions of a reminder, by clicking Edit = #’tDiT| at the top of the
screen and choosing a new frequency from the Repetitions drop down list

Once you have set a repetition you can edit the start and end date of the repetitions by
choosing an option from the From and To drop down lists

When you have finished, click Save | vsave | at the top of the screen

Deleting a reminder

To delete a reminder:

1 Deselect the Reminder box towards the bottom of the screen

E] Feminder
Tue 09/06,20
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Edltlng and CompIEtlng a taSk Managing tasks and reminders

Editing tasks

To edit a task, such as changing the due date, editing reminders or adding progress:
1 Click Tasks in the navigation bar at the top right of the screen
Mail Calendar People Tasks

Click Tasks on the left side of the screen

4 My Tasks

Flagged ltems and Tasks

Select the task you would like to edit

On the right side of the screen, click Edit | #eDiT

You can edit the due date, notes about the task and more

Handy Hint
For a quicker way to change the due date, right click on the flag icon and select an option

\

BEOE0 0 B

To categorise a task, click the three dots *** at the top of the page and select categorize

For more information on how categorisation works refer to Categorising emails in the Outlook
Web App Learning Series

To edit the progress of your task, type the percentage completed in the % complete drop
down list

When you have finished editing, click Save ' vsave| at the top of the screen

'H
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Edltlng and CompIEtlng a taSk Managing tasks and reminders

Sorting tasks

A task can be sorted in the same way as an email, as detailed in the Outlook Web App Learning
Series under Grouping and sorting emails

To sort a task:

Choose either due date, start date, status, subject, attachments, importance or type from
the Sort By drop down list

H

Marking tasks as complete

To mark a task as complete:

1 Click Complete | [“compieTe | at the top right of the screen

The task will then have a line through it and a tick to the right of it

Handy Hint
You can also click the flag icon to complete a task and then click the tick to un-complete it

03

Handy Hint
To bulk delete or complete tasks, select the boxes to the left of each task and then click
Delete or Complete in the centre of the screen

303
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Deleting a task

To delete a task:

1 Click Tasks in the navigation bar at the top right of the screen

Mail Calendar People Tasks

Move the cursor over the task you want to delete and click the red cross = X ' to the right
of it —

If you are deleting an email added to the tasks list, an on screen message will appear asking you if
you are sure you want to delete the email

Select Yes to delete the email from the flagged item and tasks list

Warning

Deleting this item will delete the email message.
Do you want to continue?

|:| Don't show me this message again

L_N_N |

Warning
A confirmation message does not appear on screen when you are deleting a task that you
created

Retrieving a deleted task

To retrieve a task that you accidently deleted:
1 Click Mail in the navigation bar at the top right of the screen

Mail Calendar People Tasks

Click on the Deleted Items folder on the left side of the screen and search for the task you
would like to retrieve in the search bar

Click Move To Tasks to move the task back to your tasks list

Training
This item must be returned to its original folder before it can be viewed.

DELETE
- - 118
I m MOVE TO Tasks
- - I




MailTips

MailTips

MailTips provide end users with warnings or real-time tips during the composition of e-mails. For
instance, if the recipient has set an Automatic Reply, a warning will be displayed in the sender’s
email that that the recipient is out of office

The following table details the available Outlook Web App MailTips:

MailTip Functionality

Mailbox Full

Indicates the recipient’s mailbox is full and provides the
sender with the option to remove the recipient from the
message

Automatic Replies

Indicates that the recipient has Automatic Replies turned on
and shows the first 175 characters of the automatic reply

Restricted Recipient

Indicates that the sender cannot send messages to a
particular recipient and provides the sender with the option
to remove the recipient from the message

External Recipients

Indicates if the recipient is external to NHSmail (also
indicates if a recipient within a distribution group is external
to NHSmail)

Large Audience

Indicates if a sender adds a distribution group with more
than 25 recipients

Moderated
Recipient

Indicates if the sender is moderated and that there may be a
delay in delivery

Reply-All on Bcc

Indicates that a user is replying-all to a message that they
received as a Bcc copy and this fact will be revealed to
everyone to which the message was sent

Invalid internal
recipient (in
Outlook only)

Indicates that the user has added a recipient that is either
not valid or no longer exists on NHSmail

Oversize message
(in Outlook only)

Indicates that the user has composed message size exceeds
either recipient, sender or organizational limits.
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MailTips MailTips

Below is an example of where a MailTip will appear when you compose an email:

A SEND ¥ DISCARD [ IMSERT » APPS — =

L & N &N &N _§B & B N N N N &N &R _§N_ N _§N_§N_§B_§B & B §N_§ §N _§_ N _§ N N _§B_§B_§B_ B B B § § §B B _§B N N §N _§ |
| *® Jeff Green Automatic reply: Hi, Iam currently out of the office returning Monday 16th November and will respond to you upon my

J return. For any urgent queries, please contact Petra Crosby (petra.crosby@dev.accenturenhs.co.uk). Thanks, leff Remove recipient

Tao: B Jeff Green

Cece -+

Subject: Clinic Schedules

Calibri 2+ B I U T 1= = =% A & @ v

- — T —

Hi Jeff,

When would be a good time for you to review the upcoming clinic schedules?
Thanlks,

Ed

Ed Smith

District Nurse
5t. Mary's Hospital Maid enhead|
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Apps in Outlook Web App 2013

Apps in Outlook Web App analyse the content of incoming emails and automatically propose
actions you might want to take

There are three new Apps that you can utilise. By default, these apps will be switched on. If these
apps are not enabled, please contact your Local Organisation Administrator

My Templates

If you wish to send emails that follow a similar format, you can choose to use a pre-defined
template which will quickly add in standard text to a new email and will save you from repetition.
There are three pre-defined templates configured as default in Outlook Web App, however you
can customise these templates to make them suitable for the emails that you send, for example
to create standard appointment information

To use My Templates:

1 Click on New mail = @Newmail | in the top left of the screen

Click on Apps in the top tool bar of the new email

Click on My Templates

Apps for Outiook x
r L B B |
:'-] My Templates

+ GEL mote apps

Click on the arrow to the left of the template name to expand each default template

® My Templates x
# New template

- P X [
l__'ll Il reply later £ X E

Heading to @ meeting. I'll get back to you
500N,

» I'm running late |

v Lunch? [
121




Apps in Outlook Web App 2013

To edit a template:

Click on the pen ' #

To delete a template:

Click on the cross X

To insert the template into an email:

7 Click on the insert icon | &

Creating customised templates

Click on New template # New template

Add a template title and content for the template

Note: templates are just textual, you cannot insert images into templates

® My Templates X

Title Timings for MDT

Hi All,

The MDT meeting will be held at 13:00 today,
and we will be reviewing all the patients on the

green ward,

Thanks,

Jeft

When complete, click save
©® My Templates X
(# New template

v 'l reply later |
v I'm running late =
+ Lunch? =
v Timing for MDT |

Your customised template will appear in the list alongside default templates for you to select. You
can edit, delete and insert the template following steps 5, 6 and 7 122



Apps in Outlook Web App 2013

Suggested Meetings

When you receive an email which contains a date/time of a future meeting, the Suggested
Meeting app will scan this email content and will propose booking this meeting into your
calendar at that date/time

To use the Suggested Meetings app:

B Open an email which contains a meeting request

The Suggested Meetings app will scan the email content for the word meeting and propose
dates/times

Click on the Suggested Meetings link on the tool bar

Multi-disciplinary Meeting

#

4 REFLY €6 REPLY ALL =3 FORWARD ===

Ed Smith Mark as read
Tue 23/02/2016 17-36

To: OlJeff Green;
I QOrange category

F----

Suggested Meetings + Get more apps
L I . -

Hi Jeff,

Please can you attend the multi-disciplinary team meeting tomorrow at 15:007
Thanks,

Ed

Ed Smith

District Nurse
St. Mary's Hospital Maidenhead

A dialog box will pop up with the text, ‘We think we’ve found a meeting’

Click on Schedule Event to book the meeting into your diary

Multi-disciplinary Meeting

St Mary's Hospital Maidenhead
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Apps in Outlook Web App 2013

Enter the details of the meeting

Refer to the Calendars, meetings and appointments module for more information about
scheduling a meeting

Note: some information will be auto-populated into the meeting invitation based on the body of
the email received including a suggested time, date and the meeting attendee (the email sender)

=M= seND X DISCARD r(g SCHEDULING ASSISTANT 8 APps === x

Event: multi-disciplinary team mesting

I Location: Add room | I
P —— . :
I Start uration: I
[wed 24/02/2016  ~] [1500 ~| [ z0minuess -] I
I Show as: Reminder:
I o T [ i = |
I Calend, I
. i
I - =
I : = &2 Onlinz mesting :
I calibri |1z« B T U = i % &= W A = = = B ¥ I
I Please can you attend the multi-disciplinary team meeting tomorrow at 15:007 I

Click Send == | at the top left of the screen

124



Apps in Outlook Web App 2013

Action ltems

When receiving an email containing a potential action e.g. ‘Can you read Mrs Brown’s Notes’, this
content will be scanned by the Action Items app which will in turn suggest for you to add the
email as a new task to your tasks list

To use the Action Items app:

{B Open an email which contains an action request from a colleague

The Action Items App will highlight the section of the email that looks like an action. Some words
that the app identifies as an action are ‘could you’ and ‘let me know’

Hospital visit

Ed Smith
Tue 23/02/2016 1749

To: Msff Green:

Hi Jeff,
I N SN SN N SN SN R S e

--------------‘
The address is:

Denmark Hill
London, SES SRS

Thanks,
Ed
Ed smith

District Nurse
St Mary's Hospital Maidenhead

-
L

Click on Follow Up | I* Fouowue \ to add this action to your tasks list

Click on Mark Complete | ¥ "**<"*<= | wijthin the email message if the task is complete

Note: you can also mark the task as complete through the task screen. Once the email is added to your
tasks list you can manage it as you would other tasks. Refer to the Managing tasks and reminders
module for more information

aaaaaaaaaaaa

The address o

District Nurse
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OWA Standard vs. OWA Light Browser Differences

Outlook Web App (OWA) is the email client used to access NHSmail over the internet. Itis
available in two versions: a standard version and a light version. The standard version of OWA
offers full functionality, while the light version has fewer features and is available on older
browsers that do not support the standard version of OWA. However, the light version has a
simpler appearance and can be used on more recent browsers for those who need to use
accessible technologies such as screen readers

This guide explains which browsers are supported by the standard and light versions and lists the
feature differences between the two

Supported browsers

Internet Explorer 7 Light
Internet Explorer 8 Standard
Internet Explorer 9 Standard
Internet Explorer 10 Standard
Internet Explorer 11 Standard
Chrome (most up-to-date Standard
version)

Firefox (most up-to-date Standard
version)

Safari 5 Light

Safari 6 or later Standard
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OWA Standard vs. OWA Light

Browser Differences

Supported functionality

The table below provides information on where differences exist between the functionality of
Outlook Web App (OWA) Standard and Light. This is designed to be an ‘at a glance’ guide and
does not give complete guidance on the available functionality of the OWA versions

OWA Standard OWA Light OWA Function

Accessibility for Not available Available Applies to all

blind/low vision

users

Advanced search Available Not available Email

Apps Available (Enabled by Not available Email
admin)

Calendar options Available Limited Calendar

Conversation view  Available Not available Email

Create and edit Available Not available Email

personal

distribution lists

Create and edit Available Not available Email

mailbox rules

Drag-and-drop Available Not available Applies to all

Delivery and read Available Not available Email

receipts

Favorites Available Not available Contacts

Mailtips Available Not available Email

Monthly calendar Available Not available Calendar

views

Notifications and Available Not available Tasks

reminders

Instant Messaging  Available Not available IM/P

and Presence

Open a shared Available Not available Calendar

calendar

Play sound when Available Not available Email

message arrives

Reading pane Available Not available Email
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OWA Standard vs. OWA Light Browser Differences

OWA Standard OWA Light OWA Functionality

Right-click menu Available Not available Applies to all
S/MIME encryption  Available Not available Applies to all
Scheduling Available Not available Calendars
assistant

Share calendars Available Not available Calendars
Share folders Available Not available Email
Spelling checker Available Not available Email
Weekly calendar Available Not available Calendars
views

Further browser information

For more information on the differences between Outlook Web App (OWA) Standard and Light,
refer to the detailed comparison from Microsoft that can be found here:

https://support.office.com/en-ie/article/Compare-the-standard-and-light-versions-of-Outlook-
Web-App-63f3e29e-f076-40f7-a373-6d0cc24550a0

Accessing Outlook Web App Light

If you require access to Outlook Web App Light whilst using a newer browser, for example, if you
need to use accessibilities features, you can access Outlook Web App light by:

Click on the Settings icon | # | at the top right of the screen and select Display Settings

Mail Calendar People Tasks leffGreen~ | f3 92

Refrezh

Set automatic replies
L B N N N B |

"anage apps

Offlime settings
Change theme
Change password
Options
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https://support.office.com/en-ie/article/Compare-the-standard-and-light-versions-of-Outlook-Web-App-63f3e29e-f076-40f7-a373-6d0cc24550a0
https://support.office.com/en-ie/article/Compare-the-standard-and-light-versions-of-Outlook

OWA Standard vs. OWA Light Browser Differences

Check the box Use the light version of Outlook Web App

W 0K M CAMCEL

Display settings
hMeszage list Conwversations Reading pane Junk reporting Outlook Web App version

Select the chedk box below if you want to use the light version of Outlook Web App. The light
version of Qutlook Web App provides a simplified experience for users who have:
Older web browsers

Low-bandwidth connections

Accessibility needs

Il:l Use the light version of Outlook Web App I
I Changes to this setting will take effect the next time you sign in. I

Click OK v«

You will need to log out and log back into your Outlook Web App before Outlook Web App light
feature difference will take effect

129
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If you are using a mobile device to access your emails, it must first be synchronised with the
NHSmail service before you can manage any changes in Outlook Web App. Please refer to the
Mobile Configuration Guide on the Training and Guidance pages for information on
synchronisation. Once synchronised, you can see what mobile devices are synced with your
email account, remove a device, wipe all information from it and view your activity log

Viewing your mobile device on Outlook Web App

To view your mobile device:

Click on the Settings icon % | at the top right of the screen and select Options from the
drop down list

1

Select phone on the left side of the screen

®©

options
accourt
organize email
groups
site mailboxes
s=tfings

r--‘------I
|
|

phone :

block or allow

apps

Your mobile devices list, comprised of all the mobile devices synchronised with your account, will
be displayed on the screen

maobile devices tex

These &re the mobile devices that are synchmonizing with vour mailba. You can remove & mobile device BOCess Vour dévice retovery pas d S § remote
CEVICE WiDE OF DIDCK your phone j ol o 1 10 200 & new oevice S8t up the device 1o FncnrgmIg with Microsoe E-:'_"'.'-l'l_'.q.'-
i i |
| ¥
D & il Té v | St
Wirdowshd 12/22/2015 2:38 PM CHC
wea 000 3 16 108 P
VES /3720 1P CHC

Before performing an action, click on the device you wish to manage
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Viewing the details/status of your mobile device

To view more information about your mobile device, such as its name, model, type and the last
time it was synchronised:

Click on the pen J above your mobile devices list to view the device details

& i g i Heip
view mobile device details

F----I

Click on close at the bottom right of the screen when you finish reviewing your mobile
device details

131



M (@) bl | e DEVICe M a nage ment Mobile Device Management

Removing your mobile device

If you no longer wish to use your mobile device with the NHSmail service, you will need to
remove it from you mobile devices list

To remove a mobile device from your mobile devices list:

1 Click on the bin | " | above your mobile devices list

Select yes to confirm you would like to delete the mobile device

warning

Are you sure you want to delete this mobile device?

e -

Once removed your mobile device will no longer sync with your mailbox. Ensure that you remove
all previous NHSmail data from your device

Wiping your mobile device

If your device is stolen or if the device needs to be used by another user, you will need to wipe
the mobile device. Once wiped your mobile device will be cleared of all data associated with the
mailbox, such as emails, calendar appointments, contacts and tasks

To wipe your mobile device:

1 Click on the block device icon ' .| above your mobile devices list

warning
Are you sure you want to wipe your device?

After the device wipe is complete, remowve the device from the list,

Select yes to confirm you would like to wipe your mobile device

Warning
A After completing a device wipe the device has to be removed from your mobile devices list
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Viewing the mobile device log

Outlook Web App allows you to view a log of activity between your mobile device and your
mailbox. You may wish to view this if, for example, you are experiencing issues with the
synchronisation of your mobile device and your mailbox

To view the mobile device log:

1 Click on the start logging icon ' 5. | above your mobile devices list

information

If your device is synchronizing with Microsoft Exchange, you can
retrieve a log that shows interactions between Exchange and your
device. If you retrieve the log, it will appear as an attachment to a
new message in your Inbox. Do you want to continue?

. -

Select yes to confirm that you would like to retrieve the interactions log

You will receive an email in your inbox containing an attached interaction log. This will contain
the technical details related to synchronization with your mobile device and mailbox

Refreshing your mobile device list

If you have added an additional device you may need to refresh before you see the device in your
mobile devices list

To refresh your mobile devices list:

1 Click on the refresh icon & above your mobile devices list
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Terminology changes in Outlook Web
App 2013

Additional OWA information

You may notice that there has been some changes to names of terms in Outlook Web App 2013.
Please refer to the table below for details of changes you should expect to see:

OWA 2007 OWA 2013
(Old Terminology) (New Terminology)
Contacts People
Out of Office Automatic Replies
Message Tracking Options Read Receipts
Junk Email Block or Allow
Distribution List Group
Recurrence Repetition
Generic Mailbox Shared Mailbox

134



Adding and deleting a photo on your
profile

Additional OWA information

In Outlook Web App you can add a photograph to your profile so those emailing or instant
messaging you can see what you look like

Adding a photo
To add or change your photo:

Click your name at the top right of the screen and click on Change located below the
picture icon

1

f= 1

Mail Calendar People Tasks

Jeff Green A
Jeff.green@demao.battlecat.co.uk b] e
-
Change : as read
- -
W Available
B8 Busy

= Do not disturb

Be right back

Appear away
Sign out of IM
1k g
Open another mailbox...
E

Sign out

Click the Choose Photo icon, search your documents for the picture you wish to display,
and then select Open

B save M DELETE 3 CANCEL
-
[R—— e ?E:l:l\sa File to Upload @
OU |- Desktop » - | by | | Search Desktop 2|
Organize *  New folder - 0 @
W Favari ites (= Libraries Fredericks, Suzanna L.
B Desktop | System Folder System Folder

& Downleads
“E] Recent Places

4 Libraries
@ Documents
& Music
[E=] Pictures
B videos

/% Computer
G 0SDisk (C)

€ Netwark

| | Computer
1 System Folder
g
Guide
5] MHTML Decument
ATT68451
JPEG image
631 bytes
Cost Model Roles v1.6p
X

Microsoft Excel Worksheet
I Healthy Working Guide

Google Chrome
Shortcut
213 KB

Managed PC Windows 7 Desktop
d

551 KB

Network
System Folder

«@
|
Intel® HD Graphics Control Panel
Shortcut
708 bytes
MarkdownPad 2
Shortcut
1.00 KB

I Completing your upgrade
} Adobe Acrobat Decument
—  312k8

} nce
"~ Adcbe Acrobat Decument

= Lync2013

HealthandSafetyWorkstationGuida

*  [AllFiles (*7) -

-

Click Save | I sAvE

Note: You will only be able to update your photo in OWA. To change your name and/or location,

you must use the Portal. Please refer to the Portal Learning Series for more information
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Adding and deleting a photo on your
profile

Additional OWA information

Deleting a photo from your profile

To delete your photo:

1 Click your name at the top right of the screen and click on Change located below the
picture icon

(91 Mail Calendar People Tasks

b |
-~
Jeff Green -
jeff.green@demo.battlecat.co.uk b] s
-
Change : as read

M Available

B8 Busy

= Do not disturb
Be right back
Appear away

Sign out of IM

Open another mailbox...

Sign out

Click the Delete icon | M DELETE

F
I save g M DELETE | X CANCEL

O

Ensure you want to delete the photo before clicking delete as a warning message will not appear

136



B U I k act | ons Additional OWA information

You can save time and perform actions to multiple items at once. For example you can select and
then delete several emails all at once, rather than deleting them one at a time

With bulk actions you can delete, flag, or move multiple emails as well as mark them as read or
unread

Mailbox bulk action

To perform bulk actions in your mailbox:

1 Click Mail in the navigation bar at the top right of the screen

Mail Calendar People Tasks

Select the tick boxes to the left of the sender’s name

All Unread Tome Flagged

TWO WEEKS AGD

ri :

I ¥jEd Smith 1

= Address 23/02/2016
Address: SES 9RS

ri

I vjEd Smith 1

™ Haspital 23/02/2016

Denmark Hill London 5E5 9RS

Fd Smith hr
Hospital visit 2370272016
Hi leff, Please could you accompany me to the hos..,

Select the action you wish to perform to the selected emails on the right side of the screen

2 conversations selected

 DELETE
P FLaG
& MARK AS UNREAD

£ MARK ASREAD

o MOVE

CAMCEL

For information on deleting emails and marking emails as read or unread refer to the Sending
and receiving emails module

For information on flagging emails refer to the Managing tasks and reminders module

For information on moving emails refer to the Viewing and finding emails module

Select Cancel if you do not want to perform bulk email actions
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Tasks bulk actions

To delete or complete multiple tasks:
1 Click Tasks in the navigation bar at the top right of the screen

Mail Calendar People Tasks

Select the tick boxes to the left of the task name

-

1 }1335

[ =

¥ Appointment Stats =) X P
03 November 2015 Overdue

-

I jooar

L

¥ Hospital visit = XMEPF

07 March 2016

Select the action you wish to perform to the selected tasks on the right side of the screen

2 items selected

W DELETE

COMPLETE

CAMCEL

For more information on deleting and completing tasks, refer to the Managing tasks and
reminders module

Select Cancel if you do not want to perform bulk task actions
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New Outlook Web App 2013 features Additional OWA information

There are a number of useful new features in Outlook Web App 2013 which will enhance your
ability to use your email

Viewing emails by Conversations

The Conversations view groups messages and their replies in a single view, or conversation. All
the messages in a conversation are displayed in the reading pane, no matter what folder they are
stored in. For example, if you have received an email and then replied to it, the messages will
appear above one another in the reading pane

Tu Al et 5 Mary Wit 9 Peven Sy, Lo Srow

Hiall
Piease b advised that the upgrade to the Rastering System has nw b completed and was successful. You will now be sble ta:
= i new members of staff more easil

= ACCESs yOur rota on your smartphone (if applicable)

f you have any an-going Issues with the system, phease follow the usual suppart processes.

Best wishes

Mark

Mark Schefer

1T Engineer

Lakeland Commurdty Healthcare
THO0L1 111 1123

E: mark schefir @dev.accenturenhs.couk

From: Mars Szreter

Sent: 25 August 2015 20:33

o Arie Lescott: Mary Marges; Mark Scheter; Petra Crasty
Subjece: Santenng Sysmem Downtme

Hi Al

The: Rostering System will be down for a minor upgrade this evening from 21:00 until 22:30. Any changes made during thes tirme will be updated automatically foawing the upgrade.

Best wishes

Mark

Mark Schefer

1T Engineer

takeland Commurity Healthcare

01110 1323
E: mark.schefer @dev.accenturenhs.couk

By default, conversations view will be enabled

To disable conversations view:

1 Click on Conversations by Date conversanions svpate = \ in the top left of the viewing pane and
select Off

By disabling conversations view,

£ search mail and people

LR _N B |
INBOX ICDI‘.VERSA—[CNS BY DATE =
. . .-
All Unread Tome Flagg SORTEY
« Date
TWO WEEKS AGD Erom ~
* Chris Gibbons Flagged
I'd like to share my calendar with|  gizc
Chris Gibbons {chris_gibbons@del
Subject
OLDER
OLDER Type
Attachments
¥ (Mo subject) Importance
No preview is available.
ORDER

David Romero
Test Message - OWA Pilot
to test messages to a distribution

« Mewest on top

Oldest on top

"EEN N . - 1
Mary Margot I COMVERSATIONS
¥ Social Care Project v 0 I
n

Hi Jom Latrigg iz coming in to seel

Off
Ariel Lescott b e oy
Appointment Stats 02/11/2015
Hi Jeff. Pleaze see the Appointment Stats attached fo..

Ariel Lescott B

Team Catch-up 28/10/2015

Mo preview is available.

Ariel Lescott = 139
Integrated Care Pilot Review 14/10/2015

Mo preview is available.




New Outlook Web App 2013 features Additional OWA information

lgnore conversations

To keep on-going email threads out of your inbox you can choose to ignore conversations started
by others. For example, you may wish to ignore on-going conversations following a mailing list
post. Ignoring emails will remove all emails related to that conversation from your inbox and will
redirect them to your Deleted Items folder

To ignore conversations:

1 Right click on a email in your inbox and select Ignore

4 leff Green

John Windemere; Tracey Ulverstor o
» Inbox 4 ¥ This email is to confirm that calendar sharing pr 04/09/2015
Thank you Fro..
Drafts [2]
Sent Items Petra Crosby |
¥ Staff Communications Feedback Session 26/08/2015
b Deleted [tems 1 Dear All We are currently conducting a feedback exe.

Converzation History
Mark Schefer
Junk Emai Rostering System Downtime - Upgrade Comple  26/08/2015

Hi All Pleaze be advized that the upgrade to the Rost.
MNotes

RSS Feeds ~ Mary Margot x
Student Nurse Joining Team L5
¥ Mark Schefer Hi All Chris Longtown willbejg =~ Delete
Mark as read
» Mary Margot Mary Margot :
Community Home Visits - Safeq = L5
Hi AllI noticed that the 5taff 53 ppoue »
FI LN N
gnore
Petra_crOSby ) NN N N |
Upcoming Equality and Divers Categorize » L5
Dear All We will shortly be rollii
Create rule_.
Petra Croshby Mark as junk
Upcoming Mock Inspection 15

Dear All Over the coming fortnight, we are expecting..

Petra Croshby
Weekly Training Update Meeting Agenda 26/08/2015
Dear All Please find the agenda for next week's traini...

Click OK on the pop-up box to confirm that this conversation will re-direct to your Deleted
Items folder

This will delete all messages for the selected
conversations from all folders except Sent [tems.
All new items that are part of the selected
conversations will also be deleted.

|:| Don't show me this message again

For support on how to restore these message conversations, please refer to Recovering a deleted
item in the user guide

Apps

Apps are new to Outlook Web App 2013 they work by analyse the content of incoming emails
and automatically propose actions you might want to take. Refer to the Apps module of the user
guide for more information
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Linked contacts

In Outlook Web App 2013, If you have two contact entries in your contact list for the same
person, you will be able to merge all of the contact information into a single contact card to avoid
duplication in your contact list

To link two contact entries:

1 Click People in the navigation bar at the top right of the screen

Mail Calendar People Tasks

Select the contact you wish to manage and view the contact card on the right side of the
screen

Click Manage... under Linked contacts on the contact card

@ New P search people
All People Groups

« MY CONTACTS BY LAST NAME + Chris Gibbons
Offine
onta
4 Adele Crummaock 2
Contacts @ Edit =
ups

b R | Contact Notes

Chris Gibbons I M Linked contacts

sipichris gibbons@demoa.batdecatco.uk I Outlock - (Contacts) I
Chris Gibbons I zzzzzz -

N I N S . . - I . -
amanda graham

g
o
a2
]

\\\\\\\\

Public Folders

Training

.
SRR
S g ] 3
g 585 3 H
8 £
5
&
Hm
T
o
m
i
s

Adria Haimann

geri Hall

Rachel Honister

Be_BeBele

fred jones W

If there is a suggested linked contact, it will appear under Suggested links in a new window

Select the suggested contact name

Chris Gibbons

If there is no linked contact suggestion, you can search for a contact to link 141
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Click Link

oK X CcamCEL

Chris Gibbons

Outlook - (Contacts)

_ I
I| Link |I | Ignore

Contact MNotes

Email Linked contacts
chirisi@ home.com Cutlook - [Contacts)

Click OK ' v o ’ at the top right of the screen to close the window

The contact will now show as a single entry in your contact list

« MY CONTACTS BY LAST NAME =

4 My Contacts
Adele Crummack ~

Be

Contacts
iy graups

Chris Gibbons I

Bo s o

4 Direcvory
N N N N N N . I
All Rooms
All Users amanda graham
All Distribution Lists
Jeff Green
All Contacts
Public Folders
Training

Adria Haimann

geri Hall

Rachel Honister

fred jones

| _Be._ Belege - B

If you wish to ignore the suggested linked contact, click Ignore
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Outlook Web App (OWA) 2013 removed
functionality

Additional OWA Information

You may notice that there is some functionality removed from OWA 2013 that you may have
used in earlier versions of OWA. The table below details all the changes.

Removed functionality in OWA 2013

Forwarding a Task

Calendar Reading Pane

Contact and Task Permissions

Mailbox Ownership

Notes
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G Iossa ry Of terms Additional OWA information

Term/Abbreviation Meaning

A

A mobile data synchronisation app developed by Microsoft that synchronises data with

ActiveSync handheld devices and desktop computers.

Allows users to increase their search capabilities of Mailboxes/Distribution Lists etc. by

AENEITIEEE] SEEET allowing a column by column search rather than searching the whole list on one word.

API (Application Programe Interface) is a set of routines, protocols and tools that make
API building software applications easier. API details how software components should interact
and APIs are used when programming graphical user interface (GUI) components.

The Acceptable Use Policy (AUP) contains the terms and conditions by which users must

AUP follow when using their NHSmail account.

A rule that can be created to automatically forward an incoming email from your mailbox to

Auto-forward ;
another secure mailbox.

B

Blind carbon copy (Bcc) is a way of sending an email to recipients without those in the 'To' or

S 'Cc' fields being able to see who has been copied in the email.

An application used for accessing and displaying web pages. Common web browsers include

Browser Internet Explorer, Safari and Firefox. Also referred to as a 'web browser'.

C

A folder in your NHSmail mailbox that is used for managing time-based events, such as

Calendar . )
meetings and appointments.

Is the practice of using shared computering resources which are hosted over the internet to

Clotr) Compuing store, manage and process data rather than storing it to a local server/personal hard-drive.

Contact An individual record of contact details stored in your Contacts folder.

Is a Comma Separated Values (CSV) file which allows data to be saved in a table structure
Csv format. It can then be inputted to another table-orientation application (e.g. Relational
database application). Excel is an example of a relational database which can read CSV files.

D

Is a strategy in place to ensure that end users do not send sensitive data or critical

el Less PrevErio information outside of the NHS network.
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Term/Abbreviation Meaning

The standard folders in your NHSmail mailbox. These cannot be renamed or deleted, and
include your Mail, Calendar and Contacts folders.

Default mailbox folders

A delegate is another NHSmail user who you give the permission to send messages on your

Delegate behalf.
: The Directory contains the professional contact details for over one million NHS staff including
Directory
contact number, address, role and department.
Distribution List A collection of contact details that can be used to send a single message to multiple recipients.

A distribution list where names can be added or removed automatically, according to a criteria

EYMETIIE Il oUien Lt set out on the membership rules.

E

A small amount of text added to the bottom of your outgoing email messages, containing your

Sl S name, job title and contact details.

Encryption is the conversion of electronic data into another form, which cannot be easily
understood by anyone except authorised parties. The primary purpose of encryption is to

ST protect the confidentiality of digital data stored on computer systems or transmitted via the
Internet or other computer networks.
Is a messaging and collaborative software from Microsoft that have a primary role as an
Exchange electronic mail message store but it also can store calendars, task lists, contact details and

other data.

(1) Automatically processes messages as they arrive in your mailbox. For example, messages
Filter from a particular sender can be flagged or moved to a specific folder. Also known as a 'rule' or
'inbox rule'. (2) Used to define a search and returns only relevant search results.

Can be used to remind you to follow-up specific items in your mailbox. For example, when you

Aege 'flag' @ message, a red flag icon is displayed next to the message in the messages list.

G

Generic mailboxes (GMs), also known as 'Shared Mailboxes' are associated with a specific
organisation rather than a person i.e. an account for a GP practice reception. They must have
Generic Mailbox at least one ‘owner’ who can edit the mailbox and assign or remove access permissions, and
multiple ‘members’ who can access the mailbox. GMs can only be accessed via your own
NHSmail account (username and password aren’t needed to access a generic mailbox).

The Government Secure Intranet - the government network that can be used for secure
GSi electronic communication between government organisations. It is considered to be a 'trusted’
connection.
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Glossary of terms

Term/Abbreviation

Meaning

IMAP stands for Internet Message Access Protocol. It is a method of accessing your emails
without the need to download them from NHSmail. This means that you can access your
messages from multiple locations with different devices. You can also work offline (without

IMAP connecting to the message server), and your emails will be sent / received when you connect
to NHSmail. Due to the high security of NHSmail, when using IMAP over a non-N3
connection, a special security application must be used to create a secure connection
through the Internet.

INbox A folder for mail items. It is a 'default’ folder that cannot be deleted or renamed. All mail sent

to a user’s account is stored in this folder.

Instant Messaging

Sending a message via the internet that appears on the recipients screen as soon as it is
transmitted.

ISB 1596 The secure email information standard to which NHSmail conforms.
J
Junk Junk email (also known as spam) involves the sending of nearly identical messages to
numerous recipients.
L
A Local Organisation Administrator (LOA) is the prime contact responsible for
LOA the administrative duties relating to your NHSmail account (e.g. unlocking your account,

setting up generic mailboxes etc.). A LOA may also manage any Connectors (refer to 'Pull
connector,' 'Push connector' and 'TANSync') the organisation may have in place.

Locked Account

An account becomes locked if the number of attempts to enter the correct login credentials
exceed the maximum permitted. It is not possible to log in to a locked account until it is
unlocked by an LOA.

M
Mailbox The collective term for the folders that make up your NHSmail account.
Malware A term used to refer to various forms of intrusive or hostile computer software, such as

viruses, worms and trojan horses.

Members (distribution list)

The members of a distribution list will receive a copy of any message sent to the distribution
list. See above for definition of distribution list.

Mobile Device Manager

MDM allows for enterprises to manage the deployment, security, monitoring and integration
of mobile devices such as smartphones, tablets and laptops in the workplace.

N

N3

The high-speed private network for the NHS, accessible from with NHS organisations.
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Term/Abbreviation Meaning

O

Offline Address Book A file that can be downloaded containing the Directory details for an organisation.

An automated response set by the user each time a message is received into their mailbox.

QU o Ol LTS fEplles) Itis likely to be used during periods of absence.

Outlook Web App Instant Messenger allows you to send instant messages to colleagues
both inside and outside of your organisation through OWA when they are using the NHSmail

QoA IRES RS YR Service. Presence Management enables you to let your contacts know of your availability

bR and to receive and respond to instant messages. You will be able to view the availability of
your colleagues.
A version of OWA that has been optimised for users with slow internet connections, old
OWA Light browser versions or who require high contrast settings. If you are using an older version of

Internet Explorer (lower than 8), you will need to use OWA Light and will only be able to
access the basic functions of NHSmail.

P

A distribution list created by a user from their own Contacts folder. It is only accessible to

FerEeie Blstlatien Lt other NHSmail users if they are given share permissions for the owner's Contacts folder.

The fraudulent practice of sending emails purporting to be from reputable sources in order to

G trick individuals to reveal personal information, such as passwords or banking details.

Personal Identifiable Data (PID) is any data that could be used on its own to identify, to

PID contact or to locate a specific individual.

POP stands for Post Office Protocol. It is a method of retrieving your emails from NHSmail.
The messages are normally downloaded to your local PC and then deleted from the mail
server. Using POP you can work offline (without connecting to the message server), and
your emails sent / received when you connect to NHSmail. Due to the high security of
NHSmail, when using POP over a non-N3 connection, a special security application must be
used to create a secure connection through the Internet.

POP

The Presence Indicator enables you to let those using Skype for Business or Outlook Web
Presence Indicator App Instant Messenger know if you are available to receive and respond to instant
messages.

The NHSmail portal will provide self-service tools to users and Administrators to manage
accounts. Users will be able to authenticate their accounts, reset passwords and update
profile information. Administrators will have access to all of the current administration
functions with the addition of advanced reporting, custom directory attributes and ability to
administer accounts using programmatic interfaces. There will be a series of training and
self-help materials available on the portal for both users and administrators to view as and
when required.

Portal
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Term/Abbreviation Meaning

Pull Connectors is the legacy system which retrieved people data directly from a local data
source. It will be replaced by TANSync a new modern mechanism for bi directional
synchronisation of local data sources and the NHSmail Directory. This will require local
deployments of hardware and software for those that wish to continue using Pull Connectors.

Pull Connector

A method for organisations to manage people data for the service by emailing a comma

PUEI COMMEET separated value (.csv) file to connector.data@nhs.net to upload.

Used to store the message, calendar, contacts and other data from Microsoft Outlook. The
.pst File .pst file is often stored on your computer or a local network drive. You may want to use this
as a method of archiving your old emails.

Q
Quota Specifies the maximum size allowed for your mailbox. If you breach your quota, restrictions
will be placed on your account.
R
Automatically process messages as they arrive in your mailbox. For example, messages
Rule from a particular sender can be flagged or moved to a specific folder). Also known as ‘filter'

or 'inbox rule'.

S

Will include information about an individual: race, religion, political beliefs/ medical

seisliie bl conditions/ criminal offenses/ sex life and orientation.

A system folder that cannot be deleted or renamed which by default stores a copy of all malil

Sent Items )
sent from a user’s account.

Skype for Business (SfB) is the secure collaboration tool that enables users to send instant

SYEeier EUslicss messages to other NHSmail users both inside and outside of your organisation.

A folder which has been set up by the folder owner to be accessed by other users with the

Shared Folder X L.
correct sharing permissions.

Shared Mailboxes, also known as 'Generic Mailboxes (GMs)' are associated with a specific
organisation rather than a person i.e. an account for a GP practice reception. They must
have at least one ‘owner’ who can edit the mailbox and assign or remove access
permissions, and multiple ‘members’ who can access the mailbox. Shared Mailboxes can
only be accessed via your own NHSmail account (username and password aren’t needed to
access a shared mailbox).

Shared Mailbox

Sharing Permissions Controls the level of access that a user has for a shared folder.

A cloud based collaboration and document management service from Microsoft. It allows

SIEE P organisation to set up a centralised, password protect space for sharing documents.

148



G Iossa ry Of terms Additional OWA information

Term/Abbreviation

Irrelevant or unsolicited messages sent over the Internet, typically to large numbers of users,
for the purposes of advertising, phishing, spreading malware, etc.

Spam

The creation of email messages with a forged sender address. A forged sender address
Spoofing uses a respected or reputable origin email address to conceal the fact that the email has
come from elsewhere.

Static Distribution List A distribution list where names need to be manually added or removed.
Subscribe The term used in NHSmail for when you view a shared folder.
Subscription A subscription to NHSmail means your organisation enrolled in the service.
T

The TANSync Service provides a new, standards based interface through which to publish
TANSync people data. This will make updates to people data faster and enable additional capabilities
such as automated account de-provisioning in future releases.

Tasks A component of Outlook Web App (OWA) that can be used as a to-do list.

U

The part of your NHSmail email address before the @ symbol. For example, for
ariel.lescott@nhs.net, the username is ariel.lescott. If connecting to NHSmail using an email
programme such as Outlook, when prompted for your user name you will need to enter your
full NHSmail email address. Refer to the guidance material for further information.

Username

w

An application used for accessing and displaying web pages. Common web browsers

Web Browser include Internet Explorer, Safari and Firefox. Often shortened to ‘browser'.
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