Directions for Outlook Web Mail Access

Notes:

e Minimum requirements recommended IE 5.01/IE 6.0 SP1

e Users who have AOL and/or CompusServe with a Dial-up connection are unable to
access the district email website. This is due to a system change from your service
provider. We are in contact with AOL and CompuServe on this issue but do not have a
resolution at this time. Please contact your Internet Service Provider to report
this problem in order to expedite a resolution. This does not effect users who have
AOL Broadband connection with Comcast as the Internet Service Provider.

Launch Internet Explorer (IE)

2 Central Dauphin School District - Microsoft Internet Explorer
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With your Internet browser open, go to: http://www.cdschools.org

Click on the Email link in upper right corner of website

webrmail, cdschoals . arg

User name: | | W |

Passwaord; | |

[ ] remember my password

[ Ok H Cancel ]
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e In Username field: type your user name (ex: cdsd\kgrundon)

0 (Note: domain must precede username -- required)
e In Password field: type your password (ex: password)
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http://www.cdschools.org/

Windows 2000, 98, Users might receive a different login screen. If so, you will log in
as follows:

Enter Metwork Password I
% Fleaze type your uger name and pazswornd.
Site: webmallZ, cdzchoolz. org

User Mame Ikgrundnn

nEXRN
Pazzwiord I

LDromain chsd

[ Save thiz password in your pazsword list

] I Cancel |

In username field, type your username (ex: kgrundon)

In password field, type your password (ex: password)
e In domain field, type cdsd

Click on OK
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Mail box will open
Proceed to read or send mail
To access help, click on Help icon on the menu bar
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i1 Outlook Web Access

=] Getting started

=] Security and privacy

=] Exchange folders
 putleok toolbars

=] Accessibility

About the Inbox

=] Working with messages
=] Creating new messages

=] Working with attachments

About Calendar
=] Working with Calendar items
=] Planning meetings

=] Working with recurring items
About Calendar reminders

About Contacts
=] Creating contacts
=] Working with contacts

About Tasks

# rpeating Facls

d) |

2§ Microsoft Office Outlook Web Access - Help - Microsoft Internet Explorer

About the Inbox

Messages are delivered to your mailbox on a
corputer running Microsoft Exchanga Server, whare
they're stored in your Inbox by default.

The number of new messages in your Inbox
appaars in parentheses next to Inbox. The Inbax
dizplays new messagas in bold type. Once openad,
the messages revert to normal type.

Tips To mark a message you've previously opened
as unread, selact the message, and then press
CTRL+U.

To add the sender of a message to your Safe
Senders List, right-click the rmessage, and then
select Add Sender to Safe Senders List. To treat al
subsequent messages fram the sender as junk e-
mail, right-click the message, and then selact Add
Sender to Blocked Senders List.

To open your Inbox, dick Inbox in the Navigation
Pane.
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Help popup window appears
Click on topic on left to access additional information
When finished, click on X in upper right corner of popup box to exit help

Web E-mail Instructions

Page 4 of 7

[« 44 IRy 10:00 aM

9/10/2004 revised dl



<3 Microsoft Dutlook Web Access - Microsoft Internet Explorer =& x|

File Edit W%iew Favorites Tools Help ‘?

@Back - \) - @ @ \I_:j | pSearch %Favorltes wMedla @| r:%v é_\; I_J ..‘ﬁ

Address @ hittp: ffwebmailz, cdschools, org/exchange)

Dutlook Web Acce 0 1 i 1

mFolders o new = |25 X |Sa Gl S - L W @ ) Log off
1= (5 Kim Grundon Fram

[ Calendar Sibjeet
|85 Contacts
15 Deleted Items

[[7 Drafts

Thu 10

(= BRUCE DEVENEY U 10162003 9:16 AM
] ! 1 W
= @ Jnml( ) Re: Student Tracking Systems
éi Uu:la i QCarDI Sunderland
Ej — RE: g-mail

Motes Q

ESP

[ Quthax Mew State Chart OF fccounts Dickionary
[ sert Ttems

| Tasks

‘Wed 10/1/2003 1:41 PM v

Mon 6/23/2003 3:45 PM v

—
Inbox

4] Calendar

i

4=| Contacts

j

Tasks

§ Public Folders
Rules

g:j Options

Eloone g T [ e

Hystart| 4@ )My Documents | B bivections.doc - Hicyer... ”W ’W

;

i

When finished, click on Log Off
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ESE

BR Siiticok Web Access

Provided by Microsoft Exchange Server 2003

ou have been logged of f,

Close

|@ Done ’_’_’_ # Internst
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Click on Close
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icrusuft Internet Explorer |
P The Web page vou are viewing is trying ta close the window.
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Do you wank to close this window?
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Click on Yes
This will close Internet Explorer
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