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Quick Access

How to Access

You can access your Email, Tasks, People (Contacts) and Calendars in a web browser using nﬂ
Outlook Web Access (OWA).
Qutlook
1. Open a web browser (eg. Internet Explorer, Mozilla Firefox, Google Chrome or Safari).

2. Enter the URL:
e Outlook URL: https://outlook.com/burnabyschools.ca

3. Enter your user name and password .

e UserlD = eID@burnabyschools.ca (ie. e12345@burnsabyschools.ca)
e Password = your network/email password

4. Click ‘Signin’.
TIP: After signing in, bookmark the browser page to save a few steps next time.

The last Outlook page (email, tasks, people or calendars) you accessed will load in your browser.

Reference: Microsoft “Getting started in Outlook Web App” Guide:
https://support.office.com/en-us/article/getting-started-in-outlook-web-app-0062c7be-f8e3-486e-8b14-
5c¢1f793ceefd



https://outlook.arrow.ca/
https://outlook.office.com/
https://www.office.com/signin
https://support.office.com/en-us/article/getting-started-in-outlook-web-app-0062c7be-f8e3-486e-8b14-5c1f793ceefd
https://support.office.com/en-us/article/getting-started-in-outlook-web-app-0062c7be-f8e3-486e-8b14-5c1f793ceefd
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Email Layout Overview

This is the general layout of the Outlook Web Access (OWA) Email.

Office 365 Outlook

Search Mail and People el @ New|v [ Delete §m Archive Junk|v Sweep Movetov  Categories ¥  eee

The Ribbon changes based on action items available.

© Folders Inbox Filter v

A Favoritas Next: Invitation: 0363 Mig. Tomorrow at 7:00 AM [

'Message List'.
Email messages

o display in this list.
V58-SPEnable Click on an email to
Drafts read it in the

Sent ltems f . '
e Reading Pane'.
v Archive Two weeks ago
Conversation History
Junk Email
Notes
RSS Feads
A Groups

Arrow Transportation

Arrow Transportation (External)
o

Meeting on Monday, August 20, 2018

'Reading Pane'.
Read an email's contents here.

/Switch to Mail, Calendar, People (Contacts) and Tasks.

Use the
dropdown to
'Reply', 'Reply
All', 'Forward'
an email, or
perform
additional
options.

& | S Replyall |v

Delete

Delete all messages from

More Email Options

1. Right-click folders in the Folder Pane to see common organization actions.
2. Right-click an email in the Message List to show more message options.

3. Right-click the Reading Pane for additional email commands such as translation.

Email Appearance

Change the appearance of your email
by showing or hiding the ‘Focused
Inbox’.

The ‘Focused Inbox’ separates your
inbox into two tabs — ‘Focused’ and
‘Other’. Your most important emails
are on the ‘Focused’ tab, while the
rest of your emails remain easily
accessible — but out of the way — on
the ‘Other’ tab.

::Ei\te:r;aﬁ?essages. VS UnﬁHercd messages
Note that 0365 controls the sorting
decision. To make sure that you see
all emails, check both tabs frequently
or turn OFF the filter.

or—

Filter

Focused Other

Ne)C i kC-Lﬁi Mig.. »
» \.\‘I S hO—W L]%L? Unread
FOC U SEd *rq To me

|nbioKetr 1 roae

Adaiuonal r-'e:-.-li:u:s r] tions
show/hidest "™
. Sort by >
the-filter. ’
Lo Show as >
» ;aﬂ:gjccuwe IJ Show Focused Inbox I
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Create New Email Reply or Forward Email

Use the Reply, Reply All or Forward
Steps to create a new email in Outlook Web Access actions in the upper right-hand
(OWA). corner of the email message.

i | Office 365 | Outlook

Email message

F [=1& bj a AT
@ olders Calendar event h K thl’ EI” v
~ Favorites Crous Tomerrow at 7:00 AM [ Reply
Reply a
85 Office365 | Outlook Forward
Search Mail and People }J Protect Discard B ;
© Folders Focused Other Fiter Delete or Archive Email
~ Favorites Next: Invitation: 0365 Mig... morrow at 7:00 AM =]
fnbex Add To:, Cc:, Bec: g -
Sert ftems . ¥ | To clean up the email inbox:
. . and a Subject.
Deleted ltems
e _ - I Delete ®& Archive
g Set more email preferences. I
ArrowGSuiteMigration2018 Shaw Frem
Brainstorming Add attaChmer’lt(S) from Check names [ ) Delete = Delete When you
msl your PC or in the Cloud. S o want to permanently get
SLintera g Cp ' - rid of a message. Moves the
V5B-SPEnable MK B T U & A= = E:LIC; :Eegd%m":e?? ;eax_ijab( ’AC"E(iclzl accessibility issues email message into the
et ’ ‘Deleted Items’ folder until
Sent ltems m Discard @ ~ @ @ :*) é4 v 0

o the trash is emptied.

e Archive = Archive when you
want to keep the email. The
email gets stored in the
‘Archive’ folder. You can
retrieve it anytime. The
email is not deleted until
you click the Delete button.
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Add Attachment(s)

m Attach v Protect

2 Computer

™ Cloud locations .
Use the ina
‘Message window’. To get to the Message
window:

@ New|v
e Select the New button

e OR, for an existing email, select Reply,
Reply All or Forward.

Attach File Options

3 Attach v Protect
e Computer

O Computer = select a file from
- your PC.
i. Lioug locanens
e Cloud
locations = select
,& Browse Web Locations files from
OneDrive,

Erowse This PC... SharePoint sites,

Group Files or files that you have
accessed earlier. Note: By default,
recipients have permission to edit the
attachment, but you can override this
before sending the attachment.

Note: You can also drag-and-drop files from
Windows Explorer into the email.

Add Attachment(s) continued...

Available Actions for Email Attachments

= Send @ Attach v Protect  Discard

Available actions
. for emalil
attachments

".‘LI I OWA-Tasks.png
19 KB
Preview
Upload to OneDrive - =—=Bg— = =
Dawnlaad

Move image to the message body

Remove Attachment(s)

1. Double-click the attached file.

gg -
=) OWA-Tasks.png
19 KB

After deleting the
attachment, click the
'x' to exit this screen.

Click the 'x'
(delete)
button.

Attachment File Size

See the size of an attached file:

- 2018 08 13_Arrow_SL_GSuiteMigrationtoO365 Kickoff Meeting Minutes.pptx

attached | [

The total size of all attachments is 10 MB.

Set Out-of-Office Reply

o
1. Go to the Settings icon.

2. Click 'Automatic replies'.
3. Fill in the Automatic Replies window.

Remember to scroll down to fill W e
in the rest of the page.
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Search Email

Click the Search Mail and People textbox. Type
in a name, subject, or phrase in the email
message that you want to find.

Office 365

Qutlook

LA
M

arch Mail and People ,O

Refine Search Results

Refine or widen your search to unread emails,
flagged items, items sent to you, or sort by date,
To, From, Subject, attachments, importance and
size.

Inbox Filter v
Next: Invitation: 0365 Mig., ~ Filter
i ~ All
| Unread
1 Tome
C h Oose | Flagged
an emall | Mentions
filter. >
Show as 3
! Show Focused Inbox

Refine Search Results cont’d...

Filter items choices:

e All - shows all messages.

e Unread - only shows unread messages.

e To me —shows all messages where your
name appears in the To or Cc list.

e Flagged — only shows messages flagged by

|I~

you.

e Mentions — shows messages where you
are mentioned, by @name.
Including an @name in the message body
will display a list of contacts and
automatically append that person to your
“To” field. The person will be highlighted in
the message. Users will see an @ flag next
to the email.

@Send B Attach v  Protect Discard s+

To Claire Archibald

Highlights a
name &
adds person

errere EAER TN
(@Claire Archibald,} reaily need this task done A3AP.

Claire Archibald

¥ Hey | really need this done!

o
T
A
=
=

o
i
H

@Claire Archibald, really need this task done ASAPR

e Sort by — Date, From, To, Subject,
Attachments, Importance and Size.

Categorize Email — by Colours

Right-click and colour-categorize an email.

3

=

ey | really need this done!

L

Right-click
the email.

2

Select
'‘Categorize'
menu.

Note: You can categorize

=w=. — .l eally need this task dol

Reply ? od

Reply al

Forward

Delete

Archive

Mark as unread
Pin

Flag

Mark as junk
Ignore

Move >

Blue category

Categorize > I

Create rule... Green category

Show in immersive reader Crange category
Assign policy > Purple category
Red category

Yellow category

by more than one colour.

Manage categories...

Configure Colour Categories

Categories v

Elue category
Green category
Orange category
Purple category
Red category
Yellow category

New category

Manage categaries...

e On the top menu bar,
select Categories > Manage
categories...

e Note: You can create
your own colour categories, and
delete colour categories, using
this feature.



Office 365: Outlook OWA Quick Reference Guide

Choose a section:

QUICK ACCESS EMAIL TASKS

CONTACTS

Page 6 of 14

CALENDARS

Email continued... (5 of 6)

Categorize Email — by Flags

Follow Up flags are action items you set for
yourself.
>

Select the email and click the flag * on the

right-hand side of the email.

Office 365 | Outlook

Search Mail and People e @ New|v [ Delete & Archive Junk|¥  Sweep
@® Folders Click the ﬂag Inbox Filter v He
~ Favorites Next: Technical Discussion for Arrow. at 11:00 AM =)
to set an e
. action item _.
ag this message
for yourself.

Vesterday

Deleted Items

Right-click the flag for detailed options:

Today
Tomaorrow

Thiz week

Mext week

Mo date

Mark complete

Clear flag

Flagged items will display in the Tasks area.

Create and Manage Folders

Office 365 Outlook

Right-click’

a folder to

open the
menu.

Click a .
menu
option.

Create new subfolder

Delete a

Remove from Favorites

LA

Mark all as read
v
Assign policy >
Draf 4
Permissions..
Sent =

Create new subfolder = creates a new sub-
folder in the folder you selected.

Show in Favorites / Remove from
Favourites = click to add and show/or hide
folder in the Favorites section at the top of
the Folder Pane.

Mark all as read = marks all emails in that
folder as read.

Other folder options as needed.

Move Emails to a Folder

Organize your Inbox by moving emails to folder(s).

© Folders . Inbox Filtler v
~ Favorites C“Ck and Mext: Arrow G Suite Migr..  Tomarrow at 10:00 AM [%]
nbox drag an e = [N
sni=m: eMall into a » Hey I really need this done!
praf folder. * . :
Deleted ltems Vesterday

This is called
"drag-and-drop"
functionality.

wGSuiteMigration2018

Note: To move more than one email, select an
email, hold down the Shift key or Ctrl key and
select other messages, and then click, drag, and
drop them into a folder. (Shift key=select a range,
Ctrl key=select individual emails).

Creating Mail Rules (Advanced)

(R SEE | Automatically

Reply

Reply move a particular

g"nght— Fomard .type of email (eg.
info@info.com) to

¥ Hey | really need this done!

Cgik ‘ M . a ‘General Mailbox’
email. folder,
| Flag automatically
Select | ke categorize a colour
'Create | ' to the email, etc.
rule' Mave 5
Categoriza N

I Create rule... I

Show in immersive reader

Assign policy >


mailto:info@info.com
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Add a Reminder

Reminders pop up (with a sound, if desired), to
remind you of important tasks.

In OWA, reminders can be set on tasks and
calendar items only. Reminders on emails can
only be set in Outlook Desktop.

This said, reminders that you set in Outlook
Desktop, OWA Tasks and OWA Calendar items
will pop up at the appropriate time in your
OWA browser window. You will also receive an
email notification.

Reminder Pop-Up Windows
A reminder will pop-up (with sound, if set) at
the specified time, to remind you to do your
task.

Notifications x

Double-click to
opeén the email if BE=

od=desired.
Invitation: 0365 Migratio... 2 Hours
7:00a - 7:30a Overdue
5 minutes v Snooze
how |
Stop the

reminder(s).

Choose a section:
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Action Items / Suggested Meetings

All emails received in your inbox will be scanned. If

Outlook notices anything that needs to be

‘actioned’ it will flag these items. Look for buttons

or links to see what Outlook suggests.

Perform the suggested action if desired.

Example:
All v Lunch
~
6 P ===
e am B
Let's meet for a late lunch at 2:00 on the 26th.

Suggested Meetings

We think we've found an event
Let’s meet for a late lunch at 2:00 on the 26th.

& When: 2:00 PM - 2:30 PM Friday. September 16, 2016
Who:  Bossm Soxc

Where: | £oioc location

There are no conflicts with any events on your calendar.

If desired, in this case, click the ‘Schedule event’
button, or ignore the suggested action.

TASKS

CONTACTS

Email Signatures

B Send U Attach v Protect  Discard E

. Click the '..." g
button, then ——
“  'Insert
signature'. Set importance >

Switch to plain text

Show message options...

g Write email here.

Check for accessibility issues
Put your cursor
where you want
your email
signature to be.

Request Read Receipt

™ Send gj Attach v Protect  Discard E g
Save draft
To
Insert signature

Message options Show From
Ce .
Sensitivity Check names
orme - Setimportance
Request a delivery receip Switch to plain text
Show message options...

—E=.| “ Cancel Check for accessibility issues
= ——m

CALENDARS
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Reminder Mark private

Methods to Create New Task Create New Task Window
Method 1: Flag the email. Basic screen: Advanced screen:
rtach Charm v Discard
- 0 & E Subject
» Hey | really need this done! S Ak | [ ‘
= ==—m——r=ally need this task done ASAP Due
None I Show fewer detsils |
Method 2: Click Tasks > ‘New’ button. start dete Date complese
Nane Nans
Status % complete Priority
e & new |1 1. Click the ‘Tasks’ B Atach Cham v Discard - e

Flagoed ¢ icon in the bottom

- None = -

o My bee left-hand corner of S -
Flagged items and tasks -
- rv:o3es  Outlook. Never >
o R Shohlmorslretail Total work Actual work ‘-‘
Fwiitems |2 Click the ‘New’ task — : ? i i |
- Wednesday, D ) .
= "® button. , Fill in_the vSubJec.:_t ga_ng Que iesge Biling
FW- rala Date'i A K & A == Ze 3= v Companies
Method 3: Create from a Mention. © | 2 T UM A & A - i- €3 v
, o Fill in Subject, Due Date,
Fleer v Hey | really need this Priority and other details.
+at 10:00 AM m . ' H 1
e . @ Claire Archibald Click 'Show more details 9 9
1 e Rt button to set a reminder, etc.
for just .. - . . .
o @ Click the 'Save' button. o Fill in extra fields, if desired.
Create tasks from
@mentions You can access the Advanced screen from the Basic

Canture tacke " ; screen. On the Basic screen, click the ‘Show more
1 apture tasks automatically any time you're
@mentioned in email. details’ button.

Choose a section: QUICK ACCESS EMAIL TASKS CONTACTS CALENDARS




Page 9 of 14

Office 365: Outlook OWA Quick Reference Guide

Tasks continued... (2 of 2)

Layout Overview Filter / Find Tasks
This is the general layout of Outlook Tasks — Flagged Items & Tasks. Flaoaed items and tacks
Filter
Oldle

Qutlook

i Office 365

FW: ltems | owe you

1+ Ne M Delete  ® Reply|v  Categories ¥  Complete
My tasks Flagged items and tasks Active ¥ 11 FW: 0365 Information and Security
¥ 3R>
Qlde

Flagged items and tasks

FW: O365 Information and... &=

Tasks
. Wednesday, December 06, 2017 Overdus
FW: Items | owe you =
Wednesday, December 06, 2017 Overdue

"Tasks List'

Switch to Mail, Calendar, Contacts, Task§

——a——— w5 Replyall |v
Wed 12/6/2017, 4:43 PM
D e ednest

Flag for follow up. Start by Wednesday, December 06, 2017, Due by Wednesday

December 06, 2017.

'Reading Pane'.
Read the task's details
here.

= E s M

Complete a Task

& New M Delete 9 Reply | v Categories ¥
Flagged items and tasks Active v
oo Mark task as
FW: Iterns | owe you = Ww -Completeu
Qverdue ’

‘Wednesday, December 06, 2017

Choose a section:

QUICK ACCESS

Click the task, then the ‘Complete’ button or
> ™ _
the flag ' or the check to finish the task.

The task will no longer be displayed in the
active task list.

EMAIL TASKS

CONTACTS

Wednesday, December 06, 2

Click the
filter in
the
"Tasks
List'
Pane.

Filter the ‘Tasks List’
completed tasks, due date, status,
subject, priority, has attachments, etc.

CALENDARS

4

Cverdue

Completed

Sort by

+ Due date

Start date
Status
Subject
Attachments
Priority
Type
Order

.+ Oldest on top

Mewest on top

by active, overdue,
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Methods to Create New Contact

Method 1: Click the person’s name. Click the “...”
button > Add to contacts.

' Add to contacts

View SharePoint profile

Method 2: Click Contacts > ‘New’ contact
button.

Search People

Contac

2 total

A Featured people

Frequently contacted
On your calendar

Favortes

For foll

>

K

™

Choose a section:

QUICK ACCESS

Contacts Layout Overview

Office 365 Outlook

Manage v

Edit Delete Lists v  Links v

Contacte® Create new contacts, contact lists or groups.
A Featured people 10f 2 selected By first name ~
Frequently contacted Test Person
On your calendar Full name Email address Title Wiiter, Arrow Transportation
Favertes aasmoncs ClICK ON @
For follow-u g i i ;
P e Test Person claire@arrow.ca Writer - - person in
sesvemenn:  TE
~ \Z(:j::iOFtaCTS Test Person2 Developer I ;QO”taCtS
List' to
< [EieEny : : Mail Files events ViEW their
e Switch to Mail, Calendar, Contacts, Tasks. : details

Contact List vs a
Group

Contact List = is a list of e-
mail addresses collected
under one name. A message
sent to a contact group
goes to all recipients in the
list.

Group = is a shared
collaborative workspace for
email, conversations, files,
and calendar events. A
group email is created.

EMAIL

Create New Contact List (Distribution List by Name)

Click the ‘New’ button
> ‘Contact list’ to

| H save E}Save the contact list.

begin. Add a contact list Name & Members.
Notes
— _
I+ Mew v Manage ¥ tribution Group Contact Group (Distribution List):
A Contact Group, also known as a Distribution
Contact List, is a list of e-mail addresses collected under
one name. A message sent to a contact group
goes to all recipients in the list.
= s N
Contact list b In Outlook, it is important to
2 members 2 be added note the cifference between a Group' (which i< 3
shared workspace for collaboration) and a
Group Test Person X Contact Group' (which is an email contact lisg.
o =Darrow.ca
@ Tl R —— X e
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Create New Group (Distribution List by Email & has Group
Collaboration area)

Create a Team of people that you can email all at once and collaborate with.

Your Team can share an Outlook inbox, calendar, files and more.
For security and privacy, it is recommended you create a Private group.

Contact After clicking the ‘Create’ button, on the next
Contact list screen, add yourself and members to the new
Create a group Freseneme

My Project Group

Working together on a project or a shared e
goal? Group members get an email address
to have conversations, shared access to myprojectgroup

files, calendar to track team appointments myprojectgroup @=="l=—mmC w-onmicrosoft.c...

nd milestones, and more.

Enter a group name.

9 ()
0NN (‘\_; - v

W) S ©

) =l |7
Enter rall;'dglfscrlphon (optional)y=eeers memoers canseew~
\ i vl s _

A z.
g Set prllvacy‘optlons. e

v More settings

e Click the 'Create' button. m Sard

end roup ol and events to

Choose a section: QUICK ACCESS EMAIL

Send Email to Contact List or Group

How to email the Team of people in a Contact List or Group.

& Send B Attach v Protect  Discard

To + o My Contact List Distribution Group X My Project Group

My Project Group

Cc -
myprojectgroup@ =——== & el =on

Type the Contact List name onGroup:name
into the To or Cc fields:

Fill in the rest of the email fields as per the normal email procedure.

TASKS CONTACTS CALENDARS
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New Calendar Event

Create a new meeting. You can change it to a Skype meeting in the meeting invite.

@ MNew v ® Add ca

Calendar event

< August 2018 > "
g Poll for a time to mest

s M I W I F 5 5 Email message

Birthday event

6 - W Feedback Peopie

-
0 —

2 |f__| Schedule
=

< 3> WedBp2 v o -

E now - NAdd a Title and Location/Room.
@ wom - \_o

W @ | 2 1 U A K & A SIS e v

Add an agenda, dial-in coordinates (if not using
the Skype meeting), etc. here.

Choose a section:

QUICK ACCESS

4

(D) Add Attendees

R Use the
. . . - 'Scheduling
e Make it a recurring meeting - Assistant' if
(optional) \needed
z o Set a pop-up or an email reminder. .

EMAIL

TASKS

CONTACTS

Share Your Calendar
Show other people your calendar.
A Your calendars

o Right-click your 'Calendar’.
Calendar
- Click 'Sharing

United Stat i i ,
permissions .

Col

Birthdays Charm

+ Done

Enter an email,
Share this calendar: Calendar PErson, contact list or
group name.

Send 2 sharing invitation in emai

People inside your organization

0 My Organization Can view when

Mot shared

+ Can view when I'm busy
Can view tities and locatiens
Can view all details

Can edit

= s

Share this calendar: Calendar

Choose permissions.

Send 2 sharing invitation in email.
Test Person
& +Darrow.ca

Peaple inside your organization

e My Organization

The person / group receiving your invite can

click on the email to view and add your

calendar to their calendar list.
CALENDARS

Can view all details
Can view when I'm busy

Can view titles and locations

~ Can view all details
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Calendars continued... (2 of 3)

Calendar Layout Overview Respond to a Meeting Invite

B Carchlinelcalendardiodalspecific It is expected that you reply to a meeting invite.

& Font

< _wsmme 5| [E5 Augustzois v 0 Use the arrows to navigate forward and Day Work week Week: | Toda . . .
= wul— prs— backwards between time periods (2 You have the options to ‘Accept’, ‘Tentatively Accept’, ‘Decline’ or

o B e ‘Propose a New Time’'.

/' Accept v ? Tentative ¥ X Decline v ® Propose new time ¥

=B SharePoint

N eAdd extra calendars like Holidays e -
v Peoples calendars b o o Shaaort 3p storn o s T ' i ) Details
B ° ) o Click on a person/group's name to see their calendar.
S Invitation: O365 Migration Training Works
- e T
€ ciick Calendar R When:  Tue 8/21/2018 7:00a - 7:30a
= E| e

Rescheduling / Edit Your Meeting

Responses to Meeting Invites

B Save | Dokte Replyall|v [ Atach (@ Add Siypemesting  Charm v Visiblity v
A response to a meeting invite will show up on the meeting creator’s screen, in the ©Osavehe A“e“‘ii‘f;;"e‘!be otifiedfof;the
upper right-hand corner. An email will also show up in the meeting creator’s Inbox. peses wrea Peopl
No action is reqUired unless the : o e Double-click the meeting in the
[— person proposed a new time, or s . Calendar to open this meeting page.
Accepted: Additional Time to Di... declined the meeting. In these E— S (2]
August 20,2018 1100 AM-1200.. [ situations, you may want to —
reschedule the meeting. |

Join Information

Meeting Link Bntipss/fme B R
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Calendars (3 of 3)
Scheduling Assistant Open a Shared Calendar

Outlook Scheduling Assistant allows you to see if your attendees are available for a meeting, in advance.
You are able to see the free and busy timeslots in a person’s, a contact list’s, a group’s or a resource’s, calendar.

People

Required v

Sugges

= — |
Free

Click the ‘Scheduling assistant’ button on the New calendar event (meeting) page.

Office 365

Outlook

< > August 19-25, 2018 ¥

19 Sunday 20 Monday 21 Tuesday 22 Wednesday 23 Thursday 24 Friday

e Move through dates/times using these options.

Suggested times to meet

@ Wednesday 8/22, 11:00 AM

g Find a timeslot that works for, all of your Attendees.

® Wednesday 8/22,

@ Thursday 8/23, 8:00 AM

Use the column selector

OR

—=-E x

Manually change the Start time/End time.

Team x

My
Free

My Contact List Distribt x

=
)
)
)
o

Add Attendegs (people, contact lists;, groups; resources).

5p
6p

7

Add room

Method 1: Click ‘Open this calendar’
in the email invite.

I'd like to share my calendar with you

o s invited you to view is or her Colencar

Click the Open button sbove.

- M

Method 2: Click the ‘+" beside
‘People’s calendars’. Type the
person’s, contact list’s, group’s or
resource’s name.

v People's :alerdar' 19
_ Mew calendar
A Groups

° Arrow Transportatior

Type the name and press Enter.

Note: The person/contact
list/group/resource must have shared
the calendar with you in their
permissions settings.





