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New Features

e Conversation View — View the most recent messages in a chain of responses.

e Single Page of Messages — All of the messages are on one page.

e Nickname Cache — Provides a suggested name list as you type in new addresses.

e Multiple Browser Support — The major Web browsers give the same rich experience.
e MailTips — Warnings like; Out Of Office, Attachments are Too Large, etc.

e Favorites — Add folders and searches to the Favorites area for quick access.

e Search — You can use advance criteria to search through all of your e-mail.

e Filters — Use the filters such as; To or From, to see just those e-mails.
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Outlook Web App 2010 - Accessing District E-mail from the Internet

LA

School District 68 assigns every employee an active e-mail address and account.
In most cases, the username will be the employee’s first initial and last name
@sd68.bc.ca, e.g. jsmith@sd68.bc.ca. However, newer employees receive a
new format using first name and last name, e.g. Joe.Smith@sd68.bc.ca. To
access their e-mail account an employee needs to ensure they have an active
password. Enrollin the Password Reset Utility to Change, Reset, or Unlock your
account (https://pwreset.sd68.bc.ca/pwreset/) or if necessary ask your
Supervisor to email Help Desk if you need your password changed and you are
not enrolled in the Password Reset Utility. The Password Reset Utility link and
instructions are located under the Staff links on the SD68 homepage.

Outlook Web App will allow employees most of the same functionality that we
expect from e-mail software, including adding and creating a distribution list,
spellchecker and attaching files.

How to Access the SD68 Outlook Web App

staff |
Teachers
Principals
Secretaries

District Staff {F_n}

1. Go to the School District 68 website at www.sd68.bc.ca and
select the STAFF tab.

2. Select the appropriate STAFF type (i.e. Teachers, Principals,
Secretaries, District Staff).

3. Use the Log on to your SD68 e-mail link.

L Schoo Nanaimo ‘b_‘_" -
iADistriC 8Ladysnmth : ‘i,;

e A&
P

Education  Board Parents  Students  Staff  Employment 0 S / y = \

Information requiring authorization SD68 Password Reset System - reset
and log in or change an SD68 password or unlock
an account

.

on to your SD68 web e-mai
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Microsoft*

Outlook'Web App 4. In OWA enter SD68\username, e.g.

SD68\JSmith or SD68\Joe.Smith in

the Domain\user name field. The

Security (hide explanation) user name must be prefixed with
@ This is a public or shared computer SD68\

5. Inthe Password field enter your SD68

This is & private computer password

6. Leave the default Security as Public
or shared computer. If you need a

[l Use the light version of Outlook Web App longer inactivity time and you are the
only person who uses the computer,
click on the Private Computer option
and agree to the Warning

7. Check the Light Version option if you

seor e | SDB8VI0E.SMth are using a slow computer or slow
Example Only connection.

Password: *hkkkkikkkkikkkkikkikik

Change, Reset or Unlock your SD68 Password

Connected to Microsoft Exchange
€ 2010 Microsoft Corporation, All rights reserved.

(@ SD68 Intranet Menu - Microsoft Internet Explorer provided by School District 68 8. An alternate Way to get to the' SD68
L & | https://owa.sdb8.be.ca/exchange Out|00k Web App page |S by typlng
https://owa.sd68.bc.ca/exchange
into the web browser address bar.
Help
o ) Help in Outlook Web App is context
| sensitive, which means you get help on
W&l Find Someone Options ~ @~ the area you are presently in.
Help
About
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Turn the Reading Panes ~ Off

Bitiook Web App e Click on the arrow beside the
i View icon and select Reading Pane Off.

4 Favorite New - Delete - Move - Filter
2 Inbox (108

(0 Unread Mail (79

3 Sentltems

[ Inbox [108
(2 Drafts (1 Reading Pane
3 Sentltems

@ Deleted tems

v Right

@ Junk E-mail

ks Notes

e This is a per folder setting and should be
ETSF done for every e-mail folder (i.e. Junk
Folder) to prevent the spread of spam.

Managing the Junk E-mail Folder

When an e-mail identified as Junk is received, you can mark it as Junk and have future messages
from the same e-mail address bypass the Inbox and go directly to the Junk Folder.

Ouitiook Web App e Turn Off Conversation view (see page 6).
Inbox
avorites Mew- Delete+ Move- Filter- View- £ Reply ReplyAll Forward (] nght C“Ck ona Junk e'mail and SEIeCt
3 nbox (109 P —— bor v .
ﬁ Unread Mail (70 B Junk E-Mail from the menu.
=3 Sent Items e - -
g ey e Select Add Sender to Blocked Senders
(=) Inbox [109 4§ Reply Al .
" Drafts[1 = Forward LISt.
_J Sent ltems @ Ferward as Attachment
@ Deleted Items
ok Emat 3 3 Msrks.: Read . .
1 totes Reention ey NOTE: If the Junk E-mail folder contains
8 Quarantine 2% Create Rule, leals .
E RSS Feeds @ JunkE-Mail | ' | Add Sender to Blocked Senders List e-mall from someone you knOW and trust,
A Search Folders X Delete Add Sender to Safe Senders List . . . .
e Bl e Corvrin A Sendes Domain o Sae Senders Lt double click on it to read it or move it to
" iy another folder.
@5 Open Delivery Report
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How to Create a New E-mail Message

Outlook Web App
Mail > Inbox
4 Favorites

[ Inbox [106
L@ Unread Mail (68

& Untitled Message - Microsoft Internet Explorer provided by School District 68 o Py

| & | https://owa.sd68.be.cal

a]

Send [ 0 | D@ 8 ¢
To.. |

LCu

Subject:

') ¥+ oOptions.. |HTML v o

Tahoma |10 v B I U

141
i)
%1
]
§
o
4

@ Internet | Protected Mode: Off

G v ®100% -

Select NEW to bring up a new
message window.

Type in the recipients e-mail address
or Click To... to search and select a
recipient from the SD68 addresses.
When creating a new e-mail
message, users will see buttons for
additional functions across the top
of the new window. The most
commonly used buttons are; Check
Spelling, Check Names, and Attach
File.

Note: Spellchecker might be stopped by the Popup Blocker. If users click to allow, it might
close the current e-mail and the user will lose any text they had entered. To prevent this from
happening, follow the instructions below before opening a New e-mail message.

How to add Exceptions to the Popup blocker

Delete Browsing History.. Ctrl+Shift+Del
InPrivate Browsing Ctrl+Shift+P
Diagnese Connection Problems...

Reopen Last Browsing Session

InPrivate Filtering Ctrl+Shift+F

InPrivate Filtering Settings

Pop-up Blocker
SmartScreen Fitter
Manage Add-ons

Compatibility View
Compatibility View Settings
Subscribe to this Feed...
Feed Discovery

Windows Update
Developer Tools F12

OneNote Linked Notes
Send to OneMote

Internet Options_| [+,

1. Open Internet Explorer
and browse to Tools then

Internet Options.

Internet Options

—
General | Securityf| Privacy |Content | Connections | Programs [ Advanced |

Settings

£ 1o seta standard privacy level instead of using custom
@b settings, dick the Default button,

Custom

- Advanced or imported settings

[ ses [ mport | [ Advanced | [ Defaur |
Pop-up Blocker
| Preventmost pap-up windows fram
) appearing.
Turn on Pop-up Blocker

InPrivate

¢ ) Do not collect data for use by InPrivate Filtering

sD;f‘ble toolbars and extensions when InPrivate Browsing

@ Some settings are managed by your system administrator.

™
Pop-up Blocker Settings =)
Exceptions
Pop-ups are currently blocked. You can allow pop-ups from specific
7!] websites by adding the site to the list below.
Address of website to allow
owe s353bc ca
Alowed sites
owasdbBbe.ca B Remove
Notfications and blocking level
Play 2 sound when a pop-up is blocked
(%] Show Information Bar when a pop-up is blocked.
Blocking level
[Custom -
|
Leam more about Popup Blocker

2. On the Privacy tab go to
the Settings button of the

popup blocker section.

3. Type owa.sd68.bc.cain
the address to allow box
and then click Add.
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How to Create a New E-mail Message continued

D68 Outlook Web App (OWA) 2010

& Untitled Message - Microsoft Internet Explorer pravided by School District 68 =NNCIN X

& | https://owa.sdb8.bec.ca/ % |
send [H 0 E 8 v 3 @& - Options. |[HTML v (7]
To...
Ce..
Subject:
Tahoma ¥||10 v B\I U := ¥

Done / \@ Internet | Protected Mode: Off \ fa v HI00% -

\ ] \ N\

\

Check Names

/

Attach Files
=  Check the e-mail
address you
typed in against
the SD68 address
book.

Attach files from your
computer to send with the
e-mail.

Note: It is recommended that e-mail addresses are verifie
e-mail.

\

Check Spelling

Spellcheck your document
anytime.

d (Check Names) prior to sending an

Note: under Options, you can select Gitlook Web App

‘Always check spelling before
sending’, which will start spell-check
when you click on Send.

Mail > Optiens

Account

Organize E-Mail

Groups E

Phone

S|

Click Options > See All Options.
Click Settings.

Block or Allow

[ 1gnore words in UPPERCASE
Ignore words with numbers
Always check spelling before sending

[ ceon: @

B8 Fing Someone
Mail Speling | Calendar  General  Regionsl  Password

pelling Options

Choose your spelling aptions.

Select Spelling.

Check Always check spelling
before sending.

Click Save.

PwnNPE

Use this dictionary to check spelling:
English (United States)

Note: If you want to check spelling for a message in a different
language, use the Spelling menu in the mess; npose form.

School District 68 (Nanaimo — Ladysmith)
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TURN OFF CONVERSATION VIEW:

Outlook Web App

Click View.
Click on Use Conversations to remove
the checkmark.

ail > Inbox

4 Favorit New - Delete - Move -
3 Inbox [108
[0 Unread Mail (81
& Sentltems

ndj
« Use Conversations N

[} Inbox [108

See more Conversation options.
LA Drafts Reading Pane
[5 Sentltems « Right
@ Deleted Items Y
> Bottom
@ Junk E-mail off
k] Notes

SORTING:

8 Unread Mail (79
3 Sentltems

@ Junk E-mail
la] Notes

E3 Quarantine
() RSS Feeds
8 Search Folders

From, To).

Attachments
Importance

Flagged

. Conversation

FILTER:

[ Inbox [107

L@ Junk E-mail
kel MNotes

3 Quarantine
[ poc o g

Show items in this folder that are:

High Importance
Attachments

Cancel

4. Optional: Turn off Conversation view

Giitlook Web App 1. Click on the arrow beside Conversation
ail > Tnbox by Date (or Arrange by Date).
T i e Deiter Move et v Ve” @ 2. Select the sort by option (i.e. Date,

it D;e R
T _— o 7 3. Click on the words Oldest on Top or
@ oot B Newest on Top to toggle the display
o i v order.

by un-checking the box.

Lau d Mail (53 i
E nread Mail (6 Sent to me an Optlon'
U=y SentItems
Cc'd to me
4 Test pecount Unread
3 l_j Inbox [107 Category:
Li# Drafts[1
- From;
= SentItems
@ Deleted Itemns Flagged

Ouitlook Web App Your Messages can be displayed in a
vail > Inbox variety of different ways, by using the
‘e New Delete - Mo R Filter drop down arrow and selecting
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OPTIONS:

— Select Options.
sIgh oLt / And then click on See All Options...
uéi :..--.5 Someohe Gptiﬂﬂﬁ - | 6

Options

Set Automatic Replies...

Change Your Password...

Create an Inbox Rule... ns -

See All Options,,

)
E-MAIL SIGNATURE:
Outiook Web App = Select Settings
Mail > Options 9 - * Type in your Signature (see
- Example
Account z ?3, @ = PR p ) . .
Organize E-Mail Mail Spelling Calendar General Regional . CheCk the AUtomatlcally InCIUde my
Groups signature on messages | send box.
E-Mail Signature = Note: you can also check the Always
; .
Phone | — oY B I U show Bcc (blind cark?on‘ copy) .
Block or Allow e E == == == w. AL checkbox to have this field available
2 = x % [l v in all new e-mail messages.
e i ' = Click Save.
oe Smlth E I O I . . . .
Job Tite xample Unly = Click on My Mail to exit Options.
School District #68 (Nanaimo-Ladysmith) TT
Phone: 250-__ - Fax: 250- -
ismith@sda8.be.ca
[] Automatically include my signature on
messages [ send
Message Format
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OUT OF OFFICE:
.
Outlook Web App
ail > Options My Mail @ -
& o
Account -] X
Inbox Rules|  Automatic Replies | Delivery Reports
Groups
Settings Automatic Replies
phone Create automatic reply (Qut of Office) messages here. You can send replies to
Slock or Allow senders the whole time you're away or for a specific period of time
© Don't send automatic replies
® Send ot repis Examp le On Iy
] Send replies only during this time period:
-
100 PM
100 PM
Send a reply once to each sender inside my organization with the following
message:
Tahoma vV B I U & EE E E =
EE Y- A2 = x X
Tam currently our of the office and will be returning Monday, Jan. 3, 2012.
v Save
LOG OFF:
.

sl {b Somecne Options -~ @ -

Actions ~

SD68 Outlook Web App (OWA) 2010

= Select Organize E-Mail

= (Click on Automatic Replies

= (Click on Send automatic replies
= Type in your Reply (see Example)
= (Click Save.

= (Click on My Mail to exit Options.

Note: Don’t forget to select Don’t send

automatic replies, when you return.

When users are finished using their SD68
Outlook Web App, it is recommended that
they use the sign out button in the top
right of the main window.
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