@ Information & Technology Services

Welcome to Exchange Mall

Customer Full Name

Your e-mail is now being delivered and stored on the new Exchange
server. Your new e-mail address is @rit.edu. This is the
e-mail address that you should give out to your contacts.

This document will explain some of the features of Exchange as well as
instructions for moving your mail from your old account if necessary. This
document contains information that pertains to the Microsoft Outlook
client, but several sections are not client specific.
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New Features

E-mail Quota

Your storage limit for e-mail and attachments is now 50MB by default. This is more than
double the default amount that was allotted to your old account. When you have reached your
quota you will receive a message from the system notifying you to ‘clean up’ your mail that is
stored on the server. At 75MB you will no longer be able to send e-mail and at 100MB you will
no longer be able to send or receive e-mail. You should, however, keep track of the amount of
mail you have on the server before you receive this notice. The e-mail that you send is stored
on the Exchange server by default and counts against your quota. You can choose to store
your sent items locally, realizing that you will not be able to view these messages from another
computer.

Viewing Your E-mail on the Internet
You can now view your e-mail from any computer in any location using a web browser such as
Internet Explorer or Netscape and browsing to OWA (Outlook Web Access).

Calendaring
Exchange comes with a calendaring feature built-in. Meeting invitations are sent automatically
via e-mail, and entered into your calendar automatically as you accept them.

Safety Features against Viruses and Malicious Content

Some versions of Outlook are setup to block files that may contain viruses and or malicious
content. Instructions are included that explain the types of files that are generally blocked and
how to receive these types of files from legitimate sources.

The Out-of-Office Assistant

The Out-of-Office Assistant is a feature that is accessible in Microsoft Outlook, with a MAPI
connection or OWA only. The assistant allows you to have an automatic reply sent to persons
notifying them that you are out of the office for whatever reason.

Recovering E-mail That You Have Deleted in the Last 30 Days
This feature is only available if you are using Microsoft Outlook, with a MAPI connection or
OWA. You can now recover an e-mail that you have deleted in the last 30 days without having
to call the HelpDesk to request a restore from the Systems Team.
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Contact Information & Possible Password Change

If you have any questions or need any assistance with the instructions included in this packet
please contact the HelpDesk.

e Phone: 475-HELP,
o TTY:475-2810
e In Person: Gannett Building, Room 7B-1113.

] If the box to the left has been checked your RIT Account and/or computer password has
been changed. The temporary password is .
You will have to change your password ASAP at the following location: https://start.rit.edu.
This will change the password for your RIT Account as well as the password you use when
you log into your computer and Exchange mail.

If you have any problems changing your password or updating your e-mail client please
contact the HelpDesk for assistance.

Technician Date

Revisit Date if Applicable

Notes:

[
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Checking the Size of Your Exchange Mailbox

Right click on your Exchange Mailbox, which is the very top level, and choose
‘Properties for Mailbox <Your Name>’ from the pop-up menu.

& Mailbsox - Cavallaro, Diane M. - Microsoft Outheok
Ele Edt View Favgites Tock Aciors Help
Ctiew - | & |GH Serdlogeve | [0

Mailbox - Cavallaro, Diane M. - Outlook Todéay “n
4 Cytomicn Outlook. Today

- @DAa.

t";'j === Tussday, February 25, 2003
T Calerrdy & O

Digers s Neewe Wik

Tasks Hemoges

£ Contacts
{3 Dieleted bems

& Drahe ) AdvarcedFnd..

@3 £ towFoite
£ Metes Agd te Dutlook B

Digen Dthes Folde v
U Cuotes ¥ Closs “Madbox - Caveallwn, [on*

@E,;-.:' : B Prosaies foMaibo

Type:  Folder containing Mall Ttsms
Location:  Microsoft Gutlook

Description:

When posting ko this folder, use: |Post b

¥ Autamatically generate Microsoft Exchange views

Faolder Size... Adwanced...
e I

3. On the Folder Size window you will be able to EEEREE 2>
view your total mailbox size in kilobytes (KB). LG ket Rael
You divide the total number by 1024 to figure = %= &
out how many MB [megabytes] are being Bl i
used. This window will also show you the B | B Ijl
size of each folder individually. If you don’t Contacts 42Kfa2K
need to know the exact size you can just e ook
remove the last 3 digits (e.g. 9000KB = 9MB) nfecsd oo
iDeLtI;n:DIIder Narne gggi |
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Storing Sent Items Locally

When you send e-mail using an Exchange account a copy of the sent mail is stored in the
‘Sent Items’ folder under your Exchange account. These stored e-mails will count against your
quota. You can either delete the sent e-mails to save space or move them to the ‘Sent ltems’
folder that is stored locally on your computer. If you choose to move the e-mails locally you
will not be able to view them from a remote location and you will be responsible for backing
them up. You may to only save items that are important to you and delete all others.

1. Deleting Sent E-mail:

| Fie [Edt wew Favorites Tooks ctions Help _ e Click on the ‘Sent Items’ folder under the
JD %3 Undo Chrl+Z IjlytoAI_I 4 Forward | [ send{receive | Horind % Exchange Mailbox to hlgh“ght it and then
Ser E:iy o click on Edit from the toolbar and choose
Folde — X| !lDlvlngD ¢ ’
oy I o e e o Vet Select All' from the drop down menu.

| selectal Chrl+a = Cheryl Wiliams {E-mail}

: = Richard Luckett {E-rnail} . . . . .

X Delete CilsD £)  Incardons, Vincent e This will highlight all of the e-mail in your

[' (8% Move to Folder,,,  GErl+Shift+y g \::SE:ZLE::;:I': 'I-w'chem N ‘ S ent Item S’ fOl d er
: (=4 Mark as Read Chrl G o Rahan Palma
Mark All as Read = Cheryl ‘Willizrns (E-mail) . ‘ ’
v £1 'leremy G Gatviel e Click the ‘Delete’ key on your keyboard

_____ Q“é T E— = *kgs7001@ritvax.isc. rit, edu’

..... Motes =) shannon M. Rfobinson . ] o

2 outbox o1 shemoniebinzonEnal) — o |f you only want to delete individual sent

_____ E Personal Stuffs = ‘deavalla@rochester.rr.com' . . . . .. .

_____ 5 Quotes O Michel Young e-mails just click on the individual e-mail

= ‘deavalla@rochester. rr.com' H
= ‘deavalla@rochester . rr.com’ and h It delete
..... £ Trainin FA W arer Wilzan!
""" @ Web Si?e - Undaone | Fram:  Cavallarn. Diane M.

2. Moving Sent E-mail to the ‘Sent ltems’ folder that is stored locally on your computer:

e Follow the instructions from above to highlight either all or |nd|V|duaI e-mails in the ‘Sent
Items’ folder under your Exchange account
e While the item(s) are highlighted right click and
choose ‘Move To Folder’ from the drop-down
menu
rovetems

Mowe the selected items to the Folder:

2l
: @ Mailbox - Cavallaro, Diane M, [o]'4 I

Open Selected Items

% Print...
W Forward Trems

Cateqgaries...
£ Mark as Read
B Mark as Unread

lete:

P
P
P
P
P
P
P
P
P
P
P

=11 Personal Folders

..... % Calendar Cancel
O s New.. e Click the + sign next to ‘Personal Folders’ to view all
----- &) Drafts

of the sub-folders.
e Select the ‘Sent Items’ folder under ‘Personal
Folders’ and click ‘OK’
e This will move all or any individual e-mails from the
I il Exchange mailbox to the local folder on the
computer.
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Safety Features Against Viruses and Malicious Content

Some versions of Outlook are setup to block files that may contain viruses and or malicious
content. This is definitely true if you are using Outlook XP or Outlook 98/2000 with the latest
security updates. Some of the more common files that are blocked end in the following
extensions [listed in the table below]. A file extension is the part of the file name that
comes after the dot [an example is file1.exe where file1 is the file name and .exe is the
extension]. This is not a full list of the types of files, but only the most common. A full list can
be provided upon request, but it is safe to assume that if you see one of the ‘Unsafe’
messages provided in the screenshots below it is on that list.

.ade | .adp | .asx | .bat | .com | .exe
.hta | .inf | .mdb | .msi | .url .vb

If you see the following message when you send e-mail your e-mail client will not allow it to
pass through to the recipient; the person you are sending the e-mail to will not receive the
attachment. Click ‘No’ to the pop-up message and then right click the attachment in your e-
mail and select ‘Remove’ from the pop-up menu. Please review the section on ‘Proper Ways
to Handle Potentially Unsafe Files’ below.

Microsoft Outlook x|

This item contains attachments that are potentially unsafe. Recipients using Microsoft Outlook may not be able to open these attachments.

& Do yiou want ko send anyway’?

For more information on unsafe attachments, see the help kopic on "Unsafe Attachments"”,

‘es | Mo I

If you open an e-mail that has an attachment and see the following message “Outlook blocked
access to the following potentially unsafe attachments: <attachment name>” in yellow the
Outlook e-mail client has prevented the attachment from reaching your mailbox. Review the
section on ‘Proper Ways to Handle Potentially Unsafe Files’ below.

¥ Test of Blocked Extensions - Message (Plain Text) i —18] x|

|Boreply | ghorepy oAl | yBForuard | B2 [ v (DY X |4 -9 - &4 3

| Bie Edit Wiew Insert Format Tools Actions Help ‘

€ Outlook blacked acress to the folowing potentially unsafe attachments: win2in?D.exe. |

From:  Cavallaro, Diang M, Sent: Tue 2/25/2003 6:14 P
To: Cawallara, Disne M,
(=

Subject:  Test of Blocked Extensions

[ =
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Proper Ways to Handle Potentially Unsafe Files

If you are trying to send e-mail with a potentially unsafe file attached follow the instructions

below.

1.

First you should make sure that you are able to view file extensions on your computer.

To check this take the following steps:

e Double click the ‘My Computer’ icon on your desktop

e Click “Tools’ on the toolbar and choose ‘Folder Options’ from the drop down menu

e When the ‘Folder Options’ window opens click on the ‘View’ tab

e Look for the ‘Hide file extensions for known file types’ listing and make sure that the
box in front of it is not checked

e |If the box is checked click on it to remove the checkmark and then click ‘OK’ to close
the window and then close the ‘My Computer’ window

You must rename the file before you attach it by browsing to the file’s location, right
clicking the file and choosing ‘Rename’ from the pop-up menu. You should jot down the
full name of the file before you rename it in case you cannot remember what the
extension was after you’ve changed it.

e The file name will now be highlighted; click once inside the highlighted box and use
the backspace key to remove the file extension [see paragraph 1, the section in
bold, for an explanation of what a file extension is if necessary].

e Rename the file extension to .txt [e.g. file1.exe becomes file1.txt].

e Click outside of the file name box in any blank area of the window and say ‘Yes' to
the pop-up warning. Click ‘Yes’ again if you are prompted with a confirm change
pop-up.

e Your file is now ready for you to send!

e Attach the file, as you normally would, send your e-mail and then follow the steps
above to change it back to the previous file extension. This seems difficult at first,
but after you’ve done it once or twice it will become much easier.

If you are unable to open an attachment, from a reliable contact, follow the instructions below.

1.
2.

Reply to the sender and explain that you are not able to receive these types of files.
Include the instructions above on how they should attach these types of files in the
future. The ITS HelpDesk can provide an electronic version of these instructions upon
request.

After they have resent the file save it locally to your computer and change the file
extension back to what it should be. The actual file name and extension appears in the
original e-mail that you received from them in the yellow section.
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Setting up the Out-of-Office Assistant

The Out of Office Assistant is a feature that allows you to notify other RIT Exchange users
when you are away from the office. You can also use the Out of Office Assistant to notify
anyone sending you e-mail that you are out of the office. The difference is that Exchange
users, using the Microsoft Outlook client, will only receive 1 notice, whereas other persons
outside of the RIT Exchange environment will receive a notice each time they send you mail.

When someone sends you an e-mail the Out of Office Assistant feature automatically
responds to the item with a notice, indicating that you are away from the office. The notice can
also display any text that you choose to send; including the dates and times you are out of the
office, any additional information, such as who to report to with questions. The notice is sent
only once to each person that sends you an item.

1. From the Main window, pull down the Tools menu and select Out of Office Assistant.

2. Select | am currently Out of the Office.

3. In the box under AutoReply only once to each sender with the following text, type the
message you want to send to people.

4. Click OK.

When someone sends you an email message, they will automatically receive an email
message from you containing the text you wrote about being out of the office.

Your message will be stored on the Exchange server until you turn off the Out of Office
Assistant. To turn off the Out of Office Assistant, pull down the Tools menu, select Out of
Office Assistant and select | am currently in the Office. If you forget to turn it off, you will be
prompted the first time you open Outlook after returning.
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Recovering E-mail That You Have Deleted in the Last 30

Days

If you need to recover e-mail or folders that you’ve deleted in the last 30 days from your
Exchange account you may do so by following the steps below. With the new e-mail system
when you empty your deleted items folder the Exchange server keeps a copy of the e-mail or
folder for 30 days. These items do not count against your e-mail quota. This feature is only
available if you are using Microsoft Outlook.

& Deleted Items - Microsoft Dutlook

| Fle Edit View Favoites | Tools Actions Help

EiNew - | & Gy % send | | i 5endPleseive | By Find g Oigarize | | Dam
e Sendd r
Deleted Items »
Folder List L3 | Subject
=12} Maibox - Cavallaro, D ection 4 There are na items ta show in this wiew
-~ Calendsr —_—
AddiessBook .. Cil+Shit+B
ms
% Find
Advanced Find..  CbShiftsF
Find Public Folder.
Joumal (e
% Orgarize
S22 New Falder Name
Hotes Flules Wizard..
<% Dutbox Out of Office Assistant.
@ Personsl Stlfs (51 Eroiy "Deleted tems” Folder
2 Quotes
@ Sent loms Fiecover Deleted ltems...
G Tasks
Eorms 3
S22 Trairing N ,
B+ Personal Folders LEED
@ Gl e
£ Computer -
& Contacts Custamize. items are currently selected.
£ Daling Dpiares.
-3 Deleted ltems
- E-Mail Scan Propertes
e p— Sean for Vinuses.
1 GMAT Shit
S Hotmail Accounts
E humor
€ Inbox
521 jesp stuff
-G Jenee
2 jabs
£33 Joumal
-3 Notes
<& Outbox
22 personal |
~5F3 Sent ltems
- Tasks =
0 Items

i @ b4

Subject [ otetad on | From

[:l Contacks Conkacts Comment
EAMPC Scholarship Initiative 5

4]

o

Click on your ‘Deleted Items’
folder under the Exchange
mailbox and then click ‘Tools’ and
select ‘Recover Deleted Items’
from the drop down menu.

When the ‘Recover Deleted
Items’ window opens click on the
deleted item you would like to
recover and then click on the
envelope with and arrow icon and
the item will be moved back into
your ‘Deleted Items’ folder under
your Exchange account. You
may then move the item to
another folder or empty it from
your ‘Deleted Items’ folder when
you are done reviewing it.
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Public folders

You will notice a new section under your ‘Folder List’ called ‘Public Folders’. Public folders are
created to share information with others. The owner of a public folder can set permissions so
that only a select group of people can read, post, edit and delete information; or a public folder
can be set to be available to anyone in the Exchange environment.

Currently the Public Folders in our Exchange environment are a work in progress. Eventually
each Organizational Unit (department, college, etc.) in the Main domain will have its’ own
Public Folder. You can use these public folders to share e-mails with others in your group, or
post information instead of e-mailing each individual person.

Other Organizational Units within the Exchange environment may have information that they
want to share with the entire university. This can be posted in a section of their public folder
that they’ve made available to everyone in the Exchange environment. Two such folders that
are already available are the ALLSTAFF@rit.edu and RITSTAFF@rit.edu public folders.
These two public folders contain a copy of all e-mails sent to each of their respective mailing
lists. You now have the option to remove yourself from the RITSTAFF mailing list, because
you can check the postings in the public folder instead. If you'd like to remove yourself from
the RITSTAFF mailing list please go to: http://inside.rit.edu/lists/ritstaff.ntml and follow the link
to unsubscribe.

The location of these two public folders is ‘Public '—-1@' Public Folders
Folders\All Public Folders\Serivices\Mailing List 3 Favorites

Archive\Faculty & Staff Lists’. You will have to dril SR

down (click the + sign next to each public folder) tothe . B casT
public folders to reach them. ~ . B CIAS
..... @ LA,

..... @ o5

521 GES

----- '{% Internet Newsgroups

----- ‘{% Internet Mewsgroups1

-5 ITS

----- 21 Mailing List Archive

----- £ MS Recovery

----- £ My Public Folders

-5 Morthstar

A-5E NTID

A5 OCE

A-5E1 Online Learning

A-5E1 ol Admins

=52 Services

-4 Exchange Student Pilat

=-%F Mailing List Archive
=14 Faculty & Staff Lists
5 ALLSTAFF@rit,edu
- -$E) RITSTAFF@rit.edu
#-5E4 Technical Lists

[+-5E Student Affairs

----- 1 TestFolder

o P oy O e O ey O e O e |
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The Global Address List (GAL)

This address book contains a list of user names and e-mail addresses for all persons in the
RIT Exchange environment. Additional information such at title, department and phone
numbers may be listed for each user as well.

The GAL can be accessed by clicking on the Address Book icon or by clicking ‘Tools’ and
selecting ‘Address Book’ from the drop-down menu.

We have configured your ‘Contacts’ list to appear in the Address Book first, but you can view
the list of persons in the GAL by clicking the down arrow in the ‘Show Names from the:’ box
and selecting ‘Global Address List’ Show Mames From the:

Cantacks j

Global Address List —>
all Address Lisks
All Contactks

all Groups
All Users
MTID Users
Public Folders
Cuklook, Address Book,
Conkacts
LO@P - Idap.rik.edu

LDAP >

You can also search for persons at RIT who are not in the Exchange environment by selecting
LDAP from the pull-down list and then clicking ‘Tools’ and selecting ‘Find’. This will open the
‘Find’ window where you type in the person’s name and click ‘OK.’

Sending E-mail to Multiple Persons

One thing to keep in mind, especially for those persons who were former Netscape users, is
that you cannot separate e-mail addresses in the ‘To’ field of a message with a comma. You
have to use a semi-colon. An example is provided below.

|z | @S| s 2R|R0 (@e| ! $]r|Boms. @,

JEiIe Edit Yiew Insert Format Tools Actions Help

To... | Irecipientl@rit.edu; recipient2@rit, edu
ce.. ||

Subject: I
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Checking Messages using OWA

OWA (Outlook Web Access) allows you to check your messages over the Internet from any
computer. Your browser must have 128-bit encryption. If you have trouble opening your
account check to make sure that your browser has 128-bit encryption first. You can do this by
clicking ‘Help’ on the toolbar and then choosing ‘About [Your Browser Name]' from the drop
down menu. The information on encryption should be displayed. Most current browsers
support 128-bit encryption.

e In your browser enter the address: https://mymail.rit.edu/exchange/
e If you are prompted with a security certificate pop-up say ‘Yes’ [Internet Explorer] or
‘Continue’ [Netscape] to proceed

Internet Explorer Example Netscape Example
(W< curicy nformation x|
r.‘r"l Infarmation you exchange with this site cannot be viewed or
?. changed by others. However, thers ix a problsm with the site's "'ou have reguested a zecure document. The document and any
: security certificate. information you zend back are encrypted for privacy while in
transit. Eu:ur more infornjatiu:un on security choose Document
& The security certificate waz izzued by a company pou have Information from the Yiew menu.

ok chozen to trust, Yiew the certificate to determine whether
you want to trugt the certifying authority,

a The security certificate date iz valid.

a The security certificate matches the name of the page you
are tying to wiew,
¥ Show Thiz Alertt Mest Time

Do you want to proceed?

Cancel |

Wiew Certificate |

e Enter your Active Directory user name as main\user name and your password and
choose whether or not to save them

Enter Network Password

Flease type your user name and pasgward.

2]

Site: mymail. rit. edu

Realm rrgrnail. it edu

User Name Imain\user nanme

Pazsword I ********

™ Save thiz passward in vour password ligt

You can also check messages from home using a client such as Outlook, Outlook Express or
Netscape. You will need to have VPN installed on your machine to do this. Instructions are
publicly available at the ITS web site http://www.rit.edu/its or you may request them by calling
the ITS HelpDesk at 475-HELP or TTY 475-2810
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Checking Messages using OWA (cont.)

You will find that the OWA client looks very similar to Outlook. Below is a screen shot of what
it looks like as well as a description for some of the more common functions.

=1=|x|
J File Edit Wiew Favortes Tools  Help ﬁ
J SBack v = - (D 7t ‘ Qhsearch [iFavorites  SfMedia ¢4 | B S -
J Address I@j hitps: fmymail.rit.edufexchangef j @60
J Links @AuctlonSnlper @eﬁay @Smpe ItMow! [ JRIT Utiities ] Personal @Google @Mymawl @The Walk
amlook Hew v | B¢ Reply % Feply toall 8 Forward | @ B % @ Viewr |Messages
Web Access
e vallars, Diane M. : Inbox
Shorteuts £ . Shbiecy Bt d 7
] @ Shamnon M. Rohinson [OUTECH:15] Windows Security Document Thu 5/29/2003 3:49 PM
=] (aCava]laro, Diane M =] Michael To R X i N
ung [OUTECH:16] RE: Eerbh and Cached Credentials Thu 5/29/2003 3:48 PM 42 KB
Aging Tickets = Cheryl Williams [OUTECH:14] Kerberos/Win2k cached profile Thu 5/20/2003 3:48 PM 4EB
0640 Trnage = Cheryl Williams [OUTECH:13] Eerberos - user MUST BE a local admin Thu 5/29/2003 3:48 PM IKB
© Catendar &= Raobin Tremblay [[TSTECH:128] FWD Interet Information Services 510 Dendal of Thu 5/29/2003 2:14 PM SKB
B Comproised Info = Eevin J. Schoenfeld [OUTECH:12] RE: Kerb and Cached Credentials Thu 5/29/2003 2:11 PM 13KB
 Contacts = Ron Siem FW: Counseling Center AD & E-Mail Migration Thu 5/29/2003 1105 AM SKE
@ Deleted Tems (13) =] Matk Boylan Tickets Available Thu 5/25/2003 10:59 AM 4KE
ﬁg;m:s . &4 Ron Siem Counseling Certer AD & E-Mait Migration Thn 5/20/2007 1054 AN 4KE
Toject = Steve Petry FE: Exchange Problems Thu 5/29/2003 2:56 AN 10KE
Exchange =i | Steve Petry FE: Exchange Problems Thu 5/29/2003 831 AM KB
&2 tbox 5 =i} Steve Fetey Exchange Problems Wed 5/28/2003 3:41 FM § KB
Piafecied = 8 Polito, Jason M Outlook Training Outline Wed 5/28/2003 1:16 P} 89 KB
Bilsation Course &= 8 Thomas Dixon HelpDesk Co-Op posted Wed 5/28/2003 11:58 A BEB
B et e =i} Michelle 4. Cometa ITS News Process Fallow Up Wed 5/28/2003 8:49 AM 2KB
Jennal = David Cai Ancther Aging Ticket Tue 5/27¢2003 415 FM 1KBE
EiWew Folder Hame =] Shannon M. Robinson 52103 Praject Meeting Mirntes Tue 52742003 3:52 PM 15KB
2 Hotes = David Cai Aging Tickst Tue 5/2742003 2:56 PM 8228
B 0ffice X Problem =i | Thomas Dixon RE: Documents awaiting your approval Tue 5/27/2003 12:24 PL] 1KE
Boubox & Shannon M. Robinson RE Tue 5/27/2003 9:27 AM 1KE
3 asgonal Stutts = Polito, Jason M 2B limit on pst Tue 572772003 8:57 AM IKB
Quotes = Diane Tiw 522/20038:53 PML 2KB
Eent ltema = Sid Pendelberry Addmin privs Thus 572242003 445 M SKB
(g Summmer 2003 = Shannon M. Robinson FE: problems with -admin accounts Th 5/22/2003 1009 AM IKB
Tasks = Brenda Carter thank you Thu 5/22/2003 9:43 AM 3KB
Trainitig,
3 Weh Site - Undone (2)
T Pyttic Folders
& ,_’_|E|O Internet
Figure 1
Folders Toggle between folder view and shortcut view
ahotteuts |

Send a new e-mail message, reply to a
message, reply to all persons addressed in the
original message or forward an e-mail message

) Hew ~

€4 Reply €% Reply to all % Forward

% Check for new messages

@ Search for messages by subject, sender, etc.
Can also search on items such as contacts,
calendar, etc.
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23

The move button allows you to move items
between different folders, instead of clicking and

dragging

Delete

Empty the deleted items folder

Preview Pane, allows you to preview the text of a
message without having to double click to open it

Address Book, only allows you to search for

Ed persons in the Global Address List (other
Exchange users), not your personal contacts
View Allows you to sort your messages by all, unread,

ulg
U
By Sender
By Subject
By Conversation T opic
Untead By Conversation Topic
Sent To

ssages

sender, etc.

You can toggle between the ‘Folders’ view (see figure 1) and a ‘Shortcuts’ view
(shown to the left). The ‘Shortcuts’ view is very similar to the Outlook Bar in
Outlook. One function you will use on the ‘Shortcuts’ screen is ‘Options’.
Options allow you to perform special functions such as setting the ‘Out of Office
Assistant’, notifications options and recover deleted items. The ‘Change
Password’ option does not work and that is by design.
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I  When you look at your contacts in OWA you may notice that

E-mail test@nt.edu
1st, Priority Credut Union

E-mail cumail@] stpriorityfow com

some of them do not have a title or name. This is because
only the display name has been entered and not the actual
first and last name. This issue is easily resolved.

<2 Open Outlook, Double click on the contact
e e ] with the blank title to open the information
e (RN o E— — - for the contact.
e ———— 317 _dl _ Click on the
A e sl w| |™ I ;" button that says
e o . ‘Full Name’ and
o = T — you will notice
|| that it is blank.
% Shows this again when name is incomplete or undlear F||| in the first
and last name
and then click ‘OK’ and the title for the
contact should now be displayed.
=] e | M'{

To send an e-mail using OWA click on the ‘New’ button. A window will open like the one in

figure 1.
<} Untitled -- Message - Microsoft Internet Explorer =10l x| E h f” . h | d d f h ..
2 5| B e ] 8 % | 0 4 | o | | ither fi |nt. e e-mail address o the re_czlplent
[Woma =] A& e HOF & BIU===i& === if you know it, their name as it appears in
\_WI l our contacts or click the ‘To’ button to
S| o h the Global
B || —— search the Globa
sabjt | . — ] Address List and
e o e enter your search
e [ it [ . . . H
., criteria (figure 2) in
o, e Comme e | the ‘Find Names’
window.
= Mincgumss. | o | 2] cea|
Figure 1 Figure 2

You can search on ‘Last Name’, ‘First Name’ or ‘Display Name’.
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Moving Mail from your Old Account

You cannot simply drag and drop entire folders from an IMAP account to an Exchange
account. There are certain permissions on the IMAP folders that will not allow you to view the
messages when checking e-mail using the OWA application (Outlook Web Access - checking
your e-mail using a browser). You also should not move more than S00KB worth of e-mail
messages at a time. This puts too much of a payload on the server and can also corrupt your
e-mail in the process.

1.

First you should create a folder on the Exchange account to move the e-mail into. You
should give it the same name as the folder on the VMS/OSF account. If you are moving
messages from the ‘Inbox’ on the VMS/OSF account to the ‘Inbox’ on the Exchange
account it is not necessary to create a folder as one already exists (please move on to step
2).
o You create the folder by right clicking on ‘Outlook Today [Mailbox xxx] and
choosing ‘New Folder’ from the drop-down menu
o When the ‘Create New Folder’ window appears type in the name of the folder
you are creating, make sure that ‘Mailbox — xxx’ is selected and click ‘OK’.

Right click on the folder, which contains the VMS/OSF mail that you are going to move and
select ‘Properties’. When the properties window appears click the ‘Folder Size’ button to
see how large the folder is [you may want to review the ‘Checking the Size of Your
Exchange Mailbox’ document].

o If the folder is under 500KB total than you can move all of the e-mail
messages at once, if it's over 500KB than only move 500KB or less at a time.

o If the folder is over 500KB you should make sure that you view the size of
individual e-mail messages. You should see a column called 'Size’.

Faolder Lisk x |

Outlook Today - [Mailbox - Cavallaro, Diane M.] TEST of RTF Tl FM

@ Calendar £ O Cavallaro, Diane M, test from 2k wino svc packs of ... Thu 2§27/2003 10:05 AM 1 MB
T Contacks Fin i ravallarn Niane b Toe ZIPEIPONT Q025 DM 44 KR

o If you cannot see the column called size make sure that Outlook is enabled to
view it by doing the following:

1% Sent Items - Microsoft Outlook

J File Edit IE Favorites Tools Actions Help a. C | | Ck ‘VieW’ from th e tOOIba r
J Mew Current Yiew  # Messages b . C hoose ‘Cu rrent m 2lxl
J— 5 Messages with AutoPreview VIeW’ from the  Description
= - 0@ Bt Follow-up Flag _ Importance, Icon, Flag Status, Attachment, To,
Folder List Qutloak Bar Lask Seven Days d ro p_d own menu o o 2::]?& -
Py e mmmeieate | o Choose =
OB oo ‘Customize o
[]% W , |T ;:::—do Messages C urre nt Vi eW’ fro m Other Settings. .. Fonts and other Table View settings
..... (“_@ = v — S — th e n ext d ro p_ Automatic Formatting... | User defined Fonts on each message
i Customiz Curret View... down menu —x | _om |
{}9 Journal Define Wigws. .. H T ] ] WA 3
_____ S Now Ealder Name i d. Click the ‘Fields’ button on the ‘View Summary
""" 2 Rotes - window
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shomFiciis 21|
Available fields: Show these fields in this order:
Contacks - Add - | Importance d O I
Conversation Ican
Created N | Flag Status |
D Mot Autodrchive SRemove Attachmenkt G

Download State
Due By

Follaw Up Flag
From

Jurk. E-mail Type
Message

Read

Received

Sensikivit = "
Er— - |
Froperties Delete |

Select avallable fields From:

IFrequentIy-used fields b

To
Subject
Sent

I
[Mave Up [ave Down |

e. Under the ‘Available Fields’ window on the
left-hand side click on ‘Size’ to highlight it. If
you do not see ‘Size’ on the left hand side
then it should be listed on the right hand side
and you can move to step ‘g’ below

f. Click the ‘Add ->’ button to move it to the
‘Show these fields in this order’ window on
the right hand side

g. Click on the ‘Move Up’ button until ‘Size’ is at
the top and click ‘OK’ and then ‘OK’ again to
return to the main Outlook window

h. Size should now be the first column

3. You can now highlight the messages you want to move and then drag them into the new
folder or that you’ve created or the ‘inbox’ under the Exchange account.

4. When you are all done moving e-mail from the folder you will notice that they have a line
through them. You must purge the moved messages from your old account before moving
on to the next folder.

o Click ‘Edit’ and ‘Purge Deleted Messages’ messages from the toolbar to clear
all of the moved e-mail.
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