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What is Microsoft® Exchange 2007 and Outlook®

Web Access?
As part of the EDUCATE email optimization project, the Department of Education (ED) email system has been upgraded to Exchange 2007. This upgrade brings ED up to a current technology release and provides a stable platform for the next few years.

With Microsoft Exchange 2007 and Outlook Web Access, you can use a Web browser to access your ED email, calendar, contacts, and tasks from any computer with an internet connection.

What’s New in Outlook® Web Access (OWA)?

OWA has been redesigned to bring you new features and enhanced functionality.

Among the new and enhanced features you will see are:

An Instant Search feature that makes it quick and easy to find messages, tasks, and contacts.

Drag-and-Drop functionality for moving items to/between folders and calendar entries to new times/dates.

Multiple ways of sequencing item displays using the new Arrange By feature. 
Color Categories that can be used to organize your messages, tasks, and contacts.

New messages appear automatically as they arrive, you do not have to hit the Send/Receive button to check for new messages.

Quota alerts have been added and show up automatically when your mailbox size is approaching its limit. You can also check your usage at any time.

When creating new email messages, you will find auto complete of recipient names, additional spell checking options, and enhanced formatting features.

The Address Book window now includes the Arrange By and Instant Search features, and you can filter to show all address book entries, people, or distribution lists only.

Web-ready document viewing that lets you view Word, Excel, PowerPoint, or Adobe attachments even if you do not have the application installed on your computer.

A Scheduling Assistant that makes it quicker and easier to schedule meetings.

New options that increase your flexibility in making OWA work for you.

1
Log On

1. Go to https://email.ed.gov/ using your internet browser.

2. Select the appropriate Security option: Public or Private.

3. Check Use Outlook Web Access Light if:

You are using a slow internet connection,

You are using an internet browser other than Internet Explorer 6 or later, or

You wish to use accessibility features for the blind or visually impaired.

See page 18 for an OWA / OWA Light feature comparison.

4. Enter your User Name.

5. Enter your Password.

6. Click Log On.
[image: image26.emf]
Public or Shared Computer

Select this option if you are using a public computer. Be sure to log off and close all windows to end your session.

Private Computer

Select this option if you are the only person who uses this computer. You may be allowed a longer period of inactivity.

2

Outlook Web Access Light

Select this option if you are using a slow internet connection, a browser other than Internet Explorer 6 or

later, or wish to take advantage of accessibility features available for the blind and visually impaired.

User Name and Password

Enter your network user name and password for access.
Navigation

Navigation in OWA has been improved with new and enhanced functionality including:

An Instant Search feature that makes it quick and easy to find messages, tasks, and contacts.

Reminders and Notifications that appear in the main window and can be redisplayed until dismissed.

Drag-and-Drop functionality for moving items to/between folders or moving calendar entries to new dates/times.

Multiple ways of sequencing the items displayed using Arrange By.

Color Categories that can be used to organize your messages, tasks, and contacts.

Instant Search

Instant Search is a feature you’ll probably use frequently. It helps you instantly locate mail, tasks and contacts by simply entering a word or phrase.

To perform an Instant Search, begin typing in the search box. As you type, your results display and the more you type, the narrower your results become. Then, simply click a result to open the message, task, or contact.

[image: image2.emf]
Click the down arrow to select a search area. The default is the current folder.

Click the double chevrons to select additional search criteria.
3
Notifications and Reminders

Notifications and reminders now appear as an overlay within the OWA window and can be accessed using drop down menus in the toolbar. New message notifications let you know if the new message is an email, voice mail, or fax. Access the message by clicking the notification.
[image: image3.emf]
[image: image4.emf]
New email message notification. Click to access the message.

Drag-and-Drop
OWA now supports Drag-and-Drop. Use the drag-and-drop feature to move folders, items within folders, calendar entries, etc. Simply select an item and drag it to its new location.

4
Arrange By
The Arrange By feature, available in message folders such as your Inbox, lets you choose how your messages are displayed: Date, From, To, etc. Conversation is a new option that arranges messages in a threaded view by subject.

	
[image: image5]

	Click the Arrange By down arrow to select a sort option and sequence (e.g., Newest on top).
	
[image: image6]


Color Categories

Categories can be used to help you organize and locate information. You can categorize messages, calendar items, contacts, and tasks.

	[image: image1.emf][image: image7.emf]
	
[image: image8]

	Click the Category icon associated with an item to select a category.
	


Note: Categories can be used when defining a search. 
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Mail

Viewing and managing your mail has gotten easier with OWA 2007.

New messages appear automatically as they arrive. You do not have to hit the Send/Receive button to check for new messages.

Unread counts in the folder tree stay up to date.

You can choose to display your reading pane on the right side of the window, below your Inbox, or not at all.

To move a message to a folder, simply select the message and drag-and-drop it into the desired folder.

It is easier to navigate through your messages using the paging controls at the bottom of the page.

Quota alerts have been added and show up automatically when your mailbox size is approaching its limit. You can also easily check your usage.
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6
Creating a New Message

OWA 2007 offers several new and enhanced features for email creation including:

Auto complete of recipient names,
Additional spell checking options, and
Enhanced formatting features.
[image: image10.png]Auto Complete || cises @ § @ % |t 8

e
@ ce.
s

Tohams.





	Spell Check

Spell Check now offers all of the options available in Outlook 2007 including:

Ignore words in UPPERCASE

Ignore words with numbers, and

Always check spelling before sending.


	 SHAPE  \* MERGEFORMAT 





Formatting Options

Formatting options have been expanded and are now more easily accessible.

7
Auto Complete of Recipient Names
In the new OWA, simply start entering a recipient name and the rest of the name will be automatically filled in if you have sent a message to the person before.

Browsing the Address Book

The Address Book window now includes the new Arrange By and Instant Search features, making it quicker and easier to find email recipients.

You can also filter address book entries to show:

All address book entries

People, or

Distribution Lists only.

[image: image12.png]
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Attachment Preview

OWA 2007 includes a new feature, Web-ready document viewing, which lets you view Word, Excel, PowerPoint, and Adobe attachments even if you do not have the application installed on your computer. To view the attachment, click the Open as Web Page link displayed to the right of the attachment name. The document is converted to a web page and displayed.
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Flag for Follow-up

You can flag your messages for follow-up and the flagged messages will appear in your task view.

Flags are associated with start dates. When flagging you can choose from a preset date (e.g., Today, Tomorrow) or select a specific date.
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9
Calendar

Viewing and managing your calendar has also gotten easier with OWA 2007. In addition to a totally new look and feel, you will find:

A new Reading Pane that lets you view appointment details and

A Scheduling Assistant that makes it quicker and easier to schedule meetings. 
Some of the things you will notice when you open your calendar are:

Day, Week and Work Week views. Selecting a specific date displays it in the current view.

Next and Previous buttons, and an Hourly time strip with a Now indicator.

Color Categories for calendar entries giving you improved visual scanning.

Colored free and busy status indicators based on how you responded to a meeting (e.g. Accept, Tentative).

An in-place calendar creation feature and the ability to simply select the calendar you want to view.
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Reading Pane

Instead of double-clicking an appointment to see the full details, simply select the appointment and click the Reading Pane icon.
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Scheduling Assistant

The Scheduling Assistant makes it easier to find times and resources for meetings.

1. To schedule a meeting using the Scheduling Assistant, from your calendar, double-click the time you want to schedule your meeting to display the Appointment dialog box.

2. Enter Subject, Location, Start time, End time and invitation text, attach documents, etc.
3. At this point, you can Click Add Invitees and enter the Required and Optional attendees, and Resource Requirements
- or –

Simply click the Scheduling Assistant tab.

The following steps show you how to use the Scheduling Assistant.
[image: image17.png]
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Scheduling Assistant (continued)

4. Click Select Attendees to select the required and optional attendees.

5. Click Select Rooms to select a room.

6. Click a Meeting Suggestion to assign the date, time, and room to the meeting invitation.

After you have entered the attendees and rooms, the Meeting Suggestions area in the bottom right corner of the window updates to show you suggested dates and ranks those dates from Good to Poor depending on attendee availability. Each suggestion includes the number of attendees and rooms available.

7. Click Send.
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Contacts
Managing your contacts is easier in OWA 2007.

A new Preview Pane provides all of the information about your contacts at a glance. Simply select a contact to view it.

An in-place folder creation feature helps you better organize your contacts. After creating a new folder, you can drag-and-drop contacts into the folder.
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Tasks
The Task area of OWA 2007 lets you view your tasks and any emails, calendar items, and contacts you have flagged.

Options in the left pane let you specify what is to be displayed. You can show All,Active, Overdue, or Complete and choose:

Flagged Items and Tasks, or

Tasks only.

The in-place folder creation feature helps you better organize your tasks. After creating a new folder, you can drag-and-drop tasks into the folder.
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Options
OWA 2007 has new options that increase your flexibility in making the application work for you. In this section we will look at some of the options you may find valuable.

To access OWA options, click the Options icon found in the upper right corner of the OWA window.
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Options (continued)
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Feature Comparison OWA / OWA Light

The following table shows you which features are Available / Not Available in Outlook Web Access and Outlook Web Access Light.

	Feature  
	Outlook Web Access
	Outlook Web Access Light

	Spelling Checker 
	Available 
	Not available

	Reading Pane
	Available 
	Not available

	Accessibility for Blind and Low Vision Users 
	Not available 
	Available

	Notifications and Reminders
	Available 
	Not available

	Weekly Calendar Views 
	Available 
	Not available

	Compose Messages by Using HTML
	 Available 
	Only plain text is available in Outlook Web Access Light.

	Calendar Options
	Available
	Limited to the following features:

• Show week numbers
• Set the first day of the week
• Select days of the week
• Set day start and end times

	Arrange By
	Available
	Limited to a subset of choices, depending on the folder type.

	Right-Click Menu
	Available 
	Not available

	Drag-and-Drop
	Available 
	Not available

	Explicit Logon
	Available 
	Not available

	Type-down Search 
	Available 
	Not available

	Resource Mailbox Management
	Available 
	Not available

	Appearance (Color Scheme)
	Available 
	Not available

	Voice Mail Options 
	Available 
	Not available
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Paging  Controls





Drag-and-Drop messages into folders.








