Navigating around OWA

Mail page

On this page you can...

Access Mail, Calendar, People and Tasks
from the navigation bar

Access the settings

Search for emails page

(@5 Outlook Web App

@ New mail

<«

Create a
new email

4 Favorites
Inbox 1

Sent ltems

Drafts

a Ariel Lescott
4 Inbox 1
Administration
Training emails
Drafts
Sent Items
» Deleted Items
Junk Em

Notes

B Search™sl and people
INBOX ITEMS BY DATE ~

All Unread Tome Flagged

Mary Margot =N
Team Meeting 1712
LAST WEEK

x r

+ Tracey Ulverston
Re: Please Confirm: Visitor Parking Spac Fri 18/09
Hi Ariel, Thanks for letting me know, I wil et you kn...

LAST MONTH

Mark Schefer <«
Re: Rostering System Downtime - UpgradgCon  26/08/2015
Hi All Please be advised that the upgrade tp the Rost...

Mary Margot <l
Student Nurse Joining Team 26,08/2015
Hi All Chris Longtown will be joining our tepm from...

Mary Margot
Community Home Visits - Safeguarding Awfarer  26/08/2015
Hi All I neticed that the Staff Safeguarding feam are...

Petra Crosby <1
Upcoming Equality and Diversity Training 26/08/2015
Dear All We will shortly be rolling out our Eguality an...

Petra Croshy
Weekly Training Update Meeting Agenda

n.

26,08/2015

View drafts, sent items, deleted
items, junk email and any other
folders or shared mailboxes

See both read
and unread
emails

&«

p
Respond

4 Access
Outlook
Web App
\_ Help

to an email}

Mail Calendar Pecple Tasks Ariel M #* 7
. - . A
Re: Please Confirm: Visitor Parking Space
€= REPLY _ =REDLYALL = FORWARD
Tracey Ulverston Mark as read
Fri 18/05/2015 14:45
Inbox
To: OAriel Lescott;
# Flag for follow up. Start by 21 September 2015, Due by 21 September 2015
Hi Ariel,
Mary Margot B A
Thanks for letting me know, | will let you know w Team Meeting 17:12
Best wishes
Tracey ¢ LAST WEEK
Tracey Ulverston v Tracey Ulverston X P
f:&?;nmdeéz:?:z:; r:!;:r::::m Re: Please Confirm: Visitor Parking Space Fri T80
{ Hi Ariel, Thanks for letting me know, I will let you kn...
T: 01111111131
E: tracey.ulverston@fev.accenturenhs.co.uk LAST MONTH
. Mark Schefer €
From: Ariel Lescott ] . —
Sent: 18 September 2015 14:29 F‘.g: Rostering S;..-'ster!" Downtime - Upgrade Con  26/08/2015
To: Tracey Ulverston Hi All Please be advised that the upgrade to the Rost...
Mary Margot <l
Student Nurse Joining Team 26,/08/2015

Read emails in
the reading
pane

Hi All Chris Longtown will be joining our team from...
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Calendar page
On this page you can...

[

Easily access today’s date

ﬂﬁ Outlook Web App

@® New event September 2015
«Jan Feb Mar Apr May Jun Jul Aug Sep Oct Now
<«
Create a Calendar I Mary Margot
4 2 3
September 2015 Monday Tuesday Wednesday Thursday
new event MoT W T F 5 5 - 15ep 2 3
1 2 3 4 L1 [
7 8 9 10 1 12 13 Bank holiday 5:00 Team One-to- 9:00 Staff Commun 5:00 Home visits
14 15 16 17 18 19 20 2:00 Staff Commun
n 2 23 24 25 2% 27 +1
G Ll 7 3 9 10
13:00 Training 9:00 Incoming Refe 8:30 Visits 8:30 Visits
« MY CALEMDARS 13:00 Social Care P 9:00 Team meeting
+3
+ Calendar 14 15 16 17
8:30 Visits 900 Team One-to- 11:00 All team con 5:00 Home visits

4 OTHER CALENDARS

10:00 Medical Dire:

A H Mary Margot 1

21

13:00 Training

22

5:00 Incoming Refe

29

5:00 Team One-to-

15:00 Submit Moni

23
8:30 Visits
11:00 MDT review 1

30

13:00 Submit Moni

24

8:30 Visits

5:00 Home visits
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[ Choose how to view your calendar ]

Mail Calendar Peopi= Tasks Ariel Lescott » ‘(;. 7

Day Work week Week Month

Dec » (o to today B SHARE s PRINT
Friday Saturday Sunday >3 21 SEPTEMEBER 2015
4 5 6 13:00 Training
15:00 team meetini 3 hours Training Room 2, HQ =
il 12 13
13 19 20
25 26 27
13:30 Team Meetin
13:30 Team Megij

View calendars other than your own

~

[ View meetings in your calendar ]




People page

On this page you can...

[ View your personal contacts

Navigating around OWA

Search for contacts

(@5 Outlook Web App

@ New

L) Search people
All People Groups

Create a « MY CONTACTS

BY FIRST NAME +

new 4 My Contacts ~
Contacts
contact Abhay Kirkbride
« Directory

All Room
All Users
All Distribution LN§s

All Contacts a
Brijesh Hevellyn

n Andrew Lonsdale

Public Folders

Carole Barrow

Claire Powell

nJ k Thronthwaite

Mail Calendar People Tasks

Abhay Kirkbride

® 06

Contact Notes Organization

Send Email
abhay.kirkbride@dev.accenturenhs.co.uk

Linked contacts
Outlook - (Contacts)
Directory

Manage...

Ariel Lescott - ‘ [T

Eciith

@ | v
lonat| {Dal:mn

View contact names across the health and
social care sector

\

) |

View the details of your contacts
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Tasks page

On this page you can...

[ Create a new task ] [ View active, overdue and completed tasks ]
@5 Outlook Web App Mail Calendar People Tasks Ariel Lescott + ‘ & 2
@ New task ssue training update
Al Active Overdue Completed Ao [FcompLere aes
« FLAGGED ITEMS AND TASKS I[TEMS BY DUE DATE «
® Due in 2 days.
4 My tasks Friday
F d it d task: -
B2 IS ma = Complete training course > Due: 23 September 2015
Tasks 25 September 2015
W <dan Status: Mot started Owner: Ariel Lescott
Wednesday
% complete: 0 Total work: 0 hours .
¥ Issue FEmE update [6 = r Start date: MNone Actual work: O hours M On Itor
23 September 2015
oay Priority: Nommal Mileage: Mone a n d m a rk
Date complete: None Billing: Mone
Re: Please Confirm: Visitor Parking 5} &= [ Companies: None taSkS as

21 September 2015

. |:| Reminder |:| Mark private C0| I lplete
5] g
1830~
Repetition: Repeat the task Every Wednesday effective Wed 23/09/2015 until Sun 27/09/2015.
>
COwerdue

[ View flagged emails and created tasks ] [ View the details of your tasks ]




.
Settings page

On this page you can...

Eﬁ Outlook Web App Ariel Lescott * P v

®©

Go back to options my account

the inbox account shortcuts to other things you can do P
Fhoto —
page organize email

Set up an automatic reply message
groups Connect your mobile phone or device to your account
site mailboxes Connect Outlock to this account

Change your password

settings
phone General
Display name: jel Lescott
block or allow
Email address: ariel. osgott@deviaccentu
apps

Mailbox Usage

568.09 KB used. At 4 GBE you won't be able to send

contact numbers
Werk phone:

Mobile phone:

Edit your personal settings which are split into 8 categories; account,
organize email, groups, site mailboxes, settings, phone, block or allow and

apps
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Outlook Web App Help

On this page you can...

@ Ney

<«

4 Favorite!

Inbox

Sent It

/You can also\

press F1 on
your
keyboard to
access
Outlook Web

\_ AppHelp /

Drafts

4 Ariel Les
4 Inbox
Adn

Trail
Drafts
SentH

» Delete

Junk &

Motes

@ Support - Office.com - Windows Internet Explorer

L= &)

|] https://support.office.com/en-GB/client/results?Shownav=true&lci i

Outlook Web App Help
GCRORAN _ ¥y

Search

Mail in Outlook

MOTE If you want to specify whether to the
standard or light version of Outlook Web App.
Options>0utlook Web App version. The light versio
of Outlook Web App is designed for use with older
web browsers that are net supported by the
standard version of Outlook Web App, over slow
connections, and to meet accessibility needs by
providing a simplified interface that's easier to use
with screen readers.

When you open Outlook Web App, your Inbox is the
first thing you see. Your Inbox is where messages
sent to you arrive, and where you'll probably spend
the most time reading and responding to messages.

IMPORTANT  For the best mobile email experience,

we recommend that you install the latest Microsoft ¥
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Access Outlook Web App Help, after having searched
the User Guide for additional information

Mail Calendar People Tasks Ariel Lescott - ‘ &% ?
| . ~
sitor Parking Space

&= REPLY  @=RECLYALL =3 FORWARD

Brston Mark as unread

4:45

il September 2015. Due by 21 September 2015

ow, | will let you know when Jane's pass is ready.

eption
althcare

accenturenhs.co.uk

Search for online solutions by entering key words
associated with your query into the search box
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