MAINE MARITIME ACADEMY

A College of Engineering, Management, Science, and Transportation

Outlook Guide

Wl
L ']

Outlook ~

Microsoft®

Exchange ©

If you have any questions please contact the MMA Helpdesk by creating a
Helpdesk ticket, sending an email to Helpdesk@mma.edu, or calling (207) 326-
2240.



mailto:Helpdesk@mma.edu

Table of Contents

INEFOTUCTION .ttt sttt st e bt et e bt e b e e s bt e sbeesatesanesanesanesabeebeenneen 3
LAY o (ol g - [ =SSP 3
How do | access my email through Microsoft EXChange? .......coooiiiiiieii e 3
DTINIEIONS ..ttt et ettt e s e s bt e e hb e st e e s bt e s bt e e s abe e s be e e ba e e abeesabeeebeeebeeesabeesbeean 4
ACCESSING OV A it ———— bt ————————————— 1ttt atatatatataaaeaaaeaaa 5
L6 =@ XY= o' =Y | USPPRN 6
ACCESSING OWA EMAIL..ceiiiiiiiiiicieee et e e e e e st e e e e e e e et e e e e eeeesesasbteeeeeeeesnnsseneneeeseannnnns 6
Composing or reply t0 an €Ml . ... e e a e e aarae s 9
USING OWA Cal@NAANING ..veiiiiiiiieciiiie ettt e s e s e e e s e e e e st ae e e eabaeeeessbaeeesnssaeessnseaeeennsees 13
ACCeSSING OWA CAlENUAINNEG....cuiiieeiiiie ettt e e et e e et e e e st e e e e s bae e e s abeeeeeabaeesennreeesansees 13
Creating @ meeting Or APPOINTMENT ....uui e erae e reeeeeeeeeererereneens 15
(@00 a1 T {0 g1 o T= @ 1V d Lo Yo USSR 18
Using the Outlook desktop client @mail.............eeeiiiiieciiieee e et re e e e 20
2T Tolr =T o = | T a1 = o = ol IR SRS 20
Compose Or reply t0 @an €MAIl.....cccciiii i e e e et e e e aae e e e aaaee s 21
RECAIlING @ SENT MESSAZE ..vvvieeiiiiiiciiitiee et e e e e e e e e e st re e e e e e e s e aebeeeeeeeessassseeeeeaeeeannsanneaeeens 24
Using the Outlook desktop client calendaring........ccoccciiieiee e e e 26
i Yolol =T Y= Yo TU i or-1 =T o F- Y PSP SPR 26
Scheduling @ meeting or aPPOINTMENT ......uiiiiiiiie e e ere e e e etae e e e eabae e e saneeas 28
Advanced MEETING SETEINGS ...cccviiei it e e e e et e e e e abe e e e s bbee e e s abeeeeennraeeeennees 32
Configuring the mobile OULIOOK ClIENT.........ccuiiiieieee e et e e eeara e e e eanes 33
Accessing YOUr €mMail @rChiVe .........uviiiiii e e e e e e et e e e e e e e ra e e e e e e eenanns 35
Search for archived Mail ........oociiiiiii et ettt e bt e eesaneas 36
Viewing all archived mail from folders ... e e 39
Other EXChaNnGe tOPICS wuviiiiiiieciiiiieee et e e e e e et e e e e e ssb e e e e e e e e s snntaaeeeeeesennsssrneeeeeesennnsnnnnes 41

Setup teXt MESSAGING SEIVICES coiiiiiiii it s e aaannanes 41



Introduction

This document is designed to introduce you to Maine Maritime’s new email system, Microsoft Exchange.
It will help you understand what Exchange is, what you can do with it and how to access it. And
remember, if you have any questions, the IT Helpdesk can be reached at extension 2240, through our
ticketing system at helpdesk.mma.edu, or in person in the basement of Leavitt Hall.

What is Exchange?
Exchange is Microsoft’s email and calendaring backend. It runs on MMA's servers and provides email
services for everyone with an MMA account.

How do | access my email through Microsoft Exchange?

There are several ways you can access your email. One way is through the desktop client, Outlook.
Accessing your email through the Outlook client is a powerful way to view emails, calendars, and other
information that Outlook provides. While it is the most feature-rich way to access your emails, it does
require a small amount of setup.

You can also access your emails through the Outlook Web Access portal, or OWA. OWA requires no
setup aside from a simple login and is available anywhere with internet access. There are some features
that work better with the Outlook desktop client, however the majority of day to day tasks work
excellently in OWA.

You can also access Exchange on a mobile device, either through the Outlook app, which is available for
both Android and Apple’s iOS, or a mobile web browser like Chrome or Safari.

Exchange can also be accessed through a number of third party email applications. There are several
popular options, both for Windows and mobile phones. However, because of the number of these
applications, we won’t be going over how to set them up.



Definitions

OWA: An acronym meaning Outlook Web Access. This is the interface you use when you access your
email through a web browser, like Google Chrome, Microsoft Edge, Internet Explorer, or Firefox. It
requires little to no setup and you can use it anywhere you have internet. While OWA is easy to use, it
lacks some more advanced features of the Outlook Desktop client.

Meeting: An invitation you can send to multiple people or mailing lists. People who accept a meeting
request will be listed as busy in their calendar.

Appointment: An Appointment can’t be sent to multiple people. Instead it marks you as busy. Useful
when scheduling out tasks you have that require your full attention, so people know not to send you
meeting requests for those times.

Outlook: a Microsoft program used to access Microsoft’s email backend, called Exchange. Outlook is a
desktop program and is a member of the Microsoft Office Suite of programs. It’s installed for free
through the MMA Helpdesk. It is more advanced than OWA, but requires more setup.

Exchange: Microsoft’s email and calendaring system. It runs on an MMA server and provides these
services to anyone with an MMA account. Exchange is accessed through Outlook.

Add-in: third party programs and scripts that add functionality to Outlook. There are many add-ins
available and range in usefulness. Many large 3™ parties have developed Outlook add-ins to augment
their software suites. An even greater number of independent programmers have created add-ins to
improve any given aspect of Outlook or add additional functionalities.

Recall: a function in the desktop Outlook client that allows you to unsend an email. This feature will only
work in an unread message sent to someone with an MMA email account. It won’t work with 3™ party
email servers like Gmail or Yahoo.



Accessing OWA
Accessing your email through OWA is a very straightforward process.

Open your browser of choice and navigate to http://mailx.mma.edu. It will load a page that

looks similar to the image below.

MAINE MARITIME
ACADEMY

User name:

Password:

® signin

e Login using your MMA account
O Your username is usually firstname.lastname

e Enter your password


http://mailx.mma.edu/

Using OWA email

Accessing OWA email
The default view for OWA email looks like this:

Search Mail and People ,O @ New | v

~ Favorites Inbox All v

A Nathaniel Zmek Nathaniel Zmek
» Sample Email 2:46 PM

~ Inbox 1
IT Statf ST

Drafts
Sent ltems
Deleted lems 1
Archive

Helpdesk 39

Junk Email

Notes

RSS Feeds

Scheduled

IO
1

Choose a message fo read it.



As you can see, the page is divided into three columns:

Search Mail and People ,O ﬁ"-‘ New |V
v Favorites Inbox All v
~ Nathaniel Zmek Nathaniel Zmek
~ Inbox 1 ¥ Sample Email 2:46 PM
IT Staff S o

Helpdesk 39

Junk Email

Scheduled

Choose a message to read it.

Column 1 is your main navigational tool. It is where you can see how many unread emails you have, your
different email folders, your unsent draft emails, and your deleted items.

Column 2 is your folder view. Once you click on a folder to access, the emails in that folder will appear in
this column. Unread emails will always have a blue line next to the message on the left, signified by the
red arrow. In the sample above, you can see that there is one email in the folder and that it is unread.



Column 3 is the preview pane. Clicking on an email once will open the message in this column.

Search Mail and People ,O 3_'\ New | v i Delete = Archive Junk |v Sweep Moveto v Categories v was
v Favorites Inbox All v Sample Email A
A Nathaniel Zmek Nathaniel Zmek

~ Inbox 1 » Sample Email 2:46 PM Nathaniel Zmek S Replyall | v

IT Staff
Drafts
Sent ltems
Deleted ltems 1 This is a sampla email for documantation,

Archive - ) y
If it were a real email, the body of the email would appear here.
Helpdesk 39

Junk Email

Scheduled

As you can see, the email is now open in the preview pane.



Composing or reply to an email

You can write a new email by clicking on new, highlighted by the left arrow. After you’ve read the email,
you can access options through the menu highlighted by the right red arrow. Note that the default
option for a reply is “Reply All”, which may not be the best option for each email you receive.

~
4

Search Mail and People ,O ® New | v @ Delete & Archive Junk |v  Sweep Moveto v  Categories ™ e

All v Sample Email

»

v Favorites
~ MNathaniel Zmek
2:46 PM

~ Inbox 1 » S Replyall | v

IT Staff

Drafts
Sent ltems
This is a sample email for documentation.

If it were a real email, the body of the email would appgfar here.
Helpdesk 39

Junk Email
MNotes
RSS Feeds

Scheduled



When clicked, the following options will appear:
‘mek H Reply all | w

Reply

L4

Reply all
Forward

rdoct  Peply all by meeting

e bod

Delete

Delete all messages from Mathaniel Zmek
Mark as junk

Mark as phishing

Mark as read

Flag

Print

View message details

Open in a separate window

You can select the option that’s best.



Replying to an email looks like this:

Sample Email A
. A

To: Mathaniel Zmek "

B4 Show message history

Bl o twesrs v
Nathaniel Zmek D Reply all | v

Today, 2:46 FM

Mathaniel Zmek =

nbox; Sent [tems
This is a sample email for documentation.

If it were a real email, the body of the email would appear here,

Here is a guide to the icons in OWA:

allows you to upload an attachment

allows you to insert an image directly into the body of an email

B &

opens the emoji menu

enables the font format bar, which allows you to change the color, fontface, and size of text

enables add-ins

@ O




Once you have typed your response, you can send your email by clicking on the “Send” icon shown
below:

i Send B Attach @ Add-ins Discard  ses C]
To A Mathaniel Zmek x Bce
Cc

Re: Sample Email

From: Nathaniel Zmek

You can also discard your message by clicking the discard icon:

i Send B Attach @ Add-ins Discard  ses C]
To n Nathaniel Zmek Bce
Cc

Re: Sample Email

From: Nathaniel Zmek



Using OWA calendaring

Accessing OWA calendaring
You can also access your calendars through the web interface. You can access your emails by clicking the

icon highlighted below:

Calendar

Tl bomar TR SRImT

This opens the main OWA menu. From here, click on Calendar.

This is the default view for OWA'’s calendaring. There are three main panels:

1) The overview panel
2) The calendar panel
3) The agenda panel

B addcender v O Share ® Pring

P Searen Cubendar F piew (v B Adg cavend

< anuary 201 >

< » lanuary 2018 ¥

10 hvatime Saining and b

Yin o pager st raiing i Al things baciap
I

9 NOVATIme raising

AR
1 2 Rl 3



The overview panel allows you to easily swap between months and calendars you have permission to
view. You can swap through months by clicking the arrows next to the name of the current month.

< January 2018 >

0 N

14 15 16 17 18 19 20

21 22 2325 26 2V

28 29 30 AN

Clicking the < icon will hide the Overview panel. In order to access it again, click the icon again.



Creating a meeting or appointment

@ New | Vv
You can add an event by either clicking or by selecting the day that you want to have the

event on, right clicking, and selecting new.

The Create an Event Wizard looks like this:

Details People r& Scheduling assistant

| -

Nathaniel Zmek

FaElanT Organizer

Thu 1/18/2018 - v Allday
Thu 1/18/2018 - Frivate
Never - Calendar

Nene v | | Free -

Add an email reminder

W @B T UM A& A

11

11
il
Ll

¥
<



= Save
Once you have filled out the appropriate information in the wizard, select . The event will

now appear in your calendar panel.

You can change the view of the calendar panel by selecting one of the options on the right:

Day Work week Week Month = Today

Saturday Wednesday, January 24, JU18 »

(D]

This will change the view of the calendar panel to your preferred view, either by day, work week, week,
or month.



The agenda panel displays your events and meetings in a single column view. It will sort them by time.

Day Work week Week Month = Today

Thursday, January 25, 2018 ¥

11:00a NSO 2018 Initial Logistics Meeting, 1/25/2018 1
1 hour TEMTATIVE: 1954 Classroom

11:00a NSO 2018 Initial Logistics Meeting, 1/25/2018 1
1 hour TEMTATIVE: 1954 Classroom



Configuring Outlook
Configuring the Outlook desktop client on your Academy issued computer is a very straightforward
process. You will need to be connected to the internet for first-time setup.

First, open Outlook. The initial account setup screen will be displayed.

Welcome to Microsoft Outlook 2016

Welcome to Outlook 2016

Outlook is your personal assistant, helping you manage your life with
powerful tools for email, calendar, contacts, and tasks.

Let's get started. In the next few steps, we'll add your email account.

Cancel

Click next.

Microsoft Qutloock Account Setup

Add an Email Account

Use Qutlook to connect to email accounts, such as your organization's Microsoft Exchange Server or an Exchange
Online account as part of Microsoft Office 365, Outlook also works with POP, IMAP, and Exchange ActiveSync
accounts.

Do you want to set up Outlook to connect to an email account?

(@) Yes

ONo

Click next.



Add Account

Auto Account Setup
Qutlook can automatically configure many email accounts.

Mathaniel Zmek

E-mail Address: Mathaniel. Zmek@mma.edu

Example: ellen@contoso.com

O Manual setup or additional server types

< Back Cancel

As you can see, Outlook has populated the required fields. Now click next.

Add Account

Searching for your mail server settings...

Configuring

Outlook is completing the setup for your account. This might take several minutes,
' Establishing network connection
o Searching for Mathaniel.Zmek@mma.edu settings
L Logging on to the mail server

Congratulations! Your email account was successfully configured and is ready to use,

Dghange account settings Add another account...

This confirmation is the last step. Assuming there were no errors, you should now have the Outlook
desktop client configured! Outlook will begin downloading your mail and will be synced in a couple
minutes.



Using the Outlook desktop client email

Basic email interface
You can open Outlook by clicking on the Outlook icon or searching for it in your start menu.

The default Outlook interface looks like this:

Sample Emall
Dt erru
This 1 & sample emai for dacumentation.
+ thasiel sinek@nma sdu it weve @ real emad, the body of the email would appese here.
ik
75t
asts 7]

Lent
Deletact ey
Bachies
Helpdesd

bt Emad

R Fesch
Lonadited
Seanch Fulders

it department calerdlar

Aatokden s vptadats.  Connaded b

This is your inbox. Most emails you receive will be displayed here.

The home ribbon is where most email actions will take place; you can create a new email, reply to an
email you’ve received, forward an email, and create a new calendar event from here.

T s 2 5 3 3 i -
0 - T hgnore P f — i 1
&3 >" x [ g [ B Meting 20 Helpdrsk £, T Manager [ Team Ermail - 1) ] 3 ] [ Adariss Book
New  New CleanUp = Desgte Reply  Reply  Forwaed o ors = v — Move  Rules OneMote  Unvesd! Categorze Follow
Emal  hems- g 4 Mo LV ’ . . Rrad ¥ Up= T it i
g Junk = -
Mw Delete Respang Quicie Steps . Mave Tan Firnd
« Favorites N B2 [Cunertbiaiibes -] | [P Tus 1232018 246 P



Compose or reply to an email
In order to write a new email, click here:

41

=5 -

Home Send / Receive Folder

Ijl = |I:| E-l;l?(' lgnare x
>
Mew Mew CleanUp~  Delete
Ermail [terns = .
(Vo) Junk =
Mew Delete
. £
4 Favorites Search C
All Ur
4 Tod:

Commd ompmm

This will open up the new message interface.

=] L T Untitled - Message (HTML) = - [m] ®
Message Insert Options Format Text Review @ Tell me what you want to do...

Cut slal ‘0.\', M| U /‘j- ™ Follow Up - a
! V@ 2 ==
Copy Address  Check Attach  Attach Signature | HighImpartance Office
Paste B I U - A Book  Mames Filew  lem- - Add-ins
- Format Painter ¥ Low Importance
Clipboard ] Basic Text Names Include Tags LM Add-ins ~

To.. ||l

=

send

ce..

Subject

You can type the email recipient in the To line of the email. Separate email addresses are separated with
a semicolon. Outlook will recognize when you are looking to send an email to someone you have already
sent mail to and will offer to auto-complete the address for you.



Notice that there is no line for a BCC address. In order to add a BCC recipient, click on the To... box, as

shown below:

To...

LL...

Subject

(-

This will open the Contacts Manager.

Search: @ﬂame only OMU[E columns  Address Book
I | 6o | [Global Address List - NathanielZmek@mm «|  Advanced Find
| Mame Title Business Phone Location Department E-mail Address Company |
2017 Reg Students 2017RegStudents@mma.edu ~
4% 2018 Reg Students 2018RegStudents@mma.edu
245 2019 Reg Students 2019RegStudents@mma.edu
4% 2020 Reg Students 2020Reg5tudents@mma.edu
4% 2021 Reg Students 2021RegStudents@mma.edu
4% AC Voting Members ACVotinoMembers@mma.edu
4% ACS Members ACSMembers@mma.edu
&% Adjunct Faculty AdjunctFaculty@mma.edu
45 Advisors Advisors@mma.edu
A% All MMA Women AlIMMAWomen@mma.edu
&% Al Staff and Faculty AllStaffAndFaculty@mma.edu
& Eryan Waolf Web Master 0137 Campus Comput... Bryan Wolf@mma.edu 000023954
; campus-battery-backups rampus-battery-backups@mma.edu
L5 CATS CATS@mma.edu
& Christopher Brinn Simulation Technician 2336 Mavigation Simu... Christopher.Brinn@mma.edu 000027162
4% Class of 2018 Class0f2018@mma.edu
4% Class of 2019 Class0f2019@mma.edu
&5 Class of 2020 Class0f2020@mma.edu
45 Class of 2021 Class0T2021@mma.edu
& Compellent Alerts compellentalerts@mma.edu
4% CruiseStudents CruiseStudents@mma.edu
& Dallas Towle PC Support Specialist 1l 4716 ES Leavitt Hall Academic Comp... Dallas.Towle@mma.edu 000009432
& Demo Calendar democalendar@mma.edu
& Dynnise Littlefield Application Systems Mana... 2490 B-7 Leavitt Hall Campus Comput... Dynnise.Littlefield@mma.edu 000010041
% Faculty Mailing List FacultyMailingList@mma.edu
4% Faculty Union FacultyUnion@mma.edu
4% Graduate Students GraduateStudents@mma.edu
& Health Services healthservices@mma.edu
& Heidi Pugliese System port Spedialist 0157 Administrative C... Heidi,Pugliese@mma.edu 000027164
&% Hourly Staff List HourlyStaffList@mma.edu
4% Incoming Freshman i edu &
< >
- 11 |
o |
EC |
ox

Here, you can search for the email address of someone you would like to send an email to and add a
BCC recipient to your email in the bottom of the dialog and highlighted with an arrow.



You can set Outlook to always display the BCC line in your New Message dialog by creating a new email,
clicking the Options ribbon, and selecting the BCC option in the “Show Fields” section.

H - = Untitled - Message (HTML) = o S
Message Insert Options Format Text Review Q Tell me what you want to do...

. s
s LR == oty B Oy &
] e ) Request a Delivery Receipt ==t v(_
Themes Fonts~ Page Bec From Use Voting Save Sent  Delay Direct
- _ Color Permission - gytions - Request a Read Receipt ltem To~ Delivery Replies To
Effects+ -
Themes Show Mds Permission

Tracking & More Options [0

Send

Subject

Replying to an email looks very similar to creating one, and is done by selecting an email you would like
to reply to and clicking the reply button on the Home ribbon, as shown below.

41

end / Receive Folder View @ Tell me what you want to do

//—\\ {_}//_,—-\\ _.-'/-\\

— M~ [ ER Meetin
X QRS mven
Clean Up~  pelete Reply Reply  Forward
All |E-|!| Mare =

;_T(' lgnore

S,Junk*

Delete
£

Respond

Search Current Mailbox (... Current Mailbox -

All Unread
4 Today

Mewest +

Harrard Ricinacs Rawviews

This will open the same message dialog as creating a new email. You can also forward and reply all to a
message from the same section in the Home ribbon.



Recalling a sent message
If you sent an email to the wrong person or you noticed that you need to make a revision, Outlook
includes a recall feature that will allow you to unsend an email.

This feature currently only works if the recipient has an Exchange account in the same organization. So
this feature will not recall an email you send to an outside source, like Gmail or Yahoo.

In order to recall an email you have sent, go to your Sent folder, as shown below.

cmall ITems = .
) Junk =
MNew Delete
. £
4 Favorites Seal
Inbaox All
P
Sent ltems
Drafts [10]

Deleted ltermns 6

4 pathaniel.zmek@mma.Adu

4
Inbaox T

IT Staff

From here, open the message you would like to recall by double clicking on the message. This will open
in a new window.

In the Message tab in the ribbon, go to the Move section. There, you will see the “More Action Items”
drop down, highlighted below. Select “Recall this message...”



b1 I

&
a8 X
&7

Tracking

ow

Total recall - Message (HTML)

Y Archive E", To Manager
ET Team Email v Done Mave
Quick Steps [F o

= Mark Unread

=1 T
_r)!ﬁ ==. Categorize ~

R [* Follow Up -

Edit Message Fa

r, Recall This Message...

’B Resend This Message...

View in Browser

] QOther Actions 3

This will open the recall dialog.

Some recipients may have already read this message.

Inboxes, if they have not yet read this message.
Are you sure you want to

@gelete unread copies of this message

Iell me if recall succeeds or fails for each recipient

Message recall can delete or replace copies of this message in recipient

O Delete unread copies and replace with a new message

[ ok

i | Cancel

Al

From here, you can select either option. However, “Delete unread copies of this message” is more

flexible in that it gives you more time to write an alternate message.

Once you hit OK, Exchange will then attempt to recall the message from any recipient you sent the email
to. The system will send you a message, notifying you that the email either successfully or unsuccessfully

recalled the message.

Please note that recalling a message is not available in OWA.



Using the Outlook desktop client calendaring

Accessing your calendar
The Outlook desktop client includes a robust calendaring and event system. You can access it by clicking
on the calendar icon on the lower right hand side of the Outlook interface:

Mew Delete Respond
N <
4 Favorites Search Veeam Logs (Ctrl<E) O | Current Folder -
Inbox All Unread ByDate =  MNewest
‘We didn't find anything to show here,
Sent ltems
Drafts [7]
Deleted ltems

4 nathaniel.zmek@mma.edu
4 [nbox
IT Staff

Drafts [7]

Sent ltems

Deleted ltems

Archive

Helpdesk

Junk Email

Outbox
RSS Feeds
Scheduled

Search Folders

I it department calendar

I printer-alerts




This is the default calendar view:

= £
Bosk
T a5 1 Aoy
ok sy
Jan 1,18
s Ottce: 1510m Mtome Ysining s trist 1T
B Mard & Raca; Vil Mantes
1% 17

B —— =
&

e MR 2008 it Lespiticn
pIeon 1 TEwRE
Osher Calendars i, VS ol A ea

The column marked 1 allows you to select the month of the calendar being displayed as well as view any
shared calendars you have permissions to view.

Most actions you will need for calendars is done in the Home ribbon, which is on the top of the calendar
interface.

Home Send / Receive Folder View @ Tell me what you want to do...
T RS & BFER OAEEE S0 MER S
New New New

BAddressBook
New Skype Today  Mext7 Day Work Week ~ Month Schedule Open  Calendar E-mail  Share  Publish  Calendar
Appointment Meeting ftems~ Meeting Days Week View Calendar~ Groups~  Calendar Calendar Online~ Permissions

MNew Skype Meeting Go To ] Arrange LF] Manage Calendars Share Find

It includes shortcuts to many frequently used tasks, such as creating new appointments and meetings as
well as changing the view duration from a single day, up to a month. It will also let you open a .cal file
and will allow you to publish your calendar as well.



Scheduling a meeting or appointment
Outlook calls events that only you have or need access to Appointments. If you would like to invite
someone else to an event, create a Meeting.

Creating a new Meeting opens the Meeting dialog.

H i ¢ n - = %

Xa— ERE & B

e canmcts

00 P - 1230 PR
suit D Tewte

R0 P 1 P

st Culat Towe

200 1 - 250 i
= Culey Teute

o | | R

230 P - 4200 Pl
rict Caay Toud

This dialog will allow you to create and send a meeting invitation to anyone using an email system with a
calendaring function built in.

To create your meeting, first enter the addresses of the people you would like to invite. You can send an
invite to individuals or to mailing lists. If you don’t know the address of someone you would like to
invite, click the To... box.

o You haven't sent this

To..
Subject
Send
Location
Start time



This will open the Contacts Manager dialog.

Select Attendees and Resources: Global Address List

Search: (® Mame only () More columns  Address Book

| ‘ Go

Global Address List - Mathaniel.Zmek@mm Advanced Find

Business Phone

[ name Title

Location

Department

E-mail Address

Company

2017 Reg Students
&% 2018 Reg Students

2% All MMA Women
&% All Staff and Faculty

4% Hourly Staff List
4% Incoming Freshman

<

2017RegStudents@mma.edu

2018RegStudents@mma.edu
245 2019 Reg Students 2019RegStudents@mma.edu
4% 2020 Reg Students 2020RegStudents@mma.edu
4% 2021 Reg Students 2021RegStudents@mma.edu
4% AC Voting Members ACVotingMembers@mma.edu
4% ACS Members ACSMembers@mma.edu
2% Adjunct Faculty AdjunctFaculty@mma.edu
4% Advisors Advisors@mma.edu

AlIMMAWomen@mma.edu
AllStaffAndFaculty@mma.edu

& Eryan Wolf Web Master 0137 Campus Comput... Bryan Wolf@mma.edu

& campus-battery-backups campus-battery-backups@mma.edu
45 CATS CATS@mma.edu

3 Christopher Brinn Simulation Technician 2336 Mavigation Simu... Christopher.Brinn@mma.edu
&% Class of 2018 Class0f2018@mma.edu

&% Class of 2019 Class0f2019@mma.edu

45 Class of 2020 Class0Of2020@mma.edu

45 Class of 2021 Class0f2021 @mma.edu

3 Compellent Alerts compellentalerts@mma.edu
&% CruiseStudents CruiseStudents@mma.edu
& Dallas Towle PC Support Specialist 1l 4716 EZ Leavitt Hall Academic Comp... Dallas.Towle@mma.edu

& Demo Calendar democalendar@mma.edu

& Dynnise Littlefield Application Systems Mana.., 24%0 B-7 Leavitt Hall Campus Comput... Dynnise Littlefield @mma.edu
4% Faculty Mailing List FacultyMailingList@mma.edu
4% Faculty Union FacultyUnion@mma.edu

4% Graduate Students GraduateStudents@mma.edu
& Health Services healthservices@mma.edu

& Heidi Pugliese System Support Specialist 0157 Administrative C... Heidi.,Pugliese@mma.edu

HourlyStaffList@mma.edu

edu

000023954

000027162

000009432

000010041

000027164

Optional -=

Resources -»

Dallas Towle; Heidi Pugliese; Lisa Roy

You can search for users in the search box, highlighted above with an arrow.

Once you have selected the people or lists you would like to send a meeting invitation to, click on OK.

This will return you to the Meeting Creation dialog.

Cancel




The right hand column of the Meeting Creation dialog includes the Find a Room and Conflicts section.

~

Room Finder X

4 February2018 b

Su Mo Tu We Th Fr Sa
28 [29] 12 3

M Rooms.. 4 5 6 7 8 9 10
112 13 14 15 16 17
18 19 20 21 22 23 24
25 26 27 28

Good Fair Poor

Choose an available room:

MNone

suggested times:

8:00 AM - 8:30 AM
Mo conflicts

8:30 AM - 9:00 AM
No conflicts

10:00 AM - 10:30 AM
No conflicts

11:30 AM - 12:00 PM
Mo conflicts

10:30 AM - 11:00 AM
1 conflict: Lisa Roy

11:00 AM - 11:30 AM
1 conflict: Lisa Ray

12:00 PM - 12:30 PM
1 conflict: Dallas Towle

12:30 PM - 1:00 PM
1 conflict: Dallas Towle

2:00 PM - 2:30 PM
1 conflict: Dallas Towle

3:30 PM - 400 PM
1 conflict: Dallas Towle

S A aEs

This function searches rooms at the Academy that are not scheduled for meetings at the meeting time
specified and will automatically check the room out for your meeting.

The Conflicts section displays all possible timeframes and whether or not a person listed as a meeting
participant has anything scheduled at those listed times.

If you’re having difficulty scheduling a meeting, you can use Outlook’s Scheduling Assistant. You can
access the Scheduling Assistant by clicking the Scheduling Assistant icon in the Meetings Ribbon:

H &7 =

Meeting Insert Format Text Review Q Te
J’_‘\I
_— (=

x E‘l Calendar D = 5
Delete ) Appointment Scheduling Skype
tﬂ Forward ™ ssistant Meeting
Actions Show Skype Meet

o\’nu haven't sent this meeting invitation yet.



The Scheduling Assistant looks like this:

e canficts

o | | R
«

] ercamer WOt 91 OF vank .« 8

It shows in a spreadsheet the times each person you’ve included in the To line. Times that people are
marked as busy are blocked off with blue.

It is important that you use Outlook as your calendar management software, as the Conflicts Manager
and Room Finder only work if everyone enters their meetings in Outlook. This will not work with
meetings entered in any other calendaring system, like Google or Yahoo. So please, if MMA is going to
have this as a function that everyone can use effectively, do your part by scheduling your Meetings and
Appointments through Outlook.



Advanced Meeting Settings
Outlook has several features that will allow you to customize your Meetings and Appointments.

You can make a Meeting or Appointment recurring by clicking on the Recurrence button in the Options
section of the Meetings Ribbon. This will allow you to set how frequently a meeting happens. The
Recurrence Dialog looks like this:

Appointment time

Start: 8:00 AM w
End: 8:30 AM w
Dwuration: | 30 minutes e

Recurrence pattern

() Daily Recur every |1 week(s) on:

(®) Weekly [ sunday [Imanday ] Tuesday [Jwednesday
C Manthly [ thursday [ Friday [ saturday

O Yearly

Range of recurrence
Start: |Tue 2/6/2013 «| @ HNg end date

O End after: 10 OCCUrTences

() End by: Tue 4/10/2018 -

Cancel Remove Recurrence

Once you have selected your options, click OK.



Configuring the mobile Outlook client
Configuring the mobile Outlook client is a bit more difficult than setting up the desktop client and will
require a small amount of setup.

First, download the app from your phone’s app store, either Google Play or Apple’s App Store. The icon
should look like this:

Once the application is installed, open it. You will be greeted with the following screen:

@ App Sto.. secoc T 2:50 PM -
Add Account (2)
Enter your work or personal email.

Email Address

Microsoft may email you about Qutlook Mobile,
You can unsubscribe at any time
Privacy Statement



Enter your email address into the prompt, which is firstname.lastname@mma.edu. After a short while,
the app will then ask you what your email provider is. Tap Exchange.

eeoo0 ATAT F 2:51PM -
Add Account
Select your email provider:
MICROSOFT

J G o8

ADVANCED

Ip? Contact support

This will load the Exchange configuration dialogue. Make sure the “Use advanced settings” slider is
checked and then enter the following information into each input:

Email Your firstname.lasthame@mma.edu.
Password Your email password

Description | Can be whatever you like. This setting names
your inbox in the app only.

Server Mailx.mma.edu
Domain Campus
Username Firstname.lastname

Once you have entered this information, tap “Sign In”. The app will then ask you if you would like to add
another account. For now, tap “Maybe Later”.

The app will now load your inbox along with a tutorial on how to use it. It is highly recommended that
you follow the tutorial in order to learn how the app works.


mailto:firstname.lastname@mma.edu

Accessing your email archive

You may find that you have deleted or lost an email that you need. Maine Maritime has an email archive
service that can help you recover your messages. MMA keeps email archived for up to 2 years.

In order to access the MMA email archive, go to xarchive.campus.mma. This will bring you to the
following site:

Sign in with your userid

Password

Log in using your MMA account information.
The default interface for the archive looks like this:

INTRADYH

SEARCHING Mailbox 2 monams -
Search = All recetved and sont
Rocatved
Saved Searches Sent
Arehive
MY VIEWERS Helpdesk

% All Folders

My Mailbox

My Exported Results

solecied: 0 of O results.




Search for archived mail
You can search for specific mail though our email archive.

First, click search in the left column of the page:

INTRADYN

Email Archiving & eDiscovery

SEARCHING Query Terms

Search
Email Date Sent
Saved Search.=s
Email From
MY VIEWERS Email To
My Mailbox Email Text

My Exported Resulis

selected: 0 of O re

This brings you to the email search interface:

INTRADYN

wedoctindt 0 of O rosults SO by Date: newwst = koSt |




Search options and keyword entry are here:

Guery Terms ] Save Soarch Critoria _[5) Save Layout (5 Cieas Fiokss

Email Date Semt ok

! Email From

MY VIEWERS

Email To

My Mailbow Emad Toxt

My Expesrod Reosults

wedoctindt 0 of O rosults SO by Date: newwst = koSt |

The archive allows you to use multiple search parameters to look for emails

Email Date Sent relative ~ past month ~
Email From contalns one or more of v
Email To contains one or more of ~

Email Text contalns one or more of ~

Your search parameters are listed on the left and your keyword entries are on the right.

There are several options to search for email. These include the following:

—Emaill (select all: +)—
emall date sent
emall from
emall to
emall from/to
emall subject
emall message Id
emall body
emall text

—Attachments (select all #)—
attachment name
attachment type
attachment contents
attachment avallable

—Folders (select all +}—
folder name

—Comments (select all #)—
comment contents

—Other (select all +)—
random sample



The email category includes commonly used features of email messages to search, such as subject, the
from line, and body text.

You can also use the attachment category to search through your email attachments by name, filetype
(such as a PDF or Word Document), and sample attachment content.

Folder name will search or exclude folders depending on your settings, and comment contents will
search through comments you have added to your emails.

Once you have picked your email search parameters, you may notice drop down boxes next to each
parameter:

Email Date Sent relative W
Email From contains one or more of w
Email To contalns one or more of w
Email Text contalns one or more of w

These drop down menus will allow you granular control over your search parameters. They are different
with each search parameter, but generally they will allow you to make your parameter strictly search for
the keyword, exclude keywords, search between dates, and other useful options. It's encouraged that
you try different combinations of search queries and controls to find emails. You can also call the
Helpdesk at x2240 if you need any assistance.

To remove a search parameter, click on the circled x icon on the right of the menu, shown below:

&) Save Search Criteria [*] Save Layout @ Clear Fields



Viewing all archived mail from folders
In order to view all your mail in the archive, first select a timeframe to search and the folder(s) you want
to display, then click the highlighted View button:

Mailbox 3 months w

=-  All received and sent
- Received

() Sent
-~ Archive

- Helpdesk

All Folders

This will display all mail in that folder from the timeframe you selected. Your mail will display in the
bottom section of the page:

selected: 0 of 1000 results

Out
Jake Adams <jake.adams@mma.edu>. ..

RE: Projector Screen for ABS 208
Will Martell <will. martell@mma.edu>—_ ..

While | am thinking of it - Docto. ..

Bryan Wolf <bryan.w0lf@ﬂma.edu>— I...
Nathaniel, please add you... 2

Lardan Kraninacl cinitotinncelinbeondi

In order to read a specific piece of email, click on it in the column labeled 1. It will then display in the
pane on the right, labeled 2.



Once you have an email open, you can choose one of several options, which are listed below:

Allows you to add comments to an email message.

Selecting this forwards the email to another recipient.

Prints the email message

Prints the email message to a .PDF file for viewing on computers and mobile devices

Views advanced header information of the email.

You can also select multiple emails by checking the boxes next to the messages, as shown below:

selected: 0 of 1000 results

Out

Jake Adam e.adams@mma.edu>. ..

: Projector Screen for ABS 208
Will Martell <will.martell@mma.edu>—_ ..

While | am thinking of it - Docto. ..
Bryan Wolf <bryan.wolf@mma.edu>— |...

Nathaniel, please add me to you...

Lardan Kraninacl cinitotinncelinbeondi

You can then select the same options as though you had an email open.



Other Exchange topics

Setup text messaging services
You can receive text message alerts for calendar events, voicemail notifications, and/or specific email
notifications.

To do this, open Outlook OWA (mailx.mma.edu) and once it opens, select the gear icon and select

“Options”.
'1
« [l
A

Automatic replies

Refresh

Display settings
Manage add-ins
Offline settings
Change theme

Options

You will now see the general options page for Outlook OWA.



From here, click on General>Text Messaging

(© Options

Shortcuts

4 General
My account
Change thermne
Distribution groups
Keyboard shorteuts
Manage add-ins
Maobile devices
Offline settings
Light version
Region and tirne zone
Text messaging

4 Mail

4 Automatic processing

This will open the following page:

(© Options
shortcuts Text messaging
4 General
My account Use Text messaging to set up text message notifications to be sent to your mobile device.
Change theme
Distiibution geoups Text messaging notifications aren't currently set up for this account.

Keyboard shortcuts

) Set up text messagin
Manage add-ins P gng
e When text messaging notifications are turned on, you can set up:
Offline settings

Light version ® (Calendar notifications

Region and time zone ® Voice mail notifications
Text messaging

. * Email notifications using an Inbox rule
4 Mail

4 Automatic processing
Automatic replies
Inbox and sweep rules
Junk email reporting

Mark as read



Click on “Set up text messaging”, which will open a sidebar.

Text messaging setup

Choose the country or region that your cell phone is currently registered in.

Select one -

Choose your mobile operator. Your mobile operator is the company that provides your cell phone service,

Select one -

| don't see my locale or mobile operator...

Mext Cancel

Select United States and your mobile provider. If you don’t see your mobile operator listed, you won’t
be able to receive text message updates.

Text messaging setup

A passcode will be sent to your mobile phone in a text message. Mormal messaging rates will apply.

Enter your phone number and click Mext.

+1

Back Mext Cancel

Enter your mobile phone number and press next. This will send a text message with a code to your
phone.



Once you have received the code, enter it in the box below:

Text messaging setup

A passcode has been sent to your mobile phone in a text ressage. Enter that code below, and then click Finish,

Paszcode™

I didn't receive a passcode and need it sent again...

Back Finish Cancel

Once you enter your code, select finish. This lets Exchange know that the number you entered is your

own.

You should now see the following options on the screen:
Text messaging
Use Text ressaging to set up text message notifications to be sent to your mobile device,
Text message notifications are currently being sent to:
#  Edittext messaging settings

Delete text messaging settings

%  Setup calendar notifications
& Setup voice mail notifications

Bd  Set up email notifications using an Inbox rule



Edit text messaging settings allows you to update your phone number. Delete text messaging settings
will remove your number from Exchange and you will need to reconfigure messaging again if you wish to
receive text message alerts again.



	Introduction
	What is Exchange?
	How do I access my email through Microsoft Exchange?
	Definitions
	Accessing OWA
	Using OWA email
	Accessing OWA email
	Composing or reply to an email

	Using OWA calendaring
	Accessing OWA calendaring
	Creating a meeting or appointment

	Configuring Outlook
	Using the Outlook desktop client email
	Basic email interface
	Compose or reply to an email
	Recalling a sent message

	Using the Outlook desktop client calendaring
	Accessing your calendar
	Scheduling a meeting or appointment
	Advanced Meeting Settings

	Configuring the mobile Outlook client
	Accessing your email archive
	Search for archived mail
	Viewing all archived mail from folders

	Other Exchange topics
	Setup text messaging services


