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'Message Options

Formatting a Message

¢ You have several options for customizing individual messages, font type, size, and
color, other formatting.

y.:

Font Dialog Button............. Allows you to choose font, font color, font
size and other formatting options for your
message.

Amnal w
Font List ...... Choose a font for your message
g W
Font Size ....ccccoeeeiiieeeeenn. Choose a size for your font.
Font Color........cccceeeieeennnnnn. Choose a font color for your message
B I E Formatting icons................ B old, Italic and Underline
= = = Alignment Icons................ Left, Center, Right alignments
S
s — lIndents.....ccciiiiiiiiiees Bulleted and Numbered List
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Changing your message options

e Messages can be sent with different levels of importance and sensitivity. You can also

Track a message and tell when others have received it and when they’ve opened and
read it.

¢ All options must be set before the individual message is sent.

A Untitled -- Message - Microsoft Internet Explorer |ZHE|P>__<|

=] Send Save g e ' & Oplians..
[Nomal v A [asal vt ¥ & B I
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st [1] Inside your message, click
the Options button
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0. ] ‘LSincla.r@saisd.net |
Jl |
= | |
Subject: ‘Nates from 8/23/03 meemg{ |

Attachments:

I | |-
[

I
o

‘) Message Options -- Web Page Dialog

_ | = [ 1] Select the desired options
Message settings

for the message
Importance hd Show Ce &
Sensitivity Show Bec

Tracking options
[ Tell me when this messape has been deliversd
(] Tell me when this message has been read
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' Other Options inWeb Outlook

Using the Out of Office Assistant

'1 Microsoft
% Outlook
Web Access

Folders

[1] Click Options—Out of Office Assistant

Shottcuts

-
Inhox

=

2 Microsoft Outlook Web Access - Microsoft Internet Explorer

File Edit Wew Favorites Tools Help
e Back ~ -\-) @ @ {h p Search S‘:\?Favorihes QMedia @ Bv % |_J
Address @ https: fmymail saisd.net/exchange/

B - Microsoft

Outlmk [E save and Close

Web Access
Folders Out of Office Assistant

&] @ ® I'm currently in the office

O I'm cusrently out of the office
AutoReply only once to each sender with the following text:

Close

=

Contacts

Options

Calendar

- E-mail Options

[1] Check I am currently out of the office and type in your auto-
reply message
[2] Click Save and Close

Turn off Out of Office Assistant

,
2 Microsoft Outlook Web Access - Microsoft Internet Explorer

ol i) ) E _ [1] Click Options—Out of Office
eBack v -\) @ @ (h pSearch *Fauurib&s QMedia @ ﬁv % LJ Assistant

Address |@ https://mymail . saisd.netfexchange/

§’§“§Lo°k' [ save and Close | Close
[ Foers | outerOfice Assistunt [2] Check I am currently in the
% (;ﬁ & TI'm currently in the office Ofﬁce

(O T'm cutrently out of the office
AutoReply only once to each sender with the following text:

[3] Click Save and Close

Calendar

= E-mail Options
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E-mail Options

e You must be logged on to Outlook for these notifications to appear

& Outlook

Web Access
Folders |

Shorteuts [1] Click Options

E-mail Options
Display a notification message when new mail amives.

) Play a sound when new mail arrives.

b

Contacts
2

[1] Choose Display notification if you’d like a small popup window
to appear when you have new mail

Date and Time Formats

FoN

[2] Choose Play a sound if you’d like a chime to sound when you
have new mail.

Reminder Options

e You must be logged on to Outlook for these notifications to appear

'Ewl'

¥310utlook
‘Web Access
Folders |

Shortouts [ 1 ] Cth Options

-
8 Reminder Options

Contacts

757 To view reminders. you must be using Microsoft Intemet Explorer 3 or later
s Enable reminders for Calendar items

Play 2 sound when a reminder comes due

——

[1] Click Enable Reminders for Calendar Items to be reminded of
appointments with a pop-up window.

[2] Click Play a Sound when a reminder comes due to hear a chime
when an appointment is due.
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’ Working with your Password

How to change your password

e Make sure you are in the Shortcuts view

Tooks  Help |J Links

- @D A 4| Qoserch [CilFavortes veda | 5y S = - =

| adevess [ ] haps:/fmymal. saisd.netjexchange/

2 Gutlook. New - | €4 Reply 0 Replytoall ¥ Forvard| i [Q 05 % {J
Web Access

Foldets V& Mills, Tonya : Inbox Ttems “ to
Watthew_Wheeler@ea. Please quote

Thu 8/21/2005% £:28 AN

bd
Guhlin, Miguel Re: Past Time CIT Available Wed /2042003 9:55 FM 4KE
& 0 Giddens, Janie FW: Job Announcement Postings Wed 8/20/2003 417FM 295 KB
=] Alfaro, Lavra Marcopolo Training, Sept. 26-27 Wed /20/2003 309 PLT IKB
& 0Madiner, Rolando  August 18 Board mesting HIGHLIGHTS  Wed 8/20/2003 1107 M 142KB
& Eldoni, Tames CIT Orientation Meeting Wed 8/20/2003 938 AM 4KE
Guhlin, Miguel RE: Why Wireless? Wed 8/20/2003 902 AM TKE
=] Zorols, Marcos RE: Why Witeless? Wed £/20/2003 8:41 AM SKB
= 0 Wiguel Guklin Why Wireless? Tue 8/19/2003 10:41 PM 1 ME
= Zaumeyer, Curt test Tue 2192003 5.36 M WIE.|
From: Zotals, Marcos To: Miguel Guhlin; Alfato, Robext; Amon, Tris; Celasti +
Subject: RE. Why Wireless? Ce: Ascalese, Claude; Baldoni, James; Gosch, Lacey; C

am interested in which has a higher total cost.

Marcos

That's interesting but | did not ses any type of cost comparison between the wireless lab and a traditional lab. [

IEREN y

[1] Click Options

e Your view should change to the Web Outlook Options window (in the Work Area)

B Ede  View Fgeodtes Tedls  Help
Qe - O ¥ Bl @ P rromies @vese @) (- 5 W
address | ) b fmymad, s et exdhange o B s ®
e -
FOutlook  |Cetendar Options
‘Web Access . .
] @
| Sl
[ ||  Dwemiae [0 ¥
Day end time: SO0PM v
Firstweek of year: | Do not display week numbers ¥
Reminder Options
“a¢ To view reminders, you must be using Microsoft Intemet Exploser § or later
1] Enable remmders for Calendar sems
[ Play 2 sound when a reminder comes dus
Defudtreminder: | 15 mimates |
e
% Check Names First Against
@ (obal Address List
O Contacts
[ I—
k' [ ward leg
@b Change Pas <
Reeever Deleted lems
Chck hene to vie ems that yous Deleted ltems fold will be
moved back to the Deleted ltems folder.
-
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[1] Scroll down and find the
Password header

[2] Click Change Password
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e The lIS—Authentication Manager window should open.

<A 115 - Authentication Manager - Microsoft ... |Z E E|

Internet Service

Manager

for Internet Information Server 6.0 [1] In this Wil’ldOW, type:
Domain | Domain: saisd
Account | Account: User Name

| New Password: desired password

New password .
P Confirm New Password: desired pass-

|
|
Old password | | Old Password: current password
|
|

Confirm new password

OK ” Cancel ” Reset
A

[2] Click OK
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