EMICHIGAN Exchange 2007

ROSS SCHOOL OF BUSINESS
Outlook Web Access

Login

The web address is http://exchange.umich.edu. Login
with "UMROOT\" before your unigname. Your password
is your Active Directory password.

aprivate computer

M| Use Outlook Web Access Lic

o UMROOTunigname
M **Active Directory Password**

Set your Active Directory password through
the Weblogin page:
https://weblogin.umich.edu.

IVIUNIVERSITY OF MICHIGAN WEBLOGIN

AUTHENTICATED RESOURCES

[+ Wolverine Access
A web-based interface to UM administrative systems with links to pages for new and prospective
students, current students, par of students, and

=+ mail.umich.edu

A web-based interface to the University's IMAP mail service. Read and manage your umich.edu mail
from any computer with an Internst connection and a web browser.

ested in participating In research with appropriate research studies.

=+ COW: Conferencing On the Web
"Conferencing on the Web” provides a simple, non-threaded discussion ferum.

CY{mprint:
eb-based, charged-for printing service.

ICE: Balances & Subscriptions

how much mail & file storage space you have left, how many pages you've printed, how many hours
ve dialed-up, ete.

=+ kpasswd: Change Your Kerberos Password

Your Kerberos pass: rotects both your privacy and your virtual identity; keep it secret, keep it safe.
=+ Log Out

when you are finished Using all authenticated web resources, be sure to log out.

Log in with your unigname and UMICH Kerberos password.

UNIVERSITY.OEMICHIGAN

NOVELL EDIRECTORY WINDOWS ACTIVE DIRECT

CHANGE UMICH.EDU KERBEROS PASSWOQO?

unigname: || INATINIVERSITY OF MICHIGAN WEBLOGIN

Current Password:
New Password: RE-AUTHENTICATION REQUIRED W Flease Re-Autharicate.
Retype New Password: To protect your personal information, you must verify your
ogin name
password. Please type your password and dlick the "Re- i {Saitch User:
" button to continue. Password |
-

If you are nct unigname, you may Switch Users and log in as B MToken
s
Forgot your password?
Login Help

Create your password. A good password should be at least six characters long and contain MIxeD cAsE
letters, numbers, and punctuation.


http://exchange.umich.edu/
https://weblogin.umich.edu/

General Overview

A number of commands
are available on the toolbar

« | Inbox (1788 Items, 1 Unread)

in the Mail window, such

- Enew -

as creating new items,
working with mail items
and controlling the
Reading Pane.
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(5 Fragier, Chris

% Calendar @  RE:RTUG presentation
a Green, Dan

Contacts

@ Tasks

RE: TO ALL GRADUATES - don't forget to take care of some IT resources before you go!

Yesterday

Only a certain amount of messages can
be viewed at one time. At the bottom of
the Inbox are navigation buttons to
move to each page of messages.

Instead of the pop-up windows, you can view
your active Reminders from the top menu bar.
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Calendar

Even in a Week view, you can see your
calendar items in their time slots. You

Canlen A el (il ) B i
can also use Categories to keep them e R e e LIS
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organized.

Using the Reading Pane, you

can view the details of any
appointment.
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Calendar & calendar (apri 2009) @ Help
< Apizos - 3 finen - | [~ Today | EHoay Efworkwesk Efweek EfiMonth | X | f
SMTWTFS Y & - "
Eers e <28 Wednesday RTUG committee meeting
56 7 8 91011 Smidt, Anjal Sent: Wednesday, March 25, 2009 9:43 AM
12131815 1917 18 7 attend ted, 0 tentativel ted, 0 decined
0 attendees accepted, vely accepted, 0 declines
sanmans | e e
34567388 Required:  Czarmecki, Adam; Dooley, Judy; Frazier, Chris;
10%® Huntingten, Jennifer; Kopka, Paula; Lamparter, Patti
My Calendars Optionak  King, Christy
m'c o - | When: Wednesday, April 08, 2009 10:00 AM-10:30 AM.
— = 11 Location:  K3341 (conference room in C5)
=N i Accepted:  Czarnecki, Adam; Dooley, Judy; Frazier, Chris;
[~ Mail 12Pm Huntington, Jennifer; Kopka, Paula; Lamparter, Patti; King, Christy
Tentative: No attendees have tentatively accepted,
B e
W Declined: Mo attendees have dedined.
Contact:
i [JReminder: | 15 minutes v Show time as: | [l Busy
= e
] Tasks 200 Categories:  [IRTUG
@ Documents =
@7 W Paula is out on the 6™ and Judy is out on the 7°. How about the 82
o s

Contacts

You can easily arrange and search your contacts.

Use the Reading Pane to view the complete
details.

From the toolbar, you can send an email or
a meeting with the contact.

The Search field in the top menu bar will

search not only your Conzacts folder, but also

the Global Address List.

Lonkacts (LU lness)
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Details about the person can be viewed in ~ *=** 0w a Liod
. L) Diefinit Global Adebeess List ko ®  Adams, Ed
the Reading Pane. You can also check e PR — U—— winiane
. . .y . . - [ ctaclares: Bbus. crrich s
their availability for scheduling meetings. =~ ooy smne e
ejadams Burwch, e Fax -850
Adams, Ed
Citkats Ea#t, Computing Services Tnformation o
chaan :l:'w—\:e:n :—u!' e ::“""'g"'"
Oou Adams, Ldde
OPEBO‘Q Organization ¥
) Dirbution Lists T -
e — Washesdor 51202208 |
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‘ |
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s, Elvabeth
m;;lt.nlj : nu;o I44 kbl
Message recpents:
To-» o Il
o=
e =>
o ol
When composing a message, you can Hsend W 0 @8 Y 8 & P - - [ opoms. HM ¥ »
view the details of the mail recipient, 4 To.., A t
including availability, by right- oo | mmE )
. . . Ice: No’ vallable
clicking the name in the To... field, Subjec Fhone: 7636614 Adams, Ed
then choosing Properties. Tahons A to Contact.. = i s i
Properties... Phone 763-6614
Fax 936-6029
Remove
Information Job title Staff
Department Computing Services
Company BUS
Organization ¥
" N R e LY ke
Availability  weqgiizpooe v [F1Show only working hours

Tasks

The Tasks folder works like a To-Do list. You can see all of your tasks and emails that you’ve flagged in one
list. Use the Reading Pane to see the details of each item.

S, Al | My Site | Log ©

e Microsoft:
i Office Qutlook web Access
hange

Gannected to Micoseft Exct

Tasks & Flagged Ttems and Tasks (59 Trems)
Show: Srew - B X | % 5B
Oal Search Fiagged Items and Tasks Po-¥
@ Active == 1@ subject [ouepae = [l %
O overdue Type a new task Noduedate = |
O Compiete Two Weeks Away =
¥ Flagged Htems and Tasks I O Update video link on Current... 5/25/2009 iv
I~ =0 RTUG reminder email 5/25/2009 0w
| Tasks
Next Week
Create New Folder 20O OWA & Vaulting RTUG materi... 5/22/2009 0¥
........ O Send RTUG email 5/18/2009 0w
[=d Mail Friday
B Calendar w0 Updste Project Manager Tad... 5/15/2009 v
37 Thursday
8=| Contact: =
53 contacts 0O Timesheet Due 5/14/2009 e
E Tasks Tomorrow
=0 Bug Visel for webcast link 5/13/2009 0w

% Documents
» .

@ Help
| Edit
Ry Archive D Delete | g Cancel | g8 Hel

Update video link on CurrentPresentation.h
Due in 13 days.

4 Reply to All | (5 Forward

& Reply

& Restore b

e

Duedate:  Starts on 5/25/2009, due on 5/25/2003.
Status: Mot started
Priority: HNormal

% complete: 0
Recurrence: Repeat the task every month on the fourth Monday o

effective 4/27/2009.
Owner: smidt, Anal

[JReminder: | Mon 5/25/2009 v < m
Categories:  [IRTUG
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SharePoint My Site

You can connect the documents in your iMpact My Site folders into your webmail, so you don’t have to have
both sites open to work with your documents and emails.

Click My Site in the top menu bar. Enter the url for your webspace:

https://webspace.bus.umich.edu/personal/unigname/

Connected to Microsoft Exchange

Documents X ‘/ e w Elp

r M».'r\.'ml\k'
i Office Outlook web Access 0 Rl | = optons | smidt, Anjal - | My Site | Log OFF

—
Open Location > AUp —
Open Location x ers or Windows file share servers from Outlook Web Access, Click Open
Type the address of the Windows SharePoint Services server or -
Windows file share to open:
https:ire bus.umich. |
webspace,bus,umich.edu {Open in Internet Explorer) @ Help

JjUp | [38 Add to Favorites | adksiser

O ]Name # Description | Count | Modified
El Form Templates This library contains administrator-approved form templa... 0 4/15/2009 7:32:05 AM
@l Personal Documents Use this document library for documents that you want t... 2 5/12/2009 6:40:36 AM
ﬁl Shared Documents Use this document library to store your documents, Docu.., 0 4/15/2009 7:32:11 AM
@l Shared Pictures Share pictures and photos with others by adding it to thi... 0 4/15/200% 7:32:06 AM

PR ST kY A S

Double-click to open any of the My Size folders to view its contents. Click Add to Favorites to keep it available
anytime you open your webmail.

= Microsoft
rii-. Office Outlook web Access 0 Il | = optons | smi

Cannected to Mioosoft Exchange

Daocuments < Personal Documents (Open in Internet Explorer)

Open Location + | #upl| [38 Add to Favorites | ) adkeiser [ Personal Documents

Faworites A . ] 1Name 4 Modi_Figd ;Modiﬁed By iChecl_aed Qut '
] owa.docx 5/12/2009 2:31:07 ... Smidt, Anjal

@ Shared Documents e

adkeiser @ Vaulting.docx 5/12/2009 2:40:36 ... Smidt, Anjal
@ Personal Documents

adkeizer

Add to Favorites b

Outlook Web Access added the location(s) to your
Favorites list.
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Options

Open a list of Options
from the top menu

toolbar.

Smdt, Anjal " My Site ‘ Log Off

o N ® o

@ Help

4 Reply
Eg Help

Q Reply to Al £, Forward

LR S
26 Delete igcanoe\

The various options are separated into categories in the Navigation Page.

m Calendar

Options

Regional Settings
Messaging

Speling

Calendar Options

Out of Office Assistant
Rules

E-Mail Security

Junk E-Mail

Change Password

General Settings

@ Mail

| Contacts
;' e

Connect any Mobile
Deuvices to your
Exchange email

account.

The Out of Office
Assistant allows you to
schedule when your

message will

begin and

end. You can set up
your vacation message
ahead of time so you

won’t forget!

[ save

ﬂ Message Options

Mumber of items to display per page: 50 v

open the next item

After moving or deleting an item:

Play & sound when new items arrive

Display a notification when new e-mail items arrive

Display a notification when new voice mall items arrive

Display a notification when new fax items arrive

2& E-mail Signature

Tahoma

R e O R Bl R e e T T T

Options A save
Calendar Cptions

Out of Office Assistant - .
HroromeE s Mobile Devices

Rules
E-Mail Security Manage your mobile devices here.
Junk E-Mail You can remove devices that you are no longer using. If you forget your device password, you can access it here. If you lose

wour phane or mobile device, you can initiate & remote device wipe to protect your information,

Change Passnord Ta add & new device, begin  partnership with Mizasaft Exchang fram the device and it wil appear in the st below,
General Settings

Remove Device from List... | Wipe All Data from Device... | Display Recovery Password | Retrieve Log.

Deleted Ttems

Mobie Devices Device Last Sync Time Status

Ay p ok it #4S

About

4 Mail
5 calendar

P LWy S RSN S R Y Sl kR o S

|l save

&

Options

Regional Settings

Out of Office Assistant

Messaging

Saeling Create Out of Office messages here. You can either choose to send auto-replies to senders while you are out of the office or for a

speific period of time.

€ Do not send Out of Office auta-replies

Calendar Cptions

Out of Office Assistant

) Send Out of Office autarepies
Rul
e Send Out of Office auto-replies only during this time period:
E-Mail 5
ai Security Start time: Mon 6/1/2005 Rd B:00 AM Rd
T AETE] Endtime:  Tue 6/30/2003 MIRE Y] v

Change Passnord
Send an aute-reply ence to each sender inside my arganization with the following message:

General Settings

Times New Roman

-3 Mail
" catendar

Contacts

7] Tasks

A At B Rians Bbtiba My £ Banr At

E Documents

fa— TSN e L ey T Y W e T oy



If you are using HTML format for your messages,

you can choose font styles for your outgoing optens s @ e
messages and your signature. - i
g y g — % _«'] Message Options
Suehryg

Mumber ofisema o doclavoerpace: 500 v
Calmraier Oplern
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ey E] e Fims v "
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P [ 7o Vv BIUEIZREY-A-
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Aot
a]

i [ Message Format
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2 catendar @ Hm

B contscts O Pan text

;21' s Chone messsge font: 107t. Tahoma

) otments Tahoma vuv B IUA-
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Brightmail

Keep the Junk email out of your Inbox by setting up the Brightmail Rule.
Choose Rules from the Options side menu.

Click the New Rule then choose “Create a new rule for arriving messages”. A window will open warning about
compatibility between rules in webmail and Outlook. Click “Delete Disabled Rules”.

‘g
ffice Outlook web Access

Connectad to M Exchangs:
Options o Save @ Help
Spenny o
Calendar Options B
.3
Out of Office Assistant L-'_) Rules
Rules 5 NewRule » | ChangeRule... | X Delet=
E-Mail Securi | Acti
by LE Move messages from someone to a folder Actions
Junk E-Mai : fer i o
= La Move messages with specific words in the subject to a folder LE
[ Move messages sent to a distribution list to a folder 23
[ Mail .
X Delete messages that have spedfic words in the subject

Compatiility with Outlook:

m Calendar
= arriving messag
e — SR i 9 Before you can create, modify, or delete rules by using Outlook Web Access, you must delets any
ﬂ Contacts rules that you previously disabled while using Microsoft Office Cutiock. To delete such rules, dick
Delete Disabled Rules. If you dlick Cancel, you will be unable to use rules in Outlook Web Access.
[

/| Tasks o 21y R PR S RS A W Ao R N R O O
madifying rules in Outlook Web Access and opening the Rules wizard in Outlook at the same time.
E Documents
[] Do not show me this message again
g Public Folders

‘ Delete Disabled Rules ‘ | Cancel




Under “After the message arrives”,
select “If the message includes specific
words...” then place a check next to
“In the message header” in the
dropdown.

In the Rule Description, click
“specific words” then type the
following phrase EXACTLY as

shown:

X-Spam-Flag: YES

Click Add then OK.

Under “Do the following”, select
“Move, copy, or delete...” and then

check “Move the message to the specified
Solder”.

In the Rule Description, click “specified
folder” then select the Junk E-mail
folder.

Rule Description

Apply

hig after the message arrives
with spedific words irythe message header

After the message arrives

Ifmy name is...
If the message was sent or received. ..

.
[0 1n the Subject

[ 1in the message body

D[] 1In the Subject or message body
In the message header

[1 1n the sender's address

Add Words %ﬁrases

%-5pam-Flag: YES|
MName:

e =

Choose a Folder

Rule Description

Apply this rule after the message arrives
with "-5pam L

sa-YES e message header
move it g the specified folde

After the message arrives

If my name is...

If the message was sent or received. ..
= If the message indudes specific words...

If the message is marked with...

If the meszage is...

If the message size or date range...

Do the following

Forward or redirect...

Llvove, copy, or delete. .

3 Email & Network tips -
3 In Progress

f}] Inbox
4 Infected

(@ JunkE
[l Notes
@ Outhox

3 Quarantine
1 Restored Items
[ RSS Feeds
=R

| Create New Folder... | | oK

Maove the message to the specified folder

Ex
[ copy the message to the specified folder

[0 Delete the message

Save Cancel

Click “Save” to complete and
enable the Brightmail rule.

Mame:

Rule Description

Apply this rule after the message arrives
with "X-Spam-Flag: YES" in the message header
mave it to the Junk E-mail folder

"¥-Spam-Flag: YES"

After the message arrives

If my name is...

If the message was sent or received...
If the message indudes specdific words. ..
If the message is marked with. ..

If the message is...

If the message size or date range...

Do the following

Forward or redirect...
* Move, copy, or delete...
Perform ather actions...

Exceptions ¥

Save Cancel
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