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Introduction

This document examines the differences between the school’s current email package OWL and
the new package OWL 2003 in Premium mode.
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Logging into OWL 2003

OWL 2003 is still accessed at http://www.hants.gov.uk/education/schools/email.php
At the OWL General Users login area:
U Click Log into OWL

5 Hampshire [§]0utiook

County Council

Web Access

U=ser MNarme: ||

Password: |

Client {what's this?)
{* Premium
™ Basic
Security {what's this?)
* Public or shared computer

" Private compuker

Pre-Login Options

Before logging on Users should select Client and Security settings.
Client
Client options dictate which interface the user will see on screen. There are two settings:
v Premium [default setting] — this offers full OWL 2003 functionality

v’ Basic — this offers reduced functionality but is useful where the internet connection is
slow, e.g. non-SWAN users

Security

OWL 2003 has the following new security features:

v Automatic log out after period of inactivity [time depends upon selected security setting]
v" No option to save password

v’ Full disconnection on logout — no need to close internet browser any more

There are two security settings:

© 2006 Education ICT, Hampshire County Council.
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v Public or Shared Computer [default setting] - should be left if the workstation is used
by more than one user or is in an area accessed by many people. On this setting OWL
2003 will automatically log out after |15 minutes of inactivity.

v’ Private — this is suitable for a workstation used by only one user and which is located in a
private area. This setting allows a longer period of inactivity before automatically logging
the User off

After automatic log out it is necessary to re-enter the Username and Password.

Logging On

To log into OWL 2003:
U Enter Username, e.g. 9000jds
O Enter Password

U Click Log In

© 2006 Education ICT, Hampshire County Council.
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OWL 2003 - General Overview of How it Looks

The most obvious difference between OWL and OWL 2003 in Premium client mode is the user
interface. OWL 2003 is brighter and bolder with blue/white panels replacing the grey/white.

Z§ Microsoft O
file  Edt  view

ok Web Access

crosoft Internet Explorer

Favortes  Tools  Help

$Back ~ | Address [ hitpsiijowa. harts.gov.ukfexchange!

Links @ Acrobat [RE]ERCEL [ SExplorer [B]oUTLOOK [E|POWERPOINT  &)Printers [WWoRD [Placcess &1ESS

Outlook Web Access

Hatherley, Rosie .

Examinations Grasriser 6,45 - Results Analysis

O Sereral {3 Information, QCA Mon 21/03/2005 10:50

=] ;"mx ' KS3 national test tmstable - R, Hathetley )
33 iy (23 Hatherley, Rosie Thu 17/03/2005 09:43
- Using Exams Crganiser ko Administer Domestic/Internal Exams

3 onsite 3 Wiseman, Jenny Man 07/03{2005 13:30

= S”“WXI Exams - Statement of Entries

{4 Personal

-3 Exams Info
Exams Basedats Updates Spring 2005
(3 Kidd, Gregory
Exams Organiser - Creating Markshests using Markshest Setup - Series
(3 Kidd, Gregory
Exam Results doc
(23 Kidd, Gregary
SIM5 Exams Organiser Producing a Mal Merge Document for Individual Students by Forecast. ..
(4 Kidd, Gregory Thu 10/02j2005 11:49
Exams resuits in PA
(4 Kidd, Gregory
SIMS Exams Organiser - Producing a report of Forecast Grades
(3 Shaw, Mik
Doc re Analysis in Exsms
(4 Hatherley, Rosie
Farecast Grade Analysis
(3 Hatherley, Rosie Mon 310112005 10507
SIM5 Exams Organiser - Lise of Cash-in Codes & EJICT Support For June Submissions L]
Begum, Minara Fri 21/01/2008 11:11
Email ut for Case D501-868406
(23 Hatherley, Rosie Mo 17/01/2005 12139
Problems wih classes not shoning in group Folders while creating marksheets and OMR sheets ]
(-3 Hatherley, Rosie Fri 14/01/2005 16:22
Fuiv Coursemark Submission by EDI []
23 Exams Infa
Coursemark Submission by EDI
(- Hatherley, Rosie Thu 13/01j2005 14:54
RE; ERAMS ORGANISER, AND SELECTING GROUPS AS CLASSES AFTER SIMS,MET CONVERSL.,
(5 Exams Infa Men 10/01/2005 09:28
u

Thu 03/03/2005 15:53
¥

[ Reporting Improvements Project
[ Sent Ttems

[ 5MS

| Tasks

[ Team Meetings

Fri 25/02/2005 09:16
L]

Thu 17/02/2005 0620
)

Fri 11/02/2008 12:47

L)
whed 09/02/2005 13:23
[

Thu 03/02/2005 17:37

L]

Thu D3/02)2005 09:17
L)

¥ mbox
B calendar
EH contacts
W% 1asks

=" Public Folders

Fri 14/01/2005 15:47
1

Y Rules

w e

> v
B o [ [l
{85 Contacts {4 Hatherley, Rosie Thu 21/07/2005 14:45
3 Datasets Important Information For users of SIMS Exams Organiser 0
(5] Deleted Items (3 Atkinson, Louise wied 11/05/2005 0%:00

E Fud: HEAT CALL REF 347123 - NATIOMAL ASSESSMENT ASSOCIATION QUERY
g SED (53 Exams Infa wied 20/04(Z005 11:34

- [

-
=
¥
-
=
¥
-
¥
-
-
-
-
-
¥
-
=
-
-
¥
-
-

Important Information for users of SIMS Exams Organiser
Hatherley, Rosie

‘Manttachments can coniain viruses that may harm your computer. Attachments may
To:

not display correctly.
Saywell, Sue; Atkinsen, Leuise; Gaff, Helen

ce:
Attachments: [ o pecylts Issues 1.doc(82KE)

Please pass this information to all staff who attended the
EdICT SIMS Exams Organiser Day 2 Course

Dear Colleagues

Please find attached a document which has been
produced in response to calls we have received since
training

This document addresses the following issues:

« Import of Edexcel Enrolments
o Assigning Awards to Courses

Please also note that if you require in depth information
about points scores for different qualifications and levels
- please look at the Capita manual for Exams Organiser
6.45 which

can be accessed via the SIMS Help menu —
The sectionis called Preparing the Data for the

Performance Indicators Reports - pages 161 - 169

| hope that this information will clarify some cloudy areas

Please contact the Helpdesk on 01223 216111 if you
hawve any further issues with these subjects =

BB ostions
<1

f
Mstart || | [[&1Micrasofe Dutioak We... | BcH## - How i i Different ...

Folders/Outlook Shortcut Panel

[ [ & 8 internst

The Folders and Shortcuts panels are displayed together.

=2 & Hatherley, Rosie
[ Adrin

Folders Panel

Folders can be hidden by clicking the
Show/Hide button.

] calendar

&= Conkacks

[ Datasets

(&) Deleted Ikems
7 Drafts
@ General
[7 Inbax
£ Journal
s..J Mokes

L3 ©nsike
[ Outbox
[ Personal

[C@ Reporting Improvements Project
'-.:j Senk Ikems
4 S5IMs

_‘_ﬁj Tasks

[ Team Meetings

© 2006 Education ICT, Hampshire County Council.

Page 5 of 30



OWL 2003 — Premium Client

% Inbox
Calendar

Conktacks

: _- Tasks

Public Folders
Rules

1 Options

Log Off

Shortcuts Panel

There are three new Shortcut icons — Tasks,
Rules and Public Folders

The Log Off icon has been removed from the
Shortcuts

Shortcut icons can be minimized by clicking the
small triangle at the top of the panel.

|:| Lo options

When minimized no labels are visible. Hover over

terms | to 25 of 122

The Log Off button has been relocated to the top right corner of the screen.

When OWL 2003 is logged off it is no longer necessary to close the internet browser.

© 2006 Education ICT, Hampshire County Council.
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OWL 2003 - General Overview of How it Works
Essentially the way that OWL 2003 works is the same OWL.

Users will be able to undertake the same tasks even if the screens look slightly different.

In addition, OWL 2003 has new features which can improve the way email is used and managed.
New features include:

Automated signatures

Spell checker

Rules

Message flags

Copy item facility

Privacy options

Dual login options

AN N NN Y N N N

Greater security

Account Limits

The space limit of an OWL 2003 account has now changed to 50MB. This includes items in
Deleted Items and Sent Items.

Attachments also count towards the limit.
Users will continue to receive an alert when they are reach 80% capacity.

Regular housekeeping — deleting messages; saving messages and attachments to a different location
— will ensure that Users avoid reaching full capacity and having their accounts frozen.

In the event of an account freezing incoming mail will still be received as usual.

The maximum size of an attachment has been increased to 10MB. Remember that attaching large
files and graphics to documents can lead to slow performance, especially if sending to a
distribution list.

© 2006 Education ICT, Hampshire County Council.
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Inbox

Message Pane

Information displayed about messages is the same with the exception of message size which is no
longer displayed in the Inbox — it is visible in other folders.

(1 From W
Subject L |

{1 Hatherley, Rosie Thu 21072005 14:45 w -
Important Information for users of SIM3 Exams Crganiser 1]

i3 Atkinson, Loise Wed 11052005 09:00 w
Fis HEAT CALL REF 347123 - NATIOMAL ASSESSMENT ASSOCTIATION QLERY

By default messages are displayed in Two Line View, i.e. spread across two lines.

This can be changed to a single line view by selecting Messages from the drop down list.

:_j < | Two-line View
— 112552055
[ From Unread Messages

L] =

Subject By Sender
RE: OW'a By Conwersation Topic

i Brims, &l Unread By Conversation Topic
REIT-ET sent Ta
0 Beirne Mile=

'
+

0 ‘ d ‘ Fram Subject
® [ Hatherley, Rosie Important Information For users of ... Thu 21/07/2005 1445 104 KB
i Akkinson, Louise i HEAT CALL REF 347123 - MATL.., Wed 1105/2005 09:00 2RV

The message order can also be changed here.

© 2006 Education ICT, Hampshire County Council.
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Items can now be flagged in different colours to assist in their management.

B Inbox [ Two-Line

a Received -
Subject '

i~ Callins, Tina Rose Mon 200052006 1F:
Fareharn kraining room

i~ Blake, Lesley Mon 20/03(2006 1E:112 o
Car Parking at Parkweanw

i~ Messer, Wendy Mon 200052006 11

Cancelled - EQ729a 0wl
- Turner, Carol
RE:

Mon 2000312006 10,49

Leave allowance

Reading Pane

Previously called the Preview Pane. By default this is situated to the right of the message panel.

The Reading Pane can be located beneath the message panel or switched off by clicking
Show/Hide Reading Pane.

Right
Bokbanm
OFF

The icons on the Toolbar are in a different order:

New | Move/Copy Folder | Delete | Reply | Reply to All | Forward | Show/Hide Reading Pane
Check for New Messages | Search | Address Book | Help
Empty Deleted Items is no longer available from the Inbox.

Labels have been removed from all icons except New and Help but can be viewed by hovering
the mouse pointer over an icon.

© 2006 Education ICT, Hampshire County Council.
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New Messages

Send | Save | Print | Insert Signature | Spelling | Add Attachment | Check Names | Importance High

Importance Low | Options | Help
Signatures can now be added.
Spelling can now be checked.

The Help icon has been moved next to all other icons.

Received Messages

Reply | Reply to All | Forward | Print | View as Web Page | Create Rule | Move/Copy | Delete
Previous Item | Next ltem | Help

View as Web Page is now displayed as an icon rather than text hyperlink.

Create Rule is a new feature for managing messages.

The Help icon has been moved next to all other icons.

© 2006 Education ICT, Hampshire County Council.
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Calendar

Calendar View

B calendar

e = | | Today| T (7] 53] 5 D = (L] @leln [a}Loo Ocf
20 March 2006 4 March 2006 3
= M T w T F 5 5
OSDD 1 2 3 4 5
& 7 8 9 10 11 12
oo 13 14 15 16 17 15 19
09 z0 |21 zz 23 24 25 26
27 28 29 30 31
oo

10

oo
11

oo

12

oo
13

oo

14

oo

15

oo

16

oo

17

oo

ig

oo

i9

Any days which have an appointment entered are now in bold type on the mini calendar.

4 March 2006 [ 4
M T ww T F 5 35

1 2 3F 4
a F & 9 10 11 1=z
13 14 15 16 17 13 19
20 (21 22 23 24 25 26
2F 28 29 30 31

Calendar Toolbar

i
m

CiNew > | =4 X | Today| 1] 7] 31

The icons on the Toolbar are in a different order:

S0 LR | @ Help

New | Print | Delete | Go to Today | Daily View | Weekly View | Monthly View

Check for New Messages | Search | View Reminders | Address Book | Help

© 2006 Education ICT, Hampshire County Council.
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New Appointments

The icons on the Toolbar are in a different order:
Save and Close | Print | Add Attachment | Recurrence | Invite Attendees | Importance High

Importance Low | Help

Meeting Invitations

Accept | Tentative | Decline | Print | View as Web Page | Calendar | Reply | Reply to All
Forward | Delete | Previous ltem | Next Item | Help
The Calendar can be opened and manipulated from within a meeting invitation.

It is now possible to reply/forward from within the invitation.

© 2006 Education ICT, Hampshire County Council.
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Contacts

Contacts List

There is no change to the Contacts list.

Contacts Toolbar

™ Contacts | address Cards ~ 3

" _ : : o

The icons on the Toolbar are in a different order:

New | Move/Copy | Delete | Check for New Messages | Search | Address Book | Help

Contacts Details

There is no change to the Contacts details screen.

Distribution Lists

There is no change to the Distribution List screen.

© 2006 Education ICT, Hampshire County Council.
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Tasks
Tasks List

i Tasks (sinple Lt ) Tems

Due Date A
;j (] Test Green Abbey 7,68 Dataset e

E mow i3

L Documentation

ﬁ [ Update SIMS Implementing Attendance Exvercises Tue 18/04[2006

Tasks can be marked as Completed [only new tasks added in OWL 2003].
No file size is displayed.
The Due Date of the task is displayed.

Tasks Toolbar

B Tasks {simple List =)

31 Mew ™ | Bk

The icons on the Toolbar are in a different order:

New | Move/Copy | Delete | Check for New Tasks | Search | Address Book | Help

There is no Forward or Empty Deleted Items icon.

Tasks Details

The Tasks screen is significantly different. There is more functionality in this area now.

i Save and Close | = ] [*¥ Recurrence... | #7 | @) Help -

The icons on the toolbar are different.

Save and Close | Print | Add Attachment | Recurrence | Mark Complete | Help

© 2006 Education ICT, Hampshire County Council.
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e Save and Close| = |l ‘ﬂ' Recurrence, . | 2 ‘ @) Help

Task : Details

Subject:

Attachments: |

Due date: |Nc|ne j Stafus INut Started |

Skark date: |Nc|ne jF‘rinritv: INurmaI v| % Complete: IIZI

™ Remindzr: |Ncune j INnne j

On the Tasks tab there are new fields to record:
v’ Start date
v" Due date
v’ Status
v’ Priority
v" % complete

It is now possible to set a reminder for a task.

H Save and Close| =4 Lm £_¥Recurrence. . !ﬁ @) Help

Task

Date.;;mpleted: [riene -]

Total work: |IZI |H0urs d Mileage: |
Ackual work: |IZI |H0urs »| Eiling infarmation: |
Companies: |

On the Details tab there are new fields to record:
v Date completed

Hours completed

Mileage

Billing information

D N N NI N

Companies involved

© 2006 Education ICT, Hampshire County Council.
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Options
The following changes have been made to the Options screen:
Messaging Options

Mumber of items to display per page: |25 - I

After moving or deleting an ikem: IDPEI‘I the next item =1

¥  Display a notification message when new mail arrives
i Play a sound when new mail arrives

|_ Automatically include my signature on oukgoing messages.,

Edit Signakure... I

Mail editor Fonk: | 12 pt. Arial Choose Font. ..

Email Options are now called Messaging Options.
New options are:

v Number of items to display per page

v’ Post moving/deleting item options

v" Automated signature

v Mail editor settings

Reading Pane Options

© Mark item displaved in reading pane as read

W aik IS seconds before marking ikem as read
™ Mark item as read when selection changes

©  Donot automatically mark items as read

Reading Pane Options are a new feature. These settings dictate at what point an item is
marked as ‘read’.

Spelling Options

ﬁ-‘E;/ I 1gnore words in UPPERCASE

— Ignore words with numbers

I~ Alvwaws check spelling before sending
Seleck the language of the dictionary to use while checking spelling:

IEninsh {nited Kingdom) - I

Spelling Options are a new feature. These settings dictate what words are spell-checked, when
and in what language.

© 2006 Education ICT, Hampshire County Council.
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Privacy and Junk E-mail Prevention

g y Choose haw ko respond to requests For read receipts:

= Always send a response
& Donet aukomatically send a response
You can conkral whether external content in HTML e-mail messages is automatically downloaded and displayed when you open an HTML message,

W Black external content in HTHL -mai MEssages.

Privacy and Junk Email Prevention is a new feature.

Settings here allow read receipts to be controlled and HTML content in email messages to be

blocked.

Reminder Options
i . To wiew reminders, wou musk use Microsoft Internet Explorer 5 or laker.

I+ Enable reminders For Calendar items
I+ Enable reminders For Task items

I~ Plaw a sound when a reminder is due

Diefault reminder: I 15 minukes - I

Reminder Options can now be set for Tasks.

Rules

This is a new feature within OWL 2003 which allows the setting up of rules to manage email.

For example, it is possible to set rules which automatically file messages in specific folders, forward
them to other recipients or to delete them.

oy

iﬂSave and Clase| Clase| % New... Change Rule... }( o | @ Help

Rule Mame

Mowe ko Personal Folder

© 2006 Education ICT, Hampshire County Council.
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Other Functions
Address Book

The Address Book accessed from any Toolbar has additional functionality.

) Find Mames -- Web Page Dialog

Find names in: IGIobaI Address List -1

Display name ||

Last name: | Firsk name: |
Title: | Alias: |
Company: | Deparktment: |
COffice: | Ciby: |
Fame FPhone Alias Office Job title Company
Add recipient ko. .. Mew Message I Properkbies. .. I Close I

It is now possible to choose where to search for names: Global Address List or Personal
Contacts.

Names can now be added to messages from here.

Recipient properties can be viewed.

Deleted Items

New | Move/Copy | Delete | Reply | Reply to All | Forward | Show/Hide Reading Pane
Check for New Messages | Search | Empty Deleted Items | Recover Deleted Items | Address Book
Help

Recover Deleted Items is also available in Options.

Search

There is no change in the Search feature.

© 2006 Education ICT, Hampshire County Council.
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New Features

How to Add an Automated Signature

U Select Options from Shortcut panel =)
U Scroll down to Messaging Options

O v'Automatically include my signature on outgoing messages

Messaging Options

Murmnber of ikems to display per page: |25 x I

Afker moving or deleting an item: ||:||:-en the nesxt item =1

I Display a notification message when new mail arrives
i Play a sound when new mail arrives

i Automatically include my signakture on oubgoing messages,

Edit Signature... I

Mail editor Fonk: | 10 pt. Arial Choose Font. .. I

U Click Edit Signature

U Type signature. Select font properties, e.g. type, size, colour using the toolbar.

/3 Signature - Microsoft Internet Explorer

H Save and Close| Close| &) Help

|N0rmal = ITimesNew Roman;||12;| A |B T U

ll
[l
Il
11
.lu-
ki
i
[
Ll
-
=
=
=

[Tane Smith

School Administrator
Dummy School 9000
01234 567399

email: jane. sroth@I000. sch.ulc

|&7 Done [ & (4 nternet o

U Click Save and Close on the Signature toolbar

U Click Save and Close on the Options toolbar

© 2006 Education ICT, Hampshire County Council.
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How to Set a Default Font Type and Size

O Select Options from Shortcut panel w

O Scroll down to Messaging Options

Messaging Dptions

Edit. Signature, ., |

Murnber of items ta display per page: |25 *I

After moving or deleting an item: IDDBH the next item = l

¥ Display & notification message when new mail arrives

¥ Play a sound when new mail arrives

¥ Automatically include my signature on oubgoing messages,

The default Mail
font is displayed:

10 pt. Arial

Editor

Mail editar fonk: | 10pt. Arisl Chonse Faont, .
U Click Choose Font
J Font
Fant: Style: Size:
Im IHeguIar 10 | (]S I
el ] Al 8
Eaial Black Italic ﬂl
Avrial monogpaced for Bald 12
Arial Marrow Eold Italic 14
Arial Unicode M5 18
Batang 24
Book Antiqua LI 36
— Effectsz rSample
™ Underline
Calor: AaBbYyiz
[Elack -] él -

U Select preferred font properties

U Click OK

U Click Save and Close on the Options toolbar

© 2006 Education ICT, Hampshire County Council.
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Changing Post-Move/Post-Delete Settings

By default, when an open mail item is deleted or moved to another location, the next item in the
list opens automatically when the action is completed.

To disable this feature:

U Select Options from Shortcut panel

U Scroll down to Messaging Options

Messaging Options

Mumber of items ko display per page: |25 - I

After moving or deleting an item: |return to the wiew =l

¥ Display a notification message when new mail arrives
W Play a sound when new mail arrives

¥ Automatically include my signature on outgaing messages.
Edit Signature. .. |

Mail editor font: ‘ 10 pt. Arial Choose Font..,.

U At After Moving or Deleting an Item change the setting to “return to the view”

U Click Save and Close on the Options toolbar

How to Setup Spelling Options

U Select Options from Shortcut panel

U Scroll down to Spelling Options

Spelling Options
‘? I 1grore words in UPPERCASE

[ Ignore words with numbers

[ Alwaws check spelling before sending
Select the language of the dictionary to use while checking spelling:

|English {United Kingdom) ;l

U Select from the available choices [multiple selections can be made]
O Select Language: English [United Kingdom]

U Click Save and Close on the Options toolbar

© 2006 Education ICT, Hampshire County Council.
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Dealing with Read Receipts

O Select Options from Shortcut panel M

O Scroll down to Privacy and Junk Email Prevention

Privacy and Junk E-mail Prevention

g y Choose how to respond to requests for read receipts:

= C Hlways send a response

% Dot aukomatically send a response

You can control whether external content in HTML e-mail messages is automatically downloaded and displayed when you open an HTML message,

¥ Black external cantent in HTML e-mal MES530ES,

U Select from the following choices [one only]:
o Always send a response
o Do not automatically send a response

U Click Save and Close on the Options toolbar

If “Do not automatically send a response” is selected, when mail is received from a sender
who requires a read receipt, the following message is displayed above the sender’s name:

The sender of this message has requested a read receipt. Click here to send a receipt.

qg Reply ;%} Replytoal eﬁ\; Forward

= ﬂﬁf%)(‘% ?‘@Help

6 The sender of this message has requested a read receipt, Click here to send & receipt,

From: Milfard, Sheila Sent; Mon 10/04/2006 10:10
To: Smith, Jane

o

Subject: Read receipt request

To respond to this request:

U Click the hyperlink: Click here to send a receipt

The read receipt will be generated and sent.

© 2006 Education ICT, Hampshire County Council.
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How to Copy Items between Folders

Copying of mail items can be done from the following folder views: Contacts; Deleted Items;
Drafts; Inbox; Journal; Notes; Sent Items; Tasks; User-defined Folders.

Copying allows the user to keep mail items in their original location and file a copy into another.

Remember that keeping multiple copies of mail items will use additional storage space.

U Select the item to be copied — single click

U Click Move/Copy or right-mouse click and select Move/Copy to Folder

< Move,/Copy Item -- Web Page Dialog

' MovelCopy the selecked ikems to the Folder:

= 5 Smith, Jane
ﬁ Calendar
[z Contacts
(5] Deleted Items

L

4 Journal
3_J Motes

[ Outboc:
L= Sent Irems

'_5»] Tasks

Mew, ., Move Copy Cancel

U Select location — single click to highlight

U Click Copy

An alternative is to save a copy of the mail item to a location outside of OWL 2003.

To save mail items to a location outside of OWL 2003:
U Open mail item
U Click View as Web Page icon on the toolbar

A message will be displayed:

You are about to open the message body as a web page that may contain unsafe
content. Click OK to proceed, Cancel to return to message.

O Click OK

The message will be displayed as a separate web page and can be saved by clicking File | Save As.

© 2006 Education ICT, Hampshire County Council.
Page 23 of 30



OWL 2003 — Premium Client

Using Message Flags

Message Flags or Follow Up Flags can be used to mark mail items for attention or specific action.
They can also be used to categorize mail items.

There are six colours. The user will need to define the meanings of each colour to be used.

The flags are intended only as a personal aid to the mailbox user. They cannot be used to manage
other users to whom messages are sent.

For example:

O Itis not possible to assign a coloured flag when creating new messages.

Items can be marked as high priority with the Importance icon on the toolbar.

U If an item in the inbox has been marked with a flag and is then forwarded to someone else,
the flag assignment will not be sent as part of the message.

Single Flags
This is the quickest method of using flags. It utilises red flags only.

To Assign a Flag

Either:

O Click Flag button to the right hand side of selected mail item
U The flag will change from grey to red

Or:

U Right-mouse click mail item and select Follow Up

O The flag will change from grey to red

1 | From
Subjeck

[~ Smith, Jane fon 100042006 10:29
Important message

To Mark a Flag as Complete
U Either click the red flag once
O Or right-mouse click the red flag and select v' Flag Complete

O Or right-mouse click the mail item and select v Flag Complete

[1 | From
'9."?"
subject * O |
(£~ Srnikh, Jane Mon 10042006 10029 -
Important message
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To Clear a Flag
O Either right-mouse click the red flag and select Clear Flag
U Or right-mouse click the mail item and select Clear Flag

U The flag will change to grey

Multiple Flags

This method gives access to the following colour flags: red; blue; yellow; green; orange and
purple. The User can define meanings for each flag.

NB - There is NO place within OWL 2003 to record what actions have been
assigned to each colour.

Red Flag

Elue Flag

Yellow Flag Examples of how coloured flags can be
used:

Green Flag

Orange Flag requires immediate action [red]

Purple Flag personal [green]

requires telephone action [yellow]

Flag Complete

Clear Flag

To Assign a Flag
U Right-mouse click Flag button to the right hand side of selected mail item

O Select flag from the list

To Mark a Flag as Complete

QO Either click the flag once [if it is clicked a second time it will change to a red flag regardless
of its original colour]

O Or right-mouse click the flag and select v/ Flag Complete

O Or right-mouse click the mail item and select v Flag Complete

To Clear a Flag
U Right-mouse click the flag and select Clear Flag
U Or right-mouse click the mail item and select Clear Flag

U The flag will change to grey
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Using Rules

Rules can be set up to automatically manage mail items, e.g. move them from one folder to
another, forward them to a specified person, delete them.

To Add a New Rule

U Select Rules from the Shortcuts panel
Q Click New

U Enter a name for the rule — this will make it easier to identify if revisited.

Rule Mame (optional) Mave SIM3 Items To Impaortant Folder

U Complete the When a Message Arrives options — one or more can be used

When a messane arrives

Where the
Fram field contains El
Subject contains SIMS
Importance is Any T

o Where the From field contains:

o Enter the name/id/email of a person or organization, e.g. 9000jds; Smith, Jane;

burt.reynolds@aol.com. The name can be typed or selected from the
Address Book.

o  Where the subject contains:

o Enter subject keyword(s), e.g. SIMS; Submarine Museum; KS2

o Where importance is:

o Select from: Any; Low; Normal; High
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U Complete the Sent To options — only one can be selected

Sent ko Srnith, Jane
People or Diskribution Lisk (E9 |
O s ™ sent only ko me

o People or Distribution List:

Enter the name or people/lists. These can be typed or selected from the Address
Book.

o ¥ Sent Only to Me

U Complete the Then options — only one can be selected

Then

¥ Move it to the Important Folder
Copy it ko the specified Falder
Delete it

Forward it to [k |

~ keep a copy in my Inbox

e

- click specified
o Move it to “specified” folder
- select folder
o Copy it to “specified” folder
- click OK
o Delete it

o Forward it to:

Enter the name/id/email of the people/organization to whom the item should be
forwarded. These can be typed or selected from the Address Book.

There is an option here to Keep a Copy in my Inbox - v' to select if required

[ Click Save and Close to store the Rule
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To Change a Rule

O Select [single click] rule

O Click Change Rule - Change Rule....

Make required changes

(]

Q Click Save and Close

To Delete a Rule

O Select [single click] rule

QO Click Delete 3%:

Closing the Rules View

When closing the Rules view there are two options:

U Close and Save — this must be used if any new rules have been added, if existing rules
have been changed or if rules have been deleted

U Close — this can be selected if no changes have been made

I:H Save and Close | Close
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Keyboard Shortcuts

NB The term mail item refers to message/appointment/contact/task, etc depending upon which

folder view is being used.

Shortcut Action
ENTER Opens selected mail item
Ctrl + N Open/create new mail item
Ctrl +R Reply to selected message
Ctrl + U Mark selected message as unread
Ctrl + Q Mark selected message as read
Ctrl + K Checks names in address boxes

Ctrl + Shift + R

Reply to All

Ctrl + Shift + F

Forward selected message

Del Delete selected mail item
F7 Check spelling

Ctrl + B Toggle bold formatting

Ctrl + 1 Toggle italic formatting
Ctrl +U Toggle underline formatting
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Further Help
Online Help

Help is available from any screen in OWL 2003. Click the Help icon to open Help in a new
window.

£ Outiook Web Access

Getting i

Tt Gektting started
Security and privacy
Exchange Folders
Outlook toolbars
Accessibility

Inbo:x About the Inbox

i

d Working with nmessages

Creating new messages

working with attachments

Calendar About Calendar
EEE! wWorking with Calendar items
Planning nmeetings

working with recurring items

About Calendar reminders

Contacts About Contacks

.g.;j Creating contacks
Working with contacks

Tashks About Tasks

QZ Creating tasks

working with tasks

About task reminders

Public About Public Folders

Folders

ﬁ Working with posted nessages
Creating and posting messages

Rules About Rules

Lﬁ Create a rule

Options About Dptions

=e,j
k= Customize features

Copywright Microsoft Corporation 2003,
All rights reserved. Terms of use,

[E=3]

Use the Navigation Pane on the left hand side to find topics.

Click on a topic to open relevant help screens on the right hand side.

OWA 2003 - Learn IT Guide - Draft Pages

http://lwww3.hants.gov.uk/owa-2003-home

Although these draft pages have been designed for OWA [Outlook Web Access] which is the
email for Hampshire County Council users, the software is identical to OWVL.

They provide a useful overview of the package and its features.
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