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Lesson Objectives

This lesson will teach you the following items:

First Time Login

The New Outlook
Navigating Mail
Conversation View
Navigating Calendars
Navigating People
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OWA First Time Login o =

Apps

-~
1. Find the Outlook icon in the Office365 portal. " ke "H A+ ®

Qutlook COneDrive Word Excel PowerPoint

2. You will be asked to set your language and time zone. bl

(It is important to set these correctly as this will affect the
time at which it appears mail arrives in your mailbox and D.

the time your calendar reminders activate.) -
«  [% Outlook
3. Click ‘Save’ [

English (United Kingdom) ﬂ

{UTC+00:00) Dublin, Edinburgh, Lisbon, London

(3 Save




The New Outlook

1. When first logging in to OWA you will receive a popup
indicating that you are using the classic version of Outlook
Web App. It is highly recommended to switch this to ‘The
new Outlook’ experience

2. When you login for the first time this will be highlighted. It
is best to switch this toggle on and leave it on as the classic
view for OWA will become unavailable in future.
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Try the new Qutlook
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m The new Outlook
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Navigating Mail

Office365 Navigation: This is where you will click
to navigate to other Office365 Applications
Search: This is your search tool. Type what you
want to search here.

Folder Navigation: This is where you navigate
through your mailbox. Shared mailboxes you have
access to will be here too.
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Mailbox: This is where mail for the currently
selected mailbox, folder or search will be listed.
Unread items will show in bold. Select the mailbox
or folder on the Navigation pane to change what is
listed here.

Bottom Navigation: This is where you can navigate
between Mail, Calendars, People and Tasks.

Task Bar: This is where you create new mail, delete
mail or move mail. The most common tools are
listed here.

Settings: This is where you can personalize your
account and gain access to more advanced tools

such as email signatures, rules and Out Of Office.

T == . p
DyBLIN | Outlook M Search ;,e @
= S
=  New message il Delete = Archive (&) Spam ~ < Sweep 51 Moveto ~ {3 Categorise e The new Outlook
" Favourites & Inbox * Filter Happy Friday!
LY Inbox 3 ) TUDublin Student TUF)le\in Student <tudublinstudent@g B % N
>~ Happy Friday! 1511 mail.com> -
B~ Sent ltems Happy Friday to everyone in the class. Don't for... Wed 10/07/2019 1511
Student User
» N
Dratts » e TUDublin Student Happy Friday to everyone in the class. Don't forget to share your weekly
Upcoming class test wisdom at the end of the day. <—
Add f. t Don't worry. Once you have attended classe o
svounts : = : This email originated from TU Dublin. If you received this email in error, please
delete it from your system. Please note that if you are not the named
TUDublin Student addressee, disclosing, copying, distributing or taking any action based on the
~  Folders e contents of this email or attachments is prohibited.
Study Breaks i
B e take ctdy Bre celarlv an s by Is 6 OT Baile Atha Cliath a thainig an riomhphost seo. Ma fuair ti an
O Inb 3 Be sure to take study breaks regularly and to hy... riomhphost seo tri earraid, scrios de do chl?ras ¢ le do thoil. Tabhair ar aird,
= et mura td an seolai ainmnithe, go bhfuil dianchosc ar aon nochtadh, aon
choéipeadil, aon déileadh né ar aon ghniomh a dhéanfar bunaithe ar an abhar ata
©  Junk Email sa riomhphost né sna hiatain seo.
&  Drafts
B Sent ltems
) Deleted ltems
B Archive
Conversation History
New folder
= | &

=

]

Preview: This will preview the content of the
currently selected email in the Mailbox. To pop out
mail you can double click on the mail in the
mailbox.
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Conversation View

1. Email messages with the same subject
Iine and reCipientS are grou ped into @ Delete = Archive 6) Spam @’ Sweep B Moveto v~ & Categorise Q The new Outlook
"Conversations" by default.

© Inbox * Filter Upcoming class test =

2. When a chain of emails has multiple ‘ O Vipemmpdasis @ e & 6 6 >

replies you will see conversation view s No Problem. Have 2 good weekend too!

in the Preview pane. R

e i o evenyone i the e Dons o Q.

3. By Default, Conversation view has older TUDublin Student Hey Student!

messages at the bottom and newer at ‘ o et ok sy ks ey sn 0. Thanks for thi information.

the top but this can be changed in oo ecten

settings.

Q) e eanten

4. You can also collapse conversation view Dort worry. Once you have attended classes you should fiy through the test,

by clicking the E| in the top right Kind Regards

corner.
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Navigating Calendars

1
Office365 Navigation: This is where you will click l
to navigate to other Office365 Applications
Search: This is your search tool. Type what you
want to search here.
Calendar Navigation: This is where you can
navigate through dates and other calendars you
have access to.
Calendar: This is where you can view the currently
selected calendar You can change this view to Day,
Work Week, Month views. Clicking on an item in
this view will show you more details about that
event.
Bottom Navigation: This is where you can navigate

M

2y uy2019

DyYBLIN
+ MNew event
T W T F
2 3 4 5 6 7
9 n 1 12 13 14
% 17 18 19 20 21

23 24 25 26 27 28
30 31 1 2 3 4

7 8 9o 10 11

Add calendar

Import calendar

My calendars

between Mail, Calendars, People and Tasks. 4 °

Task Bar: This is where you create new events,
delete events or change events. The most
common tools are listed here.

Settings: This is where you can personalize your
account and gain access to more advanced tools.

Calendar
United Kingdom holidays

Birthdays
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Outlook

(5] Today
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Z] Month | Share S Print m The new Outlook

Sunday Wed, 10 Jul
’ (2=

16:30 Meeting 1

30 min.  Bolton Strest e
14
21
28
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Detailed view: This is where you can see a more
detailed view of your upcoming events. You can
click on events here to view even more detail.
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Navigating People | . : 7
1. Office365 Navigation: This is where you will click ) R puleet 7 e e ° R
to navigate to other Office365 Applications T e amnE e @D e Outok
2. Search: This is your search tool. Type what you e Aot By frstname
want to search here. 3> e e @ TUDublin Student
3. People Navigation: This is where you can navigate N
through different groups of people. P . Comtct  Enai - Fles - Lnkeal
4. People List: This is where you will be able to view Tl . Centact nfermatien P o
your selected pinned groups of people. When you R Contacts e

New folder

first access ‘People’ you will be prompted to pin
groups to the main navigation s

5. Bottom Navigation: This is where you can navigate Lo
between Mail, Contacts, People and Tasks. 8 Dekted

6. Task Bar: This is where you create new Contacts,
Contact Lists or Groups. The most common tools
are listed here.

7. Settings: This is where you can personalize your
account and gain access to more advanced tools. -

L =
8. Preview: This is where you will see all details of T
the Person or Contact you have selected in the c
People List.
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