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In Outlook Web Access there is an Options shortcut in the
L . . Summary
Navigation Pane where you can set up different advanced options.
This document will take you through setting up some of these
options.

Advanced Options
Inserting a Signature

1. Inserting a Signature
1. Click the Options shortcut in the Navigation Pane found on the 2. Desktop Alerts
bottom left of your screen. 3. Default Formatting
2. Under Messaging Options, click the Edit Signature button. (1) | 4 ©Outof Office Assistant
. 5. Filtering Junk E-mail
3. Enter and format signature text. : .
9 6. Managing Junk List
4. Click the Save and Close button. 7. Blocking External
5. To automatically include your signature on all outgoing messages Content Downloads
make sure the Automatically include my signature on
outgoing messages box (2) is checked. Extras

Creating Rules
Marking Read or Unread
Flags

6. If you want to include your signature only on some messages, 1
2
3.
4. Checking Names
5
6
7

then keep the Automatically include... box unchecked and click
the Insert Signature button on the toolbar of a new message.

Message Options
Delivery/Read Receipts
Mailbox Quota

Figure 1

Messaging Dptions

- ] Murnber of items ko display per page 25
After moving or deleting an item: | open the niext ikem

i Display a notification message when new mail arrives

I Play a sound when new mail arrives

/F Automatically include my signature on outgoing messages.

Edit Signature. .. 1
il editor Font: 10 pt. Arial ) Choose Fant. ..

Desktop Alerts

When you receive a new message, a Desktop Alert will appear on
your desktop. Click once on the alert to go to your Inbox. —»
To turn this feature off, click the Options shortcut in the Wt 2 ey el
Navigation Pane. Under Messaging Options, clear the
Display a notification message when new mail arrives box.
(3) The change will take place the next time you log on.

9 This feature will not work if you have a pop-up blocker enabled.
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Setting Default Formatting

You can set default formatting for all outgoing [Ft 2] ]
e-mail messages. Font: Style: Size:
; - . - . Iﬁ IFieguIar 10 | oK I
1. Click the Options shortcut in the Navigation Pane mg g —
on the bottom left of your screen. ralBIEr e —I
Ar!al Marrow Bold i 12
2. Under Messaging Options, click the Choose Font. || [giafoundedhTBel. ol lialc 12
; Eodoni MT 24
(Figure 1, #4) Bodori M1 Black =] e
3. Select formatting options in the Font dialog box. —» | _ N
Effects Sample
Click the Ok button. I Underline
5. Click the Save and Close button on the top toolbar. || | Colot AaBbfyZz
[lack =] Al

Out of Office Assistant

The Out of Office Assistant sends an automatic reply when you receive an e-mail message while you
are away. A reply is sent the first time you receive a message from each sender.

Click the Options shortcut in the Navigation Pane on the bottom left of your screen.

Under Out of Office Assistant, select I’'m currently out of the office. (1)

Enter reply text in the text box.

To disable this option select I’'m currently in the office.

apwbnd e

Click the Save and Close button.

|7l Save and Close| Close| @) Help

Out of Office Assistant
F & T'm currently in the office

© Im currently out of the offlce

AutoReply only once to each sender with the Following kext:

[
[ -

Filtering Junk E-mail

Outlook Web Access allows you to filter unwanted messages.

1. Click the Options shortcut in the Navigation Pane on the bottom left of your screen.
2. Under Privacy and Junk E-mail Prevention, check the Filter Junk E-mail box. (1)
Be sure to check your Junk E-mail folder regularly to ensure that you do not miss messages

that you want to receive. (2) Figure 3

|
Privacy and Junk E-mail Prevention

o

(P —
¥ Filter Junk E-mail. Check the Jurk E-mail Folder requlatly ko ensure that you do nok miss messages that you want to receive cii7. Outlook Web Access

D Folders

CF .
Manage Junk E-mail Lisks, - < o

= £ Testhccount2, Exchange
Choose how to respond to requests for read receipts: [ Calendar
' Always send a response G Contacts [
15 Deleted Items
' Donct automatically send a response [7 Drafts [2]

u can contral whether esxternal content in HTML e-mail messages is automatically downloaded and displayed when you open an HTML messa ® [ Inbox (11)

S Journal
L_a Junk E-mail L]
ks | Motes

= Cutbo
= Sent Items
|&] Tasks

IV Block external content in HTML e-mail messages.
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Managing Junk E-mail Lists

You can specify addresses and domains that you want to receive messages from and ones that you

do not want to receive messages from.

P w NP

Click the Options shortcut in the Navigation Pane on the bottom left of your screen.
Under Privacy and Junk E-mail Prevention, check the Filter Junk E-mail box.
Click the Manage Junk E-mail Lists button. (Figure 3, #3)

In the View or Modify list box do one of the following:

e To add addresses or domains that you want to receive messages from, select

Safe Senders

e To add addresses or domains that you do not want to receive messages from, select

Blocked Senders

o

. Click the Add button. (1)

Junk E-mail folder.

. Enter an e-mail address or an
Internet domain name

. Click the Ok button.

. If you need to edit the address,
select if from the list and choose Edit.

If you check Trust e-mail from your
Contacts (2)then anyone in your
contacts list will be considered a

Safe Sender.

10. If you check Treat all e-mail as
Junk E-mail unless it has come
from a member of your Safe
Senders or Safe Recipients list (3)
then all e-mail that isn’t listed in this
window will be directed to your Junk

E-mail folder.

11. When you are finished click the OK

button.

12. Click the Save and Close button on

the top toolbar.

Messages received from addresses or domains on this list will be sent to your

a Manage Junk E-mail Lists -- Web Page Dialog

&) Help

ist will never be kreated as
ses of domain names on this

Yiew or Modify list: | Safe Senders

E-mail from people d55fe Recipients
Junk. E-mail. ¥ou carglocked Senders
lisk.

=

Edit. .. |
Remaove |

[+ Trust e-mail From your Contacks

Treat all e-mail as Junk E-mail unless it has come From a member of
\';.-'u:uur Safe Senders or Safe Recipients lists

Blocking External Content Downloads

Some e-mail messages include content, such as pictures or sound files, that are downloaded from a

Web server when the message is opened.

By default, Outlook Web Access blocks this external

content. To stop automatic blocking of external content:

Click the Options shortcut in the Navigation Pane on the bottom left of your screen.

Under Privacy and Junk E-mail Prevention, clear the Block External content in HTML e-

mail messages box.

Click the Save and Close button on the top toolbar.
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Some of Outlook Web Access extra features will be covered in the rest of this document, they include
creating rules, setting flags, and getting delivery and read receipts when you send a message.

Creating Rules

Rules allow you to manage your messages by performing actions that meet specific conditions. An
example would be: You are a Faculty member who teaches English 101 and you want all of your
students to send an assignment to you using e-mail. You instruct your student to type English 101
in the subject box of the e-mail they send. You then set up a rule that will see English 101 in the
subject box and send it directly to the English 101 folder that you created.

Click the Rules shortcut in the Navigation Pane found on the bottom left of your screen.
Click the New button on the toolbar.
Enter a name for the rule in the Rule Name box. (Messages from student in English 101) (1)

P w NP

Enter or select criteria in the When a messages arrives section.
(Subject contains English 101) (2)

Enter or select criteria in the Then section. (Move it to the specified folder) (3)

a

6. If you choose the Copy it to, or Move it to the specified folder criteria then you need to click
on the specified folder link and highlight the folder you want to move or copy it to.
(English 101 folder) (4)

7. Click the Save and Close button on the toolbar.

a Edit Rule : Outlook Web Acceszs - Web Page Dialog

H Save and Close

EJ‘ @) Help

Rule Mame {optional) Messages from students in English class 101

when a message arrives

where the

Fraom Figld conkains (L |
Subject contains English 101 \

People or Distribution List
Qr is I sent only ko me, -
4} Move/Copy Item -- Web Page Dialog
Then MovefCopy the selected items to the Folder:

% Mave it ta the specified folder / 5 & Testhccount2, Exchange

[FH] Calendar
o Copy it to the specified Folder = Conkacts

' Delete it % Et:lnae:::l[lzt]ems
' Forward it to [ Fcnalish 101]

& [ Inbox (10}
i Keep a copy in my Inbox E:j Journal

Importance is

Sent ta

g Junk E-mail
o | Motes

=] Cutbaox
[3 Sent Ikemns
;}] Tasks

TMew. .. oK I Cancel |
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Marking Messages as Read or Unread

Right—click the selected message in the View Pane. Select the Mark as Read or Mark as Unread
from the pop-up menu. Unread messages are displayed as bold text.

Flags

You can quickly flag a message to organize your messages or remind yourself to follow up on the
message.

® To flag a message, click the flag icon next to the message

® To mark a flag as complete, right-click the flag icon and select Flag Complete from the pop-
up menu. The flag will then turn into a checkmark

® To change the flag color, right-click the flag icon and select a color from the pop-up menu

® To clear the flag, right-click the flag icon and select Clear Flag from the pop-up menu

Checking Names

Outlook Web Access can match partial names (including part of the person’s last name, e-mail
address, or the full display name) to their corresponding e-mail aliases using the Check Names
feature.

1. Enter the recipient’s partial names in the To, Cc, and Bcc boxes. (Separate multiple names with
a semicolon.)

2. Click the Check Names button on the top toolbar. (If OWA recognizes a name, the e-mail
address will be filled in automatically. If OWA does not recognize a name or if there is more
than one match for the name, the name will appear in red and the Check Names dialog box will

appear.)
3. In the Check Names dialog box, do one of the following:
e To delete the recipient from the message, select Delete this recipient from the list

e To change to another name, select Change to and select a name from the box. (If no
suggestions appear, delete the recipient or click the Cancel button)

4. Click the OK button.
5. Click the Send button when you are finished.
Setting Message Options

1. Create the message you want to set options - _ _
for 2} Message Options — Web Page Dialog

2. Click the Options button.

~Message settings

Under Message settings, do the following:
9 9 9 : Importance | Mormal "’I
e To set the importance of the message, 4

click the down arrow on the Importance
and select a level of importance = Tracking opkions

Sensikivity

e To set the sensitivity of the message, ¥ Request a delivery receipt Far this message
click the down arrow on the Sensitivity

box and select a level of sensitivity

e Check the delivery and/or the read Close |
receipt options if you need that option

4. Click the Close button.
5. Click the Send button.

To quickly set the importance level on a message, click the Importance: High !
Or Importance: Low button on the top toolbar.

v

|- Request a read receipt For this message
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Setting Up Delivery and Read Receipts

If you would like to track your messages to make sure they are delivered to the recipient, and read
by the recipient then you can set up delivery and read receipts.

1. Create the message that you want a delivery
receipt for. /) Message Options -- Web Page Dialog
2. Click the Options button on the top toolbar.
. . . ~Message settings
3. Under Tracking options do the following: B ?
. e I k Mormal -
e To receive a notification that the mes- MREESNCE LR
sage has been delivered click the Sensitiviky INl:urmaI vI
Request a delivery receipt for this ~Tracking options
message box (1)
e r Request a delivery receipt For this message
e To request a notification that the mes-
sage has been opened by the recipient, '- Request a read receipt For this rmessage
click the Request a read receipt for
this message box (1) Close |
4. Click the Close button.
5. Click the Send button when you are finished.
e If you checked Request a delivery receipt for this message you will get a Delivered: in
the Subject line of your inbox (2)
e |If you checked Request a read receipt for this message you will get a Read: in the
Subject line of your inbox (3)
Microsoft Internet Explorer provided by Towson University
Help | 3
l.\J /_j Search \:n:/ Favorites @Media {f}- l-.?,— E ﬂ I;h
u/exchange? j Go | Links *
Hl % Search'web = | @ | 0 e | E Options 49
Ikems n to 2
00 | Lag off
Subject | v Size | ¥
= Quinn, Mancy Thu 3/24/2005 5:27 AM 97ZB -
! EE  Quinn, Nancy :-Aire you available to train the PowerPoint ... Thu 3/24/2005 8:22 AM 416 B
P EE System ndministra\/\ Delivered: Are vou available to train the PowerPoint wor,.. Thu 3/24/2005 5:21 AM 466 B
6. If someone sends you a message with a read receipt set up, when you open that message there
will be a note at the top saying: The sender of this message has requested a read receipt.
Click here to send a receipt. (4)
7. You can set whether to automatically send a read receipt when one is requested of you. Click

the Options shortcut on the Navigation Pane

on the bottom left of your screen. Under Pri-

vacy and Junk E-mail Prevention, select Always send a response. (5)

=]

‘J%IX|A +

._%Reply ca Reply ta all q\g Forward @) Help

3 Did you get thiz and read it? - Microzoft Internet Explorer provided by Towson L

Privacy and Junk E-mail Prevention

g j’ ¥ Filter Junk E-mail. Check the Junk E-mail Folder regulg

|® The sender of this message has requested a read receipt, Click here ko send a receipt,

Manage Junk E-mail Lists, ., I

Frarm:
Ta:

e
Subject:

Quinn, Mancy [NQUinR@tawson, edu]
TestAccountZ, Exchange

Did you get this and read it?

9

Choose how bo respond ko requests For read recsioks;

' always send a response

" Donat automatically send a respons:

‘o can contral whether external conkent in H e-mail m

¥ Black external content in HTML e-mail messages.
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Checking Mailbox Quota and Current Size
Students, faculty and staff are all given a certain amount of space

to house their e-mail. You can check your mailbox size by clicking &E_J Mailbox EiEEI."Iul.IDtE
the Mailbox Size/Quota button.

Your current mailbox size is presented at the top of the page in box letters.

On this page, you will see a graph illustrating the current size of your mailbox. Blue indicates the
size of your mailbox, in megabytes, green, the amount of size you have available, yellow, when you
will receive a warning, orange, when you cannot send messages, and red, when your inbox has been
shutdown.

Mailbox Quota and Current Size
Your current mailhox size is; 5.04 MB
Your gquota is defined as:

You'll receive a warning message at: 90 MB
You will be unable to send messages at: 95 MB
You will be unable to receive or send messages at: 100 MB

1] 90 95 100
O N
. Curvent Size Diseptable Size Mizming Canhot Send . Canhot SendReceine

Sizes per Folder:

Mote: The size of a parent folder does not reflect the cumulative size of its child folders. Far
MB, while the Inbox/Subfalder folder (child) could have B MEB. The folder size reflects what i3
helping you to isolate precisely which folders contain large amounts of data.

Folder Size Folder NamelFath
o mB [ROOT]
1.568 MB Calendar

See the OTS article, Outlook 2003 Storage Capacity Management, located at
http://wwwnew.towson.edu/adminfinance/ots/training/documentation/Outlook%202003/0utlook_2003_Quota_Management.pdf
for more information on managing your quota.
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