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Instructions for using Outlook Web App

For Commerce Employees

OVErview

Outlook Web App is the web version of Outlook for Commerce employees.
Because this is a web version, it does not behave exactly like Outlook on your
workstation and not all of the advanced features are available.

rReymermber
Commerce Website Forward Slash EMAIL:

http://www.commerce.wa.gov/email

In this document

Page 2 How do | Logon?

Page 3 Which options should | pick?

Page 4 How to set out of office?

Page 5 How to set a signature?

Page 6 How to change my passwordl?

Page 7 How to access a shared emall account?

Outlook Web App Instructions  http://www.commerce.wa.gov/email Page 1 of 7



http://www.commerce.wa.gov/email

AREE 0,

) Department of Commerce

orpY Innovation is in our nature.

FHow do | Logon?

Microsoft

Outlook'Web App

Security { show explanation )

@ Thisis a public or st Commerce domain is "CTED"
Thisis a private cor - "CTEDV" plus the user name you use
to logon to your work computer.

[] use Outlook Web App
Domain'user name: | CTEDVJohnD

Password: T TITITIIT]

~ |

Conmected to Microsaft Exchan Passwaord you use to logon to your I
Secured by CTS work computer.
© 2009 Micosoft Corporation, All rights e veu,

How to Logon

1. Goto http://www.commerce.wa.gov/email

2. Click “Outlook Web App”

3. Enter your Username beginning with “CTED\”
Example: Commerce Employee John Doe would enter “CTED\JohnD” as a username
(See above picture)

4. Enter your Password. Your password is the same password you use to logon to your work
computer.

5. Press “Log On” button

| see the Security Radio Buttons and Use Outlook Web App Light. What should | set those to?
See the next page for an explanation
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Which 0pt£0ns <chould | pzfc/e?

Outlook' Web App

Use this option if
you are on a hotel
or coffee shop PC ty ( hide explanation )

This is & public or shared computer

Select this option if you are connecting from a public computer, Be
sure to log off and dose all browser windows to end your session.
Read about the security risks of using a public computer,

lUse this ﬂﬂti an if *  Thisis a private computer
Select this option if you are the only person using this computer,
yﬂuhgﬁeﬂg %CIL.IF ' This option provides additional time of inactivity before

automatically logging you off.

i Use Outlook Web App Light

The Light dient provides fewer features and is sometimes faster.
: . . IIse the Light dient if you are on a slow connection or using a
Check this CIF!I'[ICIFI it computer with unusually strict browser security settings.
you are on dial up

or slow connection

.i@iniuser name: | CTEDVJohnD

Password: T TITITIT]

Log On

Connected to Microsoft Exchange
Secured by CTS
& 2009 Microsoft Corporation, All rights reserved,

Which Options Should I Pick?
If you are unsure, the default “This is a public or shared computer” will work in most situations. See the
above picture.
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How to set out of offiee?

1. Logon to Outlook Web App
2. Click the “Options” drop down button in the upper right of the screen

W Find Someone ptions -
Option

Set Automatic Replies...
Change Your Password...
Create an Inbox Rule...

See All Options...

|
3. Select “Set Automatic Replies...”

Select Send automatic Replies Radio Button

5. Optionally you can set the time period you want the Automatic replies to start and finish by
checking the box and setting the start and finish.

[] Send replies only during this time period:

E

6. Type a message in both “Send a reply once to each sender inside my organization with the
following message:” and “Send a reply once to each sender outside my organization with the
following message:”

7. Then Click the Save Button in the Bottom Right of the screen.

J Save

8. Once saved, click “Mail” in the upper left. (If you did not click Save button it will pop-up a

warning asking you if you want to save or not.)
Mail > Options

Warning

/0 Do you want to save your changes? If you continue without saving,
your changes will be lost.

Don't Save Cancel
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How to set Signatiures

1. Logon to Outlook Web App
2. Click the “Options” drop down button in the upper right of the screen

W& rind someone Options -

Options

Set Autom

See All Options...

3. Select “See All Options...”
4. Select “Settings” on the Left
5. Select “Mail” on the Top

Account g‘ @ @ EQ E]

Organize E-Mail Mail Spelling Calendar General Sent Items Regicnal S/MIME
Settings
Phone E-Mail Signature
Block or Allow
Tahoma viwowv B I Uadet E = = = i=

= w. A 2= 9 0e 8 E % T

% Thanks,

Commence (Zuslomer Senviced

=

¥

Automatically include my signature on messages I send

6. Set your email signature. (Hint: Copy and paste from a new email in your regular Outlook)
Check “Automatically include my signature on messages | send”
8. Then Click the Save Button in the Bottom Right of the screen.

~

J Save
9. Once saved, click “Mail” in the upper left. (If you did not click Save button it will pop-up a
warning asking you if you want to save or not.)
Mail > Options
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How to chande PASSWOrA?

1. Logon to Outlook Web App
2. Click the “Options” drop down button in the upper right of the screen

W8l Find Someone

Options -

Options
Set Aut
Change Your Password...

g Feplies...

Create an Inbox Rule...
See All Options...

3. Select “Change Your Password...”
Change Password

Enter your current password, type a new password, and then type - This is the

After saving, you might need to re-enter your user name and pass password you just
notified when your password has been changed successfully. used to logon

Domainiuser name: CTEDWohnD
! These are the

Current password: ﬁf"’ﬂ same. Type what
Mew password: you want your new
Confirm new password: password to be.

Do not forget to click Save O —

Type your Current password (The one you just used to logon)
Type your New password (What you want your password to be)
Confirm your New password (by re-typing your new password)
Click Save

J Save

Nouwus
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3 ?
How to ACCess A chared email ACCOUNE:

A shared email account is an email account that a group of people have access to. In regular Outlook on
your workstation it shows up as another folder on the left under your account. However under
“Outlook Web App” you have to switch between the accounts.

1. Logon to Outlook Web App with your username and password.
2. Click your name drop down button in the upper right of the screen

sign cut | COM Commerce Cystomer Services -
Open Other Mailbox x

Select mailbox:

email@commerce.wa.gov Open__.

It will popup “Open Other Mailbox”

Enter the email address of the shared email account you wish to open
Click Open

If you have access to this shared mailbox, it will open.

If you do not have access, you will receive the following message:

_ Your mailbox appears to be unavailable. Try to access it again in

10 seconds. If you see this errar again, contact your helpdesk.

8. If you want to switch back to your regular email account start with step 2 above by click on the
shared email account name and entering your email address.

Nousw
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