Navajo Nation
Department of Information Technology
Using Outlook Web Apps (OWA)

Presenter:
Benneke Gorman
Sr. Network Specialist



Supported Browsers

To use the complete set of features available in Outlook Webyapgan use the following browsers on
a computer running Windows XP, Windows 2003, Windows Vista, or Windows 7:

A Internet Explorer 7 and later versions.

A Firefox 3.0.1 and later versions.

A Chrome 3.0.195.27 and later versions.

On a computer running Mac OS X 10.5 and later versions, you can use:
A Safari 3.1 and later versions.

A Firefox 3.0.1 and later versions.

On a computer running Linux, you can use:
A Firefox 3.0.1 and later versions



To access your email account using Outlook Web App (OWA), opt
your web browser and go tottp://www.navajo-nsn.gov Click on
the Email tab located at the upper right portion of the window.
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Feb 3 - To'hajilee Peacemakers to meet Friday

Feb 1 - Navaio Human Rights Officials met Officials about repeated Navaijo alcohol abuse offenders

| Jan 31 - Navaijo Nation Two Hour Delay * g 1
NAVAJO NATION | NAVAJO NATION

: : : | PRESIDEN
NERB YAZZIE Jan24 - Navaijo Nation Council selects Johnny Naize as new speaker :{,‘T'\ .I\l}:ll}\ll\'

Jan 23 - 22nd Council to adopt new speaker selection process in special session, new speaker to be seated
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Outlook Web App

Security { show explanation )

@  This is a public or shared computer
@ This is a private computer

O Use the light version of Outlook Web App

User name: |bgorman

Password: |®eeesssss

Connected to Microsoft Exchange
2 2010 Microsoft Corporation. All rights reserved.

In the Outlook Web App (OWA) logstreen, typen your usernamend your
password Your can also access OWA by entenings://webmail.navajensn.gov
Choosing Private computer lets you stay connected longer on your session. Th
light version can be used for slow connections. For more information click on lig

version ancclick herdink.
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Inbox (48
Drafts

Sent Items
Deleted Items

DIT VMware
Help Desk (26
Junk E-mail [2]
MSExchange.org
MNMNITS

Motes

Phone 2074
Phone 6016
Sendio ESP

SysAdmMote

=

MNew -

Delete ~ Move ~

Armrznge by Date
St Michael Indian School
Friday, October 28

Microsoft Outlook
Delivery delayed:Lita S5am canno...

Darlene Leuppe
RE: Halloween Party

Alex Largie
FW: NMEPA Network Mode - Ap...

/| Tim Aldrich

RE: Install techs will be on site N...

Melissa Mez
Halloween Party

Benson Parker
test

Coralene B. Austin
MNavajo Mation Government Rela...

Lita Sam

Filter ~

a Cyberoam Knowledge Base m Velume Licensing Service ...

X

View -

Mewest on Top

1]
Fri 7:24 PM

Fri 6:21 PM

Fri 4:31 PM

Fri 4:27 PM

Fri 4:14 PM

Fri 3:57 PM

Fri 3:21 PM

Fri 218 PM

3
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W8 Find Someone options -~ @

RE: Install techs will be on site Nov 9th to start install

Tim Aldrich [Tim.Aldrich@us.logicalis.com]

To:

« & o

Co &) con [Angel. { s.Jogicalis.com]
Urbatsch [Cory. Urbatschi@

Cory Frost [Cory.Frost@us.logicalis.com]

s.Jogicalis.com]

lex Largie; tsteiner360@yahoo.com,

Friday, O

Pearl,

Cory will be reaching out to you on your request for your
outreach event.

Original Message
From: Pearl A. Lee [mailto:pearlles@navajo—nsn.gov]
Sent: Friday, October 28, 2011 12:59% PM
To: Tim Aldrich
Cc: Angel Chacon; Cory Urbatsch; Cory Frost; Rlex Largie;
tsteiner360@yahoo.com; Benneke Gorman; Kyle King
Subject: Re: Install techs will be on site Nov 9th to

start install

Test email Fri 2:05 PM

M. Teresa Hopkins

Thanks Tim. We will also regquire a temporary installation
RE: Navajo Nation Judicial Annu...

at Quality Inn, Window Rock to demo our IP phones at the
1] Outreach event to be held December 6 or 7. Is this
Fri1:58 PM feasible?

d Mail
)
8=| Contacts

@ Tasks

g Public Folders

Fri 1:59 PM

Calendar Pearl A. Lee

Re: Install techs will be on site N...

Melissa Mez

Sent from my iPad
Message

Fri 1:50 PM
Oon Oct 26, 2011,

£Mam Bldri~hfAne

at 6:14 PM, "Tim Aldrich"

Tmmicrslic ~oms wrrate-s

=1 Mike Rutigliano 0

Microsoft Outlook Web Apps (OWA) will open and show the contents of your
Inbox. You can scroll down to see all of yigmail. You can read, create, delete,
move, organize and arrange your Email.
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sign out | Benneke Gorman -
Mail » Inbox 4698 Items i L & Find Semeone Options (7]

4 Favorites MNew ~ Delete ~ Maove ~ Filter ~ View ~
5} Inbox (48
= SentItems

Install techs will be on site Nov 9th to start install

Search Entire Mailbox

Conversations by Date_=_Heneston Ton—} 4 Tim Aldrich [Tim.Aldrich@us.logicalis.co.. @& & &  adions -
- Date _
4 Benneke Gorman i Media Advisory - Children'... To: Pearl A, Lee
- - F
=] Inbox (48 navajonationpress rom Cc Angel Chacon [Angel.Chacon@us.logicalis.com]

Drafts [2] To Cory Urbatsch [Cory.Urbatsch@us.logicalis.com]

Sent Items Last EeH Size Cory Frost [Cory.Frost@us.logicalis.com]; Alex Largie; tsteiner360@yahoo.com,

Deleted Items =1 Friday, October 28 Subject o Pueber 35 201 474 B

5t Michael Indian School Friday. October 28 201 414 PM

DIT VMware X Type

Help Desk (26 *H-d Lita Sam cannot send to N...
Junk E 1137 Microsoft Outlook

unk t-mail | 2] . Importance Cory will be reaching out to you on your request for your outreach event,
MSExchange.org *E-] Halloween Party _ Flagged

MNMITS Darlene Leuppe; Melissa Mez Tim

. . Conversation

Motes /{23 NNEPA Network Node - A.. ]
Phone 2074 Alex Largie Fri10/28
Phone 6016

Sendio ESP

SysAdmMote

el [ &

Attachments Pearl,

- Pearl A. Lee Thanks Tim. We will also require a temporary installa... ]| Fri10/28
4[7) Install techs will be on site ... o
|© | Tim aldrich Fri 10/28
(=i Pearl A. Lee Fri 10/28 > Pearl A, Lee Yes. Sorry I forgot to note Wednesday. I did talk to Alex ... Tue10/25
(=1 Tim Aldrich Wed 10/26
=1 Pearl A. Lee Tue 10,25 > Tim Aldrich Pearl, Is that tomorrow? Tue10/25
=1 Tim Aldrich Tue 10,25
(=1 Pearl A. Lee Tue 10,25
= ET (=i Pearl A, Lee Wan 10/24 > Pearl A. Lee Okay, how about tomorrow afterncon at 3 p.m.7 Pearl Le... Mon 10/24

ﬁ Calend =1 Alex Largie Mon 10,24
H Calendar = Pearl &, Lee Mon 10,24 > Alex La rgie Good afternoon, Team we need to discuss relocation wir... Mon 10/24

> Timn Aldrich Pearl, Please find attached the project schedule. Twill.. ([ Wed 10/26

]
]
L__'.
]
3
|
3
]
]
]

> Pearl A. Lee I have alerted themn but we have not gotten together on i... Tuel0/25

8=| contacts - . . o -
- =1 Navajo Nation Governmen... > Pearl A. Lee Team, we need to discuss this. What is your availability t... Mon 10/24

g Tacks Coralene B. Austin Fri10/28

.:- . d ,a Test email
&3 Public Folders Lita Sam Fri10/28

Conversations view displays every message in a conversation
by default it is on. If you delete a conversation you will delete
email that is part of that conversation.
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| Tim Aldrich

=]

RE: Install techs will be on site |

Melissa Mez
Halloween Party

& Benson Parker

test

Coralene B. Austin
Mavajo Mation Government Re

Lita Sam
Test email

M. Teresa Hopkins
RE: Navajo Nation Judicial Annu...

Pearl A, Lee
Re: Install techs will be on site N...

Melissa Mez
Message

Mike Rutigliano
Drawing/Options for Phase 1 Sw...

M. Teresa Hopkins
Travel

M. Teresa Hopkins
Navajo Mation Judicial Annual C...

Royetta Woodie
Leave/Travel

View -

Date

From

To

Size

Subject

Type
Attachments
Importance
Flag Due Date
Flag Start Date

Fri10/28

m
Fri10/28

Fri10/28

m
Fri10/28

Fri10/28
m

Fri10/28

Fri10/28

0dzNy 27F7F

sign out | Benneke Gorman -
Options (7]

RE: Install techs will be on site Nov 9th to start
install

W&l Find Someone

Tim Aldrich [Tim.Aldrich@us.logicalis.com] & 4 &

To: Pearl A Lee

Co Angel Chacon [Angel.Chacon Jogicalis.com]
Cory Urbatsch [Cory Urbatsch@us.logicalis.com]
Cory Frast [Cory.Frost@us.logicalis.com]; Alex Largie

Pearl,

Cory will be reaching out to you on your regquest for
yvour outreach event.

Original Message
From: Pearl A. Lee [mallto:pearlleef@navajo-nsn.gov]
Sent: Friday, Cctober 28, 2011 12:5% PM
To: Tim Aldrich
Cc: Bngel Chacon; Cory Urbatsch; Cory Frost; Alex
Largie; tsteiner360@yahoo.com; Benneke Gorman; Kyle
King
Subject: Re: Install techs will be on site Nov %th to
start install

Thanks Tim. We will also regquire a temporary
installation at Quality Inn, Window Rock to demo our
IP phones at the Outreach event to be held December & [

| | O

| 2V OSNELF (A 2

%)

and turn the check mark off next to Conversation. This wil
show all messages arranged by the category you choose
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a Address Book -- Webpage Dialog

| & https://webmail navajo-nsn.gov/OWA/ Tae=Dialog&t= AddressBook&a=PickRecipients

Address Book Llé:l ‘j
[Ld Default Global Address... Harold miller X
@ All Rooms

Harold A.. Miller

AT AL Mill Contact Alias hamiller
rold A.. Miller S Tlarmmaua: .
Show other address lists ¥ E-ma hamiller@navajo-nsn.gov

pIT Dffice Dept. of Information Technalog
hamiller@navajo-nsn.gov Phone 925-871-6520
Contacts

4 Wy Contacts Information Department DIT
8= Suggested Contacts
S y
83 Contacts Organization ¥

Availability | sat 10/29/2011 % | [¥]Show only working hours

Saturday 10/29,/2011
800 900 10:00 11:00 12 100 200 300 ¢
P

Address (Mailing Address)
Cit Window Rock

Message recipients:
To -> Harold A.. Miller;
Cc->

Bece -

Cancel

The Address Book window will help you to locate Navajo Nation email
addresses and other information. Select the name and click the To

button to bring the address into your email message. Then click OK 't
close the window. There is also helpful information about the contact.
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We have a scheduled meeting this afternoon

Now you can complete your message. To add an attachment
click on the attachments button. An attachments window will
display.



a Attach Files -- Webpage Dialog

Include Attachments

To include an attachment, click 'Browse’, and then select the file. aAfter
you've selected the file, click "Attach’. The file will be uploaded to your
message.

" bowse. |

Choose more files

If you don't li

waiting to type while your files are being uploaded, install
or upgrade Silverligh

erlight.

ke

Attach Cancel

Click on the Browse button to find your file and then click attach.

Repeat these steps to attach another file. Close the Attachments
window when finished.



(= Untitled Message - Windows Internet Explorer EI@

| & https://webmail.navajo-nsn.gov/OWA/Tae=Item&a= NewBit=IPM.Noteficc= MTQuMSAyNzAuMSxlbil VUywidLERUT UwsMCy i |

Send H lIB 1 - [} n = "(% . (Nintinns LITh Al wl | O, 0

; x
= Draft autozaved at: 2:50 Message Options

To.. Harold A.. Current Message Settings

Cc... -
Importance High -

Subject: Sensitivity  Normal -

Attached:  @prarT [C] show Bec
[C] show From
Tahoma

We have a scheduled me Tracking Options

[C] Request a delivery receipt for this
message

Request a read receipt for this
message

More Message Options

5] For more message options, click Options

K Close

You have other options you can set for your message such as sett
the importance, sensitivity and requesting a receipt for the messag
Click on the Options link to get the Message Options window.
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RE: Install techs will be on site Nov 9th to start install

Tim Aldrich [Tim.Aldrich@us.logicalis.com]

To: Pearl A, Lee

Cc Angel Chacon [Angel.Chacon@us.logicalis.com]
Cory Urbatsch [Cory. Urbatsch@us.logicalis.com]; Cory Frost [Cory.Frost@uwus.logicalis.com]
Alex Largie; tsteiner360@yahoo.com; Benneke Gorman; Kyle King

Friday, October 28, 2011 414 PM

B

Pearl,

Cory will be reaching out to you on your request for your outreach
event.

Original Message
From: Pearl A. Lee [mailto:pearllesfinavajo-nsn.gov]
Sent: Friday, October 28, 2011 12:59% PM
To: Tim Aldrich
Cc: Angel Chacon; Cory Urbatsch; Cory Frost; Rlex Largie;
tsteiner36lfvahoo.com; Benneke Gorman; Eyle King
Subject: Re: Install techs will be on site Nov Sth to start

To reply, reply all or forward a message open the message by double clicking
the message in the Inbox and click the Reply, Reply All or Forward buttons.




(=) RE: Install techs will be on site Nov 9th to start install - Windows Internet Explorer

é https://webrnail.navajo-nsn.gow/OWA/Tae=PreFormAc

H 0

Subject: RE: Install techs will be on site Mov 9th to start install

We look forward to the install

From: Tim Aldrich [Tim.Aldrich@us.logicalis.com]

Sent: Friday, October 28, 2011 4:14 PM

To: Pearl A. Lee

Cc: Angel Chacon; Cory Urbatsch; Cory Frost; Alex Largie; tsteiner360@yahoo.com;
Benneke Gorman; Kyle King

Subject: RE: Install techs will be on site Nov 9th to start install

Pearl,
Cory will be reaching out to you on your request for your outreach event.

Tim

[~

hitps://webrmail.navajo-nsn.gov/OWA/ Tae=PreFormActionfta=Reply&it=IPM.Noteflid=RgAAAARTFbnMSCzQZfS  #,100%

Type your reply message and you are ready to send. At this
point you can also attach files and send copies to other
iIndividuals. Forwarding a message Is similar to Reply except th
It does not automatically put in the To address.
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Options (7]
Mew - Delete GotoToday [fH [ E& @& Share-

Nov 1
s

Judicial Conference; Chandler AZ
FW: Updated: N:
Voip Conference

My Calendars 7 8 g 10 11 12

4 calendar Brocade Switch Installation and training; Mot sure, Our conference room is being used.
VOIP training: Window rock

Server backup m | Wireless setup within the Window Rock area: Window Rock Campus : Alex Largie

People's Calendars

15 16 17 18 19
FW: Updated: N:
Voip Conference
Wireless setup within the Window Rock area: Window Rock Campus : Alex Largie

20 21 22 23 24 25
FW: Updated: N

Voip Conference

Wireless setup within the Window Roc|

b=~ Mail
ﬁ Calendar 27 28 30

FW: Updated: N:
8=| contacts Voip Conference

@ Tasks

j Public Folders

The calendar can be used to create appointments,
set reminders, and set up meetings. Click on
Calendar to open your calendar.




:% Untitled Appeintment - Windows Internet Explorer

& https://webmail.navajo-nsn.gov/ OWA/7ae=TtemBta= Newdt=IPM.Appointment&fld= L g AAAABTFbnNSCzQZF5i5 Apqu2 WAG
Send | 0 Wl O & -E ' 8 HE- & HM
Appointment
JE
Optional...
Resources...
Subject: Want to meet this Friday on the new project
Location: Conference room A Request a response to this invitation
Start time: Fri 11/4/2011 ~9:00 AM v | [C] All day event
End time: Fri 11/4/2011 % 10:00 AM w

Reminder: 15 minutes = Show time as: | MBusy

Attached: i) Agenda for meeting

Tahoma
Attached is the meeting agenda and below is a map of meeting place.

Greater f
Corona Vilage

Bt e 1T TR

SR N <

L]
o Terraces at
Tiburen Condo

=%

Double click on the day you want to create an appointment. This opens
new Appointment window. Fill in Subject, Location, Start and End time &
other information. You can attach files and insert images and invite other
LIS2 L S @ C2NJ Y2NB AyF¥2 Of AO|1 2V
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L R {h : sign cut | Benneke Gorman -

= N, - i i E 3 e
Contacts » 48 Items

Show: W liew 2 B rorward

@ Al Search Contacts Davda, Nisheet
(@] People Anznge by File as Agnto Engineer
2 22ndnnc Cyberoam

W&l Find someone Options - @

© Groups
Misheet Davda (uspresales@

Group Contact E-ma
E Misheet Davda

4 Ny Contacts Armijo, Stephen R.
8] Suggested Contacts PC Place

83 Contacts (781) 460-2080

pcplace@nmia.com (978) 995-3374

ATET
-ﬂESSS] 613-6330 Profile Job title Engineer
Begay, Victoria Company Cyberoam
Acct Exec , Frontier Communications
il 978) s71-3787 B (505) 870-0965 Details Motes

begaye, belleista
Cellular One
B (928) 401-1535

Friday, February 20, 2009 8:32 AM:
Misheet Davda - Engineer
Email:

uspresales@cyberoam.com<mailto:usp

Cleveland, Harland resales@cyberoam.com:

Chinle PD
bl Mail il (a28) 674-2122
ﬁ Calendar Davda, Misheet

g= Engineer , Cyberoam
=| Contads | (781) 460-2080 ' (978) 995-8374
@ Tasks > DistList-DIT

P _ Grou
3§ Public Folders reup

elana

The Contacts folder is your address book of personal contact
Here you can store information about a person or business
that you communicate with. Click the Contacts button to
open Contacts. Click New to create a new Contact.




@ Untitled Centact - Windows Internet Explorer | = || [=] ||i&|

ae=ltern&a=MNewfit=IPM.Contact&fld=L gAAAA E7Ifbnl ﬂ

Middle name
Last name

File as Last, First

Department
Company
Manager

Assistant

Maobile phone

Assistant v

Enter profile, Contact, Address and Detail information. You can also
attach files and set a category for this contact. Save and Close to add
your contact.
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Options = @ -
News X [ = B Forward

83 Contact : Davda, Nisheet
Engineer

@& Group
Cyberoam

21 Message ;
Group

S € 22ndnnc
83 Suggested Contacts Group
85| Contacts Armijo, Stephen R.

Contact E-ma

PC Place
pcplace@nmia.com
AT&T
il (388) 613-6330
- : Details Note}
Begay, Victoria
. Acct Exec, Frontier Communications Fr.sda.
SZ]T Tasks il oosy 8713787 B (5051 87 e Nishe]
31 928) 871-3787 (505) 870-0965 Email
g Public Folders begaye, belleista uspre
s P |

A To create a group select the New drop down and
select Group. The Group window will appeatr.

8=| Contacts




@ Untitled Group - Windows Internet Explorer

Group Name NN Voip Team

Members...

& Mame

EZl plex Largie

=l Andrew Benallie

=l Kyle King

=l Pearl A, Lee
tsteiner360@yahoo.com

([0 |

Add to Group

E-Mail
alexl@navajo-nsn.gov
abenallie@navajo-nsn.gov
kking@navajo-nsn.gov
pearllee@navajo-nsn.gov
tsteiner360@yahoo.com

Remove fram Group

Enter a group name. Add group members by clicking on
the Members link and selecting contacts from the global
address list or your personal Contacts.



Customize your window by pulling down the Options link and
selecting one of the Options. Select see all Options for more
options. There are some very useful information about
shortcuts and other things you can do.



