
Herricks UFSD Outlook Web Access Tutorial

How to access your email

There are two ways you can access your email via the web.

Open your browser and go to the Herricks homepage (http://www.herricks.org) and click on the District Email link located at the top right hand of the
webpage or use any browser and type in the following address: https://mail.herricks.org

The login screen will appear on prompting you for your username and password. After entering your username and password, click on Sign In.

The OWA 2010 toolbar

After successfully logging on, your Inbox will be displayed. Use the toolbar along the top of your Inbox to manage your email messages. Outlook
2010 is designed to organize emails into conversations, if you prefer the traditional list view; it is recommended you change two settings. Click on
the “View” link near the top of your Inbox and uncheck “Use Conversations”. Also select either Right or Bottom Reading Pane depending on your
preference.
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Folders: in your folders list you will find such items as your calendar, contacts, deleted items, drafts, inbox, notes, and sent items.

Favorites: Shortcuts to your inbox, unread mail and sent items. You can add folders to the shortcut list by right-clicking on the folder and selecting
Add to Favorites. You can access any of these shortcuts by simply clicking them.

Preview Pane: This section can be made larger or smaller by clicking on and dragging the line separating the Preview and Inbox areas

If you wish to open one of the mail messages full screen (as opposed to only the preview pane) simply double-click the email in question.

Organizing Email

In the “Arrange by” drop-down you will find various ways to organize the messages in your inbox. You can customize the order in which your
email appears by making your selections here.



How to create a new message

To create a new message, click the downward arrow located next to the word New. A drop-down list with various options will appear. Select
Message. Or simply click on the word New. An untitled message dialog box will appear on your screen.

Type in the address of the person you would like to send your message to. Compose your message and click the Send button located at the upper
left-hand corner of the window.
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Attachments

You can attach a document, picture or other file to the message you are sending. To add an attachment to a new message, simply
select the paperclip located at the top of the window. This will take you to the Attachments web dialog box.

Once the dialog box is open, select Browse to find the file you would like to attach. Double-click the file to insert the file name. To
insert more files click “Choose more files”. Once you have found the correct files, select Attach. You can also repeat this process
if you would like to attach more files to the same email message. The file/s you selected will now be attached to your message ready
to be sent.

Deleting a message

To delete any message that appears on your list, simply select it by clicking it once, then hit the Delete key on your keyboard.
Hitting the X symbol at the top of your page when you are in your message will do the same thing.

Note: when you delete a message it is actually moved to your deleted items folder. This still takes up space so it is good practice to
periodically go to your deleted items folder and delete the messages from there. This will permanently delete the messages and free
up the space.

Options

Through the Options section, you have the ability to personalize your OWA 2010 client. Be sure to Save and close when you are
finished, otherwise your changes will not take effect. To access your options, simply select Options and then See All Options in the
top right-hand side of the window. Feel free to explore the many options that allow you to individualize your Outlook client.

HOW DO I SET UP THE SPELL CHECKER?

Use the following procedures to customize your spelling options. (This feature only appears in Internet Explorer)
To automatically check spelling before a message is sent: Under Spelling Options, select the Always check spelling before sending
check box.

To prevent the spelling checker from checking words in UPPERCASE letters:
Under Spelling Options, select the Ignore words in UPPERCASE check box.

To prevent the spelling checker from checking words that contains numbers:
Under Spelling Options, select the Ignore words with numbers check box.


