The Interface

The Outlook Webmail Blind and Low Vision version provides faster access with less functionality
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Sign Out

The Basic Version provides a Sign Out link on the top right of the tool bar.

Managing your Mail (reading, replying, new mail)

Open a message
Unread messages in the Inbox appear in bold. Previously read messages appear in plain text.

If you click the message title, the message will open. When you have more than one page of messages in

your Inbox, you can use the arrow buttons on the bottom of the Inbox to scroll through the messages.

Delete a message

1. Click the checkbox from the message you want to delete .

2. Select the delete button on the toolbar.

The message will be stored in the ‘Deleted Items’ folder until you delete them permanently. To delete them,

open the Deleted Items folder and click the Select All box at the top of the message pane.
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Click the delete button on the toolbar.
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Create a new message

Q Mew Message

1. Select the New button on the toolbar.
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2. Type in the name of the recipients, separated by semi-colons in the To, Cc and Bcc lines. If you are
mailing others with a maplemount.org email address, you can locate their address from the Global
Address List (GAL) by clicking on the to: button. You can search for anyone not in the Global Address
List in your contacts by using the search bar at the top of your screen. Search for the names, check the
checkbox to select them, then click the appropriate button to add them the relevant list. Click the Close

button to shut this window. Enter the Subject of your message.

3. Type the message in the main section.

Attach a file

You can attach one or more files to your message.

1. Select the Attachments button located in the toolbar. m

2. The window changes, which allows you to enter the file name or browse for the files.
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3. Once you have found your file click the Attach button

4. Once you have selected “Attach”.
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5. Once you are finished attaching, click on the Done button, and you will be returned to you message and

can see your attachment listed. You can add further attachments simply by selecting “Attach...”

Set message importance

You can set message importance to Importance High or Importance Low using the

Exclamation and Down Arrow buttons.

Add a Signature

To add a signature to a message in the Blind and Low Vision version go to the Messaging options and create
a signature, and select the option to “"Automatically include my signature on outgoing messages”. There is

no way to add the signature while composing the message in this version.

Save a message

You can save a draft copy of your message for future use or to come back later to complete it.

Click the Save button at the top of the message window.

This message is now saved into the Drafts folder.

Send a message

When your message is complete, you are ready to send it.

Click the Send button at the top left corner of the message window.
You will be returned to the mail folder window.

The message will be saved in the Sent folder.

Reply to or Forward a message

1. Click on the Reply, Reply to all or Forward button.

2. 2. Enter your reply message.



3. 3. Click Send to send the message.

Calendar

The Outlook Webmail Calendar allows you to create and view appointments. You can also organize and

schedule meetings at specific times and locations. Colleagues can also check your availability for meetings

etc., provided that you have already given them the necessary permissions.

View your Calendar

Click Calendar in the Navigation Pane
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Create a New Appointment or Event

A Bppointrent

1. In Calendar, click New on the toolbar.
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2. In the Subject field, type a brief description of the appointment.

3. In the Location field, type the place where the appointment occurs.

4. 1In the Start Time and End Time drop-down lists, select the appropriate dates and times.

5. In the Show time as drop-down list select one of Busy, Free, Tentative or Out of Office

6. To be reminded about this appointment, select the Reminder check box.

7. Type any additional information in the space provided, such as a list of necessary materials to take to

the meeting.

8. Click Save and Close

You can change the contents of the appointment by double clicking on it

Appointment options

The toolbar for the calendar window allows you to

Attach a file to an appointment

e Set a recurring interval for the appointment e.g. every Monday

e Allow you to invite other people to an appointment

e Set the importance of an appointment to high

e Set the importance of an appointment to low

To delete an appointment or event



Select the event by clicking on your calendar.

2. Once the event has been highlighted, click on the delete button on the toolbar.

Contacts

The Contacts folder can store and organize details of people, businesses and organizations.

Click Contacts in the Navigation Pane.
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Create a New Contact

1. On the toolbar click New

2. In the new contact window, on the General tab, enter the information you need for the contact.

3. You can enter additional information about a contact in the Details tab.



4. Click Save and Close. Refresh your browser window to see the new contact.

Options

The settings within Options allow you to customize various features of Outlook Webmail: see the left hand

column in the screen shot. The Blind and Low Vision version of Outlook Webmail provides a slightly less

extensive set of options.
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If you change any settings, remember to select Save to update any changes.

The Automatic Replies in Outlook Web Access

@ Options



In webmail, click on the options button at the top of the page.
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Messaging
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In the headings panel on the left side of the page, select Automatic Replies.

“1 Don't send automatic replies
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Select the send automatic replies option.

You can turn the Assistant off when you return or set the time period for it to operate.
Send an auto-reply once to each sender inside my organization with the following message:
| am currently on leave until the 23rd August, and will look at your email from then. For IT issues between 15t - 14th,
please contact the serviceline@soton.ac.uk. Between thie 15th and 23rd please contact he01@soton.ac.uk for printer

toners between 1st -14th, please contact mg11@soton.ac.uk, from 15th - 23rd please contact ho01@soton.ac.uk. For
telephony issues between 1st - 23rd, please contact cgl@soton.ac.uk.

g Replace my current Out of Office message with the following:

| am out of the office until 31st feb. If your email is urgent, please email the serviceline{@soton.ac.uk instead, where
someone will pick it up on my behalf.

If you have already created an-auto-reply, it will appear in the top box. If you want to deliver a different
message, tick the replace my current message with the following and type your new message in the

box below it.

In webmail, on top of your internal mail, you can treat emails external to the organization differently, and

put a different message if you wish.



Send automatic reply messages to External Senders

™1 Send replies only to senders in my Contacts list

i@ Send replies to anyone outside my organization

Remember to turn off the Assistant when you return (unless you set the time-period).



