Outlook Procedures

Accessing Outlook away from your desk

Using Internet Explorer go to www.socc.edu.
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User name = ITTD\ followed by your username.
Password = your network password (when you change your network password this will
change automatically.)



B Butiook Web Access

Provided by Microsoft Exchange Server 2003

Domainiuser name: |ITTD'|,ja';.fj|:|hnscun

Password: |uuuu-|

Client {what's this?)

() Premiurn

() Basic

Security (what's this?

{®) Public or shared computer
() Private computer
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Viewing your Email Online

Pop Up Blocker

You will need to turn your pop up blocker off for this website to view your email. If you see a
yellow bar across the top of your screenofyoure mai |, c¢click on it and Sel e
pop-us from this site.o
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@ Pop-up blocked. To see this pop-up or additional options click here... x
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Once you are logged into Outlooky ou wi I I see your inbox. Click on
when you first login.
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There are five sections of your Inbox.
1. Toolbard Shows the Icons needed for using email.
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= Create new emails, contacts, folders, and calendar entries.

= move an email to a folder
d

elete

= Reply to All

= Forward

= Show/Hide Reading Pane
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2. Foldersd you can separate our email into various folders when important.
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3. Your Inboxd Lists the email you have received. Double Click on a message to view the
entire email in a separate window.
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4. The navigation toolbard to move from your inbox to your calendar to your contacts.

s Calendar

5. The Reading Pane- Displays the text of the email you have selected in your inbox.
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Rocky Lavoie [drrock 1@charter.net]

To: Javmales Johnson
Cc:
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You can move the reading
pane by clicking the reading
pane icon.
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Personalizing your email account
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Click on Options to
personalize your email
account.
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Creating an Out of the office response

Out of Office Assistant

AutoReply only once bo each sender with the
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| Southwestern Oregon Community College ™ information

9 | 541)885-7631
The unauthorised disclosure or dinterception of e-mail is a FEDERRL CEIHE [see 185 T E. 0. Fea. 2517(4)]. This
e-mail iF intended solely for the use of those to whom it is addressed and may contain information which i=
privileged, confidential, or exempt from disclosure under the law., This commundication cannot be forwarded or
distributed without the supresssd consent of the original sender. If you havrs recsejiwred this se-majl in srror,
00 WOT DIEZTRIETUTE OR COPY IT. You ars respectfully requested to return it immediatels to the sender wmth
attackments, if any, and notify the sender by telephone. Thank you.
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