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1. To Login

Go to https://mail.govmu.org

Enter your username: username and password

Outlook'Web App

User name:

webteam

[ Private computer { What is this?

O Use the light version of Outlog

ook Web App

® signiin

Your mailbox will be shown

[ Outlook Web App

@ new mail search mail and people

« INBOX

4 Favorites
Inbox
Sent ftems

Drafts

4 Sheila RAMSURRUN
Inbox
Drafts
Sent Items
Deleted ltems
Junk Email

Notes

all unread tome flagged

CONVERSATIONS BY DATE =

Mail Calendar People Tasks

Therz are o items to show in this view.

Sheila RAMSURRUN =

& ?
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2. To Logout

On the top right hand corner click on your name and select Sign out from the drop down.

Mail Calendar People Tasks Sheila RAMSURRUN ~ % 2

Sheila RAMSURRUN

sramsurrun@mail.gov.rmu

change

Open ancther mailbox...

Sign out

3. Change Password

1. On the top right hand corner click on settings & Change password
2. Type your current password

3. Type your new password and confirm the new password

change password

Enter your current password, type a new password, and then type it again to confirm it.

After saving, you might need to re-enter your user name and password and sign in again.
You'll be notified when your password has been changed successfully.

Domain\user name:

Current password: :"........

New password: R Retype the password
& ] B to verify that you

Confirm new passward: i i i n { typed it comectly.

4. Click on the “save” button.

CENTRAL INFORMATION SYSTEMS DIVISION Page 5
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4. Email Messaging

4.1 Create a New Mail

Click on new mail found on the top left hand corner.

= Outiook Web App

(® new mail

Type the recipient details and subject

£ SEND X DISCARD @ INSERT @ APPS -
To: 8 xyz@govmu.org
Ce: 8 abc@govmu.org

Subject: Send new email
Calibri v |12 - B I L

This is a new email

Type your message in the body

Click on send to send the message

To: xyz@govmu.org

Ce: | abc@govmu.org

Subject: Send new email

Calibri - 12 - B I

=

This is a new email
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4.2 To Save Mail as Draft

Click on and then click on Save
i SEND X DISCARD [ INSERT @ APPS  ==»
Save
To: P xyz@govmu.org Show Bec
: ' Show From
Cc B abc@govmu.org Check names

Set importance »

Subject: Send new email

Calibri v | |12 - B 1

This is a new email

Switch to plain text

Show message options...

4.3 To Continue Writing a Mail Previously Saved as Draft

Click on the “Drafts” folder found on the panel on the right hand side and click on the mail to open it.

@ New mail £ Search mail and people
« All Unread Tome Fl
4 Favorites
v Xyz@govmu.org
Inbox 1 Send new email
Sénll:e'ns INSIsEanewemdll =s======================
Drafts [1]
4 CISD Web Team
» Inbox 1

Drafts [1]

Click on Continue editing to continue writing

Click on Continue editing to continue writing

Testing

This message hasn't been sent.

To: xyz@govmu.org

ce: A abc@govmu.org

Subject: Send new email

# CONTINUE EDITING

¥ SEND x R
To: [1) xyz@govmu.org
Ce: B ' abc@govmu.org

Subject: Send new email
Calibri

I‘I’h‘ss is a new email

12 «| B

X
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4.4 To Add Attachment

[ INSERT

Click on and select attachment from the drop down

I SEND X DISCARD [ INSERT @ APPS  =ss
Attachments

To: n xyz@govmu.org Pictures inline

Your signature
Ca n abc@govmu.org

Subject: Send new email

Browse the file and click open

= Choose File to Upload g
@Qv|. Desktop » -~ | +4 | | Search Deskiop Fel |
Organize = Mew folder ‘_|;ﬁ‘:: o | '@

Bl Desktop = l_z__’ BRaCuE R =
& Downloads L] 939 bytes

:IJ http

T Microsoft Office Word 97 - 2003 ...

l'_‘-_—A Recent Places

255 KB

-l Libraries

- Internet Explorer
|j Documents /l;" Shortcut
J\ PMusic 141 KB

®)

[&] Pictures =\ ManyCam
E Videos Shortcut
1.05 KB

m

M Cormputer ? = Microsoft Office Access 2007 3
& LocalDisk(c) | i"s‘;?;t I
backup (E:) ’
= 2 | Microsoft Office Excel 2007
L]

P - [[_x_! Shortcut -

File name:  hitp ~  [AnFiles ¢ -|

[ Open l [ Cancel ]

The file is attached

Click on the @ to remove attachment

A SEND X DISCARD [ INSERT @ APPS  sas=

Cc n abc@govmu.org

Subject: Send new email

8% Bookl.xisx (1 MB) Preview @Click here to remove attachment

CENTRAL INFORMATION SYSTEMS DIVISION Page 8
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4.5 Set Importance : High, Normal, Low

T SEND X DISCARD @ INSERT » Apps see

Save
To: [\ xz@govmu.org Show Bcc

" Show From

ce K abc@govmu.org Check names

Set importance » High
Subject: Send new email

Switch to plain text Normal
B Booklxdsx (1 MB) Preview x Show message options... Low
Calibri v|[[12 «[ B I U = = =% £ % A %% B v

This is a new email

4.6 To Reply, Reply All and Forward

Select an email from Inbox and click it so that the check box is ticked.

+ gulshan gunputh ] x>
» I'd like to share my calendar with you Tue 04/03
gulshan gunputh {gunputh@mail gov.mu) has invite..,

The message will be displayed on the right hand side.

A Sl sen s i e g R S L S

Microsoft Qutlook
b Meeting Mon 10:00 €= REPLY 6= REPLY ALL =3 FORWARD

Delivery has failed to th:

ts or groups: ggu.
= S mark as unread
. gulshan gunputh

D Tue 04/03/2014 13:24

LAST WEEK

Sheila RAMSURRUN

* testing Fri 07/03

REPLY TO TEST MAIL To:webteam;

" ® You replied on 04/03/2014 20:41

gulshan gunputh 5 YRR
+ Goyave De Chine Party Thu 06/03

No preview is available, =+ ADD CALENDAR E SHARE MY CALENDAR BACK

Madina Jauhangeer gulshan gunputh (gunputh@mail.gov.mu) has invited you to view his or her Microsoft Exchange Calendar.
» testing Wed 05/03

RS e For instructions on how to view shared folders on Exchange, see the following article:
v gulshan gunputh ] x>
+ I'd like to share my calendar with you Tue 04/03 http://go.microsoft.com/fwlink/?Linkid=57561

gulshan gunputh (gunputh@mail.gov.mu) has invite...

CENTRAL INFORMATION SYSTEMS DIVISION Page 9
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= REPLY B REPLY ALL

gulshan gunputh

Tue 04/03/2014 13:24

To:Webteam;

® You replied on 04/03/2014 20:41.

+ ADD CALENDAR  [€] SHARE MY CALENDAR BACK

gulshan gunputh (gunputh@mail.gov.mu) has invited you to view his or her Microsoft Exchange Calendar.
For instructions on how to view shared folders on Exchange, see the following article:

http://go.microsoft.com fwlink/?Linkld=57561

Click REPLY, REPLY ALL or FORWARD.

€ REPLY €= REPLYALL =3 FORWARD

Type your reply

=] SEND X DISCARD @ INSERT & APPS vee

Cc:

Subject: Re: ICAC Newkletter December 2015

Calibri - 12 - B : 5

e

this is a reply

Click on Send or DISCARD THE REPLY

If “discard” is clicked then a confirmation message is displayed

discard message

discard
This message will be deleted.

don’t discard
Return to the message for further editing.

CENTRAL INFORMATION SYSTEMS DIVISION
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4.7 Mark a Mail as Unread

Right Click on the message and click on Mark as Unread

@ new mail search mail and pecple

Jo)

all unread tome flagged

« INBOX
» Favorites v Madina Jauhangeer
F testing

4 Sheila RAMSURRUM
Sheila RAMSURRUN
+ Testing
Dirafts This is a test mail.

Inbox

Sent ltemns
Deleted ltems
Junk Email

Motes

4.8 Flags and Reminders

CONVERSATIONS BY DATE w

X I
delete 13:14
mark as unread
flag

1313
move
ignore
categorize b

create rule...

You can use flags to remind yourself to follow up on specific items in your mailbox.

4.8.1 Flag an Item

To add the default flag in the list view of messages, tasks, or contacts, click “Flag”.

v Microsoft Qutlook x@

p I'd like to share my calendar with you Mon 10:39
)

Delivery has failed to these recipients or groups: abec...

Flagged items are added to your Tasks folder.

4.8.2 Knowing More about Flags

Right-clicking “Flag” also lets you change or remove a flag and set a date reminder for the flag.

CENTRAL INFORMATION SYSTEMS DIVISION
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e Right-click “Flag”, to select one of five preconfigured reminder flags.

« Microsoft Outlook b L
» I'd like to share my calendar with you Mon 10:

; - T today
Delivery has failed to these recipients or groups: abe...

tomorrow

gulshan gunputh this week

I'd like to share my calendar with you hMon 10:

gulshan gunputh (gunputh@mail.gowv.mu) has invite... next week
no date

Microsoft Outlook
» PMeeting MMon 10:
Delivery has failed to these recipients or groups: ggu...

mark complete

4.9 Printing an Email

To print an email, double-click the email so it is opens in its own window. Click the printer icon at the top
of the opened window and select the printer you wish to print to.

é; Print Py
General | Options
€= REPLY <= REPLYALL =3 FORWARD Select Prrter
%Add Printer =i Fax
=0 Adobe PDF 15 HP Laserlet 400 M401 PC
wrg EPSOM AL-M2000 Advanced =0 Microsoft XPS Documen

4| 1 | C

d EI ete Status: Ready Prirt to file

Location:

categorize 3 Commert:
rmark as junk Page Range

. i @ Al Number of copies: 1 =
open In separate window Selection Current Page

@ ©) Pages: 1 Collste
Enter either a single page number or a single lll 212 313

page range. For example, 5-12

create rule...

view message details Pt Aoply

4.10 Viewing and Searching Messages

4.10.1 Sorting Email by Message Type

Click on the dropdown to change your sorting and grouping preference.

SORT BY

0 - date

from

all unread tome flagged -

flagged 5
INEOX CONVERSATIONS BY DATE size

. subject
Madina Jauhangeer
b testing 13:14

________________________________________ impeortance

twpe

attachrments

ORDER
ShEI|a RAMSURRUN »* newest on top
b Testing 1313 oldest on top
This is a test mail. COVERS AT
- on

off

CENTRAL INFORMATION SYSTEMS DIVISION Page 12
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4.10.2 Searching

Enter the word (e.g. test) and click il
test o2 x
The email containing the word “test” is displayed
all s awsd LN I I |y IGHHCU
Include messages from: INBOX CONVERSATIONS BY DATE
@ Entire mailbox v Sheila RAMSURRUN x >
& C t folder (Inb » testing 13:25
D Current folder (Inbox] REPLY TO TEST MAIL
™ Current folder and
subfolders Sheila RAMSURRUN
k Testing 1313

This is a test mail.

Show these messages:

All
% Get more results

= Older than a week

i© Older than a month

i Older than a year

CENTRAL INFORMATION SYSTEMS DIVISION
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5. Option
L0,

Mail Calendar People Tasks Sheila RAMSURRUN ~ %% 2

A

Click Settings on the top right corner. Then click on Options

Sheila RAMSURRUN ~ %% 2

Refresh
Set automatic replies
Display settings

Manage apps

Change theme

Change password
EPLY AL 9ep

Options

5.1 Date and Time Settings

Click on Settings on the panel on the left hand side and then click on regional to change date and time

format

options mail calendar fireg]orﬁaé

organize email Language:

| _English (United Kingdom]

groups
site mailboxes
ZEAIEEE | p109/2013
phone Tirme format:
| 01:01 - 23:50 =1
Block or allo
Current time zone:
apps

Drate format: (For example, Septernber 1, 2013 is displayed as follows)

| (UTC+04:00) Abu Dhabi, Muscat

sSawe

Choose your language, the date and time formats to use, and your tirme zc

Click on save to save your changes

CENTRAL INFORMATION SYSTEMS DIVISION
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5.2 Organise Mail

5.2.1 Inbox Rules

Click on organize email. Under inbox rules, click arrow.

C)

'H'h’ri"-l‘:q nbox rules automatic reglies delivery reparts  refention palicies

Choose how mail will be handled: Rules will be applied in the order shown. If you don't want a rule to run, you can turn toff or delete it

I To learn how to forward your email to zncther mailkox using Inbox rules, click here,

arganize email ’
nar-vl -
arouns --------------I

Create @ new rule for armiving messages

Move messag

s from someone 1o & folder,, {r:'

I Move messages with specific words in the subject to 2 folder... I
I Maove message sant 1o 3 group to a folder,. I

Delete messages with specific words in the subject,
phane | O T

You could click some preset rule as listed shown as follows to manage your email
a. Create a new rule for arriving messages

b. Move messages from someone to a folder

c. Move messages with specific words in the subject to a folder

d. Move messages sent to a group to a folder

e. Delete messages with specific words in the subject

To return to your mail click on the drop down next to your name and then click on My mail

ES N

- Page - Safety - Tools - lilzﬁilv

- Sheila FRUAMSIURRILIMN | ™ - -

Pl rvanl

Sigmn out

In this guide, we will show you how to create a rule that automatically move an email message
with a word Advertisement in the subject line to a folder called IGNORE.

1. Click “Move messages with specific words in the subject to a folder” under “Inbox Rules”.

CENTRAL INFORMATION SYSTEMS DIVISION
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+- T v =2

Create a new rule far arrnIng mMessages

Pove messages from sameane to a falder

Mowve me with specific waords in the subject to a folder

Flowve message sent to a group to a folder

Delete messages with specific words in the subject

2. A new inbox rule window will be popped up then.

new inbox rule Fielp

Apply this rule...

Mame:

*When the message arrives, and:

It includes these words in the subject... - “Enter words...

Do the following:

Maove the message to folder... - *Select one...

More options...

save cancel

3. Enter a name for the rule from the new inbox rule window
e.g. Move email subject "Advertisement" to folder "IGNORE

Apply this rule...
Mame:
Mowve email subject "Advertisernent” to folder "IGNORE

4. Click on ‘Enterwords.. and type in the word “advertisement” in the window which
pops up.

CENTRAL INFORMATION SYSTEMS DIVISION Page 16
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specify words or phrases

Advertisement +

ok cancel

Click on =+ , then on “ok”.

5. Clickon “Select one...  Then Click on Inbox > new folder > and then type in the
name of the new folder. (In this case: IGNORE).

new inbox rule x
select folder

. - 4 Sheila RAMSURRUMN
Apply this rule...

4 Inbox
Mame:
IGNORE
Drafts
*When the message arrives, ar Sent ltems

It includes these words in the Deleted ftems

Junk Email
Do the following:
Mowve the message to folder.
More options...
new folder ok

Click on “ok” then click on “save”.

6. The rule is then added to the list. Click it to view the detail shown at the right pane.

CENTRAL INFORMATION SYSTEMS DIVISION Page 17
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vl Move email subject “Advertisement” to folder IGNORE

love email subject “Advertisement

‘TGNORE

to folder

After the message arrives and...

Do the following...

7. Avrule can be editted or deleted. Select the rule by checking the check box. Click on the

pencil for editing and on the bin iocon for deleting.

+(fu)r v o
On Rule
Move email subject "Advertisement” to folder "IGNORE

5.2.2 Automatic Replies

Your email account could reply an email automatically to sender when an email sent to you

within a preset time period.

1. Click on Organise email and then on “set automatic replies”. The Automatic Replies section

will be shown then.

automatic replies delivery reports

nbox rules
() Don't send automatic replies
(® Send automatic replies

Send replies only during this time period:

Start time: | Wed 12/03/2014  ~| | 21:00 [v]
End time: | Sat 22/03/2014 - | | 2100 E'iz[
Send a reply once to each sender inside my organization with the following message:
| catibri ~ll1z~] B I U ae = = = = = =

Send automatic reply messages to senders outside my organization

(O Send replies only to senders in my Contacts list

i
<
I>
&
>-I>
x
E3
5
E ]
E ]
2

CENTRAL INFORMATION SYSTEMS DIVISION
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2. Click on ® Send zutomatic replies

3. Check “Send replies only during this time period” and select time period.

[+] Send replies only during this time period

Starttime | Wed 23/12/2013 - 00:00 W

End time: | Wed 01,/01,2014 v || 2230 v

4. Enter the message you would like to send to each sender inside your organization

®) Send automatic replies

[ send replies only during this time period:
20:00 [V
20,00 ™
Send a reply once to each sender inside my organization with the following message:

Calibri “|[1z7]| B I U & = = = :
Dear all,

m
it
&
I>
>
-
x
x
2
=

Please note that | am on vacation leave. Will get back later.

Regards

5. Select the “Send automatic reply messages to senders outside my organization” this will
enable to selection for senders only in your contact list or to all senders

Send automatic reply messages to senders outside my organization

end replies only to senders in my Contacts list

(@) Send replies to all external senders

Send a reply once to each sender outside my organization with the following message:

[ calibri “[[12+] B T U ae = = = iZ = =% = % A b &= XX, M T
Dear all,

Please note that | am on vacation leave. Will get back later.
If urgent, please contact CISD helpdesk on 2112480

Regards

6. Click on Save to save the automatic reply

CENTRAL INFORMATION SYSTEMS DIVISION Page 19
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5.3 Settings

5.3.1 Delivery Report

Use delivery reports to search for delivery information about messages that you've sent or received. You
can narrow the search to messages with certain keywords in the subject.

Go to Organise email — delivery reports

options nbex rules  automatic replies  delivery reports

Search for messages ['ve sent to:

Search for messages that were sent to me from:

Search for these words in the subject line:

i search clear

search results

I
(5

There are no items to show in this view.

Click on select users

You will have a list of all email users you send mail in your contact list

NIALED OT FIES | NAMEL W
-
%Lr gulshan gunputh +
=

Click on the PLUS sign * to activate the ok option

« OK X CAMCEL

To gulshan gunputh;

Click on OK

Select the second option to search senders messages

CENTRAL INFORMATION SYSTEMS DIVISION Page 20
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Search for messages that were sent to me from
(O

You may also type a specific word eg testing

Search for these words in the subject line:

select a user...

| Testing|

search

Click on search

clear

The results will be displayed in the search result segment

search results

S e

From To

Madina Jauhangeer gulshan gunputh
Madina Jauhangeer gulshan gunputh
Madina Jauhangeer gulshan gunputh

5.3.2 Display Settings
Go to settings ¥ and select Display setting

~ I
Refresh
Set automatic replies
Display settings
Manage apps
COffline settings
Change theme
Change password

Cptions

The Display setting window will open

Message list

Subject
Goyave De Chine Party
Canceled: Goyave De Chine Party

Goyave De Chine Party

[ Select this aption to

\ find messages sent to
you

Type one or more
keywords to search for
in the subject line. Use
quotation marks to
search for multi-word
phrases

Sent time v

06/03/201413:27

>

014 13:27

CENTRAL INFORMATION SYSTEMS DIVISION
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W OK M CANCEL

display settings

message list conwversations reading pane

Layout:

@) Sender name on top

O Subject on top

In the message list you can customise your layout and click on Ok to activate the setting

5.3.3 Conversations

Outlook Web App wersion

Preview text:

Show preview text

O Hide preview text

Click on conversation and customise and click on OK

-~ O > CAMCEL

display settings

rmessage list conwversations reading

Layout:
(@ Mewest message on top

2 Oldest message on top

ane Outloock Web App wersi

® Show deleted items

2 Hide deleted items

Reading pane

Click on reading pane and customise how you want your message to be displayed

' OK K CANCEL

display settings

message list conversations reading g

Layout:

Show reading pane on the right

) Show reading pane at bottom

() Hide reading pane

click on OK

(=

Qutlock Web App version

Deleted items in conversations:

CENTRAL INFORMATION SYSTEMS DIVISION

Page 22



Email User Manual

5.3.4 Change OWA version
Click on OWA version and check the use the light version of OWA

W 0K 2 CANCEL

display settings

message list conversations reading pane Outlook Web App version

Select the check box below if you want to use the light version of Outlook Web App. The light
version of Qutlook Web App provides a simplified experience for users who have:

= Dlder web browsers
» Low bandwidth connections
= Accessibility needs

¥| Use the light version of Outlook Web App

Changes to this setting will take effect the next time you sign in.

Click on OK

NOTE: TO ACTIVATE THE SETTINGS YOU NEED TO SIGN OUT AND CLOSE YOUR BROWSER.

5.3.5 Email Signature

1. Click Settings & at the top right corner and then Options
£o]

Refresh
Set automatic replies
Display settings

Manage apps

Offline settings
Change theme
Change passwaord

Options

Click settings on the left panel and then mail on the right top panel

[
|| o
| =
1l
I
1

4
|
*I
&i (§%)
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‘ﬂF
N w
=
o

c
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i
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Under the email signature, enter your email signature.

containing multiple lines and

mail calendar regiona

hyperlinks.

Your signature can be in HTML format,

pPassworc
email signature
Raavi “[12-] B I U ae = =
=& 3= akr & s, 2= o x (1] a4

Central Information Systems Division

Lth Floor, E.Anquetil Building
FPort Louis

=3} Automatically include my signature

on messages I send

By default, your signature will only be applied when composing email. To add your signature when
replying or forwarding, you could check “Automatically include my signature on messages | send”.

5.3.6 Message Format

In the message format, you may select “Always show BCC or always show From

message format

Always show Bee
Always show From

Waming: Messages you compos

i

Compose messages in this format | HTML

Message font

Calibri (|12~

V]

B I U A
Sample Text

won't be sent using 5/MIME when this option is selected.
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5.3.7 Message Option

You have numerous message options which you can select

After deleting or moving an item you may select how you want to move forward

message options

Open the previous item
Open the next item

After moving or deleting an item

You may also select a sound when a new mail has come in

Play a sound when new items armive

Display a notification when a new email message arrives

Display a notification when a new voice message arrives

Display a notification when a new fax arrives

[ Empty the Deleted Items folder when I sign out

Warn me when I send a message that may be missing an attachment

Click on save to save your changes

5.3.8 Read Receipts

This option helps you to choose how to respond to requests for read receipts.

read receipts

Choose how to respond to requests for read receipts.

(® Ask me before sending a response

Vay's zend a response

Reading pane
You can choose your own option when writing email messages:

If you want to have a new window or a reading pane

reading pane
When writing email messages:

ype in the reading pane

) Type in a new window

Choose when items should be marked as read

() Mark the item displayed in the reading pane as read

Aark the item as read when the selection changes

(®) Don't automatically mark items as read
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6. Calendar

= Outlook Web App

= Mail Calendar People Tasks Madina Jauhangeer + 2 ?
@ new event Mar-‘:h 20[4 day workweek week month
«jan feb mar apr may jun jul aug sep oct nov dec » gototoday [5) SHARE 84 PRINT
& MONDAY TUESDAY WEDNESDAY THURSDAY FRIDAY SATURDAY SUNDAY 10 MARCH 2014
: 2 5 27 1 Mar 2
‘ MARCH 20174 4
M T W T F 5§ §
1 2
SEisa e @ a 8 3 4 5 6 7 8 9
nn 2 13 1 1516
7 1’8 19 20 21 22 22
24 25 26 27 28 29 30 T —
» 10 M 12 13 14 15 16
Independence Da Goyave De Chine
MY CALENDARS
7 18 19 20 21 22 23
v [ Calendar
OTHER CALENDARS
24 25 26 27 28 29 30
3

6.1 Add New Event

1. Click on “Calendar”

Mail | Calendar People Tasks

On the top right hand side, click day / work week / week / month to change calendar view.

day work week week month
2. Click on “+ event” found on the top left hand side

() new event
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3. Fill in the event interface which will be shown.

H saveE X DISCARD

IEvent: Meeting

r@, SCHEDULING ASSISTANT

1. Enter name and

Location: Conference Room

location of event

add room

Attendees: xyz@®mail.gov.mu

2. Enter email address
of recipients

3. Enter date, time and duration of event

Start:

Duration:

Thul3/032014 | 0930

| 1 hour

4, In the Show as list,

6. Select this to set

select how your and your
recipients’ schedule to

reminder. This also reminds

appear for the duration of

all participants if they have

the meeting such as Busy Calendar reminders enabled on their
and Free. Calendar - calendars.

Repeat: 5. Click this, if your event

| Never ~ | occurs regularly. You could

set your preference as
[ ] Mark as private shown belaw.
]
Repeat: From: To
Every Thursday v| [ heryoas | | Thoooyaon ~
4. Add a message in the message text area.
| calibri ~|[12~]| B 1 U = = ¥ A v
Hello All,

Regards,
200K

The meeting is scheduled for Thursday 13th March 2014.

5. Click on “Save” .

B osave X DiscarD

AR

ER, SCHEDULING ASSISTANT

The event is then sent to attendee(s), and added to your schedule.
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6. At Recipient’s side:

The email of the meeting request at recipient’s side is shown as follow. Recipient could choose from

the option ACCECPT, TENTATIVE or DECLINE.

Independence Day

# This event occurs in the past.

When:

Where:

+" ACCEPT

event attendees

Reminder:

15 minutes

Celebrations

The event will then be added to the recipient’s calendar with a

March 2014
4 jan feb mar
MONDAY TUESDAY
3 4
10 n
7 18
24 25
3

2 TENTATIVE

Show as

Free

Jjun  jul  aug

WEDNESDAY

12

Independence Da

19

26

Wed 12/03/2014 (All Day)

X DECLINE

sep oct

THURSDAY

13
9:30 Meeting

20
9:30 Meeting

27
9:30 Meeting

9:30 Meeting

nov

-1

dec» gototoday

FRIDAY

i

21

28

€ REPLY  4€&=REPLY ALL

SATURDAY

1 Mar

15
Goyave De Chine

22

29

reminder.

= FORWARD

day work week week month
[5) sHARE ¥ PRINT

SUNDAY 13 MARCH 2014

2
9:30

30

Meeting
1 hour Conference Room

[+
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6.2 To Share Calendar

1. Click Calendar view

2. From the left hand side panel, select a calendar which you want to share, if there is more than one
calendar.

(<

1 MARCH 2014 »

MY CALEMDARS

I - Calendar I

OTHER. CALEMDARS

3. Click “SHARE” on the top right hand side: [3] SHARE o right click on the calendar and select share
calendar
+ [ Calendar

chare calendar

OTHER CALE

pErMIssions...

color [

4. Under Share with, enter the name or email address of the people you want to share your
calendar.

=1 SEND X DISCARD

Share with:

Type the email address here

Full details -~ | X

5. Click on Send on the top left corner.
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6.3 Scheduling Assistant: To check the availability of other staffs when
organising an event

1. Click SCHEDULING ASSISTANT when creating a new event.

H save X DISCARD IL-.;'E. SCHEDULIMNG ASSISTANTI Coo

2. Information will be displayed

' OK X DISCARD ===

Untitled meeting

When:

Thu 13/03/20714  ~| | 09:30 -
Duration:

30 minutes -

Attendees

1 REQUIRED 1 CONFLICT

Madina Jauhangeer
Busy - 2 meetings

13 March 2014

« monl0d  tuell  wedl2 thul2  fril4  satld  sunle

Madina Jauhangeer

L Meeting

mjauhangeer@mail.gov.mu

day week &

3. The availability of each attendee is displayed on the date and time of your event. To change
the date and time, you could click on the grid directly.

2 REQUIRED 0 COMFLICTS

Madina Jauhangeer

Free
-

ﬂ%-f* ulshan gunputh
e_géii Free

4. After verifying availability, click the OK at the left top corner to continue editing your event

continuously.
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7. Theme

1. Click on “Settings” and then on “Change theme”.

hadina Jauhangeer &
Refresh

Set automnatic replies
Display settings
Manage apps
Change theme

Change password

Options

2. Select a theme, and then click on OK.
W OK 2 CAMCEL

change theme

Outlook  Calendar  Poople o Wi PAULA[TS] ~ ¥ P

@ new mail sesren mall and pecple ¥

] Offica 365 dok  Calendar  People == WU, PAULA[iTS] » & 2

@ new mail vedrch mall and people s
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8. Contacts

8.1 Creating a New Contact

1. Click on “People”.

Mail Calendar | People Tasks Madina Jauhangeer - & ?

2. On the top left hand side click on @ HEW.
3. Select “create contact”.

what would you like to do?

T
A/create contact \3 ‘
\__\______/

create group ‘

cancel ‘

4. Fill in the pop-up which appears as follows:

H save X piscarp

First name: Middle name
Jack
Last name:

Antoine

@ Email

Email
xys@govmu.org

Display as

(xys@govmu.org)

N

Click on each icon to add info

5. Click on “SAVE”. Your contact is now saved.
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8.2 Edit a Contact

1. Click on the contact.

2. When details of the contact appears, click on the edit icon ( 7 ) found on the top right hand side.
3. You can then start editing your contact.

4. Click on “SAVE”.

8.3 Creating a Group
1. Click on “People”.

Mail Calendar [ People Tasks Madina Jauhangeer - & ?

2. On the top left hand side click on @ ['IE‘,W.
3. Select “create group”.

what would you like to do?

create contact

create group

cancel

4. Fillin the pop-up window as follows:
I save X DiscaRD

oup name:

Webmaster

email address here|

csd Webmaster

webmaster-csal@govmu.org

5. Click on Save. Your group is now saved.

CENTRAL INFORMATION SYSTEMS DIVISION Page 35



Email User Manual

6. The group will be listed under “My Contacts”. To add or remove entries in the future, select
the group in the list and then select “Edit”.

Webmaster

@B -

7. To delete the group entirely from the list select the “...” to the right of #" and the delete
option will appear.

Webmaster

® O

Delete

Or select the group in the list and press the delete key.
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9. Folders

By default, messages that are sent to you are stored in your Inbox. But you can organize your messages
into a hierarchical folder system and continue to adjust it as your needs change.

9.1 Create a New Mail Folder

1. In the Navigation Pane, click Mail to view the list of all folders in your Inbox.

Calendar People Tasks

2. To create a new folder at the same level as your Inbox, right-click your name at the top of the
folder list.

N Blem b =l

4 Madina Jauhangee
create new folder
Inbox

Dirafts [4]

Sent ltems
empty

b Deleted ltems .
et e add to Favorites

Junk Email

Motes mark all as read

add shared folder...

pErmissions...

Subfolder: Right-click the folder in which you want to create a new folder. For example, to
create a subfolder in your Inbox, right-click Inbox.

LEINVERy
Inbox
create new folder
Drafts [
Sent Itel
b Deleted
empty
Junk Err
remove from Favorites
Maotes

mark all as read

pErmissions..,

3. Click Create New Folder.
4. Type a name for your new folder.
5. Press ENTER to save your changes.
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9.2 Create a New Calendar Folder

1. Inthe Navigation Pane, click Calendar.

Mail | Calendar People Tasks

—il—

2. Right click on My Calendars on the panel found on the left hand side
4 Jjan
< PACHM DAY
« PASARCH 2074 4 -
P T WA T F 5 s
1 2
= a 5 =3 ¥ a 9 3
10 n 12 13 14 15 16
ar 1= 1= 20 21 22 2=

24 25 26 27 28 29 30

10

P CALEMNDARS
new calendar

- Calendar open calendar

OTHER CALEMI new calendar group

3. Type a name for the new calendar.
+ [ Calendar

Calendar1|

4. Press ENTER to save your changes.
9.3 Create a New Contacts Folder

1. Inthe Navigation Pane, click People.

Mail Calendar [People Tasks
il

2. Right click on My Contacts on the panel found on the left hand side.
4 My Contacts

Contacts new folder

3. Type a name for the new contacts folder.
4. Press ENTER to save your changes.

. Click on new calendar.

Then click on new folder.
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9.4 Create a New Tasks Folder

1. Inthe Navigation Pane, click Tasks.

Mail Calendar People |(Tasks

2. Right click on My Tasks on the panel found on the left hand side. Then click on create new

folder.

4 My Tasks

create new folder
Flagged lten

Tasks
3. Type a name for the new tasks folder.
4. Press ENTER to save your changes.

9.5 Delete a Folder

1. In the Navigation Pane, click Mail to view the list of all folders in your mailbox.

| “Mail calendar Tasks

N’

2. Right-click the folder you want to delete.

People

4 [nbox
Drafts [4] create new folder
Sent ltems rename
¥ Deleted Iten-
Em
Junk Email Pty
add to Favorites
Motes

MOVE,..
mark all as read

PEFMISSions. .,

3. Click delete in the menu.
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9.6 Rename a Folder

1. In the Navigation Pane, click Mail to view the list of all folders in your mailbox.

| “mMail calendar People Tasks
—__”

2. Right-click the folder you want to rename, and then click rename.

4 Inbox

. create new folder
R T

Sent ltems

delete
» Deleted lter
empty
Junk E il
HnE B add to Fawvorites
Motes

Move...
mark all as read

PErmMIissions...

3. Type the new folder name, and then press ENTER.

9.7 Move a Folder

You can move or copy folders two different ways.
9.7.1 By dragging

1. In the Navigation Pane, click Mail to view the list of all folders in your mailbox.

| Mail calendar People Tasks
N

2. To move a folder, click and drag it to the location you want to move it to.

9.7.2 By using the right-click menu

1. Inthe Navigation Pane, click Mail to view the list of all folders in your mailbox.

| Mail calendar People Tasks

e’
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2. Right-click the folder you want to move or copy, and then click Move Folder in the menu. A new
window will appear that shows the folders you can move to.

- Sent ltems

» Deleted ltems

create new folder

rename
Junk Email

delete
Motes

empty

add to Favorites

mark all as read

permissicns...

3. Select the folder you want to move to, and then click Move.

Move folder

4 Madina Jauhangeer
Inbox
Drafts [4]
4 Sent lterns
folderl
4 Deleted ltems
testings
Junk Email

Maotes

( move b cancel

'\h...._-___-_.ﬂ"

10 Restore Email

To recover deleted email —right click on Deleted items and select Recover deleted item
Deleted Items 3 (No s

Create new folder

Junk Email

ENT Empty folder

Add to Favorites

Recover deleted items...
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