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[bookmark: _Toc276383507]Your Live@Edu Account
St. Joseph School provides students access to email accounts for educational purposes only.

[bookmark: _Toc276383508]Username:
For you Windows Live ID, you will need your username with @students.sjy.org at the end.

[image: ]For example.

If your name was Sally Smith, then:
· your username would be ssmith
· your email address (and Windows Live ID) would be ssmith@students.sjy.org
[bookmark: _Toc276383509]Logging On to Live@Edu
You have two ways to access your Live@Edu account.
1. [bookmark: _Toc276383510]From the Portal/Internet
· Open the Internet.
· In the Navigation Bar on the left side of the screen, scroll down to the Online Tools section and click on Student Email.
· Enter your Windows Live ID and password and click Sign in.
2. [bookmark: _Toc276383511]Entering the Web Address
· Open a web browser such as Microsoft Internet Explorer or Mozilla Firefox.
· Type the following URL in the address bar: http://www.outlook.com.
· Enter your Windows Live ID and password and click Sign in.



[bookmark: _Toc276383512]Outlook Web App (OWA) at a Glance OR Live@edu Opening Window
Below is a screenshot of the Outlook Web App (OWA window when you first log in. By default, OWA starts with the Mail screen.
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[bookmark: _Toc276383513]Navigation Pane
Allows you to toggle (switch) between your mailbox, calendar, contacts, and tasks. 
[bookmark: _Toc276383514]Folder List
Shows your mailbox folders.
[bookmark: _Toc276383515]Message Pane
Shows you your messages that are in the selected folder.
[bookmark: _Toc276383516]Reading Pane
Shows you the selected message so that you can read it.
[bookmark: _Toc276383517]Using Your Student Email
[bookmark: _Toc276383518]Creating and Writing Messages
[bookmark: _Toc276383519]How do I create a new message?
1. In any mail folder, click New [image: new message], or press CTRL+N on the keyboard.
2. Enter the recipients you want on the To line.
3. Type a subject.
4. Type your message in the message body.
5. When you're finished typing the message, click [image: send] Send or press ALT+S to send it.
What else do I need to know?
· When you reply to a message, the heading information (To, From, and Subject) is filled in for you. When you forward a message, To is left for you to fill in. 
· The following options are available on the toolbar when you create a message.
	Button 
	Description 

	[image: send]Send
	Sends the message to the recipients.

	[image: save]
	Saves the message in the Drafts folder but doesn't send the message.

	[image: attachment icon]
	Attaches a file to the message.

	[image: address book]
	Opens the Address Book to look up recipient names.

	[image: check names]
	Checks the names of the message recipients in the Address Book or in your Contacts folder

	[image: high importance]
	Sets the importance of the message to High.

	[image: importance low]
	Sets the importance of the message to Low.

	[image: signature]
	Adds a signature at the end of the message. You have to create a signature before this button will do anything.

	[image: check spelling]
	Checks spelling in the text of the message

	[image: message options]Options
	Displays the Message Options dialog box. 

	Message Format list 
	Sets the format of the message to HTML or Plain text.




[bookmark: _Toc276383520]How do I reply to a message?
To reply only to the person who sent the message:
1. Select the message in the message list or open the message. 
2. On the toolbar, click Reply [image: reply]. A new message will appear addressed to the sender of the original message.
To reply to the sender of a message and all other recipients:
1. Select the message in the message list or open the message. 
2. On the toolbar, click Reply All [image: reply all]. A new message will appear addressed to the sender and to all other recipients of the original message.
3. When you're ready to send your reply, click [image: send] Send on the toolbar or press ALT+S.
How do I forward a message?
1. Select the message in the message list or open the message. On the toolbar, click Forward [image: forward].
2. On the To line, type the e-mail address you want to forward the message to.
3. When you're ready to send your forward, click [image: send] Send on the toolbar or press ALT+S.
What else do I need to know?
· When you reply to or forward a message, the Subject is copied from the original message and a prefix is added to show that the message is a reply or forward. You can leave the subject as it is, or you can edit or delete it as needed.
· The text of the original message is automatically copied into the new message. 
· In addition to using the buttons on the toolbar, you can right-click a message in the message list, and then click Reply [image: reply], Reply All [image: reply all], or Forward [image: forward].
[bookmark: _Toc276383521]How do I add or remove recipients?
To add recipients to a message:
· On the To line, type the names or e-mail addresses of the message recipients. You can type all or part of the recipient's name or e-mail address. Separate multiple names with semicolons (;).
· You can also address the message by clicking To. This opens the Address Book. After you locate a person in the Address Book, add their name to your e-mail message by selecting the name and then clicking To under Message recipients.
To remove recipients from a message:
· To delete a name from the address boxes, right-click the name, and then click Remove. You can also select the name and press DELETE, or put the cursor at the end of a name, and then press the BACKSPACE key.
What else do I need to know?
· When you type a name or email address on the To line in a new message, Outlook Web App will try to match the names to an email address in your address book. You can wait for this to happen automatically, or you can click the Check Names icon [image: check names]. Any names with an email address will have a solid blue underline, and any names WITHOUT an email address will appear in gray text with a dashed red underline.
· To add a name to your Contacts folder, right-click the name, and then click Add to Contacts.
[bookmark: _Toc276383522]Open a Message
[bookmark: _Toc276383523]How do I use the Reading Pane?
Click the message you want to read, and it will appear in the Reading Pane.
You can control the Reading Pane by clicking View in the Toolbar and selecting the options you want.
[bookmark: _Toc276383524]How do I open a message in a separate window?
1. Find the message you want to read in Mail.
2. Double-click the message to open it, or select the message and then press ENTER.
What else do I need to know?
· Messages that haven't been read are displayed in bold type. 
· When you open an e-mail message, it's displayed in the read message form. The read message form and Reading Pane display the following information in the message heading:
· Subject   The subject of the message.
· Importance   The importance level of the message if it's set to Low or High.
· From   The name or e-mail address of the sender or organization.
· Sent   The date and time the message was sent.
· To   The names or e-mail addresses of the primary recipients.
[bookmark: _Toc276383525]How do I turn Conversation view on or off?
In the List view, click Arrange by, and then select the check box next to Conversation to turn Conversation view on (selected) or off (cleared).
[bookmark: _Toc276383526]Delete a Message
[bookmark: _Toc276383527]How do I delete a message?
To delete one or more messages from a folder, select the messages, and then do one of the following:
· Click Delete[image: Delete] on the toolbar.
· Right-click the message and then click Delete[image: Delete] on the menu.
· Press the DELETE key.
To delete an opened message, click Delete[image: Delete] on the toolbar.
[bookmark: _Toc276383528]Saving a Message
1. Open a new message, or reply to or forward an existing one.
2. On the toolbar, click Save[image: save] or press CTRL+S.
3. A copy of the message is saved in the Drafts folder, so you can safely close the message.
To open a saved message, double-click the message in the Drafts folder.
[bookmark: _Toc276383529]Creating a Signature
1. At the top of the Outlook Web App page, click Options > Settings > Mail. 
2. In the E-Mail Signature box, type and format your signature. 
3. To add your signature to all outgoing messages, select the Automatically include my signature on messages I send check box. 
4. Click Save or press CTRL+S. 
[bookmark: _Toc276383530]What else do I need to know?
· If you don't select the box to automatically add your signature to all outgoing messages, you can still add it to individual messages.
1. Create your signature as described above, but don't select the Automatically include my signature on messages I send check box.
2. When you create a new message, add your signature to it by clicking Insert Signature[image: signature] on the toolbar.
[bookmark: _Toc276383531]Creating and Managing Folders for Email
· In the Navigation Pane, click [image: e-mail]Mail to view the list of all folders in your Inbox. 
· 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. To create a new folder at the same level as your Inbox, right-click your name at the top of the folder list. 
· Click Create New Folder. 
· Type a name for your new folder. 
· Press ENTER to save your changes.
[bookmark: _Toc276383532]Working with Attachments
You can use attachments to include one or more files on any item that you create in your mailbox, for example, an e-mail, calendar item, or contact. 
[bookmark: _Toc276383533]How do I add an attachment?
You can attach any kind of file that can be accessed from your computer or through your network to any item you create in your mailbox.
1. In a message, calendar item, or contact, click the attach file icon [image: attachment icon]on the toolbar.
2. In the Attach Files dialog box, type the path of the file you want to attach, or click Browse to locate the file.
3. If you use Browse, highlight the file you want to attach, and then click Open to add it to the attachments list.
4. Click Attach, and the file name will appear in the Attach Files dialog box.
5. To change the file you selected, click Browse, and then locate the file you want.
6. To attach more than one file, click Choose more files in the Attach Files dialog box.
7. To return to the item, click Attach to attach the selected files or click Cancel to return to the item without attaching the files.
[bookmark: _Toc276383534]How do I remove an attachment?
You can remove an attachment from an email.
1. Open the email, and then click the attachment you want to remove.
2. Press DELETE on the keyboard to remove the attachment.
[bookmark: _Toc276383535]How do I open an attachment?
When an item includes an attachment, a paper clip icon [image: attachment icon]is shown next to the item in the list window.
When the item is opened or previewed, the name of the attached file appears in the item information. Some attachments, such as .txt files and .gif files, are opened directly by the Web browser.
1. Click the attachment file name located in the message heading information. You have the option to open the attachment using the appropriate application or save the attachment to disk.
2. You can also use Open as Web Page to open the attachment using your Web browser.
[bookmark: _Toc276383536]What kind of attached files can I open?
Outlook Web App allows you to send and receive many common files types. Some file types may be blocked, or you may be forced to save them on your computer before you can open them.
By default, Outlook Web App allows you to open attached Word, Excel, PowerPoint, text files and many media files directly. The files you can open from Outlook Web App will vary depending on your account settings.
[bookmark: _Toc276383537]What else do I need to know?
· An attachment can be a file that's created in any program, for example, a Word document, an Office Excel spreadsheet, a .wav file, or a bitmap file. You can also remove attachments from an item.
· Some attachments may be removed or blocked by antivirus software used by your organization or by the organization of the recipients of your e-mail. If you have any questions about support for attachments, talk to the Computer Lab Teacher.
· If you reply to a message that has an attachment, the attachment isn't included in the reply. Instead, a placeholder icon replaces the file. If you want an existing attachment to be included, forward the message instead of replying to it.
· Don't open an attachment sent in an e-mail unless you trust the content and the person who sent it to you. Attachments are a common method for spreading computer viruses. So we recommend that you use the Open as Web Page option when you open an attachment if it's available. Not all file types can be opened as a Web page.
· The default size limits in Outlook Web App are 10 MB for a single attachment or 30 MB for an entire message including all attachments. Attachment and message size limits for your mailbox are set by your system administrator and may be different from the default limits.


[bookmark: _Toc276383538]Using the Calendar
Your calendar is like a calendar on the wall, but with lots of extra features. When you add an appointment to your calendar, you can customize it in many ways, for example, adding attachments, filling in as many details as you want, setting a reminder, or making it a repeating appointment so it's automatically added to your calendar on a regular basis.
In addition to creating appointments, you can set up meetings. A meeting is just like an appointment, except you send an invitation to other people. Each person you invite gets an e-mail message with the details of the meeting. Depending on their e-mail service, they may be able to use the message they receive to add the meeting to their own calendar.
[bookmark: _Toc276383539]Working with Your Calendar
To open your calendar in Outlook Web App, click [image: calendar] Calendar in the Navigation Pane. While you're viewing your calendar, you can double-click a meeting or appointment to open it. After you open an item, you can view details or make changes. If you double-click a repeating item, for example, a weekly meeting, you can choose to open the occurrence (the meeting only on the day you selected) or the whole series (every meeting).
[bookmark: _Toc276383540]To display dates that aren't sequential
1. In the Day view, locate the first day in the date selector, and then click it. 
2. Press CTRL, and then click up to six additional days from any month or year. 


NOTE: An appointment is a block of time you mark on your calendar for a specific activity, for example, a lunch appointment, or to set aside time to work on a project. Appointments can be a single occurrence or can be scheduled to repeat, for example, a weekly appointment to prepare a report. Your appointment may be with other people, but will appear only on your calendar.
[bookmark: _Toc276383541]Create an Appointment
Unlike meetings, which include other people, appointments are commitments that only you are required to attend. Examples of appointments include a visit to a physician, getting picked up early from school, or time you set aside to work on a project. When you create an appointment on your calendar, you can set how that time will appear (such as Busy or Away) when others view your schedule.
[bookmark: _Toc276383542]How do I create an appointment?
1. In Calendar, on the toolbar, click [image: calendar]New.
2. In the Subject box, type a brief description of the appointment.
3. In the Location box, type the location where the appointment occurs.
4. In the Start time and End time lists, select the appropriate dates and times.
5. In the Show time as list, select how you want your schedule to appear for the duration of the appointment. Your selection (Busy, Free, Tentative, or Out of Office) is what others will see when they view your schedule.
6. If the default time interval for reminders isn't satisfactory, set it to the interval that you want.
7. If you want to prevent other people from viewing the details of the appointment, click Private.
8. In the message body, type any additional information, for example, a list of materials to bring with you to the appointment.
9. Click [image: save]Save and Close or press CTRL+S before closing the appointment form browser window.
[bookmark: _Toc276383543]What else do I need to know?
· You can also create a new appointment by double-clicking a time slot on any calendar view.
· An appointment can be a onetime event, or it can repeat.
· The following options are available on the toolbar when you create an appointment:
· The following options are available on the toolbar when you create an appointment.
	Button 
	Description 

	[image: save]Save and Close
	Saves the appointment to your calendar and closes the appointment form window.

	[image: attachment icon]
	Attaches a file to the appointment.

	[image: Repeat]
	Creates a repetition pattern for the appointment.

	[image: check spelling]
	Checks spelling in the appointment. 

	[image: meeting request]
	Invites other people to an appointment. This changes the appointment to a meeting.

	[image: high importance]
	Sets the importance of the appointment to High.

	[image: importance low]
	Sets the importance of the appointment to Low.

	[image: Categories]
	Applies a Category to your item. 

	[image: print]
	Sends the item to a printer.

	Message Format list
	Sets the format of the item to HTML or Plain text.


[bookmark: _Toc276383544]Modify an Appointment
1. Double-click the item you want to open. 
If you're modifying a repeating item, when you're prompted, select The Series to modify every item in the series or to change the repetition pattern. If you select This Occurrence, your changes affect only that occurrence.
2. To change the subject or location of the appointment, enter new text in the appropriate boxes.
3. To change the date and time of the appointment, in the Start time and End time lists, change the start and end time of the new entries.
4. Make any other changes you want, for example, the appointment's categories or how time is shown.
5. Click [image: save]Save and Close or press CTRL+S before closing the appointment form browser window.
[bookmark: _Toc276383545]Delete an Appointment
You can delete an appointment by clicking it in the Calendar view and then clicking Delete[image: Delete] on the toolbar or by pressing the DELETE key on your keyboard. You can also delete an appointment by opening it and clicking Delete[image: Delete] on the message toolbar.
[bookmark: _Toc276383546]Add a Reminder
Outlook Web App can display a reminder at a set amount of time before an appointment, meeting, or task starts.
1. Open the item on which you want to add or change the reminder.
2. Make sure the Reminder check box is selected if you want reminders on this item. If you don't want a reminder for this item, make sure the check box is cleared.
3. Use the drop-down list to select how long before the appointment you want to get a reminder notice.
4. Click [image: save]Save and Close or press CTRL+S before you close the appointment or meeting from the browser window.
[bookmark: _Toc276383547]What else do I need to know?
· You can add a reminder to any item from the reading pane or by opening the item and modifying it.
· You can add a reminder to flagged items by right-clicking the flag icon and then clicking Set Date and Reminder.
· To change the default reminder on all calendar items, click Options > Customize > Calendar, and then set the reminder options.


[bookmark: _Toc276383548]Contacts
The Contacts folder is your personal e-mail address book and the place to store information about the people and businesses you regularly communicate with. Use Contacts to store the e-mail address, street address, telephone numbers, and other information about a contact. This can include Web pages, fax numbers, or mobile phone numbers.
You can sort or group contacts by any part of their name or by other contact information. You can also move or copy a contact to a different folder, or attach a file, for example, a Word document, to a contact to keep related information together.

To open your contacts, click [image: contact]Contacts in the Navigation Pane.
[bookmark: _Toc276383549]Create a Contact
You can create a contact to store the information about people you communicate with, including their e-mail address, street address, and telephone numbers.
1. In the Navigation Pane, click [image: contact]Contacts.	Comment by nichols: another word for the people that you put in your address book.
	Comment by nichols: 
2. In Contacts, on the toolbar, click [image: contact]New.
3. In the new contact window, type the information you want to include for the contact.
· Profile includes the contact's name and job information.
· Use File As to select how you want the contact to be displayed in the Contacts folder.
· The Contact section includes the contact information for the contact. This includes telephone numbers and e-mail addresses.
In some boxes, you can use the drop-down lists to record multiple entries. For example, the E-mail list lets you store up to three different e-mail addresses for a contact (E-mail, E-mail 2, and E-mail 3). You can also store multiple telephone numbers in addition to the business, home, and mobile telephone numbers.
· Use the Addresses section to store the business, home, and other physical addresses for a contact. You can also designate which address to use as the default mailing address by clicking Mailing Address and selecting the address that you want from the list.
· The Details section is where you can add attachments, for example, a Word document or notes about the contact.
4. Click [image: save]Save and Close or press CTRL+S before closing the contact form browser window.
[bookmark: _Toc276383550]What else do I need to know?
· The following options are available on the toolbar when you open or create a contact.
	Button 
	Description 

	[image: save]Save and Close
	Saves the contact information and closes the contact form browser window.

	[image: create message to contact]
	Opens a new message form with the contact listed on the To line.

	[image: Delete]
	Deletes the contact.

	[image: attachment icon]
	Attaches a file to the contact.

	[image: flag]
	Sets a reminder flag for the contact.

	[image: Categories]
	Assigns a category to the contact.


[bookmark: _Toc276383551]Modify a Contact
You can see all the information for a contact in the reading pane. But you need to open a contact to modify it. 
1. In the Navigation Pane, click [image: contact]Contacts.
2. Find and highlight the contact you want to change.
3. Press ENTER on your keyboard, and then double-click the contact or click Edit to open the contact.
4. Make the changes you want.
5. Click [image: save]Save and Close to save your changes, or click Close on the contact form browser window to close the entry without saving your changes.

You can select a group of adjacent contacts to modify by holding down the SHIFT key and clicking the first contact, and then clicking the last contact to select all contacts in between. You can select multiple non-adjacent contacts by holding down the CTRL key and clicking each contact you want to select. After you make your selections, press ENTER to open them.
[bookmark: _Toc276383552]Deleting a Contact
1. Find and highlight the contact you want to delete in the Contacts list.
2. Click Delete[image: Delete] or press the DELETE key.


[bookmark: _Toc276383553]Groups
A group is a special kind of contact and is used to send e-mail to multiple recipients through a single entry in your Contacts folder. A group can include entries from your Contacts folder, and from the shared address book, if you have one. You can use groups to send messages and meeting requests as you would for individual contacts. 
[bookmark: _Toc276383554]Create a Group
You can create a group to store a list of people or groups you want to send e-mail to. You can use a group to send the same message to multiple contacts without having to enter each contact separately in the message.
1. In the Navigation Pane, click [image: contact]Contacts.
2. In Contacts, on the toolbar, click the arrow to the right side of the [image: contact]New button.
3. Click [image: distribution list]Group.
4. In the new group window, enter the information you want to include for the group.
· Group Name is the display name for the group.
· Members lets you enter the members you want in your group. See below for details about adding members to a group.
· Notes is where you can add information about the group.
5. Click [image: save]Save and Close before you close the group form browser window.
[bookmark: _Toc276383555]How do I add members to a group?
You can add members to a group by adding them to the Members box and then clicking Add to Group. You can add multiple entries to a group by typing all or part of a name or an e-mail address in the Members box. Separate each entry with a semicolon (;). When you've finished adding names, click Add to Group. If no duplicate names are found, the names will be resolved automatically.

[bookmark: _Toc276383556]What else do I need to know?
· Groups that you create in your Contacts folder aren't available to other users in your organization. 
· The following options are available on the toolbar when you open or create a group.
	Button 
	Description 

	[image: save]Save and Close
	Saves the contact information and closes the group form browser window.

	[image: create message to contact]
	Opens a new message form with the group listed on the To line.

	[image: calendar]
	Opens a new meeting request with the group on the Required line.

	[image: Delete]
	Deletes the group. This button isn't available until after the first time a group is saved.

	[image: flag]
	Sets a reminder flag for the group.

	[image: Categories]
	Assigns a category to the group.


[bookmark: _Toc276383557]Modifying a Group
1. In the Navigation Pane, click [image: contact]Contacts.
2. Find the group you want to change, and then select it.
3. Press ENTER on the keyboard or double-click the group to open it.
4. Make the changes you want.
5. Click [image: save]Save and Close to save your changes, or click Close on the browser window for the group form to close the entry without saving your changes.
[bookmark: _Toc276383558]How do I delete a Group?
1. Find the group you want to delete in the Contacts list, and click it to select it.
2. Click Delete[image: Delete] or press the DELETE key.
[bookmark: _Toc276383559]Send a message from within a Group
1. In the Navigation Pane, click [image: contact]Contacts. 
2. Find and then select the group you want to send a message to. The group you select will be highlighted.
3. Click [image: create message to contact]New Message to open a new message form with the group on the To line. 
The New Message button is also available in the Reading Pane and in an open group.
4. Add any additional recipients, a subject, and your message. 
5. Click [image: send]Send or press ALT+S.


[bookmark: _Toc276383560]Useful Sites and Links

[bookmark: _Toc276383561]SJY Information Technology
· Parish Information Technology website: http://www.sjy.org/it
· IT Help Center: http://www.sjy.org/help
· IT Help Desk web portal: http://www.sjy.org/helpdesk
· IT Help Desk email: HelpDesk@sjy.org
[bookmark: _Toc276383562]Microsoft
· Outlook Web App website: http://www.outlook.com
· Outlook Web App help: http://help.outlook.com/en-us/140/cc325690.aspx
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) All Mail ltems < || RE Monitors
© & Mailbox - Stecle, Thomas 4
) Deleted tems (352) S vesterday
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Hgeg s New Monitor Arrangement In Choir Area
(31 Harshall, Mary Wed 10:49 AM
FW: projector
2 Strouse, Charles Wed9:54 AM
RE: Monitors
3 Harshall, Mary Wea 355 AM

Toi  Steele, Thomas; Schulze, Steven

Yea sure no problem. If you could let us know about what time you will be here, we
willhave them ready for you.

From: Steele, Thomas [mailto:Steele@sjy.org]
Sent: Thursday, August 26, 2010 10:03 AM
To: Schulze, Steven; Jackson, Mike

Subject: RE: Monitors

HiMike and Steve.

Ihave enough money for 10 of the monitors. May | pick them up tomorrow
afternoon?

Tom steele
Director of Information Technology
St.Joseph Parish

2935 Kingston Road

York, PA 17402

(717) 755-7503 x241

Steele@sivore
hitp://wn.siv ore/it
hito://pio.siv org/steele

From: Strouse, Charles [mailto: Cstrouse@lincolngeneral.com]
Sent: Wednesday, August 25, 2010 9:56 AM

To: Steele, Thomas

Ce: Schulze, Steven; Jackson, Mike

Subject: RE: Monitors

Thomas,

Next friday is my last day so you should contact Steve or Mike in the future.

All folders are up to date. £3 Connected to Microsoft Exchange
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