OUTLOOK THROUGH THE WEB

Open a web browser

Type in the address bar: http://webmail.umpi.edu
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Type your user name and password.

User name: |marteen.hester ‘ Example: Domain\username

Password: | ............ | ‘

Put in your username and password and click “sign in”

Your web version will now look different to what you are used to.

/55 Mateen & Hester- outic. x O LT TR T T o)

€ — C @ htipsy//bl2prd081l.outlookcom/owa/

SRRV % ST

Wi st T TRl T
£.a Office 365 a (i o Sowonk Temstel |

Mail > Inbox 24135 ftems

4 Favorites % Mew- Delete~ Move~ Filter - View- & Reply ReplyAll Forward Actions +
Inbox (6222
2 tmbox( o Search Entire Mailbox P ¥
(@ Unread Mail (17159)
nre il (.
3 Sentltems (1) Amange by Date = MNewest on Top
Today o
4 Marteen R. Hester ) matthew lesko v E
{Disarmed} The Best Ways te Use Technology Te Make Yourself Some Money...Lesko Free Mon: 802 AM
) Inbox (6222) Y £ < =
[}2 Drafts[18] -1 ExaGrid Systems
@ Sent Items (1) {Disarmed} Join Us For A Webinar: Data Protection & Recovery In A Virtual World - Receive A 525 Gift Card! 8:01 AM
& Deleted Ttems (22427) =1 University of Maine at Presque Isle
b BR Advising {Disarmed} Making Plans? T:48 AM
C3 Biathlenl _| [ Enterprise Essentials
@ Blackboard (424) 3 {SPAM?} Your Complete Guide to Taking the Risk Out of Migration 7:32 AM
C3 Business Office (6) = Michael Kint
(3 Conferences and Specia {Disarmed} Unified Communications with RX Strength Simplicity & Reliability 731 AM
8 Conversation History 4 peirce@maine.ed
. . g peirce@maine.edu
Fi 1 Aid (15
g r:rn;“: o QuotaSensor-W: host 130.111.52.167 monitor 7:21 AM
(
b C@ Grant Stuff ] Cashman, Jean H
3 GroupWise Mail (101) FW: syllabus 5:42 AM
3 Helpdesk tickets (5336 | |4 Cashman, Jean H
3 Inbox from GW (7) FW: Syllabus 540 AM
CA& Jokes ) = N g.com
@ Junk E-Mail (2165] | | 48-Hour DealRockers! Party up ta some rackin' deals that fit VOUR budget. 5:30 AM
[3 Lab Consultants (3] 4 Ast te
rocenter.com
Mary Beth Davidson (1
E Nary avidson {Disarmed} Your Daily Horoscope (Tuesday) 12:29 AM
otes
B3 Office Staff 4 Astrocenter.com
- {Disarmed} Your Love Horoscope (Tuesday) 12,07 AM
3 PAPER PURCHASE (2)
I» [l Personal Stuff (84)
£3@ Presidents Office (23) &I co dg:teT ining Material
. N rpora raining laterials
" g Purchasing (183) iDisarmed} New Releases for Office 2013 Mon 8:56 PM
ResNet (145)
3 Rotary (32 14 Dorsey, Carolyn
b [ RSS Feeds Men 805 PM
4 Scheduled Maintenane © 2] SpaFinder Wellness
£ wail {Disarmed} Buy One Gift Card, Get One 20% Off - It's a Graduation Celebration! Mon 7:03 PM
ﬁ 1 EDUCAUSE
# Calendar {Disarmed) Reminder: Volunteer Applications Are Due Monday Mon 4:13 PM
Contacts 41 Wu, Zhijun

RE: please check it Maon 3:34 PM
Tasks


http://webmail.umpi.edu/

y o Il;ﬂhﬂl"rﬂ.li”-n;l =
& C B s
Ea0ffice 365

3 Brmea 241

» Fawnree
) S 2T
0P Ureresd Msd (1725
3 Semit e i1

L] ek 02
Gl Dreaita 13
3 SontIwma (1

Cerfoemon md Speca
Chrvotrismon Hediry
[
(335

Gt el
GrupWis s 1101
Hardpdonl ity /535
Inksox frem G |7

14

VPN FERNP IR

Pemomal Stastf 84
Fresadents Office |1
Puschuniong (153

Restien (144

Rokiary (1

T 55 o

R LT e

=]

FERERVRERPRE

/eiZprdB Ll ousiogiecamon |

T e

2 matthaw becko.

{Driasmeet] The Bt Wirys ba Lise Tex heciesgy Te Male Yourse Some Loney_Letkn Free Money
1 Emafirid Syvtpens

i U P & Yk Dt Prosersen &l rtusl Werld - Reomer & L5
= Umiypreity of Maing st Presgse lete

i Wik Figma
et lick

[SRERAT) ¥ion Coomplann- Guidie e Tkarey the Fink Out oo g C IC
| Michasl King

Ui Cprremur ol rren mh Bt Breregts. Tampearory & B, “« R ”

) options”,

Qiraatreper A, et ELLLL 3D T0T smapmnitinr

“

1 Caskenun, Jasn H then “See all

F aplaln

g ”

1 Cashmun, oan H options

W Spliaban
o

U5 Figuss DmaPinechnes! Pavty cqs 18 o soclon” Jush that 16 VOLR brasdyet
| Ratreceeter.com

{Devanmmard] Vipgr Dlpsly gy e (T vurndy|
Ll Aatretener oo

{Draeme| Virgr Lirern iasgasop [Tumsey ATOT s
2| Corparate Tralsiag Materials

[viarmsal ] it Fsbaieias fis DAt 2010 Man B2
. Duriay, Caolyn
_| SpaFindés Wellssia

sl | Busy 0% O - .8 Graduston Catbawtion Wion Pa3EM
| EDUCAUSE

10 Farrendar ohambe Apgransnt o Dot Manse Won 241048
A

sl chack & Man ki P

Outlook Web App

Mail > Options

Account
QOrganize E-Mail
Groups

Settings

Phone

Block or Allow

Marteen R. Hester

sign out

My Mail

@,

My Account  Connected Accounts

Account Information - Marteen R. Hester

Shortcuts to other things you can do

General F@ See e-mail from all your accounts in one place
Display name: Marteen R, Hester
User ID: marteen.hester@umpi.edu ﬂ Tell people you're on vacation
Mailbox Usage
,% Learn how to get Direct Push e-mail on your mobile phone
4.73 G ilbox space used. At 24.75 GB you
won't b¥#Ble to send mail. % Connect Outlook to this account
Contact Numbers
‘Work phone: 207-768-9626 Q Forward your e-mail
Mobile phone:  207-551-5415

Settings for POP, IMAP, and SMTP access,

Like it? Don't

= We'd like to know what you think.
Please give us feedback.

Change your password

Edit Import your contacts from an existing e-mail account

like it?

Here is where you will set

the options
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£~ @& || HyInbox Rules - Outlook Web ... % AT
% @ Convert + [ Select
m|wk-web App sign out | Marteen R. Hester
Mail > Options My Mail @ -

%\}
Account ﬂ @)

Organize E-Mail Inbox Rules  Automatic Replies  Delivery Reports  Retention Policies

Groups

Settings Inbox Rules
Phone Choose how mail will be handled. Rules will be applied in the arder shown. If you don't want a rule to run, you can turn it off or delete it.

Block or Allow
To learn how to fo

gaed your e-mail to another mailbox using Inbox rules, dlick here,
- X R 4 o) VIAGRA . Official Site (1)

on Rule After the message arrives and...

VIAGRA . Official Site (1) the message was received from 'VIAGRA . Official Site

VIAGRA . Official Site

PENIS Do the following...
delete the message

Clear categories on mail (recommended)

Click, “Organize E-
Mail, and here you

can create Rules.

1 selected of 4 total

Outlook Web App sign out | Marteen R. Hester
Mail > Options My Mail @ -
x ¥ = M

Organize E-Mail Mail Speling  Calendar  General  Regional

Groups

Settings E-Mail Signature Read Receipts

Phone ‘

_ Choose how to respond to requests for read receipts.

|Tahoma v[iov B I U ae i=li= i
Block or Allow (®) Ask me before sending a response
Y- A- Q2 L A (O Always send a response
Martsen Hester A (O MNever send a response
Manager of Instructional Technology / HelpDesk
University of Maine at Presque Isle .
181 Main Street Reading Pane
Presque Isle, ME 04769
207-768-9626 phone Choose when items should be marked as Read.
207-551-5415 cell v (O Mark the item displayed in the Reading Pane as Read
Wait |5 seconds before marking the item as Read
Automatically include my signature on messages I send ® Mark the item as Read when the selection changes

(O Don't automatically mark items as Read

Message Format

Conversations
[[] Always show Bec

Sort messages in the conversation Reading Pane in this order:
(®) Newest message on top

(O Newest message on bottom

C”ck Settl ngs' a nd set u p you Choose how to sort the messages in List View in an expanded conversation.
. . (®) Match the sort order of the Reading Pane

Slgnatu res. On the I’Ight Of the (O show the conversation tree

screen you can also set “Read [ Hide deleted ftems

Receipts”, “Reading Panes”,

and “Conversations”.

 Save




Outlook Web App sign out | Marteen R. Hester

Mail > Options My Mail @ -
Account @

Qrganize E-Mail HlockeaARom

Groups

Settings Junk E-Mail Settings

Phone

() Don't move e-mail to my Junk E-Mail folder
Block or Allow . (® Automatically filter junk e-mail

Safe Senders and Recipients
Don't move e-mail from these senders or domains to my Junk E-Mail folder.

Edit | == Remove

‘Enter a sender or ere | +

bbcore@lists.maine.edu

daniel.rwiliams@maine.edu [ |
educause@educause.edu

franklinthompson@maine.edu

guy.gallagher@maine.edu

hikel@maine.edu

Trust e-mail from my contacts

Blocked Senders .
Move e-mail from these senders or domains to my Junk E-Mail folder. C||Ck on the B|0Ck (0]

Edit | == Remove

Allow and you can

‘Enter a sender or domain here | =

filter email that are
hrvoice@shrm.org

info@durgadmaod.com Safe ema|| and
info@mcknightaccounts.com ema ||S that you

owner-trouble@pickup.umpimaine.edu

resnet-l@listserv.nd.edu wa nt t0 blOCk.




SHARING CALENDARS

/' EA Blackboard Learn % V0 Marteen R. Hester - Outlo. %
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Calendar > June, 2013

New - Delete  Go to Today B @ shere- view- &

< June 2013~ >
oo 0 L 1 < > 128 friday

%27 %2930 31 1
23456738
9 10 111213 14 15 g4
1517 1819 20 21 22
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0123456

4 My Calendars 10 A
58 calendar

0@ scverned)  [E oven
[0 2 Committment/Booking  Open indow

4 People's Calendars Calendar Color 4

T Ef) Daren ). Green

=4

Right click the calendar that you
S want to share, then click

T @ DamelLalonde Move Celendar.. “SHARE” then click “SHARE THIS
T B Kevin Kilcolling Copy Calendar...

T7 E8 Amanda Perkins X Delee . CALEN DARII

New Group Rename

& Move Up in List
¥ Move Down in List

Share " Share This Calendar...
Create New Calendar... Change Sharing Permissions...
5°F Publish This Calendar to Internet...
Change Publishing Settings...
6°f Show Calendar URL... gl
7
g°
..... 9°
8 Mail
% Calendar 107
Contacts 11°
@ Tasks -

re Sharing Invitation -- Marteen R. Hester's Calendar - Google Chrome EIEM
https://bl2prdd811.outlook.com/owa/fae=ltem&a=New&it=IPM.Sharing&fldld=LgAAAADgTT TnY b4 PREQG2bXGnlmad AQA:
Send | U [ m B 9 J [& Options.. [HTML s (7]
Ta...‘ . .
Subject: I'd j share my calendar with you
Share: @) Free/busy in |

() Free/busy i including subjgd

@ All infarmati

Click the “TO” and in the upper

]I want to request permission tg
= i P left make sure the address book

Tahoma vl10«l B T is on the Global address book.

Double-click the name of who
Marteen Hester you want to share your

Manager of Instructional Technology / HelpDeg calendar with, click OK. Click
University of Maine at Presque Isle ¢ !

181 Main Street send
Presque Isle, ME 04769
207-768-9626 phone
207-551-5415 cell
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4 Calendar

[0 4 Active Directory
[ 28 Committment/Bookings/t
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4 People's Calendars
[0 & Daren ). Green
[ B8 Daniel Lalonde
[ B Kevin Kilcollins

[ B8 Amanda Perkins x
New Group
-
= il
ﬁ Calendar
Contacts

@ Tasks

New ~

Delete

Options - o -

2 J8 Find Someone

GotoToday | B8 E Share- View- &

< > |28 friday

g AM
g AM
10

Qpen
Open in New Window

Calendar Color '

Move Calendar...

Copy Calendar...

Delete

Rename

Move Up in List

Move Down in List

Share

Create New Calendar...

5

1ge

11°e

et with Marteen and JoAnne
nne's Office; Wallingford, Joanne L

Right click your calendar
once again, click share,
then change sharing

Share This Calendar... ici

) o permisisons.
Change Sharing Permissions..
Publish This Calendar to Internet... |
Change Publishing Settings...

Show Calendar URL...
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& Calendar Permissions - Google Chrome Eléu

https://bl2prd0811.outlook.com/ecp/customize/calendarsharing.slabtid=LgAAAAD g7 Tr
Calendar (7]

Calendar Permissions let you see who has access to your calendars and the

permissions granted. You can stop sharing a calendar by selecting a name and
clicking Delete.

Edit X | &
Shared With “ |Permission Granted
Amanda Perkins Feviewer
Charles Bonin e Free/Busy time, subject, location

Reviewer 1

Daniel Lalopde
Charles Bo
Daren J. Gree

Ethelyn Boyd

If you want to

Jo&nne L Wallingford ; change someone’s

Kevin Kilcollins rights, highlight their

_ name, then click edit.
Linda K. Schott
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