Using Email in Microsoft 365



Using Email in Microsoft 365

Table of Contents

Outlook Web Access (OWA) in IMICIOSOTE 365 ........uuvveiiiiieiiiiiiieieeeeeeesitirereeeeeeeeesiireeeeeeeesssssssreseeeeessssnssseeees 3
[0 = =1 1 = o PPN 3

LU 0=l X s o - |1 SRR 5
REAMING @ IMESSAEE .eei it ettt sttt ettt e sttt e e sttt e e s st te e e s st ae e e s s abeeeesaabseeesaasbeeesanssaeessnsseeesanssaeessssenens 5
REPIY/REPIY AlI/FOIWAIT ...ceveeriereeetee ettt ettt e vt eeveeeteesteesteeeteeeabeenbeesbeesteesasesasesnreenseenseesteens 5
Creating @ NEW M ESSa8e. . ccieieieieieieieieisiessisss s s ssssssss s s ss s s s s s s s s s s s s s s s s s s s s s s s s s s s s s s s s s s ssssssssssssssssnssssssssssnnsnnnnnnnnn 5
Encrypting a Message Sent EXTErNAllY ....ooviiiiiiiiiiiee et 7
JUNK VT .ttt et e sttt e st e s bt e e sabe e s beeesmbeesbeeesabeesabeeeanteesaneeennes 8
Creating Folders and SUDTOIAEIS ........uii i e e s e e e bee e e e nes 9

Yool =Ty 1V =a oYU [ =1 [T o £ R 9
Setting Up Your TRU Phone for Email on Microsoft 365 ..........ueiiiiiiieiiiiiee et 10
TRU-Provided iPRONES ......coooiiiiiiieieeeceeeee e Error! Bookmark not defined.

Ry H=T o I AR @ o [=Tol g o Tl Mo Tor= Y I o | = PR PPRRN 10
Step 2: Reset Your TRU-provided IPRONE. ........c.uueii ittt eetae e e e etae e e sntae e e sentaeeeeans 11

1/16/2021 Page 2



Using Email in Microsoft 365

Outlook Web Access (OWA) in Microsoft 365

Browser Options

The Outlook Web App in Microsoft 365 is fully functional with any modern browser. This includes
Google Chrome, Firefox, and Microsoft Edge. While it also works with Internet Explorer, we do not
recommend using Internet Explorer.

Logging In
In your browser, go to outlook.office365.com.

The first screen is the Sign In screen, where you will enter your username. Your username is your TRU
email address. Click Next.

If you have trouble, do not use the Create one!, Can’t access your account? Or Sign-in options links. Ask
your leader for assistance. If your leader cannot assist you, please follow the instructions at the end of
this section to contact IT Support.

¥ Microsoft
Sign in

youremail@trucare.org lx

Mo account? Create one!
Can't access your account?

Sign-in options

Back Next

The second screen is the Password screen. Enter your TRU password. This is the password you use to
log into your computer as well as the old OWA at TRU.

B® Microsoft

< alancatterson@trucare.org
Enter password

Password I

Forgat my password
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If you have followed the instructions and cannot access your Microsoft 365 OWA, you may
call IT Support M-F 8am-5pm at 303-926-4747. In addition, on-site help is available as shown

below:
Tele-Care Center (Mary Hammack’s cube):

e Friday 1/29/21 from 8am — 5pm
e Saturday 1/30/21 from 8am —2pm
e Monday 2/1/21 - Friday 2/5/21, from 8am — 5pm daily

Care Center

e Thursday 2/4/21 from 7am — Noon

For off-hours support call the numbers below in the order shown:

e Hunter Bingham 720-839-9752
e Anthony Daghita 720-290-5270
e Alan Catterson 303-919-2057
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Using Email
The main screen looks a lot like the desktop version of Outlook that you are accustomed to using. As
such, it is much more intuitive, and you should be able to start using it immediately.

0 Search
Employee Health Screen
i Delete B Archive © Junk v Sweep 53 Moveto v <) Categorize ¥ (@ Snooze Undo -+ [ Heps/do

> Favorites © Focused  Other Fiter~  Updates

Anthony Daghita; Barracuda Network.. = Jim Woodard <JamesWoodard@trucare.org>

> BBSG90 #690518 - Backup Su.. 927 AM 021 %00

Looks like it was able to back up without iss... To: All Users:
2 Inbox 5
& Drafts

BBS690 #690518 - Backup Repor... 6:56AM - Vaccine - Staff: We are hearing that some frontline staff who filled out the county survey have not yet heard back in order to schedule. It is our understanding that people will be
- contacted as more doses are released, but there have definitely been barriers to distribution and communication. Please let your managers know if you are a frontline staff member who
has not yet been able to schedule the vaccine so that your name s on the list to receive potential spots from partner organizations. We will continue to provide updates as we have them.

B Sentltems

° Barracuda Networks Technical Support

Barracuda Networks Technical Support [

@ Deleted ems 123 BBS690 #690518 - Backup Repor... 228 AM - Vaccine - Patients: We understand that some hospice patients are asking how they can obtain the vaccine, ideally from home. We don't anticipate TRU receiving a direct allocation of

° - = Backup Report - Accou.. supply and we aren't aware of anyone doing an in-home vaccination program at this time, You are welcome to share state and county resources and, when appropriate, please use this as
o e 7 o [ an opportunity to revisit goals of care.
report.
B Az ~Testing on Monday: Because Suzanne will be on PTG Monday, we ask staff coming for tests to apply a pre-printed label to their tubes to help expedite the process of getting samples.
5 o . Yesterday ready for the courier pickup.
otes 2

O VimWoodard
Updates Fri 900 Ph Email Migration to Microsoft 365
- Vacdine - Staff: We are hearing that some ...

Conversation His...

CEnE&lim The first step in our organizational move to Microsoft 365 is to migrate from our current OWA (Qutlook Web Access) to Microsoft 365 Outlook Web Access. A select group of users will be
DUO Barracuda Networks Technical Support migrated (likely this weekend) followed by the rest of the organization sometime next week. In this first phase, this is simply a new and much improved version of web email and can be
BBS690 #690518 - Backup Re. Fri 8:24 PM accessed on any current browser. You will receive instructions and more information soon. Please note that 1) this is part of a larger and longer process, 2) you will likely have access to
- emals since the latest reboot but recovery of older emails s still TBD and down the road, and 3) your patience and grace is appreciated. Something pasitive to note right off the bat - you
> Facilties will have 50GB capacity, which is far more than you have right now. Stay tuned for an organization-wide policy for archiving that will be helpful for all of us.
> Lewan Barracuda Networks Technical Support

BBS690 #690518 - **Backup

Fri8:24 PM
Thank you and have a wonderful weekend,

> Microsoft Admin 2

Jim Sent from my iPhone

R Barracuda Networks Technical Support

BBSEI0 #690518 - Backup R Fri 653 Ph

ackup e Reply | Replyall | Forward

Recruiting = =
Vivify Audra Rohn

REMINDER: Timesheets & Com...  Fri58 PM
Wiki Hello TRU, The pay period ends today, Frida...
New folder Kartes, Matthew J o

> TRU Community Care-Care ...  Fri 1:11PM

= i L

Can you give me an idea of what this is abo...

Reading a Message
Clicking once on a message in the list presents it on the right-hand side of the page. Double-clicking on a
message in the list presents it in a new popup window.

Reply/Reply All/Forward
The Reply, Reply all, Forward, and More items menus are in the upper right-hand corner of
area/window when a message is being viewed.

Creating a New Message
Use the New Message button in the upper right-hand part of the screen.

= G—"'- ] Delete = Archive @ Junk ~ < Sweep 5
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The New Message area is straightforward and should be familiar to those who have used Outlook on the

desktop.

B> Send [ Attach v Encrypt [l Discard =
To Bee
Cc

Add a subject
g MmN B I U L A== =92 920 = == a XKy e S U o =

Discard b~ ® 2 &

To button — allows you to pick recipients. Use the All Users or the All Distribution Lists selections to find

recipients.

Add recipients

My Contacts
Contacts

Default Global Address List

FUTH Pt

Add recipients

To Select recipi

My Contacts

Contacts

Default Global Address List
All Rooms

All Users

All Distribution Lists

All Contacts

1o add

Alan Catterson
AlanCatterson@trucare.org

©

A pizons Mavar

CallCenterDoc@trucare.org

CareCenter Staff
CareCenterStaff@trucare.org

®
®
©

CC Unit Coordinators
CCUnitCoordinators@trucare.org

Central Staffing
CentralStaffing@trucare.org

Attach — allows you to attach files. For now, we will only use the Browse this computer selector. As we
move our shared files and personal files to the cloud, we will provide more information on using the
other attachment options.
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B Send [ﬂ] Attach @ Encrypt ]E Discard

L Browse this computer

To )
iy Browse cloud locations

e &> Upload and share

Suggested attachments

Add a su C% Outlook-Web-Access-MS365.docx

Opened 2 minutes ago

Kh users.xlsx
Fu Accounts to remove, make shared

Encrypting a Message Sent Externally

Microsoft 365 email contains a built-in encryption feature. Use this if you need to send an external email
with sensitive information. The recipient will receive a notification email that contains simple
instructions to view the encrypted email.

B Send [ﬂ] Attach @ Encrypt ]ﬁl Discard

To

Add a subject
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Junk Mail

In your Junk Mail Folder
From time to time, you will see items in your Junk Mail folder. If you see a message that is not junk mail,
select the message in the list and use the Not Junk menu to mark the item as Not Junk.

O Search I
= fil Delete Not junk v EJ Moveto g Categc

“  Folders Mot junk &
@ Junk Filter
£ Inbox 39 Fhishing
Today gyoci
& Drafts
° SentinelOne
B Sent ltems 4> 5 Ways To Qutsmart the Cyb...  11:03 AM
As g security leader, you likely are experienci...
[ Deleted ltems 174
e The Okta Team
(] Junk Email 5 Your team built cloud native infr...  11:03 AM
What's topping your to-do list? To view this ...
B Archive
@ Gary Utley
| Notes 2 Remote Working Is Here to Stay: I...  9:26 AM
Join us for a wehinar Jan. 28th at 11 AM ES...
Conversation Hi...

O Microsoft Tech for Social Impact t:’
Dean Callan Microsoft Power Platform training ...  9:14 AM
Analyze data, build solutions, automate proc...
DUO
CrowdStrike
> Facilties

Gain insights from Security Profe...  9:05 &AM
Discover top trends identified by ESG View e...

e Lewan

In Your Inbox
From time to time, you will see junk emails in your Inbox. In this case, you can select the message in the
list and use the Junk menu to mark it as Junk, a Phishing attempt or to block the sender permanently.

ook S _

= ]E Delete = Archive ® Junk d Sweep 57 Moveto 0 Categorize
~  Folders Junk €
() Focused  Other New Year, New Newsleth
— Phishing
= e H BES690 #630518 - | 0] Seme content in this mes:
============ Block
& Drafts )
X Craig from ConnectWi
. oot ° Barracuda Net_works Technical Support Fri 1/15/2021 8:14 AM
ent Items BBSGI0 #690518 - Backup Repor...  Fri 1/15 To: Alan Catterson
il Deleted ltems 172
. @ Audra Rohn
©  Junk Email 3 REMINDER: Timesheets & Compa...  Fri 1/15
Hello TRU, The pay period ends today, Frid...
= Archive
O Not . e Amazon.com
ores B Your Amazon.com order #111-42...  Fri 1/15
i firmati # -Spa...
Conversation Hi.. Shipping Confirmation PO# Telehealth-5pa
Dean Callan @ Kartes, Matthew J 9
> TRU Community Care-Care Ce...  Fri1/15
DUO Can you give me an idea of what this is ab...
> Facilties O Craig from ConnectWise E
New Year, New Newsletter - Welc..  Fri 1715
~ Lewan Welcome to the first edition of The IT Natio...
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Creating Folders and Subfolders
You can create folders and subfolders to organize saved emails.

To create a new folder, use the New Folder item in the left-hand menu.
Mew folder ‘ ‘

To create a subfolder, right-click on the parent folder and use the Create new subfolder item from the
popup menu. Note the other folder-related commands that are shown in this popup menu.

Create new subfolder
Delete folder

* Empty folder

¢ Rename
Add to Favorites
Mowve

Permissions

Accessing Your Calendar
Like the desktop version of Outlook, icons at the bottom left side of the window, beneath the left-hand
menu allow you to switch between Email, Calendar, and Contacts.

= -
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Setting Up Your TRU Phone for Email on Microsoft 365

Step 1: Check for Local Contacts

Before you reset your iPhone, check your phone for any contacts that are stored locally on your phone.
Locally stored contacts will be erased in the reset process. Follow the instructions below.

1. Go to Contacts

2. Click Groups in the upper left corner

'__\i\ﬂfontacts +
Q Search
B
Barry

3. Uncheck all the groups except All iPhone

Groups
All Master Contact List

Global Address List

TRU D365

All TRU 0365

TRU 0365 Global Address List

@ AliPhone

Show All Contacts

4. Click on Done in the top right corner. Any contacts listed are locally stored contacts.
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If you need the locally stored contacts and there are a manageable number of them, please write them
down and re-enter them after you have reset your iPhone (Step 2 below). If there are too many to save
and restore manually please stop by and get assistance from IT using the schedule below. In this case,
do not proceed to Step 2.

Tele-Care Center (Mary Hammack’s cube):

e Friday 1/29/21 from 8am — 5pm
e Saturday 1/30/21 from 8am — 2pm
e Monday 2/1/21 - Friday 2/5/21, from 8am-5pm daily

Care Center

e Thursday 2/4/21 from 7am — Noon

Step 2: Reset Your iPhone.
NOTE: Your screens may vary slightly. This depends on the version of the iPhone you are using.

NOTE: You will lose all photos and text threads when you reset your phone. You need to save
elsewhere if you have anything there you want to keep.

NOTE: DO NOT SET UP FACE RECOGNITION. SKIP THAT SCREEN. ONLY SET UP A
PASSCODE.

1. From the home screen select the Settings app. ﬁ
2. Scroll to and select General, then select Reset, and then select Erase All Content and Settings.

Sentings General

Tim Hardwick
Apgls 10, iz, Mans &

|‘ Anplane Mode
B8 wr
n Bistooth

-

B0 mobio Data

IPhane Sterage

Background App Refresh

Date & Tirme
Kayboard
Language & Regian

Déctionary

E] Personal Hotspot

| v

Munes Wi-F Sync

B Motifications

m Sounds & Haptics
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3. Enter your passcode to reset the phone. When it finishes, you will be greeted with a “Hello” screen.
Swipe up from the bottom to continue to the language selection screen.

4. Select English.

5. Onthe Select Your Country or Region screen, scroll down and select United States.
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6. On the Quick Start screen click Set up Manually

7. Select Use Cellular Connection at the bottom of the Choose a Wi-Fi Network screen.
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2:20 wall LTE -
< Back
>
L 4
Choose a

Wi-Fi Network

BROADCOM_GUEST_0_3

)

BROADCOM_GUEST_1_3 =
CBandL Ly
PinonHome a=
TRU Guest WiFi a=s
TRU Secure WiFi a=

Choose Another Network

Use Cellular Cannection

cellular data if your Wi-F J

Set up your iPhone using

8. After your iPhone is done activating, you will see Remote Management screen. Click Next in the
top right corner to continue.

Remote Management

“TRU" will automatically configure your iPhone.

What does Remote Management do?

Remote management enables the administrator of
“TRU" to set up email and netwark accounts, instal
and cenfigure apps, and manage this iPhone's
settings
About Remote Management.

9. Enter your Username and Password. Your Username is your firstname Space lastname (e.g., Alex
Smith). Your Password is your Windows password.
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Remote Management

Please enter your credentials to authenticate
your device.

Username  hunter bingham

Password  sssssssesss)

Fam 5 2 &
,‘g’ Sl
ABC space return
L. ___

Face ID

IPhone can recognize the unique, three-
dimensional features of your face to unlack
automatically, use Apple Pay, make purchases,
ar subsctibe to services from Apple.

About Face 1D & Privacy..

Set Up Later in Settings

A 4

11. On the Location Services screen, click Enable Location Services.
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Location Services

Location Services allows Maps and other apps.
and services like Find My to gather and use data
indicating your approximate location,

About Location Services & Privacy...

Enable Location Services

Disable Location Services

- 4

12. Your phone will start to set up, you will be prompted to set up a passcode. This is used to Unlock
the Phone.

13. SUBMIT A HELP DESK TICKET to have your new Microsoft 365 email profile sent to your phone.

14. Wait for instructions from the Help Desk.

15. Open email, it will ask you to enter password for TRU 0365. Enter in your Windows password
here and it will sync your mail and calendar.
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