Using the Outlook Web A i
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The Outlook Web App replaces the outdated WebAccess site for accessing your school email and calendar from
anywhere on the internet.

Logglng On Notice that extra s in the beginning of the
address. It is https: instead of the usual http:
Use this web address: https://webmail.bps-ok.org hecause this is a secured website.

When you login, you’ll see this screen:

. . >
Microsofts L Public or Private?

Outlook'Web App

When using your own computer at home, you should pick “This is a private
computer” and Web App will wait for a longer time of inactivity before
automatically logging you out.

Security { show explanation )
When on a public or shared computer, select the top option and WebApp
will wait for a shorter time of inactivity before logging you out.

confirm that this 7
security

) «—— Use the light version?
[ Use the light versian of Outlook Web App

You should uncheck this option unless you have a slow internet connection
or your browser does not behave properly when using Web App. Note that
the light version has fewer features.

O This is a public or shared computer

User name: | Usemame

Password: |eeeesses

4

N Enter your usual Outlook username and password,

Connected to Microsoft Exchange then click the Sign in button.
& 2010 Microsoft Corporation. All rights reserved,

Configuring a mobile device to use webmail

To configure your iPhone or similar mobile device to access your district email, use the device’s email configuration
settings to add an Microsoft Exchange account with these settings:

Server: webmail.bps-ok.org
Domain: Bartlesville

and your usual Outlook username and password.

This document is published under a Creative Commons Noncommercial Attribution Share-Alike License.
You may share and remix the work for non-commercial purposes if you give attribution to Granger Meador.
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Conversations

The full version of Web App strongly resembles the Outlook 2010 program, so most functions are self-explanatory. One

new feature is Conversations, which enables message threads.

Outlook Web App
When Conversations is enabled, messages which share a =
subject line are grouped together in your viewpane. ew Delete - Move- Fier - [View 2 | Adalescent Literacy Work
. ik Group by ( :er\/('1~uxf:"v1y\
However, you may prefer to not thread together B sonten 3 reflecionform

messages. You can switch Conversations on and off by
selecting the View tab above your message list and
clicking Use Conversations to check it on or off.

=]

Outlook Web App

Mail > Inbox

Delete + Move ~ Filter v View ~ [+
4 Meador, Granger Search Entire Mailbox
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Options
The Options tab at the - L .

. OUTooR WebApp sign out | Meador, Granger -

upper far right of the

. Mail > Inbox 9 frems W rmse umvf} options = @
window allows you to set . . . .

K X > Favorites Mew » Delete + Move »  Filter = View - = Grades Opt\ons
automatic replies for e o . Set Automatic Replies..
4 Meador, Granger Search Entire Mailbox b ¥
| oo Change Your Password...
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LZ| Drafts[1] Tada
- S See All Options...

Change your = Sentltems (= Henderson, Betty A. To: Allgoad, Christy; Am i

(&l Deleted Items (344 Here is Sally Fenska's School addrees

email/calendar password,
> (A Cabinet
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» L@ Search Folders
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Select See All Options...

for more settings. -
QOutlook' Web App
Mail > Options

That pulls up many options, but the ones you’ll most
commonly need are in the Settings group.

Account
Organize E-Mail
Groups
iSettings
Here you can set up an automatic signature and Phone

. . Block or Allow
change how the Web App deals with read receipts,

the reading pane, and more.

For help, click on the question mark at the top far
right and select Help.

sign out ‘ Meador, Granger -

o (@

Gutlook Web App

Mail > Inbex 9 Items & Find Someone

> Favorite New - Delete - Move - Filter - View - o Here is SaIIy Fensh Help
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April M. Seals

t | Meador, Grang

My Mail
AB
A @ @ o ¥ R
Mail Spelling Calendar General Regional Password S/MIME

-Mail Signature Read Receipts

Chaose how to respond to requests for read receipts.
© Ask me before sending a response
(© Ahways send a response

“ Never send a response

Granger Meador

Physics Teacher & District Science Chair for Grades
6-12

Bartlesville High Schoo, 1700 SE Hillcrest Dr,
Bartlesville, OK 74003-5825

Reading Pane

Choose when items should be marked as Read.

) Mark the item displayed in the Reading Pane as

Phone: (918) 336-3 Read

bhsphysics.org and v

ax: (918) 337-6226
bps-ok.org/science

Automatically include my signature on messages I @ Mark the item as Read when the selection
send changes

© Don't automatically mark items as Read
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