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About this Guide

This usage guide is intended to showcase E-mail, Calendaring and the Global
Address List lookup in FASmail using the Outlook Web App (OWA).
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The OWA Layout

The OWA webmail client separates the Email layout into various components
including:

- Email accounts and folders

- Listing of Emails

- Preview window for an Email
- Calendar with reminders

The rest of this guide will give you an introduction to each of the components
above.
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OWA Layout
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OWA Features - Tabs

|5 L aTaky

Tabs in OWA offer you the ability to =
quickly switch between Mail,
Calendar, Contacts, and Tasks
functionalities within the same OWA
window.

Examples:
- Clicking the Mail tab shows
E-mail on your screen.

- Clicking the Calendar tab shows
calendaring on your screen.

v V
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In order to compose an Email,
ensure that you are in the Mail tab.

\ 4
x

Then, click on the "New” link at the _ :

top left hand side and select
“Message” to create a new Email ad e dEmin
message. s

L)

A4
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How to Compose an Email (2)

you can search for an Email ot '__""“'“:"“""{"’i"""‘"”"""'_ : _ TR _
address by clicking on the “To...” [ Qo "__‘1& T e R ®
button or on the Global Address [~ ]

Book (GAL) button. I

Once the new Email box appears, - }

Subject

Tahoma

If you know the Email address of
the intended recipient, you can
type it into the Email box next to
the “To...” button.

lﬂlr:nnn Pesbectesd Blicde On 4T HiIkK -
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How to Compose an Email (3)

You can also type in a person’s

name [lasthname, firsthname] in the

“To”, “"Cc”, and “"Bcc” fields and
press “Check Names”. FASmail will
then try to look up their Email
address in the Global Address List. || "™

Type in the subject, content, and
click the “"Send” button to send
your Email.
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Using the Global Address List

E . dddress Bogk -- Webpage (halog

Once you click the “To” button, the S
Global Address List will show up. — X
i |
' SRS e EFLIE <BETS Test Acc] 1 [ RO E-MdEIL)
First, try to find a user [lastname, Ty
firstname] in search field, and select = ey
the appropriate entry from the i B it
SearCh reSUItS- 34 Guggeitnd e :L":-'.'-l.l-'."E .’-::.t-'--:d-'--L‘,"_'lh'-:l'n E-all)
EELIRC-SC0P Tesh Acdt 1 (00 ROT E-hasll)
Second, click on the “To”, “CC", or TTUBC-LET Tast Maibax (D0 MOT E-MAL

“Bcc” to add the result. B i e
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The Calendar Tab

The Calendar tab gives you access to
a multitude of features such as: g ——— e

- Personal calendaring with day, _
week, or month views. axaas -

- Seeing recipient’s availabilities,
and sending conflict-free meeting = -
requests.

- Sharing your calendar with trusted o 1
FASmail users such as an
assistant.

- Setting reminders to trigger
minutes to several hours before a
meeting.

- Booking of resources such as '
meeting rooms and equipment
(e.g. projectors.)
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The Calendar Tab

You can change the calendar

view by clicking on “Day”,
“Week”, “Month”, or “Work
Week” views.

If you have access to public ..
calendars, shared calendars, .
or delegated access to
someone else’s calendar,

they will show under “*My
Calendars”.
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Multiple Calendars and View Management (1

—— - LT \
3] ]

. Nest =

Meeting £1
With FASmail, you can view your

own calendar along with other

calendars side-by-side. R
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Scheduling a Meeting (1)

FASmail allows for scheduling
conflict-free meetings with B o
other FASmail users.

LFF FITLR

H H L 1 &2 0y o 08 _l-L : ﬂl:;
You start by clicking on "New” ™ [ Meetng Reques
i W 1 13 14 15 86 17 18 10 A3 Mlessage
and thel',l, selef:tlng Meet_lng il 1 ,1;_“_5,1
Request”, to find a free timeslot —= e
for the meeting.
[+ &= €a
=

You will get an Email reply back
once your meeting has been
confirmed by the recipient
FASmail user.

Lundh #1

THE UNIVERSITY OF BRITISH COLUMBIA




Scheduling a Meeting (2)

Once you click on "New Meeting”, 4 . s ot e

a new window will appear. B s e et e n e : i | gRALAR T 1
i iy e F-58 1 & B i HTWL - Y]

Appoinsman I Schieduling Assisiast

Simply enter:
- Subject

- Date e
= Sta rt a n d e n d ti m e Lizcahon | Hequedt & responie 1o the mrdslon
- I_O Catl on * St hme w404, ‘w-."-l - i'fl:l P:.- - wl-day weant
End bme R 04,0 R0 W T o0 P w
- Click on “Scheduling R s e : A - s
ASSiSta nt,, Tirtearrua w o = B I 1_| = | | J."'
& ntermat | Protected Mode D g = TN o+

*This feature is available only if your department
has meeting rooms and equipment setup as
resources.
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Scheduling a Meeting (3)

Once the Schedule Assistant
appears, type in:

- A name to add FASmail users to

your meeting.

B Uritied Meshing - Wirdows Iniemat Explone:

ubcen

- A room name to add a FASmail
resources to your meeting.

- Examples: Laptops, Rooms,

Projectors, etc...

*Non-FASmail attendees may produce unexpected
behaviours. Results will vary across different
Email service providers.

[
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Scheduling a Meeting (4)

Once you have entered a name, @i st "

the FASmail Global Address List ,.4 * - At --4 e = 'Zi.u".i ¥ ﬁ,
(GAL) of all FASmail users and ; 3 .

sppointment | Scheduling Assistant

resources may appear: Stark MonD4OMGOL] % GO0 FM « Enf MonDAGMGEIL ¥ (TODOPM =

Lhow only wnikang hiers

F|nd the FASmaII user in the 4 Gplect Artendees PP aba OB K h“.hdnm.:

Search field. : ' ;

Wore than ore match was found i ai o
[LL] 4 b6 37 04 A
(ST R ER AR |
RN A
Bl -ARTS Test £ot 3 00 ROT E-RAslL) [F-uncarts-1eid M X ITna

TR AT Tagl & 3 (D0 MOT E-PMLY [0 uswli 1e2s

ERIEC -ARTS Tanl Act 3 M0 MOT E-RARIL) 1

Then click on the correct
FASmail user to add them to the — s bl
Attendee |ISt. TOIBE-SC0P Test &cct § (D0 MNOT E-MAL) [F-ubcicop-iesa Duraborc |1 s 22

EHIBC-LIT Test Aol 1 {00 MOT E-MAL) f-uboit tespodl

IXIBC-ARTS Tast Ao® 4 (DO MOT E-RASAL) [E-UD LS -18-Ta

COJBE-UIT Teak Boct 10 MO KOT E-RAal] ) |t
EHBC LT Tesl Aect TH 00 FOT §-hAslL) i1

The same process applies for
\\Add ROomS" TIPS sntatiee  Am B mlorration e Faic M Roor

Do & Isbemet | Frolected Maode Tn a T M -
- Once you have found a
resource, click on it to add it.
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Scheduling a Meeting (5)

B Unhitled Adieeting - Windows [nbemet Erploses =
Once you have added all of the ;. i _ Y A gy
FASmail users and resources of [ Ja oo, BT "
interest from the GAL, you'll see | frormen  sonacuiog ssssae |
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Details on Booking Resources (1)

In order to book a resource in

FASmail, click on “Resources...”

from the New Meetings button.
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Details on Booking Resources (2)

FASmail resources are categorized e el
. . L k |
Into two types' 4 Detait Glnbal Addrees r- i
- Room Resource E
. AT e LIEC O R RS SCRFL 28
- EqU|pment Resource r-ubceduc-sefiSafimallubc ca
LIBCLFS B R WK 206
. " LB -0S0T B-RM ACU Boardioom
Room resources are typically .
common-space, designated meeting R
rooms within a department*. BT R-AR ACU Lals 3
LB D901 T R-ARA AT | ik G
Equipment resources are typically e i i e
laptops, projectors, etc. within a e
department.

LB 0T B-RRA AL e 3

Fehind € ) IR

T
Bpaia g

*Departmental Administrators may choose to lock down Resourses
resources for use within their own department.

{H{' THE UMIVERSITY OF BRITISH COLUMBIA
I'ﬁ“




Details on Booking Resources (3)

Like booking a FASmail user for a meeting,

you can book resources in a similar way. 5 -
Room resources take on the convention of: e r .
- [ORG]-[CLIENT] R-RM [BLDG] Room# st i
- Ex:UBC-UIT R-RM LSK 201 _
UBE- 50T B-Rbd AL Basedroom
This specifies that the room resource UBC 0501 RN ACU L 2
belongs to the UBC’s Information B vty

Technology unit and it’s in the Leonard S.
Klinck building Room 201.

WALC-O50T R-FM ACLE L hinonsm
UBL- vk R-Rdd A0 Semi 1

LB - Dk H-Bob ALLE Sem 2

- [CLIENT] is the IAM Client Name that :
was selected for your faculty or dept. UBC-CSOT H-RM ACL Sem 3

- [BLDG] is the 3 - 5 character acronym G s
of the building as defined in the UBC
Facilities Archibus database.

Cptiona
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Details on Booking Resources (4)

Similarly, equipment resources take

On the Conventlon Of '-:'il.-.‘dl.-ll".-hli-:ll"u'lalr:-.e- E-

-  [ORG]-[CLIENT] R-EQ [equipment u = =
na me] b nitee s i I II—;I:EI“‘:—”-;::I:"::III Boakmg

- Ex:UBC-UIT R-EQ Laptop1

This specifies that the equipment
resource belongs to the UBC's
Information Technology unit and it’s
their loaner laptop 1.

- [CLIENT] is the IAM Client Name
that was selected for your faculty
or dept.

Fellgrtiray Rl

ey lonal
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Details on Booking Resources (5)

When you want to book a meeting

with people and resources, ensure B BT MY LN SG & -
that they are booked together to I
ensure that both the attendee and = —. -
resource are available. . [ e .
4 Salrct A1 heedem 0N BRI M0 & Bl [, (EN) Suggested Times
=] 1
| et I R L I 16
Note: When a room is added " i :
successfully, it will be added to the o ool
Select Rooms list. Once the room is 00 i W s
entered select the checkbox. ' e B
T [+ ETH I|
El AR
N 1 A I l.-:.-: [T
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Calendar Availability Legend

When you are in the process of

Out of Office: The recipient is not in

scheduling resources or people, there the office that day.

are blocks of colour. These colours
represents the states of availabilities.

The information contained here
explains what the colours mean.

Busy: The recipient is currently
booked and not free at the time slot.

Tentative: The recipient is has
accepted your meeting but may not
be able to attend if something else
arises.

— Example: Working from home
or away.

No Information:

— OQutlook not connected to the
Internet.

— You are looking at information
that is too far ahead.

Outside of working hours: Some
recipients have specified their work
hours. They may not be able to
attend a meeting if it is booked
outside of their working hours.

Busy  Tentative  Away No Information
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Accept a Meeting Request (1)

When you open up an Email ‘ i : : 2
meeting request, you have a few : "
options:

FzUBC-UTT Test Mailbox (DO NOT E-MAIL) V

Accept: Accept the meeting with the |

proposed date, time, and location. 7| v ?7 X
Tentative: Accept the meeting, but | eserier -
you may not make it if something :rl.n AM, (UTC-D8:00) Pacifte Time

else comes up.

Decline: You will not attend the
meeting.
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Accept a Meeting Request (2)

&

Open up the FASmail meeting =

e da b Bt (N H e ]

invitation. aeply  Reply Ml Forward y B X

Click “Accept”. zzUBC-UIT Test Mailbox (DO NOT E-MAIL)

An event will appear in your J
Outlook’s Scheduled Events

-------

X

Panel from the previous slide.

Descriplicn

| Wheni April-ls-11 LU:o4 BAM-11:040 &AM, [UTC-

[0S & Canada)
Where: UTBC-EDDC R—-RM SCRFL HA

o o W W T, oy,

9:00) pPacific Time
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Meeting Reminders

After accepting a meeting, you will
get a reminder before the start of the
meeting.
Heminders

W 5 o
4 Neoetin )

sl I

Click:
“Snooze” to delay it.

“Open Item” to view the meeting
details.

“Dismiss” to remove the reminder. Disisaall

5 minutes
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Benefits of FASmail

Efficiently and easily schedule meetings with other UBC FASmail users

Simple meeting invitations.

Propose changes in date, topic, location that all invited attendees
receive.

Informs you of conflicts with other scheduled tasks/events.
Automatically set reminders through scheduling.

Book meeting rooms and other resources.

Fast and reliable.

Mailbox backups and restores are available for up to a year.

Available as part of an Email Client or online using the Outlook Web
Application.

Personal and shared calendaring abilities.
Mobile device integration (BlackBerry/iPhone/etc...)
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