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/= Certificate Erior: Havigalion Blocked - Windoews Internel Explorer

Q w | @ Mg esckatadi ourtinada il oms

Fis Ex Wew Favorbes Toolk Hep

HE | et el Malivsa 10 G, IS Cortficate Ervce: Naigals,,. &

|
| a s
| nefe 5 a problem with |
We recommend that you clode this Wﬂi_ﬂ-‘lﬂt and do nat continue to thiz webiite,
]
W Continue 1o this website not r a. A= C(lick Here

= are information

The Tog on screen will appear requesting for
your user name and password. Your
Outlook'Web App username would be your windows log on ID
and the default password is curtinl123(for the
existing staff only)

8 : Note: For new staff, the password will be
s rae: | your date of birth (ddmmyy)
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Oiok e .

H (ptons
Mall Ihax (76 Rems, 2 Unread) i
5 Fonies St | X+ o
‘E . ‘Search Inbax
H‘“(Z) Arange by: Dite + S T R
) ot 5
: Today
Sent Jems Account AcCC
n Iites Unable to raceive emails |
. Organize E-Mai
g kN ¢ HerVieLa g Ge
g Deed Tens £ Yesterday Groups
RS Feeds -
() Reguestyourind assetnes et the acces cants eie e, Settings
b m Search Folders
Razlan Rast Phone — .

Block or Allow ? EE '.;j;:; % &

Mail Spelling Calendar General Regional Password S/MIME

Change Password

Enter your existing passwor

After saving, you might nee
notified when your password has been changed successfully.

Domain\user name: CSM'

0Old password: “ |

News password: ‘ |

Confirm news password:‘ |

' Save
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[t~ Inbox - Microsoft Outlook

File Edit View

P dNew ~ | d@ [ X

Favorite Folders

9 n

(o R n n
L) RSS Feeds
= Sent Items

H £ Outlook2005
H £ Outlook2006
H £ outlook2007
H £ Outlook2003
E| [:jz Cutlook2009

# L@ Search Folders

Innlsh&::tinns Outlook Connector Help

Send/Receive

Instant Search

Address Book,..  Ctrl=5hift-B

Jrganize
Fules and Alerts...
it of Office Assistant...

Mailbox Cleanup...

Empty "Deleted Items™ Folder

[ ] [ ||
]|

]

stant Searct

Recover Deleted Items... le Ayadurai

Earms p Andi

desk

Macro b paes
le AP Avad

Account Settings... Lau

Trust Center... aldi
Customize... n, Michalas
Cptions... AMED FADF
| ati Fustapk

ﬂ i~4 EridgetTan
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Account Settings

E-mail Accounts

You can add of remove an account, You can select an account and change iks settings,

E-mail |Data Files | 55 Feeds | SharePaint Lists | Internet Calendars | Published Calendars | Address Books

g Mew . il Repair...

i Change...

7 Remove

Mame

regawati@eurkin, edu., ry

Tvpe
MTP (send From this account by defaulk)

K

Selected e-mail account del

Change Folder | Outloo

1" #

Lot p a1y s

in data File D AOHD-drive) 2008-CyOutlook Outlook-2007 , pst

Close
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(v Inbox - Microsoft Outlook

| File Edit View Go

plen - 1§ X

Mail

Favorite Folders

Mail Folders
| Al Mail ttems

&4 Mailbox - Megawat
(2] Deleted tems [
[/ Dratts 5]
[} inbox f5
g Junk E-Mail 17
@ Outhox
% RSS Feeds
Sent ftems
H Ed Search Falders
3 & Backup2011
@ Deleted [tems
[ Drafts
[ Inbox {2}
[ Junk E-Mail
[ Outhox
[ RSS Feeds

%

T e
Tools | Adions  Qutlook Connector  Help Type & question for help =
Send/Receive MBS Y HsendReceie - (S | [@ Gearchaddesshooks - | @) :

Instant Search ¥ = pv|¥ To-Do Bar —
[ AddressBook.,  Ctrl=Shift=B |

i o 9 " | January 2011 b

@ H Received Size VL: SMTWTFS

Rules and Alzrts,. = < % R

1[4 67

Out of Office Assistant... 910 11 12 13 14 15

@
7]

Mailbox Cleanup...

Empty ‘Deleted tems” Folder
Recover Deleted fems..,
Forms

Matro

Account Settings..,

Trust Center...

Customize..,

Optians..,

[ Date: Yesterday

Ho upcoming appointments.

Arranged By: Due Date « |+
| Type a new task

5 lanin Ranl

Fills Mamaraian fram Tadia

[IECNERETR

10 kR




Rules and Alerts

E-mail Rules | Manage Slerts

Lﬁ’ Mew Fule,.. Change Rule » 52 Copy... )( Delete &+ % BunRules Mow,., Qptions

Rule {applied in the order shown) Ackions
Clear categof A
Faorgak Windd ’) < / 0 % %
rajlis-imui 1
ICT &pplicati
Alkiris Helpde 1 %" $
'HOD Subject - % @
[ [Security &nn -

=

Fule description [

Apply this rule after the message arrives
assigned ko any cakegory
clear message's categories

[ ]Enable rules on all RSS Feeds

(04 ][ Zancel ][ Apply
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[~ nbox - Microsoft Outlook - 8 x
| File i ew  Go ols Acions Outlook Connector  Help Type a question for help |«
1 New P} ClReplytoal g Forward | BE W | i send/Receive - (5 | [ Search addressbooks - @ﬁ
B Open »
« || 3 Inbox £+ % || To-Do Bar » X
H Clasg All Ttems
B B3 |C\ick here to enable Instant Search 4 January 2011 »
Save As..
= Subject Received ~ |Size |Categories  |¥ SR MERL WSl SR )
H Save Attachments » z 930 31 1
ES 2 3[4 5 6 7 8
Date: Toda
Eolder f2 - & 910 11 12 13 14 15
16 17 18 19 20 21 22
Data File Management... Date: Yestenday S
Import and Expot... 3031 1 2 4
Agchive... Date: Sanday,
Fage Setup »

[& Print Preview
& Print.. Ctri=P Mo upcoming appointments,
Cached Exchange Mode b

Waork Offline

Arranged By: Due Date| « [~
Type a new task

There are na items to show
in this view.

Exit

] Mai
4 calendar
|85 contacts
o] Tasks
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B Control Panel

File Edit Wew Favorites Tools  Help #

@ Back Q @ p Search '/ Folders v

address |3 Contral Panel v| Ga

b X D @ 0 £ B

Accessiblity  Add Hardware Add or Adrministrative  Automatic Date and Time Display
Ba Siikch to Cateqory Wiew Cptions Remoy.,, Tools Updates

Kevboard

o>

E:"" Control Panel

See Also

‘ Windows Update
@) Help and Support:

tinkers and QuickTime
Faxes

B Control Panel

Fle Edt View Favorites Tools Help

Q- @ B Powwrar

address | Control Panel

* Fokders

% Contratpanel 2 Pick a category

@ switchto Classic view
™ &u Appearance and Themes g Printers and Other Hardware
-«

4 Windows Update A Change the appearance of deskiop ivems, apply a theme or
screen saver to your camputer, or customize the Skart menu
and taskbar,

!?9 Al R Date, Time, Language, and Regional
Options

o o) Sounds, Speech, and Audio Devices Accessibility Dptions

@) Help and Support "  Network and Internet Connect

& Other Cortrol Panel
Options

_\‘ Performance and Maintenance Security Center
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Mail Setup - Outlook

E-rnail Accounts

Setup e-mail accounts and directories.,

Drata Files

4, Change settings For the files Outlook uses to
,&g store e-mail messages and documents,

Data Files. .. |

Prafiles

Setup mulkiple profiles of e-mail accounts and
data files, Twpically, vou only need ane.

Show Prafiles. . |

Close |




Account Settings

E-mail Accounts
You can add of remove an account, You can select an account and change iks settings,

Close
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Add Mew E-mail Account

Auto Account Setup

Your Name: |Megawati Mustapha |

Example: Barbara Sambmwvic

E-mail Address: |rrua|;|awuati@u:urI:i|'|.Eu:ll.l.m*:.f |

Example: barbara@contosa, conm

[¥]#anually configure server settings or additional server bvpes:

< Back. L_Mext:r- J[ Cancel J




Add Mew E-mail Account

Choose E-mail Service

i) Internet E-mail
Connect to wour POP, T

{*)Microsoft Exchange:

) Other
Conneck ba a server type shown below,

Connect to Microsoft Exchange for access to wour e-mail, calendar, contacts, Faxes and voice mail.

Microsoft Cuklook, Hoktmail Connector
Cugtlook Mobile Service (Text Messaging)

[ < Back. ]L_Mext:: J[ Cancel
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Add Mew E-mail Account

Microsoft Exchange Settings
You can enker the required inFormation ko conneck ko Microsaft Exchange.

Type the name of your Microsoft Exchange server, For information, see wvour syskem
adrministratar,

MichSDFt Exchange o |Exchange.csmlEdu _
Use Cached Exchange Mode

Type the name of the mailbo:x sek up for wou by your administrator, The mailbox name
is usually wour user name,

User Name: | Megawati Mustapha | [ chedk ame |

More Settings ...




Connect to EXCHANGE. csm.edu

Connecking to exchange,csm.edu

Liser name: | 7| " |

Password: | |

[ Iremember my password

o« o]

Connect to EXCHAMGE. csm.edu

Connecking to exchange,csm.edu

Llser name: | 7 csmimegawati b |

Password: | T |

[ Iremember my password

[ 0K ][ Cancel ]
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Add Mew E-mail Account

Microsoft Exchange Settings
You can enker the required inFormation ko conneck ko Microsaft Exchange.

Type the name of your Microsoft Exchange server, For information, see wvour syskem
adrministratar,

Microsoft Exchange server: |EXCHP.NGE.::sm.edu
Use Cached Exchange Mode

Type the name of the mailbo:x sek up for wou by your administrator, The mailbox name
is usually wour user name,

ser Mame: |Meqawati Mustapha iZheck Mame

_ MDrE SEttings =

[ < Back ]L_Mext:: J[ Cancel ]
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Microsoft Exchange

| General " Advanced | Security |C|:|nnectiu:-n " Remaote Mail|

Encryption

|:|I: data bebween Microsaft
o [icrosoft Exchange

Izer identification

[ ] Always prompt For log

Logon nebwark security:

|Negntiate Authenticakion w
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Add Mew E-mail Account

Microsoft Exchange Settings

X

You can enker the required inFormation ko conneck ko Microsaft Exchange.

Type the name of your Microsoft Exchange server, For information, see wvour syskem

adrministratar,

Microsoft Exchange server: |EXCHP.NGE.::sm.edu

Use Cached Exchange Mode

Type the name of the mailbo:x sek up for wou by your administrator, The mailbox name

is usually wour user name,

Lser Marne: |Meqawati Mustapha

Check Mame

Bhare Setkings ...
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Mail Delivery Location

L

By adding a Microsoft Exchange account you have changed where some of your new e-mail messages and calendar information is saved,

These changes will take effect the next time you start Suklook,

[ Show Help ==
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Add Mew E-mail Account

Congratulations!

You hawe successfully entered all the information required ko setup your
account,

To close the wizard, click Finish,
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Account Settings

E-mail Accounts
You can add of remove an account, You can select an account and change iks settings,

o Mew... FRepair.. M5 Change.. @0 SefasDefzulb X Remove 0 &

Mame Tvpe
Micrasoft Exchange Exchange (send From this accaount by default)

Selected e-mail account delivers new e-mail messages ko the Following location;

Mailbox - Megawati Mustapha' Inbox

Close
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Mail Setup - Outlook

E-rnail Accounts

3 Setup e-mail accounts and directaries.

Siw

Drata Files

4, Change settings For the files Outlook uses to
% store e-mail messages and documents,

Data Files. .. |

Prafiles

Show Prafiles. . |

Setup mulkiple profiles of e-mail accounts and
data files, Twpically, vou only need ane.

Close |
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& Microsoft Outlook
! File Edit View Go Tools Help

} Search address books  ~ | (@
- "B

Connect to EXCHANGE. csm.edu

Connecting ta EXCHANGE. csm. edu

User name: | € csmimegawati

Password: | . .

[IRemember my passward

-

Type a question for help

x
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‘ Click here to enable Instant Search January 2011 2
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Il 617181920 21 22
3 &t Mailbox -
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(4] Deleted Items ) 031 12345
Dratts 3
I
| g Junk E-Mail [15]
[3) Outbax
g RSS Feeds

Sent ltems

Q @- Search Folders

Mo upcoming appointments,

Auanged H Due Date « |+

| Type a new task |
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[~ nbox - Microsoft Outlook

| Eile

b
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Edit  Wiew Go Tools Acions Outlook Connector  Help

[ P31 Mail Message Ctri+N  lend/Receive ~ [ | [ Searchaddressbooks  ~ | (@ s
Open 4 ‘fj Past in This Falder Ctrl=5hift=-5 ——— P v| -
Close All Items Ci Folder.. Ctrl=Shift-E
Save As.. Lﬂ Search Folder... Ctrl=Shift=P Subject EEEiEA Size e w |‘
Save Attachmepts » Mavigation Pane Sharteut..,
Folder » |EH Appointment Ctrl=Shift=A
Data File Management... % Meeting Reguest Ctrl=Shift=Q
Import and Export... 85 Contac Ctrl=5hift=C
Archive.. 8 Distribution List Ctrl=Shift=L
Page Setup y | & Task Ctrl=Shift=K
Print Preyiew rﬂ Task Request Ctrl=Shift-U
Print... Ctrl-P E Journal Entry Ctrl=Shift=)
Cached Exchange Made  » la] Mote Ctrl=Shift =N
Wark Offline @ Internet Fax Ctrl=Shift=X
Exit =5 Chgose Farm... 9 7

@ Choose InfoPath Form...  Ctrl=Shift=T -

Cutlook Data File.. 1 7
"1

% 5
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New Outlook Data File

Tvpes of storage:

iDFFice Qukblook Personal Folders File (,psk)

Cutlook 97-2002 Personal Folders File |, pst)

Descripkion

Provides more storage capacity For items and Falders,
Supports mulklingual Unicode data, Naok compatible with
Cutlook 97, 98, 2000, and 2002,

(a4 ] [ Cancel

]

X]

oo

A 7

%
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Create or Open Outlook Data File

‘:J Py Mebwork,
Places

LE]PersnnaI Folders(1).pst

Save in |Ia Otk V| @ - X Cii E-
@ Desktop L] archive.pst
LE] backup2011.pst
] My L] Copy of Outlook, pst
Documents LE]”: pst
)My L | tlaok, pst
d Camputer '_] P

@

Tools -

!

Flepame: | archivez011.pst

Save as bype: |F‘ers-:una| Folders Files (*,pst)

vl

(] 4

l [ Cancel
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Create Microsoft Personal Folders

File:

Hame: |F‘ersunal Folders

| C\Documents and SettingsimegawatitLocal Setl|

L |

3

~

Farmat: | Personal Folders File |

Passwiord

Passwiord; | |

Werify Password; | |

[ ]3ave this passward in vour passward list

[ O, ][ Cancel ]
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Create Microsoft Personal Folders

3

| Zi\Documents and SettingsimegawatiiLocal Setl|

File:

Mame: |.ﬁ.rchiv32lill 1 |

Farrnat: | Personal Folders File |

Passwiord

Password; | |

Werify Password: | |

[ ]3ave this password in your password list

[ O, ][ Cancel ]
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[ Archive2011 - Microsoft Outlook

! File Edit View Go

P New - | g 3 X

%

Iﬂulsi&ctinns Cutlook Connector  Help

Send/Receive

Instant Search

Favorite Folders

alyd TUDAr ravudiiLe LA

¢ E

Crganize

Mail Folders

2] All Mail Items

= B4t Mailbox - Megawati
(3 Deleted tems (10
(L7 Drafts [3]

@ Inbox (3]
L@ Junk E-Mail [17]

@ Cutbox
% RSS Feeds
Sent Items
[0 search Folders

B

Rules and Alerts...

Out of Office Assistant...
Mailbox Cleanup...

@ Empty "Deleted ltems™ Folder
,;Q Recover Deleted Items...
Forms

Macro

Account Settings...

Trust Center...

Address Book...  Ctrl=5Shift-E

k

k

S5 VW | Fsend/Receive - [ | @ Searchaddressbooks - | (@) =

1

stant Search

ubject

Received | Size | Categaories ¥ |A

There are no items to show in this view,

Customize..,
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Options...

9 n
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