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Explore the OWA user interface 

  
1. Instant Search box: Helps you quickly find items in Microsoft Outlook. The Instant Search pane is always 

available in all of your Outlook folders, such as Mail, Calendar, Tasks, and Contacts. 
2. Action bar: The current view (for example, mail, calendar, or contacts view) determines which options appear 

on the ribbon. 
3. Reading pane: The area where you can read e-mail messages or see details about items such as contacts and 

tasks.  
4. Navigation pane: Use to switch between the different areas of Outlook, such as Mail, Calendar, Contacts, Tasks, 

and Notes. In addition, when you are working within a view, the Navigation Pane displays the folders within that 
view.  
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 Mail  

Create New Mail Message 
1. In Mail, click New.  
2. Address the mail message. 
3. In the open message window, click Attach File.  
 Total message size is limited to 25MB including attachments.  

If you need to send larger attachments, use DropBox.unl.edu.  
4. Click Send. 
 A copy of each message you send appears in the Sent Items folder. 

Add a signature to messages 
In the main window, click Options, and click See All Options... 

1. Click the Settings menu option. 
2. Type and format your signature block. 
3. Click Save. 

 
In a new message, click Insert Signature.  

http://is.unl.edu/dropbox/
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Forward or reply to an e-mail message 
From the Preview pane:    

 
In the open message:  

 

Save an e-mail message attachment 
1. Click the link to download the attachment. 

 

Delete 
 To delete a message, click Delete on the action bar. 
 To empty your Deleted Items folder, right-click the Deleted Items folder, and then click Empty Folder. 

Items in your Deleted Items folder are permanently deleted after 7 days. 

Junk Mail (Spam) 
Any message that is suspected to be junk is moved to the Junk E-mail folder. We recommend that you periodically 
review the messages in the Junk E-mail folder to check for legitimate messages that were incorrectly classified as junk. If 
you find a message that isn’t junk, drag them back to the Inbox or to any folder. You can also mark the item as not junk 
by doing the following: 
 Right-click the message, move to Junk E-Mail and then click Add Sender to Safe Senders List. 
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 Calendar 

Create a calendar appointment 
In Outlook, an appointment is a calendar item that has a specific start date and end date and a specific start time and 
end time. If you invite other people to an appointment, it is considered a meeting. 

1. In Calendar, click New. 

Manage your appointments 
 To change the date or time for an appointment, drag the appointment to a new location on the calendar.  

Or double-click the appointment and make the changes that you want. 
 To delete an appointment, select the appointment on the calendar, and then press DELETE.  

Or, double-click the appointment, and then on the Appointment tab, click Delete. 
 Small icons appear on appointments to indicate that a reminder is set ( ),  

that other people are invited ( ), and the appointment recurs ( ). 

Out of Office 
When scheduling your leave on your calendar, select Show time as:    Away  . 

1. From the Options menu, select Set Automatic Replies… 
1. Select  Send automatic replies. 

If you want to specify a set time and date range, select the  Only send during this time range check box.  
Then set the Start time, and then set the End time. If you don’t specify a start and end time,  
auto-replies are sent until you select the  Do not send automatic replies option. 

2. Type the response that you want to send to people in the University Address Book. 
3. [Optional] Select   Send automatic reply messages to senders outside my organization, and then type 

the response that you want to send while you are out of the office. Select whether you want to: 
o Send replies only to senders in my Contacts list 
o Send replies to all external senders 
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Schedule a meeting with other people 
1. In Calendar, click the New arrow, and then click Meeting Request. 
2. In the new meeting window, on the Scheduling Assistant tab, add the attendees to the list to view busy/free times. 

 
3. Return to the Appointment tab to complete the details of the meeting. 

Change Calendar permissions 
1. Click Share  and select  Share This Calendar. A new email message will be created.  
2. Address the email to the person(s) for whom you want to share your calendar.  
3. Select the desired permissions and click Send. 

To edit permissions… 
1. Click Share  and select  Change Sharing Permissions. 
2. Select the person to change and click  Edit (or  Delete to remove). 
3. Make the appropriate selection and then click  Save. 

 Contacts 

Create a contact 
1. In Contacts, click New, click Contact. 

Create a Contact Group 
In Contacts, click the New arrow, click Group. 

1. In the Group Name box, type a name for the contact group.  
2. Click the Members… link to open the address book list. 
3. Select from which address book the members already belong on the left.  
4. Find the person in the list and click the Members-> link at the bottom-left of the window to add them to the 

selection. Repeat until all memebers are selected.  
5. Click OK when finished.  
6. Click the Save and Close link (upper left).  
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Other Options 

Add a flag to follow-up on a message, contact or task 
* * * FLAGGING AN ITEM DOES NOT ASSIGN A REMINDER TO THE ITEM. * * * 

In an open message, click Flag for follow up , and then click a flag.  
 Select Set Date and Reminder… from the Flag for follow up menu. 

In your Inbox, click  to set your default flag.  
 You cannot add set a reminder from the Inbox, you must open the message and follow the steps above. 

 

(Un)Flag a Message as a To-Do Item 
In an open message, click Flag for follow up , and then click Clear Flag.  
In your Inbox, right-click  and then click Clear Flag.  

Categorize a message, contact or calendar entry by color 
• With the item open, click Categorize , and then click a color category.  
• To see more categories or to create a category, click Manage Categories…  
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