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BobcatMail (Outlook Web Access - OWA) provides access to your Texas Search Bar
State University-San Marcos e-mail, calendar, and contacts from any web
browser. (To use all features available in BobcatMail, Microsoft® Internet

Explorer 6.0+ is required. The OWA Light version provides access to only Search field Folder Selection
the basic features of BobcatMail.)
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o Click s ~1Check Messages on the toolbar to check for new * Enter tf_\e names (.Jf people or e—ma_il addresses separated
mail by semicolons (;) in the To: field. Click |8 Check Names
o ) ) to verify the names you typed. If a name can not be re-
® Click i3 mbox Inbox in Mail Folders to access the Inbox. solved to a single entry from the Global Address List or
e Put a check in the box next to a message and click X Delete to de- Contacts List the name will appear in red. Additionally,
lete a message. you can access the address book by clicking To..., Cc..., or

Bcc....
e Most Recent Recipients provides a quick and easy way to
find contacts that you send messages to frequently. To

e Put a check in the box next to the messages in the current list to
move. Click| .5 Move to put them in a different folder.

. m Mail contains mail-related folders, like Inbox, Sent Items use a recent recipient, highlight the user name, then
and Search Folders. click [ 1 |To,[ e [Cc,or | &= |Bcc.

e | a2l Calendar lets you to view and schedule appointments, e To send a copy of the message to others, use the Cc: box
events, and meetings. View shared calendars and compare calendars or click the Cc: button. To send blind carbon copies, use
by viewing them side by side. the Bcc: box or click the Bcc: button.

o Click [sl=i Contacts to store and keep track of addresses, num- e Enter the subject of the message in the Subject box.
bers, and e-mail addresses. e Enter the text of your message in the text box.

o Click [z New Message to compose a new message to a con- e Click the Send button.
tact. e Click Attach File, select the file you want to send,

e Read messages will have this icon to the left of the message and click Insert to attach a file to a new message.
while all unread messages will display this n icon to the left of the
message.
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e Click on e Calendar.

e Clickon |21 New Appointment to add an ap-
pointment to your schedule.

e Click on a‘;mmmmm New Meeting Request to schedule
a meeting and invite attendees.

e The [:i7F Today button will bring you back to today’s
events if you are looking at another day on the calendar.

e The 4 F will move you to the next day or the previous day
of the calendar.

e Click on &9 VanageCalendars...  \lanage Calendars... to create,
rename or delete additional calendars.

Contacts
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é Manage Contacts Folders. ..

e Add a new contact by clicking [ElE7%I=5] New Contact in
the toolbar.

e Move a contact by first selecting the contact or contacts
that you want to move, then click [ U Move in the
toolbar.

e Delete a contact by first selecting the contact or contacts
that you want to delete, then click [ 222! Delete in the
toolbar.

e Send a message or a meeting request by first selecting the
contact or contacts that you want to send an E-Mail or
Me%g request to, then click -3 Send E-Mail

or Send Meeting Request button.

e By clicking on & wanace contactsraiders.. Mlanage Contacts Fold-
ers... you can create new contacts folders, and rename or
delete existing contact folders.

Calendaring Tasks

Scheduling an Appointment: Click on |
Appointment. Enter name of the appointment in the subject
line and type a location for the appointment in the location
line. Next, choose the start and end times for the appoint-
ment. You can check [[Aldayevent Al Day Event if the appoint-
ment will be an all day event. To add attachments to the ap-
pointment click @ Attachments... Attachments... or Bl Attach file.
Click #6550 Recurrence... if the appointment will occur more
than once. Click EFEEE Invite Attendees to invite others
to the appointment. Click HEEEEEEE save and Close to final-
ize the appointment. Click Cancel if you don’t want to
save the appointment.

Creating a meeting request: Click on[ {7 New Meet-
ing Request. Type the email addresses of attendees in the re-
quired field. You can select attendees from the Most Recent
Recipients box. Give your meeting a title in the subject line
and define a location in the location field. Choose the start
and end times for the meeting. You can check [C]Aldayevent A]|
Day Event if the meeting will be an all day event. To add at-
tachments to the appointment click @ Attacments...  Attachments...
or 8 Attach File in the toolbar. Click B2 Recurrence.. if
the appointment will occur more than once. Thel# &
will assign high or low importance to your meeting request.
Click I Save to save the meeting request and come back to it
later. CIick Cancel if you don’t want to save or send the
meeting request. Click E=EZE Send to send the meeting re-
quest to the attendees.

Managing Calendars: Click on Manage
Calendars... to create a new calendar, then type the new cal-
endar name and click Create. To rename an existing calendar,
choose the calendar to rename from the Current Name pick
list then type the new name for the calendar. Delete an exist-
ing calendar by choosing the calendar from the pick list and
clicking delete.

@ Manage Calendars. ..

Contact Tasks

Creating a new Contact: Click on [ElE0Z15 New Contact.
Enter the new contact information. To attach a file,

click W Attachments... Attachments... To cancel the current
contact, click Cancel. When you’ve finished entering
the information and you’re ready to save the contact,

click [FEIEERER Save and Close.

Managing Contact Folders: Click on & ManeeecontzcisFald=rs... \gnage
Contact Folders... To create a new contact folder, type the
new folder name in the folder name field and click Create. To
rename a contact folder, choose the folder from the current
name pick list, then type the new name for the folder in the
new name field and click Rename. To delete a folder, select
the folder from the pick list, then click Delete.
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