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Bo

State University-San Marcos e-mail, calendar, and contacts from any web . .
browser. An expanded feature set is available for BobcatMail using, Micro- Sea"%ld Folder Selection
soft® Internet Explorer 6.0+ or above. The OWA Light version provides ac-

bcatMail (Outlook Web Access - OWA) provides access to your Texas

cess to only the basic features of BobcatMail.

Logging on to BobcatMail:
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Open a web browser and type

bobcatmail.txstate.edu into the  Passwerd: |

browser’s address box and

press Enter.
Client

When prompted enter your [ Use Outlook Web Access Light
’

NetID and password, then click

The Light dlient provides Fewer features and is sometimes Faster,
Use the Light client if you are on a slow connection or using a

Search Inbos > R
[] Results in: subject and message bady v
[] From v

[] Categary: [l Blue Category hd

® Search any part of the messages by typing a phrase or a word
from the message in the Search field.Choose a folder to
search by clicking the down arrow next to the Search icon in
the Search field.

Log On to enter BobcatMail. computer with unusually strick browser security settings. IF vou are
using a browser other than Internet Explorer 6 or later, you can ® The double chevrons to the right of the Search field hide

only use the Light client,

You can make BobcatMail auto- . i
Security { what's this? )

matically log you out after 15

more search options. You can use these options to refine your
search. You can choose where to look within the message,

minutes of inactivity by selecting O Thisis a public or shared computer you can search within the addressing fields or categories, if
This is a public or shared com- @ Thisis aprivats computer you know the message is categorized.
puter. ‘Warning: By selecting this option, wou confirm that this computer ® The p Search button starts your search.

complies with your organization's security policy,
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Click i Check Messages on the toolbar to check for new mail.
Click I mbox Inbox in Mail Folders to access the Inbox.
Put a check in the box next to a message and click x Delete to de-
lete a message.

—J mail Mail contains mail-related folders, like Inbox, Sent ltems
and Search Folders.

"] calendar Calendar lets you to view and schedule appointments,
events, and meetings. View shared calendars and compare calen-
dars by viewing them side by side.
Click &= contacts Contacts to store and keep track of addresses, num-
bers, and e-mail addresses.
Click &imew - New and select Message to compose a hnew message
to a contact.
Read messages will have this | = icon to the left of the message
while all unread messages will display this T icon to the left of
the message.

New Email Message

Send Save Check Importance: Importance:

MIssagejessage Names I-?-u Low
= Send [ 53] Ji f A Y - E- [ options..

& To...
o e Attachments Text Editing
Subject:
Tahoma | v~ oy B I U = i= ahr A

e Enter the names of people or e-mail addresses separated
by semicolons (;) in the To... field. Click & Check Names
to verify the names you typed. If a name can not be re-
solved to a single entry from the Global Address List or
Contacts List the name will appear in red. Additionally,
you can access the address book by clicking To..., Cc..., or
Bcc....

e To address a copy of the message to others, enter their e
-mail addresses the Cc... box or click the Cc... button. To
send blind carbon copies, enter their e-mail addresses
the Bcc... box or click the Bcc... button.

e Enter the subject of the message in the Subject box.

e Enter the text of your message in the text box.

e Click @ Attach File, select the file you want to send,
and click Insert to attach a file to a new message.

e Click the Send button to send the message.
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Calendar
New message, appointment, etc. reading pane Show Today Choose calendar view Delete  Check Mail
Calendar <SONCalerdar (riovember 2002 @ Help
< November 2007 ~ 3 BNew - [+ Todsy Hpay| Efjworkwesk Ejweek X | H i
z M T W -: Fz 53 & 216 R “ Project Time
456 78 910 1 ‘When: Friday, November 16, 2007 8:30 AM-9:30 AM.
11 12 13 14 15[18) 17 8” Location: 4S8 North
18 19 20 21 22 23 24 Project Time
25: = ZT 2? z? 3? 1 g IASE Morth \ [FReminder: | 15 minutes Show time as: | [l Busy I, Reading Pane
My Calendars = An Appointment . )
5 caencr 10 Add a new finish project budget and paperwork.
Create New Calend, 1100 | calendar App°Intment detalls
e Create a new message, appointment, meeting request, con- Calendaring Tasks

tact or task: Click on Enew - New dropdown menu.

e Turn the reading pane on or off by Click on [~ Reading
Pane button in the toolbar.

e Navigate back to today’s events if you are looking at another
day by clicking Teday Today button in the toolbar.

e Toggle between day, week, and work week views by
clicking &fpay Eiwokweesk Ejweek Day, Week, Work week.

e Delete an appointment, event or meeting request by
clicking X Delete.

e Check mail by clicking the & Check Mail button.

e Create an appointment: Click on v - New and select ap-
pointment. On the Appointment window, enter the subject
and location for the appointment. Choose the starting and
ending time for the appointment or whether it will be an all
day event or not.

e Create a meeting request: Click on #@ww - New and select
meeting request. Enter the email addresses of people you
need to attend the meeting in the Required field. Attendees
who might be interested go in the Optional field. And you can
choose a location for your meeting in the Resources field.

e Create new calendars within your calendar folder by Choose the starting and ending time for the appointment or
clicking create tew calendar Create New Calendar. whether it will be an all day event or not. You can also set re-
* To view a calendar other than your default calendar, select minder details and set how the time for the event is displayed.
it undel_r My Calendars. e Use the Scheduling Assistant to quickly find the best meeting
e Click @fep Help to access the help window. time for all attendees and resources. Access the Scheduling
e You can view details and change some details about ap- Assistant by clicking it’s tab next to the appointment tab when
pointments, and meeting requests from the reading pane. you create a new appointment or meeting request.
Contacts
Single line  New Message New Meeting request or appointment Edit
Cantacts < Contacks (1 Items) \ \ \ /
BaNew -~ | [[H~ | BB [ s 1 Edit
Show all contacts Shenw: e = g8/ x |4 2 | E | B
sh v individual @ Al Search Contacts PR ]OI‘IES, John B
OWwW only Individua
contacts T OPeope Arrange By: Fils as - Aontop - Contact E-mail ji@fakesite.com
™) Distribution Lists Jones, John B
Show only distribution lists TEEnEee e 553-555-5355
%=| Contacts - o 444
Mobile phone 333-333-3333
Add a new contact folder Create Mew Folder \ /

[
contact Reading Pane with contact details

e Add a new contact by clicking &new - New and selecting con- e Create a new contacts folder by clicking on create New Folder Create

tact. New Folder. ]
e Edit an existing contact by highlighting the contact and clicking e Display contacts in a single line format by clicking & Single
&ede Edit. Line.
e Send a meeting request to your contacts by clicking & New e Change how your contacts are displayed by clicking either @ i
Meeting Request. All, @ recple People, or @ pistrbution List=: Distribution Lists.

e Send a message to your contacts by clicking “4 New Message. e View contact details in the reading pane.
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