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How can | get to my emails?

Outlook on the web can be accessed using a web browser at https://portal.office.com.

B® Microsoft
Sign in

Email, phone, or Skype

No account? Create one!
Can't access your account?

Sign-in options

Next

If prompted for Sign in, type your email address here:

B® Microsoft

Sign in

Enter your email
address here.

No account? Create one!
Can't access your account?

Sign-in options

Next


https://portal.office.com/

[ | | i 2 Hawai'i State
mn Microsoft @Hudiciary
Sign in . )
& zz.training01@courts.hawaii.gov
zz.Training01 @courts.hawai\'.god

Enter password
No account? Create one!

Password
Can't access your account?

Forgot my password

Sign-in options

If prompted for a password, use your Windows Active Directory password. If you do not currently know
this password contact your help desk. If prompted to “Stay signed in?”, this will limit the amount of
prompts you receive to login when accessing Office 365. We recommend selecting Yes when using your
own computer. If on a shared computer, select No.

@’ﬁgiﬁ;ry @’ Judiciary

& zz.training01@courts.hawaii.gov zztraining01@courts.hawaii. gov
Enter password Stay signed in?
Do this to reduce the number of times you are asked
csessnserssssed to sign in.
b )

Forgot my password Don't show this again

Click Outlook.
; Hawsai'i State
e @]udic.ary Office 365

Good afternoon

+ | =

Start new Outlook



Is there an easy way to search for help in Outlook?

Click the question mark near the top right of the Outlook on the web app. The example below searches
for how to set the out-of-office reply on the mailbox.

Help X

&4y P outof the office

Help X

Send automatic (out of office) replies
in Outlook on the web

£ search help Use automatic replies to tell people you

won't be responding right away to their
email messages. Automatic replies are sent

Sign your messages with style
X once to each sender.

Help

Note: If the instructions don't match
what you see, you might be using an
older version of Outlook on the web.
Try the Instructions for classic Outlook

on the web.

& Ay R outof the office

— —

== ] ]
End your messages with a signature that Results for "out of the office"
reflects your unique style. Create an email
signature that you can automatically add
to all your messages. Send automatic (out of office) replies in
Outlook on the ...

Send automatic (out of office) replies in
Outlook on the web. Office for business Office
365 Small Business Qutlook on the web for...

1. Sign in to Outlook on the web.
Learn more
2. At the top of the page, select Settings
> View all Outlook settings > Mail >

Let them know you're away Automatic replies.

When you're on vacation or aren't
available to respond, email piles up. Let
senders know you're away, and give them
someone else to contact during your

Block out vacation time on a group
calendar

3. Select the Turn on automatic replies
toggle.

4. Select the Send replies only during a

Block out vacation time on a group calendar. ...
You want to let the group know that you'll be
out of office for awhile, but you don't want t...

absence. time period check box, and then enter a

Send automatic replies start and end time.

If you don't set a time period, your

How do | create a new email in Outlook?

Use the New message. The keyboard shortcut is Ctrl + N.

Hawai'i State

ol udlc|ary Outlook .© Search 03 ? =]
= B Send [ Attach ~ Ti] Discard
'  Folders @ & Focused = Other Filter v To
£ Inbox 12 Office 365
& Drafts 16 You've joined the Office 365 group Fri 3/6 Cc
Work Brilliantly Together Welcome to the Office 365 Grouj
B Sentltems
zz Training01 .
Add bject
©  snoozed You've joined the My new group group Fri 3/6 & subjec
> Nalatad ltame 2 Waork Rrilliantlv Tnaether Welcome ta the Mv new aroun G



Where is the company directory/address book?

If composing a new email, the To button can be clicked and the available address books will appear. To
search the entire organization, select the Default Global Address List:

Hawai'i State
ludlciary Outlook . search £ ? =~
= B Send [ Attach ~ Ti] Discard
—
v  Folders @ &y Focused = Other Filter v To
& Inbox 12 Office 365 —
& Drafts 16 You've joined the Office 365 group Fri 3/6 Cc
Work Brilliantly Together Welcome to the Office 365 Grouj
B Sentltems
zz Training01 .
©  Snoozed You've joined the My new group group Fri 3/6 Add a subject
> Nalatad ltamc 2 Wark Brilliantly Tooether Welcome to the Mv new aroun ¢
Add recipients
To Select recipients to add
My Contacts Search this list of contacts |
Soniacs 10thDivision 1CC +
Default Global Address 10thDivision.1CC@courts.hawaii.gov
List 11thDivision 1CC 1
N 11thDivision.1CC@courts.hawaii.gov
All Users 12thDivision 1CC +
12thDivision.1CC@courts.hawaii.gov
All Distribution Lists o
13thDivision 1CC +
All Contacts 13thDivision.1CC@courts.hawaii.gov
ST 14thDivision 1CC +
Offline Global Address List 14thDivision.1CC@courts.hawaii.gov
Public Folders 15thDivision 1CC +
15thDivision.1CC@courts.hawaii.gov

£

Also, the address book is available in People
available app in the portal:

IZB

at the bottom left of the Outlook app or as an



Hawai'i State

]udiciary Office 365 O search

Office 365 All Apps  Tips and Tricks

i Outlook ;IQ\ People
Business-class email through a rich an... Organize your contact info for all your

friends, family, colleagues, and
acquaintances.

@

How do | access my junk mail?

Click on Junk Email folder. The folder will open and display emails that have been routed there.

il Empty folder 1 Mark all as read

v Folders ) Junk Email ¢ Filter
£Y  Inbox 13 zz Training112 I
Vi Drafts 14 test_ Fri 3/6
testing @
B Sentltems o
zz Training109
©  Snoozed Training Fri 3/6
5 Deleted Items 2 Good Morning Yay it's Friday &
P—
Q lJunk Emaill 2
—
B Archive

How do | stop legitimate email from going to the Junk Email folder?

If you find a legitimate email in the Junk Email folder, you can indicate that it is not junk mail so that
emails from the sender are not routed to the Junk Email folder in the future.

In your Junk Email folder move your mouse to the left of the email. A radio button will appear. Click the
radio button to select the email.

= [i] Empty folder 3 Mark all as read

~  Folders O Junk Email 3¢ Filter

£ Inbox 13 O zz Training112 i = fo

& Drafts 14 1951_ Fri 3/6
testing@

B Sent ltems
zz Training109

©  Snoozed Training Fri 3/6

Deleted ltems 2 Good Marning Yay it's Friday @&
©  Junk Email 2
= Archive



The menu above the Junk Email will display different options for what to do with the email you selected.
Click on the Not junk menu item and select the Not junk option to indicate that the email is legitimate.
The email will automatically move from the Junk Email folder to your Inbox.

il Delete Notjunk ~ 53 Moveto v & Categorize

Vv Folders © JunkE Filter -
Phishing
£ Inbox 13 zz Train I
© test Block Fri 3/6
& Drafts 14 )
testing @
B Sent ltems .
O zz Training109
(&) Snoozed Training Fri 3/6
3 Deleted ltems 2 Good Morning Yay it's Friday &
©  Junk Email 2
= Archive

A message will appear asking you if you want to report the email as not junk to Microsoft. You can
determine whether you want to report the email as not junk to Microsoft. Click on the Don’t report
button if you do not want to report it or click on the Report button if you do want to report it.

Report as not junk X

Do you want to send a copy of this message to
Microsoft to help improve the accuracy of the
junk email filter?

[ Don't report

_

How do | mark email ask Junk mail?

If you find an email in your Inbox that is considered junk mail, you can indicate that it is junk mail so that
emails from the sender are routed to the Junk Email folder in the future.

In your Inbox, move your mouse to the left of the email. A radio button will appear. Click the radio
button to select the email.



New message

S~ Folders

£ Mark all as read

) Inbox ¥ Filter

£ Inbox 13 zz Training101 I
Test email Fri 3/6
&  Drafts 14 TGF@
o senthems I@ zz Training98 = B =
©  Snoozed test email sending Fri 3/6
Deleted ltems 2 08
& Junk Email 1 zz Training97 I

The menu above the Junk Email will display different options for what to do with the email you selected.
Click on the Junk menu item and select the Junk option to indicate that the email is junk mail. The email
will automatically move from the Junk Email folder to your Inbox.

= ] Delete TF Archive &) Junk ~ < Sweep 51 Moveto v < Categorize ~ (D) Snooze ™
~  Folders O Inbox ¥r Filter test email send[ng
Phishing

£ Inbox 13 O zzTrainirTg'I{H o B !.. 22 Training98

& Drafts 4 Test email Frisie Fri 3/6/2020 819
TG|F© zz Training01; zz

=4 Sent ltems Training98

- zz Training o

©  Snoozed © test email sending Fri 3/6 ©:08

Deleted ltems 2 €08
& Junk Email 1 O zz Training97 1

A message will appear asking you if you want to report the email as junk to Microsoft. Click on the Don’t
report button if you do not want to report it or click on the Report button if you do want to report it. If
you do not want to see the message again check the Don’t show me this message again check box.

Report as junk

X

Do you want to send a copy of this message to
Microsoft to help improve the accuracy of the
Junk email filter?

@Don't show me this message again
B )




How do | change Outlook’s view/layout?

There are many options to customize the view. When in the Outlook app, click the settings gear in the
upper right to see them. By selecting View all Outlook settings on the botting of the settings blade there
will be additional options to choose from:

@?@0@

Settings X

O search Outlook settings ‘

-tl *
Office -'__ \\//’
—

* A
" mm%N

Theme

View all

Dark mode © @
Focused Inbox @ e
Desktop notifications @

Display density ®

Full Medium Compact

Conversation view @ Settings Layout Layout

@ Newest messages on top

Compose and reply

Focused Inbox

O Newest messages on bottom & Genera Attachments
b - Do you want Outlook to sort your email to help you focus on what matters most?
ules
Off = Mail -
O o (@) Sort messages into Focused and Other
Sweep N
= A calendar f Don't sort my messages
Reading pane _ Junk email
A People
@ Show on the right Customize actions
View quick settings Message height
Sync email

: show on the bottom Choose the height of each message in the message list.
Message handling

O Hide O Ful
Forwarding -

() Medium
Automatic replies

(®) Compact
Retention policies
. . S/MIME
View all Outlook settings =3 Message organization
Groups

How do | turn off the Focused Inbox?

Focused Inbox separates your inbox into two tabs—Focused and Other. Your most important email
messages are on the Focused tab while the rest remain easily accessible—but out of the way—on the
Other tab. If you'd like to disable this in your inbox follow the below instructions.



If you see Focused and Other options just above the list of emails in your Inbox, you have Focused Inbox

enabled.

528, Hawai'i State

JJudiciary

aee
e

£ Mark all as read

Outlook © Search

Undo

v Folders

@ [ 4 Focused =3 Other

a Inbox 12 Q Office 365

To disable this view, click on the Settings gear 63 on the upper right-hand side of the Outlook app and

turn off the Focused Inbox switch.

gr—
? = N0
2k @
Settings X

L Search Outlook settings ‘

Theme

View all

Dark mode ©

)
@

Focused Inbox ©

e 7 =

> @

Settings X

/O Search Outlook settings ‘

Theme

)
Office .; i\/j"

B i 7%

Dark mode ©

View all

@)
Focused Inbox © @ )

Once disabled you should only see Inbox above your emails.

%\ Hawai'i State

5 & ]udlClary Outlook

= £ Mark all as read
PR

“/  Folders ™ linbox} 3¢
S—

£ Inbox 12 I . Office 365

O Search

Undo

10



How do | turn off Conversation View?

By default, when you add most account types to Outlook, your messages are displayed in Conversations.
A conversation includes all messages in the same thread with the same subject line.

To disable this view, click on the Settings gear €8 on the upper right-hand side of the Outlook app.
Under Conversation view, select the Off radio button.

pr—
] - - @

Settings X

L search Outlook settings ‘

[ O
Office - —— 'W/’

" mum7i®

Theme

View all

Dark mode © @ )
Focused Inbox © @
Desktop notifications @

Display density ®

@ EEEE—— ——— I

I — F—
@ E—
I —

Full Medium Compact

Conversation view ©
O MNewest messages on top

O Newest messages on bottom
—
@® o

N —

11



How do | create a signature?

1. Go to Settings &3 > View all Outlook settings > Mail > Compose and reply.

@?@0@

Settings X

L Search Outlook settings ‘

-*l *
Office . | — :‘W/)‘

Y™

Theme

View all

Dark mode © @
Focused Inbox © @)
Desktop notifications @

Display density ©

Full Medium Compact

Conversation view ©

O Newest messages on top Setti ngS Layout

O Newest messages on bottom

(® off

L search settings Compose and reply

Attachments

Reading pane €2 General
@ Show on the right Rules
= Mail
O Show on the bottom
L Sweep
(O Hide Calendar
Junk email
8 People

Customize actions

View all Outlook settings =3 View QUICk settings

Sync email

2. Under Email signature, type your signature and use the available formatting options to change
its appearance.

12



Layout Compose and reply

Compose and reply

Email signature
Attachments
Create a signature that will be automatically added to your email messages.

Rules

Sweep B¢ M A B I U ¢ A

Il
)

= «E -E ”

Junk email
Customize actions
Sync email
Message handling
Forwarding
Automatic replies

Fereriar pelices D Automatically include my signature on new messages that | compose

D Automatically include my signature on messages | forward or reply to
S/MIME

Note: You can have only one signature per account.

o If you want your signature to appear at the bottom of all new email messages that you
compose, select the Automatically include my signature on new messages |
compose check box.

o If you want your signature to appear on messages that you forward or reply to, select
the Automatically include my signature on messages | forward or reply to check box.

o If you don't select these options, you can manually add your signature to a selected
message. For details, see Manually add your signature to a new message below.

3. Select Save when you're done.

Note: You can always return to the Compose and reply page and select or clear the check box for
automatically including your signature.

https://support.office.com/en-us/article/create-and-add-an-email-signature-in-outlook-on-the-web-
5ff9dcfd-d3f1-447b-b2e9-39f91b074ea3

13
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How do | create mailbox rules?

1. Go to Settings &3 > View all Outlook settings > Mail > Rules

g 72 « o0 @

Settings X

L Search Outlook settings ’

Theme

Office

il
i’

View all

- I\ 4
o

Dark mode ©

Focused Inbox ©

Desktop notifications

Display density ©

Full Medium Compact
Conversation view ©

Settings

O Newest messages on top

O Newest messages on bottom

L Search settings
(@ off

Reading pane @ General
@ Show on the right .
= Mail
O Show on the bottom
O Hide Calendar
£ People

View all Outlook settings 3 View quick settings

14

Layout

Compose and reply
Attachments

Rules

Sweep

Junk email
Customize actions

Sync email



2. To create a new blank rule using the Inbox rules page, choose + Add new rule.

Layout Rules

Compose and reply
You can create rules that tell Outlook how to handl

Attachments and the actions the rule will take. Rules will runin t
Rules -+ Add new rule
Sweep

You haven't created any rules yet.

Junk email

The new rule window has three sections:

Section Description
Name Give the rule a name
When the message Use this box to select criteria for your rule. Use the down arrow to view and
arrives and: select the criteria you want to use.

If the criteria have additional options, enter them in the window that
appears.

Do the following: Use this box to select the action you want taken when a message arrives that
meets the criteria you selected.

15



Section Description

More Options Use More Options to:
Add additional conditions or actions to a rule.
Add exceptions to a rule by selecting Add Exception.

Turn on or turn off the option to stop processing more rules. By default, the
option to stop processing more rules is turned on. With this option on, when
a message comes in that meets the criteria for more than one rule, only the
first rule will be applied. Without this setting, all rules that the message
meets the criteria for are applied.

For example, without Stop processing more rules selected, if you have a rule
to move all messages sent to a public group to a particular folder and
another rule to move anything from your manager to another folder, and
your manager then sends a message to that group, you'll find a copy of the
message in both folders. If you want only the rule that moves messages from
your manager to be applied, put that rule higher in the list than the rule that
moves messages sent to the group, and then edit the first rule to add the
option to stop processing more rules.

Create a custom name for a rule.

https://support.office.com/en-us/article/inbox-rules-in-outlook-web-app-edea3d17-00c9-434b-b9b7-
26ee8d9f5622

How do | create email message templates?
Use email templates to send messages that include information that doesn't change from message to

message. You can compose a message and save it as a template, then reuse it anytime you want it,
adding new information if needed.

16
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To create a new message template, click the New message button on the top left of the Outlook app.

Hawai'i State

Udiciary Outlook © Search

B Send [ Attach ~ [i] Discard

~  Folders © Inbox ¥ Filter ~ To |
Inbox 12 e Office 365
You've joined the Office 365 group Fri 3/6 Cc
Drafts 16 Work Brilliantly Together Welcome to the Office 365 Grou
B SentItems a zz Training01 Add a subject
You've joined the My new group group Fri 3/6
@©  Snoozed Work Brilliantly Together Welcome to the My new group
Click the three dots “*° on the bottom of the new message and select My Templates

B> send [ Attach ~ [i] Discard

To
Cc

Add a subject

& M X B I U2 A

m‘ Discard Iy =2 @ &

i
|
T
I
.
11
il
1]
Il

ave draft

Insert signature

Show From

Set importance >
Switch to plain text

Check for accessibility issues

Show message options...

3 My Templates

Click Continue when prompted for the add-in information, then click “+ Template”. A new message
template wizard will appear. Name the template and type the desired text in the template body. When
finished, click on Save, the template and it will appear in the list of message templates you have.

17



D My Templates

E} My Templates X D My Templates X
My templates is an add-in that lets you I'll replv later Test Template
create templates that you can add to your ply
messages by selecting Insert template. Heading to a meeting. I'll get back to you soon. -
Testing a new templatﬂ
You can include text and images in your I'm runninag late
templates. It's best to save vour images to a 9
location you control, such as OneDnve for I'm running late.
Business. If you link to an image on the
Internet, it might be removed without your Lunch?
knowledge and break the image link in your :
add-in. Do you want to meet for lunch this afternoon?
pr— @ Template —_—
Continue Cancel
"
_

When the desired template is selected, the body of the email will populate with the template text.

D My Templates X
To

I'll reply later
Heading to a meeting. I'll get back to you soon.

. Cc
I'm running late
I'm running late.
Lunch? Add a subject

Do you want to meet for lunch this afternoon?

Test Template [ ]

Testing a new template .
2 3 Testing a new template

® Template

To access the templates easier, the templates add-in can be added to the toolbar of the Outlook app. To

add the Templates add-in, go to Settings €2 > View all Outlook settings > Mail > Customize actions.

Settings Layout
O Search settings Compaose and reply

Attachments

& General
Rules

= Mail
Sweep

2 Calendar
Junk emiail

£ Ppeople
Customize actions

View quick settings
Sync email

Message handling
Farwarding

Automatic replies

18



Scroll to the bottom of the Customized actions page until you see “Toolbar”. Select the My Templates
checkbox and click Save.

Toolbar

Choose actions and add-ins you want to see when you're composing a message.

- s

U attach [ ]! setimportance

Insert pictures inline \:\ & Switch to plain text

@ Insert emojis and GIFs \:\ @4 Check for accessibility issues
% Show formatting options \:\ Encrypt

\:\ & save draft =%_Show message options...
\:\ Z Insert signature G My Templates

\:\ £2 Show From L] BE5 Get Add-ins

P—
S—

This will add the My Templates add-in to the Outlook messages toolbar.

‘§ oA B i U < My Templates - View and Manage Templates E

o IR R

How do | create a task?

Click on the App Launcher (waffle) in the upper left-hand corner of the screen to open your Apps,
then click on Tasks.

Office 365 —

Apps

E Qutlook Calendar
RQ People B Tasks

19



To create a new task, click on New.

Active V

~ My tasks

None
Flagged items and tasks

L g
. test task

Enter the Subject, the deadline in the Due field (if there is a deadline), and information about the task in
the body of the task. Other items that can be added to a task include an attachment (click on Attach)
and Charms (icons). More details can also be added by clicking on the Show more details button. Once
you are done creating your task, click the Save button and the task will appear in the list of tasks that
you create.

lﬁ Save @ Attach  Charm Vv Discard

Subject .
Click here to
Due display additional
None Show more details details that can
be added to the
task.
@B I UM A H»¥ A= =c€3: v

Enter information
about the task
here.

20



To work with a task you created, click on the task to open it.

udiciary
@ New
Tasks Active Vv
~ My tasks
. Nene Click on the task
Flagged items and tasks
test task you want to work >

Tasks

with.

A menu of options will open at the top of the task and a preview of the task will appear on the right-

hand side.
@ New [ Delete Moveto Categories ¥  Charm v  Complete
Tasks activev
test task
None
test task o™~ P Due None # Edit
\

Menu Options

New = Creates a new task.

Delete = Deletes the current task that is open.

Move to = moves the current task that is open to another folder within My Tasks, if additional
folders were created

Categories = Used to you to categorize your tasks

Charms = Used to add icons to your task

Complete = To mark your task as complete

To update the task, click on Edit in the preview on the right-hand side.

& New i Delete Moveto Categories v Charm Vv Complete

Tasks Active V
test task
None ) ‘
[v] test task e~ P Due None £ Edit Vv
"
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