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1. Document objectives

This document is dedicated to help the users in their first usage of the solution Outlook Web App.

2. Definition

Outlook Web App gives you access to your email account through a web browser. The URL (web address)
that you should enter may vary depending of your email account type.
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3. How to connect Outlook Web App?
3.1.Open your web browser (e.g. Internet Explorer):
@&
3.2. Type http://mail.trigo-group.com in the address bar then press ENTER:
& http://mail.office365.com D~
3.3. The following window shows up:
p =@ = [
eﬂ\_ﬁ[ﬁ"‘ https://loginn © ~ @ Ilde.. & || [ se connectera Office 365 % || 0 o e AR
A
1] Office 365
Connectez-vous avec votre compte professionnel
xyz@example.com
Mot de passe
[ Maintenir la connexion "
Votre compte n'est pas accessible 7
- Les comptes professionnels qui fonctionnent ici peuvent &tre
ﬁ utilisés :atrtoft ou ce symLLoTe sppa::it. =) Pvllicrogoft 20;4
™ ] Informations Iégales Confidentialit? Commentaires v
A
==\ y

3.4. Enter your email account and your password :

demontv@trigo-group.com

L] Maintenir la connexion
3.5. Click Log in.

3.6. When you log in for the first time, you may have to choose your preferred language and your time zone
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e @‘m https://outlookoffice365.com/owa/language O ~ @ (o] ?EGQO_ ﬁ Bing _‘ > cuto.. ‘ @ 3) P_‘ﬁﬂo X ‘ ‘ ﬂﬁ 2{%{ {{‘?}
File Edit View Favorites Tools Help
A
|s|cwenski (Slovenija)
|Sele~d time zone
® save
v

Note : Sometimes an other screen appears, you can see below. This means you don’t have a license to use
Office 365, contact your admin and ask for a license. If you're an Office 365 admin, you can add a license to
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our own account.

_ EEN

6 @|g https://portal.microsoftonli... ,0 - & O| MG | %%l Bi. b Cu. @

] Office 365

o You don't have a license to use Office 365. Before you can use Office 365, your account must
have a license assigned to it. If you don't have one, centact your admin and ask for a license. If
you're an Office 365 admin, you can add a license to your own account.

me

trg21@trgdemo.onmicrosoft.com

software

Install and manage software.

password

Change your password.

language

English (United States)

Office 365 settings

fh ok

First name:

Demo

Last name:

trg21

Mobile phone number:

Phone:

Address:

City:

State or province:
ZIP or postal code:

Country or region:

Hungary

Unique identifier:

1003000088F15628

e ?

~
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3.7.Click Save. The Welcome Screen appears

- SIEN
aellclel o * I

6.

e@‘g https.//portal.microsoftonline.com/default.aspx p - a O ” < | b H_| u Si_‘ u Si_‘ b Y.

X Find: Previous Next ‘ ptions ~ ‘

1] Office 365 tlook Calenda ople Newsfeed OneDrive Gébor Kereszthidi ~ £ 7

It's all about you
o ; Go to Office 365 settings to ch
Get Sta rted Wlth Oﬁlce 365 p:rszna\::frtingss;;::gvjn\zsdas!?tz};?:.r

1of3

@ - Ll

online PC & Mac phone & tablet

Learn what you can do with Office 365 Install software and connect it to Office Set up Office 365 to work on your
365 mobile device

. Watch the video
welcome email
. ) ) Welcome to Office 365
What's included in Office 365? Learn how to use Outlook Web App or
Qutlook, and import your e-mail and .
contacts. Learn more about Office 365
Get started with Office 365
. . Set up your Mac or iPad for Office 365
Office and Office Web Apps share documents e o
Change your account settings in Office 365
Use Office from your computer or online. Save documents to OneDrive and use a
team site to collaborate with your
coworkers.
communication N
https://portal. microsoftonline.com/WebControls/# >
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3.8. Click Outlook on the top of the screen.Your mail box will appear on the screen:

e @‘m https://outlook.office365.com/owa/Trealm=ti p - a G

?ﬂ Goo...

@Bing_‘ b cuo.. ‘ @(3)&‘@&.. x

File Edit View Favorites Tools Help

] Office 365 Outloock Calendar People Newsfeed OneDrive Sites ss Demotrgl0 ~ 3 2
@ new mail D search Ml snd People
INBOX CONVERSATIONS BY DATE =

<« all unread tome flagged
4 Favorites

Inbox

Sent ltems

Drafts

4 Demo trg10
Inbox ; -
There are no items to There are no items to show in this view.
Drafts show in this view.
Sent ltems
Deleted ltems

Junk Email

Notes

TASKS

~ [m S al 4 HUN 1042

4.When to use the light version of Outlook Web App?

The light version of Outlook Web App is optimized for accessibility, such as for users who are blind or have low
vision. The light version provides fewer features and is faster for some operations. The light version is look alike
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Offi_ce Outlook 2010 and earlier.

ko e -
“ HOME

Ijl % 5 Ignore

SEND / RECEIVE  F

X &

°@|@ https://pod51049.outlook.com/owa/?ae=Folc p - ﬂ O

ne.

P EEERL

%% Clean Up~ Microsafe:
New New o Delete Rep | Qutlook Web App
Email Items=- %®
MNew Delete
< »‘.4 Mail

4 Favorites

Inbox 26

Sent ltems

Deleted Items

4 kereszthidi.g@outlook.hu

Inbox 26

Drafts (This computer only)
Sent ltems

Deleted Items

Freelancer

Job

Junk E-mail [2]

Messaging history archive
oDesk

Older Messages

Qutbox
rendszerfelugyelet@outlook.hu
RSS Feeds

RusznyakG

Trigo
webfejleszto@outlook.hu
wpThu

Search Folders

Calendar

Mail

& Deleted Items
LA Drafts
| [ Inbex (1)

Ea Junk Email
[ sent Items

dick to view all folders ¥

B Manage Folders...

Peo [

| Type here to search ” Entire Mailbox V|@

= Move Delete | _'?Junk| = =

! = 0 [ From
= [] Kereszthidi Gibo...

Subject

Welcome

LE Move X Delete

|

Privacy | [

It is better to use the light version:

e If your internet connection is slow
e You are using an unsecure computer (eg: connecting from a webcafé)
Note: The light version can be used with almost any browser and has the same features across all browsers.
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5. How to switch between the light and the full version

5.1.U Clickathe icon (Settings) in the roll down menu select Display setting as it shown below

— 8 x

Je-

0% X‘EIO...‘TNF_

b @r

e@|ﬁﬂ https://outliookoffice365.com/owa/?realm=t O ~ @& < H <

[ Office 365 Outlook Calendar People Mewsfeed OneDrive Sites sss Demotrgld~ & 9
. Refresh
@ new mail P sesrch Mail and People Welcome A
Set automatic replies
INBOX COMVERSATIONS BY DATE €REPLY  €EREPL  Display settings -
« all unread tome flagged L, Manage apps ad
Kereszthidi Gabor <ke
4 Favorites . Thu 3/20/2014 12:11 PM Offline settings
¥ Kereszthidi Gabor x ?
Inbox 1 Welcome 12:11p Change theme
Sent ltems E-mail i
To: M Demo trglQ; Options
Drafts
Office 365 settings

E-mail
4 Demo trg10

Inbox 1

Drafts

5.2. Click Outlook Web App version on the right and check the Use the light version of Outlook Web App
-
l?c.”‘@R..EZX‘EIO...‘TNE_ UG_‘D‘ M ok

EIOfﬁce365 Outlook Calendar People Newsfeed CneDrive Sites sse Demotrgl0~ £ 2

e@|ﬂﬂ https://outlookoffice365.com/owa/?realm=1 O ~ @& < H <

+ CK K CANCEL

display settings

message list conversations reading pane Outlook Web App version

Select the check box below if you want to use the light version of Outlook Web App. The light
wversion of Qutlock Web App provides a simplified experience for users who have:

Older web browsers

Low-bandwidth connections

Accessibility needs

Use the light version of Outlook Web App
Changes to this setting will take effect the next time you sign in.

5.3.Click OK, sign out and then sign in again. If you want to use again the full version, start over the process,
end by the step 5.2 uncheck Use the light version of Outlook Web App.
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.How to send an emaill

5.4.Click New mail in the uppe left corner.

G@ Eﬁ hitps.//outlook.office365.com/owa/?realm=t ,0 A E O 2 Goo.

File Edit View Favorites

I] Office 365

@ new mail

Tools Help

L search Mail and People

Outlook Calendar

INBOX COMVERSATIONS BY DATE

5.5. The mail editor appears in the right side of the screen. Just write your email, and click Send.

|

6 @|Eﬂ https://pod51049.outlook.com/owa/#path=/| p - ﬂ O ” a

Drafts

4 Demo trg10
Inbox 1
Drafts
Sent ltems
Deleted Items
Junk Email

Notes
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E]Ofﬁce365 Outlook Calendar People Mewsfeed OneDrive Sites ess Demotrgl0~ 43 2
@ new mail P search Mail and People W@ SEND X DISCARD (b INSERT @ APps  ess Lo
INBOX COMVERSATIONS BY DATE +
To: | +
«© all unread tome flagged
. Ca
4 Favorites .
¥ Kereszthidi Gabor x P Subject:
Inbox 1 Welcome 12:11p ject
Sent ltems E-mail
[ catori ~|[2~] B I u B v
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6. How to create a new folder

6.1.Right click your account name as shown below. When the menu appears, click create new folder.

6 @‘m https://pod51049.outlook.com/owa/#path=/I p - ﬂ O H 4

G- ok

5B

Newsfeed OneDrive Sites sss

] Office 365 Qutlock Calendar People Demotrgi0~ 43 2
@ new mail £ search Mail and Pecple Welcome A
INEOX CONVERSATIONS BY DATE = € REPLY  €EREPLYALL = FORWARD  sss
« all unread tome flagged e . mark as read
Kereszthidi Gabor <kereszthidi.g@
Sffeuontss . Thu 3/20/2014 12:11 PM
¥ Kereszthidi Gabor x I
inboxyl Welcome 12:11p
Sent ltems E-mail
To: M Demo trg10;
Drafts

4 Demo trg1d
create new folder
Inbox 1
rename
Drafts
delete
Sent tem:
empty
Deleted It
e add to Favorites

Junk Emai —

flotes mark all as read
add shared folder...

permissions...

6.2. Blank textbox appears at the bottom of your folder list. Just type the name you want of your folder and press

ENTER.

E-mail

4 Demo trgl0
Inbox 1
Drafts
Sent ltems
Deleted ltems
Junk Email

Notes

[
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INBOX CONVERSATIONS BY DATE ~ €& REPLY  €EREPLYALL =3 FORWARD  sas
« all unread tome flagged e - mark as read
Kereszthidi Gabor <kereszthidi.g@
4 Favorites L . Thu 3/20/2014 12:11 PM
v Kereszthidi Gabor x
Inbox 1 Welcome 12:1p
Sent ltems E-mail
To: M Demo trgl10;
Drafts

E-mail
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7. How to classify my emails

You classify your emails by dragging and dropping them. Or you can right click the mail you want to classify. Menu
appears, and you can select what to do with the item you selected. For example you can move it to another folder.
_ o

i ok

6 @|aﬂ https://pod51049.outlook.com/owa/#path=/1 O ~ @ € ” 4| Iy gl b | B EZI x EZIS_‘ D ‘

) Office 365 Outlook Calendar People Newsfeed OneDrive Sites wse Demotrgl0~ £ 2
@ new mail £ search Mail and People Welcome A
INEOX CONVERSATIONS BY DATE ~ € REPLY  €EREPLYALL  => FORWARD ==
« all unread tome flagged e - mark as read
Kereszthidi Gabor <kereszthidi.g@
4 Favorites e Thu 3/20/2014 12:11 PM
v Kereszthidi Gabor x
Inbox 1 Welcome 12:1p
Sent ltems E-mail
delete To: M Demo trgl0;
Drafts
mark as read
E-mail
flag
4 Demo trg10
move r Inbox
Inbox 1
ignore test
Drafts .
categorize L3 MOre..
Sent kems
create rule...
Deleted ltems mark as junk
Junk Email
MNotes

test

8. How to creat a personal signature?

8.1. Click Settings and choose Options.

d51049.outlook.com/owa/#path=/| p v ﬂ O H q b C.. @L ﬁﬂ X Elo_ TNE. uﬁ_‘ [ ‘

Outlock Calendar People MNewsfeed OneDrive Sites ese Demotrgl0~ 3 92
Refresh
£ search Mail and People Welcome o A ~
Set automatic replies
IMBOX COMVERSATIONMS BY DATE = € REPLY  €EREPL  Display settings -
all unread tome flagged Manage apps ad

Kereszthidi Gabor <ke

ey s Thu 3/20/2014 12:11 PM Offline settings
v Kereszthidi Gabor x P 9
Welcome 1Z11p Change theme
Ermal Options

Te: [ODemo trg10;

E-mail Office 365 settings
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8.2.Choose settings in the left menu. You can immediately edit your signature. If you want your signature
automatically included in any messages you send, check it. When you finished editing your signature press
Save and continue working.

s
e<‘) ‘ﬂﬂ https://pod51049.outlockcom/ecp/?rfr=owa O ~ @& & H ?ﬂ G..| 5%|B.. ‘ b 2R mﬂ g O‘ [ ‘ ‘ {;—D 5.0 @
] Office 365 Outlook Calendar People Newsfeed OneDrive Sites .. [NSTUNEUERTECHNE o B J

options mail calendar regiona
account email signature read receipts A
organize emai Calibri 12 B I U = Choose how to respend to requests for read receipts.
E == = = WA M E @) Ask me before sending a response
groups 2t -
group B 2 F x T (O Mlways send a response
site mailboxes (O Never send a response
settings
phone reading pane
block or allow When writing email messages:
apps [0 Automatically include my signature on messages | send @ Type in the reading pane
(O Type in a new window
Choose when items should be marked as read.
message form at (O Mark the item displayed in the reading pane as read
(V]
O Always show Boo

9. In case of problem

e You can directly contact your local IT Support
e If you have no local IT Support, you can contact Trigo Global support here:

10. Tips

e Be careful when you copy and paste. It is easy to inadvertently copy extra blank space at the beginning or
end of your credentials.

o If you are the administrator for your organization’s email and are using a cloud-based service, see Configure
Sign-In URLSs for Outlook Web App.

e When you are connecting Outlook Web App, you can also use the check boxes to have the computer you're
using remember your ID and your password. Don't select the check box if you share the computer with other
people. (eg: connecting from a webcafe)

e If you need to use S/MIME for digital signatures or message encryption, you must use Internet Explorer 7 or
later.

e Check pop-up blocker settings. Pop-up blocker settings in your Web browser or in an add-on pop-up blocker
may prevent Outlook Web App from working as expected.

e Enable session cookies. Session cookies are deleted at the end of the browser session.

e Enable JavaScript.
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11. Compatibility:

To connect the solution, you have to use a web browser, you will find a compatibility list by plateform (Windows /
Macintosh / Linux) right after

v If you are using a PC computer running Windows XP, Windows 2003, Windows Vista, Windows 7, or
Windows 8:

e Internet Explorer 7 and later versions.

e Firefox 3.0.1 and later versions.

e Chrome 3.0.195.27 and later versions.

v If you are running a Mac OS X 10.5 and later versions, you can use:
e Safari 3.1 and later versions.

v"If you are using a PC computer running Linux, you can use:
e Firefox 3.0.1 and later versions.

12. Glossary

e Email account:

He is composed by 3 parameters: Mail server name, your login/password and your email address.
e Login:

The Login is the personal account that you are using to connect.
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