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Lab 6: Using Platinum Outlook Web Access

Objectives

After completing this lab, you will be able to:

· Use the new features of the Internet Explorer 5 Web client

· Use Netscape Navigator as a client to Platinum.

Prerequisites

Before working on this lab you should be familiar with:

· Microsoft Windows 2000

· Using a Web browser

Lab Setup
To complete this lab, you need the following:

· To be logged into Windows 2000 as thomriz.

· At least one computer running Microsoft Windows 2000 Advanced Server and Microsoft Exchange Platinum

Estimated time to complete this lab: 30 minutes

	Exercise 1:
	Using Mail and Scheduling with Internet Explorer 5 and OWA

	Scenario:
	You have many users who roam your campus and would like to use Outlook Web Access for e-mail and calendar features. 

	
	

	Your Tasks:
	Open the mailboxes using Internet Explorer 5.

Send a plain text email message.

Send a message with rich text formatting.

Send a message with an attachment.

Create an appointment and view it using the daily, weekly and monthly calendar views.


	Task
	Detail

	1. Use Internet Explorer to open your mailbox.
	a) On the Desktop double-click Internet Explorer.

b) If this is the first time you have run Internet Explorer, you will be prompted for connection information. Configure Internet Explorer to use the LAN, no proxy server, and do not create an email account.

c) In the Address box type http://MECDEMO-2/exchange/ and then click Go.



	[image: image1.wmf]
	Caution: The mailboxes will not open if they are not stored on your server or if you used the wrong account name.

	2. Send a plain text email message from your primary mailbox to using an HTML message format. Format the message using attributes such as different font, font size, color. 
	a) On the Outlook Web Access toolbar, click New. If prompted by the Windows Installer, type the location for the office files to be c:\cd1
b) In the To box type thomriz.

c) In the Subject box, type Web Access Rich Text Message.

d) In the message body type Sent using Microsoft Outlook Web Access
e) Highlight the text you just typed and then use the formatting toolbar to configure the following: change the font from Times New Roman to Arial, size 14, color blue, and centered text.

f) Click the Send button.  Select the Thomas Rizzo (Thomriz@MECDEMODOM.extest.microsoft.com)  Click OK.
g) Click the Check for New Messages button on the toolbar.  It is next to the Forward button.

h) Open the message you received to verify the rich text formatting is intact. 

i) Review the contents and close the message.



	3. Send a message with an attachment from your primary mailbox to your test mailbox.
	a) On the Outlook Web Access toolbar, click New.

b) In the To box type thomriz
c) In the Subject field box Attachment Test Message.

d) In the Body box type This is a test message with an attachment.
e) Click Insert File (paper clip icon) to create an attachment.

[image: image2.wmf] Notice if you hold your mouse over the toolbar buttons, the tool tip will indicate its function.
f) Click Browse.

g) Navigate to My Computer\D: and then click Active Directory Connector Setup
h) Click Open.

i) Click Attach and then Close.

j) Click the Send button.  Select the Thomas Rizzo (Thomriz@MECDEMODOM.extest.microsoft.com)  Click OK.
k) Click the Check for New Messages button on the toolbar.  It is next to the Forward button.

l) Open the message you received to verify the attachment is intact. 

j) Click the attachment to open it.

k) Close the attachment and the message.



	4. Use the new Outlook Web Access Message Viewer to view information in the inbox.
	a) On the View menu, which should contain Normal, click the drop-down and select Grouped by Subject..  Expand the Attachment Test Message group.

b) On the View menu, click the drop-down and select Normal.

c) Click the Subject column header.  The messages should now be sorted by Subject.

	5. Create an appointment and view it using the daily, weekly and monthly calendar views.
	d) On the Navigation Shortcuts menu, click Calendar.

e) On the toolbar, click New Appointment.

f) In the Subject box, type Test Appointment. Select a start/end time of any time later today.

[image: image3.wmf] Notice the date/time selection functionality when you click the down arrow for these fields
g) Click Invite Attendees.  In the Required Attendees box, type Kiat Soh
h) Click Send.
i) You should now see the appointment added to your daily calendar view. You may need to click Check for New Messages to refresh the window.

j) Create another appointment by selecting from the toolbar, New Appointment.

k) In the Subject type, Learn Outlook Web Access.

l) Select a start/end time of any time later today.

m) Click Save and Close
n) You should now have another appointment in your calendar.  Click the mouse on the Learn Outlook Web Access appointment and hold it.  Drag and drop the Learn Outlook Web Access appointment to a different time in your calendar.

[image: image4.wmf] Notice how you can drag and drop appointments in the Outlook Web Access calendar.
o) Click the 7 and 31 buttons on the toolbar to see the appointment in these views. To reopen the appointment, double-click its title in the calendar.

p) Close the appointment.




	Exercise 2:
	Using OWA Folders with Internet Explorer 5

	Scenario:
	You must continue your testing to verify folder management with the new Outlook bar feature. 

	
	

	Your Tasks:
	Create a new folder and view it in the Folder List bar.

Drag and drop a message into the new folder.

Scrolling messages in a folder.


	Task
	Detail

	1. Use Web Access to create a new folder below your inbox called Important Email.


	a) On the navigation bar, click Folder List.

b) Right-click Inbox and click New Folder
c) In the Name box, type Important Email, and then click OK.



	2. Drag and drop an existing message from your inbox into the new folder. 
	a) Click the envelope icon for an email message in the Inbox and drag it to the Important Email folder.

[image: image5.wmf] If you receive an error message skip to the next task.
b) Click the Important Email folder to verify the message was moved.
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	Note: You can create a hierarchy of folders by creating additional folders under Inbox or subfolders such as the Important Email folder.


	Exercise 3:
	Using Mail and Scheduling with the Netscape Web Client

	Scenario:
	You have multiple Internet Browsers in your company and you want to see how the new features in Outlook Web Access such as drag-and-drop behave with clients that do not support those features.

	
	

	Your Tasks:
	Use Netscape Communicator it to open your personal mailbox, send a message, and create an appointment.
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	Important: Close all open instances of Internet Explorer 5 before running this exercise.


	Task
	Detail

	1. Use Netscape Navigator to open your personal mailbox and send a message to your partner.
	a) From the Start menu, click Programs, then Netscape Communicator and then Netscape Navigator.

b) In the location field, type http://MECDEMO-2/exchange/ and then press Enter. 

c) Enter MECDEMODOM/Thomriz when prompted for authentication credentials.  Click OK.
d) In the Outlook Web Access toolbar, click New. 

e) In the To box thomriz.

a) In the Subject box type Navigator Test Message.

b) In the body of the message, Message from Navigator.

c) Click Send.  A recipient will not be resolved.  Click the red Thomriz and if prompted by Netscape, click continue.  

d) The Edit Recipient dialog should appear.  Click the button next to Thomas Rizzo  (Thomriz@MECDEMODOM.extest.microsoft.com)
e) Click Apply.  Thomas Rizzo should appear in the To box.

f) Click Send.

g) Click Check for New Messages


	2. Use Netscape Navigator to create an appointment called Test Appointment 2.
	a) On the Outlook Web access navigation bar, click Calendar.

b) On the Outlook Web access toolbar, select Appointment in the drop down box or click the new appointment icon.

c) In the Subject field, type Test Appointment 2. Leave the other fields at default values. 

d) In the Required box, type Kiat Soh.

e) Click Send.

[image: image8.wmf] You should now see the appointment added to your daily calendar view. Note you may need to click the Check for New Messages button to refresh the display.
f) Select the Daily or Weekly views to see the appointment in these layouts. 
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	Note: If you have time, you might also try creating and viewing additional folders with the Navigator Web client. You will notice that the rich tree view used in Internet Explorer 5 is not used with down level clients.


	Exercise 4:
	Shortcuts to the Web Client Functionality

	Scenario:
	Web client functionality is available by using direct URLs. In this exercise you will create shortcuts to this functionality.

	
	

	Your Tasks:
	Create a shortcut to create a new message and to a calendar view.


	Task
	Detail
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	Important: The parameters such as Cmd, View, and Weekly and their values are case sensitive

	1. On the desktop, create a new shortcut that points to the location: http://MECDEMO-2/exchange/your_username/mailbox/drafts/?Cmd=new. 
	a) Right-click the Desktop and select New, Shortcut.

b) In the location box, type http://MECDEMO-2/exchange/thomriz/drafts/?Cmd=new and click Next.

[image: image11.wmf] Verify that you have typed the command exactly including case sensitivity.
c) In the Shortcut name box, type New Message and click Finish.

d) Double-click the desktop icon.

[image: image12.wmf] Notice that Internet Explorer automatically opens and creates a new mail message.
e) Close the message.



	2. Using Netscape Navigator open http://MECDEMO-2/exchange/user/Calendar/?Cmd=contents&View=Weekly&Date=5/25/1999.
	a) Switch to Netscape Navigator.

b) In the Location box type http://MECDEMO-2/exchange/thomriz/Calendar/?Cmd=contents&View=Weekly&Date=CurrentDate where CurrentDate is in the format of MM/DD/YY such as 10/01/99 and then press ENTER.
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	Note: Other parameters you might try in an URL would be: ?Cmd=navbar to open only the navigation bar. ?Cmd=content opens only the content panel for mail or the calendar.


	Exercise 5:
	If Time Permits…

	Scenario:
	Exchange Server 5.5 Outlook Web Access used a set of Active Server Pages to provide its functionality. In Platinum all pages are rendered directly from the store for better performance and scalability.

	
	

	Your Tasks:
	Open Internet Services Manager.

Open the exchange virtual directory and examine its location. Verify that this virtual directory points directly to the store and not a collection of .asp pages.



