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Using Outlook Web Access

Outlook Web Access is another method for the user to get access to one’s email, calendar and contacts
without the need to install additional software. Most of what could be accessed from an installation of
Microsoft Outlook could be accessed via a web browser. The latest versions of Microsoft Edge, Google
Chrome or Mozilla Firefox work best.

From a web browser, point to https://mail.vsoe.usc.edu/ Enter your email address as the username.

Once you are signed in, you will see something similar to the following. You may resize your browser to
show more information as you see fit.

QOutlook Web App

USC
Viterbi

School of Engincering

Enter your USC NetID without
@ signin the quotes For example,
Smithi

Enter your USC Password Here.
This password is the same as
the password you use with
your USC NetID.
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(® New mail P Search mil and people ANNOUNCEMENT: 2021 USNWR Top 10 Graduate Engineering Program Rankings N
A
INBOX (CONVERSATIONS BY DATE v ERPY € REPYAL FORWARD  *
« All Unread Tgme Flagged — L .
“ USC Viterbi Dean of Engineering <viterbi.dean@vsoe.usc.edu> [fakas nread
4 Favarites Tue3/17 48 AM
¥ ANNOUNGEMENT: 2021 USNWR Top 10 Graduate £ b xXP
L USC Viterbi D of Engineeing 1048
Sent ltems MEMORA B D MTo: Viterbi Faculty and Staff From: Yannis C. Yortsos, Dean Date: Mar...

To: Viterbi Staff URC List;

Deleted Items Letter to pur customers

Wepa, Inc 1043 [ 1attachment O
Respanse tof”OVID-19 To our valued customers, Qur thoughts are with you, as many of ...

4 Robert Rivas
. . Itagt message from VP Research b
INBOX with your list i Dean for Resarch 1025
of emails similar to e esearchstaf, Pleas see below an important messag from the Vice Presden..
Outlook. Click onthe |y
heading to sort by e MEeMORANDUM
From, Received... ithton Mon 847
18 Clery Act, which requires the University to share certain information with the co..
. . . To: Viterbi Faculty and Staff
ELED: Remarkable Trajectory Seminar and Retirement
i School of Engineering Information Mon 7:09 | . -
cent events impacting the entire university, the Apri 23, 2020 events have been . From: ‘Yanuis C. Yortsos, Dean
Spring 2018 Important Update from USC Credit Union's Regarding COVI Date:  March17. 2015
. USC Credit Union Mon 3:06p
Spring 2019 Schedles Important information from USC Credit Union regarding Branch Hours Bank Borrow Invest... Subject: 2021 US. News & World Report Graduate Engineering Program Rankings

Student Schedules X

COVID-19 New Actions (March 16, 2020)
Student Warker Checkin Office of the President Mon 110p
To view this email as a web page, go here. March 16, 2020 Dear Trojan Community, We kn...

Student Worker Checkout Dear Colleagues:
BEE R Your Solution to Immediiate Needs - Robust Network or Dat
. 5 Rob Bone Men 1252p
Student Warker Schedul lete)
e Many IT profe: s in education are facing a spike in demand for network availability to...

Summer 2018 COVID-19 developments notwithstanding, 1 am pleased to share the news that the U.S. News & World Report (USNR) recent list of the bdst graduate engineering

- ANNOUNCEMENT: Appointment of Qiming Wang to the Ste [ programs has USC features again the USC Viterbi School of Engineering in the top 10. Please see the link:
fofen USC Vit Deanof Engincering Vo 1027 )
Taining Emll Template MEMORANDUM To: Viterbi School Fculty and Staf From: Yannis €. Vorsas, Dean .. httos: i usnews.com best-graduate-schools top-engineering-schools'eng-ankings
Unvesalved student schedules Gateway Connect - March 16,2020
USCoffice365 USC Employee Gateway Mon 8473 Included in the top 10 list are the following:

View this email in your browser Gateway Connect Monday, March 16, 2020 Employees to ...
Vent New Hires

Cal Tech. CMU. Georgia Tech, MIT. Purdue Univerglty, Stanford, University of California Berkeley, Unversity of California San Diego. Unipersity of Illinois Urbana-

Winter 2018 Events This Week at Viterbi (03/16/2020 to 03/23/2020) ) Champaign, University of Michigan University of Jexas at Austin and USC (three schools, including USC, are tied for IO'h)
viterbicommunications@vsoe.usc.edu Mon 6082
Warksheet To view full event descriptions please click on the link. Remember, you may find new additi..
it 4] Noteworthy is that USC Viterbi is in the top 5 listfof private engineering schools, along with MIT, Stanford, Caltech and CMU - clearly an elfte company.
Sunday
Sent ftems Equally importantly, USC Viterbi is the only ¢gineering school i the US on three USNWR top-10 engineering program Lists: Best Grafuate Schools, Best Online
Iantons € JAETINS SNE IS WUSENES S0 ML N S S

When you are
done, be sure to
LOG OFF by
clicking here.

Preview Pane of
your email.
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@ New event March 2020 Day Work week Week Month
<Jan Feb Mar Apr May Jun Jul Aug Sep Oct Nov Dec» Gototoday {5 SHARE  1mt PRINT
«
CONF-SAL109 CONF-SAL126 CONF-SAL12T Calendar
ct »
‘ Wiarch 2020 Sunday Monday Tuesday Wednesday Thursday Friday Saturday »  MONDAY, MARCH 09, 2020
S MIWTIE §
Caaa e s Mear 1 2 3 4 5 6 7 12000 csci201-L:300§9
s s m oo 12p €SCI 201-L: 30039 9 CE108-L: 29606 7:30a 28754R 001 Quiz -Babak | | 10 CSCI 201-L: 30110 6a CSCI103-L: 3029 8 MESA Day Preliminarics 1 hour 50 minutgs 2
Bolvlooma 2p CE458-1:29656 930 ISE232L - Yong Chen 7:30a 28754R 001 Quiz -Babek | | 10305 Viterbi IT Mecting 5a CE 566.: 29815 8 MESA Day Preliminaries Iz:aau CE458-L: 29655
2 23 w5 % 7B 3:30p TP 190: 31834 12p ASTE 499-1: 28497 10a CSC1 201-L: 29930 1p €SC1 455-1: 30029 102 €5C1103-L : 30055 82 MESA Day Preliminaries Thour 20 minues | 2
RSV 4p CE107-L:29602 12p CE108-L: 29604 12p CSCI104-L: 29915 2p CSCI104-1: 30379 12p CSCI 103-L: 29904 3300 17P 190 : 31834 .
4p I5E 335-L: 31734 1 CSCI104-L: 30294 12p CSCI104-L: 30286 3p C5C1201-L: 30040 12p CSCI103-L: 30374 Thour 20 minufes | =
4 +6 -8 +5 -7 +00p g;mlt:zge .
minutes >
« MY CALEDARS 8 9 10 7" 12 13 14
400 1E 335-L: 317B4
v Calendar 12p €5C1 201-L: 30039 95 CE108-L: 29606 105 CSC1201-L: 20930 10s CSCI 201-L:30110 8a CSCI103-L: 30296 50 minutes 2
2p CE 458-1:29656 12p ASTE 499-L: 28497 12p CSCI104-L: 29915 1p C5C1 455-L 30029 8 CE 5665 20815 S000 7P 190 : 3180
4 OTHER CALENDARS 330p1TP 190:31834 12p CE108-L: 29604 12 €SCI104-L: 30286 20 €SC1104-L: 30379 10 €5C1103-L: 30055 1 hour 20 minites ]
D 4p CE107-L: 29602 1p CSCI104-L: 30294 12 €5C1201-: 30380 30 €SC1 201L: 30040 12p €SC1103-L: 20904 5000 TP 100-L : 31435
Viterbi IT Shared C.
ot Serectaeng 4p ISE 335-L: 31734 2p AME 308-C: 28736 2p AME 308-C: 26735 3p €5C1 455-L: 30329 12p CS€1103-L: 30374 1 hour 20 miflutes 2
£ 45 6 +4 47 5000 ISE 335-L: 3635
PEOPLE'S CALENDARS ' 2
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v 0 x )
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v n EONP# 1137
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2p CE458-1:29656 930 ISE2§2L | Yong Chen 108 CSC1201L: 29930 1p CSCI 45511 30029 5a CE 566.: 29815
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+4 46 47 +4 -7
29 30 3 Apr 1 2 3 4
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Click on a specific
calendar type to hide
or show the
calendar’s related
contents . .
Click the 1 for a single day
view, the 7 for a weekly
view or 31 for the entire
. month.
Double click on an

empty space on any
date to add a new
Calendar event.
Double click a
registered event to
see more details
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[ automtic replies - Outiook Wet: X 4

= X
& C & mailvsoe.uscedu/ecp/?rfr=owaBlowaparam=modurl%3D1 &p=account o % B Y @uﬂ E ‘ H
H!Out\cokWebApp Robert Rivas ¥ 2 ¥
options rbox rules automaticgeplies delivery reports
Create automatic reply (Out of Offide) messages here. You can set your reply o startat a specifc time, or set it to continue unfil you tum it off

organize email
® Don't send automatic replies
ouDs

groups Send automatic replies

site mailboxes

settings

phone

Dlockor aliow

Caltr |KER|

3pps

Click Organize Emailto | """
bring up the Out of
Office Assistant.

L ganizatio

You must click

SAVE and CLOSE Scroll down for
if you make any more options.
changes.
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options mail calendar regional  password

acout email signature read receipts

[ Ch W U eipts.
Q’;am::eﬂa” Bl I U= =i 2: S EW A e' :_ % XX Choose how to respand to requests for read receipts

® Ask me before sending a response

groups
Always send a response

Site malboxes Never send a response

settings
nane H
‘ reacing pane
block ar allow
When writ | messages:
W Automatically include my signature on messaghs | send g e
apps ® Type in the reading pane

Typeina new window
message format

Choose when tems should be marked as read.

1 Abways show Bec Mark the item displayed in the reading pane as read

U Always show From
Compose messages in this format| HTML ¥

Message font:

® Mark the item as read when the selection changes

Don't automatically mark items as read

You may change your VSOE
network password by clicking conversations

on this button.
Sort messages in the conversation reading pane in this order:

® Newest message on top

Newest message on bottom

message options

Choose how to sort the messages n List View in an expanded conversation,

There are many more options that could be listed here. Hopefully, these few screenshots will get you
started with Outlook Web Access.
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