
Pasadena Independent School District:  Outlook Web Access E-Mail – Part I      rev 07/05/05                      Page 1 of 4 
 

  
OOUUTTLLOOOOKK  WWEEBB  AACCCCEESSSS  PPRROOGGRRAAMM  --    PPAARRTT  II    

  
    

LLOOGGGGIINNGG  IINN  
  
(1.) Begin by opening your web browser.  
 
 Look for this icon:    or this one:  
 
 
(2.) Go to the Pasadena ISD Home page:  http:\\www.pasadenaisd.org 
 

(3.) At the District Home Page, find the link for District E-mail  
 
 
 
(4.) You should see a password prompt similar to this one: 
 
You can enter your username 3 different ways: 

• username (it will autofill the domain for you) 
• pasadenaisd\username 
• or username@pasadenaisd.org 

 
 
 
 
 
 
 
 
 
Clicking “what’s this?” will provide an explanation of the 
two client options. 
 
 
 
 
*** If you can’t remember your password, please call the Technology Services  Help Desk at 713.740.0260. *** 
 

(5.) Choose premium by default.  If you 
experience performance issues you can try 

the Basic Client to see if it improves the 
speed. 

6.) Click on Log On 
to continue. 
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AA  QQUUIICCKK  LLOOOOKK  AATT  TTHHEE  MMAAIINN  SSCCRREEEENN  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
TTHHEE  MMAAIINN  TTOOOOLLBBAARR  

(2.) These 
buttons allow 
you to access 
various 
functions. 
 
We’ll 
concentrate 
on the Inbox, 
Calendar. and 
Contacts. 

 
 

(3.) New mail appears in 
this window. 

(4.) You can preview 
your message here. 

(6.) You 
can log 

off here.. 

(5.) Use these buttons 
to navigate through 
pages of messages. 

(1.) These buttons allow you to compose new mail, 
check for mail, delete messages, and other functions. 

More detail is provided below. 

Refresh All Folders 

Expand or 
Collapse Your 

Folder List

New Item 

Copy Item 
to Another 

Folder

Reply 

Reply 
to  
All

Forward 

Show/Hide 
Reading 

Pane

Check for  
New Messages 

Search for 
Items  

Find Address Book 
Entries

Use the Help 
Function 

Delete
Items
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CCOOMMPPOOSSIINNGG  AANNDD  SSEENNDDIINNGG  AA  MMEESSSSAAGGEE  
 
In order to compose a message, you should first make sure that you are looking at your Inbox.   
 
(1.) Do this by clicking on the           icon. 
 
 
 
(2.) Next, click on NEW 
 
 
 
 

 
 
 
 
 

 

More than one match for the name. No matches for the name. 

(5.) If you misspell the name of a PISD employee, or leave part out,  
you may see one of these windows: 

 
PISD Employee E-Mail Account: 
In the To… box, type the last and first name of the PISD employee. 
-OR- 
Internet E-Mail Account: 
In the To… box, type the complete E-mail address of that person.   
For example: gwilshire@intell.com 
 
You may separate multiple addresses with a semi-colon. 
 

Click on 
the To. . . 
box 

(3.)  

(4.)  
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CCOOMMPPOOSSIINNGG  AANNDD  SSEENNDDIINNGG  AA  MMEESSSSAAGGEE  CCOONNTTIINNUUEEDD  ..  ..  ..  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
CCHHEECCKKIINNGG  SSEENNTT  MMEESSSSAAGGEESS  
 
On the left side of your screen, you will see a folder list: 
 
 
 
 
 
 
 
 
 
 
 
 
  

 

(6.)  
Cc... means 
Carbon Copy 
 
Bcc… means 
Blind Carbon 
Copy 

(9.) When 
you are 
ready, click 
on the  
Send 
Button 

Click on Sent Items to see a list of sent messages. 

(7.) Enter your Subject

(8.) Enter your Message 
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OOUUTTLLOOOOKK  WWEEBB  AACCCCEESSSS  PPRROOGGRRAAMM  --  PPAARRTT  IIII  
  
AATTTTAACCHHMMEENNTTSS  
  
Attachments are files that are sent in addition to normal e-mail messages.   
These files include (but are not limited to) items such as word processing files, spreadsheets, and picture files.    
  
Because E-Mail attachments are often used to spread viruses, some file types are automatically blocked by our E-Mail 
servers.  These file types include files ending with .exe, .pif, .bat, .js, .com or .vbs (just to name a few).   
 
It is a good idea to open a file attachment ONLY when you are expecting one to be included with an e-mail message.  
This is because some viruses spread by automatically sending infected attachments without the users’ permission.   
 
When in doubt about an attachment, check with the sender before opening the attachment.    
 
AADDDDIINNGG  AATTTTAACCHHMMEENNTTSS 
 
When you are creating a new E-Mail message,  
click on the paperclip icon: 
 
(You may also click on the Attachments button:) 

(1.) Click on the BROWSE 
button to locate your file. 

Click on 
(3.) Click on  

Attach 

(4.) Your file appears (5.) 
Click 
on 

Close

Here is what a properly attached file will look like:   

You should see a 
window that looks 
like this: 

(2.) Select your 
file and  Click on 

Open 
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RREEMMOOVVIINNGG  AATTTTAACCHHMMEENNTTSS::  
 
  

(1.) Click on the  Button 
to display the Add/Remove Attachments screen: 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 

 
 
 

 
 
 
 

 
  
RREEAADDIINNGG  YYOOUURR  MMEESSSSAAGGEESS  
 

(1.) Click on the  icon to bring up a list of received E-Mail messages.  
 
 
 
Messages with a “closed” envelope have not been opened yet. 
 
 
Messages with an “open” envelope have already been opened. 
 
(2.) Click once to see a message in the preview window. 
 

Double click on a message to open it in a new window. 
 
(3.) If your message has an attachment, it will have a small paperclip next to the name.    
 
(4.) Double click to open (run) the file/program. 
                                -OR- 
       RIGHT click to save the attachment.  
 
 
 
Again, be very careful about opening unexpected attachments.  See the previous page for details.

(2.) Place a check in the box next to the file. 

(3.) Click on Remove

(4.) Click on Close
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WWOORRKKIINNGG  WWIITTHH  YYOOUURR  MMEESSSSAAGGEESS  
 
After Opening an E-Mail, you have several choices: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
EEMMPPTTYYIINNGG  YYOOUURR  DDEELLEETTEEDD  IITTEEMMSS  FFOOLLDDEERR  
 
The Technology Services Department has imposed a storage limit of 60 MB for all users.  If your mailbox exceeds  
60 MB, you will receive a warning indicating that you will not be able to send messages until you have cleaned out your 
mailbox.  This can be done by deleting old messages from your Inbox, as well as from your Sent Items folder.   
 
Please Note:  Whenever you delete a message, that message is actually moved to a Deleted Items Folder.  As a result 
the message will continue to take up space on the computer until the Deleted Items Folder is Emptied. 
 
 

 
 
 
 

 
  
  
 

Use the 
Help Function

See the Previous or Next E-Mail

Delete the Message 

Create a Special “Rule” 

Print the Message 

Forward the Message 

Reply to All 

Reply to the Sender 

Copy the Message to 
Another Folder 

(1.) RIGHT click on your 
Deleted Items Folder 

 
and  (2.) select  

Empty Deleted Items 
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OOUUTTLLOOOOKK  WWEEBB  AACCCCEESSSS  PPRROOGGRRAAMM  --  PPAARRTT  IIIIII  
  
CCOONNTTAACCTTSS 
 

(1.) Clicking on the  button opens an address book. 
 
You can use the address book to keep track of e-mail addresses, phone numbers, addresses and other pertinent 
information. 
  
CCRREEAATTIINNGG  AA  NNEEWW  CCOONNTTAACCTT  
 
(2.) You can create a new contact by clicking on New:   
 
An information window will open: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  
  
  
  
VVIIEEWWIINNGG  YYOOUURR  CCOONNTTAACCTTSS  
 

(1.) After clicking on the  button, you should see a list of contacts. 
(If you have not yet entered any contacts, no contacts will be displayed.) 

 
(2.) Click on any contact to open:  
 
 
 
 
 

This is the most important Item! 

(3.) Enter the desired 
information and click on 
Save and Close when 
you are finished. 

The Last Name, First Name, 
and E-Mail Address are the 
most important items. 

Contacts with this symbol  
are called Distribution Lists 
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(3.) If you have an e-mail address entered for a contact,  
you can click on this button to send that person an e-mail: 
 
 
 
(4.) If your contact list extends to more than one page,  
use these arrows to navigate through the list. 
 

 
 
 

  
DDIISSTTRRIIBBUUTTIIOONN  LLIISSTTSS::  
 
Here is Microsoft’s definition of a distribution list:  
 
“A group of recipients created to expedite mass-mailing of messages and other information. When mail is sent to a 
distribution list, all members of that list receive a copy.” 
 
CCRREEAATTIINNGG  AA  DDIISSTTRRIIBBUUTTIIOONN  LLIISSTT  
 

(1.) If you have not already done so, click on . 
 
(2.) Click on New, then Distribution List:   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Type the name of your list here. 

Type the names of your recipients here and click on Add 

Members of your Distribution List appear 
here.  For members inside the District, 
you can just type their name.   
Type the full E-mail address for members 
with addresses outside the District. 

You can click on Find Names 
to search for addresses in 
either the mail PISD list, or in 
your personal address book. 

(8.) When you are finished creating your list, 
click on Save and Close. 

(3.)

(4.) (5.)

(6.)

(7.)
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OOUUTTLLOOOOKK  WWEEBB  AACCCCEESSSS  PPRROOGGRRAAMM  --  PPAARRTT  IIVV  

  
TTHHEE  CCAALLEENNDDAARR  
   
Click on the button to open the Calendar: 
 
 
 
 
 
 
 
 
 
 
 
  
  
  
  
  
  
  
  
  
TTHHEE  CCAALLEENNDDAARR  TTOOOOLLBBAARR 
 
 
 
 
 
 
 
 
 
 

Create a New 
Appointment 

Delete  
Appointment 

View 
One Day 

View an 
Entire Month 

Show 
Reminders 

Use the  
Help Function

Print the 
Appointment 

Go to Today’s 
Appointments 

View 
One Week 

Check for 
New Mail 

Address 
Book 

Search 
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CCRREEAATTIINNGG  AANN  AAPPPPOOIINNTTMMEENNTT  
  
(1.) Begin by clicking on New:  
 
 
 
 
This window will open: 
 

 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
RREECCUURRRRIINNGG  AAPPPPOOIINNTTMMEENNTTSS  ((OOPPTTIIOONNAALL  IINNFFOORRMMAATTIIOONN))  
 
(1.) Open a new Appointment  (2.) Enter the Subject and Location for your Appointment 
 
 
(3.) Click on the button.    
 
 
 
 
 
  
 

(2.) Enter your  
Subject and Location 

(4.) Comments regarding the appointment  
can be entered here. 

(3.) Enter the Time and Date of your Appointment

(5.) Click on Save and Close when you are finished. 

(6.) Enter the
Start and End Dates. 

(5.) Set the Recurrence Pattern 

(4.) Enter the time for the appointment 

(7.) Click on OK 
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OOUUTTLLOOOOKK  WWEEBB  AACCCCEESSSS  PPRROOGGRRAAMM  --  PPAARRTT  VV  
  
TTHHEE  TTAASSKK  LLIISSTT  FFUUNNCCTTIIOONN  
 
 
(1.) Begin by clicking on Tasks 
 
 
 
 
 
 
 
 
 
 
 
 
 
(2.) This menu will appear at the top of the screen: 
 
(3.) Click on New to create a new task:  

(4.) Enter the subject of your Task 

(6.) Enter a reminder for your task here (optional) 

(5.) Enter the due date for your Task here 

(7.) When you are finished, click on Save and Close 
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Saved tasks appear in this list:  

(1.) Placing a check in this box 
will mark the task as completed. (2.) Double Clicking on an item will open it, so 

that updates to the task can be entered. 

(3.) For example, you can make 
changes to the status of the task. 

(4.) You can also enter the % complete 
or change the priority of the task. 

(5.) Click on Save and 
Close when you are 

fi i h d
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