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Objective

This document instructs the user on the use of online email accessible via:

‘https://mail.sohosted.biz/exchangd

This will allow you to read/send e-mail and attachments as well as access to
Calendar, Contacts, Tasks and Public folders.

Software Requirements
Access to a web browser like Internet Explorer or Mozilla FireFox
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Accessing your WebMail

You can access your email through your mobile phone but if you have access to a pc
and don’t wish to install our Windows client or use Outlook you can access your email
through any internet browser.

1-Conn eCtl n g to {Z Microsoft Outlook Web Access - Windows Internet Explorer
Web Mal I @ :/ * | & https:)fmai.sohosted.| » % 3% ‘ | Felid
Open your browser (In 7:? *‘1"3? [@M\crosoft Outlook Web Access l l ﬁ - ﬂ Qé; < QI- Tools + 2

this case Internet
Explorer) and use the
following email address:

https://mail.sohosted.
biz/exchange

Enter your ‘User name’ %%ted Web Access
and ‘Password’ as you
do on you mobile

. cDomain'q.lser name:] steves |
device and select ‘Log Coorod)  [seeeeees | Cezon)
On ’ Client (what's this?)

() Premium

() Basic

Security (what's this?)

(%) Public or shared computer
() Private computer

To protect your account from unauthorized access, Outlook Web Access automatically doses its connection to
your mailbox after a period of inactivity. If your session ends, refresh your browser, and then log on again.
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2 - Web Outlook

TO dlsplay a” your emall @.\-:) - |§, https:/{mail. sohosted.bizfexchange]
folders, you need to w o [ l léoms ..... léTEST.M... I{éTEST.M... I{éTEST.M...I
select the Folders o
banner on the left pane. e e R EE R e
This will display your 3 £ steve smith B From
folder list, including your - Fom Rt
email folders. If you 3 @ peleted Items == '
have created sub g i
folders, you will have to fig Jurk Exmai iyt R o
click on the + sign ] Notee 1 steve davies Thu 75/
. [[5) Outbox OpenHand Trial key
adjacent to the top level [ RSSFeeds 4 steve davies Thu7/5/
f Id - d L;-‘J Sent Items update
0 el’ |n Or er tO H [ Sync Issues -] steve davies . Thu 7/5/
expand the folder list. 3] Tasks _-]Stp:::fil;dv?:s ver License "E”E'f'-'c‘;'h“ -
|———| OpenHand Trial key
d fnboz ] steve davies Thu 7/5/
ﬁ Calendar Weekly Meeting
G| contacts
] Tasks
() Public Folders
Ej Options
3 —Sending a
message -~ Subject Line - Windows Internet Explorer
: : _ﬂ Mew ~ £ | https:fimail sohosted . bizfexchangefSteves/Draftsi?Cmd=new
Click inthe ==—="
Enter the subject for the [zsen)ad 4 2% 4 8|t ¥ |23 optons... @ e
message.
9 - sales@openhand-mobile, com
If you want to attach a
file, click on _
! Cec...
‘Attachments’to open a -
. . . DS
window which will allow — —
you to browse your Subject: Subject Line
directories for the file to (attacments: ) stachment tuttse)
attach to your message. Inormal v | A | Arial vinvlA B I U=
You must then close
this window. Details

Click on the Send
button to send the email
to the recipients. Click
the ‘Close’ button to
shut this window
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4 — Reply to or
Forward a Message
You can Reply’to an
email by clicking on the

“# Icon or Reply All

using the =) Icon. You
can forward using the
‘% . Right clicking on
the email will also give
you the same options.

5 - Viewing your
Calendar

To view your own diary,
select the ‘Calendar’
icon either from the
Shortcuts pane or the
Folders pane.

6 — Calendar Views

You can change the
view by clicking Today,
Daily, Weekly or
Monthly button on the
toolbar.
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7 - Creating
Appointments
In Calendar, click the

New ~ 1con on the
toolbar. In the ‘Subject’
field, type a brief
description of the
appointment. In the
‘Location’ field, type the
place where the
appointment occurs.
Add an attachment if
required.

In the ‘Start Time” and
‘End Time’ drop-down
lists, select the
appropriate dates and
times. In the ‘Show time
as’ drop-down list select
one of Busy’, Free’,
Tentative’ or ‘Out of
Office’. As a default the
alarm is set to remind
you 15 minutes
beforehand. Type any
additional information in
the space provided,
such as a list of
necessary materials to
take to the meeting.

Click ‘Save’ and ‘Close’

{= Untitled -- Appointment - Windows Internet Explorer

B

& | https: fimail sohosted. biz/exchange/Steves/Calendar f?Cmd=newimm="7&dd=168yy=2007 ¥ %
-H Save and Close (j lm GRecurrence... f}.ﬂlnvite attendees 'f § ‘ @ Help
Appointment I Availability |
Reminder Call Robert
' Attachments: I
(St tme)) Mon 7/16/2007 [=) 430 Pm [-] O aiday event
{End tme?) |Mon 7/18/2007 [=)5:00 Pm =]

Call Robert 555348]

Ihttps:,l',l'mail.sohosted.biz a Internet F100%

{Z Untitled -- Appointment - Windows Internet Explorer

EEX

£ | https:fimail, sohosted, bizfexchangeStevesiCalendar/PCmd=newimm=78dd=168yy=2007

gl Save and Close | =4 0] ‘0 Recurrence. .. ﬂlnvite Attendees| 1 & ‘ @) Help
Appointment I Availability |
Subject: Reminder Call Robert
Location:
Attachments:

Start time: |Mon 7/16/2007 E] 4:30 PM E] [] &l day event
End tme: |Man 7/16/2007 METEY (-]
( Reminder: | 15 minutes VTI Show time as: || Busy e
Call Robert 555346

Free

Tentative

Out of office

€ Internet H00% v




5 —Inviting others to a
meeting

In Calendar, click New’
on the toolbar. Click
Invite Attendees’on the
Appointment toolbar.

In the ‘Required’ and
‘Optional’ text boxes,
type the names of the
people you want to
receive this meeting
request. If necessary,
type in the ‘Resources’
box to specify a
conference room or
special equipment, such
as an overhead
projector. You can also
click on Required’ etc
and you can select from
you contacts list. Fill in
the rest of the
information for the
meeting in the same
way as creating
appointments. In the
message text area you
can add any additional
information about the
meeting and attach an
agenda or reports.
Click on ‘Send’to send
the meeting request

{= Untitled -- Appointment - Windows Internet Explorer

& | https:ifmail sohosted. bizfexchange) Stevesi Calendar 7 Crnd=newdrmm=7%dd=168y=2007

H Save and Close | = lm A_¥Recurrence. ﬂj Invite ﬂttendees]l L ) ‘ @) Help
Appointment I Availability ‘

Subject:

Location:

{= Untitled -- Appointment - Windows Internet Explorer

& | https:ffmail sohosted biz/exchangeStevesiCalendar)? Crnd=newemm="78dd=168y=2007

{—15end LHSave = LEI E,/ 1 3 |@He|p

¥ Recurrence... | 5 Cancel Invitation

Appointment | Availability ‘

| Optional. ..

[ Resources...

{= Untitled|-- Appointment - Windows Internet Explorer

& | https:/fmail sohosted.bizfexchangeSteves/Calendar | ?Cmd=newimm=78dd=178yy=2007
=5end [ save| = 0 B, i 4 | @ Help
Appointment I Availability ‘

name@here.com

Reguest Responses

Subject: Update meeting
Location: Room 12

¥ Recurrence. .. L? Cancel Invitation

Start time: | |Tue 7/17/2007 [=]/10:30 am [=] O anday event
End time: | |Tue 7/17/2007 =] 11:00 am [~

1 Reminder: I 15 minutes | Show time as:

Bring relevant data







