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Laramie County School District #1

What is Microsoft Exchange?

Microsoft Exchange is an enhancement to Outlook Client and Outlook Web Access.

Microsoft Exchange allows you to access your e-mail and calendar from within and outside the school district without interruption of
service or having to upload/sync your information.

Microsoft Exchange is a great tool and simple to use. It will help to organize and simplify your use of e-mail services.

How do | login to my e-mail when | am away from my primary computer?

When you are away from your primary computer you may login to Microsoft
Exchange Web Access using this web address: https://mail.laramiel.org/owa

If you are using Outlook Client on your laptop outside
the district you will need to add lesd1\ prior to your
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Password:

Username: lcsd1\PublicJ

Connected to Microsoft Exchange
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Address Book Features
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- § E-Mail Address Etiquette

E The main person for whom the email is intended.

Ce-> Individuals that are receiving the email as an FYI and requires no response
[ TO: The main person for whom the email is

x> Individual names are not shown to recipients. Good for large group emails. X
intended.

Carcel

Cc: individuals that are receiving the email as
an FYI and requires no response.

USEFUL SHORT CUT Bcc: individual names are not shown to
Control +K z type in a few letters of the recipients. Good for large group
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list of recipients from the Address Book.
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Microsoft Exchange (cont.)
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Mail Folders

4 ways to make a new folder:

Create New Folder

Mame:
I

Folder conkains:

Mail and Post Items

Select where to place the folder:
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1. File | New | New Folder Steate New Lo der BX
2. Right Click on Folder | New Folder Tm
3. New | Arrow Down | New Folder rlder cotane: _
4' Ctrl+Sh1ft+E .Select where to place the folder: |
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How to delete a folder: < fe
1. Right Click on the folder B Outbox al
2. Del eNbmeeofffoldes Fol der ol ol
3.Clikw fwvhen prompted

Draft Folder: You can save drafts of

e-mails and send them later. To do this:

1. Save the message by clicking the disk
icon in the message.

2.Cl ose the message
prompted to save the message.

3. E-mail can be retrieved from folder and

edited, sent, deleted, or saved in another
folder.
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Junk Mail Folder: This folder filters mail

that appears to be

1. Ifunread mail is in this folder, the folder
label is in bold.

2. Ifyou have not received an expected
message, you may want to check this
folder.

3. This folder must be emptied regularly.

Additional Folders
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