Webmail Upgrade

Target Audience: All Nuvance Employees

Beginning in June, Microsoft Office will be upgraded to Microsoft Office 365. Due to this
upgrade, users will notice subtle changes in appearance and functionality when using Nuvance
Health Webmail.

Getting Started:

*.  Microsoft*

ci- Office Outlook'Web Access

1. Access the Nuvance Health Webmail sign in
window

2. Enter Nuvancehealth\(Nuvance Health
Windows user name)

3. Enter your NH Windows password a

4. Cick Sign in m?g

Sign in

F. Miumol’:' ‘
Office Outlook Web Access link window Ci+ Office Outlook*WebAccess
displays

5. Click the Office Outlook Web Access link

After clicking the link, you may be prompted to !

Pick an Account. Pick the account, or click Use :
another account Add to Favorites

B® Microsoft

Pick an account

—'I— Use another account Add a Favorite bet
| Add a Favorite
.V\ﬂ Add this webpage as a favorite. To access your favorites, visit the
6. You can add to favorites by clicking Add Favorites Genter.
to Favorites button : DI, - Outiook Web App
Name:
Create in: |Ti' Favorites > ‘ New folder
Add | ‘ Cancel ‘
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Webmail Upgrade

Introduction to the Menu Bars:

== Click to toggle be
Notifications re
. , your Offic
o s o

ciek to e QIR  Sl5-o s
Skype

Office 365 Outlook ®

Settings allow yo

Search Mail and People p New | V £ Mark all as read

A Folders
Inbox

Sent Iltems

Deleted ltems

Dear associates, In order to upgrade the system, Employee/Manager S...

More

A Groups N Three weeks ago \/
Here are some groups you might want to join: Dembinsky, Susan
MESSAGE FROM THE OFFICE OF MARV RUSSELL, CHRO: REAC 3/8/2018
° HQIT Server Team

= Discover

+ Create

Change your point of view
Click on the icons to switch between Mail

in the list

Hover over the icons to di
upcoming appoint

= @ ™ Greiner, Randell X

People
Clicking on the People icon allo

.m ¢ add people to your Fav

Groups.
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Webmail Upgrade

Inbox Features:

ok New o creaieg pGu NS Reply all gt
for additio
Click Delete to delet i

Search Mail and People P |® New|¥ i Delete| & Archive Junk|¥ Sweep Moveto ¥  Categories ¥

A Folders Focused Other Filter v Test

Inbox ™ Agenda
& I'S Repiyall | v
Sl Internal@immunications
Deleted ftems MEsSAGE OfBEHALF OF MARY RUSSELL, CHRO: Employes/Ma 371572012 Reply
order to upgrade the system, Employee/Manager Self-
e Dear associafl, In order to upgrade the system, Employee/Manager Self fepiyal
A Groups s new Forward
Here are some groups you might want to join: t Systems, inc. | Office: 845-485-6784 | Fax: 845-483-6770 | Email Change default >

@ HQIT Server Team Reply all by meeting

o tabs—Focused and Other. Yo e
o @ox portant emails are on th
the rest remain easi

Reply all by IM
Delete

Delete all messages from Cullen, Michael
Mark as junk

Mark as phishing

est Rand. yStems Engineer
Mark as unread
Greiner, Randell Flag
¥ Test 1/30/2017

ok Randy Greiner Systems Engineer 845.483.6700 rgreiner@health-quest... print
Show in immersive reader

Cullen, Michael )

. D View message details

Test Michas] Cullen | Sr. Systems Engineer, Health Quest Systems, Inc.| OF. Open in a separate window

&) New |V &= Archive Junk|Vv Sweep  Move tf

To move email from Focused Inbox to Other: Focused O

Next: No events for days. Reply

1. Right click on the desired email InternalCommunications Reply a

MESSAGE ON BEHALF OF MARV RUSSELL, CHRO: E

Filter «

Forward
Dear associates, In order to upgrade the system, Em
Three weeks ogo -
2. Choose Move to Other inbox or Always Dernbinsky, Susan e

Move to other inbox MESSAGE FROM THE OFFICE OF MARV RUSSELL, €

Description: Description: Description: cidima

Older Flag

Mark a!
Jordan, Shawn

test Ignore
Hi From: VDI, HQ Sent: Tuesday, January 09, 2018 10

v

o R Move to Other inbox

Greiner, Randell Always move to Other inbox
» Testl

"

1. Highlight the desired email

) New|v T Delete i hive Junk|Y  Sweep Moveto ¥  Categories Vv

3r\ Px

Move to Other inbox

d
2. Click Move to on the toolbar Focused: Other

Next: No events for the next tv

InternalCommunications Always move to Other inbox .
. MESSAGE ON BEHALF OF MARV RUSSELL CHRO: Employee /Ma 31 o0
3. Choose Move to Other inbox or Always Dear assocates,In order to upgrade the system, Employee/Manager Sef-.
Deleted ltems
e Three weeks ago Junk Email
The more you utilize the Focused _ e
Dembinsky, Susan News folder Cu

a nd Other ma” bOXI the better It WI ” MESSAGE FROM THE OFFICE OF MARV RUSSELL, CHRO: REACH # 3

Iea 28] to SO rt fo r you . Description: Description: Description: cidimage002.png@01D23503.3FF4F... Move all email from ...

Move to a different folder...

Older
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Webmail Upgrade

Webmail Calendar Features:

Webmail’s Calendar enables users to view and schedule appointments, events and meetings. View
shared calendars and compare calendars by viewing them side-by-side.

+ Done

Share this calendar: Calendar

Send a sharing invitaticn in email

Click New to add New Eve
= message or invitati

Pecple inside your organization

Not shared

+ Can view when I'm busy

P Search Calendar

F Add calendar v

? Interesting calendars ) Share = Print

Calendar event

v

< March 2018 > I Day Work week Week Month | Today
Email messa ge

S M T W T F Sl Binndayevent Monday Tuesday Wednesday Thursday Friday Saturday ‘Wednesday, March 28, 20 »

12 o3 Mar 1 2 3

4 5 6 7 8 9 10

1M 12 13 1415 16 17

18 19 20 21 2 23 4

oe vl 4 5 5 7 5 g " Change the view
~ Your calondars your calenda
O o work we
@ United States holida; . - mo
9 Birthdays

Other calendars

~
w
=
T
=
=

People’s calendars
~ Groups 8 19 20 21 22 23 24

Here are some groups

you might want to

joir:
o HOQIT Server Team
4

> Discover

+ Create

Make changes to your
== view different ca
groups, or
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Webmail Upgrade

People Features:

The People area allows users to create groups, add to the directory or contacts, favorite people,
or mark for follow up.

Click on Mana
import o

@ New v Manage ¥  Edit Favorites

Contact Import contacts

Contact list

Export contacts

Group

Search People D Edit Favorites

* Choose how you see People

A Featured people

Pin the view that suits you. The next time you visit the People page, you'll start on that view. You can change it anytime.

Frequently contacted

On your calendar

Favorites

For folow-up People you frequently contact view e st »

See recent communications and updates for the people you interact with the most.
v Your contacts

~
v Directory @ Greiner, Randell e rgreiner76@gmail.com l Jordan, Shawn

A Groups  # new Last contacted Jan 9: Test1 We couldn't find any messages.

Here are some groups a
R ) Easily Send a me
e HQIT Server Team people 0

= Discover

+ coeae People on your calendar today

See who you'll be meeting with and the kinds of things you'll be working on today.
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