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1. Log in and log out

1-1. After logging into your MyWaseda account, click [Waseda Mail] under [Email] on the [Home] pane.

MyWASEDA

Home Classes

Announcements

Email

Waseda Mail

1-2. If you wish to access your email without using MyWaseda, access
https://outlook.office365.com/waseda.ip .
On the authentication page, enter your Waseda ID and MyWaseda login password and then click
[Login].

Q WASEDA University

(* 7B Required)

Login ID*

Password*

Entry / selection fields

Field Setting
Login ID Your WasedalD
Password Your MyWaseda login password

1-3. If the following screen appears, click the account you want to use.
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https://outlook.office365.com/waseda.jp

1-4. To log out, select the symbol on the navigation bar and click [Sign out].

Office 365

CAICBE
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Mail Calendar
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2. Inbox display and screen configuration

2-1. |If the top screen on the right is displayed, Click [Mail].
M Office 365 @WASEDAUniversity LA O 9

CAICBX ¥ YT RS POASRA I

B ™

Mail Calendar Tasks

2-2. Screen configuration
* The screen configuration may be different depending on the browser used.

H Office 365 Outlooks, @WASEDAUniversily

&)

o
)

(8]

I Search Mail and People 3: _OI I @® New|v I il Delete & Archive Junk|v Sweep Moveto v Categories v
A Folders @ Inbox @ Filter v ® .
Inbox Next: No events for the next two days. [ [MyWaseda] Eﬁg%ﬁ%ﬂ : MyWaSeda
More [CEHT &ML EIDTE/Inquiries of
v Groups ‘ L:ab s MyWaseda

3 Mon 15:32
. - 5 Replyall | v

Yesterday, 15:50

[TAULTFRS cwaseda-netl ¥

= E oL
Name Function Description
1  New Create new Select [® New|v ] to create a new email message.
message
The folder list shows all the folders in the mailbox.
This includes favorite and other folders.
2 Folder list Folder browsing, - Clicking [More] brings up the folders for all mailboxes.
oldertis Create folder -Hovering your mouse cursor over [ ~ Folders] displays a button as in
[~ Folders +], allowing you to create a new folder.
- Selecting [ ~] hides the folder list.
[Search] Email search When entering a keyword in the [Search Mail and People] textbox and clicking the
textbox L icon, you can search for email text or email senders.

In addition to displaying email messages stored in the present folder, this list
shows additional information such as the number of unread messages, attachment
files, flags, and categories.

By selecting the downward arrow indicator [Filter % ] and selecting the [Filter],
[Sort by], or [show as] options, you can alter the display format.

-If you select individual messages, the mini toolbar [ﬁ'ﬁ iz [* =]is displayed.

This allow you to conduct email operations such as [Delete], [Mark as read], [Flag
this message], and [Keep this message at top of your folder].

4  Message list = Message list



6

Browser
window

Settings

Browse, reply to, delete
emails, etc.

Office 365 settings, Emalil
signature, Inbox rules

Displays the contents of the selected message.

-Using the [ § Reply all | v ] displayed at the upper right of the browser window
allows you to conduct email operations such as [Reply], [Reply all], or [Forward].
+A new command bar

[ﬁ Delete | Archive Junk|Vv Sweep  Move to v Categories v o ]

is displayed at the top of the screen, allowing you to access functions such as
deleting email, batch processing, moving emails etc.
-Selecting other [ =+ ] enables settings such as [Print] or [Create rules...].

Allows configuration of email signature, inbox rules, etc.



3. Browse email and downloading attachments

3-1. Click the inbox or other folder to list the messages in the folder.

@ MNew | v I Delete § Archive Junk|v Sweep
Inbox Filter v
Next: Mo events for the next two days. m
@
[MyWe Mon 195!
o 14z
List of received
messages is
shown here
| indicates [ indicates the
an unread message has an
message attachment

Move to v

Categories v

[MyWasecia] R
(CEAT 2BBLVEDE/Inquiries of

FAIBAD - MyWaseda

MyWaseda
. = D Replyall]l v
Yesterday, 15:50
ML TF AL cwaseda-net ¥
A The subject
line is shown
Body of the ere
sender, the
date / time

when received,
and recipients

3-2. To view an attached file, click the [v] icon beside the file, save the file on your computer, and then
view the file.

Download

@J £ ATT00001.txt

447 bytes

Freview

Download

- 9 Reply all

MAJLT TR <waseda-netd ¥

W




4. Create and send new messages

4-1. Select [NEW] to create a new message.

E Office 365  Outlook @WASEDAUniversity

Search Mail and People ,O @ New | vV il Delete §&@ Archive Junk|V Sweep
A Folders Inbox Filter v
Inbox Next: No events for the next two days. ™
More
v Groups ‘ - [MyW: Mon 15:50
4 Mon 15:32

4-2. You can save the message as a draft and perform other commands by selecting [--+] from the
command bar at the top of the page.

= Send B Attach  Discard | ses _E
Save draft
From = waseda,jp Insert signature
Hide From
To Check names
Set importance >
Cc

Switch to HTML
Show message options...

Check for accessibility issues

m Discard @J W




4-3. Enter the required information for each field and click the [Eile]] button.

B2 Send @ Attach  Discard  we»

(C]

\

From ™ waseda,jp Bcc
To Enter the destination email address
Cc Enter any email addresses you want to CC to

Click here to enter BCC
addresses

Enter a subject line

Enter your message

your message

Click here to attach a file to

L
If you want to save your message temporarily without sending it, select [***]
from the command bar at the top of the page and click [Save draft]. The we E
message will be saved in the [draft] folder. Cave draft

Insert signature

Hide From

Search Mail and People ,O @ New | v il Deleteall &4 Mark all as read

A~ Folders Drafts Filter v
Inbox Next: Mo events for the next two days. ™
Drafts 1 [Draft]
More (Mo subject) 18:45

(Mo message text)
v Groups




5. Reply to, reply to all, and forward received emails

5-1. Click [Reply all], which is displayed in the top right of the browser window, to create a [Reply],
[Reply all], or [Forward] message.

unk|v  Sweep Moveto v  Categories v ses ¥ Undo
Filter v )
& [(MyWaseda] FRZEIEAN : MyWaseda

(CRET DB/ VGO E/Inquiries of
Iz Mon 15:50 Mywaseda

Mon 15:32 .
| ) - S Replyall | v

Yesterday, 15:50

T L TFAS cwaseda-netf ¥ Re D |],|'

Reply all

Forward

Change default »

Note: See Step 4-3 for instructions on how to create
and send an email message.

Reply all by meeting

Delete

Delete all messages from ITO Manabu
Mark as junk

Mark as phishing

Mark as unread

Flag

Aszsign policy ¥
Print

Show in immersive reader

Wiew message details

Cpen in a separate window

10



6. Mark received emails as spam

6-1. Click [Reply all], which is displayed in the top right of the browser window, and click [Mark as junk].

unk | v Sweep  Move to ¥ Categories ¥ ter ¥ Undo
Filter v )
& (MyWaseda) FREEBA] : MyWaseda

(CE89 B ULVEIDE/Inquiries of
Vi Man 15:50 Mywaseda

Mon 1532 I_
| . = S Replyall | v

Yesterday, 15:50

T~ FTTAS <waseda-netf ¥ HE Fl |}f

Reply all

Forward

Change default ¥
Reply all by meeting

You can also mark a message as spam from the menu after Reply by IM
right-clicking on the message in the message list.

@ New | v il Delete & Archive Junk|Vv Sweep

Delete
Inbox Reply
Nex No vt o the et Ry i Delete all messages from ITO Manabu
‘ Forward Mark as junk
! Delete Mark as phishing
s — Archive Mark as unread

Mark as unread Flag
Pin Assign policy >
Flag Print
Mark as junk Show in immersive reader
Ignore View message details
Move ? Cpen in a separate window
Categorize b
Create rule..
Show in immersive reader
Assign policy ¥

11



7. Draft message commands

7-1. Click the I'F#kZ] folder to edit or delete saved email messages.
Created messages are automatically saved and added to the ['F&Z ] folder. Therefore, if you intentionally or
unintentionally cancel a message while creating it, it can be found in the ['FZZ ] folder.

Search Mail and People ,O @ New|v il Deleteall &3 Mark all as read
A Folders Drafts Filter v
Inbox Mext: Mo events for the next two days. m
Wore (Mo subject) 18:45
(Mo message text]
v (Groups

7-2. Select the draft message you wish to resume editing. Once you have finished creating the message,
click the [Send] button. If you don’ t want the message, click [Discard].

= Send 0 Attach Discard »e» _E
From ™ waseda,jp Bee

To

Lz

Discard @J hd

12



8. Search email messages

8-1. Enter the person (user name), subject line, or other term you want to search for in the [Search Mail
and People] box and click the search 2 icon.

Office 365 Qutlook

| Search Mail and People ,O {

8-2. Select a specific folder (Inbox, for example) or select [All folders]. You can narrow search results
by date as well.

Office 365 Outlook

helpdesk box X ,0 @ Mew | v

(© Exit search Drafts

In folders

All folders
Inbox

' Drafts

Date

8 Al

This week

Last week

This month

uuuuu

From

Wed 2017-03-27

To

Wed 2017-03-27

13



9. Using contacts (People)

9-1. Click [People] or [E#& %] from the Waseda Mail (Office 365) top page.

Clicking the E icon in the top right of the Mail top page jumps to the Contacts page.

Office 365 Outlook

HOME NEW ALL

o1 o

AL FiEE Bk

4

9-2. Components of the [Poeple] page

Office 365 Outlook

Search People ® New|¥  Manage ¥
Your contacts
| Featured people 0 total
] Your contacts Full name
~ Directory
A~ Groups
A

' @ WASEDA University

Pin this view

#Eruups give teams a shared

Email address

»
o
~)

&)

By last name

waseda-net@list.waseda.jp

2\

Use this search box
to search contacts
and contact lists

A list of your
contacts is shown
here

14

waseda-net@listwasedajp

Schedule an event

; :on(act details >

Click on contact from

list, details of the
contact are shown




9-3. Click [New] to create a new contact.

Office 365  Outlook @ WASEDA University A B 2 (&)
Search People ,O Manage v Pin this view
Your contacts
v Featured people 0 total By last name =
v Your contacts Full name Email address Title

v Directory

~ Groups

A

Groups give teams a shared

9-4. On the [Add contact] page, enter the necessary details and then click [Save].

IH Savel W Cancel

Add contact

Name

First name

Last name

@ Name

Email

Email

Display as

15



9-5. To create a contact from an email message, click on the name of the sender or recipient that you
wish to add from the view mail window and then click [Add contact].

Re : Log in Trouble

TANJLTF A <waseda-net@list.waseda.jp>

Thus (3-74 2-CC

Add to contacts

waseda-net@list.wasedajp
Schedule an event

See contact details >

9-6. On the [Add contact] page, enter the necessary details and then click [Save].

|H Save I M Cancel

Add contact

Name

First name

Last name

@ Name

Email

Email

Display as

16



9-7. To send an email using contacts, click either [To] or [Cc] on the create message page.

™ Send § Attach  Discard  ses Ig
From ~ waseda,p Bee
To
Cc

9-8. Select the contact you wish to add and click [+] icon.

v Save X Cancel

To:

»
Search People jo

Your contacts  sylast name ~
Q waseda-net@listwaseda.jp +

9-9. Check that the contact has been added as a recipient and then click [Save].

X Cancel

o: o waseda-net@listwasedajp X

»
Search People p

Your contacts  Bylastname ~

o waseda-net@listwaseda.jp +

17



10. Organize emails

10-1. To either create or view a folder within the Inbox or another folder, click [More] from the folder list
to show all folders. To return, click [Folders].

A~ Folders + KEFOME“
~ Favorites e
Inbox
Inbox
Drafts 2
Drafts 2
| More |
~_ A=
\ v Inbox
Clutter
Drafts 2
Sent tems

Deleted Items
Archive

Junk Email 37423

10-2. To create a folder, right-click on the folder where you want to create the new folder, click [Create
new subfolder], and enter a name for the folder.

v Inbi
] Create new subfolder
P \

) ]

Sent It

Del___ Delete a

Archivl Remaovwe from Favorites
Junk Er

Notes Mark all as read

RSS Sul Azzign policy >

R5S Permissions...

10-3. Cursor over a folder to reveal the [#] symbol. Clicking on the symbol will changeitto a [%]
symbol and add the folder to your favorites.

v |nbox ~ Favorites -+
Clutter Inbox
Drafts 2 Drafts 2
Sent Items |‘1J—? I P Sent ltems *|

18



11. Automatic email sorting

You can create rules to automatically sort received messages into specified folders to make organizing your messages
more efficient

11-1. Right-click on the message you want to sort from the inbox list and then click lcreate rule...].

@ New|v i Delete & Archive Junk|v  Sweep

Inbox Reply
Next: No events for the next two| Reply a
; Forward
‘ Delete
4 ' Archive

Mark as unread
Pin

Flag

Mark as junk
Ignore
Move >

Categorize >

Create rule... I

Show in immersive reader

Assign policy >

11-2. The New inbox rule] page will open. Create arule and click [OK].

+ OK X Cancel

New inbox rule

MName
I Move messages from waseda-net@listwaseda.jp hé Enter a name fOt‘ the I’U|e
X ltwas received from... ¥ waseda-net@listwaseda,jp
1 ) > Select / enter the necessary conditions.
X | and it was sent to... - waseda-net@list waseda jp . .
Delete conditions with [x].
¥ | and it includes rdls in the subject + | Hello Add conditions with [Add condition].
Add condition

Do all of the following

th

~ || select one.. Click [Select one...] to sort messages
meeting the conditions into a specific folder.

e message to

Add action

Except if it matches any of these conditions |

Add exception Select folder
p— On the select folder dialog,
Note: Once the rule has been set, received Draits SF(%IECt the folder and click
messages meeting the conditions will be sorted ;::tdmm >
automatically into the specified folder. © Archive
Junk Emai

Note: Messages received before the rule was set

Maotes

will not be automatically sorted. Messages can be

RSS Subscriptions

“ Cancel

moved by right-clicking and selecting Move].

19



12. Automatic email sorting (forward all or specific emails)

You can forward messages containing specific information to another email address.
Note: You cannot forward messages placed in the spam folder.

12-1. Click the [Setting£X] icon at the top right of the top page and then click [Mail] under [Your app
settings] at the bottom of the settings menu.
Note: You may have to scroll to the bottom of the menu depending on your computer.

alw]|2 () A

Settings x "13. Automatic forwarding of emails" differs greatly in
the following points.

earch all <etsing D . .
Pointl: You can set the forwarding address more than

B : ) two
Automatic replies
Creste an automatic reply {Out of office) Point2: Spam mails will not be forwarded.
message.
Display settings
Choose how your Inbox should be onganized.
Offline settings Note

Use this com puter when you're not connected

12: Automatic email sorting (forward specific emails):
You can set the forwarding address more than two
13: Automatic forwarding of emails:

to a network.

Manage add-ins
Turn add-ins from your favorite app vendors

on and off. You can set the only one forwarding address

R If you set up both "12" and "13", only "13" of setting
Connect Qutlook to your favorite services. Wl” be Valld

Theme

Default theme

Notifications
On

Your app settings

Cffice 365

Calendar

People

12-2. Click [Mail] > [Inbox and sweep rules] and then click the [+] icon.

(© Options
Shortcuts Inbox rules
¥ General

Choose how email will be handled. Rules will be applied in t
4 Mail can turn it off or delete it.

4 Automatic processing =
m ¥

S ———
Automatic replies an Mame

Clutter W H-ML-Name: waseda-net

Undo send

| Inbox and sweep rules

Junk email reporting

20



12-3. [New inbox rule] page will open. Create a rule for forwarding messages.

H oK X Cancel

New inbox rule

=»| Enter a name for the rule

Select

M > Select / enter the necessary conditions
Delete conditions with [x].
Add conditions with [Add condition].

Add condition

Do all of the following

Select ane.
T > Select / enter action_s_ for messages
that match the conditions
Delete actions with [x].
Add actions with [Add action].

Except if it matches any of these conditions

Add exception

+| Stop processing more rules (What does this mean?)

12-4. On [When the message arrives, and it matches all of these condition] dialog, select and input
condition you want.

HoK X Cancel

New inbox rule

MName

‘When the message amives, and it matches all of these conditions

I Select one Tnen e |“|e1;age arrives, and it matches all of these conditions
\Selec: ane... -
Add condition
Select one...
Do all of the following .
It was sent or received >
Select one..
I 1t includes these words )I in the subject...
Add action
My name is 3 in the subject or body...
Except if it matches any of these conditions It's marked with s in the sender's address...
Add exception
: in the body...
+| Stop processing more rules (What does this mj It's * ¥

in the recipient’s address...

Its size is within the specified range...

in the meszage header.,

It's received within a specific date span...

1is mean?)
I [Apply to all messages] I
y 4
{ Specify words or phrases
Note: If you want to forward all messages,
[
select [Apply to all massages].

12-5. On right-hand [Specify word or phrases] dialog, enter
the words and phrases you want to set as conditions and
click the [+] icon to add them. (You can add multiple
words and phrases.)

Cancel

21



12-6. On the [Do all of the following] dialog, click [Forward, redirect or send].

H ok X Cancel ,

#  Forward the message to...

New inbox rule When automatically sending messages
received with the sorting rule, "FW:"
Mame designation is added to the beginning of

the subject line.

‘When the message armrives, and it matches all of these conditions Redirect the message to...
When redirecting a message received with

B a sort rule automatically, the message is
Add condition not changed and sent to the account
specified in the rule. It seems to the
Do all of the following recipient that the message is being sent

I select one. - | directly from the original sender.
Add action Do all of the following The function commonly called

. . "Forward" means "Redirect" in Office
. || Mowve the message to folder..
Except if it matches any of these condi 365.
Add exception Select one..
+| Stop processing more rules (What Mave, copy, or delete > Forward the message to..
Pin the message Forward the message as an attachment to..
Mark the message > IRedirect the message to... I
Farward, redirect, or send o | Seri‘;l text message to..

v Save | X Cancel
To:lo waseda-net@listwasedajp X

12-7. On the right-hand [Redirect the message to...] »

dialog, enter the forwarding email address and Search People jol
then click [Save]. |
Note: You can add saved email addresses by Your contacts By last name ~
clicking the [+] icon. (You can add multiple
addresses.)

o waseda-net@list waseda.jp +

VAN

Note: Mail addresses that do not conform to the international regulation of
the form of mail address may not be able to set up forwarding.
Example 1: "." Is used at the end of the local part
abc. @ Example.com
Example 2: "." Is contiguous
abc..123 @ example.com
If transfer to an e-mail address that does not conform to the regulations is
mandatory, please set it by the description method sandwiching the left part
of the @ mark in double quotes as shown below.
Description example
aaa. @ Example.jp — "aaa."@example.jp

22



12-8. Check your settings and then click the [OK] button.

XK Cancel

New inbox rule

Name

‘When the message armrives, and it matches all of these conditions

Select one.. hd

Add condition
Do all of the following
Select one...
Add action
Except if it matches any of these conditions
Add exception

+| Stop processing more rules (What does this mean?)

12-9. You can check inbox rules you created from the [Settings#£¥] icon > [Your app settings] > [Mail] >

[Mail] >[Inbox and sweep rules].

Note: You can apply "Edit", "Delete", "Add", "Enable / Disable", and other commands on rules.

(© Options
Shortcuts H Save X Discard
» General
4 Mail Inbox rules

4 futomatic processing

Automatic replies

can turn it off or delete it.
Clutter
Undo send =
+ 7@+ ¥
Inbox and sweep rules
Cn Mame
Junk email reporting
Mark as read v X-ML-Name: waseda-net

Choose how email will be handled. Rules will be applied in the order shown. If you don't want a rule to run, you

The rule you've =
to view it. Rules

23




13.

Automatic forwarding of emails

13-1. Click the [Setting#£X] icon at the top right of the top page and then click [Mail] under [Your app

settings] at the bottom of the settings menu.

Note: You may have to scroll to the bottom of the menu depending on your computer.

Automatic replies
Create an automatic reply {Out of office)

meszage.

Display settings
Choose how your Inbox should be onganized.
Offline settings
Use this computer when you're not connected

to a network.

Manage add-ins

Turn add-ins from your favorite a

on and off.

Manage connectors

Connect Qutlook to your favorite services.

Theme

Default theme

Notifications
On

Your app settings

Calendar

People

VAN

"12: Automatic email sorting (forward specific emails)"
differs greatly in the following points.

Pointl: You can set the only one forwarding address
Point2: Spam mails will also be forwarded.

VAN

Note

12: Automatic email sorting (forward specific emails):
You can set the forwarding address more than two

13: Automatic forwarding of emails:
You can set the only one forwarding address

If you set up both "12" and "13", only "13" of setting
will be valid.

24




13-2. Click [Maul] > [Forwarding] and select [Start forwarding]. Enter the forwarding email address in
"Forward my email to:" and click [Save]. To have forwarded messages remain in Office 365, check
the [Keep acopy of forwarded messages] check box.

(© Options
Shortcuts
» General
4 Mail
4 Automatic processing
Automatic replies
Clutter
Undo send
Inbox and sweep rules
Junk email reporting
Mark a= read
Message options
Read receipts
Reply settings
Retention policies
4 Accounts
Block or allow

Connected accounts

VAN

Note: Mail addresses that do not conform to the international regulation of
the form of mail address may not be able to set up forwarding.
Example 1: "." Is used at the end of the local part
abc. @ Example.com
Example 2: "." Is contiguous
abc..123 @ example.com
If transfer to an e-mail address that does not conform to the regulations is
mandatory, please set it by the description method sandwiching the left part
of the @ mark in double quotes as shown below.
Description example
aaa. @ Example.jp — "aaa."@example.jp

I Forwarding

POP and IMAP

X Discard

Forwarding

® Start forwarding
Forward my email to:

tohkuma@waseda.jp

+"| Keep a copy of forwarded messages

25




14. Configuring signatures

14-1. Click the [Setting£X] icon at the top right of the top page and then click [Mail] under [Your app
settings] at the bottom of the settings menu.
Note: You may have to scroll to the bottom of the menu depending on your computer.

ala| 2 ()

Settings x

Automatic replies
Create an automatic reply {Out of office)

meszage.

Display settings

Choose how your Inbox should be onganized.

Offline settings
Uz this computer when you're not connected

to a network.

Manage add-ins
Turn add-ins from your favorite app vendors
on and off.

Manage connectors

Connect Qutlook to your favorite services.

Theme

Default theme

Notifications
On

Your app settings
o
Calendsr

People

26



14-2. Click [Mail] > [Email signature], enter a signature, and click [Save].

(© Options
Shortcuts
» General
4 Mail

» Automatic processing

4 Accounts
Block or allow
Connected accounts
Forwarding
POP and IMAP

4 Attachment options
Storage accounts

4 Layout
Conversations
Focused inbox
Link preview
Message format
Message list
Quick actions
Reading pane

Clean up mailbox

Email si

e

When this is checked, the
signature will be added
automatically to all new
messages you create.

fiutomatically include my signature on new messages | compose

flutomatically include my signature on messages | forward or reply to

n B

I

U 84 A & A = =V

27




15.

Configuring out-of-office messages

15-1. Click the [Setting£X] icon at the top right of the top page and then click [Mail] under [Your app

settings] at the bottom of the settings menu.

Note: You may have to scroll to the bottom of the menu depending on your computer.

Automatic replies
Create an automatic reply {Out of office)

meszage.

Display settings
Choose how your Inbox should be onganized.

Offline settings
Uz this computer when you're not connected

to a network.

Manage add-ins
Turn add-ins from your favorite app vendors
on and off.

Manage connectors

Connect Qutlook to your favorite services.

Theme

Default theme

Notifications
On

Your app settings

Cffice 365
Calendar

People

ala| 2 ()

Settings x

15-2. Click [Mail] > [Automatic processing] and change settings as needed. Then click [Save].

© Options

P
| Automatic replie:

Junk email reporting
Mark as read
Message options
Read receipts
Reply settings
Retention policies

4 Accounts
Block or allow
Connected accounts
Forwarding
POP and IMAP

4 Attachment options

» General

4 Mail . . Automatic 'eD“eS

Clutter
Undo send & Don't send automatic replies
Inbex and sweep rules Send sutomatic repliss

Thu 9/28/2017

Fri 9/28/2017

Create automatic reply (Qut of Office] messages here. You can set Lour regl\- to start ata g’f

Storage accounts

VAN

In the [Automatic
processing], there are two
setting fields for inside and
outside the organization,
so if you do not specify it in
particular, please set both.
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16. Contact us

16-1. If you experience problems with any of these operations, please contact us at the following
address.

Waseda Mail Contact Office
IT Help Desk
Email: waseda-net@Ilist.waseda.jp
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