
BPSD Outlook Web Access—User Guide 
 
Below is a screenshot of the email system BPSD will be migrating to starting on June 1, 2010. 
This handout will point out the more common features that everyone will use. As well as Mail, 
note the Calendar and Contacts tabs. 
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Logging On 
 
1.  From the BPSD website at www.bpsd.mb.ca, click on Staff email on the left side under 
Popular Links. 

2.  This is the login screen. Put 
in your username and password. 
Passwords are case sensitive. 
When you are logged on you 
will see a screen like the one on 
the previous page. If you log on 
as a public computer, you will 
be logged out after 6 min of in-
activity. If you log in as private, 
you will be logged out after 6 
hours of inactivity. Only log on 
privately at home or at a teacher 
station. If you are logged in pri-
vately, be sure to log out before 
you shut down the web browser. 
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Changing your Password 
 
1.  On the blue Outlook bar, click on Options. 

2.  On the left under 
Options, scroll down 
to Change Password 
and click on it.  

3.  Type in your old password and your new password. Passwords should contain a 
mixture of numbers and letters. Remember...they are case sensitive. 
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Including a Signature in your Outgoing Mail 
 
1.  On the blue Outlook bar, click on Options. 

2.  Under Options on the left side, choose Messaging. In the E-Mail Signature, type the sig-
nature you would like to include. By default, the signature will be automatically included on 
all outgoing messages. Change this if you wish. Click the Save button near the top of the 
page.  
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Sending an e-mail 
 
1. If you are not on the Mail tab, click on the mail tab on the left side of the screen. Tabs 

like Mail, Contacts, and Calendar are arranged vertically.  
2. Click on the New button near the top of the window.  

3.   Fill in the To...box with an email address, fill in the subject line, then type your message in 
the space above your signature. Notice when you have a signature included you can see it in 
you outgoing e-mail. When you are finished, hit the send button. Hover your mouse above the 
symbols to find out what they do.  
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Adding an Attachment 
 
1. When you are composing an email, add an attachment by clicking on the icon that 

looks like a paper clip.  

2.  You will get a window like the one below. Click Browse then navigate to find the file you 
wish to attach. You can attach more than 1 file by clicking on Choose more Files. Once you 
are finished, click on the Attach button.  

3.  Your attachments will appear in the Attachment line. When you are finished the email, 
click the Send button.  



Outlook Web Mail User Guide Page 7 

Viewing your Mail 
 
1. When you click on your name at the top left side of the screen you will see new mail. 

By default the mail window is divided into two columns. Mail list is on the left. When 
you click on an item on the left, you can read the mail on the right column. By clicking 
on the arrow next to the Show Hide Reading Pane, you can choose Off, Right, or Bot-
tom. Set your preference.  

2.  To save space you may wish to compact your subject lines in the left column. To do so, 
Click on the icon shown below and your subject lines will be changed to a single line each.  
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Managing your Mail 
 
1. To delete a message, right click 

the message and choose delete 
or left click a message and 
choose Delete from the menu 
bar.  Note that you can also Re-
ply, Forward, or Move this 
message to a folder. 

 
 
 
 
 
 
 
2. When you delete items from 

your mail the items are trans-
ferred into a Deleted Items 
folder and will remain there un-
til you delete them 
from that folder. 
Click on the Deleted 
Items folder, then 
choose a single item 
or multiple items us-
ing Shift or Ctrl keys. 
Once items are se-
lected click on the 
Delete icon or right 
click a selected item 
and choose Delete.  

 
 
 
 
 
 
3. A dialogue box will pop up ask-

ing if you want to permanently 
delete the selected items. Click 
on OK. 

 



Outlook Web Mail User Guide Page 9 

Address Book vs Contacts 
 
1. In Outlook Web Access the Address book consists of two parts: a Global Address Book 

and Contacts List. The Global Address book is maintained by the school division. All 
division employees will be in this Global Address book. 

 
2. The Contact List is personal for each user. These are the contacts you want to add for 

your personal list. 
 
3.  To search the Global Address Book, click on the address book icon to the left of  

4. The Address Book consists of the Global 
Address List and Contacts. Click on Global 
Address list to find all division employees. 
Click on Contacts to see your personal con-
tacts. 

 
 
 
 
 
 
 
 
 
 
5. Click on an address or contact, then click the 

New Message icon to open a new outgoing 
email. You can use shift or control to select 
a number of contacts then click the New 
Message icon. The message will go to all 
contacts you selected. 



Adding Contacts 
 
1. You can add contacts in most views. 

Click on the Contacts tab on the left.  
Then click on New and select Con-
tact. 

 

2.  The critical information that 
should be included on this win-
dow are First Name, Last Name, 
email, and Display as. All other 
information may be filled in at the 
user’s discretion. When you are 
finished, click on Save and Close. 
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Creating Distribution Lists 
 
1. You can create groups that you regularly 

sent email to. For example: a group of all 
science teachers or Grade 3 teachers. 
These groups are called distribution lists. 
You create the list, then when you need to 
email all those in the list, you send  

 
2. You must have users in the Address Book, 

either in the Global Address Book or in 
your Contacts list. If they are not there, 
create them in your contact list first. 

3. From any screen, go to New and choose 
Distribution List.  

 
4. Give the list a name like Grade 1 Teachers or whatever is relevant to 

the group you are creating. To include members start typing a name 
and a user name will pop up like the Dianne example below. Click on 
that name and then click Add to List on the right. Repeat until all 
names are added. 
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Organizing Folders and Files 
 
1. Mail you need to keep can be organized into folders on 

the left side of the Mail Window.   
 
2. To create a new folder, right click your name and se-

lect Create New Folder. 
 
3.  Give the folder a suitable name.  
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4.  One way to move 
mail into a folder is to 
click and drag it into a 
folder. In this example I 
dragged Mike Good-
man’s email into Prin-
cipals folder and am 
about to release it.  

5. Another way to 
move mail into a 
folder is to right 
click and select 
Move to folder.  

 
6.  Deleting or renam-
ing a folder—right 
click a folder to delete 
it or to rename it. 


