Logging into Outlook Web Access:

***MFA needs to be setup before accessing OWA, you can enroll at this link***

Open Internet Explorer, Chrome or other browser internally or externally.
Navigate to: https://email.co.dakota.mn.us
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(® signin

Enter your domain\username (i.e. core\abc123)
Enter your Dakota County user id (5-digit character id).

This is your Dakota County login id when logging into a Dakota County PC.
Be sure to add “CORE” before login id. For library users, add ‘DCL”".

Enter your Dakota County Network password.


https://www.co.dakota.mn.us/Government/IT/Accounts/Pages/enrolling-in-mfa.aspx
https://email.co.dakota.mn.us/

If MFA was setup correctly you will be prompted to enter an MFA code or approve the connection
through the Microsoft Authenticator app on your mobile device.

If a text is received enter the verification code into the box on the computer.

1. Below is what will be displayed on the computer

For security reasons, we require additional information to
verify your account (jnpi2@co.dakota.mn.us)

We've sent a text message with a verification code.
+X XXXXXX8427

Verification code

Enter your verification code

2.
400281
Use this code for Microsoft
verification
Now
3.

4. Above is a sample text of the verification code
received on the cell phone

If a notification is received, click Approve on your cell phone

Authenticator * now ®

Approve sign-in?
Dakota County

Joshua.Nagel@CO.DAKOTA.MN.US

After login is complete, access to Email, Calendar, Address Book, and Tasks are available

Note: Personal Folders are not accessible through OWA



Email Screen View
“— R ™ o 55 |

eé‘ 2 reaps ver Aok RS O T & < || @ Mail - Doe. Jani

Fle Edt e Favortes Tosls Help

E“-I—_

Search Mail and Peaple jol @ New | ¥ [l Delete & Archive Junk | ¥ Sweep Movetov  Categories ¥
. A ) yn -
o Favortes 5 Inbox |Z| alvl | test on DB12 7 A
Inbox Yesterday -~
. . H Replyall | v
Sent Items Klein, Matt g&’\ Klem, Matt -
* teston DB12 Wed 919 AM “ o: Doa, anice; ¥ Wed 519 A0
~ Doe, Janice Gotit. Matt Kiein Sr. Systerns Adrr
o it ) Got it.
Klein, Matt
test ¥ test of Janiced on DB11 Wed 859 AM Matt Klein
Drafts 1 Tt MR & ms Administrator
Sent Items Klein, Matt
AN 550
Deleted Items ¥ Teston DE10 Wed £34 AM 120N
Conversation History
Junk E-Ma Tismestey
Notes Klein, Matt Doe, Janice
¥ teston DBOT Tue 3:38 PM
David P. Jorissen
> External test #2 to Exchange 2016 user Tue 1209 PM
David P. Jorissen
External test to Exchange 2016 user Tue 1204 PM
Jorissen, David
Testing intemal maiflow. Tue 1200 PM
Toct v
1 = New Mail Button Click on this to create a new email or Calendar event.

2 Outlook Navigation Icon Use this blue icon to change between Mail, Calendar, Contacts (People),
and Tasks.

3 Personal Settings Bar You may log out, change mailboxes, manage your email auto replies,

change your password, change other Outlook settings, etc. on this bar.

4 Actions Pane In this area of the window, you may choose what you would like todo

with the selected email.

5 = Mail Navigation Pane This area you can choose which mailbox folder you want to view. The blue
shading shows which mailbox is selected.

Emails list Pane This pane lists the emails in your selected mailbox. The blue shading
shows which email is selected.

Preview Pane This pane shows the contents of the selected email.
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Calendar Screen View
o )

3 Calendar - Doe, Jani

-I_——

L Search Calendar

< September 2016

S M T W T F

4 5 6 7 8 9
11 12 13 14 15 16
18 19 20 21 22 23

25 26 27 28 29 30

«

>

s

n

10

17

24

@ New | ¥

8 Add calendar v

O Share v = Print

1la

1p

>

My calendars
Calendar

Other calendars

[¢]

< » Thursday, September 01, 2016 ~ Day Work week Week Month = Today

1 | New Appointment

Click on this to create a new Calendar event or email message.

2 Outlook Navigation Icon Use this blue icon to change between Mail, Calendar, Contacts (People),

3 = Personal Settings Bar

4 Add/Share/Print Bar

and Tasks.

You may log out, change mailboxes, manage your email auto replies,

change your password, change other Outlook settings, etc. on this bar.

Add additional calendars. Share calendar to others. Print items in
calendar.

5 Monthly Calendar Pane This will display the selected day. It will display just one day ormultiple

days, depending what you choose on the Month/Week/Day Pane.

Calendar Selection Pane Sselect which calendar(s) to display (own, co-worker, etc.)

7 Selected Day Display

This will display the selected day. It will display just one day ormultiple
Days, depending what you choose on the Day/Work Week/Week/Month
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New Contact Button Click on this to create a new person (contact) or contact list.

Outlook Navigation Icon Use this blue icon to change between Mail, Calendar, Contacts (People),
and Tasks.

Personal Settings Bar You may log out, change mailboxes, manage your email auto replies,

change your password, change other Outlook settings, etc. on this bar.

Modify/Edit Bar

Edit, delete contacts. Create personal contact lists.
Contact Navigation Pane Select which contact list you would like to display. Selected contacts will

be shaded in blue.

Contact List Pane This pane lists the contacts in the selected Contacts List.

Contact Display

Shows information about the selected contact.
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1 New Task Button Click this to create a new task.

2 Outlook Navigation Icon Use this blue icon to change between Mail, Calendar, Contacts
(People), and Tasks.

3 Personal Settings Bar You may log out, change theme, change your password, change
Options, etc. on this bar.

4  Modify/Edit Task Selecting the task will show to categorize, delete or move.
5 Task Navigation Bar Select the task to display.
6 Task Listing Pane Displays the selected Task

7 Task Listing Pane Displays the selected Task



Frequently Asked Questions

Topic Question Answer
Calendar How do | display only e Inthe Calendar view screen, upper right corner choose Day, Work
today’s calendar? week, Week or Month.

Day Work week Week Month = Today

Calendar How do | display another Any calendars you have permission to view are listed in the Calendar
person’s calendar? Selection Pane. Click on the desired Calendar under Other calendars
to display that calendar.
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Email How do | modify sorting of e In the Mail List Pane, click on “All”. A drop-down menu will
emails in my Inbox? appear with your choices for sorting emails.




Topic Question Answer
Inbox Al
Imposrtance
Klein, Matt
e Click on one of the items under Filter
e Click on one of the items under Sort by
o CONVERSATIONS — checked allows you to see all emails
related to the email selected, and which mailbox each one is
in.
Out of How do I manage my Out of | e Click on the settings icon (looks like a gear) at the top right of the
Office Office message? OWA screen. A drop-down menu will appear:
T
Refresh
Automatic replies ‘
Display settings
Manage add-ins
Offline settings
Change theme
e Click on Automaticreplies.
e An Automatic Replies window will appear:




Topic

Question

Answer

v OK ¥ Cancel

Automatic replies

Send 1 reply once to each sender inside my ceganization with the foliowing message:

B I U MA & A S Ze3x v

e Click “Send automatic replies”, enter the dates you want
the message to appear, and enter the message.
e When finished, hit the Ok button.

Password How will | be notified if my On the Outlook Navigation Bar, a message will appear when your
password will expire soon? password will expire in 14 or fewer days. It looks like this:
I -

PASSWORD EXPIRATION

Your password will expire in 13 days.

Would you like to change it now?

yes no

Changing How do | change my e Click on the settings icon (looks like a gear) at the top right of the
password password and view OWA screen. A drop-down menu will appear:
and additional options? ‘
additional
options - @

Refresh
Automatic replies
Display settings
Manage add-ins
Offline settings

Change theme

Options _

Click on “Options”.
Far left, click on General -> My account




Topic

Question

Answer

e Inright pane, towards bottom click “Change your password”.

@ Options

Shorteuts
« General
My account

e After saving, you might need to re-enter your name and
password and sign-in again.

e Additional settings can also be viewed/adjusted under
General and Mail.

Tasks

How do | mark a Task as
complete?

e On the Tasks Listing Pane, select the Task you want to
mark complete by clicking on it.

e Click on the Mark Complete Icon (looks like a clip-board witha
check-mark oniit).

FLAGGED ITEMS AND TASKS ITEMS BY DUE DATE
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