OAH’S ELECTRONIC
CALENDARING
SYSTEM



- 4 Easy Steps for E-Calendaring




Go to:

webmail2.state.mn.us

Do not enter “www” or “http://” or
“https://” before the web address.




2. Enter User Name and Password

—t

you have not signed up for

Outlook Web App user name and password

et:

X O

Security { show explanation

@ This is a public or shared computer n quil YOUI' nqme, firm
() This is a private computer
name and phone number

to OAH at
leeann.cary@state.mn.us

Use the light version of Outlook Web App

Domain\user name:

Password:

Connected to Microsoft Exchange
2 2010 Microsoft Corporation, All rights reserved.




At first sign-on — Check Time Zone

7 When this window 11 Click the dropdown
appears (first time box and select “UTC
upon sign-on) Central Time”

[= Universal Time Zone, Central Time Zone, US & Canadal]

6m|00k'web App UTC-07/00) Arizona - P

UTC-07:00) Cl La Paz,

UTC-07:00) Mountain Time (US & Canada)
C-06.00 CemmlAme

1(UTC—06:00) Guadalapra. Men'co Clly, Monterrey
»(UTC-06.00) Saskatchewan

Fis S ‘(UTC-OS :00) Bogota, Lima, Quito

If you have low vision and use a screen reader or high contrast \(UTC-05:00) Eastern Time (US & Canada)
settings, you can select the check box below to optimize Outlook Web |(UTC-05.00) Indiana (East)

App for this and all subsequent sessions. After you sign in, you can 1§UTC-04:00) Asuncion

modify this choice at any time using Options. |(UTC-04:00) Ammc Time (Canada)
fy y g Op! ,(gCﬁ %) c o e
[ Use the blind and low vision experience !zmg'm 00} o Lapaz, Juan
(UTC-03:30) Newfmndland
UTC-03:00) Brasiha
UTC-03:00) Buenos Aires
UTC-03:00) Cayenne, Fortaleza
UTC-03:00) Greenland
UTC-03:00) Montevideo
UTC-03:00) Salvador
UTC-0200) Coordinated Universal Time-02
UTC-02.00) Mid-Attantic
UTC-01:00) Azores
UTC-01:00) Cape Verde Is.
UTC) Casablanca
UTC) Coordinated Universal Time
UTC) Dublin, Edinburgh, Lisbon, London >
(UTC) Coordinated Universal Time -

Choose the language you want to use.

Language:  English (United States) v

Time zone:

(UTC) Coordinated Universal Time v

R ——

Connected to Microsoft Exchange
© 2010 Microsoft Corporation. All rights reserved.

Connected to Microsoft Exchange
© 2010 Microsoft Corporation. All rights reserved.




3. Click on ‘Calendar’ icon

OTtlookWebApp

Mail > Inbox O Items

4 Favorites =) New ~ Delete + Move~ Filter + View ~ P
@ Inbox
m Unread Mail
Sent ftems Conversations by Date ~ Newest on Top

\ Search Entire Mailbox jol

There are no items to show in this view. =
4 77Mottaz, Tom (OAH)

Inbox

@ Drafts

@ Sent [tems

@ Deleted Items (16)

£@ Junk E-Mail
la] Notes
() RSSFeeds

[ & Search Folders

4 Contact List
4 Other Contacts

Ma rambmebe i bhis .-..\-.mﬂ

[E Contacts
Tasks

Q Public Folders




4. Enter “Unavailable” Time
N

1 Select date and time you are unavailable

11 Click “New” in upper left to create new appointment

O*;J'trlook'Web App sign out | Z7Mottaz, Tom (OAH) & -

Calendar » September, 2013 W& rind someone Options = @ ~

< 2013 ) Delete  GotoToday [ [ B4 g Share - View - &g
>

Jan Feb Mar SuNaay monaay TUesday wednesday nursaay f’Ca saruraay
Apr May Jun Sep 55501M 2 3 4 5 6
Jul Aug m
Oct MNov Dec
8 9 10 11 12 13 14
4 My Calendars
% Calendar
15 |16 17 | 18 19 20 21
U e
22 23 24 =25 26 27 28
@ L
ﬁ Calendar
Contacts 29 30 Octl 2 3 A g
@ Tasks

@ Public Folders



. For the Subiject field enter: Unavailable or U/A
- Leave the location field blank
- Set Start Time and End Time for unavailability

- Click on “Save and Close”

7 https://webmaill.state.mn.us/fae=ltem&ta=New&t=IPM.Appointment&tid=LgAAAAAeawehOL/OKL | gsDr3xBtNA - Windows |

Saveand Close (J | <& - HE ¢ $ 8- & HTML v

Appointment Scheduling Assistant

Subject: U/A

Location:

Start time: Mon 12/22/2014 v 1:00 PM v [C] All day event

End time: Mon 12/22/2014 v 500PM v

| Reminder: 15 minutes v Show time as: MBusy v | Private
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- What we'll see at

Mew - Delete Goto Today [0 @m S8 share- view- @&

<

> 22 monday 23 tuesday 24 wednesday 25 thursday 26 friday




Important Guidelines...

Do not use the email
functionality associated with this
account to send messages. It will
not work.

Do not “decline” or propose
new times for appointments on
this calendar. Your only option is
to “accept” the appointment.
Please follow OAH’s historical
procedures to request
continuance or have a matter
rescheduled when necessary.
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E-filing Pretrial Statements
—

Oabh.pretrialstatements@state.mn.us




- WC Listserv

http://mn.gov/oah/workers/announcements




oo

Contact: LeeAnn Cary
OAH Scheduling Supervisor
LeeAnn.Cary@state.mn.us
651.361.7832



mailto:LeeAnn.Cary@state.mn.us

