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How to Access OWA

1. On the Aspirus microsite “Welcome” page under “Applications & Systems” click on
“Citrix”.

(74

ASPIRUS

WELCOME ABOUT ASPIRUS HR & BENEFITS TIMELINE JOB AIDS & TRAINING Q&A

1IQ! Together, for the Best in Rural Health.

Daily COVID Self-Attestation
Together > Welcome

ax
Applications &
Welcome Pl
Information on how to access
Aspirus Health eagerly awaits final approval for the agreement that would see seven Ascension hospitals, 19

the applications and systems
below will be provided by
Aspirus.

physician clinics, and air and ground medical transport services in north and central Wisconsin join our system.

Inspiration for Coming Together

H o

health

Citrix

Gateway into the Aspirus
network for access to
internal systems and

We are mission-driven to provide  Toether, we can provide access to liforiation
to thriving rural communities. consistent,
unparalleled care to rural Vitsesitd i nak -
itie it the region.
Global Human Resources
_y " (GHR)

Joining Aspirus Aspirus HR portal for benefit
Joining the Aspirus system will be a big change for more than 2,000 impacted employees and clinicians, but one enrollment, employee

that should be viewed with great excitement. Aspirus has a strong reputation for clinical quality and service, and Informationand more;

whila it’s triie that Asnirus nrovides hish-auality care it’s our neanle that sef us anart

2. Login using your network username and password.

@ Login

NetScaler AAA

f1imprivata
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3. Select “Apps” and then “All Apps”.

(A) Home
| Apps
Recents  Favorites View all applications
Favorites
All Apps I e
| Microsoft
[ Desktops > Edge
] Files
Desktops

Recents  Favorites Viewall

Files

citrix D

4, Select “Outlook on the Web”.

@7 ASPIRUS
Q) Home
Apps
B Apes
AU o Al
Aot Favorites
All Apps
\ m ﬁ Categories
o
O Deskuops Epic
Aspirus. Aspirus Calculator Classroom 1- Classroom 1- Classroom 2- Classroom 2- Classroom 3- Classroom 3-
7 Fi Safety Zone Safety Zone Central Eastern Central Eastern Central Eastern
07 Fies
: ~ ~ 3
o o = = O < O e
Employee Epic Read- Epic Read- Internet
i Epic Central Epic Eastern Oy Certel ot Halogen Healthstream Infor GHR it
‘ © © [ & =} = ) e =]
Intranet Kronoe Ki6nos Microsoft OLDTST OLDTST OpenOffice OpenOffice OpenOffice
Edge Central Eastern Calc Impress Writer
cifrix ‘@
Qutlagkon QutiookOn Playground Playground POC Central POC Eastern PolicyStat Jemote Service Now :

Reviewed 08.04.2021

Page 2 of 13



¢/ Outlook on the Web (OWA):

ASPIRUS = ser Guide

HEALTH

Creating Folders
1. Right click on your name.
a. Click “Create new folder”.
b. Type in the name.

TestMaill

~ TestMailbox2021
Create new folder
Inbox

Drafts

Sent ltems

Empty folder

v Deleted ltems
Add to Favorites
Junk Email

Notes
Mark all as read

Creating Subfolders
2. Right click on the folder.
a. Click “Create new subfolder”.
b. Type in the name.

A VET]

Search Mail and People jo, @ New |V
Favorites Inbox
A~ TestMailbox2021
Inbox
Create new subfolder
Draf

Empty folder
Junk Email

Add to Favorites
Notes
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Creating an Email Signature
1. Click on the gear icon on the upper right part of your window.
a. Click “Options”.

Search Mail and People }3 @ New|Vv (L Refresh

Automatic replies
Favorites Inbox Filter v
~ TestMailbox2021 Display settings
~ Inbox
Change theme

Important Emails

Drafts Options

2. Click “Email Signature” on the left-hand pane.

(© Options
Shortcuts H Save X Discard
» General
«Mail Email signature
V! Automatical m; m L
Autom my sig m

11
<

& B 1 UM A K A D

Test Mailbox
Aspirus Wausau Hospital
x72300

Email signature

3. Standard Aspirus email signature:

Name Here, Credentials (ex. RN)
Title — Department

Aspirus Health | aspirus.org
Address | City, State Zip

0: XXX XXX XXXX

m: XXX XXX XXXX
First.Last@aspirus.org

/1

7 ASPIRUS'

— HEALTH
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Setting up your Out of Office Message

1. Click on the gear icon on the upper right part of your window.
a. Click “Automatic replies”.

Search Mail and People jo @ New|v oo Refresh
Automatic replies
Inbox Filter v
A TestMailbox2021 Display settings
~ Inbox
Change theme
Important Emails
Drafts Options
Sent ltems
Deleted Items
Junk Email
Notes ~{ I~

2. Select “Send automatic replies”.
a. Create your message in the text box provided.

v OK X Cancel
Automatic replies

ffice) messages here. You can set your reply to start at a specific time, or set it

B I UPMA LA S Z€3xvV

| am currently out of the office. For immediate assistance,
please contact the Service Desk at x72300. Thank you

***You can also choose whether to send automatic replies to external senders or just to
internal senders in your contact list.
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Giving a Delegate Access to Your Calendar

1. Click the blue waffle in the upper left next to “Mail”.
a. Click “Calendar”.

=

Calendar People

2. Right Click “Calendar”.
a. Click “Sharing permissions”.

~ Your calendars

Calendar

Sharning permissions
Permissichs.

Color >

Charm ¥
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From here you type in the respective user you would like to share access with. After selecting
them, you will be given a drop-down menu next to their name where you can select their
access.

0

™ Send X Discard

Delegates will receive copies of all your invitations.

Share with:

Let delegate view private events Availability only

Limited details

Subject: Full details
I'd like to share my calendar with you Editor

Calendar: + Delegate
Calendar -
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Sending a Secure Email
1. Click the “New” drop down.
a. Click “Email message”.

@ MNew W

Email message

Calendar event

2. Inthe subject line type “secure:” without quotations.

= Sand fi Attach Discard
The following recipient is outside your organization: lake, Remave recipient
To ) Jake X
Cc

cecure: this is a test

Testing subject line encrypt‘ior{

m Discard @j @ @ &»‘ b

***This is only for external recipients.
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Opening a Secure Email
1. The recipient will need to open the secure message by clicking the “Click here”.

this is a test Inbox X

mwme -

/[

This is a secure message.

Click here by 2021-08-12 12:38 CDT to read your message.
After that, open the attachment.

More Infg

2. If you click “Click here” within the first few seconds of receiving the email, you may
receive the following message.

e Passica for excellesce. Compassicn for pecole

Message Not Found

The message you requested is not yet or no longer
available on the server. Please try again or open
the attachment to read your message.

***|f you receive this message please wait a few more seconds, then click “Click here” again.
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3. If you do not have an account, you will be prompted to create one. After creating your
account, you will be able to log in.

ASPIRUS

Passicn for excellesce. Compassion for peogie,

Login
Log in to Email Encryption

@gmail.com

Password =

Forpot Password

4. Once logged in you will be able to reply/view you secured messages.

V a for excelles xion §: ople.
. Inbox || Sent this is a test
Jacob Jul13,12:38PM | “ | From: Jake
thisis a test Tos dke

Cec
Jacob Jul 12, 10:23 AM Sent  7/13/2021 12:38:42 PM
testing

Testing subject line encryption
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Scheduling a Meeting
1. Click the “New” to drop down.
a. Click “Calendar event”.

@ MNew

Ermail message

Calendar event

2. Populate the necessary fields.
a. To add people, type the recipients in the box to the right that says add people.
As you type their name, a box will pop up that says “search directory” which will
search the address book based upon the name you entered.

H Save [ Discard [ Attach Charm v  Categorize v & X

Details W Feedback Peopld® scheduling assistant
+

TestMailbox2021

B
(@]
W
=]
I
b3
>,
4
|»
i
i
[
¥l
<
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1. Click the blue waffle in the upper left next to “Mail”.

Search Mail and People ,O

Favorites

A TestMailbox2021

2. Click “Calendar”.

Calendar

3. Click “Add Calendar”
a. Click “From directory”.

,O Search Calendar @ New|v &l Add calendar v Q
« Secondary calendar
< July 2021 > < > Jub
*  Birthday calendar
s MTIT W T E § Sunday Mon  From file

N2 3

From internet
4 5 6 7 n 9 10

From directory
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b. Type in the name and hit enter or use the “Search Directory” function.

Open calendar

From directory:

Jake Sp

Jake 5
Jacob.s

p Search Directory

4. Their calendar will then appear in the left-hand pane and if they are sharing their details
with you, you will be able to see their meeting details.

A~ Your calendars - 2.
2p Webex
Calendar 3p Update
3p Update
~ (Other calendars 4p Daily R
@ Jake 5 ' 12
11a Aspiru
3p Update
3p Update
4p Daily R

***To share the details of your calendar with others follow the Giving a Delegate Access to
Your Calendar steps above but select either “Availability only”, “Limited details”, or “Full
details” in the dropdown.

If you have questions about this process or would like more information, please contact the
Ascension Help Desk at 877-640-1416.
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