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Start and Exit Campus Deskmail

IST& Call Center: 216-687-5050 to report any computer or eMail related issue
To start Campus Deskmail:

Start—> Programs— Lotus Applications — Lotus Notes 8.5

Or click on icon ...
A

5

Logging In

Use your Campus Deskmail / Lotus Notes password.

Lotus Notes [ |
User name: | Email ddmiristrator/email. administrator/ CSUOHIO v |

'P" Pazzword: |
=

Al location: | Email &dministrator v |

Forgat your password?

Logln E it

If unable to access, please contact the IS&T Call Center



Logging Out

Click on the ‘X’ in the upper-right corner ....

i Workspace - IBM Lotus Notes

IBEFERbLDEAelBaxd B2 @GPEEEBD

s

or in the upper-left corner select ‘File’ then select ‘Exit’

7 warkspace - IBM Lotus
SN E)it view Create Actior

3
Open 4
Close Esc
AukoSave L4
Application 4
Replication 4
Locations L4
Preferences. ..

Properties AlE+Enker

Security 4
Sametime L4

:i Close A i i



Changing Your Password

The password for Deskmail is not the same as that used for CampusNet or Campus Webmail. The
Deskmail password is independent of them and must be managed separately.

To change the password, it can be changed to the same one as used for Webmail, open and sign onto your
Deskmail account as you normally would.

1. Select ‘File’ (upper left corner of the client), select ‘Security, select ‘User Security’, you will
be required to enter your current password.

GIEN Edit  Wiew Create Actions Tools Window Help
Mew 4
Cpen 4

Clase Esc )G EE

AutoSave L4
Application 4
Replication 4 é (=] =
Locations L4

Page Setup... SG Calendar Drowntime Log
on fzemlla on fzeml2b

Preferences. ..
Properties Al+Enter

Security

Sametime

Close All
Exit

2. The ‘User Security’ screen will appear, select the ‘Change Password’ button. You will be
asked to enter your current password once again.

User Security

2=  Security Basics
€ [ Your Identity Mame E mail & dministrator/email. administrator/CSUOHIO
{8 = Identity of Others 1D File C:\Program Fileshlotusnotes\dataiemailadmin. D
& © What Dthers Do ID File encryption strength 64 bit RC2 Mail Recovery D .. |
<G8 ¥ Notes Data 1D File expiration date 034114200 Renew... |
& Mail
.
To change your password, click here ( | Change Pazsword... |)
IF pou think someone knows your Motes password, click here LCompromized Password... |
[ Don't let administrator set Domino web/nternet password to match Motes password
] Dan't prompt for a passward from other Motes-based programs [reduces security]
[¥] Automatically lack my Motes 1D after a0 EI: minutes
ok | Close




3. The ‘Change Password’ screen will appear, enter the new password in the fields indicated
(the password will be blocked out with “X” as it is typed). Select ‘OK’ when complete.

Enter new password SOOI

Be-enter new password /| MoOOOOOO0OOOOOOOOOOOOOOOO0ON

Encryption Strength 54 bit RC2 v |

Tips for creating a good password

1. Your password quality iz required to meet the standards for level:
Allow weak, password, despite risk of being guessed by trial and error (5]
For example [note: do not use this example]; dogoat

2. Your new pazsword must differ from vour last 50 pazswords,

3. Use upper and lower case letters, numbers and special characters.
For example: YRUTwing2Guess?

4. For a pazsword that iz eazy to remember, use a phraze or zentence.
For example: | live in Boston!

B, Awoid using a zingle name or a single word found in a dictionary.
For example, do not use: Shakespears

] Cancel |

4. You will return to the ‘User Security’ screen, select ‘OK’ to exit the screen.



Concept — Screen/Tabs

In Campus Deskmail, you can have multiple screens opened. These are displayed as tabs near the top of
the window.

In this example, I have 4 screens opened. The white tab is the currently displayed screen.

@ csu E-Mail Directory - People - IBM Lotus Notes
File Edit View Create Actions Tools ‘Window Help

@I {h\ Home h Ermail Administrator - Mai t- Emergency LJ CSU E-Mail Directory - People = _

IBEFE R EDE 0t ~

To close a
screen, click
on the ‘X’ in it
tab

To move to
another open

screen, click on
its tab

Reading eMail

Reading New eMail
There are two ways of reading your eMail, the first being in a preview mode, the second is opening it.

To preview the email, open the preview pane, by selecting the preview tab the bottom of the in-box view
or by selecting ‘Show’ and then the preview setting desired.

[+ Subject Date v
rince New eMail 07/28/2009 09:43 A

Preview on Side
Hide: Preview

Individual Messages
Conversations

Unread Only

i : :1{‘=t=q open or collapse preview panei
< OR

~_ —= -



After the preview pane is opened, select the email to preview and the text will appear in the preview pane.

4 Home

Search
@ Flrew = Elreply - @Remv To sl v (2 Forward - - [|> + Mark bz T '@' More + @ [CH show -
= 1Sender Subject Size & &

Carl R Prince ey email

From: Carl R Princedcprinced CEUOHIC To: email, administrator@csuchio, edu =
Subject: This is & new ermail [

This was a new email sent to the email administrator account

To open the email, double-click on the message.

rﬁ‘ Sl Admi fars el = @ Thisis anew emal _

||@9@2@%oéﬂéé@a-f?hﬂ@sbs;%||ﬂv@N%@‘%~ @29 I(@ - Q)
@ || 71 rew /=1 Reply ~ G&IReplyto All Y [2) Forward » [ Tab for this message

&

? This is a new email

&t Q Carl R Prince io: emailadministrator 0772772009 10:17 &b
Shaw Details
(37}

] This is & new email sent to the email administrator account

@

F

T

=

G

&

- =8 44 Email Administrator «



You can quickly identify new email by the color. By default mail highlighted in bold black is unread
mail.

The fastest way to view and read ONLY unread mail messages is to click on ‘Show’ and then ‘Unread
Only’

B (2, Email Administrator - Mail %

HEFEXRBEDBEACHE R X (N-20 2%+ =BRAED & - J

S N\

{# || Email Administrator Bl 4] mew - =] Reply ~ ElReplyto Al - (2 Forward - [ - [ - [ More - @& Q/ ‘l% Show\\
stemlla

I-—‘ﬂ = = !Sender l» Subject Elpreview on Battom ize & P

----- Inbox i i

— | Carl R Prince This is & new ernail | ELJPreview on Side 2K

= @ Drafts ®  Hide Preview

= gent W Individual Messages /

ﬁﬁ J> Fallow Up Conversations

l@ =) All Documents Unread Oy /

= 1 EeAJunk

Your view will only display unread messages. Please note, as you read a message, it will disappear from
the view. To undo listing only the unread messages, select ‘Show’ and then de-select ‘Unread only’. All
messages will again be listed in the view.

To scroll though the messages, use the ‘Next’ arrow (downward pointing arrow). To view previous
messages, select the ‘Previous’ arrow (upward pointing arrow).

& This is a new email - IBM Lotus Notes

File Edit Wiew Create Actions Tools ‘Window Help

EEFERBADBEACHE & |[U-2Q% % H = =¥ ) I -~
S— . N——
[:Q ﬂ Mew * =5 Reply + "'ReplytoAII' A Forward = EJ' hs Display~ ) = Morew
&

&
= This is a new email

=i Carl R Prince to: email administrator 07/27/2009 10:11 Abd
b
Show Details
W
l'@ This is & new email sentto the email administrator account
)
imc




Flagging Messages for Follow-up

If you are reading a message and you need to get back to it, you can flag it for easy identification. In my
Inbox, | can see the flags:

r‘g Email Administrator - Mail - _

EEFERED0DEARACHE L Z(N-00 2% +=RBAED & - Q

{# || Email Administrator B ] new ~ 451 Reply ~ 4 Rephyto All + 2 Forward + 55 - [ + i More - @& Q) - ‘l% Show
stemlla

r'g = o & 1Sender [+ Bubject Date v Size (& [I?‘\

----- Ink b

I | Carl R Prince This is a new email 07272009 10:11 A EK\ i

&} @Draﬂs

=1 gent

ﬂf’ J>FD||DW Up

& || Zh Al Documents

Or | can change my view to see all and only, the follow-up items by clicking on the ‘Follow Up’ folder

Email Administrator & F]Mew ~ =lReply » 2l Reply To sl » [ Forward ~ - RemaveFlag EditFlag.. [ More ~ &)
steml!a.cezuchio.edu

- = T vwho Due Date Subject Date © &
@] Inbox ¥

@ Drafts

LI sent

]> Follow Up

(=] All Documents
&% Junk

ET]’ Trash

Views

Carl R Prince il newy etnail 07 M0/09

[Follow Up]

Folders
Tools

Other Mail

To flag items

1. Select the eMail to be flagged
2. Click on the ‘Quick Flag’ button and select ‘Add or Edit flag’

Bl (2, Email Administrator - Mail %

FEXAXDBACHBEL|0- 9024+ -RBRACED @ - sexchamma Q)

8 Works pace

. —_—
Email Administrator & |ﬂ Mew - =] Reply - &EReplyto All » (2 Forward - @( = v)ﬁl More - (& Q) - H show -
stemnlia ’

= YSender I Bubject Quick Flag Date v Size & P

..... I&l Inbox - — - Add or Edit Flag. .. -

@ — | Catl R Prince Thiz is a new email Remove Flag 07272009 10:11 An 2K




3. Select the level of importance for the flag and click ‘OK” to save

Flag for Follow Up

Flagged document(s) will alzo appear in the Follow Up view

1 Document will be flagged for Follow Up Cancel
Importance of thiz Follow Up action:
U t priori | ]
B
" Low griority =
Optional Follow Up Settings
Enter a Follow Up action
When to Fallow Up 15| |

@

In orderto zet an alarm. you must enter a Follow Up date and time.

[~ Setan alarm an thiz message

Alarm will go 0f‘f|:|

When alarm goes off

¥ Dizplay alarm message box

— 4
-

Recipients

e

4. To track what you have done or need to do, you can add note to yourself in the ‘Follow Up
action’ field, set a follow up date and set an alarm to remind you to follow up

Flag for Follow Up

Flagged docurment(z) will alzo appear in the Follow Up view

1 Document will be flagged for Faollow Up Cancel
Importance of this Follow Up action:
~ . pa
o g
" Lowe priority k=

W

Enter a Follow Up action

M s | @

In order to set an alarm, you must enter a Follow Up date and time.

[T Setan alarm on this message

Alarrm will go off l:l

‘When alarm goes off

¥ Display alarm meszage box

r

g
=

Recipients

10



Reading Attachments

Messages containing attachments will display with a paper-clip in the Inbox view:

EFE R bADSERACHE X (-80St BRAEH & - Q

[ [ e e |ﬂ Mew ~ /=] Reply ~ & Replyto All » 2 Forward - [ - [= ~ [ Mare - & Q) ~ ‘l%l Show -
stemnlia

& N = 1Sender b Bubject Date v sizef @

----- Inbox (1

g inbox (1) [ carlRPrince Test mail with an attachment 07/27/2009 10:35 AM 1K &/

EE @Draﬂs N—

(=)

=7 gent

Attachments are displayed at the top of the message:

lll éﬁ ! b Email Adm atar - ail éil > Testmall with an attachment _

EEFERXREDAEACHE & F([N-002t=RBRcED Il -~ Q
& 7] Mew~ =] Reply > &ElReplytoal > [ Forward > [~ [ = [ Displayv ) ~ More~

&

= Test mail with an attachment

&l Carl R Prince to: email.administrator OFI27/2009 10:35 Ak
Show Details
(!}

& ATTOO007 jpg

@

e This is & test eMail that contains an attachrment

%D

=

ED

@D

@

=

@

@b

11



Double click on the attachment at the top of the message to open it. You will have the options of opening
/ viewing the attachment, saving it or canceling the request.

Open Attachment E

To protect your computer from malicious files, do not open a file unless you trust the source. If
you aren't sure, wiew the file or save it to your computer and scan it with an antivirus program
before opening.

File: ATTO0007.jpg

Length: 100119 bytes

Modified: 074272009 10:35:16 AM
Encoding: Mone

Click Open if you want ta launch a temporary copy of the file in an application. &ny changes you
make in the file will not be saved back to the attachment in the Notes document.

Click Edit if you want ta edit the file and zave any changes back to the attachment in the Mates
document. After saving the changes be suwre to save the Motes document, or the changes will be
lost.

| Wiew | Save... | Cancel |

Open: opens application (such as Adobe Reader or Word) then opens attachment within the application.
Edit: not always available, opens in application.

View: opens attachment within Campus Deskmail, so formatting may not be completely correct.

Save: allows for saving the attachment to your computer without looking at it first.

Cancel: cancels the request to open the attachment.

Note: Saving the attachment does NOT remove it from the eMail message. It makes another copy of the
attachment and save it where you specify, keeping the original with the eMail message.

12



Creating and Sending eMail

When you are reading an email, you can choose to reply or forward. At the top of the email pop-up
window you have buttons for major functions.

S COSTE——
Bl ERDEDER &3 X10-290 % %+ BRce@ & - J
@ || Email Administrator [ || 4] New@ Reply - GElReplyto all + [ Forwarcbj - [ - [ more - @& Q) -~ ‘l%l Show ~
stemlla

] = 1Sender NI e Date v Size @ P
“:] &]Inbox - —

= | Carl R Prince Test mail with an attachment 0727200910035 AM 12K &
= ﬁ Drafts
=1 gent

Reply / Reply To All

If you would like to reply to the message, click on ‘Reply’ or ‘Reply To All’ and select a sub-option...
Reply will send the reply to the original sender only, whereas; Reply To All will send a copy to everyone
who received a copy of the original note.

“with History Only” means “include the original message that | =
received in my reply, but without any attachments if any were sent 7
with the original message”

¥] vew ~ 5T Reply =] & Reply Ta al ~ E) Farw

FerER Reply with History Cnly
. . . L. :o: Rell,l with History & Attachrnents :ju
“with History & Attachments” means “include the original message Reply
that | received in my reply along with any attachments that were Subjact; | RSPl Wit Internat-style History  [*

sent as part of the original message”

“Reply” means “do not include the original message that was received or any attachments that may have
been sent with the original message”

“with Internet-Style History” means “include the original message, placing a > in front of each line”.

Sample Internet Style ®|bium| EE]

=To: email.administrator@csuchio,edu
=From: Carl R Prince/c.prince/CSUOHIO
=Date: 07/20/2009 02:04PM

=Subject: Test mail with an attachment
=

=

=This eMail has an attachment

=

*
=
=

13



Did I reply?
Check your Inbox for the Replied icon

?-f Waorkspace ¥ E Email Administrator - Mail =

EEFEREADORCHE & X [0-260 % % % BRce@ & - J

@ || Email Administrator [ |ﬂ Mew + /=] Reply ~ & Replyto All » (2 Forward - [ - [= ~ [ Mare - & Q) ~ ‘l%l Show ~
stemlla

rﬂ' 5 E ISender [» Bubject Date v Size W

----- Inboz

= | Carl R Prince Test mail with an attachment 07272009 10:35 An 12K‘§ ¢

= @Draﬂs I

Forward ¥ new » Elreply » & Reply To all » &) Forvard - [ - [ - 3 |
L . B ) — Carl R Princefc prince/CS Forward with Attachrnents
with Attachments” means “forward this message To: ermail.administrator@csui Forward
along with any attachments that were sent with it” Date: Manday, July 20, 2005 0o
Subject: Test message

“Forward” means “forward this message without any
attachments that were sent with it”

“Internet-Style Forward” means “forward the message, but include a > at the beginning of each line”

Did I forward?
Check your Inbox for the Forwarded icon

?-f Waorkspace  # @ Email Administrator - Mail x

EEFERDEDEARACHE & F[0-@0 %% BRED I -

{# || Email Administrator |ﬂ Mew ~ =] Reply = &ElReplyto All » (2 Forward » [ ~ [~ [ More - & Q) - ‘l% Show
stemlla

=) 5 = 1Sender I+ Subject Date v Size f'l]?'

----- Inb

g o | Carl R Prince MHew ebdail 07272009 10:83 AM QK\ &

= @Draﬂs AN

Create New Message

Select ‘New’ and then ‘Message’

| Email Administrator

stemlla

@ Drafts Contact
=7 sent Group
Appoinkrnent
Follow L
ﬂf J> P Reminder
To Do

Y

B

&]Inbox
Bl

l@ =) All Documents
& L@ Junk

14



The following screen will then open.

[—

EOn @

Q New Message =

BEFE X haDBbAclEx Ll DEA-BO 6

. I[& -

Send Send and File... Save as Draft  Delivery Options... ]>' (@ Dizplay~ More™

Ta: ||

Bcc: |

SuMed:|

Ernail Administrator
Clesveland State University

For all computer related questions or problems., please contactthe ISAT Call Center at:

URL  hitp:ffwwew csunhio edu/oficesfistneedhelp/call_centerhiml ta reportan issue 24 hours a day
Fhone: 216-687-5050 (select above URL for hours of availahility)

ehdail : call.centeri@csuohio.edu

List of primary people to send message.

15




Addressing an eMail
Campus Deskmail provides several methods for addressing eMail:

1. Type the eMail address
2. Select the address from the public directory (address book) or personal contacts
3. Start typing then ask Campus Deskmail to find matches

Type the eMail Address:
In the To, CC and BCC fields you can type a complete email address

h Email Administratar - Mail = | BEELENTE | EEE5T RS

EFE8XLADERCFBB:Elac b D2A-B @

(@& -

2

[ﬁ Send Send and File... Save as Draft  Delivery Options... ]>' ﬁ Display> More™
& Tao: |j0hndoe@hotmail.com |
= :

= Ci: |Janedoe@yahoo.com |
& =]

Bioo: | |

Subject: | |
(3]
®
@
)

(R Ermail Administratar
Clesveland State University
)

For all computer related questions or problems, please contact the ISAT Call Center at:
URL  hitp:/fwew csunhio edu/officesfistineedhelp/call_center html to report an issue 24 hours & day

Fhone: 216-687-5050 (select ahowve URL for hours of availahility)

@
) ebdail : call.center@csuohio.eduy
@
fig

16



Select from your Contacts — Individuals and Groups — or CSU eMail Directory:
You have both a personal address book, called Contacts, and a CSU eMail Directory which contains all

publicly available addresses for faculty, staff and students. To use these, click on the To field button.

1. Select from the Contacts list or the CSU E-Mail Directory in the ‘Directory’ box

Choosze the directary, then type all or part of t
Directory: | L5 E-Mail Directony A4 | Wiew by: | List by name LY |
Find names starting with: || | Recipients:
B 0035684404/ aptopsAST Al Ta »|[=Te
£ 0035684405/ Laptops/IST = = co:
B 0035684406/LaptopsiST Lee »lef bee:
£ 1097449109/Laptops/IST
b >
2 1Student, Advising y
8 2009, DSA
5 25tudent, Advising v
&l >
Details... Remove Remaove Al
Tip: “ou can drag and drop the names e

Type the name in the ‘Find Names Starting With’ box (search will occur as info is typed)
Select the desired name

Select the ‘To’, ‘Cc’ or the ‘Bece’ button

Select ‘OK”

akrw

Select Addresses

2§ X]

Choose the directory, then type all or part of the name.

Diirectory:

" Find names starting with:

5L E-Mail Directory

prince

4

)
B

S Prince

L Anjelaty

View by: | List by mame v |

Fecipients:

Prince

Carl R

Prince

Prince

2 e e @ e oo |

3 im]|

Dietails...

Prince .

Prince .
Prince .

. Courtney J

Krishna L

L Kyria &

Tarnika b

Tanya b v

Add to Contacts

Tip: ou can drag and drop the names

5 [lmeve Remave Al
Cancel

17




The name will be entered in the appropriate field of the eMail:

[—

o
E’EP
=
B
&

(&) New Message

BEFE X RDBACEHE A I DEN-BE®

(@ -

Send Send and File... Sawe as Draft Delivery Options... ]>V &’ Display>  More™

To: |Car| R Princelc.prince/CEUOHIO

Beo: |

Subject: |

Email Administrator

Cleveland State University

Faor all computer related guestions or problems, please contactthe IS&T Call Center at:

URL  hitp:/fwwew csunhio edufofices/istneedhelp/call_center himl ta report an issue 24 hours a day
Fhone: 216-687-5050 (select above URL for hours of availability)

ehail : call.center@csuohio.edu

18



Add an attachment

To add an attachment to a message:

1. Click on ‘Attachments’ icon

bEm:ail.ﬂ.dr'ruini:z - £l (= New Message %
MFHFEaRhiDBdRACHEEE| D2 0-BS @ v & -
S P
[ﬁ Send Send and File... Save as Draft  Delivery Options.. ]>< ﬁ}ispla\;' Mare >
= Ta: " |
= o | |
& =]

Bcc: | |
Subject: | |
W
®
@
)

o Email Administrator
Cleveland State University
)

%‘])

&

e URL  : hitpeffensew cauohio. edu/officas/istnaedhalp/call_center htrl to report an issue 24 hours a day
Phone: 216-687-5050 (select above URL for hours of availability)

© etdail : call.centeri@csuohio.edu

=) -

For all computer related guestions or problems, please contactthe IS&T Call Center at:

2. Use the Create Attachments window to locate and creating the attachment. (This isn’t really
creating a document, just finding an existing one)

Create Attachments

Look i | e Local Disk (C:] v @ F = m-
Y [)attach downloads ) Temp
i [C5)Doc For custom Db use I WINDOWYS
My Recent [CJ)Documents and Settings @]24 hr dowen time email
Documents [C)ebiscovery @]Agent code to close quest tickets
mee () Intel (i det
[ g I jusk zip it @]description of upgrade scenarios
Deskiop | |LDnvedlient [EFiezila_s.1.1.1_win3z-setup
(Cilog @]ImapHelp
. [Chokher user id [Djustzipit
N
..-] (C)Personal @]Iocation settings
My Documents E]Progra.m Fles
I 5ametime B4 outlook Account Set 2007
) swsetup
My Computer
File name: monthly stats v | [ Create ]

@ﬁ

0141372009 01:59:15 PM 9389 bytes
Compress

3. Locate and select the file to attach, and then select ‘Create’ to add the file as an attachment.

19



Spell-Check

To start spell-check manually, select the spell-check icon

[;‘:I Send Send and File... Save as Draft Delivery Cptions... ]>' (@ Display> More~

=

Ta:

To have spell-check run automatically when sending mail:

1. Select ‘File’ and then ‘Preferences’

N Edit  Wiew

Tew

Open
Close

& Mail - Inbox - IBM Lotus Not|

Create  Actions

Esc

AutaSave

B o |

Application
Replication
Locations

@ Impart. ..

Export, ..

S print...

Page Setup...
Print Preview. ..

Chrl+p

Sametime

Preferences. ..
Properties

Securiby

Ale+Enter

Close all
Exit

=T

20




2. Select ‘Spell Check’, select “Enable Instant Spell checking” and then ‘OK’

|~

text

Accaunts

Activities

Basic Motes Client Configuratior
Calendar and To Do
Composite Application Editor
Contacts

Feeds

Faonts

Home Porkal Account

Live Text

Locations

Log Settings

Mail

Motes Ports

Regional Settings
Replication

Sametime

Web Browser
‘Widgets
Wwindows and Themes

Spell Check

Installed dictionaries for Englizh(United States)

Primary Dictionary:

Supplemental Dictionanies:

E nglizh [Ireland)
E nglizh
E nglizh
E nglizh
E nglizh

Jamaica)

Mew Zealand)
South Africa)
United Kingdom)

Framch (Tamnadal

-

Medical [Englizh]

Set as Default

Ingtall Dictionary...

Edit Uger Dictionary...

Drefaults for English(United States)

lgnore words containing numbers

[ lgnare words in UPPERCASE

[ Keep on the fly dictionary changes until nest language tag changs

Enable Instant Spell checking

Caniel

Lo JI
N
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Organize Your Mail

Create Folders

You can use folders to hold sent and received mail. This helps you
find related eMails quickly. For example, you can create a folder for a
project, a specific topic, or a person. In the example to the right, 6

additional folders have been created.

To create a folder:

|| Email Administrator &
stermlla

|

& Inbox

@ Drafts

=7 gent
= Fallow Up

=) All Documents
LA Junk
@ Trash

S5 Chat Histary

E@ Folders
Accounts Deleted (5)
Addressed (14)
Backups (237)
Change Requests (2
Hires & Terms (

Archive

—@ Tools

€

1. From within the Inbox view right-click on ‘Folder’ then select ‘New Folder’ or select ‘Create’

and then select ‘Folder’

¢, || Email Administrator B 4] new - &
stemlla [

(& ‘ = 15endar

1= Inbox Car

= @ Drafs

=7 gent

G:B P Fallow Up

l@ =l All Documents

@ LA Junk

B @Trash
o ¥ Chat Histary

=E igwys

@’ [zz| Folders

Qpen

@ Archive

g || a5 Toals
@ <2 Rules

@
A [ ctatinnen

Mew Folder, ..

OR
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File Edit View NEEEEM Actions Tools  Window Help

Message ChrlM
Reply
I IZ‘? q; ] Reply with History & Attachments
Ta Do
@QI [ Email adr Calendar Entry
Special 3
r‘ﬂ . Other ...
Sub kian...
= @ Drafs ubscription

(=] gent | Agerk

>
ﬁﬁ el View, ..

E TR Y




2. Type in the folder name and click ‘OK’

Create Folder | %]

Faolder name

| Mew Folder |

Select a location for the new folder
(== - Folders -

55 Accourts Deleted

55 Addressed

|55 Backups

[E5 Change Requests

[E5 Hires & Terms

[E= spam

Advanced.. ()8 Cancel

The new folder will appear in the folders list in alpha-order

Move eMail into a folder

You can move individual eMails, or numerous eMails into selected folder.
Move Individual eMails

1. From the Inbox view, locate and select the eMail to move
2. Select the ‘Move to Folder’ icon and expand the list, select “Move to Folder...” from the list

P .
¥] Mew - /=] Reply - 5 Replyto Al ~ (2 Farward € [ - )5 - [ more - & Q) - B show -
& 1Sender [» Buhject Date v Size & P
- - Remove from Folder -
| Carl R Prince e ehlail Discaver Folders... OFF2772009 10:53 A K %

Create Folder...

3. Select the folder to move the eMail into, and then select ‘Move’

d

Select a folder

éé Inbox Move
T Junk

55 Accounts Deleted L
[ Addessed

|55 Backups m
|55 Change Fequests

[E5 Hires & Termns

S Aew Foidar

55 spam

Create Mew Folder...

23



You can also move mail into folders while reading the mail. The process is the same as moving mail
from a view, simply start with step 2 from above while you have the eMail opened.

Move Numerous Selected eMails
From the Inbox view

Click on the first eMail to be moved

Hold down the CTRL key

Click on subsequent eMails

To unselect one of the selected, click on it again

Once all eMails are selected, let go of the CTRL key

Follow the steps from ‘Move Individual eMails’ above, starting from step 2.

IS A
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Delete / Restore Deleted Messages

By default, when mail is deleted, it will remain in the trash folder for 48 hours before being purged from
the mailbox. During this time, the mail can be restored to its original location in the mailbox.

To change the default time for purging mail from trash

1. Select expand ‘More’ and select ‘Preferences’

mare )& Q) ~

ouk of Office. ..

Copy Inko Mew 3
Add Sender to Contacts...

Block Mail from Sender...

Schedule a Meeting ...

MNew Message with Stationery...
Mark/Unmark Document As Expired. ..
Create QuickRule. ..

Mail Rules

2. Select the ‘Mail’ tab, select the ‘Basics’ tab. Near the bottom of the section locate “Delete
documents in my Trash after ...” and set the number of hours after which the trash will be
purged.

Preferences

il Calendar & To Do ] Accesz & Delegation l
Basics l etterhead ] Signature ] Follow Up ] Attention Indicators Cancel

W|Email Administratoremail. administratof CSUOHID Change

Iail security preferences

Qutgoing Mail Checking
W Spell-check messages befare sending
[ Warh me about blank message subjects

Yiew and Folder Management

W Allow others ta recall mail sentta me

‘When | delete a collapsed conversation:
Azkme V|

When | delete any document in the Sent view:

Askme V|

When | delete a calendar docurment from any kail view or folder:

|Ask e if | want to remove or delete v

Delete documents in my Trash folder afthours
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3. Select ‘OK’ to save

Preferences m
Al LN
Calendar & To Do ] Accesz & Delegation l ’
Basics l Letterhead ] Signature ] Follow Up ] Attention Indicators ] Cancel

Chwenier: |Emai|Administrator.femaiI.administrator.fCSUOHIO Change

bail security preferences

Qutgoing Mail Checkin

Lo O S S [

To Delete eMail:

Select the trash can icon Tﬂ while in the view, or reading the eMail, or press the Delete key.
Restore Deleted Messages

The trash can holds the deleted eMails until they are purged from the mailbox. To restore a deleted
message, so it is not purged from the mailbox:

1. Open the Trash can/folder
2. Select the item to restore
3. Select the ‘Restore’ button

@ Mail - Trash, - IBM Lotus Notes
File Edit Wiew Create Actions Tools “Window Help

..@“-32@%%@@%@%&"|3}ﬂ.ﬁ‘..'ﬂv%®%%°ﬂ° BRcB I -
e = — — 4 e — |
{# || Email Administrator Bl || Restore Restore Al 52 Erpty Trash More - (& C) - ] ‘l% Show ~
stemlla
r‘ﬂ = NWwhao Deleted Date Subject 2 Date v Size & P
£ Inhox 2y
(e) @ Carl R Prince 0772772009 01:56 P MNew ehail 07272009 2k L
Crafts
El SHoent Carl R Prince O7f2772009 10:52 AM Test mail with an attachment O7f27/2009 12K & &
=1 Sen
Carl R Prince 07/2772009 10:12 AM test 07272009 2k
G:B ]> Fallow Up
& 1 root 0772772008 06:00 AM Backup on fsemila- 0 07082008 2K
l@ =) Al Docume
@ % Junk root 0712772009 06:00 AM Backup on steml2a-0 0710672009 2K
root 0772772009 06:00 AM Backup on steml1b-0 07/06/2009 2k
[ @Trash
s remt ATITEON0 AE-N0 Ak DAaclamm am ctara Tl 0 ATEMNN0 hel%s
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Create Contacts & Distribution Lists

Your contact list, also known as your Personal Address Book, can be used to hold both non-CSU and
CSU Names, eMail addresses and other related information associated with an individual.

Create an Entry from Received eMail

1. From the Inbox view, select the item to add to Contacts
2. Select ‘More’
3. Select ‘Add Sender to Contacts’

& Mail - Inbox - IBM Lotus Notes

File Edit Wiew Create Actions Tools Window Help

El [, Email Administrator - Mail  x

FEFERBXDERACHE & ([TD-920 % %+

| | B8 workspace

@ =) All Documents
@ LA dunk

R ‘@'Trash

.|| 7 chat History

Schedule a Meeting ...

Mew Message with Stationery...
MarkfUnmark Document As Expired...
Create QuickRule. ..

Mail Rules

Eaed |2 i@ -
g - — . Vo
{#) || Email Administrator BN ] Mew - =1 Reply - &ElReplyto All + 2 Forward - [ - [= - [ More - @& Q) - B show ~
stemila
& = 18ender I Subject Preferences... Size & P
£ Inbax s _ _ Out of Office. .
el | Carl R Prince Iew e hlail 0:53 AW 2K %
=k @ Drrafts Copy Inko Mew 3
—a - (= P TR T
=!Bent Add Sender to Contacts. ..
Block Mail from Sender ... L
@ = Follow Up

4. A new entry for your Contacts list will be displayed. Review the information and select ‘OK’

Add Sender to Contacts

D

Basics l Advanced l
Tite:
First name: |Car| |

Middle name: [R |

Last name: |F'rinc:e |

Suffiz: | 4 |
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Create Entry from Scratch

1. From the Inbox view expand ‘New’ and then ‘Contact’

2. Enter data in at least one of these fields: Contact Name or Company Name, along with a default

Email Administrator 7 /?_—l — - B

stermlla
Message

£

L lnbox Meeting

@ Drafts

=] sent

J> Follow Lp Appoinkrment
Reminder

=] All Documents To Do

eMail address and then select ‘Save & Close’

: % Save and Close Save and Add Another fl_}q Select Address Format...

Contact Marne: |.Jane Doe

Cornpany Mame: |

Phone Mumbers:
Business:
Horme:

kabile:

Fax:

FPager:

Other Information:
Meszaging |D:
Deparment:
Location:

kdanager:

Azziztant

CountreRegion:

Persanal:

Street:

City:

ZIFiPostal code:

|
|
| StatefProvince:
|
|

CountrdRegian:

Create a Distribution Group

1. From the Inbox view expand ‘New’ and select ‘Group’ from the list

| Job Title:
Eail Addresses:
Buziness: |janedoe@yahoo.com | Business:
Perzonal: | | Sfreet: | |
Agziztant: | | it | |
Busziness 2: | | StatefProvince: | |
Perzonal 2: | | ZIPiPostal code: | |

Email Administrator

stemlla

&]Inbox

@ Drafts

=1 gent

]> Fallows Up
=) All Documents
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Message
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dintrment
Reminder
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2. Enter a group name and a description (optional). After this enter the group members by manually
entering the eMail addresses, separating each one with a comma ....

E Save and Close  SortMember List

( p Group Mame: |Test Group |
[ — Description: ‘This iz a description for the test group

Mernbers:

johMloe@hotmail.corm

\
Cateqory: | \
\

Comments & Attackments l Adminigtrative Options

|

and / or select ‘Members’ and then select people from your Contacts and / or CSU E-Mail
Directory by searching and selecting the person to be added, and selecting ‘Add >’... Select
‘OK’ to save.

Select Names Iﬂ

Choose the directory, then type all or part of the name.

Directory: [C5U E-Mail Directory v|  Viswby o [Listby name ~|

Find names starting with: |prince |
Mames

& Mames:

S Prince . Anjelay
Frince Carl B & johndoe@hotmail com

Frince , Courtney J
Prince . Krishna L M
Prince , Kyria &

Prince . Tamika
Prince , Tanya b

>

2 @ 0 @ o ||

[£4

o [

Details... | Add ko Eontacts| Remove Remove Al

Add name not in list: |

Tip: You can drag and drop the names

|
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Distribution List for Classes from CampusNet

In CampusNet, you can quickly get a class roster and move it to Excel. However, do not use the Export
to Excel option. Instead, use the “Download” link and chose “Open”. Excel will open with the file
displayed.

Once in Excel, you can save the file:

1. Click on File then Save As

2. In the pop-up window, change the “Save as type” from “*.csv” to “*.xlIs” (the first choice in the
drop down list)

3. Save

In excel, you will see the students’ eMail addresses and phone numbers. You can quickly create a
distribution list to eMail your students:

Copy the addresses in Excel (highlight addresses, the right-click and Copy)
In Campus Deskmail, click on New then Group

Assign a name to the Group

In the Members field, right-click and Paste

Save & Close

akrowbdE

Create Your Signature

Your signature is really your standard eMail closure. You can ask Campus Deskmail to add a standard
closure to every eMail you create to eliminate redundant typing.

Example — every eMail | create contains the following by default:

Send Send and File... Save as Draft  Delivery Options.. ]/' (? Display~ More ™

|j\ Ta: "
e Ci |
J Bece: |

SuMed:|

Ernail Administrator
Cleweland State University

For all computer related guestions or problems, please contactthe IS&T Call Center at:

UREL  : http:ifwanw.csuchio edu/offices/istneedhelp/call_centerhtml to report an issue 24 hours a day
Fhone: 216-687-5050 (select above URL for hours of availability)

etall : call center@csuohio.edu
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To create a signature:

1. Expand ‘More’ and select ‘Preferences’

Copy Inta Mew ¥
Add Sender to Contacts...

Elock Mail from Sender...

Schedule a Meeting ...

Mew Message with Stationery...
MarkfUnmark Document As Expired. ..
Create QuickRule..,

Mail Rules

2. Select the ‘Mail’ tab and then the ‘Signature’ Tab

Preferences | x|

:@Calendar & To Do | Access & Delegation l
Basics l Letterhead ) Follow Up l Attention Indicatars l Cancel

Add a signature, such as your name and contact information, to the messages you send. You can add text,
graphics and attachments {such az vCards) using the 'T' control below. To use additional rich text features
(zuch az fonts and HTML links), create vour signature in a rich text field elsewhere (zuch as the body of a
Motes meszage) and then copy and paste it here.

Mote: The rich text signature is stored in your mail file o that the signature iz available on any computer

o B

3. Select:
a) “Automatically append a signature ....”
b) Enter the text of your signature
c) Select ‘OK’ to save

Preferences

A ail l Calendar & To Do l Access & Delegation l

Basics l Letterhead l Signature l Follows Up ] Attention Indicators Cancel

Add a signature, such as your name and contact infarmatian, to the messages you zend. You can add texd,
graphics and attachments {such az vCards) using the 'T' control below. To use additional rich text features
(zuch az fonte and HThL links), create vour signature in a rich text field elsewhere (zuch as the body of a
Motes meszage) and then copy and paste it here.

Mote: The rich text signature is stored in your mail file o that the signature iz availa qry computer
where you use Motes. a

W dutomaticall append a signature to the bottom of my outgoing mail messagesé

Signature
-

Email Administratar JI b
Cleveland State University

For all computer related guestions or problems, please contact the IS&T Call Center at:

ILIRL : hittp:ftwaeew. csuohio.edu/oficesfistneedhelp/call_center html to report anissue 24 hours &
ol &y

Fhone: 216-687-5050 (select ahowve URL for hours of availability)

2tdail : call.center@csuohio.edu T~
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Out of Office

When leaving the office, you can set-up an Out of Office notification that could include two messages.

Note: Out of Office does not respond immediately to eMail when it is active. When activated, this
process will run once every 15 minutes to check for, and respond to, new eMail received. Also, during
the time it is activated, it will only reply once to an address, regardless of how many eMails that address
sends.

1. Select ‘More’ and then ‘Out of Office ...’

Qut of Office. ..

Copy Inko Mew ]
Add Sender to Contacts...

Block Mail From Sender...

Schedule a Meeting ...

Mew Message with Stationery. ..
Mark/Unmark Document As Expired. .
Create QuickRule. .,

Mail Rules

2. Set the ‘Leaving’ date to the first day you will be out of the office (out of office replies will not
start to be sent out until this day); set the ‘Returning’ date to the date you will return to the office.

Enable and Close  Save and Close  Cancel

Uze out-of-office notification to send an automated reply to incoming messages while wou are away. The notification service sends replies only between the leaving and
returning times you specify and sends only one reply to each zender. You must click Enable and Cloze to start the notification service.

Cut-of-Office Motification Status:
Leaving: Today 16

Returning: [Tormorrow 16

W | am unavailable for meetings
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3. Select the ‘Standard Notification’ tab. This is for setting the text of the standard Out of Office
message to be sent out. You can change the text in the ‘Subject’ and ‘Additional Body text’
fields only.

Standard Maotification l Alternate Motification | Exclusions

Specify the contents for the out-of-office notification.

Reset Defaults

Subject: |Emai| Administratar is out of the office. | {returning 07/28/2008)
V¥ Append return date to subject

Body: | arn out of the office until 0772872009,

Additional -

hody text: | will rezpond to your message when | return.

4. If certain people are to receive a different message, select the ‘ Alternate Notification’ tab. In the
‘To’ field, enter the eMail addresses of those accounts to receive the alternate notification. Set
the text in the ‘Subject’ and ‘Additional Body Text’.

Standard Matification ] Alternate Motification | Exclusions

To send an alternate out-of-office notification to certain people, or people from cerain domains (such az "@sampledomain.com"). specify the people and domains in
the To field below. Then gpecify the contents of the alternate notification.

Reset Defaults

Le: | |

Subject: |Emai| Administratar iz out of the office. | {returning 07/28/2008)
~

Bady: | arn out of the office until 072872009,

Additional

body text:
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5. If there are exclusions to be defined, those conditions under which an Out of Office message is
not to be sent, such as listservs, select the ‘Exclusions’ tab and define those in the appropriate
fields.

Standard Matification ] Alternate Motification | Exclusions

To cancel the out-of-office notification when certain conditions are met, zpecify the conditions below.

Reset Defaults

[T Do not autarm atically reply to mail frarm Internet addresses.

Ameszage is sent by any of these people:

Sent by: | |

Amezsage subject containg any of these exact phrazes:

| £dd Phrase |

Remove Phraze ]

6. When complete, select ‘Enable & Close’. This will set to Out of Office to start processing on the
date defined in the ‘Leaving’ field and stop processing on the date defined in the ‘Returning’
field.

Enable and Close JSave and Close  Cancel

Uze out-of-office notification to send an automated reply to incoming meszages while vou are away. The notification service zends replies only between the leaving and
returninn times vou znenife and srnds nnly nne renlytn rach sender Yoo most click Frahle and Clase tn start the notificatinn zerdce

Note: selecting ‘Save & Close’ will save your settings but will NOT enable the process, thus the
process will not run.

Notification of New Mail Received

To receive notification when new eMail is received, you can set your preferences to receive a pop-up
notification such as this:

x]

--
% “r'ou have new mail.
Open Inbox...

By selecting ‘Open Inbox..” the view for the Inbox will automatically display the new eMail.
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To set this notification:

1. Select ‘File’ and then select ‘Preferences’

2= Mail - Inbox - IBM Lotus

@ Preferences

0g Settings
(=) Mail

Access and Delegation
Internet
Sending and R
Motes Porks
Regmorms .
Replication
Sametime
Search
Spell Check
Toolbar
Web Browser
‘Widgets
Wwindows and Themes

(B

Wiew Create  Actions

=] 4
Open 4
Close Esc .

3

AutoSave [ ]

Application 4

Replication 4

Locations 4
@ Import...

Expork,..

Page Setup. ..

Prink Preview. .,

S print

Security 4
Samekime L4
Close Al

Exit

Chrl+P

=

Sending and Receiving

2. Expand ‘Mail’ and select ‘Sending and Receiving’

Add forward prefis to the subject of forwarded messages

Fieceiving
Check for new mail every

“Wwhen new mail arives:
Refresh Inbox autamatically

[ Play a sound Browse...

Dizplay a popup alert

Drigplay an icon in the system tray

35

Thiniubes

Accounts

Activities Local address books: Alternate meszage editor:

Basic Motes Client Configuratior | names. hsf | Browse... | Mone v |
Calendar and To Do -
Composite Application Editor Sending

Contacts .

Save copies of messages that | send:

Feeds P g | Always v |

Fonts ] Enciypt saved copies of sent messages

Home Portal Account

Live Text ] Encrypt messages that | send

Locatign [ Sign messages that | send

K

] [ Cancel




3. In the section titled ‘Receiving’ select how often to ‘Check for new mail” and select to ‘Display a
popup alert” when new eMail is arrives.

ﬁ Preferences

type fileer text Sending and Receiving A

Accounts
Activities Local address books: Alternate meszage editor:

Basic Motes Client Configuratior | namesz. haf | Browse... | Mone v |

Calendar and To Do -
Composite Application Editor Sending
Contacts .
Save copies of messages that | send:
Feeds p g |Always v|
Fonts ] Enciypt saved copies of sent messages
Home Portal Account
Live Text ] Ercrupt messages that | send
Laocations [ Sign messages that | send
g I|;-|Dg'| Settings Add forward prefis to the subject of forwarded messages
i
Access and Delegation Rieceiving
Internet

Sending and Check for new mail every
Motes Ports
Regional Settings
Replication Fiefresh Inbox automatically
Sametime
Search
Spell Check.
Toolbar
‘Web Browser
‘Widgets
Windows and Themes

- Thiniubes

Wwhen new mail arives:

R

Browse...

Dizplay a popup alert
Drizplay arm icon in the system tray

Ok ] [ Caniel

4, Select ‘OK’ to save

Lo]4 m Cancel
/
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