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Start and Exit Campus Webmail

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

Supported Browsers: Microsoft Internet Explorer 6.x and 7.x - Windows platforms only
Mozilla Firefox 2.0 - All supported platforms

URL: https://webmail.csuohio.edu

Can also be accessed from the CSU Homepage (http://www.csuohio.edu):

Click on ‘myCSU”’
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https://webmail.csuohio.edu/
http://www.csuohio.edu/

Logging In

Use your CSU ID number, not your eMail address, and your CampusNet password ...

« TN
Cleveland State
= Universi
@ R4
Webmail Sign In
Please enter your CSU ID and Password
esumy |2
Campuspass |2
Need Help ?
Call: IS&T Call Center: 216-687-5050 Campus Mail Bag
eMail: call.center@csuohio.edu
Logging Out

Select ‘Logout’ in the upper right corner. This will end the session and remove any personal data left in
the browser cache.

LR PP | A7 oo |I—'uuug|u |Iv\__.._. AL L L | e ey - | | n naas —g_/ﬂ\\ e

Search
& Flnew = &lReply = bl Reply To &l » 12 Forward - * = - Markas - '@ More * &0 H show ~
=1 Sender Subject Date v Sze & P &

Changing Your Password

The Campus Webmail password is the same password used for CampusNet. To change your Campus
Webmail password, sign into your CampusNet account and change the password following the directions
posted.



Views

Defining Mailbox Startup View When Opened

When your mailbox is opened, by default, it will open to your mail. This can be changed to accommodate
your personal preferences. Options for the initial load, in addition to Mail, are: Home, Calendar, To Do,

Contacts and Notebook.

Home is a page that can be separated into up to 4 sections that can contain views of your Mail,
your Schedule, To Do list, Quick links to other Lotus application or URL links.

Calendar is the view of your Calendar, displayed in current day, weekly, monthly or annual
format.

To Do list is a list of your To Do items.

Notebook is a journal.

To change your initial view when you open your mail box select ‘Preferences’. The preferences screen
will open, select ‘Basics’ and change the setting as defined under ‘Display Options’.
—

Full * | Preferences | Logout | Help =

Preferences X
f “\
Basics " - ‘_‘
This rail file belongs to: Catl R Princef o prince/CSUOHIO
N
[ Mail
Display Options
@ calendar Display this tab when startjng:
Mail ]+
International
Far all list-type views:
Bl Delegation @Show all documents as a zcrollable list
Security O Show documents one page at a time (faster load time)
Archive Search
D Enahble full-text indexing for searching
Offline
Personal categories
Logoutk
[Tvpe here to add a new category]
Business
Perzonal
Friends
Farnily
Default Mail Client
IEM Lotus iMotes is NOT the default Mail Client Make Default
Spell Check Default Dictionary _
Set this as the default dictionary:
| English [(United States) V|
w
_ ST PR SO T TP U TP SR i




Once the changes have been made, select OK at the bottom of the preferences screen to save. The next
time you sign into your account, your initial view will open as defined.

Spell Check Default Dictionary
Set this as the default dictionary:
| Englizh (United States) v|

Right Double-Click Close
[ Enable right deouble-dick teo cdose window

N
&OK %ancel Help :

=il [ K SO A anne

Change Home view layout

If your initial view is defined to open to the ‘Home’ view, follow the steps below to change the layout. If
your initial view is not defined to ‘Home’, you can still open the ‘Home’ view, make changes and use.
On the left various icons representing the options for your mailbox will be listed, select the ‘Home’ icon,
or if not listed, select the down arrows to list the additional option(s) and then select home

e

oo™ |"\t‘_,l noo

BM.Lotus. iNotes
[2 Maikinbox x

[2) Maikinbox

E B EEEEE
= o

‘ 18 < m . Notebook @ 7] nlesn
Carl R Prince ~—1 @ ¢ fsemity pre ] ISender
fsemlia.csuohio.edu _— 4 Inbg H

Inbox

] E [ Drafts Michael b
@' Drafts i =7 Sent hicole Me
L7 sent hi or = Follow Un o

Click on ‘Edit Layout’

/_\ Search
& ¥ Nev(' Eciit Layout...) Ehshow -
\_/



Select the number of panes you want in your view, in this example 4 panes will be defined

[] Edit Home Pa... %

Save & Close @~

Page Layout

O O O i O
Default
W iey 1 1 2
P
AN
Ol 1 | 2 |9 1 &Q)l 2
2 —
3 3 3 4

MNannl Onnbanbc



The bottom portion of the Page layout screen will change to display your new options. For each pane, use
the drop down list to identify what you would like displayed in that pane. For example, | would like to
see panes containing 1. Links to CSU related URL’s, 2. Links to external URL’s in this case all IBM
related, 3. Links to reference sites and 4. New mail.

I select Quick links for panel #1, assign that panel a title of “CSU Links”, assign relevant names to the
specific links in the ‘Name’ field and then define the specific URL

4 Home C® [] EditHomePa.. x
Panel # / T!,'pe\ / \ODGQﬁ 25
N
( Guick Links Title [C5U Links N\
Marme [People Soft URL https:.n".n"traffid.csuo)
1 %Mailﬁontier URL |http:/fantisparm. cou
Marm URL
L
Marme | — | ORLC| |
Hame | | uRL | |
Guick Links ¥ Title [IBM Links |
Mame [Lotus Support | URL [ttp:/f www.ibrm. camn)
z Marne |Lotus Trial Resource URL |http:/f www, ibrn, com, I
Mame [Lotus Motes ¢ Domin URL [http:/fwww.ibrm, com,
Marne [Lotus Forurns wver & | URL [kttp:/fwww, lotus, corf |
Marne |Lotus Technical Libr) URL |htkp:/f www, ibrn, com,
Quick Links % Title |Helpful Sitez
Marme [Lotus Hints & Tips | URL [http:/fwww.alanlepo
a Mame |Passport Advantage| URL |hitp:/ www-142.ibm
Marme URL
Hame | | uRL | |
Marne | | urL | |
Mail Inbox (% Title [Mail Inbox |
4 Meszsages to display |A|| unread messages V|
Cnly Mail From
D High Priority Mail Gnly =

After | have completed defining the remaining panels, | select Save & Close

(=

Save & Close )

Page Layout

@] @] @]
Default
Wiew




My new view now appears as:

Search

& ¥ Mew ~ Edit Layout... A shaw -
CSU Links IBM Links

People Soft Lotus Suppoart

MailFrontier Lotus Trial Resources

Lotus Motes / Domino page
Lotus Forums ver 6 8 7
Lotus Technical Library

Helpful Sites Mail Inbox
Lotus Hints & Tips Saort by Date 7
Passport Advantage # Carl R Prince 07/10/09 10:51AM

Thiz iz a new email




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.

E‘Reply To Al - %Forward e - P - Mark Az v E hare - @

wbject

newy email

Date

070l

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

& Interni

OR

|[ Search |

QE Shawe =

)]

f20087] O7f25/09 09: 2440

Date ©

O7f258/08 09:01 A

Preview on Side

Sidebar

w on Bottom

0727109 0245PMNy Hide Preview
07127109 02:30PM T o
07 /2709 07:424M '
0712409 05:204M 4K

07 /2309 0250PM sEK &
07 f2303 01:45Ph 4K
072309 1001 BAh 3K
OFF2309 10011 Ah 4K

07 (2309 10:07 A0 3K
072309 0941 AW gk

07 /2309 09224 2K +




Search
& Flrew - EReply - gl Reply To sl - [ Forward - B - [ - Markas ~ [ vore - S

EShUW §
=1 1Sender Subject Date ™ Size & PG
Carl R Prince &

ey el

”
From: Carl R Prince/c prince/ CSUCHIS To: ermail. administrator@csuchio, edu a
Subject: This iz a naw email Ce:
This was a new email sent to the email administrator account

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

»
P

<E|New '@RED'U 'd'i—'f_lRaplyToAll - @Forward - - H> -3 |Z @ ﬁ Mare -

@« T @
From: Carl R Princefc prince/ CSUOHIO
To: email, administrator@csuohio.edu
Date: Friday, July 10, 2009 10:52AM
Subject:

This is a new ermail

This was a new email sent to the email administrator account

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

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

Only’



| Search ]
BForward A A ”> - Mark Az - E hdore - @ Eshow
Date ¥ Sidebar

071008 155 Sidebar Panels G

% Preview on Bottom
Preview on Side

v Hide Preview

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

/

Thiz iz a new... X

F] wew » =l Reply » & Reply To Al » &) Forward - -2 EF S @ Mere -

From: Carl R Princefc prince/ CSUOHIO
To: email. administrator@csuohio. edu
Date: Friday, July 10, 2002 10:53AM
Subject: This is a new email

N\
oo
N

This was a new email sent to the email administrator account

10




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:

This iz a new...
¥ Search
& Flnew - SlReply ~ &l Reply To &1 » [ Forward ~ - B o~ Markas - @' More = &) A shaw ~
1 1Sender Subject Date ¥ size o P\&
Carl R Prince This iz & emai ariom 2K
\_/
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Or | can change my view to see all and only, the follow-up items by clicking on the ‘Follow Up’ folder

IERUEELRL I I This is a new...

& ) &=
Email Administrator @ 'ﬂ Mewy = @Reply =3 @Reply To Al - @Forward =3 ~ Remove Flag Edit Flag... E Miore = @

stemlia.czuchio.edu

= T vWho Due Date Subject Date * &

& Inbox I Carl R Prince h ppp— 07003

@ Drafts

=7 Sent

[~ Follow Up

(£ AllD

@ Junk [Fallow g}

ﬁ' Trazh

Views

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’

Email Administrator @ :ﬂ Mew - E‘REDW = @Replv Ta &l = @Forward - (P v)Mark Az v @' Mare @

=temlia. csuohio.edu

=1 1Sender Subject Quick Flag
& LI Carl R Prince This is & new email Add or Edit Flag... 074009 10
@ Drafts Remove Flag
=7 Sent o
Mew Follow Up Mez=sage
[ Follow up
SRR i

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

L)

e
Follow Up

en
Flagged documents will also appear in the Follow Up view

Importance of this Follow Up action:

(® PNprmal priority
O Efow priority

Optional Follow Up Settings
Enter a Follow Up action:

[ alarm®

*Mote* Alarms are not enabled in the lite version of Lotus iNotes.

12




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

12]

-
Follow Up
en

£
Flagged documents will also appear in the Follow Up view
Importance of this Follow Up action:
() MUrgent priority
(® [PNormal priority

O [=Low priority
fonal Follow Up Settings
Enter a Follow Up action:

Follow Up date: l:E Follow Up time:
[ &=

*Note* Alarms are not enabled in the lite version of Lotus iNotes.

Reading Attachments

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

| |[ Search ]
& ¥ Mew + ilReply - @Reply Toal + L2 Forward - - P - Mark Az @' More + 2 N
=1 !Sender Subject
b8l Carl R Prince

Dste sizef @ \P &
1 an sttachiment

13



Attachments are displayed at the bottom of the message pop-up window:

Test mail with... %

F] wew » =l Reply ~ & Reply To Al » &) Forward + -3 F S W mere - 4 T @
From: Carl R Princefc prince/ CSUOHIO

To: email. adrninistratar@csuchio.edu

Date: Maonday, July 20, 2009 02:04PM

Subject: Test mail with an attachrment

This eMail has an attachment

5
=
P
[im]

PG
(I

ATTONO07.jpg

Click on the 1) attachment at the bottom of the pop-up window to open it or the 2) diskette icon to
download and save it to your desktop. When downloaded to your desktop, the attachment will remain a
part of the eMail, a copy of the attachment is saved on the desktop.

1 % 2
At rments: ES] D_ 0-0-

=

ATTO0007.jpg

Note: the above example used IE, if using Mozilla the link for the attachment appears at the bottom of the
eMail, but in order to save it to your desktop, you will have to right click on the link and select “Save
Link As ...” as the diskette icon does not appear when using Mozilla.

14



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.

Test mail with... %

¥ Ne(céﬂ Reply v & Reply To all » (B Forward vﬁ -E-EE S @ Mere - g I @

[ avl B Drircafe meinead o CHOHTO

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 I =
received in my reply, but without any attachments if any were sent  *
with the original message”

Y] Mew » sl Reply =] & Reply To Al ~ ) Fore

(e Reply with Histary Only
. . A L. To: Reply with Histary & Attachments 54y
“with History & Attachments” means “include the original message Reply
Date: M

Reply with Internet-Style Histary

that I received in my reply along with any attachments that were Subject: vt s sty e
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”

2

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

Sample Internet Style S|biut| ERER=
-
=To: email.administrator@csuchio.edu
=From: Carl R Prince/c.prince/CSUOHIO
=Date: 07/20/2009 02:04FM
=Subject: Test mail with an attachment
=
=
=This eMail has an attachment
>
=
=
>
Did I reply?
Check your Inbox for the Replied icon
Search
& Tl Mew - &=Reply - <2¢;| Reply To &l » [ Forward ~ =3 ]> * Mark Az~ ij ore = 3 CH showe =
=1 ISender Subject Date ¥ Size &R G
Carl R Prince Test mail with an attachment O7 20008 02:04Pk 12K

15



Forward

“with Attachments” means “forward this message
along with any attachments that were sent with it”

L
|>_-| Mew - Q::J Reply - Qzﬂ Reply To All - é{; Farward = - J> - 3 [

Forward with Attachrnents

From: Carl R Princefc prince/CS
To: ernail. administrator@csug Forward

“Forward” means “forward this message without any | pace. Monday, July 20, 2009 o1 et Style Forvard
. <99 Subject: Test message
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

|Mail waz sent on 07F20/2009 02:57:55P Search |

|@ Tl Mew -~ &lReply = gl Reply To A+ [ Forward ~ - ]> - hark & T ij' More = &) [ shaw ~

=1 1Sender Subject Date ¥ Size  GR G
Carl R Prince Test message OF /20009 02:52PM 2K

Create New Message |
|@ ] hew = &1 Reply ~ &5l Reply To 21 + 2

You have two formats available for new messages — ‘Message’ and = Subject

‘Phone Message’ Phone Meszage Test mezsage

Meeting

Contact
Group

Appeintment
Reminder
Notebook Page
To Do

Folder

16



Message:
Regular eMail message

'l}_-l Mew v Send Send & File... Save As Draft Delivery Optionsz... J> - & Format = Dizplay - 3 More -

I:‘ High priarity I:‘ Return receipt I:‘ keep Private

il Administrator/email.administrator/CSUDHIO 07/20/2009 03:05PM

Subject
[eams ok ¥[10%] G| b i U ke| B E|E En- |HE Q&8 |
|

Ernail Administratar
Cleveland State University
For all computer related gquestions or problems, please contact the IS&T Call Center at:
URL  : httpe Afwww. csuchio.edu/offices/fist/needhelp/call centerhtml to report an issue 24 hours a day 5
Phone: 216-687-5050 (select above URL for hours of awvailability)
eMail : call.center@csuohio.edu &

Attachments+

Phone Message:
Special email message, use it to send special quick notes. You can add a message at the bottom, but

you do not need to.

a | |
Bec: | |
[Jurgent
While You Were Out
Contact:
| |
of
| |
Phane: Fax: I
| I | |
[Jrelephoned [ will Return
[Jrlease call [JLeft Package
il call Again [Jriease see Ma
returned call Cwras 1n
nssert M[10v B | b iUt EE|E £ 8
4_\
2| &
€ Internet #100% -

17



Addressing an eMail

Campus Webmail provides several methods for addressing eMail:

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

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

l_—l Mew = Send Send & File... Save Az Draft Delivery Options... ]> - @ Forrnat = Display - 9 Maore - E‘:l
I:‘ High priority I:‘ Return receipt I:‘ Keep Private

Email Administrator/email.administrator/CSUOHIO  07/20/2009 03:21PM
M L]'Dhndoe@hotmail.com
M Lianedoe@l,lahoo.com

[Beei] |

Subject: |

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, CC or BCC
field button.

Select from the Contacts list by clicking on the desired name or typing part of the name in the Search For
box then clicking Search.

Select Addresses o2
Search in: | Contacts w Wiew byt | List by name b
Search For:l Search |
Search results: Recipients:

42 admin section To:
Toix=
& Cronkrite, Walter Cc:
42 test e-rnail Bec:
CoiE
Beoiz>
Detailz
Rernove | Rermouve All |
[+11 | Cancel | Help |

18



Note that your distribution groups are also displayed here and can be selected.

Select from the CSU eMail Address Directory:

1. Change from the Contacts list in the ‘Search in” box

Select Addresses

Search in: | Contacts View b',':| List by name

Search

Recipiants:

Search for:

To:i=>>
Coixx
Booi=>=

8 Cronkrite, Walter
82 test e-rnail

Dretails
e

| Rermove All |

Rermove

ok Cancel

Help

Type the name in the ‘Search For’ box
Select ‘Search’

Select the desired name

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

ook wn

iew by | List by name

Select Addresses —
3
Search in: | GSU E-Mail Directory ¥ |

Recipients:

Search results:

Search For:lprince | Search

5 Prince , Anjela ¥

To:ix>>
Coixx
Beooi==

Prince , Courtney 1
Prince , Krishna L

Prince , Kyria A
Prince , Tarmika M

Prince , Tanya M

o ® @ ® o ®

Prince , Yasrmeen M

Detailz

Cof

Rermove

| Rermoue All |

14 Cancel

Help

19




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

I-"_-l Mew » Send Send & File... Save As Draft Delivery Options... J> - & Format = Display - 3 Mare = '@
|:| High priority |:| Return receipt |:| Keep Private
Email Administrator/email.administrator/CSUDHIOD  07/22/2009 11:21AM

M |Car| R Prince/c prince/ CSUOHIO

Start typing then ask Campus Webmail to find matches

Type the first part of the name in the To, Cc or Bcc field

'ﬂ Mew » Send Send # File... Save As Draft Delivery Options... ]> - & Farmat = Display = 3 Maore - '@
I:l High priarity I:l Return receipt I:l keep Private
Email Administrator/email.administrator/CSUDHIO  07/22/2009 11:21AM

To: |prince| |
Co | |
Bcc: | |
|

Subject: |

Click on the Check Name(s) button to the left of the ‘To’ button (Note: this button does not
appear until you type in the address field)

The Ambiguous Name screen displays the possible matches, click on the desired name then click ‘OK’

e | Ambiguous Name -- Webpage Dialog,

This name is not unigue: oK

Use Name Anyway

prince |
Skip Name |
Cancel |
Select which name should be used:
Namev Mail Address Directory Tvpe |
Anjela ¥ Prince/a.y.prince/(simsima@ch.rr.com  Doming Parson
Carl R _Prince/c.prince/C5Ut
Courtney J Prince/c.j.princegiprince@gmail.com  Demino Person
Krishna L Prince/k.l.prince/ Domino Person
Kyria A Prince/k.a.prince/C Dominag Person
amika M Prince/t.prince/C Domino Person
anya M Prince/t.m.princeftanyamichcole@yahoo.Dominc Person
asmeen M Prince/y.prince Doming Person

You can search by first or last names using this feature

20



Add an attachment
To add an attachment to a message:

1. Click on ‘Attachments’ (select either location, the one at top or at bottom)

ﬂ Mew = Send Send & File.., Sawve As Draft Delivery Options... P(' & %rmat * Display ~ 3 Maore - '@

|:| High priarity |:| Return receipt |:| Keep Private

Email Administrator/email ator/CSUOHID 07/22/2009 0O1:14PM
Ta: ]| | |
il | |
Bcet | |
subject: | |
s B[S G| b i ufe|BE|EAE: - |
7|

Erail Administrator
Cleveland State University

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

URL  : http:/fwww . csuohio. edu/offices/ist/needhelp/call center.html to report an issue 24 hours a day
Phone: 216-687-5050 (select abowe URL for hours of availability)

eMail : call.center@csuchio.edu

Al

Attachrnents

2. Other options will be displayed, select the ‘Select file(s)’ icon to select the desired attachment

| For all computer related questions or problems, please contact the IS&T Call Center at: ~
Attachrmentse
Add Attachrments: 3 Qg i
N—r
v

3. Locate and select the file to attach, once the file is selected select the ‘Open’ button

Open |_|
Look ir: | Personal | il
(£ Artwark ¥ aTTO0009 [F)babyz
[)50unds &) aTTon010 &) cedarpaint
¥ aTo0001 [ aTTo0011 & christmaszo0s
] aTTo0002 [%]atTo0012 &) Christmaszoosz
3 ¥ baby1 B dataUsageswitcl
& aTTO0007 & babyz i drive vs bus
< ! Ed

!l Filez of type: |AII Files [%.7]
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4,

Spell-

The attachment will be added to the list. To add additional attachments, repeat the above steps.
Note: when adding numerous attachments, pay attention to the combined size, mail larger than
10Mb will not be sent through our eMail system

| For all computer related questions or problems, please contact the IS&T Call Center at: ~
Attachrnentse
Add Attachrments: 3 Ei Qg i
=] ATTO0003. gif
v
Check
To start spell-check manually, select the spell-check icon
|
|>_—| Mew ~ Send Send & File... Save As Draft Delivery Optionsz... J} - @ Format = Dizplay - 3 More - '@
D High priority I:l Return receipt I:l Keep Private
Email Administrator/email.administrator /CSU0OHIO 07/22/2009 01:36PM
Toi] | |
Cet | |
Beoc: | |
Subject: | |
| s wm® o b i ub|EE | EvrEEa— |28 LL0 I
ol
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To have spell-check run automatically when sending mail:

1. Select ‘Preferences’

32 Tools  Help

155308 x [Y! “ahoo! lg" Google l@CSU Telephone Directo. .. l l 'ﬁ]'\r 5] @ - |52 Page - -\@' Taols =

Full = | Preferences | Logout | Help *

New Message X

|

2. Expand ‘Mail’ and select ‘General’
3. Under the heading ‘Outgoing Mail’ check “spell-check message before sending”

[] preferences x

_—
i . -~
Basics 2 | sending =
Save sent mail Default Editor
Bl Mail | @ aluays keep a copy O Plain text @ HTML
General d i i 3
Dizplay - ODon't keep a copy Send message in this format:
[HTML v
Signature OA|wal,ls prompt
Follow Up
Attention Indicator | S@cUrity Options
Sign mail that vou send

Calendar Encrypt mail that you

International

Outgoing Mail
[E Delegation Spell-check message befare sending
Security
Receiving
Archive
Check for new rail every rminutes
Offline Dprompt when new mail arrives
I annnt

4, Select ‘OK’ to save

e mmme e

Wrap each line at characters

View and Folder Management

When I delete a calendar document fram any view or folder:

|Ask rme if I want to rermove or delete V|

Delete documents in my Trash folder after

Select a default folder for the 'Move and Cloze' action:

Select...

Allow others to recall mail sent to you

hours

ﬂ Cancel| Help :
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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:

1. From within the Inbox view select ‘New’ and then ‘Folder’

2 ¥ Mew v e Reply

Meszage
Phone Mezzage

Meeting
Contact

Group
Appointment
Reminder
Notebook Page
To Do

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

Create Folder *

Folder name:

My New Folder

Select a location for the new folder:

[[g| Folders
=) Accounts Deleted
) Addressed
] Backups
=) Change Requests
[ Hires & Terms w

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

24

EEEEILE

Email Administrator
stemlla.czuchio.edu

& Inbox

_ﬁ Drafts

=7 sent

]> Follow Up

(=] All Documents
(% Junk

ET]’ Trash

& vie

(5| Folders
[ Accounts Deleted
) Addressed

=] Backups

[ Change Requests
] Hires & Terms
=] spam

Tools

Other Mail




Move eMail into a folder

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

Move Individual eMails

1.
2.

3.

From the Inbox view, locate and select the eMail to move
Select the ‘Move to Folder’ icon and expand the list, select “Move to Folder...” from the list
S h
earc
@ Tl Mew - & Reply - @Replv To All ~ @Forward @ * Mark &5~ @' Mare = @ CE show -
=1 1Sender Subject Tr— Date v Size & P&
Carl R Prince to be moved to a folder Copy to Folder... 0722109 02: 25PN
W Carl R Prince Do not move this one to & folder Remove from Folder 0722109 02:23PM 1k
“  Catl R Prince move this one alzo Delete Folder... 072209 02:22Ph 1K
“  Catl R Prince Thiz wvill be moved to & folder 072209 02:22Ph 1K
Create Folder...
Archive
Select the folder to move the eMail into, and then select ‘OK”’
Move to Folder *
Select a folder
ET]' Trash L]
E@ Folders

Accounts Deleted
Addressed
Backupz

Change Requests
Hires & Terms

My New Folder
spam

v

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

I A =

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.
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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 ‘Preferences’, expand ‘Mail’ and select ‘General’

V| QJ || X | |p - 1 Preferences %

— — - >
Google ]@CSU Telephone Directo. .. l l fy - E1 - = - hPage v (0F Tools v

|« |

Full ¥ | Preferences Logout | Help = Basics Sending

Save sent mail

L @Always keep a
[ ODon't keap a

OAIways prorpt

Fallow Up
Attertion Indicatar| S2cUrity Options
Sign mail that

[E calendar Encrypt rmail th

International

Outgoing Mail

2. Near the bottom of the section, locate the section titled “View and Folder Management” and
change the number of hours as defined under “delete documents in my trash folder after
hours”.

I:lPrompt when new mail arrives

Composing Internet Style Replies

Prefix each line with
‘Wrap each line at characters

Y¥iew and Folder Management

When I delete a calendar document fram any view or folder:

|Ask me if I want to remove or delet

Delete documents in my Trash folder aft hours

Select a default folder for the 'Move and ClosE action:

Select...

Allow athers ta recall mail sent to vou

3. Select ‘OK’ to save

action: ‘

TN\
&ﬂ )_:ancel Help| -

ED Trbarnat FonneL .

To Delete eMail:

Select the trash can icon '@ while in the view, or reading the eMail, or press the Delete key.
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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

@ HaitTrash * _

=k = D v 3

Eeda@:] L] [

Email Administrator &' Restore 52 Empty Trash More ~

steml1a.czuochio.edu

. =1 Ivvho Deleted Date Subject Date ¥
& TIE Carl R Prince 0722009 02:41PM Do not move this one to & folder 0722109
@ il Carl R Prince 0722109 02:41Ph move this one alzo 07 f22/09
=7 Sent Carl R Prince P7r22i09 02 41Ph Thiz will be moved to & folder 07 f22/09
> Follow u raat 07122009 0F: 0048 Backup on ztemi2a - 0 07109
L=} All Do root 07122109 08 00&h Brackup on stemithb - 0 07009
12 Junk Damino Dredctivation O7 (2209 0600280 CEPRD- Domino Account Desctivation Process ran with no sccounts needing de-actiyv07 0109
ET]’ Trash wehataup O7 (2209 0600280 tail Server cmemlb is Up. 070109
— wehataup O7 (2209 0600280 ail Server cmemlb iz Dovwn &t least S min. oF o109
Views

I root 0722009 0800 Backup on steml2b - 0 70109

[ii=1 Foiders roat 0722108 08004 Backun on smemlk - 0 06£30/09

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. Open the eMail
2. Select ‘More’
3. Select ‘Add Sender to Contacts’

@ to be moved t.. X

] wew + =l Reply + & Reply To Al ~ ) Forward - - B -3 % Mare + \
From: Carl R Prince/c.prince/ CSUCHIC Prefarences
To: email. adrmin@csuahio.edu Ints New
Date: Wednesday, July 22, 2009 02:23PM
Subject: to be rmoved to a folder
Create QuickRule...
. Mew Mail Rule
Carl R. Prince

ehdail Administrator
Cleveland State University
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4. A new entry for your Contacts list will be displayed. Review the information and select ‘Save &

b
Close
ﬂ Meaw - EéSaue 2 CIose)aue @
[ confidential
Title First marne Middle Lazt mnarme Suffix
| [7|[can | |[rince I [~]
Default E-rnail: work v [carl R Prince/c prince/ CSUOHID
B e Toerere| |
Phones: Business:
wark - Job title:
I work fax Company: CSUCHIO I
Pager « Departrnent:
| Assistant - Azsistant: |
E-mail and Web address: Business address:
Wark 2 -
Street
Woark 3w
URL iy
State
Zip
Country/ Region

Create Entry from Scratch
1. Open the Contacts list by selecting the ‘Contacts’ icon

x

| E, Mai-inbox x - I Contacts 5-’_-; R

N\ . 7 ISender
e j : ) ” To Do
‘ =0 |8 \ J, . I-El} I-El} Notebook

Email Administrator
steml1b. csuchio.edu or @ Home

2. Expand ‘New’ and select ‘Contact’ from the list

&t el @ B ¢
Email Administrator g/fj e v}é Fal

steml1b.csuchio.edu
&, View by name
(@] Wiew by e-mail

il view by company
_ Phone Mezzage

Meeting
Appointment
Reminder
Notebook Page
To Do

S| Other Contacts
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3. Enter data in at least one of these fields: First Name;

Last Name; or Company, along with a

default eMail address and then select ‘Save & Close’

ﬂ Mew @ Save & Close }ue

[ confidentisl

Title First name Middle Lazt name

”Doe

|V||Jane

Default E-mail: Wwark v Ijanedoe@','ahoo.com

Workl I I |
Phones: Busi
Work - Job title:
I Work fax - Caompany: Peanut Factory
Pager = Cepartrnent:
| Assistant - Assistant:
E-mail and Web address: Busi address:
Wark 2 -
Street
Wark 3 -
URL |~ el
State
Zip
Country/ Region

Create a Distribution Group

1. Open the Contacts list by selecting the ‘Contacts’ ic

on

[ Maitinbox x .

| |_—'_I Mail-inbox

\Biﬂj)l E;'%

Email Admln istrator
steml1b. czuchio.edu

& ] Mew

1 1Sender

To Do
I-El} Notebook
@ Home

2. Expand ‘New’ and select ‘Group’ from the list

& e =l @ B

Email Administrator

i

Mewe ~ NFor

steml1b.csuohio.edu

Y

&, View by name
(@] Wiew by e-mail
ﬂ View by company

fig) Other Contacts

Contact

Phone Mes=zage
Meeting
Appointment
Reminder
Notebook Page
To Do

[lez=age

el ol-lm|o]
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3. 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 ....

|>_—| Mew = Sawe & Close Save .@

[ corfidential

Group Mame: |Test Group |
Description: |creating a group |
Members: iohndoe@hotrmail. com, jacksprat@mothergoose, com)

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 Addresses p 4
Search in: | CSU E-Mail Directory A View byt | List by name b
Search for:lprince Search |
Search results: Recipients:

& Prince-wheeler , Latriece R Add
8 Prince , Anjela ¥ Add== 58 johndoe@hotrnail. corm
! 58 jacksprat@rnothergoose, com
& Prince , Courtney J
& Prince , Krishna L
B Prince , Kyria A
& Prince , Tarnika M
& Prince , Tanya M Details
8 Prince , Yasmeen M
Copy
Rermouve | Rermouve All |
QK Cancel | Help |

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 “*.xIs” (the first choice in the
drop down list)

3. Save
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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 Webmail, click on New then Group

Assign a name to the Group

In the Members field, right-click and Paste

Save & Close

ISANE R A

Create Your Signature

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

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

tREERA- | EE 288

Slbium|Es]

Email Administrator
Cleveland State University

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

URL  : httpi/fwww, csuohio. edufoffices/ist/needhelp/call center html to report an issue 24 hours a day
Phone: 216-687-5050 {select above URL for hours of availability)
eMail : call.centerifcsuohio.edu

To create a signature:

1. Select ‘Preferences’

Full | Preferences | Logout

IBM. Lotus. iNotes

=i

2. Expand ‘Mail’ and select ‘Signature’

General

Display
Signature

Fallow Up

i Indicator

Calendar

International
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3. Select
a) “Automatically append a signature ....”
b) Select either ‘Plain Text’ or ‘Rich text”
c) Enter the text of your signature
d) Select ‘OK” to save

Basics @

Autornatically append a signature to the bottorn of your outgeing mail messages

5] Mail
General Type
Display ® Plain text O Rich text
Signature
Follow Up A5
Attention Indig Ernail Adrministrator
Cleveland State University
v

Calendar
International

Delagation
Security
Archive
Offline

Logout

5

K| Cancel| Help

Note: you can’t see my entire signature in step “c” because the window is not large enough, but I can
scroll down to see and/or change the remainder of the signature.
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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 ...’

|@ ] ew - &lReply ~ &l Reply To A - ) Forward - - [ v Mark as -
1 1Sender Subject

hiore = 3\

Preferences...
Out of Office..

Add Sender to Contacts. ..
Block Mail From Sender...
Schedule a Meeting...

New Message with Stationery. ..
New Stationery
View Stationery

Create QuickRule...
Mail Rules
New Rule

Show MIME Header
Show MIME Full

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.
In addition to date, you can set specific times which you will leave and return. To set time, select
‘Specify Hours” and the leaving and returning times will appear for you to set.

|>_-| Mew ~ Sawve & Cloze Enable & Cloze

Out-0f- Office Notification Status:0ff
Alternate Notification:No one will receive an alternate notification
Exclusions: “fou have zpecified one ar more excluzions

| Dates I I

I will be out of the office...

Leaving: [gat 01/17/2009 [+]
Specifl,l hours
Returning: [sun 0171872009 [=|
Curing this time:
I I arn unavailable for meetings

| Calendar entry subject:

o1:16pm [+
[0z:16pm [

|Out of the office

People who check your calendar will see that you are unavailable between these dates.
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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.

] Mew = Save & Close Enable & Close é‘,\'
Out-0f-Office Notification Status:0ff
Alternate Notification:Mo one will receive an alternate notification
Exclusions: “fou have zpecified one ar more excluzions
Standard Motification

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

To:

Whomever
Subject: [Ernail Administrator is out of the office.
(returning Sun 01/18/2009 0Z:16PM)
Append return date to Subject
Body:

I am out of the office from Sat 01/17/2009 01:16PM until Sun 01/18/2009 02:16PM,

Additional body text: [1 ) respond to your message when I return,

Reset Defaults

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’.

] Mew = Save & Close Enable & Close

Dut-0f-0Office Notification Status: Off
Alternate Notification:Mo one will receive an alternate notification

Exclusions: ¥ou have specified one or moare excluszions

l Alternate Motification I

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

To: | lzl
. |Emai| Adrninistrator is out of the office. |
Subject:
(returning Sun 0171872009 02:16FPM)
Append return date to Subject
Body:

I am out of the office from Sat 01/17/2009 01:16PM until Sun 01/18/2009 02:16PM,
Additional body text:

Reset Defaults

34



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.

] Hew = Save & Close Enable & Close

Dut-0f-0ffice Notification Status:0ff
Alternate Notification:Mo one will receive an alternate notification
Exclusions: “¥ou have specified one or more excluszions

l Excluzions

Oee net autornatically reply to rail from Internet addrezzes,

A rnessage is sent by any of these people or by mermbers of any of these groups:

A meszage is addressed to any of these groups:

A message subject contains any of these exact phrases:

Phrases are case sensitive, and must match exactly,

Reset Defaults

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.

|
] Hew = Save & Clofe Enable & Close

Out-0f-Office Notification Status:0ff
Alternate Notification:Mo one will receive an alternate notification
Exclusions: ou have specified one or more exclusions

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:

IBM Lotus iNotes x
D You have new mail.

By selecting ‘Refresh’ the view for the Inbox will automatically refresh to display the new eMail.
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To set this notification:

1. Select Preferences

BM.Lotus. if

Preferences | Logout

2. Expand ‘Mail’ and select ‘General’

Sending

Save sent mail Default Editor

O Plain text @ HTML
" O'pant keep a capy Send message in this format:

) @Always keep a copy

[HrmL v|
Signature OAlways prompt
Fallaw Up
Attention Indicator | SeCUrity Options

Sign mail that vou send

Calendar Encrypt mail that you send

Intarnational

3. In the section titled ‘Receiving’ select how often to check for new eMail and select to prompt

when new eMail is received.

Baszics Sending

Save sent mail

|[§ 3

Default Editor

h- @Always keep a copy ) Plain text () HTML
Dizpla [ ODon't keep a copy Send message in this format:
e [HrmL v
Signature OAlways prompt
Fallow Up

Attention Indicator | Security Options

Sign mail that you send

Calendar Encrypt mail that you send

Intermational Outgoing Mail

Delegation Spell-check rmessage before sending
Security
Receiving
Archive
Check for new rmail every minutes
Offline Prompt when new mail arrives
Logout

o Danliaoc

4, Select ‘OK’ to save

Select a default folder for the 'Move and Close' action:
Select...

Allow others to recall mail sent to you

/7N
Kﬂ )_:anca| Help|
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