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Changing Deskmail 
 

Customize Your Toolbar 
 
If  you frequently want to change font sizes or styles, or have other tasks you use regularly, you may want 

to customize your toolbar to include the buttons that will meet your specific needs. 

 

1. Select óFileô (upper left corner) and then select óPreferenceséô 

 

 
 

2. The ñPreferencesò screen will appear, expand óToolbarô then select óCustomizeô 

 

 
 



2 
 

3. Select the óToolbar to Customizeô, scroll through óAvailable Buttonsô selecting those that are 
wanted and select the óAdd Buttonô button to add them to the contents list.  To remove a toolbar 

button, in the óToolbar Contentsô select the button to be removed and select the óRemoveô button. 

 

 
 

4. Select óToolbarsô and verify that the toolbar that has been customized is visible.  If the toolbar has 
a check mark it is visible, if not select the box to place a check mark next to the toolbar. 

 

 
  



3 
 

5. When changes have been completed, select óOKô to save the changes. 

 

 
 

 

Modify Your Columns 

 

If you need more space to view your mailbox, expand the view area by selecting column bar on the left 

side of the view and dragging it further to the left 

 

 
 

 
 

These changes are automatically saved when the mailbox is closed.   

  

Select this column, hold down mouse 

button and drag to the left 
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Creating eMail 
 

Text Formatting 
 

Although you can change the font, size, style and color of your eMail text, please remember that the 

receiver may not be using Webmail or Deskmail and, therefore, may not see your formatting. 

 

The primary options for formatting text can be broken into the following categories: 

 Font 

 Size 

 Style 

 Color 

The easiest method for changing text formatting is to start by displaying the Text Properties box.  Then, 

select the text and apply the options desired. 

 

To display the Text Properties box: 

Select text to be changed, right-click on the text and select óText Propertiesô 
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The óTextô formatting screen will appear you can change the format of the text or by selecting the second 

tab add bullets, change the alignment, etc.    Note: not all of the bullet type may work on your PC. 

 

                         
 
Additional text formatting options can also be located by selecting óTextô (located at the top of the 

screen).  Select the text in the body of the note that is to be altered and make the appropriate changes by 

selecting the option in the list.  Note: your cursor must be located in the body of the eMail for this list to 

display properly. 

 

 
 

Cut & Paste 
 

You can cut, copy and paste in Deskmail, just as in Wordé 

 

Highlight text, right-click, ñcutò or ñcopy 

Move to new section, right-click, ñpasteò 

 

You can also add these buttons to your toolbar 
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Delivery Options 
 

Delivery options are set for each eMail at the time it is created.  Changes made to the delivery options 

cannot be stored and made as the default for future mailings.  However, if a stationary is created and used, 

these settings can be customized and saved within the stationary. 

 

When creating an eMail, select óDelivery Optionsô 

 

 
 

Select the desired options and when complete, select óOKô and continue with creating/sending the eMail 
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Change Your Letterhead 
 

You can change your letterhead by selecting a new one from a list of system supplied letterheads.  This 

change will become your default letter head and will be used on all eMails you send.  When using a 

letterhead, only those account that use Deskmail will be able to view the letterhead.  Any account outside 

of the CSU domain will handle the letterhead based on the settings as defined within their system. 

 

1. Select óMoreô and then óPreferencesô 

 

 
 

2. Select the óMailô tab and then the óLetterheadô tab; select the desired letterhead and select óOK 

when complete 
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Add a Graphic to Your Signature 
 

You can change your signature from simple text to also include a graphic design.  You can have the 

graphics in place of the text signature or in addition to. 

 

1. Expand óMoreô and then select óPreferencesô 

 
 

2. Select the óMailô tab and then the óSignatureô tab 

 
 

3. If you already have text in the signature field, it will appear in the signature field; otherwise the 

field will be blank.  Locate the cursor where the graphic is to be located.  Expand the font button 

in the óSignatureô field and select óGraphicô.  Expand the same button, and select either óPasteô or 

óImportô.  Select óOKô when complete 

 
  



9 
 

Re-usable ñFormò Letter (Stationary) 
 

Create a Stationary 
 

You can create a message template that you can save and reuse.  This eliminates the need to recreating an 

eMail that is sent out numerous times, such as eMail welcoming new students to a specific program, 

monthly reports to a supervisor, etcé 

 

When you create a stationary, enter all of the standard information that you want to include, can include 

eMail addresses in the ñToò, ñCcò and ñBccò fields, the subject and the body of the eMail.  Please note: 

when the delivery options are defined in a stationary, they remain in effect for each time the stationary is 

used, there is no need to define the delivery options for each send, as you do in a standard eMail.  Once 

completed, save it and assign it a name associated with the purpose of the eMail so it will be ready for 

when you need it. 

 

1. Expand óToolsô and select óStationaryô 

 

 
 

2. Expand óNew Stationaryô and select either óMessageô or óPersonalô.  Message is in the format of 
the standard eMail, whereas, the personal format includes are area for header and footer 

information for such things as letter heads or other forms of graphics and text 
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3. Enter the contents of the new stationary.  Once it is in the form you desire, select óSaveô.  At this 
point the system will request you enter a name for the stationary.  This is so it can be easily 

identified and located in the list.  It is recommended that the name reflect the purpose of the 

eMail. 

 

 
 

 

Use an Existing Stationary 
 

1. Expand óToolsô and select óStationaryô 

2. Locate the stationary to use, double-click on it to open it 

3. At this point, the system treats the stationary as a regular eMail.  Fill in the eMail address or any 

other information needed within the body and send as normal 
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Printing eMail ï Display All Name 
 

When you receive and eMail with numerous addresses listed it the ñToò and ñCcò fields, when printed 

there are times you would like the list of all of those addresses to also be listed on the print out in their 

respective fields. 

 

1. Print the eMail as you normally would 

2. When the óPrint Documentô screen appears, select the óPage Setupô tab and select óExpand Names 

field contents.  Select óOKô to send the document to the printer. 

 

 
 

 

Managing eMail 
 

Sort Your eMail 
 

You can quickly sort your mail by moving your cursor over the heading of a column.  When this is done, 

a sort arrow will appear (if no arrow appears the column cannot be sorted), select the column heading and 

it will be sorted. 

 

Arrow definitions: 

 

 - Currently unsorted, will be sorted in ascending order when selected 

  - Currently sorted in ascending order 

 - Currently unsorted, will be sorted in descending order when selected 

 - Currently sorted in descending order 

 

  



12 
 

In the example below, the email is sorted by the subject in ascending order. 

 
 

Note: you can only sort by one column at a time.  

 

 

Locate eMail by Specific Word 
 

If you need to locate an eMail that contain a specific word(s) in the ñwhoô or the ñsubjectò field, you can 

use the óFindô feature.  When this feature is executed, it will only search those items listed in the current 

view.  If you have created personal folders, or are unsure as to the location of the particular eMail in 

question, it is best advised that the óAll Documentsô view be opened before executing the óFindô feature. 

 

The óAll Documentsô view is just what the name implies; it will list all items in your mailbox.  The item 

could be in any personal folder, any system folder, such as sent or Inbox, or could even be a calendar or 

To Do item.  To open the óAll Documentsô select óAll Documentsô listed on the left. 

 

 
 

To start the óFindô feature 

 

1. Open the view to search 

2. Select the óFind/Replaceô icon (binoculars) located in the toolbar 
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3. The óFindô screen will appear, enter the criteria to search for and select the óFind Nextô button.  
To refine the search, expand óFind Optionsô 

 

 
 

4. If an item is located that matches the search criteria, the view will automatically advance to the 

item and highlight it.  If you want to continue the search, select óFind Nextô until the item you are 

searching for is located.  If no item is located, an error will appear indicating this.  To exit this 

feature select the óCloseô button 

 

Search for Text Anywhere 
 

More useful than the óFindô, the óSearchô feature allows you to search in any document for the text 

anywhere, in other words, searching for the word ñlabò will display all the emails with the word ñlabò in 

and of these fields: 

 Who 

 Subject 

 Body 

 

You can also set it to search regardless of type of document, so you can search in: 

 Email 

 Calendar 

 To Do 

 Journal 

 

To start a search 

1. Select the óAll Documentsô view (this enables you to search everything in your mailbox) 
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2. Select óAll Documentsô from within the search bar 

 

 
 

3. Enter the search criteria within the search bar 

 

 
 

If there is no search bar on the client, right-click on the toolbar, select óToolbarô and then select óSearchô.  

The search bar will then be made available. 

 

 
 

The results will be all documents (regardless of type or folder currently located in, that contain the search 

criteria entered.   A search bar will appear at the top of the view, to return to your full óAll Documentsô 

view, select óClear Resultsô on the bar. 
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Manage Your Folder 
 

Once you have created folders, you may want to delete or rename them. 

 

Delete or Rename Folder 

 

Right-click on the folder name and select the desired option: 

 

 
 

Create Nested Folders 

 

To create a folder within a folder, right-click on the folder that is to be the parent folder, and then select 

óNew Folderô.   

 

 
 

Color Code eMail for Easier Identification 
 

To quickly indentify eMail received from special people, you can change the color of either the 

background or text of the eMails. 

 

1. Select óMoreô and then óPreferencesô 
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2. Select the óMailô tab and then the óAttention Indicatorsô tab.  Enter the eMail address, or select 

the addresses from the directory, in the óSender namesô field, set the óBackgroundô and óTextô 

colors, when complete, select óOKô 

 

 
  

Select to open the 

directory  








