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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 é 

 

 

Logging In 

Use your Campus Deskmail / Lotus Notes password. 

 

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

Click on the óXô in the upper-right corner é.  

 

 

or in the upper-left corner select óFileô then select óExitô 
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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 óFileô (upper left corner of the client), select óSecurity, select óUser Securityô, you will 

be required to enter your current password. 

 

2. The óUser Securityô screen will appear, select the óChange Passwordô button.  You will be 

asked to enter your current password once again. 
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3. The óChange Passwordô screen will appear, enter the new password in the fields indicated 

(the password will be blocked out with ñXò as it is typed).  Select óOKô when complete. 

 

4. You will return to the óUser Securityô screen, select óOKô to exit the screen. 
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Concept ï 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.  

 

 

 

 

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 óShowô and then the preview setting desired. 

   OR      

To move to 

another open 

screen, click on 

its tab 

To close a 

screen, click 

on the óXô in it 

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

 

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

 

Tab for this message 
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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 óShowô and then óUnread 

Onlyô 

 

 

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 óShowô and then de-select óUnread onlyô.  All 

messages will again be listed in the view. 

To scroll though the messages, use the óNextô arrow (downward pointing arrow).  To view previous 

messages, select the óPreviousô arrow (upward pointing arrow). 
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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, I can see the flags: 

 

Or I can change my view to see all and only, the follow-up items by clicking on the óFollow Upô folder 

 

To flag items 

1. Select the eMail to be flagged 

2. Click on the óQuick Flagô button and select óAdd or Edit flagô  

 

  



10 
 

3. Select the level of importance for the flag and click óOKô to save 

 

 
 

4. To track what you have done or need to do, you can add note to yourself in the óFollow Up 

actionô field, set a follow up date and set an alarm to remind you to follow up 
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Reading Attachments 

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

 

Attachments are displayed at the top of the message: 
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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: 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. 
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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. 

 

Reply / Reply To All 

If you would like to reply to the message, click on óReplyô or óReply To Allô and select a sub-optioné 

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. 

 

ñwith History Onlyò means ñinclude the original message that I 

received in my reply, but without any attachments if any were sent 

with the original messageò 

ñwith History & Attachmentsò means ñinclude the original message 

that I received in my reply along with any attachments that were 

sent as part of the original messageò 

ñReplyò means ñdo not include the original message that was received or any attachments that may have 

been sent with the original messageò 

ñwith Internet-Style Historyò means ñinclude the original message, placing a > in front of each lineò. 

Sample Internet Style  
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Did I reply?   

    Check your Inbox for the Replied icon 

 

 

Forward 

ñwith Attachmentsò means ñforward this message 

along with any attachments that were sent with itò 

ñForwardò means ñforward this message without any 

attachments that were sent with itò 

ñInternet-Style Forwardò means ñforward the message, but include a > at the beginning of each lineò 

 

Did I forward?   

    Check your Inbox for the Forwarded icon 

 

 

Create New Message 

Select óNewô and then óMessageô   

 

  










































