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Start and Exit Campus Deskmail

IST& Call Center: 21687-5050 to report any computer eMailrelated issue
To start Campus Deskmail:

Start—» Programs—»> Lotus Applicatieris™ Lotus Notes 8.5

Logging In

Use your @mpus 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

Clickon the OXé& iignhtt hceo runpepre ré

i Workspace - IBM Lotus Notes

IBEFERbLDEAelBaxd B2 @GPEEEBD

s

orintheuppet eft corner select OFilebd6 then select O6EXIi

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
Deskmailpassword is independent of them and must be

To change the password, it can be changed to the same
Deskmail account as you normally would.

1. Select OFiled (upbppr
be required to enter your current password.

for CampusNet or Campus Webmail. The
managed separately.

one as used for Webmail, open and sign onto your

tefecrcooBecuniftyhesel ¢ et

o Help

c

Drowntime Log
on fzeml2b

N Edit  Miew Create Actions Tools  Wind
Mew 3
Cpen 4
Close Esc o) @Q
AutoSave L4
Application 4
Feplication 4 é =]
Locations L4
Page Setup... SG Calendar

on fzemlla

Preferences. ..

Propetties Alt+Enter
Security 4 User Security
Sametime ¥ (&3 Lock Motes ID
Close &l 5| Switch ID...
Exit TEEIE]

2. The 6User Securityo

Chrl4+FS

screen wil/l sel e

appear

asked to enter your current password once again.

User Security

To change your password, click here

If pou think zomeone knows your Motes pazsword, click

] Don't prompt for a passward from other Motes-based

Autornatically Jock my Maotes (D after

2=  Security Basics
€ [ Your Identity Mame E mail & dministrator/email. administrator/CSUOHIO
{8 = Identity of Others 1D File C:\Program Fileshlotusnotes\dataiemailadmin. D
'& + What Others Do |0 File encryption strength B4 kit RC2 Mail Recovery 1D ... |
<G8 ¥ Notes Data 1D File expiration date 034114200 Renew... |
& Mail

—

4

Change Pazsword...

here LCompromised Password... |

[ Don't let administrator set Domino web/nternet password to match Motes password

programs [reduces security]

an EI: minutes

ok | Close




3. The O C®haasnsgpeor dd screen will appear, enter the
(the password will be blocked out with AX0 a

Change Password

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 wi || return to the O6User Securityd scree



Concept i 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, | havé 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

| (4 Home || BB Email Adm - Mz st- EQl || CSU E-Mail Directory - People _

BFEXRHXEDD BAcD (W -

To move to To close a

another open screen, clik
screen, click on on t he
its tab 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 -ditth&igw

or by selecting 6Showdéd and then the preview setti

[+ 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 pane!
< OR

~_ —= -




After the preview pane is opened, select the email to preview and the teaghpeébr 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, doubldick 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 coloBy default mail highlighted itvold blackis unread
mail.

The fastest way to view and read ONLY unread mail messages is to cliShamband therdJnread
Onlyd

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 unreassages, sele@howband then deselectdUnread onlya Al
messages will again be listed in the view.

To scroll though the messages, usedtextoarrow (downward pointing arrow). To view previous
messages, select the &daraw.i ousd arrow (upward poi

& 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 =] Reply = @L'ReplytoAlI' = Forward ~ EJ' ]>' @ Display~ Q' More~

&

= This is a new email

=] =i Carl R Prince to: email administrator 07/27/2009 10:11 Abd
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 sakt and only, the followup items by clicking on thé-ollow Upbfolder

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. SelecttheeMail to be flagged
2. Click ontheQuick Flagbhut t on and select 6Add or Edit fl ag:¢

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 ctiokoto 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 trackwhat you have done or need to do, you can add note to yourselfdrite| | ow Up
actiordfield, 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 Follow Lip

Importance of this Follow Up action:

- 2
o B
" 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 wiglaperclip 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 tiog of themessage:

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
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Double dick on the attachment at thep of the message open it You will have the options of opening
/ viewing the attachment, saving it or cancelingrdguest.

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 ga 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 erogil pop
window you have buttons for major functions.

ﬁ alrkehace r‘ﬂ Email Administrator - Mail - _

BElFERhaEDBAR [ TN -90 % % @ BEHRCED (@ - J

@ || Email Administrator [ || 4] New@ Reply - GElReplyto all + [ Forwarcbj - [ - [ more - @& Q) -~ ‘l%l Show ~
stemlla
] o = 1Sender NI e Date v S @ P
Inboz
&l l?‘ | Carl R Prince Test mail with an attachment 0702702008 10:35 AWM 12K &
= U] Drafts
=1 gent

Reply / Reply To All

If you would like to reply to the message, click@ephybor O Re p laydseleotagub p i on é
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 oitigl note.

Awith History Onlyod means dAi.ncl ude the —ori ginal m
received in my reply, but without any attachments if any were sent
with the original messagebo L rew - gl Reply

QQ}J Reply To All = é{; Forw

Reply with History Cnly
~ . . R To: Rell,' with History & Attachrments :;u
Awith History & Attachmentso meahs fdinclude the o

Date: Reply with Internet-Style Histary

that | received in myeply along with any attachments that were | subject: ismmoeeyo K ||
sent as part of the original "messageo

From:

AfiReplyd means fido not i ncl ud eranyratachments that maylhavene s s a g
been sent with the original messageo

Awith -S$hylkendisdiomygloude anlse or i gi nal message, pl ac

Sample Internet Style &

=

biuk|Eas]

=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 | reply?
Check you Inbox for the Replied icon

O

Forward

Awith Attachmentso means Aforward this message
along with any attachments thatwere nt wi t h it 0

AFor wardo means Aforamard this message without
attachments that were sent with ito

I nt-8rynleé¢ Forwardo means Aforward the message, b u:

=1}

Did | forward?
Check you Inbox for the Forwarded icon

Create New Message

Sel ect 6Newd and then O6Messageb

14































































