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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 ómyCSUô 

 

  

Click on óCheck My Emailô 

 

 

https://webmail.csuohio.edu/
http://www.csuohio.edu/
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Logging In 

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

 

 

 

 

Logging Out 

Select óLogoutô in the upper right corner.  This will end the session and remove any personal data left in 

the browser cache.  

 

 

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.    
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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 óPreferencesô.  The preferences screen 

will open, select óBasicsô and change the setting as defined under óDisplay Optionsô. 
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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. 

 

 

Change Home view layout 

If your initial view is defined to open to the óHomeô view, follow the steps below to change the layout.  If 

your initial view is not defined to óHomeô, you can still open the óHomeô view, make changes and use.  

On the left various icons representing the options for your mailbox will be listed, select the óHomeô icon, 

or if not listed, select the down arrows to list the additional option(s) and then select home 

                        or                     

 

 

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

 

 

  



 

6 
 

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, I would like to 

see panes containing 1. Links to CSU related URLôs, 2. Links to external URLôs 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 ñCSU Linksò, assign relevant names to the 

specific links in the óNameô field and then define the specific URL 

 

 

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

 

  



 

7 
 

My new view now appears as: 
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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     

After the preview pane is opened, select the email to preview and the text will appear in the preview pane. 
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To open the email, double-click on the message.   

 

 

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 óShowô and then óUnread 

Onlyô 
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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 
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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: 
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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  

 

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

 

 
 

Reading Attachments 

Messages containing attachments will display with a paper-clip in the Inbox view: 
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Attachments are displayed at the bottom of the message pop-up window: 

 

 

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. 

 

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 ñSave 

Link As éò as the diskette icon does not appear when using Mozilla. 

  

1 2 












































