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Start and Exit Campus Webmail

IST& Call Center: 21687-5050 to report any computer eMailrelated issue

Supported BrowsersMicrosoft Internet Explorer.& and7.x - Windows platforms only
Mozilla Firefox 2.0- All supported platforms

URL: https://webmail.csuohio.edu

Can also be accessed from the GEtnepagettp://www.csuohio.edy

Click on 6émyCSUbG
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Helping Vets Adjust — | Click here to log in to CampusNet. Student Ac
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Quick Links
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Join the C5U campus community.



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

Logging In

Use your CSU ID numbenot your eMail addressnd your Campi¢etp a s swor d €

« 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

Sel ect O L oppgevnight dornernThis Wileend the session and remove any personal data left in
the browser cache.
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Changing Your Password

The Campus Webmail password is the same password used for CampusNet. To change your Campus
Webmail password, sign into yo@ampusNet 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 ymarl. This can be changed &ocommodate
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 Malil,
your Schedule, T®o 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 viewhen you open your mail box seléBreference®s The preferences screen
will open, séect@Basickand change the setting as defined under
—

Full * | Preferences | Logout | Help =

Preferences X

i /_\
L

o~
—
< asies This mail file belangs to;  |Catl R Prince/c princef C5UOHIO

[ Mail

Display Options
Dizplay this tab when startjng:

B Calendar

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)
I Archive Search
D Enahble full-text indexing for searching
I Offline
Personal categories
Logoutk
[Tvpe here to add a new category]
Business
Perzonal
Friends
Farnily

Default Mail Client

IBM Lotus iMotes is NOT the default Mail Client Make Default

Spell Check Default Dictionary
Set this as the default dictionary:
| English [(United States) V|




Once the changes have been made, select OK at the bottonpadfrences screen to savihe 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 viewisd ef i ned t o open to the O6Homed vi ew,
your initial view is not defined to O6Homebd,
On the left various icons representing the options for your maillilbke listed, select thé Bmedicon,
or if not listed, select the down arrows to list the additional of#)@nd then select home

e
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Select the number of panes you wianyour 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 ogfamsach pane, use

the drop down list to identifwhat you would like displayed ithat pane. For examplewbuld like to

see panes containing 1. Links to CSU related URLS
related, 3. Links to reference sites and 4. New mail.

I select Quick I'inks for panel # lelevaathamegtmthet hat pa
specific |Ilinks in the 6Named6 field and then defin

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 twavays of reading your eMail, the first being in a preview mode, the second is opening it.

To preview the email, open the preview pdmeselecting the preview tdbe bottom of the Hbox view
or by selecting 6Showd and then the preview setti

| |[ Search |

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

ubject Date: Date ¥ Sidebar
i2008)] OF 2809 092440 =

newy email 070l

w on Bottom

193] 07128/09 08:01A Preview on Side )

0727108 02 45PN\ Hide Preview

OF 27109 02:30PM Unread Only
1 072708 074280 T

072408 05: 20240 4K

072308 02:50PK SEK &

0723089 01:4:5PK 4K

OF (2309 101 6AM 3k

072308 10:11 Ak 4K

072308 10:07 A0 3K

OF (2309 09:49 A0 SH

072308 09: 2280 2K &

~—— & Interni OR

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



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, doubldick 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 coloBy default mail highlightedh red is unread mail.

The fastest way to view and read ONLY unread mail messages is to ctisk@mand therdJnread
Onlyd



| 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 undadting only the unread messages, sei8bowband then deselectdnread onl@ All

messages will again be listed in the view.

To scroll though the messages, usedtextdarrow

/

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 yoed® 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
\_/

11



Or | can change my view to sak and only, the followup items by clicking on théollow Updfolder

[2; Mai-Follow Up x

_rg' This iz a new...

SEEE

Email Administrator
stemlia.czuchio.edu

& Inbox

@ Drafts
=7 Sent

[~ Follow Up

(£ AIlD

@ 'ﬂ Meww = @Reply = @Reply To &l - @Forward = = Remove Flag  Ecit Flag... E hdare - @

= 1 who

Date ¥ &

07 M0/09

Due Date Subject

I Carl R Prince

@ Junk
ﬁ' Trash

Views
Folders
Tooks

Other Mail

To flag items

[Fal

Jow Up ]

1. SelecttheeMail to be flagged

2. Click on theQuick Flaggb ut t o n

and select Edi

L1 AN PAmmme T

Email Administrator
=temlia. csuohio.edu

@ PIvew - EReply - Gl Repty To it - [ Forware - 3 ([ Ywercas - T wore - S

=1 1Sender Subject Quick Flag
Add or Edit Flag...

Remove Flag

0700910

Carl R Prince This is & new email

Mew Follow Up Mez=sage

3. Select the level of importance for the flag and ciokoto save

L)

e
Follow Up

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®

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

12
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4. To trackwhat you have done or need to do, you can add note to yourselférRle!l | ow Up
actiorbfield, 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 pelgein 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 messagapaindow:

Click on thel) attachment at the bottom of the pagp window to open it athe 2) diskette icon to
download and save it to your desktop. When downloaded to your desktop, the attachment will remain a
part of the eMaila copy of the attachment is saved on the desktop.

K

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 rightclickohthen k and sel ect
Link As é0 as the diskette icon does not appear

14
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