Us ng Webmail — An Email Overview

Using Webmail

Webmail alows you to read, write, and manage your Ohio Dominican e-mail. In addition, you can also
create contacts; work with an online calendar, schedule tasks, keep ajournal, and take notes. The
following steps will guide you through some features of Webmail.

Note: Y ou must be connected to the Internet to access Ohio Dominican Webmail.

LoggingIn
2. Inthe address bar, type http://webmail.ohiodominican.edu
1. Open up your internet browser and press Enter
(usually Internet Explorer or
Mozilla Firefox).
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Y ou will see alogon screen.

0DU Network Username: |

0DU Network Password:

Security

4. Enter your Network User Name S —
. . Select this option if you use ODU Webmail on a public computer.
and Passwor d in the appropriate W sovinicimir e
fl d dS Whm yOLI are fl ni Shed, Select this option if you are the only person who uses this computer.
. Warning: By selecting this option you acknowledge that the computer
CI | Ck on the L Og O n button complies with your organization's security policy.
To protect your account from unauthorized access, ODU Webmail automatically its connection to your
mailbax after a period of inactivity. If your session ends, refresh your browser, en log on again.
3 9 Student, Q. * 08 rom Toibict
:‘ﬁ EE‘E;‘Z’ 1  System Administrator Network Outage Notification - Sunday, May 20, 2007.
% DZ;Eth Ttems (150) 4 studentDevelopment Staff Announcement - Dean of Student Life
(A Drafts =1 i Ohio Dominican Alumni/ae 0... ODU Link: Keeping You Connected
=Y inbox{eto) 1 Sswisher, Gary A. 0DU JOB POSTINGS
. . i Journal =1 Athletics Department Athletic Update
5. Youwill then seethe followi ng (g ok E-mail 1 1 Walker, Linda Corrected Community Meetings-Candidates for the...
. . . . [o| Notes 0 i walker, Linda Ce i ing: i for the Director o...
Wi ndOW, | I”ldl Catl I’]g yOU ha\/e L5 Outbox 2l Athletics Department Athletic Update
. ) [ Sent tems [ B  Nunnally, Doug SECURITY ALERT 5-8-07 Mailroom Copy Center Bur...
I Ogged n Sflccmu' Iy ] Tasks 1 i Campus Ministry CM Weekly Update & Summer Sunday Mass Sched...
A i Swisher, Gary A. Find Your Direction this Fall
=4  ohio Dominican Alumni/ae O... Ohio Dominican Email Forwarding
Here you will see your Folder List to =
ics Departmen! ic Update
the Ieft, your TOOI bar aI Ong the top 1 5 nunnally, Doug SECURITY ALERT 5-4-07
. . . . 4 0 Student Activities Join the Seniors for Magic Mountain!
and the Main Window in the middle. I Athlctics Department  Athletc Update
B - - 1 i career Development Center  Choosing the Right Major and Career
All incoming e-mail messages are B i e e
H =4 U Campus Ministry Clothing, Food and School Supply Collection
goraj I n your I n bOX FOI da - (3 Ohio Dominican Alumnifze Office  Ohio Dominican Email Forwarding
24 Athletics Department Athletic Update
1§ Campus Ministry CM Weekly Update
¥ 1 0 Hawkins, Leyla Shuttle schedule - end of year
il Studenti ! e i ings-Candidates for th he Director o...|
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Reading a M essage

Y our incoming e-mail will appear in the main window. Notice that you can see whom the messageis
From, the Subj ect, the Date and Time the message was sent, the Size of the message, and if the message
contains aFile Attachment [J .

To read amessage, double-click on that message line, and the message will open in its own window.

Note: Y ou can also choose to activate the Preview Pane, so your message text will appear in the lower
half of the screen. To do so, click on the Preview Pane IE button, located in the toolbar.

Composing a Message

tsend|id 42 Y 0 B[t 3 ) optens..| @b
1. To compose an e-mail message, ‘
click the New button .
2ANew ¥
Subject:
Y ou will see the following window: romsl v A Al 1o - FEREE RUEs =
2. If youwant to find the e-mail
address of someone at ODU, click
on the To button to Open the FI nd Find names in:  Global Address List -
Names tool. Dok o |
Last name: First name:
Title: Alias:
Y ou will see the following window: T Department:
Office: City:
Eind
Mame Phone Alias Office Job title Company
Add redpient to... - Ertie

3. Enter the last name of the person you want to e-mail, and click Find. You will see alist of names that
match the name you entered.

Note: You can aso use Find Namesto look up partial last names (e.g., Rei) or last names beginning with
aparticular letter (e.g., R). You may also look up first names in the same way.

4. Click on the name of the person you want to e-mail.

5. Click on either the To, Cc (carbon copy), or Bcc (blind carbon copy) button. Y ou must click on one
of these choices; double-clicking on the person’'s name will not include their address.

Y ou can repeat this process to send to multiple recipients.

When you are finished, click on Close.
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Note: The recipient's name now
Appears at the To field.

i—send ol ([T 0 B, F 3 |2 options...| @ Help

If you want to e-mail someone off-
campus, simply enter their complete email @hotmail com;johndoe @gmail. com|

Internet e-mail addressin the To field.
Multiple e-mail addresses may be ——
separated by semi-colons (;). _
Subject: Hello!
8. Click inside the Subject field, and
enter the Subject of the message. Normal  w A Al -0+ A BIUSE ==

Note: Y ou may also advance through
these fields by pressing the Tab

Hil This is the first message everl

key)

9. Click inside the M essage Body field and type your message. Y ou do have several text formatting
options available: changing the font, color, and style of the test; changing the alignment; and making
bulleted or numbered lists. These options can all be found in the toolbar.

10. When you are ready to send the message, click on the Send button.

11. If you decide you want to continue working on the message at another time, you can press the Save
button E and adraft of the message will be saved in your Drafts folder.

Replying to a M essage

If you would like to respond to the sender of a message, click the Reply button &Reel youwill seea
reply (RE) message window appear, with the name of the recipient filled in for you. The cursor will be
flashing inside the message body field. Type your reply, and click the Send button.

If you would like to reply to the sender and all recipients of the email message, click the Reply to all
button.

Forwarding a M essage

iz Forward

If you would like to forward a message to another sender, click the Forward button . You
will see aforward (FW) message window appear. Click insidethe Tofield and enter the name of the
recipient(s). You can click inside the message body field and add your own message, if you choose.
When you are finished, click the Send button.

&) Help
Including a File Attachment Choose a file to attach:

g
2
i

1. Whileyou are composing a
message, click on the Attachment
button i

Add the file to the list
Attach

Y ou will see the following window:

Close
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2. Click on the Browse button.

3. Usethedrop-down box to find
the folder wherethefileis
located.

4. Click on the filename you want to
attach and click Open. Your file
will appear inthe Choose afileto
attach field.

5. Click Attach. Your file will now
appear inthe Current file
attachmentsfield.

Note: If you have attached the wrong
file, click inside the checkbox
beside the filename and click
Remove. You can attach multiple
files.

6. When you are finished, click
Close. Thefileisnow attached to
your mail message.

Note: To successfully attach afileto
your message, you must click the
Attach button after you find the
file with Browse.

Deleting M essages

To delete amail message, you can click on the message line from the main window and press the Delete

key on your keyboard. Another way to delete message is to use the Delete button

|ocated on the

toolbar. You may also select arange of message to delete at one time by clicking on a message, holding
down the Shift key and clicking on the last message in the range you want to delete. Once the range of

messages is selected, simply use one of the options above to delete the range of messages.

However, for amessage to be
completely deleted from your
account, you must also Empty Y our
Deleted Items Folder. By default,
deleted messages go to thisfolder
before being permanently deleted. To
empty your deleted items folder, right
click on the deleted itemsicon and
select Empty Deleted Items.

Y ou will the be prompted:

Click the OK button.
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Managing your Mailbox

Because official Ohio Dominican correspondence is sent to you through your ODU e-mail, it isimportant
you manage your e-mail storage space. If your mailbox size grows too large, your mailbox will be closed
inhibiting you from sending and/or receiving email messages. Do regularly delete unwanted e-mail
message to free disk space, not just in your Inbox folder, but also in your Sent Itemsfolder. (By default,
acopy of each message sent from your e-mail account will be kept in your Sent Itemsfolder.)

Many people send and receive file attachments, such as PowerPoint presentations, Word documents and
.JPG pictures. Messages containing file attachments can take up a large amount of the allowed spacein
your account. A good practice when working with file attachments is to save the file you received to your
H: drive and delete that message. Doing thiswill alow you to store the file attachment while not taking
up space in your mailbox.

Working with Folders

As referenced throughout this document, Webmail does include four default folders for your e-mail:
Inbox, Drafts, Sent Items, and Deleted Items. Y ou can create additional folders to help organize your
messages. Please note any folders you create are saved on the e-mail server, not your computer and will
count against your storage space.

1. Right-click thefolder (e.g.,
Inbox) where you want to create
the new folder.

Y ou will see the following pop-up
choices:

2. Select the New Folder option.

s Al

Y ou will see the following window:

3. Enter aName for the new folder.
By default, it will contain M ail
Items. If you choose, the folder
will contain Appointments,
Contacts, Journals, Notes, or
Tasks.

4. When you are finished, click OK.
Y ou will see the new folder you
created will be listed below the
folder where it was created.
5. To copy amessage to this new folder, click and hold on the message line and drag the message to the
folder.
6. To seethe messagein the folder, double-click on the folder name.
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Y ou can aso Move, Copy, Delete and Rename a folder by right-clicking on the folder and selecting the
appropriate action.

Creating Contacts and Distribution Lists

Y ou can create Contacts and Distribution Lists through the Contacts folder option. 'Y ou might want to
create contacts for non-ODU Internet addresses. Y ou may also use the feature as an electronic address
book. Distribution lists are useful for class and club lists, particularly when you need to send the same e-
mail message to several people.

1. Right-click the Contacts folder

Y ou will see the following pop-up
window:

2. Click Contact

3. Fill in as much information as you want about this contact. More informational fields are available by

clicking the Detailstab.

4. When you arefinished, click Save and Close. Y ou can return to update this contact at anytime from
the Contacts folder.

5. If youwould liketo create a
distribution list rather than a contact,
select Digtribution List option from
the pop-up window.

Y ou will see the following window:

6. Enter aList Name

7. Enter an e-mail address. Click
the Add button. The completed
entry will appear in the field
below. Repeat this procedure for
each person you would like to
add. When you are finished, click
the Save and Close button.

8. When you want to send to this list, return to the Contacts folder and double-click on the name of the
distribution list.
9. Click on the Send mail tolist }“_| button. Y ou can now compose your message and send to the

group.
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Additional Features

With Webmail, you can also keep track of your schedule with an online Calendar, schedule Tasks, keep a
Journal and take Notes. Because Webmail is available on the Internet, you can access these tools
wherever you have Internet connectivity. Look for these options in the Folder s menu.

Webmail Options
Additional Webmail options are available from the Options folder, located in the Shortcuts menu. Here,

you can set up an Out of Office Assistant, change E-mail notifications, change the Date and Time Format,

adjust your Caendar, Reminder and Contact Options, change your Password, and recover Deleted Items
recently deleted.

L ogging Off

1. When you are finished using Webmail, click on
L og Off icon located in the top right of the
window .
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