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Using & Mav

This handout is simply an outline to be used as a guide in ¢famscan usalmostany browseto access
MavMAIL . The steps below identify at least one way to accomplish a task. We will explore as much of
MavMAIL as time allows.

You can access your accountrteil, calendar, etc.) from any computer that has Internet access. Many of the
functions and features in Microsoft Outlook are available in the web version and are used in the same manne

Access your Account

1. Open the browsemal type in the following web address: http://mavmail.mnsu.edu andtpedSaterkey
on the keyboard

& MavMAIL - Getting Started — Information and Technology Services — Minnesota State University, M - Windows Internet Explorer =8 P
i) |é‘ http://mavmail.mnsu.edu/ '| ] ‘ “'7‘| ~ | |b Bing p -
- - - P

7. Favorites & MavMALL - Getting Started — Information and Te... fr ~ B v = d v Pagev Safetyv Took~ @~

Website and directory search | Find |

Admission Administration Athletics Student Life Technology S

Information & Technology Services

2 MNSU » ITS » Getting Started > MavMAIL

ITS Home c
Getting Started

Orientation MaVMAI L

Username & Passwaord -

MavMAIL i B ’ M

MavDISK Q [ / av

HavilAll secure Logon

TeTanT MavMAIL Secure Logon U

Metwark Access MNew to MavMAIL? Activate your account now!

Personal Website Forget your password? Change your Password or Forward online!

Phone System

Computer Standards Entourage 2008 Required Update!
Getting Help We will begin upgrading the campus email system on Sunday December 20th. If you use Entourage 2008 for Mac to read your campus i

email, you may need to install an update - Entourage 2008 Web Services Edition. More information
Computer Training

ETEHE s MavMAIL Voice Access

= Training Manual for MavMAIL Voice Access (PDF)
= Quick Start Guide for Voice User Interface and Touch Tene Interface (PDE)
Phone System = More information

Academic Technology

Podcast New Features

Video Services = Quotas - Faculty & Staff 1GB, Students 300MB

= Integrated instant messaging (MavCHAT)

= Conversation view

= Support for multiple browsers such as Firefox and Safari

Web Development

& = Mail Tips - Will notify a MavMAIL user of an impeding error before it happens
@ (o3 = A side-by-side view for calendars
i d}O't’
-’C‘“\ O,P.a(& = Text Messaging Integration for your calendar items (SMS)
TN, * More information ]
& Internet | Protected Mode: On a v B10% -

Pagel of 41



1 NOTE: Quotas for accounts were increased to 1 GB for faculty and staft &t MB forstudents.

2. Click either of the following icons:

Mav

'\__/' Q MavMAIL Secure Logon

3. When te login box appearsnteryour Usemameand Passwordnd presshe Enterkeyon the keyboard or
click the Log On button

MavMail

Minnesota State University, Mankato

Security { show explanation )
(&) Thisis a public or shared computer

@ Thisis a private computer

B Use Outlook Web Access Light

User name:

| Logon |

ected to Microsoft Exchange
007 Microsoft Corporation, All rights reserved,
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MavMAIL Interface

This newest version of MavMAIL offers support for multiple browsers such as Firefox and Safhesén
browserswhether on Windows or a Macintosh, you will basicgigtthe samdooking desktopwhile in

MavMAIL .

W Mav

4 [} Favorites
L5 Inbox
LA Unread Mail
=1 SentItems

4 22 Shannon L. Jeffries

L] Inbox

|2 Drafts

[[=] sent Items

o | Motes

L Junk E-Mail

’2:} Deleted Items
L2 Search Folders

4 Orline Archive - Shannon L. Jeffries

o 3 contactList
» Other Contacts
E., Add contact...

] Mail
5] calendar
8=| Contacts
/] Tasks

j Public Folders

A Mew =

Inbox

Arrange by: Date -

7 Testing new e-mail system

Jeffries, Shannon L

X * Move *

Filter = view » &

P .y

MewestonTop -

1:12PM

Page3 of 41

Shannon L. Jeffries (@ -

Sign out

Options 59 ] o -
) Y y Expand Al | Mewest on Top
o =
Testing new e-mail system

4 (=) @ Jeffries, Shannon L Actions = (3

Friday, Decamber 11, 2005 1:12 FM
To: @ shannon L. Jeffries

= 1:10 PM
w Jeffries, Shannon L 1:10 PM
(=] 1:10 PM



MAIL

New Features

4 )} Favorites
| F ©

[} Inbox Ly -pen
LO Unread Mail

/=1 Sent Items

V Favorites containa list ofyour folders.
Easily customize Favorites by right Open in New Window
clicking on an existindolder and

clicking Add to Favorites.

4 || Shannon L. Jeffries 4 Copy Folder...
L~ Inbox
L;#| Drafts
___] Sent Items
o | Motes :
L@ Junk E-Mail Add to Favorites >

ta) Deleted Items

[[g Create New Folder...
LG Search Folders

f=d Mark all as Read

< L ':Il'llil'IE Arl:hi".l'E 'ShEIl'Il'Il:Il'I L. JEﬁ:riES V Onllne ArChIVE IS a folder Where
™ — . . Archive Palicy r
archived messages will be stored.
4 & contactList =

fa] Empty Folder
4 Other Contacts

# Jeffries, Jerry
ﬂ.,u Add contact...

V Threaded Conversation View

Threaded Conversation View threads together related messages according to the Subject line no meatter whe
the messages are located in the mailbox.

Inbox Options (57 ] (7
iMew + | X+ Move - Filter = view + & I ¥ 3 Expand &l | Meweston Top
- & =
p .l - .
Arrange by: Date - Meweston Top = Testing new e-mail sy’stem
43 Testing new &-mail system 4 Jeffries, Shannon L 1:12 PM
= Jeffries, Shannon L 1:12 PM “ L:10PM
4 Shannon L. Jeffries Sent Items 4|5 JEFﬁ'iES, Shannon L Actions = (5
w Jeffries, Shannon L 110 PM Friday, December 11, 2009 1:10 PM
d Shannon L. Jefifies Zent Ifems To: ® Shannon L. Jeffries

-You forwarded this message on 12/11/2009 1;11 PM,

i 1:10 PM
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The Threaded Conversation view can be turned on and off by clicking on Date and clicking on Conversation.

Vv

\%

Arrange by: Date -
v Date

From

Tao

Size

Subject
Type
Attachments
Importance

Flagged

Conversation

You no longer have to page through your Inlioyou have a lot of messages. Messagee listed in one
list of messages.

Mail Tips will notify you of an impending errorFor example, if your message size limit is 10 MB and you
try sending a 15 MB message, Outlook will notify you before you try to send ountlad message

Another exkample is if one of the recipients of the message has their Out of Office message turned on, mail
tips will detect this before the message is sent and notify you.

L&

Mark as Unread

Check the delivery of your message by looking Belvery Report. In the
Sent Iltemsyight click the message you want to check and click Open Delivery  Archive Palicy d
Report.

% Create Rule...

% [

Delete

Ignore Conversation

71

Maove to Falder...

Copy to Folder...

5%
1
e
-

Delivery Report

test message

From: Shannon L. Jeffries
To:  leffries, Shannon L
Sent: 12/14/2009 2:56 PM

_.;; E-Mail This Repart
Delivery Report for Jeffries, Shannon L (shannon.jeffries@mnsu.edu)

Submitted
12/14/2009 2:56 PM
The message was submitted.

Transferred
12/14/2009 2:56 PM
The message was received by an older version of your email system. This is the farthest that the message can be tracked.
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Create a new message

1. Whenyou are in the Inbox, clicthe New button on the toolbar

Inbox (0 Items)

SiNew = X - Move - Fiter = View = &

or clickthe down arrow to the right of the New button on the toolbar andsehidessage.

3iNew -
42 Message

i Meeting Request

f W'
'€ Untitled Message - Windows Internet Explorer E@g
|ﬁ, https://mavmail. mnsu.edu/owa/Tae=Item&a= Newsit=IPM.Note&cc=MTQuMC42MzkuMjEsZ WAV M sMS:dVEL MLDASK, % |

send @ 0 OB Y O3 & Vv - i - [ options... | |HTML w (7]
' [ To...
[ Ce...
Subject:
Times MNew Roman vz v B I U = i= € £ - A- ¥
|
N
|
|
|
| €D Internet | Protected Mode: On i v H100% -
= — — |

L

2. Type recipiennamed n t h and/ar@aié |, b o xheak the names entered, use CTRL+K or click
the Check Names button on the toolbarE
v
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3.1 f you need to |l ook up a name from the,addrirCse
the Address Book- Welpage Dialog box,type h e r ec i p i and préssthelEatseyon tha me
keyboardo perform a search. Once the recipient's name is found, click the To, Cc, or Bcc buttons at the
bottom then click the OK button d@he bottom of the dialog bdw insert the name into the message.

[ & | Address Book -- Webpage Dialog - ’ ﬂm
|§, https://mavmail. mnsu.edu/owa/?ae=Dialog&it=AddressBook&la=PickRecipients % |
Address Book |E] = @ L
(4 Default Global Address ...~ | shanron jeffries] X Jeffries, Shannon L
[ Al Rooms Arrange by: Mame - Aontop -

shannon. jeffries@mnsu.edu

Jeffries, Shannon L
! Information and Technology Services

Show other address lists ¥

Contacts shannon.jeffries@mnsu.edu 3205
4 My Contacts Organization 3y
8] Personal Contacts
8 Contacts Thu 12/31/09 w | [#]5how only working hours

8 Suggested Contacts

Thursday 12/31/09
8:00 9:00 10:00 11:00 12PM 1:00 2:00 3:00 4

4 *

Message redpients:

To -=> 4

Cc-»

Bec -

OK. Cancel
https://mavmail. mnsu.edu/owa/?ae=Dialog&t= AddressBook&a=PickRecipients e Internet | Protected Mode: On
Show Bcc and Show From Buttons Message Options x
1. Click the 0opt5ns.. hutton on the toolbar Current Message Settings
2. Click the Show Bcc button and Show From
checkboxes Importance Mormal =

3. Click OK Sensitivity  Maormal -

Show Bee
Show From

Tracking Options

[] requesta delivery receipt for this message
[ Request a read receipt for this message

More Message Options

,_J Click the Mail tab in Options for more message options.

QK Close
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b

Send an attachment
1. Click the Attachment buttor onthe messaglox.
2. Inthe AttachFiles--Welpage Di al og box, <c¢click the Browseé
attach.
P ™y
£ | Attach Files -- Webpage Dialog u
‘E, https://rmavmail.mnsu.edu/owa/?ae=Dialog&it= AttachFileHost % |
Indude Attachments
To indude an attachment, dick Browse, and then select the file. After you've selected the
file, dick Attach. The file will be uploaded to your message.
Browse... |
Choose more files
_@ ‘You can attach an e-mail item by copying and pasting the item using the keyboard
shortcuts CTRL4C and CTRL+V, or using a drag-and-drop operation. Learn
about this feature ...
Attach Cancel
https://r € Internet | Protected Mode: On %
L A
3. Select the file to attach to the message and thiel®penbutton
( @& Choose File to Upload i ey P - [ =
@Q'|ﬂ » Libraries » - |¢f | | Search Libraries Pl
Organize - Q‘z * [ @
I Favorites = Libraries
|| Desktop Open a library to see your files and arrange them by ...
4 Downloads = -
£ Recent Places & Documents I
= """t_}' Library
_ DT_S_EtD? |’ — | Jeffries, Shannon L
= Libraries '__._,_‘. 5 lel'ﬂl'}
@ Documents i ~
G Jeffries, Shannan L ﬁ Music =
J‘i Music < Library
[/ Pictures
E Videos ;4 P.ictures
A Jeffries, Shannon L <7 Library
1% Computer .
= ) ) Videos B
—=u Floppy Disk Drive (A1) il R Library i
Bt . e e
File name: ~ | AllFiles (*) -|
[ Open ] ’ Cancel ]
4. Click the Attach buttorto attachthe file to the messagd&his will show as an additional line below the

Subject line in the message.
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Reply, Reply to All, Forward

- @
Rep;ly Reply All Forward
By clicking Reply, you only reply to the author of the origimeessage. Clicking on Reply tdlAvill reply to

the author as well as the other recipients of the original megstigthe exception of the recipients included in
the Bcefield. Clicking on Forward willcreatea copy of the message.

With the new vegion of MavMAIL you can also Reply to messages using the Chat i
function. Click the arrovibelow the Reply buttoand click Reply Using ChatA new chat

window will openwith theauthorof the message. "% Reply

Checking Messages -7 Reply Using Chat
To check messages click the CheckssBges button on the toolk ¥
Search
The Search option is a tool designed to fiedhsin your mailbox.
1. Clickin the Searchdx on the toolbar.
* Clicking the double arrows will give you additional options for searching to help narrow dowratbk.se

2. Type in theinformationto search for in theearch box
3. Press th&nterkeyonthekeyboard.

P .|z
[ Resdisin: Subject and message body ﬂ
[ From >
[ category: [l Blue Category ﬂ
Create a Folder ] Inbox
[[7| Drafts [ Open
1. Right dick onthelnbox =1 SentIte Open in Mew Window
2. Click Create New Foldér o | Notes
3. Type a name for the folder. i@ Junk E+
4 || Inbox _n,.’ Deleted =5 Copy Faolder...
| | | LB Search |
4. Pressthe Enter key othekeyboard. 2] Online Arc
& contactLi
Other Conta Remove from Favorites

ﬁ‘. Add og 4 Create New Folder...

3 MarkAnas kea
Archive Policy ¢

'LE_.F Empty Folder
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Move and Copy Items To Folders

1. Select the item to be moved.
2. Click the Move button on the toolbar.

3.Choose to move the item t

Move =
Projects

5%

4§ Move to Folder...

"

{3 Copy to Folder...
Filter

Many options are available faitéring messges

1. Click on the folder that you want to filtéinbox).
2. Click the arrow button next to the Filter button.

3. Click the filter to be applied to the selected foldad click
the Apply button

To remove the filterclick the remove filter buttan
Filter

Inbox: Sent to me Eﬁ@

Deleting Mail

1. Select the message to be deleted.
2. Click the delete buttor % .

Ignore Conversation

1. Select a message.
2. Click the arrow next to the delete button.

O one of the shortcuts

Filter =

Sheow items in this folder that are:
Sent to me
Cc'd to me

Unread

Category: *

From: J

Flagged
High Importance
Attachments

Cancel

3. Click Ignore Conversation. This command will remdaelete)all messages in the conversation.

Corversation messages are related by their subject line.

‘x -
X Delete

‘% Ignore Conversation

Ignore Conversation

i Thig will delete all the messages for the selected conversations
fram all folders except Sent Items. All new items that are part of
the selected conversationz will also be deleted.

Do not show me this message again

4. Click the OK button to delete the message(s).
PagelOof 41
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Junk Mail L@ Junk E-Mai

=¥ Open

1. Right click the Junk Enail folder. _
2. Click Empty Junk Email. Opern in few Window
3. Click the Yes button when the confirmation

box appears. This will permamity delete the

o . {3 Copy Folder...
mail in the Junk Enail folder. P
Empty Junk E-Mail x
Are you sure that you want to permanently delete Add to Favorites

7 &ll the items and subfolders in the Junk E-Mail folder?
[ 4 Create Mew Folder...

b= Mark all a5 Read

Yes Mo .
fa) Empty Junk E-Mai
) "_n-:i' Deleted Items
Emptying the Deleted Items folder s [ SearchFolders Ly Open
] . LO Unread Mail (1 Open in New Window

1. Right click the Deleted Items folder. _ _
2. Click Empty Deleted Items. % Online Archive - Shar
3. Click the Yes bgttor_1 when the confirmation & contact List B Copy Folder...

box appearsThis will permanently delete the . other contacts

mail inthe Deleted Items folder. R Add contact...

EITIFIt!,I' DEIEtEd Ttems b4 J:'.ljd to Favaorites

Create Mew Folder. ..
Are you sure that you want to delete all the items e

2 and subfolders in the Deleted Items folder? f=d  Mark All as Read
Archive Policy
Yes No fa) Empty Deleted Items

% Recover Deleted Items
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Recover Deleted Items

1. Right click the Deleted Items folder. @ peleted Items
2. Click Recover Deleted Items. 5 Open

Open in New Window

4 Copy Folder...

Add to Favorites

Create Mew Folder. ..

|

t=d  Mark All as Read
Archive Policy *

s Empty Deleted Ttems

Recover Deleted Items

3. Select the items to be recovered. =
4. Click the Recover Selected ltems  “. Recover Deleted ltems
buttor & to restore theelected

The Recoverable Items folder contains items that were recently permanently deleted or emptied from

messages. the Deleted Items folder. You can either recover these items to & location that you choose or purge
them. @
& X
P
Arrange by: Deleted On ~ Meweston Top -
p Jeffries, Shannon L Mon 12/14/2009 4:05 FM
RE: Testing new e-mail system
=y Jeffries, Shannon L Mon 12/14/2009 4:05 FM
RE: Testing new e-mail system
l-ga Jeffries, Shannon L Mon 12/14/2009 4:05 FM
RE: Testing new e-mail system
(=4 leffries, Shannon L Man 12/14/2009 4:05 PM
RE: Testing new e-mail system
(=4 Jeffries, Shannon L Mon 12/14/2009 4:05 FM
RE: test message
(=4 Jeffries, Shannon L Man 12/14/2009 4:05 PM
RE: Testing new e-mail system
= Fri 12/11/2009 1:44 PM

RE: Testing new e-mail system
Fri 12/11/2009 11:158 AM

o[

b= Fri 12/11/2009 10:50 AM
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VOICE MAIL

1. Click the Options butta "

2. Enter your phone number in the box.

, the Phone tab, then the Voice Mail tab.

3. You can also set Out of Office for your voice mail here.
4. Adjust any other options and click thev@autton at the bottom.

My M
S &
i)
Voice Mail | Mobile Phones  Text
Groups
Setting Call Answering Rules
Phone Choose how your czlls will be handled when you don't answer the phone, Calls will be answered with 2 system-generated greeting or 2 greeting you record, You can ket callers leave 2 voice message, transfer the call, or try to find you, Rules will be
applied in the order shown.
Block or Allov
B, New Rule
Enabled Name Preview
Outlook Voice Access Notifications
To wse your phone 1o access your voice mail, e-mail, calendar and contacts, call and then enter your PIN when you You can receive notifications when people call you but don't leave & voice message.
hear the promot.
V| Send = il 202 1o my Inbox when I miss 2 phone call
Ercer the phane mumber thet you want the veks mail sysem 2 call you 2t when youte using the Play on Phone 1 A Sema mesage e my frbmiwhen | miss 2 prans =2
festure. You can receive test messags notfictions to slert you when you miss = phane call or recsive = voie messsge,
@ Defauk voice mail gresting Test messaging notifications are not st up for you yet,
Sat up not .
% Inform calless that you'll be away for an extended period of time
W3 all me on my Play on Phone number to play or record @ voice mail gn
Reset the PIN you use to access your mailbox from 2 phone, You'll receive your temporary PIN in e-mail,
Reset my voice mail PIN...
Choose the foldar to resd when you scosss e-masil messages over the phane, - -
Voice Mail Preview
Read this folder: Inboo:
N You can preview the text of voke messages vou receive. You can abso have text previews inchded with voice
Cha s aercr=TEY0M on Voie Mail Preview, choose Trol wesiacs belovr,
Inchide preview e with voice messages I receive.
Inchede preview text with voice messages I send through Outlook Voice Access
S save
b Options 55 @ -
BdNew ~ X v Move - Filter ~ View ~ | & Y }J % Collapse Al | Newest on Top
Arrange by: Date = Meweston Top = Voice Mail from 5073814749 [11 seconds]
‘ =
{1 Voice Mail from 5073814749 (11 seco... 0 4 {1 Microsoft Outlook I Actons» @
ber 17, 20 3 M
5073814742 Thu 12/17 e
o " ed To: Shannon Jeffries
| -] Welcome to Exchange Uni Messag... . _ . .
X Attachments: @ 5073814749 (11 seconds) Yo~1.mp3 (22 KB)
Microsoft Outlook Thu 12f17

o

490 —=

Voice Mail Preview:

This is a test message it should come from.

Liking test message bye.

You received a voice mail from 5073814749

Caller-1d: 5073814740
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CALENDAR

s— M Shannon L. Jeffries @~
av Sagn out
Calendar Options [F3] o -
< December 2009 - > Enew - X (A5 - aﬂshare < | View = | Today | HjDay g'\-'-a'ork Week [ Week 'ﬁarﬂonm = % - I;.ﬁ b -
SMTWTFS < »lis Tuesday =
2930 1 2 3 4 5
6 7 8 9 10 11 12 8
13 14|15/ 16 17 18 19
20 21 22 23 24 25 26
27 28 29 30 31 1 2 a
3 45 6 7 8 9 =
4 My Calendars 10
i calendar
>~ Mail 4
'j Calendar
M Contacts 5
3_-'4 Tasks 6
Ej Public Folders =

New Calendar Features
V Side-by-side view forsharedcalendars
Calendar karing requess sent via email
Some calendargrmissionsan be granted anémoved

Daily text message of the day's agenda carebe s

< < < <

Meeting remindersan be sent via text message
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Creating an Appointment

1

N>R LN

. Click the New button on the toolbar.

Calendar

X “::I - ashare = | View = | Today EE]DB‘.-' ﬁ'n-‘h‘u:urk'n-‘b‘eek ] Week mMDnﬂ'u 5| - |_* kg -

( €& Untitled Appointment - Windows Internet Explorer =NNCN X )
|g https://mavmail. mnsu.edu/owa,/?ae=ltem&a=New&t=1PM.Appointment8fld=L g AAAATOE g Oy W a2 k! % |
[Asaveandclose ] 4% v ﬁ L) ED - & |H™ML v @

Appointment = Scheduling Assistant

Subject: |

Location:

Start time: Sun 12/27/09 “ | |9:30 AM w | [] All day event

End time: Sun 122709 | 10:30 AM w

Reminder: | 30 minutes - Show time as: | B Busy w [ Private
Times Mew Roman vz v B I U iZ = i £ ¥ & | ¥

@ Internet | Protected Mode: On f3 | ®H100% -
', y,

Enter a Subject and Location.
Adjust the Start date and time as well as the End date and time.
Set the Remindeif needed
Choose fom the drop down box how this time should be displdiede, Tentative, Busy, Away)
Check the Private box if this Appointment is considered private. W Busy V|
Comments or notes can be entered in the box
Click the Save and Closeuttonto enter this appointmeit the calendar. :re‘iaﬁ
en Ve
W Busy
Away
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Scheduling a Meeting

1. Click the arrow button next to the New button on the toolbar and click Meeting dnen -
Request. _ _ 3 Appointment
2. Type the names of attendees intoThe éox. Type the names of optional attendees 4 et
into the Optionaé box. 5] Meeting Request
3. Resources, sudms rooms and equipment, can be schebluikethe Resources box. 3 Message
4. Enter a Subject and Location.
5. Adjust the Start date and time as well as the End date and time.
6. Set the Remindeif wanted M Busy |
7. Choose from the drop down box how this time should be displ@&yed, Tentative Free
Busy, Away) ) Tentative
8. Comments or notes can be entered in the box. by
Away
( & Untitled Meeting - Windows Internet Explorer I. o & &Iw
|g, https://mavmail.mnsu.edu/owa/Tae=lternBla= NewBit=IPM.Appointment&fld=L g AAAACIE g OyW a2 fxX5qsLT Fuflz6KAQD! % |
f=send W 0 O B, F - = ' 3 BR- & |rm w @
Appointment | Scheduling Assistant
To... |
COptional...
Resources,..
Subject:
Location: Requesta response to this invitation
Start time: Sun 12/27/09 W | | 9:30 AM w | [] All day event
End time: Sun 122709 | 10:30 AM w
Reminder: | 30 minutes “ Show time as: | [ Busy W [] Private
Times Mew Roman vz« B I U =i E #& - A- 3
Done €D Internet | Protected Mode: On fa v HIN% ~

% i’y

9. Click theScheduling Assistartéib to check attendee availability
10. Click the Send buttonto send thigneeting requesb the inviteesas well as book the resources
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Respondng to a Meeting Request

You dondét have to open the message t orespoasopionsae t o
built in to the messageYou can Accept, Tentatively Accept, or Decline the request from within the Inbox.

Click Accep, Tentative, or Decline to respond to the meeting request. Options are available to edit the
response before sending the response, to send the response now, or not send a response.

test

2 i Jeffries, Shannon L [shannon.jeffries@mnsu... Actions » (3

Monday, December 21, 2009 11:07 AM
«" Accept ‘P Tentative = | X Dedine ~ _z
To:

Whe
Send the response now
Loca

Don't send a response

When: Monday, December 21, 2009 11:30 AM-12:00 PM (UTC-06:00) Central
Time (US & Canada).
Where: MLO4A

Edit the response before sending
11:30 AM-12:00 PM.

Note: The GMT offset above does not reflect daylight saving time adjustments.

W % N W W % % W W

- test 11:07 AM
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Sharing Calendars

1. Click theShare button, move to Share a Caleratal click the name of your
,_q Share =
_:::' Open a Shared Calendar

L:Jj Share a Calendar U Calendar

'1;3 Change Sharing Permissions  »

calendar (Calendar).

( & Untitled Meeting - Windows Internet Explorer l o[ & -s-:—hjw
|g https://mavmail. mnsu.edu/owa/Tae=Item&a=New8it=IPM.Appointment&fld= LgAAAACIEgOyW 3a2fXSqsLi Fuflzb KAQD! % |
=send W 0 O & V- E ! 8 B G W v @

m Scheduling Assistant

... |

Cptional. ..

Resources...

Subject:

Location: Request a response to this invitation

Start time: Sun 12/27/09 930 AM w | [] All day event

End time: Sun 12/27/09 w | 10:30 AM w

Reminder: | 30 minutes w Show time as: | B Busy v [ Private

Times Mew Roman vz v B I U iz = EE §§ . i' ¥

Done €D Internet | Protected Mede: On Y ov WI100% -
2. Enter the recipientés name in the Toé | ine

calendar.

3. Adjust the Share: setting, if necessary.

4. If you would like to be able toviewthser son o6 s
the checkbox.

5. Enter any comments or notes, if necessary.

6. Click the Send button to send this request.

cal enda
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Sharing Request
Sharing requesisan be responded to in MavMAftom the Inbox

1. Click the message containing the request.
2. Click the Add This Calenddutton

S

ﬁ Add This Calendar ,‘:Jj Share My Calendar
I'd like to share my calendar with you
Jaxon Jeffries
=Jaxon Jeffries has requested permission to see your calendar. This person has also invited you to see his or her calendar.

Sent: Tuesday, December 15, 2009 10:49 AM
To: #® Shannon L. Jeffries

5 Jaxon Jeffries - Calendar
Lj Microsoft Exchange Calendar

Jaxon Jeffries (jaxonjeffriesf@mnsu.edu) has requested permission to view yvour Microsof
For instructions on how to grant permissions, see the following article:

http://go.microsoft.com/ fwlink/ ?LinkId=57561

B e B oo T o B e B B o W e B W

3. This shared calendaias been adddd your list of calendars.

4 My Calendars
i calendar
4 People's Calendars
| % Jaxon Jeffries

i To view calendars sidey-side, click thecheckbox next to theewly added calendar.

<2 calendar Jaxon Jeffries

14 Monday 15 Tuesday 16 Wednesday 17 Thursday 18 Friday 14 Monday 15 Tuesday 16 Wednesday | 17 Thursday || 18  Friday

[ Double-click to create a new appointment at this time. ]
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Change SharingPermissions
Permissions can be changed or removed using MavMAIL.

1. Inthe calendar, click the Share buttamve down to Change Sharing Permissions, and click Calendar.
ashare -

_2:’ Open a Shared Calendar

;;3,] Share a Calendar 3

W3 Change Sharing Permissions Calendar

2. The Calendar Permissions dialog box allows you to view who has access to yodarcafehthe level of
access they have. This box is also whare stop sharing your calendar

"E Calendar Permissions - Windows Internet Explorer I. = | [E] -';h]
|_$ https://mavmail. mnsu.edu/ecp/custormnize/calendarsharing.slabfid= LgAAAATIGg Oy WH2f5gsL % |
Calendar 7]
|
Calendar Permissions let you see who has access to your calendars and the permissions granted. You can stop
sharing a calendar by selecting a name and dicking Delete,
X &
Shared With - | Permission Granted
Shannon L. Jeffries Free/Busy time
|
|
1 selected of 1 total
&) Internet | Protected Mode: On g v WI100% -
i — e — i y
ChangeCalendar Sharing
1. Click the personés name with which you wish to

2. Click the Delete button
3. Click the Yes button to delethe calendar permission.
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Warning x

1. Are you sure you want to delete permission for this shared calendar?

4. Close theCalendar Permissiomialog box when finished.
OpenYour Calendar in a SeparateWindow

1. Right click the calendar and click Open in New Windoliis will open a new window with your calendar
in it.
4 My Calendars
isl| Calendar

People’s Calendars Ly OPen

Open in Mew Window

Calendar Color *

Copy Calendar...

Share This Calendar. ..

Change Sharing Permissions. ..

Create Mew Calendar. ..

ChangetheCaled ar 6 s Col or

1. Right click the calendar andove your mouse ove&alendar Color.
2. Choose a color from the pagp menu.
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4 My Calendars

4 calendar
I* People's Calendars & Open

Open in Mew Windaow

Calendar Color ot 1 1
Move Calendar... iNN
Copy Calend el
opy Calendar. ..
' AEN
M Delete u u
Rename Mone

1 From this menu you can also copy the existing calendar and create a new blank calendar.
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VOICE MAIL

Choose howour calls are handledhen yourphone is noansweed The system can play a systgenerated
greeting or a greeting you record, allow callers to leave messages, transfer ¢l find you.

For example, set up a rule that during work hours phone calls you are unabtsver at your deske
transferred to another number.

1. Click the Optiors button, the Phone tab, then the Voice Mail {@bck the New Rule button.

E"ﬂflook‘WebApp Jeffries, Shannon L
MyMal @ -
Account & W ¥
| -

Organize E-Mal Voice Mail | Mobile Phones  Text Messaging

Groups
Settings Call Answering Rules &
Phone Choose how your calls will be handied when you don't answer the phone. Calls will be answered with 3 system-generated greeting or a greeting you record. You can let callers leave a voice message, transfer the cal
- or try to find you. Rules wil be applied in the order shown,
Block or Allow
Ry Mew Rule
Enabled Name Preview
Outlook Voice Access Notifications
To use your phone to access your voice mail, e-mail, calendar and contacts, call 2222 and then enter You can receive notifications when people call you but don't leave a voice message.
your PIN when you hear the prompt.
Send an e-mail message to my Inbox when I miss & phone cal
Enter the phone number that you want the voice mai system to call you at when you're using the Play

on Phone feature, 3205

You can receive text message notifications to alert you when you miss a phone call or receive a
voice message.
@ Default voice mai greeting

Text messaging notifications have been set up for you.
) Inform callers that you'll be away for an extended period of time 1 want to edit my notification settings...
&in

@ Idon'twant to receive text messages about missed calls and voice messages
3 call me on my Play on Phone number to play or record a voice mal greeting. . 2 9 g

) Ionly want to receive text message notifications when I have voice messages
Reset the PIN you use to access your mailbox from a phone. Youlll receive your temporary PIN in - : Y g o
m

“) Twant to receive text message notifications about missed calls and veice messages
Reset my voice mail PIN. ..
Choose the folder to read when you access e-mai messages over the phone. P e —
Read this folder: | Inbox
You can preview the text of voice messages you receive. You can also have text previews
Change Folder...

induded with voice messages you send. To turn on Voice Mail Preview, choose from the options
below.

J/ Save

2. Clickthel f it is duflinkng this periodé

r ~
/& New Rule - Windows Internet Explorer l | ] | S
€| https://mavmail. mnsu.edu/owa//7ae=Dialog&t=PAABpspid=_1262279879035_667561385¢ % |
Name @
Rule Description
Add Conditions
If the caller is...
Ifitis during this period. ..
If my schedule shows that my status is...
If automatic replies are turned on
Add Actions the Caller Can Select
. . . Find me at the following numbers. ..
Provide the caller with this menu: Transfer the caller to...
Leave a voice message
Greeting and Prompts
@j Call the Play on Phone number to play or record a greeting for this call answering rule. ..
Let callers interrupt the greeting while it's being played
Save and Close Cancel
€D Internet | Protected Mode: On fa v ®100% -
\
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3. Click Working hours and click the Apply button.

™y
/& New Rule - Windows Intemet Explorer @M

|g, https://mavmail. mnsu.edu/owa//?ae=Dialog8it=PAABRpspid=_1262279879035_667561385¢ 5 |

Name (7]

Rule Description
Add Conditions

1f the raller ic

Ifitis during this period... x
usis...
Working hours
M king h
on-working hours et

Provide the calle

Apply Cancel

Greeting and Prompts
L)

t1  Call the Play on Phone number to play or record a greeting for this call answering rule. ..
Let callers interrupt the greeting while it's being played

Save and Close Cancel

0 Internet | Protected Mode: On da v W10% -

4. ClickTr ansfer tlnke call er t oé

P — = — ™
/& New Rule - Windows Internet Explorer [ S o EIEIQ

-

|g, https://mavmail.mnsu.edu/owa//Tae=Dialog&t=PAARpspid=_1262279879035_6675613857 % |

Name @
i
Rule Description
Add Conditions
If the caller is...
If it is during this period...
il If my schedule shows that my status is...
If automatic replies are turned on
|
If all the following conditions are Add Actions the Caller Can Select
i met:
Find me at the following numbers...
W itis within my working hours Transfer the caller to...
Leave a voice message
Provide the caller with this menu:
Greeting and Prompts
t
@ﬂ? Call the Play on Phone number to play or record a greeting for this call answering rule...
Let callers interrupt the greeting while it's being played
Save and Close Cancel
€ Internet | Protected Mode: On fa v H100% -
A A

Page24 of 41



5. Enter the information necessanythe For box. This will be read as part of the outgoing message.
6. Enter the phone number that the caller will be transferred tprasg the Apply button.

r ™y
& New Rule - Windows Internet Explorer - L] Elﬂlg
e ——————

ae=Dialog&ut=PAASpspid=_1262279879035 667561385+ ﬂ |

| £ | https.//mavmail.mnsu.edu/owa/

Name (7]

Rule Description
Add Conditions

If the caller is...

Transfer the Caller *

If all the
For | the help desk pressthe |1 w | key to
Wit transfer to:
(@) Phone number: 6654
Provide
() Contact:
® fo

Transfer directly to voice mail

Apply Cancel

Greeting and Prompts
s

tl  Call the Play on Phone number to play or record a greeting for this call answering rule...
Let callers interrupt the greeting while it's being played

Save and Close Cancel

€D Internet | Protected Mode: On v ®100% -

7. Enter a name for this rule at the top of this b@kick the Save and Close button when finished

' ™y
€& New Rule - Windows Internet Explarer E@Iﬂ

| €] https://mavmail.mnsu.edu/owa//?ae=Dialog&it=PAA&pspid=_1262293385138_324532437 a |

Name @

Rule Description
Add Conditions

If the caller is.

Ifitis during t od...

If my schedule shows that my status is...
If automatic replies are turned on
1f all the following conditions are met:
Add Actions the Caller Can Select
# itis within my working hours
Find me at the following numbers...
Provide the caller with this menu:

* for the help desk, press 1 to transfer to 6654

A Press # to record & voice message

Greeting and Prompts

N
@M? Call the Play on Phone number to play or record a greeting for this call answering rule...
: Let callers interrupt the greeting while it's being played \
Save and Close Cancel
Done €D Intemnet | Protected Mode: On fh v W100% -
A A
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TEXT MESSAGING

Text messagingan be used from MavMAIL to receive updates on your calendas.itgse the steps below to
set up notifications from MavMAIL.

1. Click the Options buttor ©Pfens
2. Click the Phone tab on the left then click the Text Messaging tab at the top.

Microaf: .
Outlook Web App Jeffries, Shannon L
Sagn out

MyMal @~

Account ] W

@ fl'i] '|r|"|-|—‘

Organize E-Mail Voice Mall  Mobile Phones | Text Messaging

Groups

Settings Text Messaging

Phone Text Messaging lets you send text message notifications to your mobile phone.,

Block or allow Status: off

Turn On Motifications. ..

When text messaging notifications are turned on, you can set up:
Calendar notifications...
Voice mail notifications. ..

E-mail notifications. ..

ClickTurn On Notificationsé

Choose a LocaldJnited States Canada, or Romarnia

Sdect your mobile operator (available service providers are AT&T, Sprint PG&bile, and Verizon).
Click the Next button.

i H
€ Text Messaging - Windows Internet Explorer l = | =] éj

|—$ https://mavrmail. mnsu.edu/ecp/SM5/EditMotification.aspx % |

o gk w

Text Messaging Q‘
Choose the locale and mobile
operator for your mobile phone.

Locale:
Select one -

Select one

I dom't see my locale or mobile
operatar...

$’ Mext x Cancel

9 Internet | Protected Mode: On d3 v H100% -
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7. Enter your phone number and click the Next button.

- B
€& Text Messaging - Windows Internet Explorer @Eﬂ

| g https://mavmail.mnsu.edu/ecp/SMS/EditMotification.aspx ﬁ |

Text Messaging '@
A passcode will be sent to your
phone in a text message, Mormal
messaging rates will apply, - -
Enter your phone number and dick Phone Mumber
Mext.
This is the mobile phone
+1 number you prefer to
use to receive text
message notifications.
Learn Mare
‘@ Back Q’ Mext x Cancel
@ Internet | Protected Mode: On f v W100% -
L -

8. A passcode will be sent to your phone. Once you have received the passttedit into the Passcode
dialog box and click the Finish button.

i '
E Text Messaging - Windows Internet Explorer E@ﬂ

| g https://mavmail.mnsu.edu/ecp/SMS/EditMotification.aspx ﬁ |

Text Messaging '@

A passcode has been sent to your mobile
phone in a text message. Enter that code
below, and then didk Finish.

Passcode:

I didn't receive a passcode and need it sent
again. ..

48 Back |+ Finish = 3 Cancel

6 Internet | Protected Mode: On ¥ + H10% -

1 Anothertextmessage will be sent to your phone confirming the completion of the set up.
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Setting Up Notifications

You can sendalendar updates as well as a daily agenda viartegsage to younobile/cellphone. Text
messaging must be available via your service provider and you are responsible for al| dreergaslated to
the text message

1. In Options, on the Phone tab the leff on the Text Messaging talb the top click Set up alendar
notificationsé

Outlook Web App Jeffries, Shannsg:]u&
MyMal @ -

Account "] W
@ o |'|"r]—‘
Orgarize E-Mai Woice Mail  Mobile Phones | Text Messaging

Groups
Settings Text Messaging
Phone Text Messaging lets you send text message notifications to your mobile phone.

Blodk or Allow Motifications: Receive notifications at 5076615499

Change notification phone number. ..

Delete Settings. ..

Set up calendar notifications. ..
Set up voice mail notifications. ..

Set up e-mail notifications. ..

€ 2009 Microsoft

2. Select the notifications you want sent to your cell pttbea click the Save button
€& Text Messaging Notifications - Windows Internet Explorer [ =NA ﬁ,l

|—$ https://mavmail.mnsu.edu/ecp/SM5/CalendarMotification.slab?CAS=1 % |

Text Messaging Notifications @

Send my phone:

Motifications when my calendar is updated in the next 1 - days

Send only during working hours

Motifications for meeting reminders

Send only during working hours

Daily Calendar agendas
Send at: S:00AM -

I want to edit my notification settings. ..

-f':? Save

@ Internet | Protected Mode: On d3 v HI100% -
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You can create rules send text messagsyour phonavhen specific conditions apply

1. In Options, on the Phone tab, on the Text Messaging tab, click @gnapn ot i f i cati ons é

Eﬁa{Iook'WebApp Jeffries, 5“3"";;2,&
MyMal @ -

Account @_“a F E—,—‘
Hi H

Organize E-Mai Woice Mail  Mobile Phones | Text Messaging

Groups

Settings Text Messaging

Phone Text Messaaging lets you send text message notifications to your mobile phone,
Block or Allow Notifications: Receive notifications at 5076615499

Change notification phone number. ..

Delete Settings. ..

Set up calendar notifications. ..
Set up voice mail notifications. ..

Set up e-mail notifications. ..

€ 2009 Microsoft

Make your selection in the first dropdown box.
In the second dropdown box, choose Send antestsage ® and ensure that your phone number appears

to the right of the box.
4. Click the Save button.

i ™y
@ Mew Inbox Rule - Windows Internet Explorer Elﬂlg

|_$ https://mavmail.mnsu.edu/ecp/RulesEditor/MewlnboxRule.aspxtplNames=5endTe % |

wn

Mew Inbox Rule 7]
*Required fields
Apply this rule. ..
*When the message arrives, and:
It was received from - Jefiries, Shannon L'
Do the following:
Send a text message to... hd +15071
Mare Options...
J Save | ¥ Cancel
€D Internet | Protected Made: On f3 v H10% ~
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CONTACTS

Click Contacts at the bottom left side of the desktop.

—— M Shannon L. Jeffries @ -
av Sign out
Contacts Options 5% ] o -
Show: SsNew = X __3 - View | B g Forward
@ Al P .y
) People

Arrange by: Fileas - Aon top

=) Groups There are no items to show in this view.

4 My Contacts
= Contacts

4 Mail

j Calendar

&=/ Contacts
z Tasks

3 Public Folders

Create a new contact
1. In Contacts, kick the New button on the toolbar.

2. Enter the information about the contact.
3. When finished entering information, clithe Save and Closeutton
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