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   Using  
 

This handout is simply an outline to be used as a guide in class.  You can use almost any browser to 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 account (e-mail, 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 manner. 

 

Access your Account 
 

1. Open the browser and type in the following web address: http://mavmail.mnsu.edu and press the Enter key 

on the keyboard. 
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¶ NOTE:   Quotas for accounts were increased to 1 GB for faculty and staff and to 300 MB for students. 

 

2. Click either of the following icons: 

 

 
 

3. When the login box appears, enter your User name and Password and press the Enter key on the keyboard or 

click the Log On button. 
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MavMAIL Interface  

 

This newest version of MavMAIL offers support for multiple browsers such as Firefox and Safari.  In these 

browsers, whether on Windows or a Macintosh, you will basically get the same looking desktop while in 

MavMAIL . 
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MAIL  
 

New Features 

 

 

 

 

V Favorites contain a list of your folders.  

Easily customize Favorites by right 

clicking on an existing folder and 

clicking Add to Favorites.  

 

 

 

 

 

 

 

 

V Online Archive is a folder where 

archived messages will be stored. 

 

 

 

 

 

 

 

V Threaded Conversation View 

 

Threaded Conversation View threads together related messages according to the Subject line no matter where 

the messages are located in the mailbox. 
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The Threaded Conversation view can be turned on and off by clicking on Date and clicking on Conversation. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

V You no longer have to page through your Inbox if you have a lot of messages.  Messages are listed in one 

list of messages. 

 

V Mail Tips  will notify you of an impending error.  For 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 out the e-mail message.  

Another example 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. 

 

V Check the delivery of your message by looking at a Delivery Report.  In the 

Sent Items, right click the message you want to check and click Open Delivery 

Report. 
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Create a new message 

 

1. When you are in the Inbox, click the New button on the toolbar  

 

 
 

or click the down arrow to the right of the New button on the toolbar and choose Message. 

 

 
 

 
 

2. Type recipient names in the Toé and/or Ccé, boxes.  To check the names entered, use CTRL+K or click 

the Check Names button on the toolbar.   
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3. If you need to look up a name from the address book, press one of the following buttons:  Toé, or Ccé  In 

the Address Book -- Webpage Dialog box, type the recipientôs last name and press the Enter key on the 

keyboard to 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 at the bottom of the dialog box to insert the name into the message. 

 

 
 

 

 

 

Show Bcc and Show From Buttons 

 

1. Click the                      button on the toolbar. 

2. Click the Show Bcc button and Show From 

checkboxes. 

3. Click OK. 
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Send an attachment 

1. Click the Attachment button  on the message box. 

2. In the Attach Files - - Webpage Dialog box, click the Browseé button to locate the file that you want to 

attach. 

 
 

3. Select the file to attach to the message and click the Open button. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

4. Click the Attach button to attach the file to the message.  This will show as an additional line below the 

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

 
       Reply  Reply All  Forward 

 

By clicking Reply, you only reply to the author of the original message.  Clicking on Reply to All will reply to 

the author as well as the other recipients of the original message with the exception of the recipients included in 

the Bcc field.  Clicking on Forward will create a copy of the message. 

 

With the new version of MavMAIL you can also Reply to messages using the Chat 

function.  Click the arrow below the Reply button and click Reply Using Chat.  A new chat 

window will open with the author of the message. 

 

Checking Messages 

To check messages click the Check Messages button on the toolbar  .  

 

Search 
 

The Search option is a tool designed to find items in your mailbox. 

 

1. Click in the Search box on the toolbar.  

*  Clicking the double arrows will give you additional options for searching to help narrow down the search.     

2. Type in the information to search for in the search box. 

3. Press the Enter key on the keyboard. 

 

 
 

Create a Folder 

 
1. Right click on the Inbox.   

2. Click Create New Folderé 

3. Type a name for the folder. 

 
4. Press the Enter key on the keyboard. 
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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 to one of the shortcuts listed, click Move to Folderé, or click Copy to Folderé 

 
Filter  

 

Many options are available for filtering messages. 

 

1. Click on the folder that you want to filter (Inbox). 

2. Click the arrow button next to the Filter button. 

3. Click the filter to be applied to the selected folder and click   

the Apply button. 
 
To remove the filter, click the remove filter button.  

 
 

Deleting Mail  
 

1. Select the message to be deleted. 

2. Click the delete button. 

 

Ignore Conversation 

 

1. Select a message. 

2. Click the arrow next to the delete button.  

3. Click Ignore Conversation.  This command will remove (delete) all messages in the conversation. 

Conversation messages are related by their subject line. 

 

 

 

 

 
 

4. Click the OK button to delete the message(s). 
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Junk Mail  

 

1. Right click the Junk E-mail folder. 

2. Click Empty Junk E-mail. 

3. Click the Yes button when the confirmation  

box appears.  This will permanently delete the  

mail in the Junk E-mail folder. 

 

 
 

 

 

 
Emptying the Deleted Items folder 

 

1. Right click the Deleted Items folder.  

2. Click Empty Deleted Items. 

3. Click the Yes button when the confirmation 

box appears.  This will permanently delete the  

mail in the Deleted Items folder. 
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Recover Deleted Items 

 

1. Right click the Deleted Items folder. 

2. Click Recover Deleted Items. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

3. Select the items to be recovered. 

4. Click the Recover Selected Items 

button       to restore the selected 

messages. 
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VOICE MAIL  
 

1. Click the Options button                      , the Phone tab, then the Voice Mail tab. 

2. Enter your phone number in the box. 

3. You can also set Out of Office for your voice mail here. 

4. Adjust any other options and click the Save button at the bottom. 
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CALENDAR  
 

 
 

 

 

New Calendar Features 

 

V Side-by-side view for shared calendars 

V Calendar sharing request is sent via e-mail 

V Some calendar permissions can be granted and removed 

V Daily text message of the day's agenda can be sent 

V Meeting reminders can be sent via text message 
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Creating an Appointment 

 

1. Click the New button on the toolbar.  

 
 

 
 

 

2. Enter a Subject and Location. 

3. Adjust the Start date and time as well as the End date and time. 

4. Set the Reminder, if needed. 

5. Choose from the drop down box how this time should be displayed (Free, Tentative, Busy, Away). 

6. Check the Private box if this Appointment is considered private.  

7. Comments or notes can be entered in the box. 

8. Click the Save and Close button to enter this appointment in the calendar. 
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Scheduling a Meeting 

 

1. Click the arrow button next to the New button on the toolbar and click Meeting 

Request.  

2. Type the names of attendees into the Toé box.  Type the names of optional attendees 

into the Optionalé box. 

3. Resources, such as rooms and equipment, can be scheduled via the Resources box. 

4. Enter a Subject and Location. 

5. Adjust the Start date and time as well as the End date and time. 

6. Set the Reminder, if wanted. 

7. Choose from the drop down box how this time should be displayed (Free, Tentative, 

 Busy, Away).  

8. Comments or notes can be entered in the box. 

 

 

 
 

9. Click the Scheduling Assistant tab to check attendee availability. 

10. Click the Send button to send this meeting request to the invitees as well as book the resources. 

 

  



Page 17 of 41 

Responding to a Meeting Request 
 

 

You donôt have to open the message to respond to a meeting request.  The meeting request response options are 

built in to the message.  You can Accept, Tentatively Accept, or Decline the request from within the Inbox. 

 

Click Accept, 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. 
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Sharing Calendars 
 

1. Click the Share button, move to Share a Calendar and click the name of your calendar (Calendar). 

 

 

 

 

 

 

 

 
 

2. Enter the recipientôs name in the Toé line.  This is the person you are giving permission to open your 
calendar. 

3. Adjust the Share: setting, if necessary. 

4. If you would like to be able to view this personôs calendar, request permission in this message by clicking 

the checkbox. 

5. Enter any comments or notes, if necessary. 

6. Click the Send button to send this request. 
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Sharing Request 

 

Sharing requests can be responded to in MavMAIL from the Inbox. 

 

1. Click the message containing the request. 

2. Click the Add This Calendar button.   

 

 
 

3. This shared calendar has been added to your list of calendars. 

 

 
 

 

¶ To view calendars side-by-side, click the checkbox next to the newly added calendar. 
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Change Sharing Permissions 

 

Permissions can be changed or removed using MavMAIL. 

 

1. In the calendar, click the Share button, move down to Change Sharing Permissions, and click Calendar. 

 
 

2. The Calendar Permissions dialog box allows you to view who has access to your calendar and the level of 

access they have.  This box is also where you stop sharing your calendar. 

 

 
 

Change Calendar Sharing 

 

1. Click the personôs name with which you wish to stop sharing your calendar. 

2. Click the Delete button. 

3. Click the Yes button to delete the calendar permission. 
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4. Close the Calendar Permissions dialog box when finished. 

Open Your Calendar in a Separate Window 

 

1. Right click the calendar and click Open in New Window.  This will open a new window with your calendar 

in it. 

 
 

Change the Calendarôs Color 

 

1. Right click the calendar and move your mouse over Calendar Color. 

2. Choose a color from the pop-up menu. 

 



Page 22 of 41 

 
 

 

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

Choose how your calls are handled when your phone is not answered.  The system can play a system-generated 

greeting or a greeting you record, allow callers to leave messages, transfer calls, or try to find you. 

 

For example, set up a rule that during work hours phone calls you are unable to answer at your desk are 

transferred to another number. 

 

1. Click the Options button, the Phone tab, then the Voice Mail tab.  Click the New Rule button. 

 

 
2. Click the If it is during this periodé link. 

 



Page 24 of 41 

3. Click Working hours and click the Apply button. 

 
 

4. Click Transfer the caller toé link. 
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5. Enter the information necessary in the For box.  This will be read as part of the outgoing message. 

6. Enter the phone number that the caller will be transferred to and press the Apply button. 

 

 
 

7. Enter a name for this rule at the top of this box.  Click the Save and Close button when finished. 
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TEXT MESSAGING 
 

Text messaging can be used from MavMAIL to receive updates on your calendar items.  Use the steps below to 

set up notifications from MavMAIL. 

 

1. Click the Options button.  

2. Click the Phone tab on the left then click the Text Messaging tab at the top. 

 
 

3. Click Turn On Notificationsé 

4. Choose a Locale (United States, Canada, or Romania). 

5. Select your mobile operator (available service providers are AT&T, Sprint PCS, T-Mobile, and Verizon). 

6. Click the Next button. 
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7. Enter your phone number and click the Next button. 

 

  
 

8. A passcode will be sent to your phone.  Once you have received the passcode, enter it into the Passcode 

dialog box and click the Finish button. 

 

 
 

¶  Another text message will be sent to your phone confirming the completion of the set up.  
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Setting Up Notifications 
 

You can send calendar updates as well as a daily agenda via text message to your mobile/cell phone.  Text 

messaging must be available via your service provider and you are responsible for all charges, if any, related to 

the text messages. 
 

1. In Options, on the Phone tab on the left, on the Text Messaging tab at the top, click Set up calendar 

notificationsé 

 

 

2. Select the notifications you want sent to your cell phone then click the Save button. 
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You can create rules to send text messages to your phone when specific conditions apply. 

 

1. In Options, on the Phone tab, on the Text Messaging tab, click Set up e-mail notificationsé 

 
 

2. Make your selection in the first dropdown box. 

3. In the second dropdown box, choose Send a text message toé and ensure that your phone number appears 

to the right of the box. 

4. Click the Save button. 
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CONTACTS 

 

 

Click Contacts at the bottom left side of the desktop. 

 

 
 

 

 

 

 

 

Create a new contact 

 

1. In Contacts, click the New button on the toolbar. 

2. Enter the information about the contact. 

3. When finished entering information, click the Save and Close button. 
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