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This handout is simply an outline to be used as a guide in class.  Even though you can use almost any browser 
to access MavMAIL, Internet Explorer will be used in class.  The steps below identify at least one way to 
accomplish a task.  We will explore as much of MavMAIL as time allows. 
 
OUTLOOK WEB ACCESS 
 
You can access your account (e-mail, calendar, etc.) from any computer that has Internet access.  Many of the 
features used in Microsoft Outlook are available in the web version and are used in the same manner. 
 
1. Open the browser (Internet Explorer or Netscape) and type in the following web address: 

http://mavmail.mnsu.edu and press Enter. 
2. Click one of the logon links. 
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3. When the login box appears, type your User name and Password and press Enter or click OK. 
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E-MAIL  
 
 
 
 
 

To create a new message: 
 
1. If you are currently in the Inbox, click the New button on the toolbar. 

If you are NOT in the Inbox, click the down arrow to the right of the New button on the toolbar and choose 
Message.  

 
 
 
 
 
 
 
 
 
2. Type the recipient's address in the To…, Cc…, and/or Bcc… boxes.  If you need to look up a name, press 

one of the following buttons:  To, Cc, or Bcc 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 



Page 4 of 13 

3. In the Find Names -- Web Page Dialog box, type the recipient’s last name to perform a search for the 
recipient.  Once the recipient's name is found, click on the To, Cc, or Bcc buttons at the bottom to insert the 
name into the message. 

4. Click Close. 
5. To check the names entered, click the Check Names button on the toolbar.  
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ATTACHMENTS  
 
1. Click the Attachment button        

on the message box.  
2. In the Attachments – Web Page 

Dialog box, click the Browse… 
button to locate the file that you 
want to attach. 

 
 
 
 
 
 
 
 
 
 
 
3. Select the file to attach to the message 

and click Open. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
4. Click on the Attach button to attach 

the file to the message. 
5. Click Close. 
6. Click the Send button to send the 

message.   
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REPLY , REPLY TO ALL , FORWARD  
 

 
 

 
By clicking Reply, you will 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 send a copy of the message to recipients that you choose. 
 
1. Select the message to be replied to or forwarded. 
2. Enter any addresses and additional information. 
3. Click Send. 
 
SEARCH  
 
The Search option is a tool designed to find items in your mailbox. 
 
1. Click the Search button on the toolbar.  
2. Type in the criteria to search for in the message. 
3. Click Find Now. 
4. Double click on the message to open the message. 
5. When finished, click the Close button on the Search box. 
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CREATE A FOLDER  
 
1. Click the arrow on the right side of the New button on the toolbar.   
2. Click Folder. 
3. Type a name for the folder. 
4. Click on a folder to designate a location for the new folder. 
5. Click OK. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
MOVE ITEMS TO FOLDERS 
 
1. Select the item to be moved. 
2. Click on the Move button on the toolbar.  
3. Select the folder where you want to  

move the item to. 
4. Click OK. 
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CALENDAR  
 
 
 
 

CREATING AN APPOINTMENT  
 
1. Move to the Calendar. 
2. To create a new appointment, click the New button on the toolbar. 
3. Enter a Subject and Location. 
4. If an attachment is required, click the Attachments: button to insert a file into this appointment. 
5. Adjust the Start date and time as well as the End date and time. 
6. Set the Reminder. 
7. Choose from the drop down box how this time should be displayed.  
8. Comments or notes can be entered in the box. 
9. Click Save and Close to enter this appointment in the calendar. 
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SCHEDULING A MEETING  
 
1. To schedule a meeting, create a new appointment. 
2. Click Invite Attendees on the toolbar. 
3. Type the names of required attendees into the Required box.  Type the names of optional attendees in the 

Optional box. 
4. Resources, such as rooms and equipment, can be scheduled via the Resources box. 
5. Enter a Subject and Location. 
6. Click Attachments to attach a file to this meeting. 
7. Adjust the Start date and time as well as the End date and time. 
8. Set the Reminder. 
9. Choose from the drop down box how this time should be displayed.  
10. Comments or notes can be entered in the box. 
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11. Click the 
Availability tab 
to check 
attendee 
availability (see 
image on page 
10). 

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

 
 
 
 
 
 
 
 
 
 
 
 

RESPONDING TO 

A MEETING 

REQUEST 
 

A meeting request 
can be responded to 
by opening the 
request/message and 
clicking on one of 
the buttons: Accept, 
Tentative, Decline. 
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CONTACTS 
 

 
 
 
 

Create a new contact 
 
1. Click the New button on the toolbar and choose Contact. 
2. Enter the information about the contact. 
3. When finished entering information, click Save and Close. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
DELETING ITEMS 
 
To delete items (mail messages, contacts, appointments, etc.), click on the item to select it and 
press the Delete button on the keyboard or click the        button on the toolbar. 
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OPTIONS 
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LOG OFF 
 
It’s important to logoff when you are finished using MavMAIL.  Make sure that you either exit the browser or 
use the Log Off button. 
 
1. Click the Log Off button on the toolbar. 

  
2.  
3. This will disconnect you from your account.  Click the Close button and click Yes to close the browser. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


