This handout is simply an outline to be used agidegin class. Even though you can use almosbamyser
to access MavMAIL, Internet Explorer will be usedclass. The steps below identify at least one tway
accomplish a task. We will explore as much of M&IMas time allows.

OuTLook WEB ACCESS

You can access your account (e-mail, calendal), feben any computer that has Internet access. Mudutlye
features used in Microsoft Outlook are availabléh@ web version and are used in the same manner.

1. Open the browser (Internet Explorer or Netscapd)tgpe in the following web address:
http://mavmail.mnsu.edu and press Enter.
2. Click one of the logon links.

|@ MavMAIL - MSU's Web-Based E-mail - Microsoft Internet Explorer L.__Ju:ll]
File Edit Wiew Favorites Tools  Help f,—'
; ] 3 . . = : - »
@ Back - - i_] lE] oy Search @ = Lhil - d |_J
Adresss (4] http: fmavmeail.mnsis.eduf [l BYse ks

MINNESOTA STATE UNIVERSITY, MANKATO

About MSU Academics Admission Administration Mav Life Directories Computing Library Services

MavMAIL — MSU's Web-Based E-mail /" MU = Computing > MauMAIL

@ Maviall Secure | ogon y
\'@ MaviAll Standard Logon (Best for diziin connections) b MA IL

NEW TO MAVMAIL? ACTIVATE YOUR ACCOUNT RO
FORGET YOUR PASSWORD? CHANGE YOUR PASSWORD OR FORVARD OMLINE!

ANNOUNCING THE NEW VERSION OF MAVMAIL.

= User interface updates - New look and better layout, (Hotmail look, right-hand reading pane)

# Faster performance — Reading, deleting, composing and sending e-mail will he much faster,

# Spell checking — Added for Macintosh and Metscape computers.

# Junk E-mail filtering - Options to set up safe and blocked-sender lists.

= Rules —automatically move specific messages to folders or delete

# Quick Message Flagging - Flag messages for follow-up

# Message icons - show read messages as open envelope and show status and type of message

= “Log Off” button — Now always appears on upper fight-hand cormer of screen

= ftem window status bar - Shortcuts to Inbox, Rules, Options, etc. under folder list.

# ftems Per Page - Adjustthe number of messages displayed from 510 100 {depending on your Internet speed atthe time)

# Deferred View Update —your view of messages is refreshed after 20 percent of items per page are moved or deleted

= Spell Checking - Mew faster spell checker doesn't require downloading plug pack onto computer

= "Web Beacon™ blocking - Auto-block graphics on e-mail to prevent spam beacons and increase performance (click to
download araphics)

@ & Internet
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3. When the login box appears, type your User namePasdword and press Enter or click OK.

rnarnail, mnsu.edu

Lser name: | £ M

Password; |

[C1Remember my password

ok || cancel

- Microseft Outlook Web Access - Microsoft Internet Explorer

File  Edit WView Favorites Tools  Help

O~ O BAG P~ @& m BB

Address @ http: fimavmail. mnsu. edufexchangey

= iIo-:J ‘Shannon L
3 [ Calendar
H Ii.ﬂ Conkacks

@' Deleted Items (&)
@ Drafts [4]
Q
@ Fg1Ts
& Journal
E‘a Jurik: E-rail
|| Mates
[ Outbox

H 3 Personal
& [ Projects
1# [ Registrations
[ 5ert tems
| Tasks
H m Training
= [ Search Folders

75 For Pl | in
L1}

| ﬁ Irkernict

1} Microsoft Dutlnok Ma... | 2R Microsoft Dut
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E-MAIL

W Inbox (Messages ~)

SN TeT |E] s |'_1*1 PONEY | B) Help

QIE]NE'-:"-' = |._=ﬁj ~

To create a new message:

1. If you are currently in the Inbox, click the Newttmn on the toolbar.
If you are NOT in the Inbox, click the down arroavthe right of the New button on the toolbar andage
Message. _
_ﬁNew i
1 Message
Appointrent
Zonkack
Distribution Lisk
Task.
Past in This Folder
Folder

b e B R

2. Type the recipient's address in the To..., Cc..., ari8éo... boxes. If you need to look up a name, press
one of the following buttons: To, Cc, or Bcc

ETUnttad ™ Mossoge . MicrasoTc Tntarnet Explorer M=%
H =4 |_ﬁf;’ 1] igv‘ ! 4 |_2”_J Options...‘ _@Help

il 5end

To...

II

.
Brc...

ﬁubject:

Attachments:

[l
e
[l
RN
i

= ow

i
il

e

E_Nurmal !v] AilTimesNeanman.!;iI-E@ A BIUS=

E‘l ] Internet
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In the Find Names -- Web Page Dialog box, typerdogient’s last name to perform a search for the
recipient. Once the recipient's name is foundkatin the To, Cc, or Bcc buttons at the bottormsert the

name into the message.

. Click Close.
. To check the names entered, click the Check Namisrbon the toolbziﬂ/
€] Find Mames -- Web Page Dialog
Find names in: | Global Address List V
Cisplay name |
Last name: Firsk nane:
Title: Alias:
COmpany': Department:
Qffice: ik
Find
Marme Phone flias Cffice Job kitle Company
Add recipient ko, ..
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ATTACHMENTS

1. Click the Attachment buttcﬂ
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

messagde.

{—5end

&1 Attachments -- Web Page Dialog

&

&) Help

Choose a file to attach:

Add the file to the list
Attach

Current file attachments

Close

My DocstHelp Desk Hours, doc

Add the file to the list

Current file attachments

Close

Choose file
Look in; |:{_'_JM_I,JDDCS __V_J L |‘j( v
N ;fﬂDeskrnenu |_Z)PowetPoint 2003 Exampls
\_.:3 iElDisaster Recovery iijrojects
My Recent = Diversity [(IRetreat 2003
Documerts )halloween () Training
Fi- [CiHalloween 2003 2004 Spring Daily Student Schedule, xls
: =115 b mdb
Deskiop (ymail W] Help Desk Hop-——
| W ; o Type: Microsoft Office Access A
= f‘.:'MnSCU '—-]Jess,'ca Meliey pite Modified: 11/26/2003 11:2
‘-’J IIMSU Irnages _G;LIKvIe s babies.| cie. 250 kB
M D ; iElMy Drata Iél‘-}mnscuperson.uu_.u
R i[‘"jMy Music I_—'E]ornaments.doc
—— oI @Student schedules, xls
i‘l}‘! |3 Crientation Fair 2001 iI!—F'IT']SI:uclent.rtF
B s :{:Outlook I'@ urwhaok. wps
|__JPersonal L‘E]xmascard.pub
My Metwork. — File name: || __'_J Open I
Flaces
Files of type: |l Filess %) =] Cancel
v
= - |
. —
&1 Attachments -- Web Page Dialog
&) Help
Choose a file to attach:
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REPLY, REPLY TO ALL, FORWARD

aas

By clicking Reply, you will only reply to the authof the original message. Clicking on Reply tovall reply
to the author as well as the other recipients efatiginal message with the exception of the recifs included
in the Bcc field. Clicking on Forward will senccapy 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 itemgur mailbox.

Click the Search button on the toolb /-

1.
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 Se&wh
#1Search : Outlook Web Access - Microsoft Internet Explorer g@
&) Help

Type the words wou want o search far, and then click "Find Mo, "

‘fou are searching this Falder:  Inbos
[ ] search Subfolders

Loak in the Subject for these ward(s):

¥ Blso search message body

Frorm:

Senk Tao:

Search Resulks:

There are noikems ko show in this view,

:Ej Done 8 Internet
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CREATE A FOLDER

Click Folder.
Type a name for the folder.

agrwnPE

Click OK.

MoOVE ITEMS TO FOLDERS

wnN e

move the item to.
4. Click OK.

Click the arrow on the right side of the New buttonthe toolbar.

Click on a folder to designate a location for tiesvrfolder.

&1 Create New Folder -- Web Page ...

Marme:

Folder contains:

| Mail Tkems

== Willwock, Shannon L

4 [ Calendar

H g5 Contacks
@ Deleted Items (&)
L7 Drafts [4]
[} Inbox (3)

H £ 115
Sd Journal

L_a Junk. E-mail

_._J Motes

[ = Dutboze

SMew =
2 Message
j Appointrent
8= Contact
@ Distribution Lisk
ﬂ Task
- ‘3.] Paost in This Folder

4 Folder

]

”

[2e]

Select the item to be moved. -
Click on the Move button on the toolk =
Select the folder where you want to

&) Move/Copy Item -- Web Page Dia...

Move!Copy the selected items to the Folder:
3 & Willwock, Shannon L s
# [ Calendar
g Contacts
@ Deleted Items (5]
LA Drafts [4]
=] Inbox (3}
H g IT3
‘gﬂ_ Journal
L.E Junk; E-rnail
___J Motes
= Cutbos:
4 [ Personal

# [ Projects
[ Registrations

= Zenk Ikems

[v]

[ Mo ][ Copy ][Cancel ]
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CALENDAR

#ii Calendar

lNew T =) X |Tnday|ﬂ 71 [31]

H L a |I|_-.I.j & Help

CREATING AN APPOINTMENT

1. Move to the Calendar.
2. To create a new appointment, click the New buttothe toolbar.
3. Enter a Subject and Location.
4. If an attachment is required, click the Attachmehtgton to insert a file into this appointment.
5. Adjust the Start date and time as well as the Eatd dnd time.
6. Set the Reminder. e (i 2 m
7. Choose from the drop down box how this time shdaddlisplayed. ' _Busy
8. Comments or notes can be entered in the box. if}éf """"""""""""""""
9. Click Save and Close to enter this appointmenhéndalendar. Tentative
Cut of office
&1 Untitled -- Appointment - Microsoft Internet Explorer E]@
H Save and Close | =4 lm +_¥Recurrence. .. iﬂlnvite attendees ! 4 &) Help
Appointment I By ailability |
Subject:
Lacation:
Aktachments: ]
Start time:  |Tue 1/20/2004 E] 5130 PM E] 1 an day event
End time:  Tue 1/20/2004 (=] &:00 Pr (-]
&] Done 8 Internet
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SCHEDULING A MEETING

To schedule a meeting, create a new appointment.
Click Invite Attendees on the toolbar.

Type the names of required attendees into the Regjbox. Type the names of optional attendedsen t
Optional box.

4. Resources, such as rooms and equipment, can bdusetheia 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 Eatd dnd time.
8

9.

1

wN e

. ahowr titme as: | Busy ~
. Set the Reminder. i =l
Choose from the drop down box how this time shd@dlisplayed. Froe oo
0.Comments or notes can be entered in the box. Tentative
Ot of office
&7 Untitled -- Appointment - Microsoft Internet Explorer g%
—lSend (gl Save| = 8, i{} Recurrence. .. | . Cancel Inwtatlnn! ! 4| @Hep
Appointment I Bvailabiliy |
| Reguired.. ||
[ Dptional.. . ]
[ Resources... ]
Request Responses
Subiject:
Location:
[ Akkachments; ]
Skark bime: '-.-'-.-'gu:l 1.,|'21.,|'2EIE.I4 E] Gi30 AM E] 1 &l day event
End time:  wed 1/21/2004 [=] 9:00 am B
Femindet: ._15 minukes Vi Show time as: 5_-I_3u5y v
-&i & Internet
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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 TOC

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 @cint
2. Enter the information about the contact.
3. When finished entering information, click Save &ldse.

DELETING ITEMS

To delete items (mail messages, contacts, appoirianetc.), click on the item to select it and
press the Delete button on the keyboard or cliek th button on the toolbar.
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OPTIONS
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Lo OFF

It's important to logoff when you are finished ugiMavMAIL. Make sure that you either exit the bsew or
use the Log Off button.

1. Click the Log Off button on the toolbar.

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