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Getting Started with CQUniversity Mail

Basics for CQUniversity Students

Send a new email p. 1
Replying or Forwarding p.2

Forwarding and printing conversations p. 4

How to find your CQUniversity Mail Inbox

Students can access their CQUniversity email account from the "My Mail” application within the My.CQU

1. Log into the My.CQU Portal http://my.cqu.edu.au

2. Students should see a portlet within
My.CQU that lists any unread emails.
This is called the "My Mail” application
(pictured right).

3. To view your Inbox, click on the
“Launch Mail” icon.

4. A new window will open displaying
your CQUniversity Mail Inbox.

Send a new email

2. In the "To"” field, type the first few
letters of the recipient’s name to
look up the addresses in the email
directory. CQUMail remembers
addresses you have used in the

matching names in the CQU

between a student email address and a staff
email address, look at the domain name. All
student email addresses will end with
"@cqumail.com" or
@student.cqu.edu.au". All staff email
addresses will end with the domain
"@cqu.edu.au" )

3. Enter a subject for the message in
the "Subject” field.
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My Mail

F-+ X

M Self & Peer Assessment 05/03
M Testing from exchange. 04/03
™M Could you quys help us out again? Self & Peer Assessment 04/09

™M Group Assignment Draft - Marketing 11001 01/02

‘ ﬂ Launch

1. Click on the "Compose” option located in the left column of your CQUniversity Mail account

past and also finds recipient’s with PUBIRES

[

"Gabrielle Delaney" <g.delaney@cqu.edu.au>
"The Delaney's" <gabelzan@internode on.net>
"Gabrielle Delaney" <g.delaney@gtest.cqu_edu.au>

directory. (note: To tell the difference U

"Ga Eun Lee" <gaeun lee@cqumail.com>

"Jian Gao" <jian.gao@cqumail.com>

“Lianyan Gao" <lianyan.gao@cqumail.com>
"Anda-Gay Hamlet" <anda-gay hamlet@cqumail ¢/
"Qing Gao" <ging.gao@cqumail.com>

“Yu Ting Gao" <yuting.gao@cqumail.com>

"Haibo Gao" <haibo.gao@cqumail.com> |

m
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Getting Started with CQUniversity Mail (continued)

Send a new email (continued)

4.

5.

Type the message for the email in the text box.

Click “Send”.

When composing a new

email, click the"Attach a
file” option. Students will
be asked to select the file
(s) to attach to the email.

Once you have selected
the file, click "Open” and
the file will be attached to
the email message.

To attach multiple files,
click “Attach another
file” and then select the
file to upload.

“Gabrielle Delaney” <g.delaney@cqu.edu.au>
Add Cc Add Bee

1€ Select file(s) to upload by mail.google.com

Attach a file Jnsert: Invitation Look in: |;ﬁw Computer

Hard Disk Drives (2)

BZUT-T-A-T-0

Hello,

ap
Recent Places

Desktop
=

LY

(ibraves Devices with Removable Storage (1)

LY @ DVD RW Drive (X)
Computer

@ Network Location (8)

install (\\rokfile.cqu.edu.au)

Jeton

{1l

A
Network (G
7 6
c}/ -— 2090 =
File name: || l] LOpe+n]
Flesoftype:  [Al Fles (") ~ Cancel
Reply to or Forward a Message ;I'he Delaney's <gabelzan@internode on.net=
ome «
Students can reply to or forward messages A group of emails relating to the ¢ & B
from their inbox. T = B
1. Open the message. (If the message is = & Reply More )
part of a conversation, open the o P -
conversation and select the message RS masaages:hkedhi
you want to reply to.or forward) Print
Delete this message
Report spam
Report phishing
Show original
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Message text garbled?
Translate message
Mark as unread
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Getting Started with CQUniversity Mail (continued)

Reply to or Forward a message (continued)

2. At the bottom of the message, click "Reply” or “Forward” or use the drop down arrow at the top
right to choose an action for this message.

4 Reply = Forward

Soiotiow | | Dwcard

“Colin Beer” <c.beer@cqu.edu.au>
Add Cc Add Bec Edit Subject Attach afile Insert: Invitation

B Z U T-T-A-T-@eoi=i=

(1]
]
(]

T Plain Text Check Spelling ~

Hello &
Thank you for your email .

On 6 December 2012 13:30, <c_beer@cqu.edu.au> wrote:

m

Hi Test User
As part of your groupwork assignment for Damo_T2_2012, you have been asked to participate in a self & peer assessment of your teammates.
This email explains what you need to do to complete this activity.

According to our records. you are a member of Group 1. You need to click on the link below and fill in the survey evaluating your teammates performance on the assessment task.

https://olt.cqu.edu.au/spa/survey.php?evalid=20

3. Students can add other email addresses to send the email to beside the original recipient.
4. Enter the message in the message field.

5. At the top or bottom of the message, click “Send”.

Print a Message

=
1. Open a conversation or (_amail and select the 07/04/2011
message you want to print.
07/04/2011 'S -
2. Click the arrow located next the “Reply” option
and Select "Print”.  Reply

= Forward
3. A printer-friendly version of the message appears. Filter messages like this
Use the web browser’s print options to print the I Print I
message. Delete this message
Report spam
Report phishing
Show original
Message text garbled?

sons. Translate message
“farm Mark unread from here
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Getting Started with CQUniversity Mail (continued)

Forward or Print an entire Conversation

Students can forward or print an entire conversation.

To forward an entire conversation:

1. Open the conversation.
2. At the top of the conversation view, click the "More” button and choose “Forward all”.
Mail -~ +“ (1] B | R ¥ More v

Mark as unread

Learning about Conversations inbox  x Mark as important

I Add to Tasks
inbox (2) The Delaney's A group of emails relating to the same subject can be groups Add star
Starred
! ) Create event
Important Test User How do | view the conversations : ’
Filter messages like these
Sent Mail
Drafts (23) The Delaney's <gabelzan@intemode on net> R
. < Forward all
Bin tome |~
3. Enter the email addresses of the recipients and add any notes or messages in the text box.
4, At the bottom or top of the message, click "Send”. Note: The recipient receives a single message

containing all the messages in the conversation.

To print an entire conversation:
1. Open the conversation.

a[5]s

2. Click the “Print All” icon located in the
top-right corner of the message.

3. A printer-friendly version of the message 07/04[201 1
appears. Use the web browser’s print
options to print the message.

-
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