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Topic 1 - Getting in to Cardinal Mail

1. Go to CUA’s home page (http://home.cua.edu) and click on the Cardinal Mail link.

THE CATHOLIC UNIVERSITY OF AMERICA

N HOME @ CUA

Main Page CUA Home Webmail [Cardinal Mail | Cardinal Station Cardinal Card Sakai and Blackboard

2. Login with your NT user ID and password.

Sign in to your account at
The Catholic University of
America

Username:| |

f@cardinalmail.cua.edu

Pas 5wurd:| |

[] Stay signed in

Can't access vour account?

Topic 2 - The Email Interface

Cardinal Mail displays the contents under the tab that is highlighted on the left hand side. For example, on this
screen, emails in the Inbox are being displayed because it is highlighted.

Mail Calendar Documents 5 hon@cardinalmail.cua.edu | Settings | Older version | Help | Sign ou

Search Mail Searchhe Wieh | Showssarch options

Create 3 filter

-

Compose Mail ESPN.com - Champions | eague draw pits Inter. Barcelona - 2 hours ago Web Clip

Archive Reportspam | Delete | | Moveto® | Labeis¥ | | Morsactions¥ | Refresh 1 - 50 of 64 Older »

7?“{?1 {I‘z Select: All. None, Read, Unread, Starred, Unstarred

ent Mail

Drafts (6) O Damian Lenshek GSA News: Retreat, job, cardinalmail - Dear Fellow Graduate Students. Please see below for more details about the fol Aug 26

- O Simmons, Tawnya Office of Enrollment Grand Opening - cid:image001.gif@01CA2565 4184C110 cid:image002.jpg@01CA2565.41B4C110 Aug 25

F"Iuis—:”ug (i Marianne Giltrud Time sheets are due August 27, 2009 by noon - Welcome Back! Happy New Year! This is just a reminder that time she Aug 25

;rlnmv O CHOIY LSC_712_01_1098_1: Classroom changed - Dear students, LSC712 class meetings will be held at #131, Marist SLIS ¢ Aug 25

4 morey (id] WRLC Library Due Date Approaching - 8/25/2009 WRLC CU CIRC MULLEN Dear Shannon N McMahan The following library if Aug 25
O Weeks, Joan S. Draft September Lab Staff Schedule - Dear Lab Staff, | have attached a draft of a September staff schedule. Preethi, hop & Aug 24
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To write an email, click the Compose Mail link on the left hand side.

Compose Mail

Starred 1%
Sent Mail
Drafts (6

Follow up
Priority

4 morew
Contacts
Tasks

To send an attachment, click on Attach a file next to the paper clip.

Send Save Now Dizcard

To:

Add Cc | Add Bee
Subject:

—> Iﬁ Attach a file| 5] Add event invitation

Select the file you want to attach to your email and click Open.

Eelect file(s) to upload by mail.google.com

Look in: | 3 5Smcmahon on ‘cuasentiStudentsW58 (M) ~| D (B £ EE-

_—E TS _wEB ICphotoshop
\ ISy banners Chppt
My Recent IC) dreamweaver D Tutorials
Documents =) oq 1.doe
L’ @LSC 555 Access exercise,doc
- ILTILSC 606 & AcF5A30.html
Desktop C3LsC 712 ] application. doc
o IC3ILsC 813 1] applica tion. docsx
/) ICDLsC 820 @Are You Alone On Purpose. docx
My El,;ur:uments ICILSC 243 Cardinal Mail instructions.doc
ICALSC 852 B cardinal Mail screenshots. doc
. _ IC3LSC 854 B Christopher Paul Curtis. doc
3’ ICS)LSC 855 chrlstopher_paul_curtls.doc
My Computer IC My Pics classroommanagement.doc
I Mew Folder & | cruz.html
Q £ ] | 5

Wy Netwark  Fio name | = «—

Files of type: |20 Files -7 -1 Cancsl




To remove an attached file, uncheck the box next to the file’s name.

[z8] Add event invitation
c@ classroommanagement doc (aoolicationdnsword) 23. 00K
Attach another file

Topic 3 - Creating a Signature
1. Click the Settings tab in the top right hand corner.

| Settingsl| Clder version | Help | Sign_out

2. Inthe middle of the Settings page is a Signatures box. Use this to create a default signature for your

emails.

Signature: () Mo signature
{appended at the end of all outgoing

Je=ssess ® |-Shannon McMahon

3. Click No signature for emails where you don’t want your signature to appear.
Topic 4 — Creating Contacts

1. Click on the Contacts tab. Your contacts appear in the right hand column.

Contacts are automatically
Follow up
Misc made when a person e-mails
—_— you.
Eriority
tutorials Double click the name of a
4 morew contact to send them an e-mail.
Tasks




2. To add a new contact: click on the left button with the + sign.

| + & | |'~'3»,h Search contacts

Select: All, Mone
[0 Shannon Mclahon

All Contacts 9
Muost Contacted 9

3. Fill out the information that you have available. Then click Save.

Cancel
— | Cance |

| Mame |

[Title | [company |

Email =co
| Email | | Home Vl

Phone =c=

| | [mobile ~
Address soo

Home =~
Website =co
[ | [Fome =
Birthday
[— S —
Motes




4. To add a group, click on right + button.

Select: All, Mone
[1 Shannan McMahan

All Contacts 9
Maost Contacted 9

5. Then name the group.

Explorer User Prompt

Script Prompt:

Cancel

What would you like to name this group? |

6. To delete a group click on Delete group,

il Delete group

7. You can search your contacts by typing in the beginning characters of their last name or e-mail address.

8. If you don’t know the email address of a faculty member or another CUA student, you can look them up
in the CUA directory. Open a new tab or window in your browser.

Edit Wiew Fawvorites Tools Help
Mew Tab Cirl+T
uplicate Tab Ctrl+k |

Mew Window Cirl+M = Mail - Inbo!
Mew Session -
Open... Ctrl+0

Save As..,

Close Tab Cirl+W

poos e
Read ite
Print... Ctrl+P

Print Preview. ..

Archive
Send b | Select: A
Import and Export...

] g
Properties l:l

Wiork Offline



9. Inthe new window or tab type in home.cua.edu.

10. Search the faculty member or student’s last name in the directory.

[+ Search / Directory

Look fnr:l |

Look in:
¥ oirectory | OFFICES

[~ CUA WEB

11. Choose the person you would like to e-mail from a list of students and staff with that last name.

Lock for: |BFLICE | Search

Lockin: M oirecTory [ orFrices [ cuawes

Edit your own listing by logging in.

Search for "Bruce":

Students

Cenea Bruce

Staff / Faculty

Peggy 5. Bruce



http://home.cua.edu/�

Topic 5 - Organizing Your Mail

1. The left side of the page has a number of labels that help you organize and retrieve your mail.

Mail

Q e 1 Coogle

Compose Mail

Starred 3%

5 hon@cardinalmail.cua.edu | Seitings | Older version | Help | Sign ou

Calendar Documents

Searchlfal | | Searchtheysh | ZntE=archsptiens
Create a filter

I

ESPN.com - Champions League draw pits Inter, Barcelona - 2 hours ago Web Clip H

Archive = Repertspam | Delete Moveto¥® | Labels¥ Mere actions¥ Refresh 1 - 50 of 64 Older »

Select: All. None, Read, Unread, Starred, Unstarred

Sent Mail

Drafts (6 (id] Damian Lenshek GSA Mews: Retreat, job, cardinalmail - Dear Fellow Graduate Students, Please see below for more details about the fol Aug 26

Sollow O Simmons, Tawnya Office of Enrollment Grand Opening - cid:image001.gif@01CA2565. 4184C110 cid:image002.jpg@01CA2565.41B4C110 Aug 25

w O Marianne Giltrud Time sheets are due August 27, 2009 by noon - Welcome Back! Happy New Yearl This is just a reminder that time she Aug 25

Fv'riurm' (i CHOIY LSC_712_01_1098_1: Classroom changed - Dear students, LSC712 class meetings will be held at #131, Marist SLIS ¢ Aug 25

4 morer (] WRLC Library Due Date Approaching - 8/25/2009 WRLC CU CIRC MULLEN Dear Shannon N McMahon: The following library it Aug 25
(] Weeks, Joan S. Draft September Lab Staff Schedule - Dear Lab Staff, | have attached a draft of a September staff schedule. Preethi. hoj o Aug 24

2. You can star important emails so that they are easier to find.

] ¢ Weeks, Joan S. Course Lists - Hi Shannon, | ¢
P Makas, Victor Mass of the Haoly Spirit - CUA

All of your Starred emails can be found together when you click on the Starred tab.

Topic 6 - Creating Labels

1. You can create your own labels by clicking the down arrow under the Priorities label. Then click on

create new label.

Follow up
Priarity
4 morev
All Mail
Spam (5
Trash

tutorials

[Vlanage labels

Create new label

New Label

Flease enter a new label name:

2. Type the new label’s name and click OK

QK [ Cancel l
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Topic 7 - Sorting Emails

1. You can archive, delete, or move emails at the top of the screen. You can also sort your Read, Unread,
Starred, or Unstarred emails here.

Archive | Report=zpam | Delete Kove tow Labelz¥ llore actionzw Refresh

Select: All, Mone, Read. Unread, Starred, Unstarred

2. To move an email to a particular label, click Move to and select the label under the drop-down screen.

[ iouo [P

p— a

Follow up
Misc
Priarity
tutarials

IManage labels

3. You can also Archive old emails in order to help clean up your email page. To do this click on the
checkbox next to the old e-mail and click Archive. Archived e-mails will only show up under All Mail.

g_ﬁrchive Report spam | Delete Move ti
elect: All, None, Read, Unread, Starred
choiy

Joan, me (2)

Makas, Victor

Makas. Victor

Weeks, Joan S.

Makas, Victor

Lee, Catherine T.

MNakas, Wictar

The Basilica of the Nati.

Kimberly Kelley
Lee, Catherine T.

=

1 S

4. In order to see the All Mail tab, go to Manage Labels on the left hand side of the screen.



Starred %%
I Sent Mail
Drafts (6

Follow up
Misc
Priority

4 morev
Chats G2
All Mail
Spam (13}

4501
Manage labels

Create new [abel

5. Then click on show. Archived e-mails will show up if you click on the All Mail label.

All Mail hide

Starred TF
I Sent Mail
Drafts (6

Follow up
Misc
Priority

4 morew
Chats G2
Spam {13
Trash

Manage labels
Create new label

6. You can report spam by clicking on the checkbox next to the e-mail and then clicking on the Report
spam button. Beware of e-mails asking for your User ID and Password. No one from CPIT will ever
contact you this way for your personal information.

Dictionary.com Word of the Day - carom: to strike and rebound; also, a glancing off. -

Archive | Reportzpam | Delste Move tow Labelzw More actions¥ Refresh

Select: All, Mone, Read, Unread. Starred, Unstarred

Damian Lenshek G3A Mews: Register for retreat. Crabfest. -
] Makas. Victor University Mass and Picnic Today - This is
| Weeks, Joan 5. RE: Webinar from DGl and Cisco is now a
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7. You can keep track of how much space is left in your inbox by looking at the bottom of the screen.
You are currently using 38 MB (0%) of your 7361 MB.
Topic 8 - Searching Cardinal Mail

Use the search box at the top of the screen to search for emails from a particular contact or regarding a certain
subject. The results will be displayed below.

Qmﬂgw Search Mail || Search the Web m‘m
o 0 GGl
Compose Mail CNN.com Recently Published/Updated - Nadal dispatches Gasquet in straight sets - 2 hours ago Web Cip
Inbox (1 Search results forrodrigum | Archive | Reporispam Delste | lovelsinbox | Labels¥ | | Moreactions¥  Refresh 1-20f2
%@ﬂf Select: All, None, Read, Unread, Starred, Unstarred
ats
Sent Mail O me LOC online tutorial - Dear Miranda, | apologize sincerely for not being available last night. There was a large workshop Jun 27
Drafts (8 0 me, Mail (2) Inbox  Limiting LOC book searches ta the Rare Book Reom Reference Section - Dear Miranda, Here is a tutorial | dic & Jun 26
Follow up
Misc
Priority
4 more
Contacts
Tasks
= Chat
- Select: All, None, Read, Unread, Starred, Unstarred
Search, add, or invite Archive | Reportspam Delete Move to Inbox Labelsw More actions¥ Refresh 1-20f2

Topic 9 - Chat

Cardinal Mail has a Chat feature. When you sign into your email account, your status is Available on chat, unless
you change it. To do so, click the drop-down menu under “Set status here”

(L e

@ Shann ‘chlahon F Si
Set status here v —

® Available

® Custom Message...

@ Busy
& Custom Message

@ nvisikble

£ Sign into AlM®

(a]

@ Sign out of chat

Your contacts are automatically added when you send or receive email from someone. If you would like to chat
with someone from CUA that is not in your contacts already, click Add Contact.

11



= Chat

Search, add, or invite

@ Shannon McMahon
Set status here v

Brzozowski. Mark M.
choiy

Giltrud, Marianne
Giltrud, Marianne
kittrell
Kristen_pappano
rodri&t’% Invited
Shumaker. David E.
Weeks, Joan S

Opticnsw

Contact

Then fill out the Chat Invite form. If you don’t know their email, follow the instructions in Topic 2.
Chat Invitations

Select some people you'd like to invite
Here are some of your top contacts:  Select all

Shumaker, David E.  shumaker@cua.edu

Weeks, Joan S. weeks@cua.edu

[1 Brzozowski, Mark M. BRZOZOWSKI@cua. edu
[ choiy choiy@cua.edu

[ Giltrud, Marianne GILTRUD@cua.edu

O kittrell kittrell @cua.edu

[1 Kristen.pappano kristen.cua@verizon.net
O

O

To invite other people, type their email addresses here:

You can type email addresses here, separated by commas

Send Invites

12



Topic 10 — Calendars

To access the calendar, click on the Calendar tab at the top of the screen.

Mail Documents
mm Search Mail Search the Web

sevarst ¢ Gl

To see what events are on a particular day, click on the small calendar on the left. Today’s date is highlighted in
yellow.

IMail Calendar Documents

59mcmahon@car
mm | | ’ Search My Calendars Show Search Option
=Nnow =& B 2
....... Google
Creatit'gvent [« ] » | Aug 23 - 29 2009 Refresh
Quick Add Sun &/23 Mon 824 Tue 825 Vied 8/26
Tasks
« August 2009 » 9am
M T W T F S
26 27 28 29 30 31 1
- 10am

3 4 5 6 7 8
10 11 12 13 14 15
16 17 18 19 20 21 22 11am
23 24 25 26 [pij 28 29

30 31 1 2 3 4 5
12pm
w [y calendars 1pm
59mcmahon@cardin... Jid
Settings LCreate 2pm
w Other calendars =
3pm
Add a friend’s calendar
US Holidays hd “ul
Seftings Add
Spm

To add an event, click on the day of the event on the small calendar, and the time of it on the big calendar.

When:  Man, August 31, 5:30am — 6:30am
What:

£.g., Breakfast at Tiffany's

[ Create event l edit event details »

To move the time or date of an event, just drag it to the new date or time.
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To create a new calendar, click Create under the My calendars section.

w* Iy calendars

S9mocmahon@cardin -

s [T

Then fill out the Create New Calendar form.

Create New Calendar

Calendar Details

« Back to Calendar Create Calendar I l Cancel I

Calendar Name:

Demain: The Catholic University of America

Description:

Location:

£.0."San Francisco” or "Mew York™ or "USA” Specifying a general location will help people find events on your calendar (if its pt
glael:srg'\ar;t-l;l:\.';‘tz::j|.ﬂtr; . Country- | nited States "‘ (choose a different country to see other time z
right set of time zones. To see all time
ZeTER BEEAE P rEent Mow select a time zone: | (GMT-05:00) Eastern Time "| [ Display all time zones

[ Share this calendar with others Learn more
Iake this calendar public

Share this calendar with everyone in the domain The Catholic University of America

Share with specific pecple

Person Permission Settings Remove

See all event details "‘

"eh McMahon” <5 hen@cardinalmail.cua.edu Make changes AND manage sharing

Enter email ad
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To see more than one calendar at a time, click on the names of the calendars you want to display. To make a
calendar disappear, click it again so that it is unhighlighted.

w [y calendars

S9mcmahon@cardin [=]

Class Schedule

Settings Create

11am
12pm
1pm
2pm
3pm

3:35p - 6:05p 5"

Digital Libraries
= 4:10p - 6:40p 5

Collection
Development

Spm

8pm

You can share your calendars with friends and colleagues by clicking on Settings.

w* I\ly calendars

S8mcmahon@cardin =

Class Schedule =
-
settings Create

From the Settings page, click on Share this calendar. Make sure that the box next to the calendar is checked.

= Class Schedule Notifications Share this calendar Unsubscribe

15



Then fill out Share this calendar form.

Class Schedule Details

Calendar Details Share this calendar HNotifications

« Back to Calendar [ Save Cancel

= Share this calendar with others Learn more

Make this calendar public

Share this calendar with everyone in the domain The Catholic University of America

Share with specific people

Person Permission Settings Remove

See all svent dstails G ~ca person

S9mcmahon@cardinalmail.cua.edu Make changes AMD manage sharing

« Back to Calendar [ Save Cancel

Ent

email addr

To get rid of an unwanted calendar, click on Unsubscribe.

= Class Schedule Iotifications Share this calendar
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Topic 11 - Documents

Mail Calendar| Docurments

Search Wail | | Search the web | 2howsszrch sptions
Create a filter

Franea v Soogle

ail Calendar Documents 59memahon@cardinalmail.cua.edu | Settings | Help | Sign out

| H Search Docs H Search Templates Show search options
Browse template gallery

snans  Cocgle

ri\ New ~ n Upload % Share~ fm Moveto v ¥ Hide il Delete Rename  More actions +

EJ Allitems 77 | Name Folders [ Sharing Date +
ﬁ Owned by me EARLIER THIS YEAR
A opened by me O @ august 2009 Not shared
Y7 Starred

7 Hidden
il Trash

[# Saved searches

25 Myfolders

Mo folders

Jul 21 e

[® tems by type

Google Docs allows you to create content through applications that are similar to Microsoft Office. You can
make a new document (Word), presentation (Powerpoint), spreadsheet (Excel), or form. You can also create
folders to help organize your content.

N I'*ew v| B Upload
_é Document
Ty Presentation
% Spreadsheet
3 Form

] Folder

From template...

It also lets you upload content to your email address. To do this click Upload.

B upload
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Browse your computer for the file, or enter the URL link and name the file. Then click Upload File.

Upload a File

Browse your computer to select a file to upload:
| |[ Browse... |

Or enter the URL of a file on the web:

What do you want to call it? (if different than the file name}

| |
Upload File

Google Docs allows you to share content that you create or upload.

2 Share ~| = Move to

&£ Invite people...

| Getthe link to share...

See who has access...

You can delete or rename your files at the top of the screen.

I Delete Rename

You can navigate through your documents by using the sidebar on the left.

= Allitems
ﬂ QOpened by me
¥ Starred
_____ Hidden
¥ Saved searches
= My folders
Mo folders

# Items by type
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