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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. 

                                                                                                                                                                                                                                                                                        

 

2. Log in with your NT user ID and password.  

 

 

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. 

 

 

 

http://home.cua.edu/�
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To write an email, click the Compose Mail link on the left hand side. 

 

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

 

Select the file you want to attach to your email and click Open. 
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To remove an attached file, uncheck the box next to the file’s name. 

 

Topic 3 - Creating a Signature 

1. Click the Settings tab in the top right hand corner. 

 

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

 

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 
made when a person e-mails 
you. 
 
Double click the name of a 
contact to send them an e-mail. 
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2. To add a new contact: click on the left button with the + sign. 

 

 

3. Fill out the information that you have available. Then click Save. 
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4. To add a group, click on right + button. 

 

 

5. Then name the group. 

  

6. To delete a group click on 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. 
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9. In the new window or tab type in home.cua.edu.  

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

 

 

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

 

 

 

 

 

 

 

 

http://home.cua.edu/�
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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. 

 

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

 

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. 

 

 

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

 

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

  

 

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. 

 

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



10 

 

 

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

 

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. 

 

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”  

 

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. 
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Then fill out the Chat Invite form. If you don’t know their email, follow the instructions in Topic 2. 
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Topic 10 – Calendars 

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

 

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

 

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

 

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. 

 

Then fill out the Create New Calendar form. 
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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. 

 

  

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

 

 

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

 

To get rid of an unwanted calendar, click on Unsubscribe. 
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Topic 11 - Documents 

 

 

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. 

 

It also lets you upload content to your email address. To do this click Upload. 
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Browse your computer for the file, or enter the URL link and name the file. Then click Upload File. 

 

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

 

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

 

 

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

 


