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Bob Booth Introduction to the University Email Service

1. Introduction

From August 2009 students were provided with a new email service based on
Google Mail including gigabytes of storage space. Following the success of
this service University staff are being moved to the new email service in a
phased transition beginning January 2011.

The new email service is very easy to use, however, it uses non-standard
features which may seem unusual at first. Instead of using folders to organise
mail messages into categories, the new email service uses Labels. Messages
can be moved between labels in much the same way as folders, but users are
encouraged to use multiple labels to organise messages.

Another departure is the concept of conversations. The new email service
combines original messages with all its replies and lists it as a conversation in
the inbox. When you reply, forward or print, it is the conversation you will be
working with, not an individual message.

This document should quickly get you started with most features of the new
email service. Additional copies can be downloaded from the web pages of the
email service:

www.shef.ac.uk/cics/email
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2. Accessing your Email

To access your email, start MUSE by clicking the link in the top-left corner of
any University web page, or by going to the web address portal.shef.ac.uk. Log
in then click the e-mail icon to access your email and view your inbox.

Start Page Mail Calendar Documents Sites mdal5fm@sheffield.ac.uk | Settings | Older version | Help | Sign out

The
University Search Mail Search the weh
7, Of

Sheffield.

Show search eptions
Create afilter

1:0Il'l|)0$9 Mail ESPM.com - Anthony Kim shoots B2, sets course record at Congres

cional at AT&amp;T Mational ek Clip E |E|

Archive | Report spam | Delste Moveto w | Labels w More actions v | Eefresh 1 - 50 of 58 Qlder »
Starred 7% Select: All, Mone, Read, Unread, Starred, Unstarred
Sent Mail : i — :
Drafts (2} O #% R.Gilbert (3) Migrated  Migration of mail to Google - Dear St 16 Jun
[0  Google Mail Team Get started with Google Mail - Google Mail is bu 16 Jun
i I il i t . . .
T” rated 52 [0 Google Mail Team Access Google Mail on your mobile phone - The 16 Jun
friare
! O % no-reply Migrated  [MPORTAMT - Your computer accour B Jun
Contacts 1 7% Michelle Rickett Migrat=d  Nanotechnology and Postmodem 4 Jun
- Chat [0 UoS Careers Service What. Migrated [careersevents] UoS Careers Servi 2 Jun
— 0 MJFox Migrated  Got an Old T-Shirt'Reusable ltems 1 Jun
Search, add or invite
1 Sheffield University Nig. Migrated  Exam stress? - SHEFFIELD LMIVEF 29 May
@ F Muse [0 EJNeedham Migrat=d  Global Educational Qutreach Netv 29 May
SEt status hErE M ] D Chrings LA aod Dot Dotosy Shosine Bloar V5.l 20 Maw

Your messages are listed in your inbox in groups of 50 with the most recent
messages at the top of the first screen. To view older messages click the
Older > link in the top-right corner of the inbox.

Messages that you have not yet read appear in bold text. The number of unread
messages is displayed next to the Inbox link in the left column.

Threads consisting of a series of message and replies are grouped into
conversations. They are displayed as a single message by the original sender,
with a number in brackets indicating the length of the conversation.

If new messages arrive while you are viewing your inbox they will not be
displayed in the list of messages until you click the Refresh link.
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3. Received Messages

3.1 Reading New Mail

[X|

To read a message click its list entry and the message contents will replace the
inbox on the screen. You can return to the inbox by clicking the << Back to
Inbox link.

To display the message in a new window, press and hold the Shift key down
whilst you click a message in the inbox. Provided your pop-up blocker settings
have been set correctly your message will be displayed in a new window.

2 University of Sheffield Mail - [staff] New student email ser... g@g|

I}M{ https: f fmail. google..com/afsheffield, ac . ukiui=22ik=887cb487eflvisw=cyifs= |__J o7
A
[staff] New student email service 1nbos | ) Print all
Migrated | )

Chris Sexton to staff show details 26 May | 4y Reply | ¥

Dear Colleague

CiCS is pleased to announce that from the start of the next semester
all taught students will be pravided with a greatly improved email
service with over ¥ gigabytes of mail store and a new calendar service.

This new service uses Google Mail and addresses the concems aof
students who have asked far an improved email service in a number of
student surveys. Staff and postgraduate research students will
continue ta use the current email and calendar far the immediate
future, and will have a new semice introduced during the next year.

Returning taught students will have their mail moved to the new
service aver the summer and new students will gain access to the
new senvice when they register for a computer account.

Inforrmation about the new email and calendar service will be available
from the CiCs website shartly,

Best wishes

Christine Sexton

Cone mail. google.com |°X

The browser window has a scroll bar to let you read long messages, but it is
not an editor so you can't change what is written. When you have read the
message you can close this new window using the usual close button.
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3.2 Deleting Messages

If you do not need to keep the message, click the checkbox to the left of the
offending message then click the Delete button. When you have deleted a
message it will be labelled as Bin (which effectively means it goes into the Bin
folder).

To access your deleted messages, locate and open the Bin label. You may need
to click the More link to view seldom used labels. When you are viewing your
Bin messages you can click the checkbox next to any message then click the
Delete forever button to permanently delete any message.

If you need to rescue a message, click its checkbox then click the Move to
button and select Inbox.

3.3 Junk Mail

If Google thinks a message is unsolicited junk mail it will label the message as
Spam (effectively moving it to a Spam folder).

It is important that you check your spam, as initially Google will be over
cautious and move legitimate messages to Spam. To access your spam
messages locate and open the Spam label. You may need to click the More link
to view seldom used labels.

If you find legitimate messages in your spam, click the checkbox by each
message then click the Not spam button.

3.4 Searching Messages

You can search for words, phrases, and names in a single message, or in all
messages in a particular folder, or even in all messages in all folders.

Quick Search

You are very likely to find the message you are looking for from the simple
mail search at the top of the screen.

= The
% ]{_;?nermt} Search Mail Search the web Craate a filter
s

s Sheffield.

Simply type in a keyword, or the name of the sender, then click the Search
Mail button. You will generate a list of all messages, in all folders, which
contain the specified text.

Click any message to read it, you will see that each instance of the words you
searched for will be highlighted.

If your search returns too many results you may wish to narrow it by using the
search options.
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Detailed Search

To perform a more advanced search to pinpoint a desired message click the
Show search options link to the right of the search box.

The
University
T Sheffield.
From: Has the words:
To: Doesn't have:
Subject: [ Has attachment
< | Date within: [ 1 g2y w | of
earch | Al Mail .’ e.g. today, Friday, 26 bar, 260304
[ Search Mail ] [ Cancel ]

Using the search options you can search for messages that have specific words
in the subject, were from a specific person, or using the Search field, have
been given a specific label.

Searching for Text Within a Message

To search for a string of text in a specific message, or conversation, simply
view the message, then use your browser controls to search the contents of the

web page.
e In Internet Explorer, click the Edit menu and select Find (on This Page)
e In Firefox, click the Edit menu and select Find

Type your search text into the search field to pinpoint text in the displayed
messages.
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4. Sending a Mail Message

Compose Mail

To compose a message to send to someone, click the Compose Mail link. The
screen will display a message composition area.

Send Save Mo Discard @

To:

Add Cc | Add Bee

Subject:
AP Attach a file
B 7 U F-1I- Ty T = IS I EE ME EE I Check Spelling v
& Plain Text

Send Save Mowe Discard

First you should type the email address of your correspondent in the To field.
As you type, a list of similar addresses held in your address book will appear,
you can click on the correct address.

Then you should move to the Subject field, by clicking or tabbing, and enter a
subject for the message. It is this subject which will appear in the recipient’s
folder list, so you should choose meaningful subjects for your messages.

Next you click on the large white area of the message window to compose
your message. You will see a vertical bar, called the insertion point, where
your text will appear.

Start typing your message. As you reach the end of a paragraph or section you
can start a new line by pressing the Enter key. To correct small mistakes you
should position the insertion point by the offending text, using either the arrow
keys or by clicking with the mouse. You can then type in any missing
characters, or use the Backspace and Delete keys to delete surplus ones.

Finally, when you have completed your message, click on the Send button.
Provided the address is correct your message will be sent, and it will quickly
arrive at its destination.
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4.1 Sending to More than One Person

You will notice that the To: field has space for several email addresses. If you
need to send a message to more than one person you can type additional email
addresses, separated by commas, in the To: field.

You can also send ‘carbon copies’ of any message to people whom you would
like to be aware of the message you are sending. Whilst the To: field is for
people to whom the message is directed, the Cc: field should be used for
people who are merely interested parties. To send carbon copies, click the Add
Cc link to produce an additional field for carbon copy email addresses.

You can also send ‘blind carbon copies’ to people who will receive carbon
copies of the message, without anybody else knowing. Click the Add Bcc link
to produce an additional field for blind carbon copy email addresses.

You will have a copy of every message you send. Click the Sent Mail link to
view messages you have sent.
4.2 Formatting the Message

You can format your message using the toolbar in the Message Composition
screen. If the toolbar is not displayed, click the Rich formatting >> link.

T

Ml
M
Ml
I
M|
I

B 7 U F- T Tg T @ e i= 1= 1

Although these html text features are very attractive, they should be used with
caution. If you send a message to non-University users, their mailers may not
support html text and, as a result, there will be a lot of unpleasant tags within
your message.

It is safe to send formatted messages to Sheffield colleagues, but if you are
sending messages outside of the University it is wise to resist formatting your
message.
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4.3 Saving Drafts

If you are typing a long carefully worded message it can be frustrating if you
get interrupted by something that has to be dealt with immediately.
Fortunately, you can save a partially constructed message to be completed at a
later date.

When you are writing a message and have to stop, click the Save Now button.
The message will be saved in the Drafts label, and you can open and complete
the message at a later date.

4.4 Spell Checking the Message

As you type the message, your web browser will check the spelling against an
American dictionary. If it detects a word that it does not recognise, it will
underline that word in red. You can right click the offending word to generate
a list of alternative spellings.

Select the suggested spelling if you wish or, select Add to Dictionary to ensure
that the browser’s spell checker accepts it in the future.

Alternatively, you can check the spelling in the message after you have
finished typing it.

Choose a language by clicking the arrow to the right of the Check Spelling
link.

Check Spelling v

Ao
Bahaza Indonesia

Bahaza Melayu

Catald

Cesky

Dansk

Deutzch

Eesti keel
+Englizh (k)

Englizh (US)

Next, position the cursor at the start of the message, then click the Check
Spelling link. Any dubious words will be highlighted in yellow. Click any
highlight word to generate a list of alternatives.

When you have finished, click the Done link to end the spell check and return
to message composition.

10
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4.5 Replying

To reply to the sender of a message, you should view the message then click
the Reply link below the message text.

The message will appear in a compose window which will include the original
message. The email address will be present in the To field and the cursor will
be at the top, ready for you to write your reply. You can click anywhere within
the message to add lines of your reply text at specific positions.

When you have completed the message click the Send button as usual. Your
reply will be sent to the person who originally sent it to you.

If the original message you received was sent to several people you can use the
Reply All link to send your reply to the sender and to everyone who received a
copy of the original.

4.6 Forwarding a Message

Remember to seek the consent of the sender before forwarding their thoughts
to the rest of the world.

To forward a message to any interested colleagues, you should view the
message then click the Forward link below the message text.

The message will appear in a compose window which will include the original
message. Type in the recipient’s email address in the To: field, add any
comments that you’d like to make in the message body, then click Send.

4.7 Printing Messages

If you need a paper copy of an email message you can print it out by viewing
the message, then clicking on the Print all link.

A new window will open and the message or conversation will be displayed in
a simple screen with no mail controls present. After a short delay the standard
Print dialogue box will appear. Adjust any settings as required then click the
Print button.

11
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5. Address Books and Mailing Lists

5.1 Address Books

As you type an email address into the To field, Google will look through its
directories and generate a list of matching addresses to select from. You can
even type in the name of your contact and Google will generate a list of
matching University members.

You can speed up the search and include non-University addresses by
maintaining your own address book, which in the new email service are called
contacts.

+ 2 To manage your contacts click the Contacts link in the left-hand column. Click
the New Contact button to add a new contact. Provide a name and email
address for your contact then click the Save button.

When you next type this contact’s name into the To field of a message
composition window, Google will find the entry in your address book and put
their email address at the top of a menu of suggested addresses.

5.2 Mailing Lists

Mailing lists are invaluable if you regularly send messages to a fixed group of
people. You can set up a group, which means that, rather than typing addresses
into lots of To: fields in your message, you can just specify a group, and all
email addresses in that group will be sent a copy of your message.

+ & To set up a group click the Contacts link. Click the New Group button and in
the dialogue box that appears, supply a name for the group. This group name
will be added to your list of contacts.

To add contacts to this group, view your list of contacts, then click the
checkbox by all contacts whom you wish to be added to the group. Click the
Groups button then from the menu select the group name beneath the Add to
option.

Select: all, M
eect 87, one & Edit &Grnups*

Bob Booth

Chris Willis Add to...
Claire Coleman Mewr group...
L] Grazyna Whalley chums

[ Mark Franklin web editorial
[ Mark Morley Remave from...
[ Monica Adshead chums

Rob Needham Py Contacts
Susan GJ

To send a message to all members of the group, start typing the group name
into the To field of a message compose window, and Google will suggest the
full group name. Write the message then click the Send button.

12
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6. Signatures

A signature is a piece of text which appears at the bottom of each message that
you send. It usually contains your name and your contact details.

To create a signature, click the Settings link in the top-right row of links.
Select the General tab in the settings screen then scroll down to the Signature
section.

Select the lower radio button then type in your signature.

Signature: O No signature
[appended at the end of all G}
outgoing messages)
Bob Booth
CiCs

When complete, scroll to the bottom of the page then click the Save Changes
button. Your signature will now appear at the bottom of any message you
send.

13
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7. Understanding and Using Labels

The new email service does not use folders to organise messages instead it
uses labels. These are conceptually more difficult to grasp, but in many ways
operate just the same as folders. Labels have the following advantages:

Labels Folders

A conversation can have more You can only put a message in one
than one label folder

A conversation can be in several You have to remember where you filed a
locations at once, making it message to retrieve it

easier to find later

You can search conversations You can't always do folder-specific
by label searches

Your labels are listed in the left-hand column and you can move messages
from one label to another just as you would with folders. However, you can
also apply several different labels to the same message.

7.1 New Labels

To create a new label, click the Labels button and select Create new, then in
the dialogue box provide a name for the new label and click the oK button.

MNew Label

Please enter a new label name:

[ 8] 24 H Cancel ]

7.2 Assigning Labels

To move a message, which means remove the current label and apply a
different label, click the Move to button then select the destination label.

To copy a message, which means add a second label to the existing one, click
the Labels button, click checkboxes by appropriate labels then select Apply
from the bottom of the list.

7.3 Moving Between Labels
To view messages identified by a specific label, click the label in the left-hand

column. If the label is not visible click the more link at the bottom of the label
list to reveal additional labels.

14
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8. Sending and Receiving Attachments

As well as sending messages to colleagues, you can exchange work files. You
can send word documents, spreadsheets, data files, and photos etc, but not
executable files, as these can be used in virus attacks. When the message with

an attachment arrives at its destination the recipient has to separate the file
from the message.

8.1 Receiving Files

If someone sends you a message with a file attached to it you will see a
paperclip icon to the right of the subject in the message list. When you open
the message you will see a window similar to the following:

20362.pdf - Adobe Acrobat Professional  1nbox |

Tom Goodall to Bab show details 13:11 (2 hours ago) & S FReply | ¥

Thank you for your recent estimate request, We have pleasure in submitting
the following prices for your approval. If you require any further

information regarding this estimate please do naot hesitate to contact me.
IMPORTANT -

Please quote estimate reference number in all correspondence. | look forward
to your further instruction.

Regards
Tam

s 20362.pdf
118K Yiew Download

* Reply ® Reply to all =P Forward

Click view to open the attachment in its native software or click Download to
save a copy of the attachment.

15
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8.2 Sending Files

A Attach afile
window. Click the Attach a file
standard file open dialogue box.

To send a file you must first click on the Compose link to open the Compose

link below the Subject field to generate a

Select file(s) to upload by mail.google.com @
Laok jn: | (5 My Documents w | (& s A
5 | annual report
i :; I Articles
My Recert  [C5)BE FlashBack Exparts
Dacuments 2588 FlashBack Movies
e [CHBob
=
I_ uﬂcnmmunicatinn plans
Desktop esrs
@Customer Service JPEGs
— | |C)cyberlink
___} |)Digsby Logs
My Documents lﬂdoc.ent )
|)Ethical Reviewz
— | |CEthical Review Database
51}3 ) Google Mail
. |Cihomepage
by Conputer
- Jjn] ?
B File name: || A | I Open ]
My Metwork | Files of tpe: &l Files [*) v| [ cancel |

Navigate through your folders to select a file you wish to send, then click the
Open button to attach it to the message. If you wish to send a second file on
the same message, click the Attach a file link again, select the second file and
click open. Repeat this for each file that you wish to send.

When you have built up your list of files, return to the message editor and type
in a message. Click the send button to send the message with the files.

16
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9. New Mail Filtering

New mail filtering is a very powerful feature, which instructs the email system
to process messages automatically as they arrive. You can, for example, move
all messages from a specific person into a folder as they arrive, you can send
automatic acknowledgements to certain people or you could delete messages
from a specific source without even reading them.

To begin filtering messages, click the Create a filter link to the right of the
search box.

& The
% University
NGYD Of

Sheffield.  create a Filter

Choose search criteria Specify the criteria that you'd like to use for determining what to do with a message as it arrives. Use "Test Search” to see
which messages would have been filtered using these criteria. Messages in Spam and Bin will not be searched.

From: | Has the words:
To: Doesn’t have:
Subject: (I Has attachment
Show current filters [ Cancel H Test Search ” Next Step » l

Type in the string of text that will identify certain messages. (For example if
you are filtering messages from f.bloggs@sheffield you could specify “From”
“contains” “bloggs™.) Click the Next Step button.

The

University

5 Of
¥ Bheffield.

Create a Filter

Choose action - Now, select the action you'd like to take on messages that match the criteria you specified.
When a message arrives that matches the search: from:booth, do the following:

L] Skip the Inbox [&rchive it)

[] Mark as read

[ star it

L] Apply the label: | Choose label. . b

L] Forward it to: |email address

Ll Delete it

I Never send it to Spam

Show current filters [ Cancel ] [ « Back I [ Create Filter ] [l Also apply filter to 400 conversations below.

Specify the action to take place if the filter criteria are met, then click the
Create Filter button.

When a message arrives which meets the criteria defined in the first step of the
filter, it will be processed according to the instruction set in the second part of
the filter.

17
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10. Vacation Messages

There are four facilities that let you set up an automatic reply to messages that
are sent to you, while you are away.

10.1 Email

To set up a vacation message simply send a plain text e-mail message to
vacation@sheffield.ac.uk.

In the Subject: field of the message, specify the date that you want the
automatic replies to stop in the form dd-mm-yy.

In the message body, you should write the text that you wish to be sent out as
your automatic reply, so don't start your message with, "Please set up a
vacation message...".

10.2 Web

To set up a vacation message using a simple web form you can go to
www.shef.ac.uk/cics/vacation and complete the form.

10.3 MUSE

If you are in MUSE, you can also fill in a simple web form which for staff can
be found appears on Staff Applications tab. You will need to add the myEmail
Vacation Message channel to access this form.

10.4 Email Service

You can also set up a vacation message using a feature in the email service
itself. This feature does not include an automatic end date, so you will have to
manually cancel your vacation message.

To set up a vacation message within the new email service, first click the
Settings link. On the General tab scroll down to the Out of Office Autoreply
section.

Fill in the details and click the Save Changes button.

The vacation message will be active until you log back in to the email service
and click End Now in the vacation message banner.

18
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