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Accessing and Exiting WebMail Direct

1. Toaccess WebMail from any computer in the world:
e Start your web browser (eg. Internet Explorer).
e Goto the QUT Home site (www.qut.edu.au).
e Click the WebMail Direct link (email.qut.edu.au).
e  Enter your QUT-Access username and password.
e  Click Enter.
2. To exit WebMail:
e  Click Logout to break your connection to the email server.

Configuring WebMail Direct (including Signatures)

To configure WebMail Direct to suit your own preferences, click

Preferences and select the appropriate settings.

Tips:

1. You can have replies sent to a different email address by

enterring the other email address in the Reply-To field.

To make the compose text box fit your screen, adjust the

number of characters displayed in Compose width and the

number of rows displayed in Compose height.

If you select No to Save Sent Messages you can override the

setting in the compose screen of any message.

To delete messages when Delete to Trash - No is selected:

+ Click Delete in an open message, or tick a message in a
folder and click Mark Email as Deleted

+ Torecover a message, tick it in its folder and click Mark
Email as Undeleted.

+ Click Compact to permanently delete messages.

To delete messages when Delete to Trash - Yes is selected:

» Click Delete in an open message, or tick a message in a
folder and click Delete.

+ Messages can be recovered from the Trash folder.

¢+ Click Trash [Empty] to permanently delete messages.

To automatically include your signature in your messages, enter

your signature in the text box (name, position, organisation,

contact details, CRICOS number), and click Yes.

Working within your Quota

Everyone is allocated a quota (a set amount of disk space for storing
messages on the email server). Click Options to display your quota
usage.

Tips for reducing your quota usage:

« Do not keep copies of sent messages unless necessary.

e Click Compact/Trash [Empty] to remove obsolete messages.

Forwarding Messages to Another Email Account

To automatically forward your email to another email address(es):
Click Options.

Click Forwarding.

Enter the email address(es) you wish to forward to.
Tick/clear “keep copy of forwarded messages”.

Click Start or Stop.
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Reading Messages

1. Toopen a message in a folder:

+  Click the message subject.
2. Toopen an attachment;

+  Click Open beside the attachment file name.
3. Toreply to an open message:

+  Click Reply (or All to reply to all original recipients).

+  Enter your reply and click Send.

4.  To forward an unedited open message to another person:

+  Click Forward.

+  Address the message and click Send.

Note: Attachments are automatically included.

To forward an edited open message to another person:

+  Click Inline.

+  Address the message and click Send.

Note: Attachments are automatically excluded. To include an
attachment you must save the attachment to a directory,
then attach it to the Inline message.

5. To copy or move an open message to another folder:

+  Select a folder from the drop-down list.

+  Click Copy or Move.

6. To delete/trash an open message:

+  Click Delete.

Note: Click Preferences to choose whether messages are
marked deleted (removed with “Compact”) or trashed
(kept in your trash folder until you empty trash).

Sending Messages

1. Click Compose.

2. Enter email address(es), separating multiple addresses with a
comma. (Click Address Book to find email addresses).

3. Enter the subject and text of the message.

4. Tickl/clear the boxes beside “Include signature” and “Save copy
of sent message”, as required.

5. To attach a file: (staff - also see Fileshare)
+  Click Browse.
+  Select the pathway to the file and click Add.

6. Click Spelling (optional).

7. Click Send.

Sending Automatic Replies (eg. Away from QUT)

To set your own automatic reply message which will be sent to

anyone who sends you email:

1.  Click Options.

2. Click Automatic Reply.

3. Enter your message subject (eg. Away from QUT)

4. Enter your message text (eg. / will be on recreation leave
from [date] returning [date] and will not be able to answer
your email until my return).

5. Click Start or Stop.

Contact the Staff IT Helpdesk on 3864 4000 or email helpdesk@qut.edu.au if you have any enquiries




Organising Messages Searching for Messages Sharing Folders

Messages are stored in folders. WebMail Direct provides four
permanent folders:

Inbox receives incoming messages (provided a filter is not set).
Draft stores your message templates and unfinished messages.
Sent  stores outgoing messages that you choose to keep.
Trash stores trashed messages until the Trash folder is emptied.

Create additional folders to build your own email filing system.
You can manually move/copy messages from one folder to
another or you can set up filters to automatically sort your
incoming email.

1. Click Folders.
2. Toadd a folder:

+  Enter a folder name and click Add.

Tip: To create subfolders, enter the folder name, then a dot,

followed by the subfolder name (eg students.enquiries).

3. To delete afolder:

+  Select the check box beside a folder and click Delete.

+  Click Delete or Cancel to confirm the action.

To move or copy messages to a folder:
1. Select the check box beside the message(s).
2. Select a folder from the drop down list and click Move/Copy.

To sort messages in a folder:
1. Click any folder column heading to sort in ascending order.
Tip: Click the column heading again to sort in descending
order.

Filtering Messages

To automatically move, forward, forward an excerpt, or delete
messages which meet your set criteria, create a filter:
1. Click Options.
2. Click MessageFilters.
3. To create a new filter:
e  Enter filter conditions and actions and click OK.
4. To edit afilter:
e Click the pencil beside the filter.
e Edit the details and click OK.
5. To delete afilter:
e Click the X beside the filter.
Note: Anti-spam features will become available during
Semester 1 2004.

To search for a message:

1. Click Search.

2. Enter search criteria in the appropriate fields.
3. Click Search.

Finding Student and Staff Email Addresses

To find QUT student and staff email addresses:

1. Click Address Book.

2. Click Find People.

3. Select QUT Directory from the drop-down list and click
Select.

4. Enter aname and click Find Now.

To insert an email address from your Address Book or QUT
Directory into a message you are composing:

1. Tick To/Cc/Bcc beside the address and click Compose.
2. Click Compose again.

Using the Address Book

To add a contact to your Address Book:

1. Click Address Book.

2. Click Add Contact.

3. Enter an email address (and any other fields).
4.  Click Done.

To create a group (email list):

Note: Each group member must be entered as a contact in your
address book (see above) before being added to a group.
Click Address Book.

Click Groups.

Click Add Group.

Enter a group name and click Set.

Add contacts to the group by selecting names in the Contacts
list box (hold the CTRL key to select multiple names) and
click Add>>.

5. Click Done.
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To insert an email address from your Address Book into a
message you are composing:

1. Tick To/Cc/Bcc beside the address and click Compose.
2. Click Compose again.

To allow another person to access one of your email folders:
1. Click Options (the Access Control screen will display).
2. Select the folder you wish to share from the drop-down list.
3. Enter the login name of the person you wish to share with.
4. Tick/clear the following access level boxes for the person:
Read
He/she can see the folder exists, open the folder, read
messages, copy messages from the folder and see which
messages have been read.
Write
He/she can copy messages into the folder, modify the state
of the message (eg flagged, answered and draft flags) and
delete messages.
Mail
He/she can send messages directly to that folder.
Admin
He/she can change the access control level on that folder,
create subfolders and create new access control levels.
5. Click OK.

To stop sharing a folder with a person:

1. Click Options (the Access Control screen will display).

2. Select the folder from the drop-down list.

3. Clear all access level boxes for that person and click OK.

Fileshare (Staff Only)

Use fileshare instead of attachments to send large files or to send
a file to several people. To upload a file to fileshare and create a
link to the file in your email message:
1. Open your web browser and go to fileshare.qut.edu.au
2. Enter your QUT Access username and password.
3. To upload afile:
+  Click Share Files.
+  Click Browse and select the pathway to the file.
+  Setthe access (Personal, QUT-Only, Public, Password).
+  Click Share.
4, To create a link to the file in an email message:
+  Tick the file In the Current Files page of Fileshare.
¢+ Click Copy Link.
+  Go to the email message and click where you want to
insert the URL in the body of the message.
5. Select Paste from the File menu.




