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1 Accessing and using QMU Webmail

INTRODUCTION

The QMU Webmail service allows you to access your QMU mailbox via a web
browser such as Internet Explorer from any computer in the world with an
internet connection.

LOG IN
» You need to make sure that you have a working internet connection.

» Launch your web browser, eg Internet Explorer, Netscape, Firefox etc.

» Go to this web address: https://mail.gmu.ac.uk/exchange

It is really important that you type in: httpS. This ensures that your
connection to the web-mail pages is encrypted. This will protect the
information that your computer exchanges with the QMU email servers.

Once you have typed in the web address, you will get the following security
alert:

Click on Yes.
e e e L L S 2 : e
T e cotiame : You do not have to view the certificate,
FOY Thte S}"E:untﬁc?rt\lltc?}e W?l’S\ISSUEl? bylatco;nplanyyou l'v"a\f: as |t haS already been Conﬁrmed by QMU
pou want to tust the certifying authority. as belng secure.

a The secuity certificate date is valid

@ The secuiy cerlicate has o validname maching e rame | Y our browser probably will not be able to
Do you vt 6 proseed? recognise the issuing company, but this
will not compromise your security or stop

you from logging on.

Yes ] | Ho ] [[igw Certficate




Prompt [5__(|

' i * Enter username and password For "mail.gmuc, ac.uk! at hktps: fmail. gruc, ac, uk,

L= User Name:

| |
Password:

[] Use Password Manager ko remember this passwaord,

If you use a dial-up modem connection and you feel that it is slow, you may
wish to select Basic Client. You will have reduced functionality but the speed
will be faster.

Note: Do not change the Security section. Leave it as Public.

If your home computer runs the Microsoft Windows Vista operating
system, then you may encounter a problem replaying to emails via Webmall.
Emails can be read, but when you click on the Reply button, a red ‘X’ appears
on screen. If this happens, please contact the IS Helpdesk for information on
how to workaround this issue.




VIEW AN EMAIL

3 Microsalt Duthsok Wb Access - Microsdt Internet Txplarer

Urnheoner skl WHIGR O 11T
Syvtem Adminstrator

o admrnirate

harachenente: [ vy 0 )Teinm

Do you like the
Reading pane? If not
switch it off or move it
to the bottom of the
screen by pressing
this button.

#hach some v ol of Bhe

e ekt drectly

5 1 interren

Once logged in the screen will show the email in a screen similar to that of

the desktop version of Outlook 2003.

- Microsoft Internet Explorer |Z fi

(o Forward (=i % % | % | @ Help

|i\‘nttachments £an contain viruses that may harm your computer, Attachments may not display correctly.

From: System Administrator Serk:
Tar Administrator

Subject: Undeliverable: WHGERIGQIITP

Attachments: ) WHGRIOITTR1KEY

Wour message did not reach some or all of the intended recipients.

Subject: WHGRIQIITR
Sent: 23102005 10:59

The Following recipient{s) could not be reached:

Sun 23/10/2005 11:00

>

i<

é o Internet

@ Done

You can choose to either view the email in the preview pane on the right hand

side. Alternatively you can double click the email, and
window. It will display as above.

it will open in a new




CREATE A NEW EMAIL

2l Micrasoft Outlook Web Access - Microsoft Internet Explorer
Edt  View Favorites Tools  Help o

@Back - B @ Zh psaarch \iL(Favnntes L 5 8' _\7 _J E ﬂ 32
adress @)
ot | B Pewn o ey

itlook WebAccess M Inbox

File:

Al options 5] Pop-ups Blocked (8) o/ Hotmal 3, Messenger (8 My Msn

Folders

Adrrinistrator g
[ Calendar Undeliverable:wHGRIQ1ITP
|8 Contacts Systemn administrator

2N Te: Administrator

Uinidefiver able: WHG! =
Attachments: |
ystern Administratar Sun 23(10/2005 07236 | 1) wremometive:
Undeliverable:ou have successfuly updated ... @1
i System Administrator Sun 23/10/2005 O..
Undeliverable: TOUR ACCOUNT 15 SUSPENDED, ., [}
f:5ystem Administrator Sat 22/10/2005 1...
Unideliverable: Your password has been succes..
:System Administrator Sat 22/10/2005 1...
Undeliverable: faur Account is Suspended Far ... '}
ystem Administrator sat 22/10/2005
Undeliverable:ou have successfuly updated ...

Vour message did not reach some or ol of the intended recipients.

Subject: WHGRIQIITP
Serk:  23/10j2005 10:59

The following recipientts) could ot be reached:

£0.Uk an 23/10/2005 11:00
The &-mail account does not exist at the organization this message
was sert to, Check the e-mail address, or contact the redpient directly

Click on the New icon (you must have clicked on the inbox first).

The following screen will appear:

EESandE = | Lﬁ? Im & 13 ] Options...

Bec..
Subject:
Atkachments:
|Normal v| A|Aria\ B I U = = IS

@Done / é O Inkernet

|

Want to use a
spellchecker?
Just click on
this icon




idsend e &V 0 B T % ) options..| @ Help

Subject:

[Normal v A [aral YNV A B I USE == 2 3 & mu
|
&l 2 & Internet

Type in the name of the recipient in the To box.

You can type in the first few characters of the persons name as below then
use the check name facility to verify the name:

-- Message - Microsoft In
E/ 4 2] options... @ Help

st Getey

send il &V 0

Subjeck:
Attachments:

|N|:|rmal v| A|.0.rial v”lD vlé E I U=

If the name is correctly identified by the system it will be underlined as shown
here.



&]1Find Mames -- Web Page Dialog
Find names in: | Global Address List [v]
Display name

Last name: | First name:
Title: Alias:
Company: Department:
Office: ity
Find
Mame Phone Alias Cffice Job title Comparny
Add recipient ta. ..
https:ffremote. scattishscreen, comfexchange) Administrat | 4 Internet

You can also click on the To button to add the addresses.

@ Find Mames -- Web Page Dialog
Find names in: | Global Address List \d/
Display name

Last name: |bar Firsk name:
TiHe: Alias:
Company! Department:
Office: Ciy:
Find
Mame Fhone Alias Office Job title Company
Add recipient to...
https: ! Jexchange/Administrat |4 Internst

|_Click here to change

between the global
address list or your
own personal contacts
list

/

Type in part of the name then click Find.




7 Find Names -- Web Page Dialog

Find names in: ‘ Global Address List vl

Display name

Last name: bar First name:
Title: flias:
Company: Department:
Office: Ciky:
Name Phone Alias Office Jobtile  Company

| Gordon Barnes 0141 302 1706

https:] fexchange/Admiristrat [ Tntsrnet /v

Highlight the name you wisivfo add then click the To button, add any other
people then click Close.

| DptinnsENDnE

Fead receipt requestad
Delrery receipt requested
Feguest Both

Should you wish to change the priority or track the email click Options and
choose from the options shown.

Click Close to close the box and return to the new email screen.



- Untitled -- Message - Microsoft In
send| A (L% o 1] E/ § & 2] options...| @ Help

‘_ andrew Getley

Subiject;

|N|:|rmal V| A|.ﬁ.ri§1\ VHID V|é B I U=

Write the email then ciick§eﬁd: '



REPLY TO OR FORWARD AN EMAIL

Just as there are 2 ways to view an email (in the preview pane or in its own
window). There are also 2 ways to respond to an email.

Preview Pane

To respond to an email whilst viewing in the preview pane
® Ensure the email you wish to respond to is highlighted
® Click the appropriate button as below

Reply — Reply to All — Forward

Cut R

2 Microsoft Outlook Web Access - Microsoft Internet Explorer. (= (B[]
File Edit View Favorites Tools  Help .-1,"
N LD e g . B r 3
Qs © [ @ &) Psen oreoe @ 3-8 LEHE B
Address (] v Bl ks *
>
Psearch - Pighight A options | (5] Pop-ups Blocked (8) - o Hotmail 3 Messenger [ My MEN
Outloo ebAcces L 1 i i

— e w2 SN EES
B Folders EREEYR [ELITT X G 8L | @b [ iegoff
) (- Administratar 0| From

mCalendar T Subject | ' | 8 ‘? Undeliverable:WHGRIQJITP

=| Contacts System Administrator
& Deleted Toms (@4 Syskem Administrator Sun 23(10§200S 11:00 .. T:— administrator
@ Drafts Undeliverable: WHERIQIITP 0 M; hment.
= = Fnbor ) (@25ystem Administrator Sun 23(10/2005 07:36 ., achments: |1 ygraooe(ike)

:!js Journal Undeliverable: You have successfully updated ... [

[ Junk E-mail ([@=5ystem Administrator Sun 23/10/2005 O... o Your message did not reach some or all of the intended recipients.

h Undeliverable: YOUR ACCOUNT 15 SUSPENDED...

. | Hotss — — Subject: WHGRIQTP

{5 Outbo (ZESystem Administrator sat 22/10/2005 1. B S0 25008 10ime

b Therns w|  uUndsierable:vour password has been succes...

T @=5ystem Administrator Sat 22/10/2005 1... . [ The Foliswing recpient(s) coul ra b reached
Undeliverable: ¥our Account is Suspended For ... [ o 23/ 102005 11:00
| @2 5ystem Administrator Sat 22/10/2005 1...

£ The e-mail account does not exist at the organization this message

10



Email in its Own Window
To respond to an email whilst viewing in the preview pane

e Double click the email so it is opened in its own window.
e Click the appropriate button as below

€] hltp‘sy// \_

y » A
4aReply |4 Reply to all |l & Forward = | _‘j _% X

From: administrator@ [adrinis
To: Adminiskrakor
e
Subject: An error occured while processing pro
Attachments:
Failed to connect to HTTP serwver.
Tries: 2

11



CALENDAR FUNCTIONS
To access your calendar click on the Calendar icon in the Folder List

T Microsafl Qutlook Weh Access - Microsoft Internet Explorer

e E Yew Fgrotes Took e
. W . ) . " P
Q- Q[ B & P rreee @ 3-5 B L& 3
agdess 8] v B -
it - v| Psewch - Pugigny  (Jootions  TRepuseded () + < Motmal 38 Messenger [y =
0 5 W da
PP Cinew = Ll A tedey 1 T30 I S 4 | B CLeg ot
— am e s—y
A 15 Wcamber 2005 € Novenber 2005 1
= MTWTEFESS
o8 e
P e s wunrn
|14 15!
o iHIElﬁ 17 18 19 20
09 pzansaa
|12 2 %0
o0
~ |10
e — A —
PR —
- oo
11
A | contacts
o
e 12
) s o
3 13 4
] Done S W nearat

To create a Calendar item you can either double click on a blank space within
the middle window or click N$w.

A blank new calendar item window appears from where you can type in the
Subject and Location as well as adjust the start and end times.

If this is only a reminder for yourself click Save and Close:

|.'i_" Save and Close

1z



You can also invite colleagues to attend a meeting and check their calendar to

determine if each person is busy.

e

- Untitled -- Appointment - Microsoft Internet Explorer,

A Recurrence... o Invite Attendess| ¢ & | @) Help

e Save and Closs |4 1l

Appointment | Availabil |
Subject:

Location:

Attachments:

B [ all day event

Start kime: |Tue 15/11/2005 \ [=)1e30
End time: \Tue 15/11/2005 \|B|17 00

&] Done 5 @ Intermet

To do this click Avalla ility.

- Untitled -- Appointment - Microsoft Internet Explorer,

EEX

il Save and Closs| A Il |1¥ Recurrence... “tnwite Attendess| | & | @) Help

Appointment ‘ Availability ‘
15 November 2005

| 01 02 03 04 05 06 07 08 08 10 11 12 13 14 15 16 17 18 19 20 21 22 23

All attendses
Admninistr akar

;S SERERAERAR SRR AR ERNSEARE RN RN § SEANSSNNNNRNSNN

~
Tentative B Busy M Cutofoffice & Mo Information
Start time: |Tus 15/11/2005 =] 1630 (8]
Endtime: |Tue 15/11/2005 [=]7:00 =

S @ Intermet

&] Done

The Availability window opens where you can
persons availability will be displayed.

13

add a users name in and the



D2 03 04 05 06 07 08 09 10 11 12 13 14 15 16 17 18 19 20 21 2z 23
A

n
R SRR A AN

All Attendees
Admiristrator
Andrew Getley

After a few seconds
the users name will
appear displaying the
person’s availability.

The availability is
displayed on this line.
™ Blue=busy.

When  you have

Tentative B Busy B Cutofoffice & Mo Information
Start time: |Tue 15/11/2005 =130 =
Endtime: |Tue 15/11/2005 [=)7:00 =

™ finished click Send.

5 @ Intermet

&] Done

PUBLIC FOLDERS

Back at the main
screen, you can see
your appointment.

Outlook Web Access also gives you full access to your Public folders.

2 Microsoft Outlook Web Access - Microsoft Internet Explorer,

"
) Search \;\\('Favnrites & = J E id 3
28

(% Pop-ups Blocked (8)

[E[=1ES
Fle  Edt View Favortss Tooks  Help ]

Om - © KRG S

Address ]

Links >

»

4] options

[~ Log Off

EREF
® [ Adwin
® [ alasoow
[ Inkernet Newsgroups
@ [ Litigation
@ [ Residential Conveyanc
@ [ Stockbridge

There are noitems to show in this view. Mo items are currently selecked,

2 @ Internst

&) Done

To access public folders
click Public Folders

| |§ Public Folders

in the left hand pane.

The window above appears from where you can access all the Public Folders

you have access to.

14



HOW TO CHANGE YOUR PASSWORD REMOTELY

You can also use the Outlook Web Access service to change your QMU
password remotely.

Once you have logged in, you will see the following on the left hand side of
the screen:

£ Outiook Web Access

(4 Inbox

[ @ Jusik E-mail
_ﬁ Calendar

8= Contasts

o] Tasks

|| Folders

‘j Public Folders
r_j Ciptions

J Log Off

Click on Options.

Scroll down until you reach the Password area.

Password

—":?-‘_\\ Change Password |

Click on Change Password.

15



E) https:/ /mail.gmu.ac.uk - IIS - Auths -10] x|

Internet Service
Manager

for Internet Information Sexver 6.0

Domain [N
Tsername |abr|:|wn
Old password |"°‘°‘°‘°‘°‘°“
MNew password ||
Confinm new password I

oK Cancel | Feset |

| Dane | mail.gmu.ac.uk 3%

Type your username in the Username box.
Type your current password in the Old password box.
Then type a new password in the New password box. Type your new

password again in the Confirm new password box. Then click OK to
change your password.

16



PASSWORD REQUIREMENTS

Your password must be at least 7 characters long.

(0]

This is to make it much more difficult for the password to be
‘cracked’ or guessed.

Your password must contain 3 of these 4 types of character:

o

O O o0 o

Uppercase letters (ie A to 2)

Lowercase letters (ie a to z)

Numbers (ie 0 to 9)

Non-alphabetic characters (ie $, !, £, % etc)

An example of a suitable password would be:  Fr@nce98

Your password cannot be the same as your username.

(0]

This would be a very insecure password, as it is very easy to
guess.

Your password cannot contain your full name or part of your name.

QMU systems will prompt you to change your password every 60 days.

17



LOG OFF

It is very important that you log off correctly, especially if you're using a public
computer on holiday or in an internet café.

The reason we ask you to ensure that you log off correctly is that when you
open an attachment it is saved to a temporary folder on the local computer.
When you log off using the correct procedure the temporary folder is emptied.
If you don't log off correctly there is the possibility that someone could find
this temporary folder and gain access to any attachments viewed.

When you
have finished

— - Pt s Pugip oo P Bt o el o e (] M o please
ensure you
click Log Off
,_] Log OFF

] ) 5 @

18



