User Manual of CUTN Web Mail

S.No TABLE OF CONTENTS Page No
1.

Login CUTN Webmail 2
2.

Move Option 2
3.

Read and Unread option 3
4.

Add signature 4
5.

Password Changing 5
6.

CUTN webmail keyboard shortcuts 6
7.

Advanced search option 6
8.

Composing email options 7
9.

Add calendar and Sent Remainder mail option 9
10.

Email Conversation 11
11.

Incoming mail attachments to save in the Briefcase 11
12.

Contacts Import/ Export Gmail to CUTN Webmail 12

Page 1




1. Login CUTN Webmail

Open https://mail.cutn.ac.in Enter your Username, password and click Sign In option.
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2. Move Option

Select multiple mails = Click move folder option = choose any one folder or create New
folder option.
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https://mail.cutn.ac.in/

e Enter your folder name = click ok

Create New Folger

Name: [rest2

Color: |:] Cyan = |
Feed: [ Subseribe to FSS/ATOM feed

Select where {o place the new folden

hessages: T
Size: 47 KB

3. Read and Unread option

Select multiple mails=> Click Actions option = select Mark as Unread
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e Select multiple mails=> Click Actions option = select Mark as Read option.

&Y CUTN Webmail
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4. Add signature

fkt content.

Open preferences tab = Select signature option = Enter your signature = Click to Save
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5. Password Changing

Click aero mark W on rite side top corner > Choose Change password option

endar Tasks Briefcase £s
ADOUL

[0 | Sarfed by Date. © 2 messages
Toview a message, chickon &

[ ® cuin test3
| MoDs0it Outioot Test Mall - "e3i7

O # IT-System Supoart Greup,OUTH

(L test - test

e Enter old password - Enter New password and Conform password = Click to Change

password

8 mail.cutnac.in:8443/h/changepass?skin=harmony

% Login Required
Please enter a new password and re-enter it in the
confirmation fizld.

T —
——
Confirm: ol |
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6. CUTN webmail keyboard shortcuts

Open preferences tab

cts Calendar  Tas Preferences

-> Click Shortcuts

bed Addresses
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Focus search sox
Focus contert pare
Focus tealbar

New izam

Campose

Compese

Compose In new window
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hen task

hen carda

New budcy

Add external calendar

Mew document

7. Advanced search option

Conversation List View

Shaw snippet

Ngw roider

BxpEnd corversation
Coflapse convensation
Evcand)/colapae conversation

Evpand

ations

aped oo

Cofiapse all conversations
Select crevious urresd msssage

Select next Lnvead msssage

Select first unnend message

Select last urmead message

Send

Tanee

Sesrch for aoanesses
HTMLTEST fomal

Spelicheck

Choose you want to search Mail, Contacts and Tasks.

e CUTN Webmail
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8. Compose email

e C(Click New Message option

@ UTN Webmail

Contacts Calendar Tasks Preferences
New Message Reply Reply to All Forward Archive Delete Spam
¥ Mail Folder [0 Sorted by Date © 7 messages
& = ile test cutn Aug 27
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e Change font types
e Attached documents
[ ]

Choose Global address to add To: Address —>Click To: option

e CUTN Webmail

Mail Contacts Calendar Tasks Freferences Compose B

Send ¥ || Cance ;f: Options *
[ | —
| Co |
subject:
|.a.:acn '|— ur des o aud ottachm Tes
Sans Serd 12pt Paragraph B 7 U & L. & - = = = = & | =
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@
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= Download all sttach

@ Bemov

The message has no text content.
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e Search all the global address on CUTN webmail = Select address = ok

Select Addresses

Jsesq

B name Emall

Show names from: | Giobal Address List

Q testt cutn testi@cutnacin

'& test2, cutn testz@cutn.acin
Q test3, cutn test3@cutnacin
'i testd cutn test4é@cutn.acin
Q tests cdac testS@cutn.acin

'& test11 cutn testti@cutnacin

Add BCC

e (Click option icon = Choose Show BCC

@ CUTN Webmail
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e Save Draft

@ CUTN Webmail

Mail Contacts Calendar Tasks Preferences
Send ™ Closs Save Draft z{_ _Op‘ticr!s "_
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Test mail
Regards,
Tesi

9. Add calendar and Sent Remainder mail option

Choose Calendar tab = Add QuickAdd Appoinment

CuiickAdD Appoiitment
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Displzyz | ) Busy - Markas | Pugic =
Calerdes | Colencer =
Stort Time: | 8/24/2020 | & [900AM

Erd Time: | 8/24/2020

| @ |F30AM

W The ciavs B fime you bave selected for this
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Sending Remainder Email

e Right click on remainder > Choose Forward option

e CUTN Webmail
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10. Email Conversation

Click View option = Choose By Conversation [vc]

Preferences Fued: test ¥

a Ré . T A > . . Adicr R - Vieni *

0| scried by o
To view 3 message, dick on it o0 5y Message [um]
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11. Incoming mail attachments to save in the Briefcase
lendar Tasks Briefcase Preferences
Reply Reply to Al Forward Archive Delete Spam éj b I i Actions =
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e Select Briefcase = Click ok

Add to Briefcase

Sefect the destination foider.
Type in the box to filter the list. Tab to change focus. Armow
keys can be used to navigate within the list,

| Briefcase

¥ Briefcase Foiders

[ sercese

‘| 0, 4 || Cance|

e Open Briefcase tab

; ( Calent ol Driefoase

¥ Ariefrase Faiders O Sarted by Name T

i, testluet
@ Augdst 28, 2020 702 PM by test2@cutnacin
» il

- |ﬂ -mﬁi -

Tags

We cannot generate the preview of the file. Click here to download it.

* Zimiets

12. Contacts Import/ Export Gmail to CUTN Webmail

e Open Gmail account

e C(Click -> Open contacts Icon = Click to Export option
= @ Contacts Q seseh “ ) i O
Hame Email Phone number Jo
+ Create contact o G 9
CONTAETS (3] Account Search Maps
2 Contacts g
° test2 CUTN test2@cutn.ac.in
“I Frequently contacted n ' a
B Merge & fix o uiDAl +180030071947 YouTube Flay News
e PR o X Thangamman Mikile +917200112286 e
b GG email et Contacts
L Import

g

@  Export _ Drive Calendar Translate

& Print o L H -

& Other contacts

W Trash
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e Choose Outlook CSV = Click to Export

Export contacts @

@ Contacts(3)

Expart as
(O Google CaY
@ Qutlook £V

(O veard (for 05 Contacts)

e Downloaded CSV file (Ex. Contacts.csv)
e Open CUTN webmail
e Preferences = Click Import/Export = Click Choose file

@ CUTN Webmalil

Mail Contacts Calendar : = Compose ¥ Contact ®
| save || cancar |
¥ Preferences

General

by Accounts
Pl
Filtars
Signsturss

D Out of Office

Type: @ Account (O Calendar () Contacs

All account data con be axported to 3 Tar. GOpped” {2g2) format which can be imported back into tha systom.

ConLscs

Calendar Source: | A1l folders |

Sharing

Motifications [ sgvanced zewings

&
[ ]
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2 o
b
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-
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L3
a
a
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@l v 2 = 2
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e Choose CSV file (Ex. Contacts.csv) = Click Open

& cuthi Wabmal oz, cut

+ [ v ThisPC + Downlosds + v/ @] | Search Dowminads 2

¥ Preferences

Grganize = Hew faider

W Cen
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" : u Microsaft Bucef Comma Se
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S " ) U usic A
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B Carcar [l Videss cutn website 26.7.2020 129m ta prevaw.
& s i Windows (C) % Fesit BhantomPOF FOF Docurment
: 33k8
4 NctFoaro— o Local Disk (De)
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538 Files (110.20,130 ﬂ" 2020
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- w

Fil name. | PSR

| Al Files ~ |

B rontaes{1kes ~ Showall X

e C(Click import

e CUTN Webmail

Hreferences npose ¥

| S || Cancal

i

& el

& Acoums Fiter | Chotsa Fik | contacts {Tlov

B oM Typa: | &en Dot ¥
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©
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e Click ok = click Save option

e Open contact option view all contacts.

& cumi webmai

Contact ¥

B & cumhiges=s

.. UiDal U comicts
= [ & s &
W= O & wow ||
vl semomma i
B comes
B Emeied Conmarm
T T

3k 3k 3k 3k 3k 3k 3k 3k %k 3k 3k 3k 3k 3k %k 3k 3k %k %k %k k ok %k k sk kok ok

THANK YOU

3k 3k ok 3k ok 5k ok ok 3k 3k ok ok ok 3k ok 3k ok ok %k 3k ok ok sk 3k ok sk ok ok sk 5k 3k ok 5k ok ok 3k sk ok ok 5k 3k ok sk 5k 3k ok 3k 3k ok 3k 3k ok ok 5k 3k >k 3k 5k ok sk 3k ok >k 3k *k >k >k 5k Kk ok %k 3k ok %k >k ok %k %k *k >k k ok

Kindly contact IT Service Desk, if you need any help in this regard.

Telephone: 04366-277290 Email: mailsupport@cutn.ac.in
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