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Read, Send, Reply to and Delete e-mails
Use the address book to locate contacts
Send receive and open attachments

Use folders to manage e-mail

Use the SkyDrive for storage and sharing
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UQconnect Email+ for Life Introduction

UQconnect Email+ for Life (Email+) is your web based UQ Student Email Account. Hosted
by Microsoft, Email+ resembles Microsoft Outlook, an email client, commonly used in an
offices and corporate Australia. Email+ includes: Calendar, Contacts, Tasks and SkyDrive
features to help you manage your academic communications. Email+ has 10GBs of storage
and is your email account for life. You have two email addresses directed to the same
account:

1. s1234567@student.uq.edu.au

2. FirstName.LasthnameXX@ugqgconnect.edu.au

Please Note: to get the most of UQconnect Email+ for Life you should use Internet Explorer 7or higher. You
can use other browsers (eg. Firefox, Safari) but you may not get full functionality.

Getting Started
Email+ can be accessed in one of two different ways via the web:

Via my.uQ -
1 Log in to my.UQ with your UQ R fEE O Ee
QUEENSLAND

username and password (720 mystudy | mymai+ | personaise |

M Explore my.UQ

http://my.uq.edu.au
1 Click the myMail+ tab

Via Outlook.com Moos®
. . Outlook Live
Please Note: to use this method you will need to

know your Windows Live ID and password Out | 00 k Live

1 Open a web browser and navigate to

https://outlook.com Windows Live 1D:
T Log in with your Windows Live ID and |FirstName.LastNameI{X@uqconnect.edu.au
password

Password:

Your Live ID is in the format: ||
Firstname.LastnameXX@uqconnect.edu.au where Forgot your password?
the Xs may be a number.

Using an external email client to view my UQ email

If you wish to access UQconnect Email+ for Life via a windows based or Macintosh based
mail client such as Microsoft Outlook or Mac Mail, please follow the setup instructions
available at: http://ugconnect.net/helpdesk/student/email/

Changing your Windows Live ID

You can request that your Windows Live ID be changed. Be aware that your old account will
be deleted and a new ID created. It is your responsibility to back up your Emails before this
change occurs. Your s1234567@student.ug.edu.au address will be automatically redirected
to your new account. Please see: http://ugconnect.net/helpdesk/student/email/ for more
information

Notes
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First Time Sign In Only

The very first time you sign in to Email+ you will need to complete a few items on the account

information page.

It is necessary to reconfirm your password
to enable the account set up to proceed.

You are strongly encouraged to change your

password to something memorable.
Note: You should aim for a strong password. It
should be 8 characters or longer, with at least one
capital letter and at least one number.

The alternate email address is very
important if you forget your password.
Remember that if you provide a false email
address here and forget your password you
are unlikely to be able to access your
account.

You have to sign in again after acceptance
using your new password

When you sign back in you will be asked to
complete some choices relating to Outlook
Web Access.

Choose:
1 English (Australia) as the language
i Brisbane (GMT+10) as the time-zone

I Choose OK

Note: Once you have completed this screen and
chosen the | Accept button at the bottom you will
not see it again when you log in.

Notes

Provide account information

The account you're signing in to is missing some required information. To finish signing 1l

We respect your privacy and will use this information in accordance with our privacy poli

*Required fields
Verify your information

Windows Live 10: david.miles1@®ugconnect.edu.au

Sign in with another Windove Live ID

*Password: |

Forgot your password?

Change your password

*Type new password: [

Six~characters minimum; case 54

Password strength: |

*Retype new password: l

Add an alternate e-mail address

Alternate e-mail address: [

Retype alternate e-mail address: |

Provide account information

You just updated some information that requires you to sign in again.

Sign in to Windows Live |

1 you have low vision and use a screen reader or high contrast settings, you
can select the check box below to optimize Outiook Web Access for this and al
subsequent sessions. After you log on, you can modify this choice at any time
on the Options page.

Bl Use the bind and low vision experience

Choose the primary language for Microsoft Outiook Web Access. This choke:
determnes the language the program wil use for af items.

By dicking "OK" below, you acknowledge and agree that your organization's
domain administrator may access your account and its content and may

suspend, terminate, or modify your account.

B8 Connected to Mrosoft Exchange
© 2007 Microsoft Corporation. All rights reserved.
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Screen Overview

For optimal results Email+ is best viewed using Internet Explorer.

- Outlook Web App - Mozilla Firefox
Fle Edit View History Bookmarks Tools Help

| 0 JERZEI25 https:/ch 1rd0 104.outiook.com/owa

UQuamsest
Email + >
for Life
Inbox
+ 5B Fovetes Sitew + | X - wove - re e @ O D O
] Inbox » » *‘ —— ”""
£ Unread Mail o

=] Sent Items 1 Arrange by: Date ~ dest on Tof : : UQ Library - new borrowing conditions in 2009 3

>} Tabox (3 3 UQ Library - new borrowing conditions in 2009 4 3 noreply@uq.edu.au
3 IT101 noreply @uq.edu.au 2/3/2009
2] Drafts "]
2 sentltems Apinfa006 Dear UQ Student
o Notes
@ Junk E-Mai _ The purpose of this email is to let borrowing conditions
(3] Deleted Items /182009 that will apply from Sunday, 8th Fe
A Search Folders
H20/2003 To find out what these changes will
4 & Contactlist 3 http://www.library.uq.edu.au/borrow
4 Other Contacts . 3/2/2009
i thed . 3/11/2009 Regards
T3] Calendar 3 2
BN Coniacis 5 3/17/2009 Keith Webster
— = University Librarian and Director c
7] Tasks 3/18/2009
Mail & Favourite Allows quick access to Mail Folders (only e-mail related) and the
1 Favourite Folders. You can add frequently used folders.

Folders Pane

2  Message Pane

This pane lists email messages for the folder selected.

Allows the user to read their emails by acting as a preview of the

3 Reading Pane message. This feature can be on or off.

Options: Provides access to the different options available in

4 Options/Log Off UQconnect Email+ for Life.
Buttons Log Off: For the user to log their account out once finished with
Provides centralised navigation and allows you to easily switch
5 Navigation Pane between Mail, Calendar, Contacts and Tasks
Notes

© University of Queensland Library 2011 6 of 17 Ask I.T. UQconnect Email+ for Life Basics




LIBRARY

Enriching world-class scholarship

57 THE UNIVERSITY
WOF QUEENSLAND

AUSTRALIA

aOLF

Phone: (07) 3356 8811 or 1300 738 082
Email: help@askit.ug.edu.au
Web: http://www.library.ug.edu.au/askit/

UQconnect Email+ for Life Features

Allows you to create, read, reply, forward and store your electronic mail

Mail

Calendar Provides you with a daily, weekly or monthly view to plan your study
Contacts This is your list of personal or business contacts

Tasks This is your electronic of things to do list

SkyDrive Upload and collaborate on documents via the Windows Live Cloud
Mail

Exercise 1 Creating and Sending an Email

Make sure you are in the Mail section of
Email+.

9 Click the down next to the New
button on the Message Pane
1 Click Message

Add Email Recipients
Use:
1 To for primary recipients
i Carbon Copy for secondary or
interested parties
i Blind Carbon Copy to add
anonymous third party recipients

BCC recipients are not viewable by To, CC and
other BCC recipients.

Turn BCC recipients on

1 ClickOpt i o prsyéur new email
9 Check Show Bcc
9 Click OK to close Message Options

Notes

Inbaox
SdMew v X - Move ~
211 Message

_j Meeting Request

=send 0 @ & Y 3§

[ Ta...
[ Ce...

[ Bee...
Subject:

changelabs.comfowa/?ae =Item&a =New&t=IPM.Note &cc=MTQUMC4zMzIuMzUsZW4tQVU
a8t 3 BRIV '_];’kw HTML v

Message Options

Current Message Settings

Importance INormaI -
Sensitivity lNormaI 'I

¥ Show Bee
[~ Show From
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Add address book entries

Add recipient addresses that you will use
often to your address book:

On the email message:
1 Double the sender’'s email address
1 Enter a Display Name
i ClckAdd to Contact

Add recipients from Address book

On a new email:
M Click the To, CC or BCC
beside the address book icon

links

Auto suggest

If sending to an email address you have
used before you will be able to select from
the auto suggest list of addresses.

Save message as draft

To save and return to a message later,
save it as a draft by clicking the Save
button.
1 Access the message later in the
Drafts folder

Attachments

To Add an attachment to an emalil
message:
1 Click the Paperclip button on the
new email menu
 Click Browse to locate a file and
click Open

Optionally: use the Choose more files
link to add extra attachments
1 Click Attach

Email+ allows attachments up to 20 MBs. Other
major email systems may not accept such large
attachments. Certain file types (see page 17) will
be automatically removed as virus threats

4|5
Address Properties X

Display name: | UQ Mailing List]

Address: naoreply @uq.edu.au

A To...
Gl Ce...
[Gh Bec. ..
@ To... david|
. david. miles @ugconnect. edu.au
[ ce...
=send @ 0 G2
L Drafts [1

U=1 Sent Items

H 0
Attach Files - Mozilla Firefox 23

‘ https://chlprd0104.outlook.com/owa/?ae=Dialog&it=Attac

dude Attachments

To indude an attachment, dick Browse, and then select the file. After you've selected the
file, dick Attach. The file will be uploaded to your message.

| Browse_

Done

Send your email i=dSend & | [ sentItems
i Press Send
The email will appear in your Sent Items Folder
Notes
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Incoming Mail and Responding to Mail

Exercise 2

Read and Reply to Email

Open a unread email by selecting the /. raortes Svew ~| X~ o
Inbox from the Mail & Favourite Folders j -
pane and clicking an email in the list. It will (5 sentttems Arrange by: Date « ew ~| O
appear in the reading pane on the right. - i ensarosad ResdngPane
. . (3 mio01 noreply Guq.edu.au off
If necessary, open the reading pane with (2 orafts ) ' ‘*J
. . . (=) sen ) Right
the View > Reading pane on right =) Sentltens i
Re-order your mail Arange bys Datey OldestonTop -
Depending on your Arrange By setting, _ From -
your mail will be ordered. = RS fonein 2003
nareply@ug 2/3/2009
For instance, when ordered by date, you see 3 - ©
your mail temporally: today, yesterday, this week David Subject 2/13/2009
etc. ~j 5BS Postara Type
. . . . SBS Enguirie Attachments 2/18/2009
If viewing by conversation, emails between 2 Getmorede  Importance | 419 Emal lss
the same people will be aggregated with Director, It pagged 3 | B3 2j23/2010
-~ Examination 5 jl
the latest shown. oo ] Conversation =
Clean up your mail %+ Move -
Select emails to delete: x
i Delete
f Use CTRL and click to select _
mUItlpIe items C % Ignore Conversation
1 Click Delete to send the items to
your Deleted Items folder
1 Click Ignore Conversation to send
any future replies to conversations
you don’t want to the Deleted Iltems
folder automatically
Reply to an email - [
il: -l l _l E Reoly
Select an'emall. & -« = & Reply
1 Click Reply on the message pane v 3 Reply A
ep)r i Forward
This addresses an email back to the sender with Lo r-nawb 2
RE: in the subject line. The original message will ZReply  E@Reply Al | (5 Forward
be contained in the reply. PRy ERe i
1 Click Reply All to send a reply
email to all other recipients of the
original message
1 Click Forward to send a copy of the
email to a third party including
attachments
Notes
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Exercise 3 Move/File a Message
It can be useful to organise your messages e - o
in folders. For instance, all correspondance -

IT101

from a specific course.

1 Click Move to Folder button on the Sharon's Emails
toolbar in the Mail Message Pane. W23 Move toFolder... |g
[#* Copy to Folder,..
§ ChooseMove to Folde "= " ‘
E |th e r Move to Folder >4
1 Select a folder and click Move | =
ssignment Backups
Or | '_j:'ialegndar : i
1 Select a parent folder ! i |
. R 8] Deleted Items
q Click Create New Folder (2 Drafts 1 [ Assignment Backups
1 Enter a folder name s
Then j Junk E-Mail
. B Notes
1 Select the folder and click Move I &) sent tems
_{] Tasks

Note: Once you have created folders it is
possible to move message between the Inbox
and a folder by clicking and dragging with your
mouse.

Create New Folder... Move

If you choose Copy to Folder, a copy of B Move to Folder
the message will be added to the folder. ¥~~~ " f

The current copy will remain. 4.7} Copy toFolder...
Exercise 4 Print a Message
In the message pane: =

1 Double click on the message to print
M Click Printable View

@ UQ Library - new berrowing conditions in 2009 - Mozilla Firefox

h https://ch1prd0104.outlook.com/owa/?ae=ltem&t=1PM.|

The messa_ge W”_I open in _a printer friendly UQ Library - new borrowing conditions in 20!
format. A printer dialog box will appear. noreply@ug.edu.au

Sent:Tuesday, February 03, 2009 9:10 PM (

Print

You will need to open attachments and print them Dear UQ Student
separately.

Printer

For help printing in the UQ Library:  http://www.library.uqg.edu.au/ask-it/computing-ug/printing

Notes
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Exercise 5 Customising Student Email+ for Life

Click the Options button in the top right hand

corner of the screen. Options (L4} @ -
Collapse All | Mewest on Top

Customise options (default view)

- %% 3 B H
Organize E-Mai ioMal i speling Calendar General Regional
Settings
Phone | E-Mail Signature
EBlock or Allow — = ————
Mail Alter mail options, Enter a signature, Change the message format and
tracking options
Spelling Choose the dictionary language and spelling options
Calendar Set the working week display, reminder and automatic processing options
General Alter the appearance, name resolution and accessibility options
Regional Set language, date and time options
Organize Options . ._
Account . \.:J a
Organize E-Mail Inbox Rules = Automatic Replies Delivery Reports
Settings
Inbox Rules Manage rules to control the way your Inbox handles messages

Automatic Replies  Set up, modify and enable Out of Office messages

Delivery Reports Search for sent and received messages

Security Options IF

Block or Allow

Junk E-Mail Settings

Block or Allow
Don't move mail to my Junk E-Mail folder

@ Automatically filter junk e-mail

Junk E-Mail  Control how junk email is filtered and manage the safe and block senders list

Click on My Mail at the top right hand side of mymal @ -
the screen to return to the Inbox.

Notes
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Calendar
~ Mail
1] Calendar The Email+ Calendar is a calendar and scheduling component.
83 contacts Calendar is fully integrated with e-mail, contacts, and other features.
You can view a day, week, or month at once. With Calendar you can:
Exercise 6 Create an Appointment
I Click New > Appointment Calendar < February 211+
Or alfnew v X B sMTwTEF S
; ) 3311 2 3 45
1 Select a date in your calendar and % Appointment : 71 A

double click on the time you want 3 14 BBlis 17 18 19

_j Meeting Request

the appointment 2

. . . . 2 Message 2? 2
This option creates an appointment with a 6 7
correct date and starting time.
1 Enter a Subject and location Wsceandcose | [O @ ¢ & (B G[m v

. . A . Appointment Scheduling Assistant
This meeting will be visible to any person you . |
have given permission to view non-private Locatons
appointments

Start time: Tue 2/15/2011 | |12:30PM ~ All day event
i End time: Tue 2/15/2011 b 1:30PM X
ﬂ Enter da‘te and tlme V] Reminder: | 15 minutes A Show time as: Busy v Private
It can be an all-day or across several day’s 12
appointment. Dentist 0
You can convert this appointment into a 1 Brisbane City
meeting by inviting attendees.
]}
i Save and close the appointment to
enter it into the calendar
Exercise 7 Organise a Meeting

f In the calendar choose New > ' . i request
Meeting Request

i Add attendees: primary in the TO
field and secondary in the Optional Appointment | Scheduiing Assistant

=dsend & 0 O & _2 H

attendees To... |
Resources relates to booking the calendar of some optional...
meeting room resources (probably not applicable) P
1 Fill in the remaining appointment V| Request a response to this invitation
fields
9 Click Send

All attendees will be invited to your meeting. They
will be able to click a button in the meeting request
email to respond Yes, No or Maybe they will also
be able to propose a new time.

Notes
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Tasks
Use tasks to track tasks and provide reminders.
Exercise 8 Create a Task
Click the Tasks button. ] Tasks
1 Enter a task subject and at least a Shenls] S
start and due date
1 You can choose to set a reminder ] Task
=l Message ¢
IdsaveandCose | % MarkcComplete () | O Repeat % |
Subject:
Start date: None ¥ Status: Not started ~
Due date; None ~ Priority: Normal b/
Date completed: | None b % complete: 0 b
Reminder: 8:00 AM Private
You can use email colour coding and v =
flagging in a similar way. 2/3/2003
i}
1 Flag emails as a reminder to follow up O
on something 21187 ] Bm-m
. . O Purple Category q
f Colour code emails relating t0 &  uui gecsca
specific course etc. ) D7l Coegy
312 anage Categories...
You can view flagged emails in the Tasks section A
of Email+ 3/11/:

SkyDrive

As Email+ is hosted by Microsoft, UQ students have access to SkyDrive. You can use
SkyDrive to store and collaborate on documents.
1 Click the More dropdown at the top of . . . . o
the screen in the centre
1 Click SkyDrive Devices

SkyDrive
Mobile

 Click New to create a new document Newv Addfiles View synced fol

using Office Applications Online or @) Word document
a new folder for files & Excel workbook

(# powerPoint presentation
®}) oneNote notebook

Folder
1 Click Add Files to upload files into a ——
fOIder On“ne Photo upload size:| Large (1600 px) ~
Files have a 50MB upload limit and must not Upload | [Lcancel

violate copyright.

Notes
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Quick Tips

UQconnect Email+ For Life Mail

Mail Essentials

How Do 1?

Click

compose a new message

Hlew ~ New Button

send a message

=zend gand Button

Receive messages

1 ;
- sendiReceive - gond/Receive button

Delete a message

X Delete button

Mail Features

How Do I?

Click

Add an attachment

] Attach button

reply to a message

wleply penly Button

forward a message

% Forward £onyvard Button

Sort Messages

Click on the column heading and choose from list

Managing Mail

How Do I? Click
Show/Hide Reading Pane [ -

—  Click the View button
Create a mail folder X

Click the Move to Folder button and Create the folder

Move a message

Click and drag the message to the desired folder

Delete a folder

Right Mouse Click the folder and choose Delete

UQconnect Email+ For Life Calendar

Calendar Essentials

How Do 1? Click
Access the Calendar 3 ,d
&l contacts Calendar button
j Day _;j Work Week :ﬁ Weel j Montl

See the working week

Select Work Week button

See the full week

Select Week button

See a month

Month button

See a single day

Day button

Notes
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See today

Today

Today button

See a specific date

Calendar

< December 2008 ~ »
SMTWTF S
I 2 :3 & 5 16
7 8 9 10 1112 13
14 15 16 17 18 19 20
21 22 23 24 25 26 27
28 29 30 31
: Use the Calendar Date Navigator in the top
left hand corner

Calendar Appointments

How Do I?

Click

Schedule Appointments

Eew - New Button

Re-schedule

Double-click appointment

Schedule an event

[~ Al day event
Choose the All day event tick box when

creating an appointment or meeting

Delete an activity

X Delete button

Schedule
appointments

recurring

O
Recurren

: ié Click the Recurrence button

Print your schedule

o,

=3

Print button at top right hand of screen

Calendar Meetings

How Do I?

Click

Schedule a Meeting

itew - Click the black drop down arrow on the New Button

Accept a meeting request

)

Accept

ST

Open meeting request press

Track meeting responses

ant | Tracking

Open scheduled meeting press Tracking Tab

Cancel a meeting

R
Cancel
Meeting,

Open Meeting Click cancel meeting button

Notes
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UQconnect Email+ For Life Contacts

Contact Essentials

How Do I? Click

Create a contact SMew -

Add more details for a | Double click contact to edit

contact

Delete a contact X Delete Button or Right-click and select Delete

Create a distribution list Sdlew ~ cphoose the black drop down arrow next to the New
button and select Distribution List

Organise contacts Click the column heading and choose from the list

send E-mail to a contact

= Choose the New Message to Contact button

Help

To Use Help

1. Press the blue question mark button and the UQconnect Email+ for Life Help will appear
2. The displayed help will be relevant to the section you are in
3. Alternatively type search text into the search box at the top right.
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f Tasks Microsoft Internet Explorer provided by University of Queensland Library

TN http://technet.microsoft.com/en-au/exchangelabshelp/ms.exch.owap. taskspremium.aspx?l=1

@ D N G [Hoptons + & : =

b

Exchange Labs Rate YOO 3030

Tasks

Notes
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Attachment file types blocked by UQconnect Email+ for Life

There are two levels of attachment security. Access to Level 1 files is blocked and can't be changed.
When you receive an attachment with a Level 2 file type, you will be prompted to save the file to your
hard disk.

If you have inserted an attachment file type that is blocked by UQconnect Email+ for Life for
security reasons it will be removed prior to delivery. These file types, such as .exe, .bat, .scr,
and .js, are blocked because they can potentially contain viruses.

attachment test

Outlook Web Access has blocked access to attachments. Blocked attachments: Setup_SnagItStamps_Arrows_large.exe.
Mr David Miles

Sent: Friday, 12 December 2008 8:31 AM

To: Mr David Miles

Level 1 - File extension File type (Automatically blocked)

.ade Microsoft Access project extension .mdw Microsoft Access workgroup information

.adp Microsoft Access project .mdz Microsoft Access wizard program

.app FoxPro generated application .msc Microsoft Common Console Document

.bas Microsoft Visual Basic class module .msi Microsoft Windows Installer package

.bat Batch file .msp Windows Installer patch

.chm Compiled HTML Help file .mst Visual Test source files

.cmd Windows NT Command Script .0ps FoxPro file

.com Microsoft MS-DOS program .pcd Photo CD image or MS Visual Test compiled
script

.cpl Control Panel extension .pif Shortcut to MS-DOS program

.crt Security certificate .prf UQconnect Email+ for Life profile information
(msrating.dll)

.csh Unix shell script .prg FoxPro program source file

.exe Program .reg Registration entries

.fxp FoxPro file .scf Microsoft Windows Explorer command

.hlp Help file .SCr Screen saver

.hta HTML program .sct Windows Script Component

.inf Setup Information .shb Shortcut into a document

.ins Internet Naming Service .shs Shell Scrap Object

.isp Internet Communication settings .url Internet shortcut

.js JScript file .vb VBScript file

.jse Jscript Encoded Script file .vbe VBScript Encoded Script file

.ksh Unix shell script .vbs VBScript file

.Ink Shortcut .wsc Windows Script Component

.mda Microsoft Access add-in program .wsf Windows Script file

.mdb Microsoft Access database .wsh Windows Script Host Settings file

.mde Microsoft Access MDE database xsl XML file that can contain script

.mdt Microsoft Access add-in data

To delete an attachment that is blocked before you send the email, just left mouse
click the attachment once and press the delete key on the keyboard.

Notes
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