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If you do not already have a student email account, you can activate it by going  
to http://midas.odu.edu. To log into your Old Dominion University student 
email account use your student email ID and MIDAS password.  Note that for 
most students, the email ID and Midas ID are the same.   
 
 
 
 
 
 
 
 

IMPORTANT NOTE: If you use a pop-up blocker, you may experience 
problems using certain features of student email, such as creating a 
new message. Please follow the directions for your pop-up blocker 
software for adding the student email page to the list of approved sites. 
If you have multiple pop-up blockers, you will have to do this for each 
of them.  

 
There have been some recent changes to your Old Dominion University student 
email account. After log in, student email opens to the Mail-Inbox View.  
 
Mail – Inbox View 
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http://midas.odu.edu/


 
Changing Your Mail View 
 
You can change what messages are viewed from the Mail- Inbox View. To show 
all the messages in the inbox click on Tools and make sure there is not a 
check mark beside Show Unread Only. To show only the unread messages, 
click on View -> Show Unread Only. This will put a check mark beside Show 
Unread Only.  
 
 
 
 
 
 
 
 
 
 
 
 
Note: Unread messages in the inbox are shown in red and read messages will 
be black. If you choose to view only unread messages, whenever a message is 
opened, it will disappear from your inbox view but it will not be deleted. This 
message can be viewed again by changing your mail view as described above or 
by following the directions below. 
 
Viewing All Documents 
 
To view all messages, from the side menu select Views -> All Documents. This 
will display all messages including sent and trashed.  
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Navigating Student Email 
 
Some of the added features of the new student email system are the Calendar, 
To Do and Notebook features in addition to the pre-existing Contacts (Address 
book) feature. To navigate between these features, click the appropriate tab or 
click on the arrow beside each tab for additional options.  
 
 
 
 
 
 
 
 
 
 
 
Creating a Message
 
To create a new message, click the arrow beside New -> Message.  
 
 
 
 

Click the 
To: button 
to access 
the ODU 
address 
book or 

your 
personal 
address 
book. 
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Address Books 
 
When writing the new message click the To: button to access the University 
address book or your personal address book. Click in the Search: field to select 
the address book to be searched. Type the last name of the person in the Find: 
field and click the Search button. Highlight the name and click To:, CC:, or 
BCC:. When you have added all the recipients, click Exit to return to the 
message.  
 
Personal Address Book (Contacts) 
 
Your Student Email includes a personal Address Book referred to as Contacts. 
To add a sender of a message to your Contacts, with the message open, click 
Tools -> Add Sender to Contacts. You can also add contacts by selecting the 
Contacts view, selecting New and completing the appropriate information.  
 
Writing your message 
 
Student email provides a Rich Text applet to create the body of the message. 
Buttons at the top of the body of the message provide text formatting options 
such as Bold, Italics, etc.  
 
Attachments 
 
To add an attachment to a message, check the box beside Attachments to 
show the attachments area. Click Browse to locate the document you want to 
attach and then select Open. Click Add to List to add the document to your 
message.  
 
 
 
 
 
 
 
 
 
 
Deleting Messages  
 
You may delete an open message by selecting the Trash Can icon at the top of 
the message window. To delete from the Inbox view (or other folder view), select 
the message then click the Trash Can icon. To delete multiple messages at one 
time, hold the Ctrl key while selecting each message to be deleted then click 
the Trash Can icon. Messages will remain in the Trash Can for 48hrs before 
being deleted permanently.  
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Reading and Replying to Mail
 
To open a message to read, double-click on the message. To reply to a message, 
either in the Mail-Inbox view or in the open message window, select reply and 
the desired reply option.  
 
Using Folders to Manage Mail 
 
To create a folder 
1. From the Inbox View, click New, select Folder. 
 
To move a message to a folder 
1. Single click on the message (s) to be moved to a folder. 
2. Click Move. 
3. Select Move to Folder or Copy to Folder. 
4. Select the desired folder and click OK.  
 
To delete or rename a folder 
1. Right-click on the name of the folder. 
2. Click Delete or Rename Folder. 
 
Mailbox Size
 
You can view the details of your mailbox size by clicking on the words Lotus 
Domino Web Access. The quota size and the current size of your mailbox are 
displayed here.  
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Setting Your Preferences 
 
To set your preferences, click the Preferences link in the upper right corner of 
the window.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

You can also 
set preferences 

for your 
calendar by 

clicking on the 
Calendar tab in 
the preferences 

window. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Important Note: Do not change the information in the box beside This 
mail file belongs to. This will cause you to experience problems with 
student email. 
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