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Welcome to 
 

 
 

Masters of Management ï Graduate Diploma in Accounting Program 

Class of 2010 

http://MMGMT.queensu.ca/GDA2010 

 

 

To access the Web-Portal, use 

the website address above. 

 

If the Security Alert  is 

displayed, this is normal. 

Click OK  to proceed. 

 

Your Username and Password 

will be supplied to you by email 

to the personal address you 

provided during your enrolment. 

 

Please contact us if you have not 

yet received your information. 

Helpdesk@business.queensu.ca 

 

Enter both Username and 

Password in the appropriate 

fields. 

 

Click Access Server to proceed. 

 

If the Security Alert  is 

displayed, this is normal. 

Click YES to proceed. 

http://mmgmt.queensu.ca/GDA2010
mailto:Helpdesk@business.queensu.ca
http://business.queensu.ca/
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This page, the Home page, will 

be noted often as the area to find 

specific links.  Choose Home to 

return to this screen at anytime. 

 

Choose Preferences to 

personalize the content 

displayed on the Home page. 

 

Note:  Email will be reviewed 

later in this document. 

(Skip to Email) 

 

The Home page Preferences 

allow you to personalize: 

Time Zone 

Weather 

Announcements 

Newsfeeds 

& 

Instant Messaging. 

 

Recommended: 
Enable IM Pop-up. 

 

To start the Change Password 

process, select the link beside 

Password Change. 

 

Choose Save Preferences when 

finished personalizing. 
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The Change Password process 

will open in new window. 

 

Type your current password into 

the Old Password field. 

 

Type your desired password 

Twice in the fields provided. 

 

Once the required information 

has been entered, select Submit 

to continue the process. 

 

Once processed, choose Close 

Window to return to the main 

portal Home page screen. 

(Not Shown) 

 

From the top of the Home page, 

select the Courses link. 

 

From this page you can access 

your Course Announcements 

(Not Shown), Course Websites 

& Learning Resources. 

 

You can also access Previous 

and Future course information 

and any available materials. 

 

Note:  Each course has a 

detailed website in which the 

course material is presented. 

(Not Shown) 
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From the top of the Home page, 

select the IT Support  link. 

 

Technical Articles are available 

to help guide you through 

various software setup & usage. 

 

One strongly recommended 

Technical Article is óPreparing 

IE for reliable Domino Web 

Accessô. 

 

If you need assistance, click ó?ô 

for some Helpdesk FAQs or 

email directly:  

Helpdesk@business.queensu.ca 

 

Services, Software Downloads 

&  Support Sites links are also 

available here. 

 

From the left of the Home page, 

select the Email link. 

 

Internet Explorer may notify 

you that the Email page will not 

display correctly if its ActiveX 

controls are not installed.  This 

installation can be done 

momentarily. 

 

Tick  the box to prevent this 

notification from occurring 

 

If prompted, click OK  to allow 

the use of the Lotus iNotes 8.5 

Control . 

 

This is the Nav-bar that will be 

noted often as the area to find 

specific links. 

 

If prompted, click the top 

Internet Explorer Warning  bar 

to use Louts iNotes 8.5.1 

Control  and then select Install 

this Add-on... 

mailto:Helpdesk@business.queensu.ca
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If prompted to install Domino 

Web Access 8 Control, click 

More Options, then select 

Always install software..., then 

click Install  to proceed with the 

installation. 

 

Windows 7 will display the 

User Account Control approval 

box instead. Click Allow . 

 

From the Nav-bar, select the 

Mail  tab. 

 

All standard email functions are 

listed along the Action Bar. 

 

New (or unread) email messages 

appear as Red messages. 

 

Opened (or read) email 

messages appear as Black 

messages. 

 

Other available views of your 

email are listed on the left. 

(Draft / Sent / Trash / Etc.) 

 

From the Nav-bar, select the 

Calendar tab. 

 

New Calendar events can be 

created by accessing any of the 

New menus or double-clicking 

on the calendar grid. 

 

Your calendar will show 

Meetings, Appointments, 

Reminders and To-Do(s). 

 

Various layout styles are 

available from the menu on the 

left side.  (5 Day shown) 

 

Navigate to other dates by 

clicking the arrows by the mini-

calendar in the upper-left corner. 
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From the Nav-bar, select the 

To-Do tab. 

 

New To-Do items can be 

created by accessing any of the 

New menus. 

 

Different symbols represent the 

priority and status of any listed 

To-Do(s). 

 

Various layout styles are 

available from the menu on the 

left side. 

 

The Due date of the To-Do item 

will also appear on your 

personal Calendar. 

 

From the Nav-bar, select the 

Contacts tab. 

 

New Contacts can be created by 

accessing any of the New 

menus. 

 

Shown are only some of the 

fields available for your 

personal Contacts. 

 

Contacts can also be members of 

personalized Groups. 

 

Various sorting is available from 

the menu on the left side. 

 

 

Please note the location of the 

Logout button for when you are 

finished working with your 

email. 
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From any of the New menus, 

select New Message to open a 

new email memo window. 

 

Click on the To: button to 

search our directory for contacts 

by Last Name. 

 

Messaging format & style are 

available on the Formatting  

toolbar. 

 

Attachments are added by 

clicking the Attachments area 

and then on Browse, and then 

Add to List . Removed by 

clicking the Remove Button. 

 

Advanced (Optional) emailing 

settings are available across the 

top of the Message window. 

 

Click Send or Send & File 

when finished composing your 

email message. 

 

Select the Preferences link in 

the upper right. 

 

Settings that affect the way your 

email functions are available 

from the menu on the left. 

 

Select the option to Show 

documents one page at a time 

to speed up load times. 

 

Also make sure that Instant 

Messaging is Disabled.  This 

ensures faster email navigation; 

as well it was set up previously 

on the Portal. 

 

Note:  Details of the different 

settings available during 

technology training. 

 

 

Note:  The Security tab warning 

about the missing Notes ID is 

normal and does not affect the 

functionality of your email. 

(Not Shown) 
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From the Preferences window, 

select Mail  then Signature. 

 

This is Optional. 

 

Check the Append box at the 

bottom of the window to 

activate the signature on all new 

email messages. 

 

Enter any descriptive signature. 

 

From the Preferences window, 

select Calendar then 

Scheduling. 

 

This is Optional. 

 

Enter the typical hours you 

would be available for meeting. 

 

Note:  You can schedule outside 

of these typical hours. 
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From the Preferences window, 

select Logout. 

 

This is Optional. 

 

Choose Install  to setup 

automatic Browser Cache 

cleaning on Logout. 

 

 

 

 

Click óSaveô to close the 

window when finished 

modifying your preferences. 

(Not shown). 

 

From the Top Right corner, 

select Logout. 

 

When logging out, you are 

prompted for manual History  & 

Browser Cache cleaning. 

 

This is Optional. 

 

Check the Logout for Shared 

PCs box. 

 

Check the Clear History  box 

and the More Secure circle. 

 

Click OK  to proceed. 

 

Click OK  to proceed. 


