California State University, Northridge Information Technology Training Guide

Using Webmail

Introduction

Webmail is CSUN’s web-based electronic mail system. It is available to CSUN
faculty, staff or students possessing a valid campus account and password from
virtually any workstation with an internet connection and a web browser such as
Internet Explorer or Netscape Navigator. This document will explain the basics

of Webmail functions such as email functions and its capabilities.
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The Basics

Logging On

Information Technology Training Guide

WebMail can be accessed through the CSUN homepage.

1. From the CSUN homepage, http://www.csun.edu/, select the Webmail

link.
Figure 1: CSUN Homepage

B WebMail link
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2. The Login page will display. See Figure 2 below.
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Figure 2: Login Page

Information Technology Training Guide

California State Uniyersity

Northridge

Typein UserID ———
CSUMN User 1D ||

Type in Password

How to Obtain & Campus Account
University Computing and Internet Policies

Webmail Direct

Password!

@ Use saved wiew
— Change to No-Frames view
Change to Frames view

Email at CSUN
Using Webmail Direct

L

Click on Login

Enter in your password.
Click Login.
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Figure 3: Inbox

Type in your CSUN User ID.

Your email Inbox will display.
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Logging Out

To end a WebMail session, click Sign Out. See Figure 4.

Sign Out
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Overview of Inbox

= At the top of each page runs a banner with your user ID;

= To the far right, are the commands Options, Help, and Sign Out that
apply to the WebMail application.

= The Options link opens a window where you can specify your default Mail
settings. For more information on this, see “Setting Options”

The left-hand navigation pane, contains folders, i.e. under My Folders you have
Inbox, Draft, Junk Mail, Sent and Trash.

Application Tabs

Clicking a tab opens an application pane to the right.
See Figure 5.
Figure 5: Application Tabs

=1 Mail
2z Contacts

= Mail - Accesses your messages. View mail folders available. Send and
Receive email from this account. Default folder is the Inbox.
= Contacts - Use to maintain a database of email contacts.

Navigation Pane

Bold text indicates
folder contains
unread messages

Bold text indicates an
unread message

- Mail Quota: PlSR———— 5 267 0] 200 MB
& Contacts PR AR -E IR ANE T WM AL S A M) L0 Ao A Wl e o o T
Messages 1o B0of0  Pay
5 iy Fokiers =6 ! From R
Binbox 39) O Ramirez, Jose RE: Aj
0t O& Tina Purtee RE: Summer training§ehedule June - August Ad
EE} Junk Wil O training @c sunedu Congratuaktions onthe completion of the Netss... Aj
Egent O Ramirez, Jose RE: good devotional Ay
B Trash (89) O LCD Television Recieve a LCD TV for participating. Aj
Copiesto slf o= DesignerCollections Savvy shoppers, this $500 Nordstrom? gift card is yours. Ay
Ivlin Folder O Ramirez, Jose FW: good devotional A
saved- [

Figure 6: Navigation Pane and Message List

e Bold text in the folders pane indicates unread messages; the number in
parentheses indicates the number of unread messages.
e Bold text in the Message List indicates unread messages.
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Using the Mail Navigation Pane

The Mail navigation pane contains a My Folders link; and a Shared Folders
link. See Figure 7.

Figure 7: Mail Navigation Pane

& L
gi
z

My Folders ——~——

BWfse:  4+————— Folder with unread messages
Collapse icon — | vt
P o $——— Count
:::.fv:- o
L& Tenati 781
i P

— Shared Folders

» My Folders opens your folders list in the main display. All folders
display as links under the My Folders link, in tree view.

e Click a Collapse icon (+) to close the branches of a tree view.

= Mail

& Contacts

Collapse icon

Folders

Expand icon —7| Smme

il

e Each folder with unread messages is displayed in bold. A count of
those unread messages is in parenthesis next to it. See Figure 7
on opposite page.

Shared Folders allow access to other users. Open the Shared Folders page
with a list of folders that have been set up so you may subscribe (access) to
them.
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Using the Mail Toolbar

In the Mail tab toolbar, there are a row of command icons and menus running
horizontally along the top which offer many ease-of-use features. Clicking a
command icon in a toolbar (shown below) gives you the default behavior;
clicking the menu icon opens a shortcut menu. See Figure 8 below.

Figure 8: Mail Toolbar

Inbox Quota; PR 4 55% of 200 MB
jNew 7 EDelete 7 Smm llf.fh’hrk v @Nbve L .ﬁCowv KL Searh jthhecthil 7 dj J_'I

See table below for command icon explanations.

Command _
Description
Icon
Opens a Compose window. Click the menu arrow to the right for other
= N available options.

: — Mail Message opens the Compose window. Folder opens the New
f\ﬂ New | v i Folder page
ed Whil Message '
[T] Folder

Removes messages. Click the menu arrow to the right for other
available options.

Delete removes selected messages. Empty Trash by default

% Delete settings will Empty/Delete trash folder.
o Empty Trash
=% Spam Move messages to your Junk Mail folder.

In the Junk Mail folder, moves selected messages to your Inbox. In
5} Mot Spam any folder except Junk Mail, the Spam button moves selected
— messages to your Junk Mail folder.
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Click Mark to view options available.
B Wark = | [

| & Read

B Unread

Answered

=1 Unanswened

Read The message has been opened

Unread The message has not been opened or, the message requested a Read
receipt and you did not grant one.

Answered A reply to the message was sent

Unanswered |The message was opened, no reply was sent.

[0 Wove - |4 2 Copy Click Move to open drop-down folder menu.

Inbox [
D (hove] Select a folder to move the messages.
a

Junk Wil
Sent

Trash
Copies to self >

Main Folder

saved-messages

sent-rrail
Shared Folders. help
Testl g

Click Copy to open a drop-down folder menu
Select a folder to copy the messages to.

53 Copy bl A Seardh |2
Inbox % ) A
Diraft
Junk Wil
Sant

Trash >
Copies to ==If

Wain Folder
sved-messages
sent-rrail

Shared Folders. help
Testl ] R

Prepared By Dorothy Ramirez, User Support Services July 20, 2006

ITR’s Technology training guides are the property of California State University, Northridge. They
are intended for non-profit educational use only. Please do not use this material without citing the
source.



California State University, Northridge

Information Technology Training Guide

Command lIcon

Description

ez B lekt o By LNk o D Veie o oy 2 [ £ Seanh o4

Tofle:

Lamerthan: |

Subject: [ . [ Searchin resu\ts
i L-Search
r | [I8earch uneadonfy
Body: . .
| Smallerthan: [ Search  Cancel

Click Search to open a search section on the page. Specify the criteria for your search in any of

the following ways:

From

Who sent the message.

Tol/Cc

Who message was sent to.

Larger than/
Smaller than

The message size in kilobytes (KB).

Subject

Words likely contained in the message Subject line.

Body

Words likely contained in the message; is typically the most time
consuming.

4 Check Mail = |[FE]

24 check Mail -;[*fj

=1 CTheck External Mail

Check Mail Retrieves new messages. Check External Mail Retrieves
new messages for any external mail POP accounts that you added. Itis
any external account.

Click Show Message Pane to show another pane, below the message
list, in which you can preview messages.

Hide Message Pane

Click Hide Message Pane to make the message pane go away.

Message Pane

The Message Pane lets you preview items in your message list without
actually opening them (default). To hide it, click Hide Message Pane. Select
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(single-click) an item in your message list to display the header and contents of
a message in the message pane below.

Figure 9: Message Pane Show Message Pane

M- mimapoiT Welcame Dorothy M Ramirez

Hide Message Pane
(EBIWI!‘WN

=1 Mall Inbox Quota; RSN 3 55% o 200 MH
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Ar L] Vine Prresicle nt dor Acl... Ape 24, 2006 09:7 2k
(= P Oa i beyinners warkston REMNDER Agxr 24,2000 05.00 2h
o= * DysonT or UreckT Vs, A 24, 2006 07:35 ™
3 = Cla or Ape 29, 2006 19:24 Gk
| O= v Huge news shows promise ‘:] Ape 29, 2006 19:22 ak
e Diine Shop TrmveLfnve. The HEW 2006 Frite rininme . Ape2d, 2006 17104 ak
(ml"} e st Iz iy Ape 23, 2006 16:63 4Tk o
[ iBeie | ey | Mo | edfepi 7., £ Forard. 7| G0y Senm. L &5 Brn . 10emn
Date: Man, 24 Apr 2008 080022 0700 = o
ol2o U Coo

y
From: "¥aining e sun sy’ <training fe sun adus =
Subjeot: Notseape Camposer far beginners workshap REMNDER

Tos domthiramire it sunedy =

ser for|beginners workshop. oN 04/2W/06 14:00:00 from 2 -

ease potify us inmedistely af\§77-ZZ04 of via email at

.
.

Message Pane Toolbar —— V' Message Pane

Using the Message Pane Toolbar

|E‘_D§_Iejﬁe | Py | Medd | §dReply 7 | B3 Forward = | (34 Spam | i Print | 3 Open |

Figure 10: Message Pane Toolbar

The Message Pane toolbar appears in the message pane above the message
headers. See Figures 9 and 10.

Refer to the table below for command explanations.

Command Icon Description

Click Delete to remove items from your message list.

L Click Prev to display previous items in your message list
— within the message pane.
P Click Next to display the next item.

i =Y g Click Reply to open a Compose window with the email
& Reply address of the sender automatically displayed on the To
5] Reply All line.
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Opens the Compose window with the sender and all
Reply All recipients of the message appearing on the To and Cc
fields. Note: Anyone who initially received a Bcc does not
receive your reply.

5 Formard | =] @ | Click Forward opens the Compose window with the original

W message at the bottom. You cannot edit the original
g Forward Inline message.

Opens Compose window with the original message
Forward Inline |editable; however, you will lose any attachments that were

included.
IV Click Print to print the message. The browser’s Print dialog
_— box displays. Select your printer and click Print.
_“EEL Click Open to display the message in a separate message

window.

Reading Messages
Open a message by:

e Double-click on the message in the From, Subject, Received, or Size
link. See Figure 11 below.

Size

Subject —

From Received

3.99% of 200 MB
Cloctee = Loy | 12 Ve | LMove = | 3 Copy 7 | i Sen | ek =[N
Messages 1iodold  FPage: g v | Ne:

Os08 % Frém Subject
Oa You're Invited Olive Garden " or Red Lobster ™ ey 08, 2006 08:45 13
O& Welissa Buﬁ ;r Upcoming Professional Development Programs Vay 02, 2006 16825 13k

] Nark Jose ph CI0 Candidate HMay 01,2006 16:07 7k

Figure 11: Open Message Option

e To view a message in its own window, click Open in the message
pane toolbar. See below.
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Inbox

Quoia: Cee————— 3 .09% Of 200 MB
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Mew = | Blhelole = | 5P Spam | B Werk = | [Wove = | B Copy = | 4o Search |
MNessages
[ 8 & From Subject
] & You'ne Invited Clive Garden ™ or Red Lobster™
L O & Melissa Billeter Upcoming Professional Development Frograms
B4 Marla Joseph CIO Canclickate
fiDslete | 4Prev | MNextr | &3 Rephy = | O3 Forwad — | (=2 8pam | & Print |[ 05 Open | € Open

From:

Diate: Tue, 02 May 2006 14:46:02 0700
"MWielissa Billeter” =mrelissa billeter@c sun.edu=

=

Subject: Upcoming Professional Development Frograms
To: pshretrain-l@csunedu =

Flease post and share with your staff and co-workers.

Below you will find several NEW programs open for enrollment.

These pr

Message Window Toolbar

Lsoum S3hepy = Shronard = [IMowm = @Copy, = (5 Seum o st ) oum|

Figure 12: Message Window Toolbar

Go to a specific message by entering the message number in the Go to box and

click Go to. See steps below.

Godde | iPrer Netd | Ry = CdFowand v | Gisgam | mPint | G00en

Date: Th, 15 Jun 2006 17:34:41 0700
From; Chiis Sales <csales @sunedys 7

Tod1 2

Gty l
il

2. Click Go to

Receiving Malil

_/

1. Enter msg #

» Click Check Mail in the Mail toolbar to post any new mail immediately.
» Click Mail in the navigation pane to update all mail folders. See Figure
13.
» The quota status bar in the toolbar shows how close you are to reaching
your limit. See Figure 13. | Quota Bar |
Mail 1 Check Mail
_| Mail Inbox Gy n; RR—— 431 01 200 ME
i Contacts |ocliow = & Celele_~ sy seam  E2 Mark =[] Move = ‘iwﬂ!‘_J_EEE‘__']iMJH:hEL’_‘_‘_‘_L
s .E:d[l!hom B e
i IS ratenewtiics  sdwusesocanante s oiotissss
Figure 13: Check Mail, Mail, Mail Quota bar
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Add to Contacts

In an open message header box, next to every email address, is a menu icon.
If you click on the icon, a menu appears (Message Command Menu Detail)
allowing you to add the contact to your Contacts list. See Figure 14.

Click menu arrow —\

Date: Thu, 15 Jun 2006 17:34:41 -0700 \

From: Chris Sales <csales@esun.edu= =

Subject: Reminder USS Manthiy Meeting: T 24 Replyto User — Darm in Oy 36
To: trtme-l@esun.edu =, ithelp-l@q 84 Add to Contacts

Diehbie Hellman =debbie hellman | add 0 Black List drdv@csun.edy =),
Ce: Catherine Gottlieb <catheting gothemgroorome———ptfice fourniet@esun edy =,
Bandra Caesar =sandracaesar@hotmail.coms =

Figure 14: Message Command Menu Detail

/— Add to Contacts

sun.edy = /
@osun.g| = F{Eply/{n Lser n.eduy =,
iehEcsy = add t8 Contacts MEFEC S UL
natrnail.c -
% Add to Black List

Select Add to Contacts to open the Add/Edit Contact page. See Figure 15.

 AddlEdit Contact

- A A
Click OK ] General} MAddressl:ﬁ Cumpany}ﬁ] Phane Numhers}@ Descriptiun}
Nicknarme: | chris (* Category | Unfled v'
FistName: Chi | LastName: (Sales

Display Mame: | Chris Sales

E-mail Address: |csales@esun edy

(*You can use Nickname a5 an e-mail address when compasing a message)

Figure 15: Add/Edit Contact Page
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Click OK at the top of the page to add the contact and re-display the message.

Sort Messages

You can sort email by clicking the bold column heading. The sort will display
in ascending order. Click again; email will be in descending order.

Column Headings

1910 Page PPy | Mewd] Last
mm Size

O Dsrotiey Fa ez |‘k Test May 23, 2006 15:35 oh

Compose Messages
To compose a message:

1. Click New in the Mail toolbar. The Compose pop-up window appears. See

Compose
S¢=7 Send | (=f Seve Draft |~ Expand | ¥ Spelling | [5¥ Insert Signature | & HTML Tesxt i Gancel

@c.:mpnse] =) ommns]

To: |
Becc:

Subject

|Dorothy M. Ramirez

CEUM, ITRAUSS

Phone S18.677.2361

|Fax B1&.677. 7047
dorothy.ramirez@csun. edu

Aftachments

The Compose window has the options at the top of the window listed below.

Compose
Zezsend | of SaveDraf ) Bpand ¢ Speling | L nsertSignature | HTHL Tox

Figure 16: Compose Options
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Refer to the table below for command explanations.

Command Description
Icon
— Closes the window and sends the message.
ZERLI
A Save Drai Closes the window and saves the message to your Drafts folder.
5 Expand Displays the full address of any nickname or contact group entries.

Replaces the Compose window with the Spelling window with the

message text.

Inserts your personal signature (if you have one) one line below

=4 Ingert Signature _ 7 _
— where your cursor is currently positioned in the text box.

Changes the Compose window from Plain Text to HTML. Set the
text default from the Options page. Note: We will be using

£ HTML Text PlainText. Don’t use HTML (web like appearance) because some
- people’s setup won’t be able to read it.

& Plain Text

2. Enter the address data.
3. Compose message in the large text box.
4. To add an attachment

e Enter the file name in the Attachments text box or click Browse to
find the file where it resides. See Figure 17. Select the file and click
Open.
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Compose
=7 Bend | (=f Save Draft | ~ % Expand | ¥ Spelling | [57 Insert Signature | & HTML Text H Cancel

@Compose] =l Options]

M.Dorothy Ramirez <dorothy. ramirez@csun.edus=
Cc
Becc:
Subject | Test Attachment

[fest for attachment.

Dorothy M. Ramirez

lcsM, ITRAUSS

|Phone B18.677.2361

|Fax 818.677.7047
|dorothy.ramirezfcsun. edu

File text box

/— Browse button
Attachments:

File: EBrowse...

& Attachment: Compose Send jpg Open

S=Zaa0d

Figure 17: Browse

5. When message is complete, click Send.

Sending Mail

» Click Send in the mail composition toolbar to send an email. See Figure18.

Addressing Messages
There are several ways to enter an email address in the “To”, “Cc” or “Bcc”
fields.

1. Type in one or more email addresses, i.e.,
firsthame.lastname@csun.edu. Remember to separate each address
with a comma. If it is a frequently used address, the Address
AutoComplete displays as soon as you start typing in a letter. See figure
below. Find the name you want and click on it.

“ Compose
=/ 8end | o Save Dmaft 5 Expand ¥ Spelling
Cbmp::se]lia Options]

To:[d — Address AutoComplete

Co: | Domothy Ramirez <dorothy ramirez @csun edus

|

Boo: | "

Click Send

Figure 18: Address Msg.
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Definitions:

“carbon copy.” Send a courtesy copy to someone who should see the

message but need not respond.
Bcc = “blind courtesy copy.” Addresses in this field will be hidden from the other

recipients.

Cc =

2. Use your Contacts list.
e From the Compose window, click one of the blue underlined
address links: To, Cc, or Bcc. A Find Users window opens.
0 Use either the Name field to find the name in your contacts
OR point and click on the link in the list. See Figure 19.

(W 1E. % L&
Boure Contacte b
P Firad
[ANJABCDEFGHIJKLMNOFORETU
Name
Mledasn Hilleder «meliosa kil r B sun sdue
Doty Paminez <domthy. mires Scsunsdus
Chrg Balep <chns miesBcusr adus

W vl\

i Cancel

. MUM

— Find your contact

Figure 19: Find Users Window

o If you have more than one person to send a message to, just click
the double arrows under the Add column of the name you want
and the address will appear under Selected Users in the right

pane. See below.

(w13

1 Cancel

Source: | Conlacis v Salected Users
Hame r,,d'l & Melism Bifieter <melissa. billkder@osun edus
ABCDE T T T BTUVWS Tr . 1 Domthy Raminez <domthy mmines @csunedus
1B I:_&ﬂ and Eirdl ; .r b | L st T Chilg Seled «chile b lpa @ ur adys
Hame Add
Welists Bifisher «imolie bileterBe o sdys o
Dismthy Farrines <doenthy mmirez 8 eun edus M |t |
Chiris Sales <chris &b o sun edus ] u Ip & names

Click on double arrows

o Click OK when you’re done. The Compose window opens with the
contacts you've selected.

Options Tab: A copy of each message you send is saved in the Sent folder by
default. If you don’t want it saved, select the Options tab and uncheck the “Save

copy of sent message.” See Figure 20.
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; Options tab
S Send | o SBuve . #Expand, | Sealling

b compose | [T opdhs

[ Requesta ey receim
[ Requesta mad mosipt

f'.. Saen copy of denl mossage
Mosmige Chant | Use defadt (UTF-8) ,

Prioréy | Mormal =

Uncheck box if youdo  —
not want to save sent
messages

Figure 20: Compose Options Tab

Replying to Messages
To reply to a message:

1. Open the message.

2. Click Reply.

3. The Compose window displays with specified addresses in the correct
address text boxes.

4. Enter your reply.

5. Click Send.

Note: If you use the Spell Check function (Spelling icon) after composing your
email, click on Back to return to the email. See below.

Click here ;

4y Back

W net in dicarany, Rjel Language: | English ™
Buggestions: | Spell Edit Dizsamarny
P placie with Speﬂ

Feplace  ignore Add i Dictionary

Page 1 od 1 <Praw | Mext-

Deleting Messages

To see if you are reaching your quota limit, check your quota status bar in the
Inbox title bar. This is set by the system administrator. Use this as a guide to
determine when you must start deleting messages. See Figure 21. Your limit
reflects University Policies and Procedures Policy Number 500-20 on Email and

Data Quotas. Quota Status Bar

i tew = | & Delais. = || (5 Bram i B k. = | [T ove = | {3 Copy, =

Figure 21: Status Quota Bar
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Message Deleting Options

1. Go to the Options>Mail>Settings page to set deleting options. The
default is Yes on the Delete to Trash option. See below.

Trsh Fakder: (Trash | /_ Delete to Trash

Delete To Tash: L) No & Tes

2. The Delete to Trash feature provides an Empty Trash menu item in
the Delete menu. See below.

it Delete. = | =2

| & Delete

i Empty Trash

R

All deleted messages go to the Trash folder and remains there until you
click Empty Trash which will permanently delete the messages.

To delete a message:

1. In your message list, select the messages you want to delete.
2. Click Delete.

Note: The messages are moved to the Trash folder where you can
retrieve them, if needed. To retrieve a message, click Trash in the
navigation pane, find the message and move it to a different folder.

Setting Options

Settings

The Options>Mail>Settings path determines how your mail is displayed and set
default actions.

Settings
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See example below.

Messages Per Page

Satlings

KA. =l
Messmges Fes Fage 50 e idotaut i 20) o
Dlisglay Maw Recenty Recared. (2 Firgl " Last

Most Recently Received

Compose Width characiers (detaull mad)
Comgam Heighs rerwei el s 15)
Campose. (@ Plan Tess O HTAML

(MSE 8.0+0r NE 7 24 secommendisd for HTML)

Figure 22: Settings

Messages Per Page sets the number of messages shown per page.
The default is 20.

e Most Recently Received displays the message list order. See Figure 22.

> First is the default. Messages displays in descending order. Most
recent is first.

» Last displays messages in ascending order. Bottom of last page
displays most recent.

Start/Stop an Automatic Reply

Auto-reply automatically responds to incoming messages with a customized
reply, for example, when you’re on vacation.

To start an Auto-reply message, do the following:
1. Click Options.
2. Click Auto-reply. See Figure 23 below.

Apply Auto-reply off

Automoly o Memages 7 es & Mo
Subject
NMewmage

Auto-reply — Auto-reply on

I

Mesmge Charoet | Usi defaull (UTF8) -

Figure 23: Options > Auto-Reply Page
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Select Yes for the Auto-reply to Messages option.
Enter in the Subject.

Enter text in the Message body.

Click Apply.

OO ReW

To stop the Auto-reply (refer to Figure 23):

1. Select No for the Auto-reply to Messages option.
2. Click Apply.

Start/Stop Forwarding Email
To forward your incoming email to a different address, do the following:

1. Click Options.
2. Click Forwarding. See Figure 24 below.

Forwarding Click on ‘Yes’

& Clom

Forvast Messons: O Yes @ tio Enter in address
Forwanding Address || /—

(e camma i sepamie £l acdresses)

[ Reepa comy of cach fora rded mesmge inyaur Inbox

N

b ceage Filers

Figure 24: Options>Forwarding Page

3. Click Yes to turn on the Forward Messages option.

4. Enter in the address you want your mail forwarded to in the Forwarding
Address box. For multiple addresses, separate them with a comma.

5. Select the checkbox Keep a copy of each forwarded message in your
Inbox if you want a copy delivered to your Inbox.

6. Click Apply.

To stop auto-forwarding:

1. Select No in the Forward Messages option.
2. Click Apply.
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Configure External Mail

In order to add an external POP mail server, you need to know the POP server
name; contact the system administrator.

To add an external POP server, perform the following steps.

1. Click Options.
2. Click External Mail. See below.

I:.D'..!E!p— Exterral POP Mail

H Gereml Prefeence

s = b O Close
Perweal &
Change Passward Thafe i no POP b g ns cuimihily ih yout atogun]. To add POP waraphs, click Mire

Zolar Thems

/— Click External Mail

Bgnaboe

External POP mail page displays. See Figure 24.1 below.

Click here when done

E:!enj-zi POP Mail
@ Loy, £ G el

Fetneve rail fmmall wue other (POF) acogusts inte dlesent oiders
Die scripion |
FOF Server Hame
Llssr Mame
Lieav Pagvesingd
Cordrm Pasevword
Port Mumber (mtanall
[ Leave mesmge s on FOF werer
[¥] Ciet new message s andy
Bamiad Foller Gimusrgies 4—  ClICK @and sefect folder
3 | Inbox b #MMUJ?\@ lihess
milcooe @] o ofl © of ol ©

. -

3. Click New.
4. Enter the following data. Refer to Figure 24.1.

e Description: account name, for example “Personal’.
e POP Server Name: server name. Get from mail service.
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e User Name: your user name.

e User Password: your user password.
e Confirm Password: reenter password.
e Port Number (Optional): default port for POP connections.

5. Select or deselect message handling options.

6.

e Leave messages on POP server: Messages remain on the POP
server; still accessible to you on other accounts. If deselect all
messages are deleted from the POP server when they are

downloaded.

e Get new messages only: causes POP server to download only
messages not previous downloaded to your WebMail account.

Downloading options.

e Inbox using filters (default): all downloaded external mail in your
Inbox are subject to the filters you have set up.

e Folder without using filters: click the menu arrow to select a
folder. External mail in the selected folder is not subjected to any

filters.

e Mail color (green is default).

7. Click Apply at the top left.

Managing the Mail You Keep

Using Folders to Organize Messages

WebMail uses folders to organize and store mail. There are five basic folders.
See Figure 25.

1.
2.
3.

Inbox - contains your incoming mail.
Draft - contains mail that you have not sent out yet and is saved here.
Junk Mail - contains mail that the anti-spam scanning utility has

determined is junkmail.
Sent - contains outgoing mail.
Trash - contains deleted mail.

=i Mail

id Contacts
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Adding and Using Folders

Adding a Folder:

1. To add a folder, use the New Folder window. See below. Do the
following steps:

] Mew = | 5 Del

=4 Nail Message
[C] Folder

A
2. From the Mail toolbar, click the New menu icon.
3. Click Folder. The New Folder window displays. See Figure 26.

Click OK Enter in new folder name

Figure 26: New Folder

4. Enter a name for the new folder in the Folder text box.
5. Click OK.

Moving a Folder
1. To move a message from one folder to another, do the following:
2. Click the check box next to the message(s) you want to move.
3. Click on the Move menu icon.
4. From the menu options, select a folder. See Figure 27 on next

page.
5. The message is moved. It is removed from the current folder.

Click check box Move menu icon

2l Seam b Mk = ) T Weve =) laCopy. =
Inhm(@ M
Wi I From Subject | Dat
Uarathy Famirz Test | unkbaa
DCarathy Rarnirez Arcther el SBenl
Trash
Copesio self
Feep
Main Fukder
sved-messages

ool .

Figure 27: Move Menu Icon
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6. Clicking the Copy menu icon (see Figure 28) will place a copy of the
message in the selected folder while retaining a copy in the current
folder.

Figure 28: Copy Menu Icon Copy menu icon

! From Subgect o
BO Doy Ramms Tost dusk M

s e gy

Deleting a Folder

1. To delete a folder, click the Delete icon for that folder on the My
Folders page.

= Mail

e Cmt;n Click on My Folders

) Wy Foiders
ERinbos 1)
ER Ot

Lach,

ik Ml

2. The My Folders page displays. See below.

Delete

ANAARANNE S

The Confirm Folder Delete page opens. Click Delete to remove the
folder or Cancel to keep it.

Contirm Folder Delete
I el & Cwhicad okder 10 an Exte ML [POP) serv e, you must CORNQURe & M 10EKIE It OMEer 10 MCEs @ Ay MO Misa gis Pam

11 you Cmele & Mder USea 100 5 Mssage FEEe, MEs SaQes MSeting your 1ifes criens will o dety ered B0 your Indo

The fallowing foldc!lsm‘.‘.he deleied upon conflemation. All messages contained i ihese folders will also be delebed withous fusthes wameng

Test dar

Delete  Cancel
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Using the Junk Mail Folder

The Junk Mail folder is a system-created folder that receives mail that the anti
spam scanning utility has determined is junkmail. You should periodically check
the messages in your Junk Mail folder for mail that is really not spam or “false
positives”.

Filtering Messages

Incoming messages can be automatically stored in particular folders by creating
a message mail filter. A filter is a “rule” for routing a message. The Junk Malil
filter is one such system filter.

» If the Junk Mail filter is on, it sends junkmail to your Junk Mail folder
by default or acts on junkmail as you specify on the Options >
MessageFilters > Edit Junk Mail Filter page. See Figure 29.

Message Filters
i - LW

“— Click Edit to
customize

Figure 29: Options>Message Filters

> If you find a false positive in your Junk Mail folder, click the Not Spam
icon to move the message to your Inbox.

» The Junk Mail filter may be Off by default. Go to Options > Message
Filters page and select the Junk Mail Filter Edit icon to customize the
system Junk Mail filter. Refer to Figure 29.

When you click on Edit, the following page is displayed.

Rse the Junk Mail filler 10 kee pursanted mail from seaching your inboo irportant? Mail
it

frearrs st rean yeur White List e met S the Junk Mail Uie,

Selsct a Filter Condition:

Select o Filter Action:
(&) Mo 1o the Junk Mail kelelas

() Discard (reemge is imevocaliy ko)

[BR] * carcel
Figure 29: Junk Mail Filter Edit Page
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» Select the appropriate option under the Condition and Action areas.

* NOTE *
Message filters only apply to the Inbox folder.

Create a Message Filter
To create a message filter, follow the steps listed below.

1. To store all messages from a mailing list or “listserv” in which you've
subscribed to, begin by creating a new folder. For example: “Math Whiz”.

2. Click Options.

3. Click Message Filters.

4. Click New. The Add/Edit Message Filter page displays. See Figure 30.

Add'Edit Message Filter

RALETS £ Cancel,
s mathwiz
Fitter Conditions - Add New Filter
Select the condilane for pou Sher [
= | Hall of these conditions are med. % Mooe =
Choose Typs & conkams W | Fhatftuz

Inportant!: To remove a congdian, dese lect your Chooss Ty pe value,
conditicng wihoul a Type value ae decasded

(s Apply mall mesmges Math WhIZ
Filter Actiona:

Take the loliceing action when condBons are met

2 Move o | Wath Whiz w

Wark []Deleted [lBead [l0mk []Fagged [lArasend
2] Forsand D
O Farwa s pseeipt B
1 Dicand {mestage s Frevocs bly losl)

C Moty UCE (Junhrrail) acose by (1000 & 1000])

[[] Ramave atackements thal meet atachment cordBane

[#] D natapely any mose Miere o this mesmpe Saction i wken

Figure 30: Add/Edit Message Filter

5. Under Filter Conditions - Add New Filter, specify “If all of these
conditions are met: From: contains mathwhiz” as shown in Figure 30.

6. Under Filter Actions, specify “Move to: Math Whiz” as shown in Figure
30.

There are many other filtering options available. Explore menu arrow options
on Add/Edit Message Filter page or view Help topics.
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To delete a filter:

—

Go to Options > Message Filters.

Information Technology Training Guide

Under the Delete column, click on the trash can icon next to the filter you

want to delete. See below.

Message Filters

= e 1 G igeon
j BFels ‘w50 Firgl | Proy | Meca | Las
| Order Mo wenge Fikers Bt Delete
- Jurnk Mail Filer {5y e m Pre-sonlig urod) r

M (e Framill gt bhis lHr[:?lbhi

B allof the se conditicns are met:

From: condaing “mathavhiz ™ &
Them Move o Math Wh

Do il ol iy iR B 16 0 Tl B GG 06 i oo 5 lhan

i Mesmges at ilesed in sequectal order slating al P Bpal e i

& Bv_

Managing the Contacts List

1.

address book. See below.

— Click here

(] My Falders
D."IJI [E1]
B s

T
O Junk Ml
| .

The View Contacts page displays.

Click trash can icon

Click on Contacts in the left hand navigation pane to access the

View Contacts

it = & O[T Tosl,*

(AMABCDEFGHIJELMNOPORETUNY WY I 06 7 KDihare oIodd Page Firs | Prev | Neod | Las
] Hama [E-mail Address Phone Humbar View Edit
[ Melissa Billetss meliseg blleer@osunedy F A &

[ Ciomthy Rarmn: dosathy & mine B suh edy = 4 -4
] ChisSles chinis.subesoaon sdy ¥ P rd

Use Contacts to store all your list of email addresses for individuals, groups or
companies.
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Contacts Toolbar

The command icon in the toolbar gives you the default behavior. The menu
icon opens a shortcut menu. Refer to Figure 31.

Alphabet links bar

View Contacts

ot = SCeke * ([T Taols > -
[AE]ABCE FHIJELMHOPG LW WY 2 00 7 e el
[ MNams E-mail & ddrecs

2]

e New opens Add/Edit Contact window.

View Contacts

(3] Mewe = | T Delets
85 Contact

& Group

ER Category

& Directory Service

e Delete removes contacts.

GiDelee = ||
o Delete
o Delete All

e Tools finds contacts.

T Tools =
A= Find Contacts

A= Find Groups
A Find Directory Service Contacts
@ ImportExport

The Contacts list provides a quick and easy way to navigate through it.

e Use the alphabet links (see Figure 31) to jump to the Contacts page that

you want.
e Use the First|Prev|Next|Last links at the top right to move through the

pages. See Figure 32.
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Alphabet links i First|Prev|Next|Last links ;
AdHew = | [ Delew = | il Tooks =

AMABCDEFGH! "-l GRBTUNMWEY 208 7 nhers| 1 ape; First -\,'n-\: Lagl
[ MName E-rrail Address Phone Number View Edit
[ Malisa Eilaier Frebii Ralloter @counedy 7 F ri
[[]  Dosathy Famirez damthy mmin: Bceunedy = & ¥
[] ChisBabes chiis miesBrmnedy = + &

Figure 32: View Contacts List

Adding Individual Addresses

To enter contact information for an individual:

1.
2.

B W

Click Contacts.
Click New, the Add/Edit Contact window opens.

Address tab
General tab Company tab

Add/Edit Contact

20 1 Carcel

W oW eal| 44 Aies | sl Comparny | @) Prone Numbers | Umplmn"\ DeSC”Dhon tab

Nekame: || t Cawegory | Unfiled -
Degautare Phone Numbers tab

E-mail Addross

(" Yauean use Niskname as an e-mad addmss when campasing & message )

In the General tab, fill in at least one name and the email address.
Click OK.

. There are four tabs available to add further detail to the contact.

See Figure 33.

e Address tab
Company tab
Phone Numbers tab
Description tab
Click OK or Cancel
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Adding Groups

A group mailing list lets you send one email to multiple addresses at once.
To create a group:

1. Click New.

[Fd New = | i Deletd
2. Click Group. |j&d Contet
& Group E
5P Category
& Directory Service

3. The Add/Edit Group window opens. See Figure 34.
4. Enter a unique name in the Group text box at the top of the window.

See below.
AddEdit Groug
rdsonems_i s i 498 el
G | <+— Enter Group name
Click OK ahes adding oo maoving membens b add oredt this group
Available Contacts Group Members
Caisgony | All w
AN ABCOEFGRTIRLMNOPORETUV WX Y Z0-4 7 Diherg JIMIABCDE FGHIJKLMNOPORETUVNE ¥ 2.0 T fitherd]
3ol Page First|Prev | Hed | Lot This geoug has no mesmiers
[] Narrw E-rrail Addrass
[ Mebenm Billster melem bllater@counedy ¥ -
[[] Domiy Ramiez dandy mmiree Sosunedy = 4
[ Ghrie Sales cheig mbeleaunedy 7 y

Figure 34: Add/Edit Group

5. Add contacts to the group by selecting check-boxes in the Available
Contacts area; click Add Members at the top to move the name to the
Group Members area. See Figure 35.

Click here to add members

Add/Edit Group
|1 Add Wembers | (@ Rerrove Merbers | C20K

4 Cancel

) :
Group: |TestA |
Click OK after adding or removing members to add or editthisgroup.

Available Contacts

]

Group Members

Select checkboxes —\cmwml

TAILA ECBEF GHI AL MNOPORET U W r 206 7 0iherg IAIA BEDERGHILKLMNO ELER S TUN WY Z 006 2 Dthers]
1to2of2 Page: First| Prev | Next| Last

1to1ef1  Page: First|Prev | Mext| Last
[] Name E-mail Address View | [] Name

E-mail Address View

[] Melissa Billster melissa billster @sunedu @ & | [] Dorothy Ramirez derothy mmicz @csunedu @ &

Chris Sales chris.sale s@csunedu = -~

Figure 35: Add/Edit Group Page
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6. To remove contacts, select checkboxes in the Group Members area
and click Remove Members at the top to move names back to the
Available Contacts area.

7. Click OK or Cancel.

Sending Mail to Groups
To send a message to an entire group:

1. Click Contacts in the navigation pane.

2. Click Groups. See Figure 36.

3. Click the menu icon next to a group.

4. Choose an option from the shortcut menu. See Figure 36.

Click Groups

View Groups
i) New 7 | i Delete All | (1T Tools 7

[AIABCDEF GHIJALUNOP R ST 389 el . 1020l2  Page: Firs | Prev NextLast
_— nu icon :

Group View Edit Delete
h Deskiop ¥ p ¢ ]
b Tecth 7 24 Compose To } 4 il
1 4 Compose Cc
Erol 2 Compose Bee
Unfiled

Figure 36: View Groups
The composition window opens with the group address in the specified line. See
below.

| EeciBerd | Buwe Deall . g Expaist ¥ Spelig o insen Sgnabee & HTWL Tex Sbacesl,
@ comgpose | FEl Options

Tos Dokt

B Group address

Bubzect

Porgchy M. Ramire:r

CEUH, ITR/USE

Phore S1E.6T7T.2361

Fax 818, 677.7047
dorethy. camicesfcaun. edy

Atlachments

ke (B
Prepared By Dorothy Ramirez, User Support Services July 20, 2006

ITR’s Technology training guides are the property of California State University, Northridge. They
are intended for non-profit educational use only. Please do not use this material without citing the
source.



California State University, Northridge Information Technology Training Guide

How To Learn More

Help Menu

Online Help for WebMail is available. It is an excellent source to use. Click on
Help. It's on the top user name bar on the right. See Figure 37.
Click here

Dpions |, wip | Skgn Out

Welcome Dorethy M Ramlvez

Figure 37: Online Help

To exit Help, click on the red X in the upper right corner and you will return to
your page. See below.

3 Aboit te Message Pane - Microsoll Intornet Explorer

ot Yeu ot Tok b ~ #|™— Click here to exit
Out- O (@G P oo @ -5 w0 - LJH B
Ak | ) it ko coun. ol g e/ ocalfon LS, 150_B357 e W_HelplOutet bl fbitrgfibinonbly hers v Bo ke ® G

bocked | % Check

‘.‘). “ -
' contonts  [EEEESY

@ Home
@ Managing Your Mail Account .
Do MIRAPOINT
2] Abcat tha Medssge Pane . 5 g
(2] Gpaning and Reading Messagas Corporate Edition Onlin

|5} Checking for External FOP Aot Messege
_5_'5 Receiving Astachmants

= T, Butelik = e opors

w| (G Sewch =

| smarch

(5] sorng Mossages About the Message Pane
|E] Searching for Messages
%E S”T"ﬁmw"w ol The Message Pane lets you prevses Bems in your message list wilhout acual iy TTo sherw the messag
‘iﬁ::: fofainalltadid By fbtpsintios ol Sudbratmsitlion Pyttt A gy
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