WebMail
Quick Start Guide

Main Window
Your Inbox

When you login to WebMail, the first window to appear is your Inbox. From your Inbox you can create, send, read, respond, forward and
delete mail, plus access all of your mail folders. You can create and organize events, tasks, and notes and access other personal

preferences and settings.

Standard Menu Bar: From the menu bar, you can: Create a message, event (appointment), task or note; Forward or redirect mail to
another email addresses; Delete mail; Copy or move mail to another folder; Access your Spam Quarantine plus Allow and Deny Lists;
Search and filter messages; and the Options section for personal settings and preferences.

Add Folder: Keep your messages,
contacts, events, tasks and notes
organized for easy access by creating
multiple folders.

Folders: Here you can organize and
store your information for quick access.

Contacts: This folder is your address
book. You can create, view or update
addresses. You can also create multiple
contact folders and contact groups.

Notes: Create notes to track
information you wish to store for future
reference.

Tasks: Create tasks for items that are
assigned to other people or require
further action by yourself. View tasks as
a list or in a calendar view.

Calendar: Displays your calendar and
appointments. You can create multiple
calendars for multiple schedules.

Message Status: Mark messages as
read, unread, flagged, or for deletion.

Settings: Settings allow you to delete
or rename your folders, delete all folder
items and indicate the mailboxes that
can share access to a folder. You can
also import and export items for task,
calendar and contact folders.

Search and Filter Messages: Search
allows you to search all components of
a message based on your criteria. The
Filter option allows you to filter
messages based on either the Subject
or From address.
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[4dd Folder] @'Delete |QCopy to:lgMDve to:||SE|ec‘tMaIIFD|der j |gRadirect to:| ¥=] Forward to:

FRInbox {4) Inbox < = 1-6of6 =
g Calendar

Ef]CDntacts |#lall Status From Subject Size « Date Received
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¥)Jackie's Tasks
TiSales Teamn Tasks
Qairthday List
[iPersonal Notes
Ldgwark Notes
EﬁTrash Can [Empty]

Report Az Spam I

Storage Used: 44k
Storage Capacity: 15M

I Search All I I Filter by Subject/From I

Report As Spam: If spam has made its way into your
mailbox, please report these messages to ensure filtering
rules are updated to help fight spam. Simply check the
checkbox adjacent to the messages and select Report As
Spam. The messages will be redirected to the Email Defense
Threat Center for analysis.

Storage Information: View the amount
of storage currently used and the total
available.



Personalize Your WebMail
WebMail Options

Using the Options link you can configure your WebMail preferences and settings.
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retrigve a lost password for this
account,

Caompose Settings

Compose settings allow you to set
the From Address that messages
appear to cormne fram, an email
signature and message width.
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Storage Used: 44K
Storage Capacity: 15M

Calendar And Tasks Settings
Calendar and Task Settings allow
you to personalize the calendar
view, work with settings, task
preferences and more,

alendar
Seflings
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ERInbox (4)
EqCalendar General Settings Sharing
"‘1‘\[1‘I‘3 Modify mail preferences, such as - Access Mail, Address Book, Task.
[E)Contasts i text encoding, trash management  f OIKIIE ' Note, and Calendar folders of
Ty Tasks sethngs and the number of messages per p other users if they have granted
" Y 4 page. By you the proper permissions.
[nates 2%
9 Design work Auto-Reply and Mail Redirection Mail Rules
ALloRenh) Set Auto-Reply and Mail ﬂﬂl' Set rules to fitter yvour email and
[Drafts ey Redirection for this account. Rl file, delete or forward email
- Redireelion QS § messages, plus much mare.
fsamples =] £
fSent Items
Password Management RPOP {Remote POP)
[f)Business Contacts P Password Mangement allows you emole Retrieve messages from other
EgSales Demo Calendar I ESONR  to modify password settings. For e email accounts that are nat local,
o Management example, you can change your Use this option to specify the
) Jackis's Tasks s password and specify a secondary S remote servers where those
e-mail address to be ussd to S aceounts re Iocated.

Setlings

Contact Settings

Select the default Address Book
to be used when composing
messages, importing contacts,
and adding contacts from email
messages.
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How to Create
Message

Click on the Message link in your menu bar. The Create Message screen will appear.

1. Enter the email address(es) of the message
recipient(s) in the To, Cc, and Bcc fields by
typing their address or selecting the addresses
from your contacts folder.

To select an address from your contacts folder or
another source, select the appropriate folder
from the drop down menu. Select the recipient’s
email address and click on the To:, Cc: or Bcc:
button to have the email address inserted.

You can also add a new address to a contact
folder or delete an existing address.

2. Type the message subject and content. You
can set the message priority. Optionally, you can
send HTML content in your message.

3. Add up to 4 file attachments to your message.

4. Before sending, you can perform a spell
check.

5. Click Send, Save in Drafts (to complete or
send at a later time) or Cancel the message.

Here you can:

- Set an auto-reply when you are away or
unavailable

- Redirect messages to another email address
- Change your password and set a password
recovery email address

- Set the from address for your outbound
messages

- Personalize your contacts, mailbox, calendar
and task settings

- Access the shared mail folders, calendars,
contacts, tasks and notes of other user that have
granted you permission

- Set rules to automatically filter and manage
your email

- Retrieve mail via POP from other email
accounts you may use

- Set your time zone
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Spam Quaranting | Allaw/Deny lists | Folders | Options

Displey [[Cantacts =]

Create Message =

[Cancel]

Savein Diafts | Send

Filter:

From: "Terrence Langly” <testl@newwebcal org>

Allan Spark <aspark@example.com> =|
Bill <hill@isp.cam>

To: ['Bill" <hill@isp.com>

[IT Team]
Jim Kane <jkone@axample.com>

cC I"Al\an Spark” <aspark@example.com>, "Jim Kot

Rohert Wren <rwren{@example com>
[Sales Team]

Bec: |"Sa\ly" <sally@herbusiness.com>

Sally <sally@herbusiness.com>
Farwood <sfarwood@company.com?

Subject: |Tnmght

priovity: [Figh =]
¥ Save in Sent Items

[T Send as HTML

Tonight at SPM is fine with us.

— | Message

-

| |HL all
addto: To | Co| Beo ’
Add to Address Book
useri@example.com Add Bill|]
Click Display button to show newly
added contacts

Delete Selacted Addhess(z)
Check Speling

See wou there,

Browse to Add Attachments &

Browse.

Browes |

Browse...

Browee [




Task
Click on the Task link in

your menu bar. The Create Task screen will appear.
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Filter:

Allan Spark <aspark@example.com> 4]
Bill <hillRisp.com>

[IT Tearn]

Jim Kone ¢kone@example.com>
Robert\Wren <rwren@example.com>
[Sales Team]

Sally <sally@herbusiness.com>

Add to:  Assign to

Add to Address Book

user@example.com Add

Click Display button to show newly added
contacts

Delete Selected Address(s]

nple .com ut
Create: Messaoe | Event | Task | Note Spam Guarantine | Allow/Deny lists | Folders | Options
Disgay || Cortacis = Create Task # [Cancel] Save

Organizer:  "Terrence Langly" <testl@newwebcal.org= g4, bon, 13-Dec «| [15:00 «| Epand
Assign to: ! "¢ >

{i Assig [Jim Kane" <jkone@exemple.com Hoe: l—_lThuJB*DED = I’]S.DD =

Complete: |0 'I%
Friarity: | MNormal 'I

Subject: Ivawdeieedback r "
Private Tasl

W Sand Requests
Details

Hey Jim,
Az discussed, can you pleasse provide feecdback on the pressntation.

Thanks,
Terrence.

Check Speling

Browse to Add Attachments 2

Browse: Browse:
Erowse... Browse.

[Cancel]

Save

Note
Click on the Note link in

your menu bar. The Create Note screen will appear.
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Logout

Create: Message | Event | Task | Mote Sparn Quaranting | Allow/Deny lists | Folders | Options
[Add Folder] Create Note = [Cancel] Save
EHInbox (43

EfCalendar Subject: |Persunal info

[5 Contacts Details

) Tasks login details: wuw.example.com

[nates username: terrancel

[ Design Work To access account, select access and enter usernsme and password
£Drafts

Cahews

£3Samples

£35ent Items
[5Business Contacts
7 5ales Dema Calendar
1) 1ackis's Tasks

) 5ales Team Tasks
Qalrthday List
Ligpersonal Notes
QWDI’R Motes

Check Spelling

CfgTrash Can [Empty]

Browse to Add Attachments <

Storage Used: 44K

Storage Capacity: 15M [

Browse | Browse

Browse. | Browse..

[Cancel]

Save

1. To create a task enter the subject and task
details. Tasks can be created for yourself or
assigned to other people. If you assign a task to
another person, enter their email address in the
Assign To field by either typing their address or
selecting their address from a contacts folder.

2. You can set the start and due date and times.
If the date is outside of the range provided in the
drop-down menu, use the Expand and/or
Earlier/Later options to select a different date.
The priority level of a task can also be set.

3. As you or the assignees progress in
completing a task, the percentage complete
option can be updated.

4. As with creating a Message, you can Check
Spelling, Add Attachments, Cancel or Save.

NOTE: If you have assigned the task to
someone a task request email will be sent. This
email will allow the assignee to respond by
accepting or declining responsibility. They can
also provide details of what percentage of the
task they have completed.

1. Create a note by entering the subject and the
details of your note.

2. As with creating a Message, you can Check
Spelling, Add Attachments, Cancel or Save.



Scheduling
Calendar Folder
Your calendar is where you can share and manage events (e.g., meetings, appointments, vacation days, etc).
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From the calendar page, you can easily:
- View your schedule and events
- Change the number of days and the time frame

Create: Message | Event | Task | Note Spam Quaranting | Allaw/Deny lists | Folders | Options

[Add Folder] Calendar =z [view As Folder] A 3 ) X
oo (o3 displayed in the calendar by using the various
encr facdy options.
gznlnt:m 4 \Mnn. Dec 13 Tue, Dec 14 Wed, Dec 15 Thu, Dec 16 Fri, Dec 17 p . . . . .
e 2004 el - Select which axis the date and time is on by using
Fipnotes o0 the curved arrow button in the corner of the
7:00
IDesign work D calendar.
£30rafts L - View a specific day within a month or move to
Chews : ompany Meeting :
o samples & 10 - Hest another month by using the monthly calendar.
E3sent iems s seescolwinovsiomer foc SRR - Open a calendar event by selecting the event in
s o | 522 - the calendar.
15:00 . . i

g)hck‘ef Tasks g [Deussion - Access shared calendars by selecting a shared
T)5ales Tearn Tasks . .
[eirthcsy Lis . calendar folder from your folder list
g"m:“' Hotss 19:00 - Use the Settings option to allow you to delete or
“FWork Notes
Egrash Can [Empty] rename your calendar, delete all calendar events and
Storage Used 41K T gyt L L] to indicate which mailboxes you wish to share the
Storage Capacity: 15M 1 2

3 4 g g z Fl 2 calendar.

o0 11 12 13 14 i5 16

Loz ooz oo oz B - Import and export a calendar.

31

Settings

How to Create:
An Event
Click on the Event link in your menu bar. The Create Message screen will appear.

1. When Creating an event, you can enter a SUbjeCt @E@-o-8 09 |D hitp: test webmaillogin, com|Session/326-paGEDLYX0PCAL L X8e9CE-Freqm 7] ® e ||Q_
and/or location. You may also invite other people to

attend or simply create it as a personal event. 1f YOU  [crawe: vecsage | Bvont | Tosk | tiote Spem Quarantne | Alom/Deny lsts | Folders | Optians
invite anqther per_son, enter their (_emall adc_iress in Digtey [[Gomtzcte =] Create Event » fomnee] save |
the Required, Optional or Inform field by either e
t |n |t |n Or b Selectln thelr address from a 20 S m k@ | H Organizer: "Terrence Langly” <testl@newwebcal orgs
C)cl)pntagcts folder y g E”Fprgagﬁgfnﬁ; Bxample.com> & Required: ["Bill" <bill@isp.com> Starts: lmlm Expand
) Hl-ll:n-fnﬁlg]qknne@example com> { optional: I“RnberlWren”(rwren@examp\e com?  Duration: |30 min - I” all-Day Event
o . i Riober Wren rwren@example com> & Inform: [*Sally" <sally@herbusiness.com> “Your Status: | BUSY =| T Frivate Event
If you have invited another person, an invitation can [alee Tear] ‘ e
: . i . ly <sally@herbusiness.cam> Subject: |Lun:h Recurrence: _Add Recurence | M
be emailed to them. This email will allow them to Location: [Toa's Frestamrant .
; n. ] acation: Friority: IWI W send Requests
accept, decline or indicate they are tentative for the Dectails
event Let's meet for lunch. Let me know if you can make it.
= || Thanks,
. . . . . = | |Terrence.
Add to:
2. Type the event information in the Details field. el
3. Select the start date, time and duration. If the oo oo s
start date is outside of the range prov!ded in the Cick pisplay bt 2o shom oy added |
drop-down menu, use the Expand option to select a i ek Soatng |
different date. You can also set the priority level of a |- Jektesdeedaddests | Attendees: o, [UNCONFIEHED 7]
task. Rabert wren [UNCONFIRMED =
Browse to Add Attachments 2
4. To make the event recur daily, weekly, monthly or T leewe | s
yearly, select the Add Reoccurrence button.  eewe [ Browss
6. As with creating a Message, you can Check
Spelling, Add Attachments, Cancel or Save.




Managing Your Contacts
Contact Folder

Your contact folder is where you store the contact information of your friends, family, co-workers, partners and others. Information
such as email addresses, phone numbers, mailing addresses, and more can be included. There is no limit to the number of Contact
folders you create. Each can serve a different purpose. For example, you can have one for business contacts and one for personal

contacts.

How to Create A Contact
Select the Contact folder you would like to add your new contact to. Then click on Create Contact from the tool bar.
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Create: Message | Event | Task | Note | Contact | Group

[Add Folder]

[RInbox (4)
5 Calendar
[S)Contacts
) Tasks

[gNotes

£ Desian Work
[Drafts

[hews

[3Samples

£ Sent Items
[5)Business Contacts
[EfSales Demo Calendar
) lackie's Tasks
F)Bales Team Tasks
[igeirthday List
[ippPersonal Hotes
[Sgwork notes
[gTrash Can [Empty]

Storage Used: 44K
Storage Capacity: 15M

Create Contact 2

File As

| Temy Mellon

EMail

L [imellon@isp.com

2 |termy@work com

3 l—
Note: Only first email shown when displaying
address book contacts

Full Name

Titles [ir

First: [Famy
made: [Rangy
Last: [ellon

Suffix:

Work Info

Organization: ’7@“5“&' I5C

Job Title: CEO

. exampleabc.com

Met at conference

Profession:
Wweb Site:

Hotes:

Wark:

Home:

Cell:

Fa

%

Assistant:

F.O. Box:
Street:
Apt/Suite:

City:
State/Prov:
Postal Code/Zip:
Country:

Postal Label

* |5G5 668 5994

Telephone

5655551212
565 666 1646
565 689 8993

——

Address

L
[wisen Svest |
R
EE—
[ —

USA

—

1. Enter as much or as little contact information as you
want. Options include:

- Name under which it information will be filed

- Email address (up to 3 may be entered, although only
the first one will be displayed)

- Full contact name

- Work information including job title and website url

- Space for up to five telephone numbers including fax

and assistant

- Mailing address

2. Once you have entered all your contact’s information,
you can:

- Save, which adds the contact to your folder

- Save and Open New, which adds the contact to your
folder and allows you to create another contact in the
same Contact folder

- Cancel creating the contact

How to Create A Group

Creating a contact group is useful if you regularly email
the same group of individuals. For example, you may
want to group together email addresses of an entire

department or a group of friends. Select the Contact folder to which you would like to add your new contact group. Then click on
Create Group from the menu bar.

1. Type the name of the Contact Group.

2. Select a contact from one of your contact folders by
selecting the appropriate address book from the drop down
menu. Select the email address you would like added and
click on the Add To Group button. Continue to do this until
you have added all members to the group.

3. You may also wish to add a new address to a contact
folder or delete an existing address. If you want to add an
address that is not in a contact folder, simply enter the
email address below the Add To Group button and click Add
to Group. You may also delete group members by using the
Delete button.

4. You may add an optional note regarding the group.

5. Once you have entered all your contact group
information, you can:
- Save, which adds the contact group to your folder

- Save and Open New, which adds the contact group to your
folder and allows you to create another contact group in the

same Contact folder
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Create: Message | Event | Task | Note | Contact | Group

Hoes[a

Display | Contacts

Spam Quarantine | Allow/Deny lsts | Falders | Options

=l Create Contact Group =2

Filter: |

Bill <hill@isp.com>
[IT Team]

[Sales Tearm]

Add to Group

Allan Spark <aspark@example.com> 4]
Jim Kone <jkone@example cams
RobertWren <wren@example.com>

Sally ¢sally@herbusiness coms
Temy hMellan <mellon@isp.com>

Group Narne: [T Tearm
Add ToGroup_| [user@example com

Mernbers:

<bonny@example.com>» -
Jim Kaone <jkone@example.cam>
<rick@hotmail com>

FiobertWren <rwren@example.com>

Delete B

Hote:

Ll

Thiz is the internal IT team werber list.

Add to Address Book

contacts

Delete Selected Addresss]

user@example.com Add

Click Display button to shaw newly added

[Cancel]

Save | _Save and OpenMew




- Cancel creating the contact group

NOTE: You can create as many contacts or groups as you like. To edit a contact or group, open the contact folder it is located in, select it
from the list and click on the edit button located on the top right hand side.

Controlling Your Spam
Spam Quarantine

You can access your Spam Quarantine directly via WebMail. To view your quarantined messages, simply click on the Spam Quarantine
link located in the top right hand corner of your menu bar.

You can then choose to:
- Open and safely read the messages within the
Spam Quarantine
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Create: Message | Event | Task | Mote Sparn Quaranting | Allow/Deny lists | Folders | Options

5 - Release the message to your inbox

[Add Folder] Spam Quarantine (2)
gt () - Delete the message

nbox Powered by MX Logic ™ . . . . -
Ecalendar - - Allow (i.e., whitelist) or deny (i.e., blacklist)
Econtacs Message luarantine messages from a specific sender
@) Tasks - e .
E‘?N“ES Spam Quarantined Messages for user@example.com - M0d|fy your Spam RepOI’t preferences
3Design Work |V|ew all quarantined messages = Sent To: |Anv of my email addresses | I MPORTANT Y " | b bl ) h
o I S 7 S T - You will only be able to view the
COMews N B N . . . .
o [ 12/13 11112 "Dionne” <Castro@muttorg>  Exirs power, Dor't think, Just act, 1w Spam Quarantine option if you are subscribed to

amples i .
£Sent Itams [T 12/12 17:15 "Gene Perdue® <barryfitz@cat ..  Re: hard to dismiss this form of advertisin ZKE the Email Defense service.
[5Business Contacts T 12/11 02:05 Laverne Lynn <shginfl@yahoo. ... re[23]: BKB
EgSales Demo Calendar oy e re—
) Jackis's Tasks ™ 1z/1013:52 (inﬂg@r‘:zne ?:"‘E Your Opinion Heeded 1KB
)5ales Team Tasks [T 12/07 18:56 "OTC INFO WIRE" <info@eonlin ... [OTCBB: E2TO) EZzAsk.com Lsunches Multi-Face  16KB
gg"ﬂ'day‘ ';J‘Stt [~ 12/07 08:51 "Dottie Stephenson’ <Dottis® ...  High-guality custom loqes and business ident 1Ke

arsonal Notes
[Zpwork Notes [T 12/07 08:00 "lenderssearch.com” <lenders ...  Late Mortgage Notification 1kB
CfyTrash Can [Empty] v
Storage Used: 44K r release delete always allow | always deny
Storage Capacity: 15M

Please email me a quarantine report every: [Every Day = update

* Defavit: Every Day

Include the following items in the report: All Quarantined Iterns - update

* Defavit; All Quarantined Messages

[T 1preferto not have my messages filtered for spam update

Allow/Deny Sender List
It is easy to control your allow and deny list via WebMail. Click on the Allow/Deny link located in the top right hand corner
of your inbox.

Email addresses or domains that you add to your allow
list will not be filtered. These messages will automatically
arrive to your inbox.

@- - g @D |D hittp: fikest. webmallogincam)Session}326-paGEDEYXOPCALLXBe9CE-k xear j @ @ |@

i gout

Create: Message | Event | Task | Mote Spam Quarantine | Allaw/Deny lists | Folders | Options

[Add Folder] allow / Deny Sender Lists (2)
o (9 Tilor TDeny Sendar Lists for user Eenamaie.com Emall_ addresses_or domains that you_add to your deny
gcj:a;; i list will have their messages automatically blocked and
Drasks sttt [ s | [deeraaieena s 5 || these messages will not be delivered to your inbox.
[gnotes Py —— lilmissloguita@yahoo.ca

: Spam (junk email fitering wil et et
[EDesign work Note: Spam (junk email) filtering wi . )
Dot i i o e i IMPORTANT: You will only have the allow/deny sender
g::z . = list option if you are subscribed to the Email Defense
[sent Items Upload Allow List: Brovse. service_
Mo e oo sl |

(F)dackie's Tasks
) Sales Team Tasks

[gBirthday List Add Entry: add >> 629pickoff@baycreskmortgage com [

[gpersonal Motes << Remove | |FWtdnra@alloymail.com
- X ewyattti@times.spb.ru
L wiork Notes Note: Messages sent to you from

garyson®funblaze com
CfgTrash Can [Empty] senders on your Deny List will be hxsliy@earthlink.net
— refused and will not be delivered ta lucinai@®galacticempire .net
Storage Used: 44K you. 02 Loxnyr@rmail.com
Storage Capaoity: 15M oltylifob@spacemail.com
ryrtplhdhc@gauch.ch

X Deny List

Upload Deny List: Browse.
Upload File

Allow/Deny Sender Lists Help:

The follawing values are allawed in list entries:

Domatn Mame  Qualified domain name (xyz.com) or wildeard (*.xyz.com)

Sender Address  Complete email address (user@xyz.com) or partial address (*@xyz.com)
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