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Preface

The NCI-Frederick webmail program and manual are based on the University of Texas’ PhyNet Portal
application.

This guide is intended for anyone using the NCI-Frederick webmail applications -- both new and
experienced users. It describes the usage of the most common applications in the NCI-Frederick suite.

For additional help or clarification, please e-mail helpuser@ncifcrf.gov or call the ABCC Help Desk
during normal business hours at 301-846-5555.




Chapter 1. Getting Started

Your Web Browser

NCI-Frederick applications are designed to be accessible from many different types of Internet connected
devices. Any web capable device should be able to use the NCI-Frederick applications in some capacity.

However, to be able to utilize the full functionality of the NCI-Frederick applications requires a web browser
(e.g. Netscape, Internet Explorer, or Mozilla) capable of supporting JavaScript and Cascading Style Sheets.
Most modern web browsers provide these capabilities.

If JavaScript is not enabled, some NCI-Frederick application features may not work. Cascading Style Sheets
are used for formatting and colorizing the pages. It is highly recommended that you leave Cascading Style
Sheets support enabled in your browser when using NCI-Frederick applications.

Even with supported browsers, you may notice minor variations in appearance depending on which web
browser you use; this is normal.

Due to site specific wording, differences between versions of the software, and other such concerns, the actual
screens you see may be slightly different from those shown here in this document. However, things should be
close enough for you to be able to follow along with this document.

Logging In

All sessions start at the login screen. NCI-Frederick requires a valid login before you can access Webmail.

<23 Mail :: Welcome to NCI-Frederick Webmail - Microsoft Internet Explorer

File Edit ‘“iew Favorites Tools Help

N 4 — e . X N 5 —
GBack - \_) - d @ _'_\J|/. ! Search \‘_;/\f:’Favorltes @Medla €f| = - ﬁ f

Address Iﬁj http: ffwebmail.nciferf ,gov)

Welcome to NCI-Frederick
Webmail

Password

(ELLITELTY English (US) 2
I Log in

For new mail accounts, at the login screen, enter your username (login) and password assigned to you by your
computer administrator into the appropriate boxes. For existing mail.ncifcrf.gov users, at the login screen,
enter your username (login) and password that you currently use on your existing mail program (for example
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Eudora Pro or Outlook). You may select your preferred language from the list of available languages here if
you wish.

There may also be other options on the login screen, such as specifying servers to connect to, or other server
specific details.

Once you've filled in the required fields, click the Log in button to log in.

The Summary Page

After logging in, you'll be presented with your chosen initial page. By default, this is a summary page which
provides a quick summary of all your important NCI-Frederick application information. For example, it might
show how many new email messages you have in your INBOX (or other folders you select), upcoming events
on your calendar, tasks from your tasks lists, headlines from selected news services, current weather, and stock
quotes, and so on.

Many summary page items also have quick shortcut icons which allow you quickly access common functions
without having to go to the specific application first. For example, there may be such shortcut icons to compose
a new mail message, create a new calendar event, task or memo, etc.

The contents of the summary page are customizable via the Options settings. For example, you can choose
which items to include on the summary page as well as in which order they are shown. You can also set a
refresh interval for the summary page.

You can change which page is your initial page at login, for example setting your initial page to be your email
or calendar. However, most people find the summary page useful once they have customized it to their
interests.

Getting Help

NCI-Frederick uses a simple help system to provide general as well as context sensitive help. Most pages will
have a help icon in the menu bar at the top of the page. For example, the email application menu bar might look
like the following.

& w P 23 ® o ' > %

INBOX Compose Folders Options Search Accounts Problem? Help Logout

Clicking on the help icon will create a window showing all the available help topics for the current application.
The window is laid out very simply, with List Help Topics located in the upper left corner of the window, and
Close Help in the upper right corner. List Help Topics allows you to view all the available topics. Clicking on a
topic heading in the list will show the help information for that topic.
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In addition to the help icon in the application menu bar, there may also be small help icons within the pages for
context sensitive help. These icons look like small L4 question marks inside a box and are located adjacent to
the object they provide help on, as shown below.

| Choose Action: =| (%)
(&l Type [4] Hame

Clicking on one of these icons will take you to the same help file as the help icon in the menu bar, but it will
take you directly to a specific help topic rather than an index of the available topics.

Setting Options (Preferences)

You can set a number of options -- or preferences -- in NCI-Frederick to customize how NCI-Frederick
applications look or act. There are both global options, set in the NCI-Frederick options menu, which apply to
all NCI-Frederick applications, as well as application specific options which apply only to an individual
application.

To modify your preferences, click on the % Options icon in the top menu bar. An Options menu for that
application will be displayed. For global options, use the % Options icon on the NCI-Frederick summary
page.
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Once in an options page, click on an option heading to change the options for that section. For example, the

follow shows what the options page for the email application looks like.
? ¥

mnts HE||:'.I Addre Bonk Lagaouk OpEn Falder

Your Information Mail Management Other Options

Personal Information Display Options
Change the naMe, address, and . Change display options such as
signature thal feople see when the color scheme, how many .
they read and reply to your. - messages you see on each page
eimail. oo e A and how messages are sorted.

#eate filtering rules to . ...
organize ¥our incoming mail;
sort _|t |ntu fnldsrs and delet

Serv
Change ma

Click any headinglo set
optionsipreferences for
that area.

Customize how you send mail ...
and whera drafts are saved

Lal;gua ge

Set the language that menu . i

:ten‘ts expianatmna and he]p are Maintenance Dperations
. #Customize maintenance .

operations run upon iugm

Ma

Login Tasks
Customize tasks 1.I:L t'l.ll‘I UD':II'I
Ingun to Mail... -

Time Zone
Set the current time zone Control when new mall will be
oy i S checked for, and whether or not

to notify you when it arrives .

Fetch Mail
Customlize accounts for fetching
mail from other FOPSSIMAR -
accounts. - faddressbooks
S Select addressbook sources for
adding and searching for.

F“’EPHB“U“!
Contral PGP support for IMP

The Application Navigation Bar

At the bottom of the web page is the application navigation bar. Click on the icons on the navigation bar to
switch between the NCI-Frederick applications.

. 4 ok
2 "o o ...-' ? =) = p 2

INEBO® Empty Trash Compose Folders Options Search Hn-'||:| Address Book Password wacation Logout
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Logging Out

To protect your email messages, you should always log out when you are finished using the NCI-Frederick

applications. This is especially true if your web browser will be left running. To log out, click on the <
Logout icon located near the bottom right corner of the browser window.

A 3 o
2 5 =% & 2 R = o 3

INBO® Empty Trash Compose Folders Options Search Help Address Book Password wacation Logout

If your login session is idle for a long period of time, you may encounter a session timeout which logs you out.
This is a security feature which may help protect you if you forget to log out. However, you should not depend
on this mechanism to log you out. You should always log out when you are finished.

For extra security, especially when using public or shared machines, it is a good idea to exit your browser
completely after you log out.
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Introduction

Email is used to send and receive electronic messages to and from people all over the world. It is a fast
and effective means of communicating in the written form. Email is convenient as the sender and
recipient(s) need not be using their computers at the same time -- recipients may choose top access the
messages at any time which is convenient to them.

Webmail is the NCI-Frederick email application. It provides a full-featured, robust email system which
can be accessed from almost anywhere you have access to the web. It supports most standard email
client operations such as multiple accounts, multiple folders, attachments, spell checking, and address
book support.

Due to the size and complexity of the Mail email application, we've broken the material up into two
separate chapters.
Mail Basics
The basic functionality you need to get started. Covers how to use Mail, how to read and send
email, how to print messages, how to delete messages, and how to work with draft messages.
Mail Intermediate Features

This section covers more advanced functionality you may wish to use after you get used to using
Mail, or if you are already an experienced email user.

Topics covered here include more advanced deleting of messages, searching, attachments, folders,
mail filters, viewing message headers and message source, and signature files.

The Folder View

The Folder View

When you first enter Mail, the contents of your INBOX will be displayed. (You will see this same
"folder view" of Mail for every email folder you open.) If a folder has more than one page of email
messages, it will open to the first page that contains a message you haven't read yet. You can use the
navigation arrows at the top-center of the list to move from page to page.
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F you have more
than one page of
messages, click
these amows ko
o e from page

to page.

Page 2 of 2 21 to 26 of 26 Messages
b >[4 Move | Copy [Memmngez 0 3|

Celete | Und Hide Deleted | Purge Celeted
~ [&] subject [ size
D'ﬂ (7] ﬂ:\g‘ck this kon 3 P Rhee messages you've réplied 1o shaw up in green 2kb
|:||ﬂ to refresh your Place RE: home now - in later? dkb
mailkox and check MESSRFES FIGFFed &5 imaarianf sAow um kb
i rad

this iz @ message which has besn sean 1kbi
messegesmarked-for-defetion-are-crossed-out k|
thig is a new, unopened message 1kb
MNewy Seen Arisive red Chick 2 | Delered
Dalete | Undelste message to Hide Deleted | Furge Daletad
IE Select & | [Pk oz iBrtim [z 2[4 Movel Copy [ Hirsages o =]

Sorting Messages in the Folder

You can sort your messages by date, whom they are from, size, subject, and thread. Click the heading
(for example, "Date" or "Subject") by which you wish to sort; the heading will change color to indicate
the current sort order. You can reverse the sorting direction using the triangle icons ( [&] and [¥] ) next to
the heading (for example, to show newest messages first instead of oldest, when sorting by date).

Sometimes you may get several messages which are replies to a previous message. A string of
successive replies to the same original message forms what is called a thread. It is often useful to view
messages via such a threaded view, so that you can read (or skip) all the messages of each subject in
sequence. This is especially useful if you want to reply to a message, as threading lets you easily check
if someone else has already replied with the same information.

You can also change some default sorting options using the Mail Options menu.

Messages Flags

Message flags at the left side of the screen provide information about each message. In addition, mes-
sages are color coded to indicate their status. The colors may be changed via different themes which are
available, but don't worry as there is a color legend at the bottom of the message list to help you identify
the meaning of colors. The table below explains the most common message flags, and shows the default
color scheme for messages.

Message Flag Message What It Means
Color Bar
blue Unseen (new) message: one that you have not yet opened
G2 and read.
(no flag) white Seen message: one that you have opened at least once.
green Answered message: one that you have replied to.
(g
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Message Flag Message What It Means
Color Bar
pink Important message: one that you have flagged as
] important.
dark gray Deleted message: one that you have marked for deletion.

Personal: the message was addressed to you as an
| 5§ individual rather than to you as a member of an mail group.

Draft message: one that you have saved to work on and
@ send later.

How to set message flags

1. Select a message by clicking the checkbox to its left.

2. Select the message flag you want to use from the Mark as pop-up menu.

Checking for New Mail

There are multiple ways to check for new (incoming) mail. Some of these are listed below.

Click the "@ Refresh icon (two green arrows going in a circle) located at the upper left of the
message display.

Click this kon to
refresh your |

maibox and check

For new madl.

| 1indalara

Click your browser's Reload or Refresh button.

Configure the applications options to automatically check for new mail on a regular basis.

Opening a Message

To open (display) a message, click the subject or sender name for the message you want to view. A new
window will open containing the details of the message and a text menu of common actions.
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Email Messages

The Message View

L4 L :"":a o 9 -3 3 — IHE O
{ Compose Folders Options Search Help Logout ©Open Folder

INBOX: HRAA News - January 31, Move | Copy
2002 (11 nf 22} : &

it =500
uns <direid@umich.ed

Goes to next
arces/Affirmative | Displays Full |ewsalis| Prints the fmich ¢du o previous
message.

¢ message.
Usethese links

to reply to the
Message,

Forward it, or
redirect it.

Retirement P
Changes in Family Status
Flexible Spending Account Claims

2.
3.
4.
3.

You can use the navigation arrows at the top right (also duplicated at the bottom right) to move to the
previous or next message in the folder. Just to the left of the arrows is a link to return to the Folder View
of your INBOX.

Replying to the Message

To reply to the message you're reading, click the Reply, Reply to All or Reply to List link at the top of
the message. Reply replies only to the person who sent the original message. Reply to All replies to the
original sender plus anyone else who was included in the original message. Reply to List appears only if
the message is from a compliant mailing list, and using it will reply to the mailing list posting address
only.

A new message window will open with the recipients and subject already filled in for you. Optionally,
the original message text will be quoted in the body of the message. Enter your message text, and click
the Send Message button to send the reply. See the following section on "Composing a Message" for
more information on how to compose replies.

Forwarding the Message

To forward the message you're reading to another person, click the Forward or Redirect link at the top
of the message. Forward sends the message with your email address as the From address (so it will look
like it came from you). A new message window will open with the subject already filled in for you. The
original message text will be in the body of the message, and you can add additional message text. When
ready, click the Send Message button to forward the message. See the following section on "Composing
a Message" for more information on how to compose forwards.
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Redirect simply "bounces" the message to the new person with the original From address intact (so it
will look like it came from the original sender). Redirect does not allow you to make changes or
additions to the message. A new message window will not open; you will simply be prompted for the
email address you wish to redirect the message to. Press the Redirect Message button when ready to
send the message.

Deleting the Message

To delete the message you're reading, click the Delete link at the top of the message to mark it for
deletion.

Deleting can be configured to work in two different modes -- delete mode and trash mode.

In delete mode, the messages are marked for deletion. Note that they are only marked for deletion, and
not physically deleted, until you "purge" your deleted messages. Until purged, they will still appear in
message listings, and you can still revisit them and in some cases even "undelete" them. If you don't
want to see the deleted messages in your message lists, you can use the Hide Deleted link to conceal
them from view.

In trash mode, the messages are moved to a trash folder when deleted. Again, they are not actually
deleted, only moved to the trash folder, until you empty your trash folder. You can "undelete" them by
moving them out of the trash folder and into another folder, if desired. You can manually empty the
trash folder, or you can schedule it to be emptied automatically at scheduled times.

Printing a Message

When viewing a message, you can easily print the contents of the message using the Print link. You
should print the message this way rather than using the browser print function, as the browser's print
function will print the entire web page rather than just the message contents.

1. Open the message you want to print.
2. Click the Print link in the text menu at the top of the message.
3. The message will open in a new window so you can print it.

Depending on the web browser and operating system you use, your browser's print dialog box may
automatically open for you. If it does not, pull down the browser's File menu and choose Print.

Basic Navigation in Message View

In the text menu at the top and bottom of the message are three navigational links. One link is used to
return you to the folder which contains the current message. For example, if you are reading a message
from your INBOX, then the link would read Back to INBOX and using it would return you to the folder
view of your INBOX.

The other two links are small arrow icons. Clicking the  left facing arrow will take you back to the
previous message in the current folder. Clicking the P right facing arrow will take forward to the next
message in the current folder. What the previous and next messages are will of course depend on the
current sorting scheme for the folder.

10



Chapter 2. Mail Basics

Composing a Message

Click the Compose menu icon in the top menu bar to open a new message composition window.

B L ar * 7

4 Cormpasc Falders Options Scarch Help

A new message composition window will open. Use this window to compose new messages.

Message Composition - Tue Feb 26 09:42:49 2002

Click here o save the message

as a dralt in progress,
"_\_‘___H_ ., .vl—

Type message rec lpierts-‘l d
in these three Fields . _J— o
#
Subject -l LTypetheﬁubjecx&yaereasage he-rej
Options & o oy = & z
Address Book  Expand Names  Spell Check  Special Characters  Attachments
A Save a copy in “sent-mall~ W A

Click here to ! |
A berhirad Clicking this takes you

your message to the bottom of the

Type your message text he-.re.] after hay: message (F it is not
[ ¢ yRed i) already visble), where

you can addan
attachrment.

At the top of the message composition window are the "header" fields. This is where you set who are
sending the message to and what the subject of the message is. If sending to multiple people, separate
the addresses with commas (not semi-colons or spaces -- these will not work properly).

Enter the text of your message in the space provided. When finished click on the Send Message button.

About the Header Fields

There are several addressing fields which contain email addresses for the message recipients. These
fields differ in logical importance and in concealment purposes, but otherwise function the same. The

fields are:
To:
The To: field specifies direct recipients of the message. These are people to whom the message is
directed. All the recipients will see these addresses in the To: field of the message.
Ce:

The Cc: field specifies recipients who should receive a "carbon copy" of the message. All
recipients will see these addresses listed in the Cc: field of the message.

11
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Bec:

The Bcc: field specifies recipients who should receive a "blind carbon copy" of the message. This
is similar to the Cc: field, except that these addresses will not show up in the other recipients
messages. In this way, you can send a copy to someone without the other recipient’s knowledge.

The last header field is the Subject: field. While a subject line is not required. A subject line allows the
recipient to know what the message is about without having to open and read the message. It also allows
for easy recognition, threading, searching or filtering of messages. Good subjects are as short and
concise as possible, conveying the contents of the message in as few words as possible.

Saving a Message as a Draft

You can save a message you are composing as a draft, so you can finish and send the message at
another time. The message is saved in your Drafts folder, ready for you to resume at your convenience.

Tip: If you specify a meaningful subject on messages before you save them as a draft, it will be
much easier to find the correct message later when you want to resume it.

1. Begin composing your message. When you are ready to stop, click the Save Draft button.
Message Composition - Tue Jul 09 10:34:18 2002
Zend Meaznge [l Save Draft

Identity |CEEEGG Y|
To (pepr=e - ki
o Click
“1 Save Draft. 7
Beo | [

Subject [(FSEE

=]

Dptions & @ m{'l;. ﬂg &
Sddress Book Expand Names Spell Check Special Characters Attachments

(4 Save 2 copy in [“sentmad 7|

Hello Barbars,
I have a lobt to tell you.

2. From the folders pop-up menu in the upper left corner of the folder view, select the Drafis folder.

= INBOX
Open Falder

From the Folders  [he i P Ta 11
pop-up menu, sekact
the Drafts folder

3. The Drafts folder will open. To open the draft message, click its subject or sender.
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. To resume working on the message, click on the Resume link.
= ' 4 4

» Folders Options Search H-:-:i|:| Addres ok Logout ©Cpen Folder

Drafts: hello (1 of 1) # Pl This message 10
I i .
g:Le:eals ?ﬁ?il:rtl Reply to All | Forward | Redirect | Message Source | Resume | Back to Drafts  <I&
From: |mfeatoni@example.com 1
To- hi Click Resume to
0: bjensen@example.com open the message
Subject: hello in a separate
Hello Barkara, window S0 you
I have a lot to tell you. gtk L L
working on it.
Delete | Reply | Reply to All | Forward | e | Resurme |

Back to Drafts  <IC

Save as | Pant

1k
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Chapter 3. Mail Intermediate Features

Deleting Messages

Deleting a message from within the message view
1. Open the message you wish to delete.

2. Click the Delete link in the text menu at the top of the message to mark it for deletion. Depending
on how your email is configured, the message will either be marked for delete, or moved to your
trash folder.

3. To completely remove the message from your mailbox, return to the folder view, and click on the
Purge Deleted or Empty Trash link in the text menu (which one appears depends on your email
configuration. It is located on the right-hand side of the window both above and below your list of
messages).

Deleting Messages from the Folder View

1. Click the checkbox to the left of each message you wish to delete. You can select as many
messages as you want, as long as they are all on the same display page.

2. Click the Delete link. (There are Delete links at both the top and bottom of the folder view.) The
messages will be marked for deletion; they will be either crossed out in the display or moved to
your trash folder, depending on your configuration. In either case, they will remain in your mailbox.

Page 2 of 2 2

select: [= 2 B
Check the [ T] K .2 Mowe | «
checkboxes [ Mark as: $] b=
mgfag;oyou Delete | ==
wank to delete. 3 Then click |[BFrom Esubject
R NewsScan Dai
El e
o€ NS can (“Above The Fi
L 51 11:22:17  william Rhee Re: r1 185 revise
[+ 11:39:00  John Cady Frofile idea
O@m 12:1&55 John Cady e-mall server p
[+ 12:20:55  Linda M Flace RE: Frofile idea
- Dradnimmad wamil |

3. To completely remove the message from your mailbox, return to the folder view, and click on the
Purge Deleted or Empty Trash link in the text menu (which one appears depends on your email
configuration. It is located on the right-hand side of the window both above and below your list of
messages).

Tip: You can use the Select pop-up menu to select (that is, check the checkbox next to) all the
messages flagged a particular way. For example, you can select all the seen messages, all the
important messages, or all the "not personal” (directed to you as a group member rather than
as an individual) messages.
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Searching

You may search for messages from your folders using different search criteria. This provides a quick
and easy way to locate messages.

1. Use the Search menu icon at the top of the page to bring up the search form.

2. Enter text in any appropriate fields to specify the search criteria. You may search on a single field,
or multiple fields. You may leave fields blank if you don't want to search based on that field. For
example, if you wish to search for all messages from a particular individual, you would need to fill
in the From field with that individual's address, but not the To, Cc, Subject, or Body fields.

3. Optionally choose the message flag(s) to further refine your search criteria.
4. Optionally choose the folder(s) to search within for your messages.
5. Click on the Search button to execute the search.

If any messages matched your search criteria they will be returned in a Search Results folder view.

Working with Attachments

Reading Attachments

Messages with attachments may be identified as containing attachments in your INBOX via a paper clip
icon when viewing your INBOX.

When viewing a message, attachments are listed on the Part(s) line of a message.

Click the attachment name to view the attachment from within your web browser. Note that this will
only work if your web browser is capable of displaying the file. (For example, most web browsers can
display html and jpeg files.) Some versions of some web browsers will download the file instead of
displaying it whether they are capable of displaying it or not.

+ Click the download icon =] to download the attachment file to your computer, where you can use the
appropriate application to open and read the file. (For example, if the file is a Microsoft Word file,
you can use Word to open the downloaded file.) Some versions of some browsers might display rather
than download the file.

15



Chapter 4. Mail Advanced Features

I
#

E:Llim | Reply | Reply ta All | Farward | Redirect | Message Source | Save as | Back to thBOX <1 B>

Date: Thu, OF Feb 2002 11:39:00 -0300
From: John Cachy <bing@exarnple. corm=

To: Lin Place <lmpi@example. cam=, Judy Dean <jude @exarple.coms, Janet Eaton
<jrfeatani@exarnple. cams

Subject: Profile ides
Part{s)

NBOX: Profile idea {20 of 31)

Move | Copy THES MeFsHge 0

P 2 Sprofilealtidespdf application/pdf 63651 KB

Hi all: K T
I

Aftachments ara he i ed PDF). I
lizted on the Click the attachment rame to |y ; C"ct'; mﬁniﬂgfhf““ i)
Part{s} line. viewthe atachment. Note hent to
that this will only work if alfac m*"“"
your web browser i capabke SO
of displaying the file.
Warning

Attachments may contain viruses. We recommend that you not download or open unsolicited

attachments. Also, we recommend that you keep up-to-date antivirus software installed on
your computer.

Sending Attachments
1. Compose your message as you normally do.

2. In the Attachments section at the very bottom of the message (you may need to scroll down to see
it), click the Browse button.

s Hossge

Attachments

Attachment [ Browse . ”mh]

3. Navigate among your files, select the file you want to attach, and click Open. The file pathname (if

you use a Windows or unix computer) or the file name (if you use a Macintosh computer) will be
listed in the Attachments field.

4. Click Attach.

sond Message

Attachments

Attachment
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5. At the very top of the web page, look for confirmation that the file has been attached successfully:

This note indicates
that the File has
ben altached Lo

#> Added an attachment. -#——

Compose a message - Tu

Also, the attachment will be listed below the Attachment field at the bottom of the message.
wdend Message wawe Lradt Cancal Messaze ]

Attachments

Attachment i Browse... | [Aftach |
| . |
Filename i
: f———-_EEL_——-—-d..__ Oncealilke(s) s
[0--=4207.doc 130,50 KB . Sachod bt TRSEENGS
@emuee Selected Total Size: 130.50 KB) t is listed hero.

6. Repeat Steps 2-5 to add more attachments.

To remove an attachment, first select it by clicking the checkbox next to it, and then click the Remove
Selected link.

To remove an
Attachments EEIES L R

click the checkbox
Altachment nextto k.

Filename Size
4 =4207doc 13050 KB
Remove Selected Tn}al Size: 'E3D_50_‘KB

Then <lick the
Remove Selected
lirk: .

Using Mail Folders

Your incoming mail goes to your INBOX. You can keep all your mail there, or you can create
additional folders to organize your mail. Because the folders you create with the NCI-Frederick are
stored on your mail server, they are also available to you if you use another folder-capable mail client
like Pine, Eudora or Outlook.

Create a New Folder

1. Click the Folders icon in the icon bar at the top of the window.
o .. ?

ompose  Fi s Options ch HE-e||:|
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2. From the Choose Action selection box, select Create Folder.
> & o & 7
INBQX Cormpose Folders Options Search Help

Folder Navigator -~

v Choose Action: =
Create Folder
Rename Folder
Delete Folder{s)
Check Folder{s) for New Mail
Do Mot Check Folder{s) for New hMail
Download Folder{s)

|'|_| T Trmen

You are creafing a top-level folder,
Flease enter the name of the new folder:

[My New Folder

Ok Cancel

The new folder will be created and added to your list of folders.

Delete a Folder

Warning

When you delete a folder, you delete the folder and all the messages inside it. Once the
contents of a folder are deleted, they cannot be retrieved.

1. Click the Folders icon in the icon bar at the top of the window.

o e 7

INBOX Cormpose Fol 3 ch Help

W
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2. Click the checkbox next to the name of the folder(s) you want to delete. You can select more than one
folder.

DI E . (] o ()
Put a checkmark  [hoos: Action: Ok
~ "% Doc-writing-general
| I@ Drafts
[+ "@‘ Extra copies
L T . VP

3. From the Choose Action selection box, select Delete Folder(s).

om ;
L I ® ?

INBOX Compose Folders Options Search Help

Folder Navigator =~

« Choose Action:
Create Folder
Rename Folder
Delete Folder{s)
Check Folder{s) for™ew hMail
Do Mot Check Folder{s) for New kail

Download Folder({s)
e T LU O™ 0y el

4. In the dialog box asking if you are completely sure you want to delete the folder, click OK.

You are attempting to delete the following folders:
My Mew Folder
Arevou SURE vou want to continue?

OK | Cancel

The folder, and everything inside it, will be deleted.

To Move a Message to a Folder

From Your INBOX (or Another Folder)
1. Check the checkbox next to the message that you want to move.

2. From the Move|Copy pop-up menu, select the folder to which you want to move the message.
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3. Click either Move or Copy (to the left of that menu).

«  Move. Moves a copy of the message to the folder you selected and marks the copy in the current
folder for deletion.

+ Copy. Copies the message to the folder you selected, leaving a copy in the current folder.

1to 13 of 13 Messages
Mave | Copy [ Messages to
Doc-writing-general
Drafts

[ Bekot: i][ Mk s ii

Delete | Undelete

ITCom=online -order

I mnute I'£I From Elsuh &c jize
O 8@ 09/17/01 Judy Dean Re: Pagsw 2kb
@é} 11/07/01 Joseph L Gelinas Diradii kb
—_— Sd doaam b lee e e o m s A Znd A

1. Select the

message tobe
maoved by clicking 3. Click ether

s checkbox.

Move or Copy.

From Within the Message

1. From the Move|Copy pop-up menu, select the folder to which you want to move the message.

2. Click either Move or Copy (to the left of that menu).
- o

omposa Folders Op

INBOX: NewsScan Daily,
February 2002 {("Abowve The
Fold") {7 of 27) #

Delete | Reply | Reply to All | Forward | Redi
Print

Date: Thu, 14 Feb 2002 07:20:15 -

From: Mews3can <newsscanignen
To: John Cacy <bino@example. coms

Subject: MewsScan Daily, 14 February 2002 ("Above The Fold”)

HewsScan Daily, 14 Fehruary 2002 {"Above The Fold")
AR R R AR R R SRR R A F RN A R A R RN A F AR A A A B RN F A E R R AR ER R AR ERNFAAE

Nawa@eran Nailr 15 nnderwmreitten b dndergen and o BT et 1 Al aas

Caution

All your mailboxes are stored on the mail servers. Moving a message from one mailbox to
another will not reduce the amount of space you are using or keep you from going over quota if
your mailbox is full. (See the Section called Your E-Mail Quota)
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To open a folder

From the Folders pop-up menu (in the upper right corner of the page), select the folder you want to
open. In most browsers, that folder will open as soon as it is selected. If it doesn't open automatically,
click on the Open Folder icon next to the selection list.

.
s Search Help ISk

this menu.

Mail Filters

You can filter your mail by automatically deleting or filing messages with certain characteristics which
you specify. You do this by defining filter rules (for example, deleting all messages from a particular
address) and then specifying when to apply those rules (for example, every time your INBOX is
refreshed).

Why Use Filters?

To organize your incoming mail:

You might, for, example, have all the mail from a listserv that you subscribe to filed in a folder.
You can then review those messages at your leisure without them cluttering up your INBOX.

You might, for example, have all the mail from one of your professors filed in a folder for easy
reference.

To reduce your exposure to SPAM

You might, for example, have all the mail with the word "advertisement" deleted.

You might, for example, have all the mail from a particular SPAM sender deleted.

NOTE: If you set a filter to delete certain mail, that mail will be marked for deletion, but will remain in
your mailbox until you purge deleted messages.

Warning

Define your filter rules carefully to avoid inadvertently deleting or misfiling important mail.

Defining Filter Rules
1. In the icon bar at the top of any page, click Options.

2. In the Mail Management column, click Filters.
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3. Click Edit my filter rules.

Click herelto
create Filker
rukes.

T Eait my filter rules
O Apply filter rules upon legging T
[ Apply Tilter rules when INBOY is refreshed.

[ Display message when filters have been applied.

[0 Show "Blacklist” element in mail index and message display screens.

4. Specify how you want your filter rule to work.

i a. Selectthe
Filter Rules ghemspwsD

you wank to Filter
your mail.

text you wanl
o Filker For.

Fyou want the
mail moyed,
select a lokder
to move itko.

QUM {170 Cicc: [Froms [JSubject:  [JBady -

Text § F

LY > delete message () move message to [ selectfolder

e

. Click the appropriate
radioc button to indicate
whether you want the mail
deleted or moved,

d. click Create.

a. Check the checkbox(es) next to the field names you want to filter by. If for example, you want
to filter mail from a particular sender, check the From checkbox.

b. Inthe Text field, type the text by which you want to filter. This might be an mail address, a
word, a name, or a phrase.

c. Click either the delete message or move message to radio button, depending on what you
want to happen to the filtered mail. If you want the messages moved to a folder, select that
folder from the select folder pop-up list.

d. Click the Create button.

5. Repeat Step 4 to create more filter rules if you wish.
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6. Specify the order in which you want the filters applied by ordering the list of filter rules. Filters are
applied in the order they appear in the list.

i Click hereto apply
Filter Rules all fiker rules
immediately bo
) Move messages to the reference folder where the Fro your INBOX.

newsscan@newsscan.com

Then click one
of these
buttons to
delete the rule
ormove kin
the ligt.

[JSubject: []Body

N move message to [ selectfolder

Specifying When to Apply Filters
1. In the icon bar at the top of any page, click Options.
2. In the Mail Management column, click Filters.
3. Check the appropriate checkbox to indicate when you want your filter rules applied.
Click the appropriata T
checkbox o indicate Filters

when you want your
filker rules app lied.

T Edit my filter rules

[ Apply filter rules upon logging on.

[ Apply filter rules when INGOX is refreshed.

[ Display message when Tillers have been applied.
[ Show "Glacklist” element in mail index and message display screens.

~—

................................................. oo

Return to Options

4. Click Save Options.
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Applying Filters Shortcut

To apply your filters at any time while reading your mail, click on the Apply Filters icon at the top of
your folder view.

INBOH Compose Folders O

INBOX =~ _®
Click this icon to 4 || 2ack

apply fikers.

Ihealate THRdalats

View Message Headers and Message Source

Viewing Message Headers or Mailing List Information
1. Open the message whose full headers you want to see.
2. Click the Show All Headers or Show Mailing List Information link at the top of the message.
The message view will refresh, with the additional headers shown. The links will change to allow you
to hide, rather than show, the additional headers.
Viewing Full Message Source and Headers
1. Open the message whose full headers you want to see.
2. Click the Message Source link in the text menu at the top of the message.

A new window, with the full message and headers in it, will open.

Creating and Using a Signature File

A signature file contains text which is automatically added to your messages you compose, usually at
the bottom (but the position is configurable). They are often used to provide additional information
about you such as full name, job title, contact information, or just about any other desirable information.

Warning

Do not include personal information in your signature which may endanger your safety or
privacy. Including information such as your sex, name, home address and phone number can
lead to harassment, stalking, or even in rare cases even endanger your safety.

1. In the icon bar at the top of any mail page, click on the Options icon.

2. In the Your Information column, click Personal Information.

24



Chapter 4. Mail Advanced Features

3. On the Personal Information page, click Edit your identities.
.‘b'_d'. wr [ sl L]
INBOX Compose Folders Options

Personal Information

Your default identity:
[ Defanlt identity a

€ Edit your identities

4. Select Default identity from the Your identities pop-up menu, type your signature text, and click
the Create button.

Sekect Defauk
identity from this

Your identities, pop-up menu.

| Defaukt Mentity X |

Identity's name:
|ﬂe£au1t identity

Sour full narme:
Your From: address:
[biensenfunick, edy

Your Reply-to: address: fapdianst)

| | signat alllvra-l;u;- t
I - SN X

Your signa ture: I 1

Barbara Jensen - | J

mybhical ITCS doeoumentation writer
bienserfunich . edu

[ Precesd your signature with dashes (== ")

[ Place your ~~—hefore replies and forwards?
M Save senf Thenclick
Sent mall fpq Create.

5. Confirmation that the change you have made to your default identity -- adding a signature file --
has been made will appear at the top of your window.

&0 The identity "Default identity™ has been saved.

Your identitinss: '
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You may test your signature by sending a message to yourself. If you aren't happy with the result, use
the above instructions again to edit it as necessary. Note that you can not guarantee that everyone will
see your signature as you intend if you make it complex or highly formatted. The reader's mail client
formatting and fonts may be different than yours, or they may use special equipment (such as screen
readers or Braille printers for the blind) to access their mail. It is best to keep your signatures as simple
as possible to ensure others will be able to read them properly.

Your E-Mail Quota

Many accounts have a disk quota -- how much disk space you can use to store your files (including
email folders) in your account. If you use more than this space, you are said to have "gone over" or
"exceeded" your quota. If that happens, various things may not work correctly, or you may not see new
mail messages until you return to within your quota allocation.

It is important to monitor your quota and make sure you do not exceed it for proper functioning of your
account and protection of your files.
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Introduction

The address book functions like an address book, phone book and Rolodex, allowing you to store or
retrieve contact information in a convenient manor, and integrated into the other NCI-Frederick
applications.

The address book lets you maintain your own private address book, as well as letting you access some
public internet directories. You may find the address book useful to send email to people who have long
or complex email addresses (by setting nicknames which you can then use as short cuts for their
addresses) or to make distribution lists for groups of addresses. It can also be used to store other
information about your contacts.

Opening your address book

1. In the icon bar near the bottom of the browser window, click the Address book icon.

2. Your address book will open. If you have not yet added any entries to your address book, the page
will be blank.

i = :
s B 2 w7 =
Browse Add ch Advan: zearch Import/Export Options Help Mail

b4

wae I
is completely blank. click the

Mail kcon.
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Adding people to your address book

From within an mail message:

1. Click the Address Book icon next to an mail address to add that address to your address book.
INBOX: addressbook example

(16 of 16) ¢
Delete | Reply | Reply to All | Forward | Redirect | Message Source | Save as | Print Back to INB0x < &

Date: Fri, 26 Apr 2002 11:15:12 -040

g Click this icon to add
From: irpiEexarple com & the address net to it to
To: impi@example. com & your addresshook.

Subjecl: addresebook example

Click the addressbook icon next to an address to add that address to your
addresshook.

Delete | Reply | Reply to All | Forward | Redirect | Message Source | Save as | Frint  Back to Ingox <1 [
This messsge 10 H

. You will see a confirmation message that the address has been added.

Co Fald E ch Help Addr : Logout Open Folder

If you want to add information, such as a nickname or postal address, to the new address book
entry, you can edit the entry. Only the available information, such as mail address and possibly
name, will be added for now.

From the address book:

1. Open your address book by clicking the Address Book icon in the icon bar near the bottom of your
browser window.

2. In the address book icon bar, click Add.
§ B

Browse Add ° ch Advanc earch Import;

A

Click Add to add an
addressbook entry.
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3. Enter the contact information for your entry.

Add a new contact
Name  E— >
JET | Enterthe | [

information

Nickname [N you want in oz Save,
Title
Company

Home Phone

The new entry will be added to your address book.

Opening an address book entry

1. Open your address book.

Chapter 5. The Address Book

2. Open an entry by clicking the person's name. (Do not click the mail address; that will open a new

Contents of My Addressboolk
Name Email Nickname

Barbara J. Jansen b jensen@um lchoedu Babs

message addressed to the person whose address you clicked.)

Browse Add Search Advanced Search Import ort Options Help Mail

Click the name bo open
the addressbock entry.

Deleting people from your address book

1. Open the address book entry that you want to delete.

LELG T Janet Eaton

AUk i eaton@umich edu

Hickname

The entry will be deleted, and you will be returned to your address book.
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Editing address book entries

1. Open the address book entry that you want to edit.
2. Click the Edit link.
-

bnoced Search Import

J al1m'_"-#edut | Delete

LELG T lanet Eaton

AUk i eaton@umich edu

Nickname

3. Make whatever changes you want to the entry.

4. Click the Save button to save your changes.

Importing other address books

If you already have information stored in another address book which you want to use with the NCI-
Frederick applications, you (probably) don't have to re-enter all your information. Instead you can
import address books from other software into NCI-Frederick in various formats.

Not all address books formats can be imported. But it supports most common formats, including Pine,
CSV (comma-delimited), vCard, and others.

To import addresses, you must first get a copy of the address book you want to import onto your local
computer. Many mail and address book programs have an export function to create such a file.

Warning

Any duplicates in the imported data will be imported again as a new card. Please check your
imported data for duplicates!

Importing from Microsoft Outlook

In order to import from Microsoft® Outlook™, you should have exported your address book using
Outlook™'s Import and Export function, and exported to a comma delimited (CSV) formatted file. Use
the default settings for each step of the export. Call the resulting file addressbook.csv, and place it in a
known location (e.g. on your Desktop.)

After the file addressbook.csv has been created, return to Horde and do the following:

1. Press 5-:‘3 Addressbook

=]
2. Press Import/Export

3. Select Outlook from the Select the format to import from:menu
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Chapter 5. The Address Book

4. Select the address book you wish to import into. You can always import into My Addressbook. You
can only import into a shared address book that you have permission to access. This is dependent on
the installation. Please contact your administrator if you need assistance.

5. Press Browse and locate your addressbook.csv file you created in Outlook. Once you've found it,
press ok, and it will be selected to be imported.

Important: You can only select one address book at a time to be imported.

6. After selecting the comma-delimited file, press the Import button to read the file into memory.

7. The Map Import Fields panel will appear so you can fine-tune the import settings. Outlook has a
default field order that is taken care of by the Outlook import option, so changes to this panel
usually aren't necessal

iMap Import Fields

Salact tvto mabching feekds.
Imported fields:  Available fields:
lasmame & =

Maiching fiakds

narme = I MName |
email E mail
homeAddress Home Addrass
workAddress Won Address
homeFhone Home Fhone
work Phone Work Phone
cellPhone Call Phone

fax Fax

fitle = | Title —
COMpany = [ Company k|

Fanovepar

Scroll down and press the Import to import the address book.

8. Press the ¥ Browse button to see your address book, including your newly imported entries.

&0 Outlook file successfully imported
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Importing vCards

Import Addressbook

Select the format to import from:

[ imparhing CEY dela: does the first row contain the field names?

Select the destination to import fo:
[My Addressbock. x|

Select the hile o import:
|Users/thomas/Desktopistd vcf Browse...

Chapter 5. The Address Book

When vCard is selected from the Select the format to import from: menu, you can import vCard format
files most commonly found in e-mail attachments. These files typically have the filename extension .vcf

and are not comma delimited files.

Importing a vCard from an email attachment.

=]
1. While reading a message that has a vCard attachment, click on the icon which downloads the
file to your machine. Save it to a known location, for example to your desktop.

. Select the £ Addressbook.

N

=]
. Select Import/Export, and go to the Import Panel.

. Click the Browse button in the Select the file to import:
. Select the vCard file you saved, and press OK.

. No other options need to be set. Press Import.

O 0 9 N W b~ W

. Select vCard from the Select the format to import from: menu.

. Select My Addressbook from the Select the destination to import to: menu.

. Press £ Browse to see the new address book entry listed in your address book.

&0 yCard file successfully imported

Importing from another Horde Addressbook.

With the CSV option in the Select the format to import from: menu, you can directly import files

. .
exported with the Export panel in the ‘& Import/Export menu.

The below procedure shows how to import a CSV file exported from My Addressbook

1. Select the 24 Addressbook.

=]
2. Select \'&! Import/Export, and go to the Import Panel.

3. Select CSV from the Select the format to import from: menu.
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4. Select the address book you wish to import into. You can always import into My Addressbook. You
can only import into a shared address book that you have permission to access. This is dependent on
the installation. Please contact your administrator if you need assistance.

5. Press Browse and locate your addressbook.csv file you created in Outlook. Once you've found it,
press ok, and it will be selected to be imported.

Important: You can only select one address book at a time to be imported.

6. After selecting the comma-delimited file, press the Import button to read the file into memory.

7. The Map Import Fields panel will appear so you can fine-tune the import settings. Outlook has a
default field order that is taken care of by the Outlook import option, so changes to this panel
usually aren't necessal

Map Import Fields
Salact tto mabching felds.
Imported fields:  Awailable fields:
lasmame & =

Maiching fialkds

name & I MName [k
amail E mail
homeAddress Home Addrass
worAddress Wonk Address
homeFhone Home Fhone
work Phone Work Phone
celFhone Cell Fhone

fax Fax

fitle = | Title —
COMpany = [ Company -

Fiesrnivve: pair

Scroll down and press Import to import the address book.

8. Press the & Browse button to see your address book, including your newly imported entries.

Importing Pine Address books
1. Open your address book.
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Chapter 5. The Address Book

2. In the address book icon bar at the top of the page, click the Import/Export icon.

? m
s Help Mail

Click import! Export
ko mportan
Addresshook.

3. Import your address book:
a. From the Select the format to import from menu, select Pine Address Book.

b. Click the Browse button to navigate among the files on your computer to find your pine
address book file. Select it.

c. Click Import.

ort Cptions Help

Browse Add ch Advanced Search Imports

Import Addressbook

Select the format Lo import from:
» Comma separated values
Tab separated values

the Tirst row contain the Tield na

Outlook a. Select the bype of
wCard addressbook you are
Mulberry Addressbook npeorting.
Pine Addresshook

Select the Tile Lo Import:

b. Click Browse
o sekeck tha
addressbook file

to import.

The entries will be added to your address book.

Note: Some complex addresses (distribution lists, etc) may not import correctly.

Sending a message to someone in your address book

From the address book

you want to send mail.
[~

1. In your address book, click the address of the person to whom
Browse &dd Search Advanc earch Import/Expork ¢ - Ht;'l:' Mail

-

Contents of My Addressbook

Email Nickname

- Bing@umich edu Jahn

Click an address j-.’:-;:ﬁs- en@umich.edu Babs

to send mailte L~"greglvon@umich edu Greg
that person.
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2. The Message Composition window will open, with the To field already filled in for you. Write
your message and send it as usual.

Using Nicknames While composing a message

1. Type the nickname(s) into the appropriate fields, then click the Expand Names tab to expand the
nickname into matching address or addresses.

E L= * sls 0 ¥ 49:44 [

Send Mezzege [ Save Drafi [l Cancel Mezsage ?

e | Firstlype a Loty 3| (7]
nickname
Exbz here.
l T

| Then click

B [ Expand Mames. o>

| L 2

& P » v )

Address Book  Expand Names  Spell Check | Special Characters  attachments

4 Saveacopy in[mentwmsl |3}

2. If multiple matching names are found, a list of them is returned. Select the correct name from the
list.

Address Book Interface While composing a message

1. In the Message Composition window, click the Address Book icon.
Message Composition - Tue Jul 09 10:58:0

Fend Message Zeove Dot Cancel Message

mfassccadgamich, ed 0 (Cefanil dentrs)
Click the

Address Book
oon.

B

Subject |
Options oy -
pLion gj W -
Address Book Expand Names Spell Check Special Ch.

4 Save acopy in [ sem-mal *

|
)

2. In the Contact List window,

a. Select the person(s) to whom you want to send mail from the list on the left side of the
window.

b. Click the To>> button to enter the selected address(es) in the To field of your message. (Click
Cc>> to enter the address(es) in the Ce field, and the Bee>> button to enter them in the Bee
field. "Cc" stands for "carbon copy" and "Bec" stands for "blind carbon copy.")
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c. Click Ok.

Contact List
e

¥ Pleass =elect addressesz) # * hdd these by clicking OE *+
John Cady To; Barbara Jensen

Earbara Jensen

Giredq Ly

Recipients you
person te whom have selected
you wank to appear here.

send mail.

b.Click the To >=
button. (Or the CC=
of Booe> buttons
wou wish.)

<. Cllick OK.

You will be returned to the Message Composition window, with the addresses filled in.

Searching in address books

1. From within your address book, click Search.

- =

. Options Help Mail

Click Searchlo
Hnmti search ekher your ail Hickname
[ I md:a_ e E o b e s L

Online Directory.

2. Select and enter your search criteria:

a. From the From menu on the right, select whether you want to search your address book or
some other address book such as a public directory.

b. From the Find menu, select whether you want to search by name, nickname, or mail address.

c. In the Matching field, type the text you want to search for.

d. Click the Search button at the far right.

: a. Select whether to search your
addressbook of the Direcbony.

-, -

L

Find Hatching ([ - 8 B

c. Type the text
to search For,

Your search results will be displayed.
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Chapter 5. Vacation

Introduction

The Vacation feature allows you to create, enable, and disable a message to allow people to know when
you are away from the office.

% = R e o @ g 5 3

. Ernpty Trash Compose Folders Options Search Help Address Book Password wacation Logout

Vacation

The Vacation application allows you to manage mail "vacation notices" or "auto-responders."

Once you set a vacation notice, the system will automatically reply to any incoming mail you receive.
This can be useful while you are away or unable to attend to your mail -- for example while on vacation
or out of town on business. It could be used as a courtesy to let others know why you are not answering
their mail to you.

Enabling a vacation notice
Check the Set/Install checkbox to indicate that you desire to create a vacation notice.

Note: If there is an existing vacation or forwards setup, it will be replaced by the new vacation setup
you create here!

There is a large message composition window in the middle for you to compose your vacation message.
This is the message that will be sent to others. A sample message is there, as seen below, which you can
edit to your needs.

37



Chapter 6. The File Manager

= 7 7
Mail Logout Help

On vacation message
I'w on vacation and will not be reading my wail for a while.
Your mail will be dealt with when I return.

ge. Then submitthe form so that your

Your i _ I Subrmit

The vacation message may include mail headers, and should include at least a Subject: header. It should
NOT, however, contain a To: header as that will be generated automatically). If the string SSUBJECT

appears in the message, it will be replaced with the original subject line of the original message when
the reply is sent.

When ready to submit the vacation notice, enter your password into the password box, and press the

Submit button. At the top of the new page, there will be a message letting you know if the new vacation
notice was set or not.

Disabling a vacation notice

When the vacation notice is no longer needed, you can disable it by checking the Unset/Remove
checkbox; enter your password in the password box, and submitting the form. At the top of the new
page, there will be a message letting you know if the new vacation notice was set or not. Removing the
setup stops any further vacation notices from being sent.
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Introduction

The password feature allows you to change your existing password.

Password

When you select the option to change your password, you will be presented with a screen with three
fields similar to this.

A
Mail Help Logout

Change your password

Changing Fa d on MC-Frederick Mail Semver

The first field is asking for your current (old) password -- the one with which you logged in with for the
current session. The next field is for the new password -- what you want the password changed to. The
third field is a repeat of the second field -- you must enter the new password here a second time. Since
the password is not displayed as you type it, forcing you to type it twice helps to insure that you entered
it correctly, and helps prevent you from being locked out of your account due to a typing mistake. Once
you have filled in all three forms, press the button to submit the password change request. You will then
be told if the password change was successful or not.

After you change your password, NCI-Frederick functions will no longer work. You will need to
log out, and then log in again, to resume using the NCI-Frederick webmail application.
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