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Using Your New Webmail
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Composing a New Message

1. Click Mail, and then click Compose.

2. In the To field, enter the email addresses to which you want to send the message (separate
multiple addresses with a comma).

Alternatively, in the Contacts pane on the left side, select one or more addresses from your
saved contacts list, and then click the To button at the bottom of the pane.
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3. You can send a copy of the message to other addresses by entering the addresses in

the Add Cc field as described above.

In the example below, the message is addressed to "info@rallyon.ca". The recipient
"spencer@rallyon.ca" will receive a copy of the message and (along with any other recipient

listed in the Cc field), will be able to see that the message was sent to "info@rallyon.ca".



*  From debbiei@testhemica ~ t =

info@rallyon.ca

&  spencar@rallyon.ca
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You can also send a blind carbon copy of the message to other addresses by entering the

addresses in the Add Bcc field as described above.

In the example below, the message is addressed to "info@rallyon.ca". The recipient
"spencer@rallyon.ca” will receive a copy of the message and will be able to see that it was sent
to "info@rallyon.ca". However, none of the recipients (in the To, Cc or Bcc fields) can see that a

Bcc (blind carbon copy) was sent to "mdoucette@potpourri.com” and "peziza@hotmail.com".

¥ From debbie@iesthemica » t =
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c & | spencer@rallyon.ca
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4. In the Subject field, enter a subject for your email message.
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ubject Locking for info

5. In the large text area below, type the body of your message.
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Please send me some information about your product.
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Adding Attachments to a Message

1. While composing an email message in Webmail, click Attach a file. You can find this option

in the toolbar and in the message area, and you can click either one.



From debbie@testhemtcs v ditidentities =)
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Hey Spence

Here's that application form I promised to send you.

2. From the pop-up window, select the file you want to attach to your message, and then
click Open.
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File narne:  Acrme_application

3. Click Upload.



Attach a file

Aeme_application.docx

rueh sllowed fle size 15 250 MB

The file is now attached to the message.
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Hey Spence b Acme_application.docx T

Here's that application form I promised to send you.

Inserting a Hyperlink

You can insert hyperlinks in your messages so that, when the recipient clicks on the link, the

associated web page opens.
To insert a hyperlink in an email

1. In the body of your message, enter the text that you want to make into a hyperlink.

This can be the actual location or URL (such as http://www.example.com) or any text (such

as click here).



2. Highlight the text by holding down the left mouse button as you drag the cursor over the text.
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3. Click the Insert/Edit link icon.
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The Insert/Edit Link window appears.
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4. In the Link URL field, enter the link destination, for example, http://www.example.com.

5. Optionally, from the Target drop-down list, choose whether you want the link to open in the
same window or in a new window.


http://www.example.com./

6. Optionally, in the Title field, enter a description that will be displayed when the recipient

moves their cursor over the link

Emsert/Edit Link

Link URL lhl‘tp:.l'hwm.nx!mplﬁ.:nm
Targat .qu-n Link in a Hew Window EI

Title Team rasults
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7. Click Insert.

Searching For Messages

This tutorial will show you how to search for a specific message in Webmail.

1. In the Mail folders section, select the folder that you want to search.
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2. From the search drop-down list in the top-right corner of the window, select the type of search
criteria you want to use.
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3. Type your search criteria in the search field and then press Enter.
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Any messages in the selected folder that match your search criteria are displayed.

Downloading Email from a POP3 Account

This tutorial will show you how to download messages from another email account into Webmail

using POP3.
To set up a POP3 account in Webmail, complete the following steps:

1. Click Settings.
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2. Click Preferences, and then click Other Accounts.

B mail X Address Book . Files Calendar % RSS
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3. In the Other Accounts pane, click Add.

Other Accounts

Account List

No Other Accounts added. Press the Add button to add an account.

4. Complete the fields on the Add POP3 Account page as follows:

Email—Enter the full email address of the other account.

Username—Enter the username you use to log in to your other email account.
Password—Enter the password you use to log in to the other email account.
Provider—From the drop-down list, choose the account's service provider.

Server Address—The server address can be obtained from the provider of the email
account you are trying to download.

Server Port—Use port 110 if you do not put a check in the Use SSL box. Use port 993 if
you do put a check in the Use SSL box.

Use SSL—Putting a check in this box will make Webmail access your other email
account through an encrypted connection.

Leave Messages On Server—Put a check in this box if you want to leave a copy of the

messages you download in the original email account.

10



o Default Folder—Select the folder to which you want to download the messages from
your other email account.

e Test connection on save—Click to put a checkmark in this box if you want to test the
connection to this account when you save the configuration.

e Import old messages—Click to put a checkmark in this box if you want to import all
existing messages from the account. If you don't select this option, only new, unread

messages will be imported.

Other Accounts
Add POP3 Account
Email:

Username:

Password:

Provider: UNKNOWN ~

Server Address:

Server Port: Use SSL: none «
Leave a copy of the message on the server: v
Default Folder: Inbox hd

Test connection on save: v

Import old messages:

=D =3

5. Click Submit.

Forwarding Email

This tutorial will show you how to automatically forward email from your Webmail address to

another email address.
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Note: Email that has been identified as spam by our system will be trapped by the Webmail

Spam filter and will not be forwarded. The reason for this is that when a piece of spam email is

forwarded by our server, the receiving server considers us to be the source of the spam even

though we weren't the original sender. If too much spam email is forwarded by our system, it

can result in our forwarding server being blacklisted. Blacklists temporarily prevent any email

from being forwarded for all email addresses in our system. This is extremely disruptive to our

customers. By filtering email for spam before forwarding, we are able to provide a more reliable

email forwarding service.

If email from legitimate senders is going to your Spam folder, you can add their email addresses

or domains to your Allowed Senders list. This will mark all email from those senders as safe and

all new messages from those senders will be forwarded.

To forward email from your email account to another email address

1. Click Settings.

B mail X Address Book . Files Calendar N\ Rss & Admin

a Settings

Rafrash Compose

2. In the Settings pane, click Mail Forwarding.

Settings
L_,.‘ Preferences
B rolders
.',, Identities
B Responses
(51 Password

B Autoresponder

Spam Settings

= Mail Forwarding

Feedback

an About
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3. In the Forwarding Recipients text box, enter the addresses to which you want to forward
your messages.

Be sure to separate multiple addresses with a comma.
4. Click to put a check in the Enabled box.

5. Optionally, to leave a copy of forwarded messages in your Webmail account, click to put a

check in the Keep local copy box.

Forwarding

Change Mail Forwarding
Enabled o
wmap local copy o

chelszalexanple.oom

6. Click Save.

Working with Webmail Folders

This tutorial will show you how to work with your Webmail folders.
Viewing message contents of a folder

Your Webmail folders are listed on the left hand side of the Webmail screen. Click a folder to

view its messages.
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Moving Messages to Another Folder

To move multiple messages from one folder to another folder

1. Click the folder that contains messages you want to move.

. Select the messages that you want to move.

= .+ s 33 . W N e Al s Q-

reard Dulutw Vb More
sem, ogestas vestibulum i) lobor..  2014-04-21 10:14 58
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14-04-21 30:14 22 ¥B

e  °

wEDN

B - seleit 3| | Theesds % Mecsages 190 22 oF 22 b & =

To select multiple contiguous items, select the first item, hold down the Shift key, and then click

the last item. To select multiple non-contiguous items, hold down the Ctrl key and click on each

of the items that you want to select.

3. Right-click and choose More, then Move to, and then choose the folder to which you want to

move the files.
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Managing Address Book Contacts

This tutorial will show you how to manage your Address Book contacts.
Adding Contacts

1. Click Address Book

»
B4 Mail & Address Bool Files [=9 Calendar A Settings
Tan’ - - o

2. At the bottom of the Contacts list, click the Create new contact card icon.
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Groups Contacts

Contacts ‘._ Spencer Gibbons
Rosco Horan

v
P
‘._ Sierra Sandford

3. On the Add new contact pane, enter the relevant contact information, then click Save.

Add new contact

Robson
Wilk
Add field... -
Y
1
Properties ‘ersanal information
Email
Home ¥ rwilk@nymail com
=]

Phone

Addressing Email Messages to Contacts
There are several ways to use the Address Book to address email messages.

Click Mail and then click Compose to start a new message. In any of the recipient fields (To, Cc,
Bcc, Reply-To, and Followup-To), start typing the name of a contact that is in your address

book.
A list of the contacts whose name includes those letters appears in a list format. Click the name

you want to add to that field.

16



Calendar % rRss % admin ¢ Settings

& .- R
Attach a Responses
From debbie@testhemtca v 4 Edit identitic =)

=1 = 1 .%y .
iz s EE W W4 6 | A - % - Font Famiy Attach a file

Click Mail and then click Compose to start a new message. Click the Contacts list in the left
pane to display all of the contacts that are saved in your Address Book, and then choose one or
more contacts.

To select multiple contiguous contacts, select the first one, hold down the Shift key, and then
click the last one. To select multiple non-contiguous contacts, hold down the Ctrl key and click
on each one that you want to select.

Click an icon at the bottom to choose whether to put the selected contact addresses in the To
field, the Cc field, or the Bcc field.

- 7

Contacts

© _ Rosco Horan <roscoPusdece>, Sierra Sandford <sierra@dogsdogsdags.car,

L+

Click Address Book, and then from the Contacts list, select one or more of the contacts to
whom you want to send a message. Right-click, and choose Compose.
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Importing and Exporting Contacts

This tutorial will show you how to export your Webmail contacts into another mail program.

Exporting Contacts

Contacts can be exported in vCard format; the filename ends with.vcf.
To export contacts:

1. Click Address Book.

Address Book . Files Calendar N\ RSS ".0 Admin b Settings

st vl | . _ - —
: P -l ~ -~ -t =i / - LX) All 3

-t
Refresh Compose : Mark Mora

2. From the Groups pane, choose the group that contains the contacts that you want to export.
Select Contacts if you want to export all of the contacts in the Address Book.
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import Export Compose  Advanced
Groups
Eé Contacts _'. Spencer Gibbons
& A New group L Rosco Horan
& susiness _.. Sierra Sandford
& Colleagues & Tiffany Valino
Friends & Robson Wilk
Sub-hist
+ o +

3. Optionally, click to select the individual contacts that you want to export.

To select multiple contiguous items, select the first item, hold down the Shift key, and then click

the last item. To select multiple non-contiguous items, hold down the Ctrl key and click on each

of the items that you want to select.

4. From the Export drop-down list, choose Export all or Export selected.

R Mail ‘.. Address Book Files ﬁ RSS

2 ¥ -
us = Q
Import Export omposze Advanced

Export all

Export selected

& Spencer Gibbons

& A New group x Rosco Horan
& Business 1 Sierra Sandford
& Colleagues & Tiffany Volino
B Friends L Robson Wilk
& Sub-list

+ & + ¥ X

5. Choose where to save the exported file if prompted; otherwise, check the Downloads folder

on your computer for a file called contacts.vcf.
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Importing Contacts
You can import contacts from either vCard (.vcf) files or CSV files.
To import contacts

1. Click Address Book.

B mail L Address Book . Files Calendar ﬁ rRss % Admin b Settings

: E.‘. ot e | ~ : > I> = _/. ooo All =

Rafraxsh Composze Mark More

2. Optionally, select the group into which you want to import the contacts.
If you don't select a group, the contacts will be imported into the Contacts group only.

Groups

E_i_ Contacts
B A New group

& Business

p Y Colleagues
& Friends
& Sub-list

3. Click the Import icon.

= Q

Compoza Advanced

Groups

4. Click Browse and navigate to the contacts file that you want to import. Select the file, and
then click Open.
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Import contacts

» Librares » Documents » My Documents »

selected Organae v New folder

et ot salonrants None | ¢ Favorites Documents library
Bl Owshtop Wy D et
Replsce the ertire address book

# Oownloads

=, Recent Places

& OneDrive ) Soagit Stamps
o Soaget
4 Lbranes 2 ScreenSteps Library
¥ Documents ) Outlook Files
o' Music & My RoboHelp Projects
o Pictures ) Custoen Office T ~ho
B videc: = Add-in Bxpres e
%
B Computer
fa 05(C)

Fie naene: contacts

Cancel

5. From the Import group assignments drop-down list, select which address book the contacts
should be imported to. The Replace the entire address book checkbox lets you delete all

contacts from the selected address book before importing. Be careful with this option; the

deletion cannot be undone!

6. Click Import.

B oval & ‘ Files Calendar N\ RSS ﬁ Sattings

-

Back

Import contacts

You can upload contacts
Ve currently suppert im
format.

om an existing address boak.

fting addresses from the vCard or CSV (comma-separated) data

Import from file: | Browse. | contacts wef

Impart group assignments Only for exgsting groups -

Replace the entire address book

o Lo

Webmail imports the contents of the file and assigns the contacts to the master Contacts group

and to any selected groups.
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Viewing Email Headers

This tutorial will show you how to obtain the full headers from your email messages in Webmail.
Viewing headers is useful for troubleshooting issues such as email delays, spam, viruses, and

abuse issues.

1. Display the message and then click Toggle Raw Message Header

- -
l . B . . M _/. e Al $ Qe
¥ ah Torvard Owiete Spam Mack: Parw
O+ % From Subject Date Size n &
AmmeanEScond mertum . com veit, reus.-fels lectus. commodo Suspendsse ;) congue 2014-04-21 10:34 o5 &
Jiam@eunamod com s od par 1+ Nmansacs. Sare temaus, tecl: monplae-p - 2034-34-21 10134 20 %8 &
~ &
* egestas@aliquam.com sem, egestas vestibulum :) lobortis urna velit. dui 1)  2014-04-21 10:14 5 KD &
favodus@quis.com amet-ut carsus 2014-24-21 10114 Joxe & -
D -~ Sk Theesds | & Messages 120 32 of 33 M IR =
- metus. vulputate &%) = O
pospernSat.co Ate 2014-04-21 10214

Toggle rem message baadirs

A window appeatrs that contains the Internet headers as well as the content of the email
message. If the email was sent as HTML you will also see the HTML source of the message.

- metus. vulputate b & = O
from posuere@at.com . Date 2014-04-21 10:14 %
Return-Path: pozuere@at.com A

Delivered-To: debbie@test.hemt.ca

X-FDA: 68777728404.01.B47179EDAC

Received: from localhost.localdomain (m.pte )
by smtpin01.test.hostedemail.com (Postfix) with ESMTP id B4717SEDAC -
for <debbie@test.hemt.ca>; Mon, 21 Apr 2014 14:14:42 +0000 (UTC)

Content-Type: multipart/mixed; boundary="_sseserenes =_13980895682167680"

MIME-Version: 1.0

X-Maller: MIME::Lite 3.028 (F2.82; T1.35; A2.09; 83.13; Q3.13)

Date: Mon, 21 Apr 2014 14:14:42 40000

From: posuere@at.com

To: debbie@test.hemt.ca =

Using the Allowed and Blocked Senders Lists

Webmail provides a tool that allows you to block or allow email from specific senders. You can

add up to 1000 entries in the Blocked Senders list and 1000 entries in the Allowed Senders list.
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Make sure that you enter the sender's email address or domain as it appears in the sender's
"Return-Path." The return path is in the first line of the email headers. This may not be the same

as the address that is displayed in the From field of the message.

Note: If you see the following error message when trying to add an address to your Blocked or

Allowed list, you have reached the maximum address limit.

Please validate your information and try your
request again.

o Ok

If this happens, you should consider revising your Allowed Senders and Blocked Senders lists
to fit within the limit. Replacing multiple addresses that are in the same domain with a wildcard

(*) is one way to trim down these lists.

If you want to add a domain to the Allowed or Blocked Senders list, the domain hame must be

preceded by *@ (for example, *@example.com).

Important: Be careful when adding entire domains to your list. If you add something
like *@hotmail.com to your Blocked Senders list, you are blocking every single sender with a

hotmail address.

Adding Senders to the Allowed or Blocked Lists

To add senders to the Allowed or Blocked Senders lists.

1. Click Settings.
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2. In the Settings pane, click Spam Settings.

B mail L Address Book

Settings

Ll Preferences
B rolders
-‘h identities
B Rrecponses
=1 Password
o

Autoresponder

Mail Forward ing

Q Feedback

3. About

3. In the Allowed Senders or Blocked Senders text box, enter the email addresses that you
want to allow or block, and then click Save.

Spam Settings

Change Spam Settings

Subject Tag SPak®*
Threshold Level Use Default +
Spam Folder domspamiolder -

*@linkedin.com
“Biege.ozg
zoscofuade.ca

Allowed Senders

=pami spammers . com

Blocked Senders
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Creating an Email Signature

An email signature automatically inserts a standard footer at the bottom of all outgoing email

messages.
This tutorial will show you how to create and enable an email signature.

1. Click Settings.

Y
D< JREET L Address Book . Files Calendar ™\ RSS ‘.2 Admin a Settings
# + g B - r—1 — /
G - e, |~ s - i =l — LA A All -
Rofresh Composze : - Mark More

2. In the Settings pane, click Identities, and then click the account for which you to create a
signature.

.
e Mail .._ Address Book - Files Calendar

Settings Identities
L_,l Preferences ‘ <dehble@test.hemt.ca>xo
B Folders ——
‘ 3 identities 6 .
Responses

E51) Pazsword
o' Autoresponder
a Spam Settings

7 Maill Forwarding

a Feedback

& About

3. Enter your email signature in the Signature text box.
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Edit item
Settings
Display Name

Email

Organization
Reply-To
Bec
Set default v/
Signature
BIUsESEE eQ— = A -
FentFamiy = Font Size
ast Regards|
Signature
Deb Stewart
Aome Industries
416-555-1212
HTHL signaf ture 7

4. If you primarily send formatted (HTML) messages, you can enable the HTML
signature option which allows you to add formatting of your signature; when HTML signature

is selected, the Signature text box displays a formatting toolbar.

5. Click Save.

6. In the Settings pane, click Preferences and then click Composing Messages.

x
B Mail & AddressBook [ Files Calendar N\ RSS

Settings Section
‘ L preferences o, O user interface
Folders I Mailbox View

3 1dentities
Iy

i Responses
[0 Password
=

Autoresponder

a Spam Settings
=

? Mail Forwarding

Q Feedback

9

- About

7. In the Signature Options section, from the Automatically add signature drop-down list,

choose the option to specify the way you want to display your signature:

e never—Do not display the signature.
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o always—Display the signature on all messages, including new messages, replies, and
forwards.

e new message only—Display the signature on new messages, but no on replies or
forwards.

o replies and forwards only— Display the signature on replies and forwards but not on

new messages.

Signature Options
Automatically add signature abways '

When replying remove original signature from message 1

8. Click Save.

Enabling an Auto-reply Message

Auto-reply messages are a great way to let people know that you are away for an extended

period of time.
This tutorial will show you how to compose and enable an auto-reply message.

1. Click Settings.

B mail L Address Book . Files Calendar % s % admin 0 Settings

4

: ﬁ." $-S o2 - B3 ,. coe All

Rafrexh Compoze

2. In the Settings pane, click Autoresponder.
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‘;_,_ Preferences
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3 1dentities
- Responses

[ss1] Password

i‘ Autoresponder

" Spam Settings
W7 Mail Forwarding

a Feedback

- About

3. Complete the fields in the Autoresponder pane as follows:

o Click to put a checkmark in the box next to Enabled.

¢ In the Interval field, enter the number of days before the same recipient will receive the
auto-response message again. If not specified, the interval defaults to one day.

e Click in the End Date field, and select the date when you want to stop the autoresponse
message from being sent.

¢ Inthe Autoresponse Text field, type the message you want to be automatically sent in

reply to all incoming email messages.

4. Click Save.
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Autoresponder

Change Autoresponder

Enabled v

Interval 1

End Date 2014-07-03
Thanks for essage. I's it of the offic . If this is an urgent
matter, please contact Spencer Gibbons at 416-55
Thanks!

Autoresponse Text

Changing Your Email Password

This tutorial will show you how to change your email password while logged in to Webmail.

1. Click Settings.

Y
B mail & Address Book . Files Calendar % rRes & Admin a Sattings

o ot _wla ~ s |- e == P ooe All =
Rafrash Compose : $ Mark More

2. Click Password.
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(1] Password
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a Spam Settings

7 Mail Forwarding

Q Feedback

- About

3. Enter your current email password in the Current Password field, enter your new email

password in the New Password and New Password (again) fields, and then click Save.

Changing the Webmail Language

This tutorial will show you how to change the language of your Webmail account page.

1. Click Settings.

L Address Book . Files Calendar \ RSS 2 Admin b Settings

—p & ] : - — ,
L ol o -l ~ s - -d 8] P 4S8 o00 All =
Rafrash Compose Mark Morae

2. In the Settings pane, click Preferences, and then click User Interface.
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Settings Section
‘E Preferencesio ' ‘E User Interface Eeg

folders m Maibox View

‘., ldentities E Displaying Messages

- Responses g(’ Composing Messages

(51 Password ui Address Book

W' Autoresponder 8 Soccial Folders

¢ Spam Settings &2 Server Settings

B” Mail Forwarding -.J Othor Accouris
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& About

3. From the Language drop-down list, choose your language, and then click Save..

User Interface

Main Options

Language English (LIS} -

Tirne 2one Auto -
Time format 07:30 -

Date format 201 4-07-294 =

Pretty dates LA

Refresh (check for new messsges, ste.) every 1 minute(s) =

Browser Options

Handle popups as standard windows

Reqgister protocol handler for mailto; inks

Setting the Time Zone

This tutorial will show you how to change the time zone in your Webmail account. It is important
to keep this up-to-date if you are traveling, otherwise the time stamps on your emails will be

incorrect.

1. Click Settings.
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2. In the Settings pane, click Preferences, and then click User Interface.

}x‘ Mas Af il Fi S Calendar % RSS
Settings Section
lDrPrcferem:cs ;o; . 'Q User Interface ;e&
B Folders I Mailbox View
‘L ldentities E' Cisplaying Messages
B Responzes ix,’ Composing Messages

51 password | Address Book

N O
Autoresponder Special Folders

) B 3

*a Spam Settings

Server Settings

B” Mail Forwarding

Q Feedback

«n About

3 Other Accounts

)

3. Next to Time zone, choose your time zone from the drop-down list, and then
click Save.

User Interface

Main Options

Languages English (US) -

Time zone (GMT -05:00) Amenca/MNew York -
Time format 07:30 -

Date format 2014-07-24 ~

Pretty dates i

Refresh (check for new massages, atc.) every 1 minute(s) -

Browser Options

Handle popups as standard windows

Eeqister protocol handler for mailto: links

Save
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File Storage and Sharing Files

File sharing allows you to share files outside of email. The largest file attachment you can send
in your email is 25 MB. Using file sharing you can share or store a back-up copy of files larger

than 25 MB. This tutorial provides an overview of the file storage feature.

Important: Files uploaded to Webmail count against your mail storage quota. If your email
account has a 2 GB quota and you upload a 1 GB file, that leaves 1 GB of free storage quota for

your email messages.
To access your file storage, click Files in the Webmail header.
Uploading Files
You can save up to 2000 files in the Files section, with up to 1000 files in any one folder.
Once a file is uploaded, you can share it with others by sending them a link to the file.

1. Click Files.

& Address Book . Files Calendar N RSS 2 Admin a Settings

-+
o B . 32 = 7 £l Al .

-
Rafrash Compose Mark More

2. Optionally, select the folder where you want to store the file. If you don't select a folder, the

file will be stored at the top level, also known as the root.

3. Click the upload icon

# New § 4

4. Browse to the file that you want to upload, select it, and then click Open.
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& Downloads
] Recent Places

& Google Drive A .-
4 Libraries CleggToronto DogFlowers3

+| Documents

J" Music
&= Pictures
B8 videos
i N
{8 Computer Goldens_in_leep IMG_28%0
fos© =

‘ File name: FlatironBuilding

| @ File Upload ==5=)
Q\J [0 » Libraries » Pictures » My Pictures » Pictures - [ %3 | [ Search pictures 2
} Organize v New folder =« [ o ‘
.:-Fa;ori:‘s E’itcut.tj.res library Arangaby: “Fokdee> '
esktop res

The selected file is uploaded to the folder that you chose in step 2.

Note: Large files may take a few minutes to upload

#

j FlatiranBuilding
50

A

Phatos Doors Open Toronto

You can create customized folders to organize your files.

Create Your Own Folders

1. In the Files section, click New, and then click Folder.
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.
ET] .'. Address Book - File Calendar

O

Text file

O ==
@ From link

2. In the text box, type a name for the new folder and press the Enter key.

h
% mail L Address Book . f Calendar

- New 4+

Text file
Legal
[
From link
Pley
Videos

Documents

Legal

Photos

Videos

Sharing files

To share files and folders
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1. Mouse over the file or folder that you want to share, and click Share.

D <R _.. Address Book ‘ File Calendar % RSS & Admin Q Settings

~ Photos New 4 Deleted files

Chablis
[P

Doors Open Toronto # Rename & adfl < Share ' x
iy

2. Click to put a check in the Share link box.

.
B Mail L Address Book . Files Calendar :‘\\ res 8 admin ﬁ Sattings
* Photos New + Deleted files
Chablis
-
| Doors Open Toronto # Rename % Download e« Share x
e

| Share link

The box expands to display a link for the file or folder.

D <JEET L Address Book ‘ F E Calendar ﬁ RSS !_’ Admin a Se

- Photos New 4 Deleted files

Doors Open Toronto 4

V| Share link

1 Password protect

Send

Set expiration date

Highlight and copy this link.

You can now use the link to share the file or folder over email, instant messenger, social

networking, and so on.
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If you want to email the link to a single address without having to copy it and then paste it into
an email message, you can enter an email address in the Email link to person text file and

click Send.

If you put a check in the Password protect box and enter a password in the corresponding
field, anyone who tries to use the link will have to enter the password you specified before they

can view the file or folder.

You can also put a check in the Set expiration date and choose the date when the link will stop
working. When you click anywhere in the field, a calendar appears that allows you to choose the

expiry date.

v| Share link

s //mail test hostedemail com/oc/public.php?s

7| Password protect

—

¥] Set expiration date

30-06-2014]

(0] June 2014 0]

1 2 3 4 5 6 7
9 10 M 12 13 14
15 16 17 18 19 20 21

22 23 24 25 26 21 28

Customizing Your Spam Settings
Adding a Custom Spam Tag

By default, when a message arrives in your mailbox that Webmail identifies as spam, that
message has a flag added to it, to indicate that it's spam. The spam flag isn't visible to you, but
if you add your own custom tag, then all incoming spam messages will have your custom spam

tag added to their Subject line.
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To customize your Webmail's spam tag

1. Click Settings.

B mail & Address Book ‘ Files Calendar % rRss & admin ﬁ Settings

-—p - 1 - < -~ /
G & . -l ~ — |- . =l - v o000 All -
Rafrash Compose Mark Mora

2. In the Settings pane, click Spam Settings.

% Mail X Address Book

Settings
‘_; Preferences
B Folders
"h identities
‘ Responses
[=1] Password
@' Autoresponder
[ £F spam scttings____J
& Mail Forwarding
a Feedback

aes About

3. In the Subject Tag field, enter the custom spam tag that you want to use, and then

click Save.
We recommend that you add a space or special character at the end of your tag so it does not

run into the first word of the original subject line.
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Spam Settings

Change Spam Settings

Subject Tag SPAM*

Threshold Level Use Default ~

Spam Folder domspemicider =

Allowed Senders

span@spanmers. com

Blocked Senders

Save |

Any messages you download that are suspected of being spam will now have your

custom spam tag in their Subject line and should be easy to identify.

Choosing a spam folder

By default, incoming spam messages are sent to your Spam folder. However, you can

change the destination folder of incoming spam.
To change your destination spam folder.
1. Click Settings, and then click Spam Settings.

2. From the drop-down menu next to Spam Folder, select the folder where you want

incoming spam messages to be delivered, and then click Save.
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Spam Settings

Change Spam Settings
Subject Tag SPARN*

Threshold Level Use Defeult «

Spam Folder domspamiclder -

*Elinkedin.com
*Rigee.org
roscofuade. ca

Allowed Senders

=pami=pammers. com

Blocked Senders

Choosing the Spam Block Level

If you are receiving too much spam in your Inbox, or too many false positives in your
Spam folder, adjusting the spam blocking level may help. The spam blocking level
determines how likely it is that a message wil be marked as spam. A higher blocking
level means messages are more likely to be marked as spam; however, you may also

find that a lot of innocent messages are also classified as spam ( false positives).
1. Click Settings, and then click Spam Settings.

2. Choose the spam blocking level from the drop-down menu next to Threshold Level,

and then click Save.
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Spam Settings

Change Spam Settings

Subject Tag SEaM®

Threshold Level Use Default -

Sparm Folder domspamiolder -«

“€linkedin.com
*@isee.org
roscofuade.ca

Allowed Senders
EpamiEparmer . com

Blocked Senders

If you choose a level other than Normal, the spam filter will be more aggressive in

classifying messages as spam.

If you choose Use Default, your mail will be filtered for spam using the level that is set

for your domain.

If you choose High or Very high, more messages will be classified as spam; however,
you may also find that a lot of innocent messages are also classified as spam. These

messages are referred to as False Positives.

Using the Calendar

The web-based calendar feature allows you to manage your schedule online in

Webmail. This tutorial provides an introduction to the calendar's features.

To get started, click Calendar.
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+ Create event month | week | day | | agenda Wednesday May
’
Calendars Wed 2§
defaul all day
= 08:00
Preferences 09:00

You can click Day, Week, Month or Agenda to view or add upcoming events.

month - week - day agenda

Sun 25 Mon 26
all day

08:00

09:00

To add events to the calendar, double-click a time slot. You can then set details such as the
name of the event, the location, and the duration.

Create event L]
% General options C Repeat £ Reminders ® Workgroup

Summary  Jazz brunch

Location  Blue Note

Calendar default ‘v:
Start date 2014-09-14 11:00
End date  2014-09-14 13:00
Allday |
Description

[ Save | | D Cancel

4

Click the Repeat tab to create a recurring event such as a weekly meeting.
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X ]

Create event
% General options < Repeat Lu Reminders 2 Workgroup
Repeat Weekly :

Count

until

You can also set reminders to appear when the event is coming up. You can have reminders
that are set at a specific number of minutes, hours or days before (or even after) the start or the
end of the event, and you can set a reminder for a specific date and time.

Create event (=]

% General options G Repeat L Rewminders = Workgroup

®© 15 minutesF before m start m ]

New reminder:

® 1 days |L befare |L] start |:] @

Hew reminder:

e 20140530 |13:00 (+]

[ Save D cancel

A
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