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1 Loggingin

At the login screen, enter your username (login) and password assigned to you into the
appropriate boxes. You may select your preferred language from the list of available
languages here if you wish. Once you’ve filled in the required fields, click the Log in button
to log in.

Username| |

Pasawurd| |

Language | Endlizh fAmetican) w

For Questions and Comments Please Contact infogogou. edu
Tel: 00 972 2 296457 1/25304 , Fax 00 872 2 28648485
Copyright @& 2005-2007 Al-Quds Open Lniversity

2 Inbox display:

Initially, messages will be arranged by date, from most recent to most historical.
The messages are categorized by the following icons:

Un=seen Answweredd Important Deleted Draft Perzonal Hicih Pricrity |E|
Ly
Attachment Signed Encrypted

Priarity

2.1 Page navigation:

Depending how many e-mails are stored in your Inbox, there may be several pages of
messages through which you might want to navigate. The Page Navigation buttons, located at
the top of the messages on the right hand side, allow the user to quickly and efficiently scan
through his/her messages.

Kaal2 |



2.2 Folder navigation:

Any folder stored in your account on the e-mail server is available in the web mail. To access
messages stored in your folders, use the Open Folder drop down box located in the Message
Navigation Screen.

Cpen Folder Inbox b

Click the down arrow in the Open Folder drop down box. A list of available folders is
displayed. Select the folder to which you wish to navigate. The contents of the folder are
displayed on the screen.

2.3 Using Mail Folders

2.3.1Create a New Folder

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

= Ej o P ¥ S ¢ &l
Inbox MNew Message {l_n] Search Filters ©ptions Problem Log out

2. From the Choose Action selection box, select Create Folder.

= E] o P v 'Y 0

(=)
Inbox Mew Message Search Filters OQptions Problem  Log out

Folder Navigator [2]

Choose Action: ™ Expand all | Collapse all
Choose Action:

Create Folder

Rename Folderis)

Delete Folder(s)

Check Folderdsy far Meww bzl

Do Mot Check Folderds) for Bew: hail
mark All Messages in Folder as Seen
mark All Messages in Folder as Linseen
Diownload Folder(s)

Download Folder(s) [zZip format]

Empty Folderis)

Furge Folderis)

Import Messages

Rehuild Folder Tree

I A I A A |




2.3.2Moving and Copying Messages between Folders:

In order to keep your Inbox and other folders organized, you might wish to move messages
from one folder to another. This task can easily be accomplished by using the Move/Copy
drop down box located in the Message Navigation screen.

e Click the Selection box next to the message(s) you wish to move.

[w & 34 11:26:37 AM  ictcsupportEgou.edu Hetwork Development
[ 33 030472007 Training Department W. RHCE Session

e Click the down arrow in the Move/Copy drop down box located in the Inbox and
select the folder into which you would like to move the message.

Inbox (36) [2] ¥ M Page 1 of 2
Select: » || Mark as: % |Move | Copy | Messages to W
Delete | Blacklist | Whitelist | Forward | View Messa Messages to
[ # ¥ Date From New Folder tE [Thread]
[ & 41 09:58:13 AM  To: akhalil@gou| — for Papers - J«= 3!
= L Inbox
v 42 09:53:34 AM  ictcsupport@gol Development
a PPON@AOY | |k E-mail i
[ % 40  03/0472007 hiba taher
I_ 39  03/04/2007  Training Departr Sent-mail 'E Session
i trash - -
| =@% 38 03042007  sshalabi . ) At e as Tl

e Click Move: The message is marked for deletion from the originating folder and is
placed in the specified folder.

e To copy a message into another folder, follow the above directions, but choose in step
number 3. The message will be available in the originating folder and the destination
folder.

2.4 The Delete Menu
2.4.1Deleting a Message

e Click the selection box next to the message(s) you wish to delete.

Inbox (29) [2] 7 M Page 1 of 2
Select: w || Mark as: * |Move | Copy | Messages to A"

Delete | Undelete | Blacklist | Whitelist | Forward | View Messages

[ ¥ # Date From Subject [Thread]

[ & 34 11:26:37 AM  ictcsupportEgou.edu Hetwork Development
[ 33 030412007 Training Depantment W. RHCE Session

e Click delete, the message will be marked for deletion from your e-mail account.



030442007 Training Department FW: RHCE Session

To permanently remove the message:

1 to 30 ot 34 Messages

Ka<a[L |
Hide Deleted | Purge Deleted

@ Size

e From the Inbox, click "Purge Deleted". The message is permanently deleted.

2.4.2 Undelete a Message

Once a message has been purged the user can no longer "undelete" the message. However, if
the e-mail is simply marked for deletion as in the above, then it can still be undeleted. To
Undelete a Message:

e Click the selection box next to the message(s) you wish to undelete.

030402007 Training Department FW: RHCE Session

e From the Inbox, click Undelete. The message will be restored.

Inbox (29) [g] ¥ M Page 1 of 2

| Select: v|| Mark as: v||u|m,e| cﬂ.w| Messages to v|

Delete | U elg;el Blacklist | Whitelist | Forward | Wiew Messages

r v Date From Subject [Thread]

v B 34 +H26:37AM  ictesupport@aottedy HetworkDevelopment
r 33 030452007 Training Department FW: RHCE Session

2.5 Sorting Messages

QOU web mail has robust sorting tools, which allow the user to quickly and easily sort
through messages. The sorting options are displayed as headers above the messages in a
folder.

r ¥ # Date From Subject [Thread] Size
M A= 34  11:26:37 AM  ictcsupport@qou.eduNetwork Development 2KB
I- 33 03/04:2007 Training Department FW. RHCE Session G KB

Messages may be sorted by selection, number, date, sender (From), subject, and size.



2.5.1 Sorting by Date

Messages will be arranged by date, from most recent to most historical. If you wish to reverse
the order in which messages are displayed, simply click the up arrow in the Date header.

2.5.2 Sorting by Sender

If you wish to scan through all of the messages from a particular sender, click the up arrow in
the form header. Messages will be sorted alphabetically by sender.

2.5.3 Sorting by Subject or Thread

To sort by subject, click the up arrow in the Subject header, the messages will be sorted
alphabetical by subject headers In the Subject header.

2.5.4 Sorting by Size

Sorting e-mail by size is an efficient way to delete obsolete e-mail messages in order to
reduce the amount of space your e-mail account is taking on the server. To sort by size, click
the up arrow in the Size header. E-mail is displayed from smallest file to largest.

Click the up arrow in the size to reverse the order.

2.6 Selecting Messages by Criteria

The select feature is the ability to select multiple like messages at the same time:

e Click down the arrow in the Select drop down box to view the categories of
The E-mail that may be selected.

Inbox (25) [ ¥ M
Select: % || Mark as: * |Move | Copy | Messages to L
Select: Elacklist | Whitelist | Forward | View Messages
ﬁltlme Date From Subject [Thread]
Invert 11:26:27 AM ictcsupporti@gow.eduy Network Development
Eii’;en 03/04/2007  Training Department FW: RHCE Session

- 03/04/2007 sshalabi P o ol Awais aef o LTl
Notimportant™: 03/01/2007  To: akhalil@gou.edu Microsoft Office Outlook Test Me:
newered 021282007  hiba taher kel bl Y ook sl s 155
Deleted Q2282007 sshalabi Fiw: Wireless proposal

e Choose a category to view. The selection boxes in each of the messages matching the
selection criteria will be checked.



Inbox (25) [z ¥ M

[Select AIENES: v |Move | Copy | Messages to v

Delete | Undelete | Blacklist | Whitelist | Forward | View Messages

[ ¥ # Date From Subject [Thread]

W B4 28 11:26:37 AM  ictcsupport@gou.edu Nerwork Development

[ @ 27 03042007 Training Department W. RHCE Session

[ %‘%} 26 03/04/2007 sshalabi P Silsaes ) Al et et | el

[ A@ 25 030172007 To: akhalil@gou.edu Microsoft Office Outlook Test Mes
¥ @4y 24 021282007  hiba taher Tnalalls ol il Lo alsinedds 1l g 7
v BTy 23 02/28/2007  sshalabi Fw: Wireless proposal

e Click the down arrow in the "Mark as" drop-down box to view the action options.

Inbox (25) 2] ¥ M
|Se|em: v| Mark as: ¥ |Mowe | CDW| Messages to v|
Delete | Undelete | Mark as: t| Forward | View Messages
Seen
[ R\ inseen om Subject [Thread]
[ AQ’ 28 Impaortant csupporti@gou.edu Network Development
g o7 %imng Department FW: RHCE Session
I_%% 26 1 Unanswered nalabi Fuv; laaws ! :‘-'“AP-'EE.&_'-'E'
 AD0g 26  (Deleted akhalil@gou.edu Microsoft Office Outlook Test Mes
Mot Deleted - e -
VT 24 Draft a taher darlalls ol Ly alaiids 1 alf o 747
v BTy 23 Mot Draft talabi Fw: Wireless proposal

2.7 The Refresh Button

The Refresh button provides a quick, manual means of checking for new mail. From the
Message Navigation Screen, click the refresh icon. All new messages will be automatically
displayed.

Inbox (25) [z 7 M

| Select: V| Jrefresh Inbox (Accesskey R) M

Delete | Undelete | Blacklist | Whitelist | Forward | View Messages

[ ¥ # Date From Subject [Thread]
A E=48 28 11:26:37 AM  ictcsupportqou.edu Network Development

3 The Shortcut Buttons

QOU web mail service also offers a new shortcut menu designed to make navigating and
managing your message boxes. The shortcut buttons offer a range of end-user options from
composing messages to logging out from the web mail service.



[ (4 (Y il ¢ &
-;ﬂ"')ﬂew Message Folders Search Filters ©ptions Problem Log out

’E

3.1 The Inbox

3.1.1 Navigating the Inbox

e Click the subject or the sender. A screen is displayed with the contents of the e-mail
message.
Note: Only new messages and messages stored on the server will be visible.
Anything stored on your local computers will not be accessible through web mail.

= F B P2 K9

(=)
Inbox MNew Meszage Folders Search Options Problem Log out

Inbox: VC Diagram (1 of 29) &=

Mark as: * |Mowe | Copy | This messageto |+
Delete | BReply | Forward | Redirect | View Thread | Blacklist | Whitelist | Message Source | Save as |
Date: Wed, ¥ Mar 2007 15:24:20 +0200 [02:24:20 FM IST]
From: ictcsupporti@gou.edu
To: akhalil@gou.edu
Subject: VC Diagram

Download All Attachments (in zip file) @
Headers: Show All Headers

1 unnamed [textiplain] 0.13KB 4,

This message was sent using IMP, the Internet Messaging Program.
Delete | Reply | Forward | Redirect | View Thread | Blacklist | Whitelist | Message Source | Save as ||
Mark as: * |Mowe | Copy | This messageto «

A Menu Bar runs across the top and bottom of the message window. This menu
allows you to execute several message functions.

hark as: * |Move | Copy | ThiS messageto (v
Delete | Reply | Reply to all | Forward | Redirect | Miew Thread | Blacklist | whitelist | Message Source | Save as | Brint



3.1.1.1 Deleting a Message From Within the Message

To delete to the current message, click Delete. The message will be marked for deletion from
your account.

To permanently remove the message:
¢ Return to the Inbox by clicking Inbox button.
¢ From the Inbox, click Purge Deleted. The message is permanently deleted.

3.1.1.2 Replying To a Message

To reply to the sender of the current message:

Send Message | Save Draft Cancel Message |

Identity akhalil@gou.edu (Default Identity)

To |i::.1:::.suppr:|rt@qr:|u Ledu |

ce | |

Bce | |

Subject |Rn.=_-: WC Diagram |

Charset | Western (150-8859-1) L |

Address Boolk Expand Names

Request a Read Receipt
@' Switch to plain text composition

Text

= |'I'|n'|es Mew Roman v| |3(12pt}| v| |Nn:-rma| V| B 7 U &  * <
Path: body = p
Send Message | Save Draft | Cancel Message |
Attachments
F|Ie1:| || Browse... ||Attan:hrnent w

(Maximum Attachment Size: 10,485,760 hytes)

Save Attachments with message in sent-mail folder?
Link Attachments?

e Click Reply. The message will automatically be addressed to the sender.
e Type the reply in the text box.
e Click Send Message.



3.1.1.3 Replying To All

To reply to everyone in the "to," and "cc," lines of a message:

e Click Reply to All. The message will be addressed.

e Type the reply in the text box

o Click Send Message. The message is sent to every address listed in the "to," and
"cc," lines of the original message. Addresses on the "bcc" line will not be
available using the Reply to All features.

3.1.14 Forwarding a Message

To forward a message to an address:

e Click Forward. The Forward dialog box will appear.

e Type the e-mail address(s) to which you wish the e-mail to be forwarded in the
"to," "cc," and "bec" lines of the composition window.

e Click Send Message.

3.1.15 What Is Message Redirection And How Do | Use It?

Redirecting a message is similar to forwarding a message except that the sender does
not have the ability to type an introduction to a redirected message as he/she would if
the forwarding option was chosen.

Redirection is beneficial when the user wants a quick and efficient means of getting a
piece of mail to another e-mail user with minimal time and effort.

Redirect this message

Address Book Expand Names
To | |

| Redirect Mezsage | Cancel Message

To redirect a message to another address:

e Click Redirect.

o Type the recipient's address in the "To" line of the screen that is appeared when
you click Redirect.

e Click Redirect Message.

3.1.1.6 What Is The View Thread and How Is It Used?

Thread is a series of messages that have been sent as replies to each other. By choosing
View Thread, you can read all of the messages in the same thread.



Thread Display: VC Diagram

Thread Display
Vi Diagram (ictcsupport@gou.edu)

Date: Wed, 7 Mar 2007 15:24:20 +0200 [02/07/2007 03:24:20 PM I5T]
From: ictcsupport@gou.edu
Subject: VC Diagram

3.1.1.7 What Is The Black List and How Is It Used?

Black list is used to get rid of spam in your inbox. A blacklisted mail will be deleted
and never enter your inbox or you will choose to send black list messages to any other
your message box. It is not recommended to use black list with delete all without
copying options, because you can lost your real messages. Use Filters instead of this.

& The address "ictcsupport@gou.edu™ has been added to your blacklist.
&» Click HERE to go to your blacklist management page.

Inbox (24) [ 7 M

Select: w || Mark as: * |Move | Copy | Messages to L

Delete | Undelete | Blacklist | Whitelist | Forward | View Messages

[ ¥ # Date From Subject [Thread]
W&% 20 03072007 ictcsupporti@gou.edu VC Diagram

To blacklist an email address, select it in the mailbox and then click the Black List
link on top. The system will put the blacklisted email address in your filter rules.
Note: If you accidentally put someone's email address in the blacklist, you will never
receive mail from this person in your inbox until you remove this email address from
the filter rules. Please control given message boxes.

3.1.1.8 What Is The White List and How Is It Used?

White list is used to get all messages from the given e-mail addresses. To white list an
email address, Click on Edit your white list to proceed to the page where you can add,
delete, and edit the list of e-mail addresses you ALWAYS accept mail from.

Note: The central SPAM filter of email service is different form black list and white
list. So they can not affect each other. These black and white lists are special only for
your central account.

3.1.1.9 What Is The Message Source And How Is It Used?
The message source feature gives users the ability to display the entire message

header. This header shows the electronic path that the message took to get to the
user's e-mail account. This information can be useful in many ways, but one of the

10



most important things the message source can tell you is where a suspicious e-mail
may have originated.

To view the message source, click Message Source. The electronic path the message
took will be displayed.

3.1.1.10 Opening/Saving Attachments

To open and/or save an attachment:
e Click the attachment icon located in the message. A dialog box appears asking
whether you want to open the attachment or save it to disk.

File Download [X|

_ Do you want to open or save this file?
Marme: %WC_Diagram,zip
z | =

Inbox  MNew Message Type: WinR&aR ZIP archive, 32.3KE
From:  mail.gou.edu

Inbox: VC Diagra ] [

Open Save ] [ Cancel

| Mark as: w |Mu:we|

Delete | Reply | Forward |
Date: Wed, 7 Mar 200
From: ictcsupporti@ago

To: akhalili@gou.ed
Subject: VT Diagram

harm your computer. IF you do nat trust the zounce, do not open or

I@' YWhile files from the [nternet can be uzeful, zome files can potentially
"
= zave this file. What's the righ?

Download All Attachmentsfjn zip file) )

Headers: Shg Crownload All Attau:hmuents (in .zip file)
1 unnamed [text/plain] 0.13 KB é

o To open the attachment, click the Open it radio button.
e To save the attachment to your hard drive, network drive, floppy or other portable
storage media, click the Save it to disk radio button.

11



Ef

MNew Me=s=age

3.2 The New message

e To view the composition features embedded in web mail, click New Message toolbar.
The following screen will appear:

Send Message | Save Draft Cancel Meszage |

Identity akhalil@gou.edu (Default Identity)

To |ictcsuppr:|rt@qnu. edu |

Ce | |

Beco | |

Subject |Re: VC Diagram |

Charset |‘."'.festern (150-8858-1) v|
Address Book Expand Names
Request 3 Read Receipt
@' Switch to plain text composition
Text |T|mes Mew Roman V| |3[12pt} V| |N|:|rma| V| B 7 U8 = i
Path: body = p
Send Message | Save Draft | Cancel Meszage |
Attachments
F|Ie1:| || Browse... ||Aﬂachment hd

iaximum Attachment Size: 10,485,760 ytes)

Save Attachments with message in sent-mail folder?
Link Attachments?

3.2.1 Addressing a Message

3.2.1.1 Manually Typing an Address

If you know the address of the recipient, you may simply type the address in the "To,"
"Cc," or "Bec" lines of the Composition dialog box.
A comma and a space should separate multiple addresses in one category.

12



3.2.1.2 Obtaining an Address from a Personal Address book

In order to obtain an address from a Personal Address book, the user must either
import an existing Address book from another e-mail client or enter single contacts
one at a time into their Web mail Personal Address book.

To import addresses from another mail client you must start by exporting the
addresses to folder in your PC.

3.2.1.2.1 Directions for exporting an Address book from the Web mail

to Microsoft Outlook

3.2.1.2.1.1 Exporting contacts file to Microsoft Outlook

e From the sidebar expand organizing and click address book.
e From the shortcuts buttons click Import/Export.

e Select comma separated value as an export format.

o Select nhamaydeh's address book then click export.

o Save the contacts file in a specific location.

* 5
Horde = & P =
E Mail (23) My Address Books Browse HMNew Caontact Search {h-']
@ Qrganizing

@ Address ook | |LMPOrt Address Book, Step 1

Select the format of the source file:
feee r| N C t
W ontag Comma separated values  w

Feplace existing address book with the imported one? Warnir

- =F nhamaydeh

b P Search Select the charset of the source file:
..... ] calendar Western (IS0-8859-1) v
----- | A Motes

] Task Select the file to import:
asks || Browse...

& My Account

o Cptions Mext

----- Global Options

..... address Book | EXport Address Book

..... @ Calendar Select the export format:

_____ T Filters Comma separated values w
""" [ Mail Select the address book to export from:

----- | A Motes nhamaydeh's Address Book

----- @ Tasks

ﬂ Log out — Export
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3.2.1.2.1.2 Importing contacts file from web mail.

e Open the Microsoft Outlook, from the menu bar choose File:
Import and Export

Outlook Today - Microsoft Outlook

| File | Edit Wew Go Tools  Ackions  Help
| tew *|o/Sornd @ B @eck @04 9] £ @ | ou
i open »

Close all Ikems

ersonal Folders - Outlook Today

Eolder »

Data File Managemenrt. .. Calendar

_| Imp-:url;rend Excpart. ..
P.Lchivgﬁ .
=4 Prink... Chrl+-P

| Wark, OFfline

Exit

r:-] Sent Tkems
= [ Search Falders
= =3 Archive Falders
fa] Deleted Items
| Senk Ikems
L Search Falders

e From the Import and Export Wizard choose Import from
another program or file and click next

Import and Export Wizard

Choose an action to perform:

Excport bo a File

Import a YCARD File (L wf)

Import aniCalendar or wCalendar File (L wes
rom another program o File

Import Internet Mail Account Settings h

Import Inkernet Mail and Addresses

Description

Impart daka from ather programs or files, including
ACTI, Lotus Organizer, Personal Folders [ PST),
Schedule+, database files, text files, and others.

< Back Mexk = l [ Cancel
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e Choose Comma Separated Values (Windows) from the wizard
below, then select the contact file saved from the web mail to be

imported and select a destination folder such as contact folder for
the contacts to be saved in Microsoft Outlook

Import a File

Select file tvpe to import From:

ACTI 3%, 4.3, 2000 Conkact Manager For wWindows A
Comma Separated Yalues (D05 1
Comma Separated Yalues (Windows)
Lokus Organizer 4.x

Lokus Organizer 5. B
Microsaft Access

Microsaft Excel

Outlook Express 4., 5., 6.x

£

o
&,
-

[ < Back. ” Mt = ][ Zancel ]

Now all email accounts in QOU web mail will be added to your
Microsoft Outlook.

Import and Export Progress

=

= )

Importing Contacts from contacts.csy inko 'Contacts'

15



3.2.1.2.2 Accessing Imported Address books for the Compose Window

You may now access all imported contacts from your Address book. To do
this:
. From the New Message dialog box click Address Book.

Address Boolk

=1
.ﬁ.ddresa]annk Expand Mames Special Characters Attachrnents
. Click the down arrow in the "from" dialog box and choose My
Address book.

|Addre55 Book

IFind | | from | nhamaydeh's Address Book v ||  search |
[nha

e by clicking OK*

*Please select addressies)
aabdillah

aabdo

israa ahu aavash

Hani Abadi

mohammad ali ahadi

lrnad Al Din O, Al Abadleh
Farefiy. Al Abasi

Tharifa abasi

mMohmmad A Abbas bl
Display | IMame b Delete |
(1% Cancel |

. Type the name of the contact located in your Address book that
you wish to find

. Click Search. All names matching the search criteria will be
displayed.
. Click the name of the person to whom you would like to
address the mail, and then click "To," "Cc," or
"Bee."

. Click OK at the bottom of the Contact list dialog box to return
tothe Composition Click window. The e-mail addresses
added in the Contact list dialog box will be visible in their
respective lines.

3.2.1.3 Using the Expand Names Feature

The Expand Names Feature in the Composition dialog box allows users to enter
partial e-mail addresses and obtain a list of candidates matching the known criteria.
To use this time saving feature:

16



o Enter the first name, last name, or partial name of a person in the "To," "Cc," or
"Bec" line who you know to be present in your Web mail Personal Address book.

Expand Mames
e Click the Expand Names button on the Options toolbar.

e A down arrow will appear in the line with the information you typed to the right.
For example you want to send an email to mohammad and you don’t know his
email. when you type mohammad in the bar the web mail will retrieve all the
emails accounts with the name mohammad

Message Composition

| Zend Message I Save Draft Cancel Message |

ldentity akhalil@gou.edu (Default [dentity)

To CI"IEIEISE a match ar edit the address ta the right: |mnhammad |

‘Choose 5 o the right: .
Cc mnhammad al| abam ﬁmabam@qnu edu= |
Mohammad lbrahim AbuDahook =mabudahookiggou.edu=
Boco |"Maohammad A Al Agha" =magha@gou.edu= |
Mohammad Ajarmah <=majarmeh@ogou.edu=
Subject |"Mohammad H. AIM =mali@gou.edus |
"Moharmmad Y. Almasr” =mmasri@gou.edu=
Charset ["Mohammad MH. A" =mamrog@gol.edu=
hapwa mohammad ashal =nashal@gou.edu=
Hussni mohammad abedlkareem awad <hawad@ogou.edu=
mohammad awawdah =mawawdah@ogou.edu=
"Mohammad Sh. Badwan" =mbadwan@dgou.edu=
farihan mokarmmad barakat =fharakat@ogou.edu=
mohamimad hraigeeth =mbraigeeth@ogou.edu=
mohamimad bzodr <mbzourggou.edu=

e Click the down arrow. A list of names will appear.

e From the drop down list, select the name to which you would like the e-mail sent.
The e-mail is addressed.
If the name does not appear, it may be that there is not enough information to
process the search or no one meets the specified criteria.

3.2.2 Attaching a File to a Message

You will only be able to attach files located on the local drive of the computer on which
you are working or on a media storage device (e.g. CD-ROM, floppy disk, etc.).
To attach a file to an e-mail:

Attachments
e From the New Message dialog box click attachment
o The attachment area of the New Message dialog box is brought into view at the end of
the New Message window.

17



Attachments

File 1:|C:‘H.FC diagram. Lxt || Browse... | Aftachment

File 2: | | Browse.. ||Attachment s | _ Urdate

(Maximum Attachment Size: 10,485,760 hytes)

Save Attachments with message in sent-mail folder? o e

Link Attachments? [ [

e Click the Browse button. The file upload dialog box is displayed

o Navigate to the file you wish to attach, and then click Open. The file is displayed in
the attachment text box; however, it is still not attached to the e-mail.

e Click Update. The file is attached to the e-mail and will be sent with the message.

i
3.3 FOLDERS: ]

To navigate to the Folders Window, click Folders from Web mail toolbar. Your screen
should look similar to this:

= Ej o P K ¢ el
Inbox Mew Message T Search ©Options  Problern  Log out
YW

Folder Navigator [2]

[ | Choose Action: A Expand all | Collapse &ll
I =] Inbox (31/37)

™ e Junk E-mail

J - =) Metworking

[ sent-mail

3.3.1 Creating Folders in Web mail

Any folders created in Web mail will be available both on the web mail clients and on the

server.

o If you wish to make the new folder a subfolder, place a check mark next to the parent
folder. If you do not, skip this step

e Click the down arrow in the "Choose Action" drop down box.

e Choose Create Folder.

e Enter a name for the folder, and then click OK.

If the folder is not immediately visible, click Expand All. The folder should be displayed.
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=) [ i je 7 ¢

(=]
New Message Search Qptions Problemm  Log out

Folder Navigator [2]

— Script Prompt:

[ | Create Folder o Expand all | Collapse all
I Inbox (31/37)

I [C=y Junk E-rmail

v i =3 Metwoarking

[ i Gl cent-mmai

BER*® Explorer User Prompt

r

Y'ou are creating a sub-folder to Metwarking.
Pleaze enter the name of the new falder;

ICTC

3.3.2 Renaming a Folder
From the Folders Window:

Select the folder you wish to rename by placing a check mark next to it.
Click the down arrow in the "Choose Action" drop down box.
Select "Rename folder."

Type the new name for the folder and click OK. The folder is renamed both in Web
mail and server side

3.3.3 Deleting a Folder
From the Folders Window:

Select the folder you wish to delete by placing a check mark next to it.

Click the down arrow in the "Choose Action" drop down box.

Select Delete Folder. You will be given two chances to change your mind, if you are
sure-- answer OK both times. An answer of Cancel will keep the folder.

If you chose OK twice, the folder is deleted from both Web mail and server-side.

3.3.4 Emptying Folders

To remove all contents from a folder, enter the Folders Window, then:

Place a check mark next to the folder for which you wish to remove all contents.
Click the down arrow in the "Choose Action" drop down box.
Choose Empty Folder(s). A warning message will be displayed.

If you are sure you wish to delete the messages, click OK. The messages are deleted,
there is no second warning.
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3.4 The Search Function

If you are looking for a lost e-mail or looking for all the e-mail sent on a particular day or

by a certain person, you will find the Search Function very useful. This feature allows

users to search through email in available folders to find messages that match any one of

dozens of criteria options. To set criteria to search for e-mail:

e From the Inbox, click Search. The Search dialog box appears. The figure down shows
you an example how to search in your inbox messages, subject that matches the word

(VO).
= [ i) 2 XK 9 &l
Inbox Mew Message Folders Qptions  Problemm  Log oot
b,
S
Search

| Submit I Reset

Message matches
Match Any Quens | ™ | Match Al Queries

Subject | fic ™| 00 woT mateh
AND Selecta field w

Message flags

Qe messages Mew messages Both
Answered messages Linanswared mMessages E Both
fmpotant messages Mot important messagesﬂ Both

Deleted messages Mot delebed messages E Both
Message folders

Select all | Select none
Inhl:u}{ Netwnrking
Junk E-rmail sent-rmail
Virtual Folders

save search as a vilual folder?
Virtual foider label: | |

o Enter the search criteria in the Search form from Message matches, Message fields,
Message flags and Message folders, which is the word (VC) in this example.

e Click Search. The results are displayed here with the message the matches the word
(VCO) in its subject.
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= | b P ¥ K0
Mew Message Folders Search Filters Options Problem

Log out
Search Results [ [ &
Select: w || Mark as: W Move | Copy | Messages to W
Celete | Undelete | Blacklist | whitelist | Forward | Wiew Messages
Inbaox
[ ¥ Date From Subject
F&% 29 02072007 ictesupportiE@gou.edy Wi Diagrarm

3.5

Unseen Angyvered Important Deleted Draft Perzonal High P

7
The Filters Features

The filter features is used for writing your own filters for your incoming messages. There
are four different filter choices in Web mail.
White List is used to write a filter that is used to get all messages from the given

E-mail address.
Vacation is used to write a vacation message. When you are on holiday, you can want

to remind the e-mail senders that you are out of your place, so you will reply the

messages later.

Black List is used to filter unwanted messages from the given e-mail address.
Forward is used to forward incoming messages to any other e-mail address.

=) E i) P | K @

(=)
New Message FEolders Search Options  Problem

Log out

L,
QOptions for Mail

Filter Settings

SF Edit vour filcer rules
S Edit vour blacklist
S Edit vour whitelist

Filter Options

Spply filter rules upon logging on?

Apply filker rules whenever INBCX is displayed?
Sllow filter rules to be applied in any mailboxz?
Show the filter icon on the menubar?

Save Options Return to Options
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Also filters are used for separate incoming messages for different folders. When you want
to copy all messages according to it’s "from" address you will use filter settings to write a
new rule to your filter file.

To write a new rule:
e Click Edit your filter rules link under the filter settings, at the first page of Filters

menu.

7 7 K I K 9 el
whitelist  Blacklist Mail ©Options Problemm  Log out

Existing Rules

Edit Rule Enabled
L& 1. & Whitelist o
L& 2. ¥ Blacklist o
| Mew Rule | apply Filters

Additional Settings

Display detailed notification when each filter is applied?
Filter Options | Filter All Messanes w

Sawve Settings |

e Click New Rule button.

o Edit the rule name on the Rule Name part

e Choose your filter properties from drop down menu. You will check one or more
choices for filter.

e Choose a message box for the new filter. When the filter is activated, an incoming
message will be controlled against your filters. If the incoming message properties are
the same as your new filter rule, then message will be copied to the selected message
box.

e Click button to stop checking if this rule matches, not to copy these filter messages
both of your selected message box and your inbox. If you did not click this option,
your incoming message that matches your filter will be copied to your selected
message box and your inbox too.
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¥ v X = K ¢
Filter Rules hitelist Blacklist Mail ©ptions Problem Log out

Filter Rule

Rule Marne : |commercial
For an incorming message that matches:

II of the fallowing nﬁ_.r ofthe following
Suhbject v Contains v
and | Select a field v

Do this:
Delete message completely: W

Stop checking ifthis rule matches?
Save | Return to Filters List

3.5.1 White List
White list is used to get all messages from the given e-mail addresses.

To white list an email address,
e Click on Edit your white list to proceed to the page where you can add, delete, and

edit the list of e-mail addresses you ALWAYS accept mail from.

v v X = ®K ¢ g
Wwhitelist  Blacklist Maill ©Qptions Problern  Log out

Existing Rules

Edit Rule Enabled
Ei 1. 7 Whitelist o
& 2.3 BN Edit whitelist o
Mew Rule | apply Filters

Additional Settings
Display detailed notification when each filter is applied?
Filter Options | Filter All Messages w

Save Settings |
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¥ 7 X K ¢ el
Filter Rules Blackhst Maill ©ptions Problern Log out

Whitelist

Whitelist addresses:
ictcsuppnrt@qnu.edd

Save | Feturn to Rules List |

e Click Save button to save your changes.

Note: The central SPAM filter of email service is different form black list and white list.
So they can not affect each other. These black and white lists are special only for your
own user account.

3.5.2 Black List

Black list is used to get rid of spam in your inbox. A blacklisted mail will be deleted and

never enter your inbox or you will choose to send black list messages to another message

box. It is not recommended to use black list with delete all without copying options,

because you can lost your real messages. Use Filters instead of this.

To blacklist an email address, select it in the mailbox and then click the Black List link on

top. The system will put the blacklisted email address in your filter rules.

Note: If you accidentally put someone's email address in the blacklist, you will never

receive mail from this person in your inbox until you remove this email address from the

filter rules. Please control given message boxes.

To add a new filter to your black list:

e Choose action for blacklisted addresses. Delete message completely is not
recommended because of the loss of the messages.

o Enter the e-mail address to the e-mail addresses part. If you want to add more than
one address please write the new address to a new line.

e Click Save button to save your filter.
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v 7 KX @ K 9
Filter Rules whitelist Mail Options Problern  Log out

4 Changes saved.

Blacklist

Action for hlacklisted addresses:

Egelete message completely

E'Mmre message to folder; | Selecttarget folder |+

Enter each address an a new line;
life_is_beautiful@grahcncn N atuliil

Save | Return to Rules List |

Note: The central SPAM filter of email service is different form black list and white list. So
they can not affect each other. These black and white lists are special only for your own user
account.

3.5.3 Vacation

When you are out of the city or busy for replying messages. You will send a response to

incoming message senders.

To activate your vacation:

o Enter e-mail addresses which you want to send a response to the senders into the "My
email addresses" part.

e Enter e-mail addresses which you do not want to send a response to the senders into
the "Addresses to not to send responses to" part.

e Click the button when you do not want to send a response to the lists.

o Enter the number of days for replies.

o Enter your message which will be sending in the response e-mail.

e Save your changes.

3.6 Address Book Features

The Address book feature in Web mail gives the user the ability to search for addresses, add
addresses, and even import whole Address books from other programs. If you want to add
your old address book to the Web mail, please look at the Help's 3.2.1.2. And 3.2.1.2.1.

To access the Address book’s features:
o From the Web mail sidebar, click Address Book.
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T
-- Horde —I = @ p
MNew Contact

Iﬁl Mail (26} My Address Books Browse Import/Expo
----- S Filters
----- T, Wacation Advanced Search |
""" @NEW Message Find | Marme s | Matching |f | From

----- [=] Inbox (26}
----- =3 Junk E-rail
----- =) Metworking
----- LE sent-rmail

@ Qrganizing

EI| Address Book
Mew Contac__|

------ = My address

e The Address book window is displayed. The default screen display is the Search
dialog box. If you would like to search for a name or e-mail address, type the name or
part of the name in the "Matching" text box and select the Address book you would
like to search. A list of names matching your search criteria will be displayed.

= R £ = - ¢
My Address Books Browse MNew Contact Import/Expart Mail ©Options  Problem

Advanced Search|

Find | Mame » | Matching |m|:|hammad | From | nhamaydeh's Address Book

hly Address Book
nham avde dt Book

Basic Search
Export | Copy |0 & different Address Book + | | add | toa Contact List W

@*ﬁ A Name

maoharmmad ali abadi
Mohammad lbrahim AbuDahook
mMoharmmad A Al Agha
Mohammad Ajarmah
Mohammad H. Ali

T
&) ) &) &

e To compose a message to the selected individual, on the new message window click

on the address book icon.
e In the address book window choose nhamaydeh's address book. place a check mark in

the To, The Composition window will be Cc, or Bce box and click displayed and you
can proceed as usual when typing and sending the message.
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Message Composition

Zend Message | Save Draft | Cancel Message |

ldentity ictcsupport@ogou.edu (Default [dentity)

To | |

ce | |

Bco | |

Subject | |

Charset |Unicade (LUTF-8) v|

Addr E Boolk Expanﬁames Special arau:ters
ﬁaayeaijpyinhent-mail v|
[ 2

Reguesta Eead Receipt

! I LIS TH A

A http:/fmail.qou.edu - Mail :: Address Book - Microsoft Internet Explorer |z E”z

Address Book =
||:imj lahmad | from | nhamaydeh's Address Book s Search
*Please select addressies) * - *Add these by clicking Ok *
adayyeh@oou.edu to: adayyeh@@gou.edu
saahmad@gou.edu = To == cesaahmad@oou.edu

eahmad@ngou.edu ceoeahmad@ogod.edy
amahmad@ogou.edy
aahmadgool.edy

awahmad@oou.edu
hshaikhahmad&ogou.edu Boo ==
hahmadggou. edu

sahmad@gou. edu
Display| Email Address v| Delete

(al'4 | Cancel |

[

i

[ £

[

@ Done & Internct

Users may add individual entries to their address books using the Address book
features in Web mail
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3.6.1 To add an address to my address book:

e From the sidebar expand address book and click Add. The Add a new contact form
will be displayed.

F Filters ﬂ = & P
T Yacation My Address Books Browse Search

@’ Mew Message

£ search New Contact

[=] Inbox (22) * Mame networking |
[ Junk E-mail Email ictcsupport@gou.edu|

o) Metworking Alias | |
[ sent-mail Home Address

[ support

[ig trash

Qdrganizing YWiork Address

fddress Book

----- =F nhari_Heh's & Home Phone|

¢ Enter the known information in each field in the form.
e When you have finished entering information click Save.

3.6.2 To create your own address book:

e From the side bar shown in the figure above expand address book and click
nhamaydeh's address book

e All contacts in QOU mail system will be displayed and sorted alphabetically.

e Scroll down the address book and click all to display all the contacts.
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I:l--- Horde

F- (2] Mail (16)
El@ Qrganizing
EI Address Book —
Mew Contac—
- Zf nharmaydeh—
‘a My Address [

P Search

----- @ Calendar

A A

& My Acocount
% Cptions
- gl Log out

T T

D
o
(i Ui U U i T

Ahrmad Y. Syam

Ayman Kh. abu Tahbikh
Ashrafm.. Taha

Ashraf Tali

Amijad Kanaan Jodah Taweel
Ayman Tazaza

Aymen Hassan Tagazeh
Ahmad R. Thabit

Ali M. Thabit
AmalWahhbeh

Armal Wahbi

Atif AL Deeb AlWazany
atefyousf

Ahmad H. Zaghah
Ahmad Zakarnih

Export | Copy |to & different Address Book » | | add | to & Contact List s

%{A]ECDEFGHIJKLMNOF‘QRSTUUWKT..
3

e Click the check box to select all contacts to copy them to my address Book.
e Click copy. all QOU contacts will be added to My address Book

= & e
My Address Books Mew Contact Search

&8 4

Import/Expart  Mail

nhamaydeh's Address Book

Export | Copy | My Address Book

Kl
&
]

[. "
aabdillah
aabdo

<A
) £ 6 6 £ 6 &

3.7 OPTIONS

3.7.1 General Options

3.7.1.1 Personal Information

A default identity is already in place for all users who have an e-mail account. This
identity is not customizable to ensure that all e-mail users have a working Web mail
account at all times. However, it is possible to customize another identity within Web
mail to use for your e-mail instead of your default identity. You may not find that

to a different

israa ahu aavash

Hani Abadi

mohammad ali abadi
Irmad Al Din 0. Al Ahadleh

Address Book
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customizing another identity is necessary, but the option exists if you would like to
take advantage of some of Web mail's new features, like signature attachments.

To create a new identity:

From the Options window, click Personal Information. The Personal Information

dialog box will
Open.

= E

Inbox MNew Message Folders

Search Filters

@

P'r-:uT:uIem Log out

Options for Mail

General Options

Message Options

Personal Information

Message Composition

Change the nﬂe, address, and
signature that people see when they
read and reply to your email.

Customize how you send mail.

Message Viewing

Server and Folder Information

Configure how messages are displayed,

Change mail server and folder settings.

Deleting and Moving Messages

Login Tasks

Customize tasks to run upon logon to
Mail,

Set preferences for what happens
when you move and delete messages.

Mewr Mail

Control when new mail will be checked
for, and whether ar not to notify you
when it arrives.

Mail Previews

Configure mail preview options,

e Type a name that will help you determines for whom the identity is used in the

Identity's Name box. For example: network

Options for Mail

Personal Information

<< Addre

Your default identity:
L4

Select the identity you want to change:
Create a new one w

Delete selected identity |

Identity's name:

|nettm:lr}c |
Your full name:

|i|:t|: |
Your From: address:
|tech3uppnrt|3qnu. edu |
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e Type in the full name box from which you would like to have your e-mail sent.
For example: ictc

e The Reply to address will generally be the same as the From address. Unless you
would like the recipients of the e-mail to reply to an address other than your email
account, you do not need to add anything to this box

e Alias addresses, BCC and the others are optional options.

Your signature;

[ Precede your sighature with dashes ('-- "7

[ Place your signature before replies and forwards?
W Save sentmail?

Sent mail folder:

Lze Default Value A

Save Options | Undo Changes | Return to Options |

e Your signature is the closing of the e-mail. Anything you type in this box will
appear at the bottom of all e-mail coming from the selected identity. Note that this
information will not appear in e-mail generated from your other e-mail clients.

e The following three boxes, after the Your Signature field, refer to your signature.
o Check the preferences that best fit your work habits (if any) and then click Save
Options. The identity should now be available when composing e-mail.

3.7.1.2 Server and Folder Information
Server and folder information window, can be seen as the following window, is used for

creating new draft and trash folder or use any other folder that is defined in your mailboxes
list. After you changed any of options, use save options button to save the options.
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IF@DP?%GH

o
Mew Message Folders Search Filters Problemn Log out

Options for Mail

Server and Folder Information
[~ Display Yirtual Inbox?
v Use IMAP folder subscriptions?
Dratts foldet
Create a new drafts folder [null] »

Trash folder:
Create a new trash falder [null]

Spam folder:
trash w
Save Options | Undo Changes Return to Options

3.7.1.3 Login Tasks

Login tasks window can be seen as the following window. You can change your default
mailbox to display after login by using this window. Also, this window can be used for

changing properties of your sent-mail folders.

=) [& i) 2 v 23 ¢

Mew Message Folders ZSearch Filters Problem Log out

Options for Mail

Login Tasks

Wiewe or mailbox to display atter login:

Tl aluks W
[ Rename sent-mail folder at beginning of month?
[ Delete old sent-mail folders at beginning of month?
E Nurnber of ald sent-mail folders to keep if deleting monthly,
v Delete old linked attachments at beginning of month?
E Mumber of months to keep old linked attachments if deleting monthly,
[ Purge old messages in the Trash folder?
Furge Trash how often:

Monthly w
E Purge messages in Trash folder older than this amount of days.

Save Options Undo Changes Return to Options
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3.7.2 Message Options

3.7.2.1 Message Composition

Message composition window can be seen as the following window. Your message
composition properties are set to default values. You can change your default settings
for composer address, for your charsets, etc. by using this window. After you changed
any of options, use save options button to save the options.

Important note: every user must change the default charset from Western to

Unicode (UTF-8) so as to write an email in Arabic or any other language.

There are two choices to change the charset:

e From the new message window, each time the user send an email in Arabic
he/she must change the charset from Western to Unicode (UTF-8) as shown
in the figure below.

e From the options for mail in the above figure user can change the default
charset to Unicode (UTF-8) instead of changing it every time he/she send an
Arabic message.

Message Composition

| Zend Message I Save Draft Cancel Message |

ldentity akhalil@gou.edu (Default [dentity)

To |ictc3uppnrt@qnu.edu |

Ce | |
Bcco | |
Subject | |
Charset |Unicode (UITF-3) W
Arabic dMvindows-12456) §3
CRSEIEN (LIS pand Mames Special Characters

Baltic (15C0-23859-13)

Celtic {150-88559-14)

Central European (I50-3359-2)

Chinese Simplified (GB2312)

Chinese Traditional (Biga)
Cryrillic (KOI8-R)

Text Cyrillic (indows-1251) Mormal ¥ B I O § % x

CyrillicfUkrainian (KOI8-10 : :

Greek {{50-8859-7)

Hebrews (150-3359-8-1)

Japanese (150-2022-1F)

kaarean (ELIC-KR)

kordic (150-38359-10)

Saouth Eurapean (IS0-2859-3)

Thai (TIS-620)

Turkish (130-3359-9)

Inicode (LTF-3)

Yiethamese MWISCID

Western (150-8859-1)

Western ((S0-8859-15)

i
i
i
-
g

I
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IF@’DPvﬁéﬂ

L=
bew Message Folders Search Filters Problern Log out

Options for Mail

Message Composition

Whejn sending mail or expanding addresses, what domain should we append to ungual
ity

gou. edu |

W Compose messages in a separate window?

v Compose messages with an HTML GUI by default {if browser supports the feature)?
Create stationery and form responses.

v Check spelling before sending a message?

3 Spelling errors per screen when spell checking.

W Display confirmation after sending a message?

v Include original message in a reply?

[ Include a brief surmmary of the header in a reply?

How to attribute quoted lines in a reply

Quoting %L£:

Dirafts folder:
Mone W

v Should the compose window be closed after saving a draft?

[~ Save drafts as unseen?
[ Set the x-Priority header when composing messages?

Korean (EUGC-KR) a reply
Mordic (150-3859-100

South European (IS0-2359-3)
Thai (TIS-B20)

Turkish (IS0-2359-9)
Lnicode (UTF-8)

| be closed after saving a draft?

Yiethamese OFSCIND

Western {(50-8859-1) EN COMPpoOsing messages?
Wiestern (150-33559-14) 0 messages:

nicode (LTF-8) w

Your default encryption method for sending messages:

Mo Encryption »

When saving sent-mail, should we save attachment data?
Frompt every time an attachment is sent; default to MO w
Feguest read receipts?

Ask W

Save Options | Undo Changes Return to Options

3.7.2.2 Message Viewing

Message viewing options is used for setting incoming message formats. You can
change the default settings by using the following window. After you changed any of
options, use save options button to save the options.
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Options for Mail

Message Viewing

[ Filter message content for profanity?

[ Show an icon to allow stripping of attachments from messages?

v Block images in HTML messages unless they are specifically requested?

v Autormatically show images in HTML messages when the sender is in my addressboo
W Mark different levels of quoting with different colors?

W Mark simple markup?

Should large blocks of guoted text be shown or hidden by default? It can be toggled
Hidden in Thread Yiew

v Dim signatures?

[ Convert textual emoticons into graphical ones?

How do yvou want to display attachments?

Listing in the Header W
The default charset for messages with no charset infarmation:
Unicode {(LTF-8) w

[ Send read receipt when requested by the sender?

Save Options | Undao Changes Return to Optians

3.7.2.3 Deleting and Moving Messages
Deleting and moving messages properties can be changed by the following window.

After you changed any of options, use save options button to save the options.

=) (& i) P2 v s ¢

(=]
Mew Message Folders Search  Filters Problern Log out

Options for Mail

Deleting and Moving Messages

[ Return to the mailbog listing after deleting, moving, or copying a message?
What should we do with spam messages after they have been reported as spam

Mothing w

[ When deleting messages, move them to your Trash folder instead of marking them
[ Use “irtual Trash Folder?

Trash foldet

trash w

v Display the "Empty Trash" link in the menubar?
[ Display the "Empty Spam" link in the menubar?

Save Options | Undo Changes Return to Options
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3.7.2.4 New Mail

The new mail option provides you to checking times of incoming e-mails. After you
changed any of options, use save options button to save the options.

IF@DP?%G

o
MNew Message Folders Search  Filters Problern Log out

Options for Mail

MNew Mail
Fefresh Folder WViews:

[ Display pop-up notification of new mail?
[ Play sound on new mail? This requires yvour browser to support embedded sound

Save Options | Undo Changes Return to Options

3.7.3 Other Options

Edit options for: | Choose Application: « G0

Other Options

Mailboxz and Folder Display Options

Change display options such as how many
messages you see on each page and how
messages are sorted,

Search Options
Control options relating to messages searching.

Filters

Create filtering rules to organize your incorming mail,
sart it into folders, and delete spam,

Address Books

Select address book sources for adding and
searching for addresses,
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3.7.3.1 Mailbox and Folder Display Options

These options are used for displaying of your mailboxes. The default sort criteria are
by arrival time, but you can modify this by clicking the down arrow in the "default
sorting criteria" drop down box.

= [& i) P v ¢ 0

Inbox Mew Message Folders Search Filters Froblem Log out

Options for Mail

Mailbox and Folder Display Options
YWhen opening a new mailbog, which page do you want to start on?
Fage with the First Unseen Message w

Default sorting criteria;

Messange Date |

Default sorting direction:

Descending
Messages per page in the mailbox view,
The From: colurnn of the message should be linked:

Clicking on the address will open the message to be read w
Format of message dates in the mailbox view for messages dated today
021317 Ahd

Expand the entire folder tree by default in the folders view?

[0 w
Expand the entire folder tree by default in the sidebar?
[0 “

v Show legend in the mailbox view?

Save Options | Undo Changes | Return to Options |

The Default sorting direction (ascending or descending) refers to the alphabetical and
numerical values associated with each message. For example, if you were sorting by
Subject Field, those subjects that began with the letter "A" would come before those
that began with the letter "E" if the messages were being sorted in ascending order.

The reverse would be true if they were being sorted in descending order. Numbers
work the same way. If you were sorting by arrival time, messages that arrived at 8:00
AM would be displayed before those arriving at 10:00 AM if you were sorting in
ascending order. Again, if you were sorting in descending order, the reverse would be
true.

The number of messages that appear on the screen is also customizable. The default is
20, but you can make the number as large or small as you want. Having more
messages appear on the screen will mean more scrolling in the window, but will
probably save the user from using the Page Navigation buttons in the Inbox as often
as he/or she would have with less messages on the page.
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3.7.3.2 Search options:

You can set the default search to a specific field from the list shown below or leave it
none; in this case you will identify the search field from the search window.

= . SR o B AR B SR

(=)
Inbox Mew Message Faolders Search Filters Problern Log out

Options for Mail

Search Options
Default Search Field:

Save Options Undo Changes Return to Options

3.7.3.3 Filters

The filter window is used for adding or deleted filters to your web mail filter file. You
will edit your Filter, blacklist and white list from this part and also from the main
window of web mail

Please look at Filters for more information.

IF@DP‘?%{G'H

o
Mew Message Folders Search Cptions  Problem  Log out

Options for Mail

Filter Settings

SF Edit your filter rules
S Edit your blacklist
S Edit your whitelist

Filter Options

Spnply filker rules upon logging on?

Snply filker rules whenever INBOX is displayed?
Sllawe filker rules to be applied in any mailbox?
Show the filter icon on the menubar?

<| 1) 71| 1

Save Options Return to Options
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3.7.3.4 Address Books

Web mail users can specify which Address books they would like to use when
searching for names or e-mail addresses from the new massage window. To

customize your search:
e From the Options window, select Address books. The Address books dialog box

appears.
= [4 [ 3 ¢
Inbox Mew Message Folders Search Filters Problermn Log out

Options for Mail

Address Books

W Expand names in the compose window automatically in the background?
[ Sawe recipients automatically to the default address book?

W List all contacts when loading the contacts screen?

Choose the order of address books to search when expanding addresses.

Available Address hooks: Selected Address hooks:
nhamaydeh's Address Boaok E by Address Book ik

N

Click on one of your selected address books and then select all fields to search.
To select multiple fields, hold down the Control (PCY ar Command (Mac) while clicking.

Choose the address book to use when adding addresses,

Wy Address Book w

e Add the Address books you would like to search from the Composition window
by reviewing the options in the "Available address books" box and using the right
pointing finger to add them to the "Selected address books" box. These fields will
be searched when you add a name or a partial name to the "To," "Cc," or "Bcc"
line of a message and click.

3.8 Additional features:

Here are some nice features in the horde web mail that allow the user to design his/her
welcome page.

3.8.1 To design your welcome page:

e From the side bar click Horde. An empty screen will appear.
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Home | Contact Us

Welcome, ictcsupport

&

- Horde

Ms{b

@ Qrganizing

El& My Account
b {E) Passward

e Click layout from the right menu. From the list below you can add links to your
welcome page.

Welcome, ictcsupport H ® 9
[

Home Mail Cptions Problem Log out

g
|Add Here:

Address Book: Caontact Search add

Filters: Cwervigw

Horde: Account Information
Horde: Metar Weather
Horde: YWiew an external weh page
Haorde: Maoon Phases
Horde: Sunrisefsunset
Horde: Google Search
Horde: Current Tirme
Horde: Random Fortune
Mail: Folder Summary
MHotes: Motes Summary
Tasks: Tasks Summany

o If you chose contact search, account information, Google search and current time the
welcome screen will be like the one below.

: & H 9
WEICQmE-’ |thsuppﬂrt Layout Qp%gns Problem Log out

Contact Search My Account Information
Ciuick Search Login ictcsupport
[ || Search |
Google Search Current Time
G{JUSIE' Friday, March 23, 2007 03:17
| |

eh Images Grnups Directuw News

Google Search |
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3.8.2 To change your password:

e From the side bar expand my account and click password.

Home | Contact Us
0

Mail Prn:ncl':nlern Log out

- [ Harde L Change your password

- [ Mail Changing password on qou Foppassd Server

(3§ Organizing Username: |ictcsupport

=B My Account Old password: || |
- Password New passwor: | |

Elg{ Qption Confirm new |msswonl:| |
""" Global Options | Change Passward I Reset

3.8.2.1 Creating Strong Passwords

When creating a secure password, it is a good idea to follow these guidelines:

Do the Following:

e Make the Password At Least Eight Characters Long. The longer the password, the

better.

e If using MDS5 passwords, it should be 15 characters or longer. With DES passwords,

use the maximum length (eight characters).

e Mix Upper and Lower Case Letters. Red Hat Enterprise Linux is case sensitive, so

mix Cases to enhance the strength of the password.

e Mix Letters and Numbers. Adding numbers to passwords, especially when added to

the middle (not just at the beginning or the end), can enhance password strength.

e Include Non-Alphanumeric Characters. Special characters such as &, $, and > can
greatly improve the strength of a password (this is not possible if using DES

passwords).

e Pick a Password You Can Remember .The best password in the world does little good
if you cannot remember it; use acronyms or other mnemonic devices to aid in

memorizing passwords.

o With all these rules, it may seem difficult to create a password meeting all of the
criteria for good Passwords while avoiding the traits of a bad one. Fortunately, there

are some steps one can take togenerate a memorable, secure password
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