NWOCA E-MAIL INFORMATION


By now you should have a NWOCA e-mail address, accessed NWOCA webmail , changed your temporary password to one of your choice (perhaps even had to change your password again), and hopefully experimented a bit and read some of the Help file online.  Ready for more information? -- read on!  I’ve broken this down into 6 Mini-Lessons that probably won’t take more than about 20 minutes each.
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Mini-Lesson #1
Create and Send a Message

1. Select the Create Message button from the Read Message dialog box or the Messages dialog box. WebMail displays the Create Message dialog box. 

2. In the To:, Cc:, and Bcc: boxes, do one of the following

--Type the address(es) of the recipient(s) of the message

--Use the Address button to select an address from an address book.

  Note:  BCC means “Blind carbon copy” - those listed in “To” and “cc” will not know who is also receiving the message

3. In the Subject: box, type a short description of the message

4. To change the way that WebMail handles your mail, you can select one or more of the following options:
--Urgent - Marks your message as urgent.

--Return Receipt Requested - Notifies you when your message is read by the recipient.

--Signature - Appends your signature to the end of your message. A signature is personalized text that you can attach to all or some of your messages. Some people include company information or quotations in their signatures. Note that before you can include a signature with your messages, you must create one:  Click on the Options button, go down to the Message/Signature box and type what you want to appear at the end of your sent mail; put a check mark in the box by “Add signature to outbound messages”; click the OK button at the center bottom (scroll down if necessary),

5. In the Message: box, type the message that you want to send. You can use the standard editing keys to create and edit your message. You can also cut text from other sources and paste it into your message.

6. Pick additional options, if needed. The following options are available:

--The Draft button allows you to save a copy of your current message without sending it. Later, you can select the draft from your message list, finish it, and send it. 

--To check the spelling of your message, select the Spell button.

7. Use the Send button. WebMail sends the message to the recipient(s) that you specified in To, Cc, and Bcc.

Mini-Lesson #2

Replying to a Message

To send a reply to the sender of a message that you are viewing, use the Reply button. Or, to send a reply to the message sender and all of the original message recipients, use the Reply All button.

WebMail redisplays the original message with greater than signs (>) in front of the original message's lines and addresses the reply to the message's originator. If you selected Reply All, WebMail also includes the addresses of all the original recipients. 

Place your cursor where you wish to begin your message, then type your reply as you would when you create a message. 

All of the options that are available when you create a message are also available when you reply to a message.

Note:  You may erase the original message by highlighting it and pressing the delete key on your keyboard.
Forwarding a Message

To forward the message that you are viewing, use the Forward button. WebMail redisplays the original message with greater than signs (>) in front of the original message's lines and clears the address boxes. Address the message to the recipient(s) and type any comments that you want to add.

All of the options that are available when you create a message are also available when you forward a message.
Changing “Options”
Click on the Options button (it usually has a hammer on it) in the Navigation toolbar.
Among the options I like to change are

“Add Signature to Outbound Messages”  this is a nice feature - put a checkmark in this box and then type your name (or whatever you want at the end of all emails you send) in the “Message Signature” box

“Full Name” - instead of your email address (which may not be recognized by the recipient) appear in the sender box, your name will appear like you type it in this Full Name Box

“Template” - you may wish to have a different appearance for your email - experiment - some choices or buttons “disappear” if you select certain display types

You might experiment by changing any of these options, then email yourself a message to see what it does.

Mini-Lesson #3

Maintaining your Personal Address Book
WebMail lets you add addresses to your personal address book. The personal address book lets you store frequently used e-mail addresses.

1. From the Create Message dialog box, use the Address button. WebMail  displays the Address Book Lookup dialog box, which allows you to  select the recipients (TO, CC, BCC) of your message from the address  books to which you have access. 

2. In the Add or update personal address book entry field (you may have to scroll down to get to it), enter the user  name and e-mail address that you want to save.  If an entry with the same  name already exists, WebMail will update that entry. 

3. Use the Save button to save the changes to your personal address book. 

4. Use the OK button to return to the Create Message dialog box.

To delete a personal address book entry, highlight the entry that you want to delete and click the DEL button on the right side near the “To” button (don’t press the delete key on your keyboard).

Adding a Sender to your Address Book

When you read a message in WebMail, you can add the sender of that message to your personal address book. Use the Add to Address Book button on the read message dialog box. WebMail adds the sender of the message that you are reading to your personal address book.

Creating a Personal Distribution List
Instead of addressing a message to several separate users, you can address a message to a single address using the distribution list saved in your personal address book.

1. From the Create Message dialog box, use the Address button. WebMail  displays the Address Book Lookup dialog box, which allows you to  select the recipients (TO, CC, BCC) of your message from the address  books to which you have access.

2. Select your TO, CC, or BCC recipients. Use the appropriate button to add the recipients to the list of selected recipients.

3. In the Save "Selected Recipients" as a personal distribution list named field, enter a name for the distribution list.

4. Use the Save List button to save the distribution list.

5. To send a message to the distribution list, select the distribution list from your personal address book and use the TO, CC, or BCC  button.

6. Use the OK button to return to the Create Message dialog box. WebMail  displays the addresses of the distribution list that you created.

To delete someone from a distribution list:  Create Message - Address Book - Click the distribution list you want - click “TO” - highlight the name of the person - click delete - Scroll down - type in the exact name of the distribution list, click Save, click OK.  

To add someone to a distribution list: Create Message - Address Book -make sure the person is in your personal address book, highlight the name of the person, click “to”, also Click the distribution list you want - click “TO” - Scroll down - type in the exact name of the distribution list, click Save, click OK

A “cc” recipient may not initially see their own name --
 scroll through the pull down list to view all “cc” addresses for that piece of mail.

Mini-Lesson #4
Viewing Attachments

When a message has one or more files attached to it, WebMail displays the Attachment status icon on both the Messages list and on the message itself.

To view the attachment, click on the name of the attachment (at the bottom of the email message). Your Web browser will do one of the following:

· If a helper application associated with the attachment's file type is  configured in your Web browser, your Web browser will launch that  application and act on the attached file. (A helper application is a  program that will either play, display, or decompress your  attachment.) For example, if the file is a graphics file such as a  .GIF or a .JPEG, your Web browser will launch a viewer application and  display the file. If the attachment is a Word for Windows file (.DOC)  and you have Word for Windows set up as the helper application for  .DOC files, clicking on an attachment with a .DOC file extension will  display the file in Word for Windows.  

· If you do not have a helper application associated with the file type  of the attachment, most Web browsers will ask if you want to configure  a viewer, select a viewer, or save the file to disk.  Recommended choice:  save the file to disk.

Including File Attachments

You can send files along with your WebMail messages.  The procedure that follows tells you how to attach files to your current WebMail message.

1. From the Create Message dialog box, select the Attach button. WebMail  displays the Attach Files dialog box. 

2. Do one of the following: 

--In the Filename box, type the complete path and file name for the file that you want to attach. 

--Use the Browse button. Select the file that you want to attach from the directory listing that appears. 

3. Use the Add File button. WebMail adds the specified file to the list  of attached files. (To remove a file from this list, highlight the  file and use the Delete button.) 

4. Repeat steps 2 and 3 for each attachment that you want to include. 

5. Use the OK button. WebMail returns to the Create Message dialog box.

If you attempt to send an attachment that has a virus, NWOCA (as they check email files) will not deliver that email.  You will receive an email telling you it was not delivered and why.

Mini-Lesson #5
Checking the Spelling of a Message

The appearance is different from what you may be used to in Works and/or Word.  It may seem like you have to do a lot of scrolling..
WebMail provides a spell check tool that verifies the spelling of the words in your message. If a word is not located in its dictionary, WebMail allows you to correct the error or add that word to the dictionary.

To check the spelling of a message, select the Spell button in the Create Message dialog box. WebMail checks the spelling of the words in your message and displays the Spell Check Message dialog box. 

If there are no misspellings, WebMail displays the message:  No Misspellings were found.

Use the Return to Message button.

If one or more words are not found in the dictionary, WebMail displays your message and highlights those words that it suspects are not correct.

Use the instructions that follow to correct your spelling errors.

--Correct a highlighted word:
1. Click on the highlighted word that you want to change. WebMail  displays the Spell Check Options correction box. 

2. Do one of the following: 

--In the Context box, type the correct spelling of the word over the incorrect spelling. 

--In the Action box, select the appropriate word from the pull-down list, use the Select Word button, and use the Accept Value button.

View the next misspelled word:  In the Go to box, click on Next Word.

View the message containing the highlighted words:  In the Go to box, click on Message.

Add an unrecognized word to the dictionary:  


In the Action box, select the Add "word" to Dictionary button.

When you use the spell check tool in the future, WebMail will not identify words that you add to the dictionary as misspelled. It is a good idea to add such items as frequently used names, acronyms, and abbreviations to the dictionary.

Use the Save Changes button to save any changes that you made and return to the Read Message dialog box.

WebMail displays your message, which will reflect any changes that you made. 

Mini-Lesson #6

Folders

Your e-mail messages are stored in folders.  Folders are storage areas in which you can group and store e-mail messages that are alike in some way.  They allow you to access and organize your messages easily.  Think of this as similar to folders on your hard drive or the way you organize bookmarks in Netscape.  The OUTBOX folder contains messages that you have sent.  The DELETED folder stores messages that you have deleted. 

To list the messages that are stored in a folder other than your current folder, select a folder from the pull-down list (bottom left area) on the status bar of the Messages dialog box and use the Go! button. WebMail displays the messages in the folder that you selected.

Creating a Folder

1. From the Messages dialog box, use the File button. WebMail displays the Select Folder dialog box.

2. In the Folder box, type the name of the folder that you want to create. Folder names should be descriptive and unique so that you will be able to locate your messages in the future.

3. In the Description box, type a short description of the folder.

4. Use the Create button. WebMail creates the new folder and returns to the Messages dialog box.

Deleting a Folder
1. From the Messages dialog box, use the File button. WebMail displays the Select Folder dialog box.

2. In the Select Folder box, select the folder that you want to delete from the pull-down list.

3. Use the Delete button. WebMail displays a warning message.

4. Choose the OK button to delete the folder and all of the messages in it. (To cancel the deletion, use the Cancel button.) WebMail deletes the folder and returns to the Messages dialog box.

Filing a Message in a Folder

It is recommended that you organize the messages that you want to save by filing them into a system of folders. This enables you to locate messages easily in the future. The procedure that follows tells you how to file the current message in a folder other than the current one.

1. While you are viewing the message that you want to file, use the File button. WebMail displays the File Message dialog box.

2. In the Folder box, select the folder from the pull-down list.

3. Use the Select button. WebMail files the message and returns to your previous dialog box.
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