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3 Using M+NetMail

M- Methail is an easyv-to-use, web-hased cmail interface that provides 2 wide rangs of powerful cormmurnication
and coliaboration capahilities including resource scheduling, busy search, shared folders, and progy. Powered by
Adax Technology, the new Nethail interface features enhancad responsivenaess through increased interactivity,
speed, and usatdlity IUis for use with browsers that support Java scdpting and s geared for high speed
Connections.

By defaull, Ma-MNetfail provides an Inbox, calendar, and, if enabied, personal, shamed systermn, and public addrass
hooks, You can customize vour email account by crealing mulbpie mail foldars and calendars,

Mol --Methial also provides the following features:

+  Mail Messages allow you to create and reply to email messages, carbon-cogy (Ce) and blind-cogy (Boc
additional reciplants, and send atlachmernls,

+  Appointments allow vou to schedule the time, dete, and place of an appantment with 2 recipient or sehadule
personal appointments. Appaintments you receie can be accealed, declined, or delegated, Your calerdar shows
ageapled and parsonal appointments,

+  Tasks allow vou to create and assign tasks for yoursell and others, You can assign the date and Lme e Lask
appesrs in the secipiant’s calendar or your own calendar along with the ask's complation date and time, Tasks
you raceive can be accaoted, deglined, or delegated. Your calendar shows accapted and personal tasks. Whan
woul finish a task, you can mark the task completed,

* Notes allow you to cresta ard assign notas for wodrsell and othars, Yo can assign the date and time the note
appears in the secipicnts calendar o your gwan calendar You can use notes as reminders for events such as
cays off, project deadlings, or birtkdays, Noles you raceie can be accepled of declived, Accapted and personal
nobas appear in your calenckar,

«  Contacts allow yvou to store amail addresses and information, You can use contacts 1o entar the To, o, and
Broe lelds of messggas, aguointments, asks, and notes,

The Methzil client interface is for use with high-end browsers and fasl connections, 17 vour browser does not
supporl Java seripbng ar il you have a slow connection, use anather client interface. To change to the another
client interface, see "Changing fror W Nathail 1o WebAccess or Webmall” on page 51.

3.1 Logging in to M+NetMail

T access MANethall, open a stancard web browser and enter the URL provided to you By your administrator,
i -Methall can be accessed from any worksiation with access to this URL When prompled, specily vour
username and password comhbination.

@ Lsermames (or Lser 181 and passwards are not case sensitive.
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Figure 3-1: M-+ Nethail Main Window

Lse Logout to propery log off, rather than just cloging your browsear,

@

3.2 Using Mail Messages

Thie rain - Nethlall mal system function s toview and send email messages,

3.2.1 Viewing Received and Sent Email Messages

Received messages are emall messagas that ardve in your mattbox, Senl messages are messages you send o

other recipients. You can view both received and senl messages.,

)

Copes of 5ent messages are not automatically retained n your mailbos, You most lirst create s folder ana
desighate it 2s the sent messages folder before you can view senl messages, For morg information, seo
"tdding Folders, Sub-Folders, and Calendars” on page 42 and "Defining a Folder for Sent Messages™ on
page 54,

To preview a message in the ltem List:

1

2

In tha Foider List, click the folder containing the messafe vou warnt 10 view, By default, the INGOX is the default
falder for received messages,

In the em Lst, click the message o preview e message in the Message Praview wincow,

To view a received message:

1

2

20

In the Folder List, chick the folder containing the message vou want to view, By celault, the INBOX s the delfaull
folder for recoived Messages.

Double-click the mezsage to apen th message in A sspambe windnwowhens yoeesn View, Beply i, Beply Al
Forward, Daelete, and Print the message. You can also navigate from this message o Lhe nesl message or the

previous message in the lem Lst by usng the Previous and Mest fzatures. You can also click View Source
o view the messapges source,
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Figure 3-2: Viewing Messages

To view a sent message:

1 In the Faolder List, chok the foldsr vou designated for sent messages.
2 Inthe ltem List, olick the message to preview the message in the Message Preview window, Double-chck the
message o open the message ina separate window.

3.2.2 Viewing Images in Received and Sent Email Messages
With B4+ Methzil, you can select e view images embedded in received and sent email messages.

To view images:

1 In the Folder List, click the falder containing the massaps you want o yvisw,

2 Double-click the message (o open the messages 0 a separate window,

3 Use the drop-down menu to select the image option you want fram the following list: Suppress images in this
message, Suppress rmages from this sender, Suppress images from this domain, Suppress images by defauli,
Display images in this message, Display images fom this sendear, Display images frorm this domain, or Display
images by default,

3.2.3 Using Message Actions in the Item List

There are several messags aclions you can perform on receivad and senl messages dirgctly in the Hem Lst. You
can right-click the message on which youwant to perform an action directly in the ftem List or vou can select
Actions to perfarm on messagas dicsctly from he mam M- el Mail tonlbar by osing the More Actions deop-divan
IEFLL
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Figure 3-3: Message Actions

To perform an action on a message:

1
2

[1 the Item List, click the messagn to preview the message in the Message Presew window,

Right-ciick the massape on witich wow wanl (o perfarmm an action. From the list of availabie message actions,
choose which action you want from the following ist: Select All, Clear All, Reply, Reply to All, Forwsrd, Delete,
Undeleie, Delete Permanently, Remove Deleled Messapes, Mark Read, MWark Public/Private, Move/Copy to
foldar, Accepl, Decline, Sat Message Priority, and Prnt. For more information on message options, sea
“Managmng lems” on page 36,

In the Item List, you can also use the keviboand shortouls CTRL4A [ select all messages, CTRL+click 1o
select indivdual messages, and SHIFT +click to select a series of messages.

3.2.4 Viewing and Saving Attachments
Al M Melhdal ems you send of receive can include one or mare file attachments (for example, text, audio,
image, video, and apolication files).

When you view an emall message with an astachment, the Attzchment field displays a link o the atlachment,
1+ Methail attempts to convert the attached file W HTML and display iUin the message body, 1T e corverson is
succeasful, the attachment displays in e message window,

To view an attachment M+NetMail cannot convert:

1

2

In the message's Attachiments field, click the attachment link, The browser opens & dialog box that provides
options for handiing the attachment.

Click Open o open the file,
Your browsear launches an applicabion o view the file in its native format. IF your browser cannot identify the

atlachiment®s file format, it opens a dialeg box that allows you to select the application used to view the
attachment.

Messaging Archilects



To save an attachment:

1 Inthe message’s Attachments field, elick the attachment link, The browser opens & dizlog box Lhat provides
options for handling the attachment,

2 Click Save.
3 Browse o he locabion where you want lo-save 1he file, then olick Save.
4  The file is saved inthe specified directong.

3.2.5 Sending Mail Messages

M 4 Methdail allows you 1o compose email messages, attach files, and sot message priority and delivary
notification options,

Messages can include one of more file attachments (for example, text, audio, images, video, and applicaton
filesy, To attach files (o & message, your browser musk supoorl, allachments,

(D fethial encodes all atachments in baseBd, which increases the attachment size 25 to 30 pencant from
the original file.

To send a message:
1 From the M4 MNethdail tootbar, click New Message.

(? I you are using Microsoft's Internel BExplorer or Apole's Salar, you can also use the keyboand shorouts
CTRL+N or ALT+M Lo create messages,
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Attackments

Figure 3-4: Compose Window

2 Click To, G, or Boe to add contacts fram one or more address books 10 the To, Ce, and Bee fields, For morne
informabon, see "Using Contacis™ on paps 3, You can also wpe the recipionts’ email addmesses directly in
the Te, Ce. and Bee fields, Separate multiple addresses with semicolons, commas, or spaces.

3 Iypea subiect and message n the Subject and Message ficlds,

? Wou can include Wab site locations or addresses (URLs) in both the Subject and Message tields.

4  Click Attach to add attachments to the message, For each file vou want to sttach, do the lollowing:
= Click Browse o [20ate Lhe file 1o attach,

«  Sploct the file, then click Open.
= Toremove gnoattachment, select the Remove ican next o the file you want 1o remaove,

= Thae altachments are disolayed Delow the message’'s Subject figld,
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Click Send Options o set the message priont.and 1o request delivery notification.
+  Under Priority, select cither High, Normal, or Low o indicate the messaga's importance.

+ Message Priodily only affects how the message displays in the recipient's mailbos, High priodly messages appaar
wilh & star icon, Mormal pricity and low pronty messages appear with a small dot icon.

«  Select Request Receipt, il vou'd ke 1o be notified that the message was recened,

Click Send i you'd like to send the message immeadiately, IFyou do net want 1o send the message
immediztely, click Save as Draft, The message will be saved in the Drafts folder. If you are actively crealing
8 message in he Compose Window, your connection o M--Nethdal will never tme cul, however afler hree
rinules of inactivity, the message will autormaticaly b saved a5 a dall

A Dirafts folder does nol exist by defsuls you must fisst create a folder and then designate it as the Dralls
folder. Far more informaltion, see “adding Folders, Sub-Folders, and Calendars” on page 42 and “Dafining a
Folder for Drafis” on page 55,

I you are sctively crealing a maessage in the Compose Window, your connection o b+ NelMall will never
Lime oul, howsver after three minutes of inactivity, the message will automatcally be saved as a drafl.

Wessagng Archilects



3.6.1 Forwarding Individual ltems

1 Inlhe Folder sl click (e folder containing the item you want o faraard.

2 Inthe Item List, select the item you want to foreard, From the W +MNetidail woolbar, click Forward, L

3 A new message s ereated that ineludes the original item as an attachment,

4 In the Compose Window, click Te, Co, or Bee (o add conlacts rom one or more address books o he To, Ce,
and Bee lelds, For more infarmaton, see " Using Contacls” an page 43, You can also type the recipients’
emall acdresses cirectly in the To, Ce, and Bee fields.

5  Type a message o neadad,

Click Send.
‘? You can also rghl-clicy the item vou wanl o fomvad and frem the list of available message actions, chonse
Forward, Or vou can double-click an tem in the tem List to open the message, then click Forward.

3.7 Replying to ltems
Wher you receive email messafes, appointmeants, tasks, or notes, yoll can reply in one of three ways:
= Yoo can send an individual reply o oan item's sendar o 1o the sender and all afiginal recipients.,
Yol can set up an - automate reply to the sender or sandar and recipients ol all incoming manllboz ihams,

= ou gan use the Rules feature to automatically realy to specifc messages under defned conditions. For maone
informiation, see "Using Rules™ an page 54,

When you receive replies [o messages that you send, by default they are receised in your current mailoox,
el - Methdail allows you to specify & different Reply To eamail address if you want to receive replies in another
mailbos. For mare information, see “Providing a Different Address for Replies” on page 50,

3.7.1 Replying to Individual ltems

To reply to an item:

1 From the M+ Methal Maitbox view, chcek the [ider of calendar containing the dem o wiich you want 10 repl
2 In the ltem List, select the i vou want o reply t, From the M+ MNethail eolbar, click Reply, |¢,||
3 Reply sends your responsa only 1o the item's sender.
4 If you want o send your response Lo he dem's sender and all original recipients, click Reply to all, Eﬁ:’
& A new message is created that includes the original item as an attachmenl.
6 Iype your messags in the Message Hield,
7 Click Send.
? You gan also nght-click the itemn you want 0 reply 1o and from the st of available message actions, choose
Reply or Reply to all. Or you can double-click an iterm n the e List e opert the message, then click

Reply or Rephy All.

3.8 Managing ltems

3.8.1 Setting Item Priority

The pricriy seding corn be wsetd W incicele S ibern’s innpe e, You g sel ilern pricnily oy enmeil roessages vou
send or for messzages, spoointments, tasks, and noles you receive,

To set message priority when sending an email message:

1 17 the M+ Nethail wolbar, click Mew Message,
2 In the messags window, click Send Options,

36 Messaging Architects
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Figure 3-15: Setting ltem Priority

3 LUnder Priority. select High, Normal, or Low. Normal priarity is the default selection.
4 When you complete your email messege, olick Send.

To set the priority for a received email message, appointment, task, or note:

i

2
actions, chooss Add Star 1o mark the item as impertant,

In the Folder List, ¢lick the folder containing the item for shich vou want to set (e priority,
In the Item List, rght-ehck the item onwhich you want o perfomrm an action. From the list of avwailahle message
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chanpe the item's status from important to normal.
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? You can alse select actions o perlorrm on items directly fom the main M+ NethMail toolbar by using the

More Actions drop-down menu,

3.8.2 Marking an Item As Public or Private
You gan mark received email messages, appointments, asks, or noles as Public or Privale.

Public items can be viewsd by all users sharing the mailbox folder where the iterms are located, Hems are marked
Public by default. Private items are viewable by the mailbox foldess owner, For more infarmalion on shansd
folders, see “Working with Shared Folders and Calendars™ on page 61,

To change the privacy setting for a received email message, appointment, task, or note:

1 Inthe Folder List, chok the falder conlaining the item for which you want fo change the privacy setting.
2 Inthe Item List, ight-click the tem onwhich youwant to pedorm an-action, Fom the list of availanle message
actions, chooss Mark as private/Mark as not private to mark the item as private or public,

? You can alsa select actions o perfarm on iems directly from the main M+ Methail toalbar by using Lhe

i

More Actions drop-down menil.

3.8.3 Marking ltems Unread {Read Later)

You can mark received emall messages, appointments, tasks, or notes that vou have opensd as unread. For
eamiple, i vou open a mall message and are interrupted, you could mark the message as unmead to ensure that
you read it later.

To mark received email messages, appointments, tasks, or notes as unread:

1 Inthe Foider List, click the folder contaiming the items you want to mark as unmead,

2 Inthe ltem List, rignt-click the item on which you swant to perform an action. From e lish ol avalable messags
actions, chooss Read Later to mark the item as unread.

3 Inthe ltem List, the ten now appears wWith an icon nedd 1o the item, Hovers your mouss over the star Lo changs
the itern's status from unread to read.

ou gan also select actions o perorm on items directly from the main M- Methiall toolbar by using the
More Actions drog-down meni.

3.8.4 Moving and Copying Items Between Folders and Calendars

You can move ar copy items o different maithox folders as needed, You can alse move or copy calendar ilemes
(such as appointments, @sks, and nates) to different calendars.,

Ty move and copy iterms betweesn folders, right-click the item on which you want to perforn an action, From the
lisL of available message aclions, selecl an appropriale action,

You can alse use the Rules feature 1o move incoming items 0 speaiic folders under defined conditions. For
mare informalion, see "Usng Bules”™ on page 55,

To move items to another folder or calendar;

1 Inthe Folder List, click the falder containing the items you want o move,

2 Inthe em List rght-chick e mer on sinch v want t peronm an action, From the list of available messags
actions, chaose Move to Folder... o move the item 1o a new felder or calendar,

IMessaging Architoots



select the folder wher the messean shogid be meeed e,
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Figure 3-16; Moving Items Between Folders and Calendars

3 Select the folder where you want o move e items.
4 Click Move. The items ane moved to the speaified folder,

To copy items to another folder or calendar:

1 Inthe Folger List, click the folder containing the items you want to ooy,

2 Inthe lter List, dght-click the iterm on which you wanl o perferm an action, From the st of available message
aclions, choose Copy to Folder.. 1o copy the e 1o a new folder.
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Figure 3-17: Copying ltems Between Folders and Calendars

3 Select the folder whene you want to copy the items.
4  Click Copy. The items are conied 1o (he specified folder,
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3.8.5 Deleting and Undeleting ltems from Folders

When an item is deleted from a mailzox folder, the texl s crossed out, The item is not permanently removed from
yaur mailbox untl you selecl o permanently delele (L As long as an itenis nol permanantly deletsd, vou can sl
undelete the item. When an itern is undeleted, the tem appears as nommal,

To delete and undelete items from folders, right-click the dem on which you want to perform an action, Frem the
list of availahle message actions, select an appropriate action,

? You can alse select actions 1o perform on ilems directly from the main M-+ Nethiaii olbar by using the
More Actions drop-down mend,
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Figure 3-18: Deleting and Undeleting Items From Folders

To delete items from a folder:

1 Inthe Folder List, click the folder containing the ilems you want to delets.

2 Inthe ltem List, dght-click the item on which youwant o perform an action, From the list of available message
actions, choose Delete [0 delete the item.

To undelete items in a folder:

1 Inthe Folder List, click the falder containing the iems you want o urdalels,

2 Inthe ltem List, rignt-click the item onwhich you want to perform an action. From the st of available messags
aclions, choose Undelete to undelele the ilem,

3.8.6 Deleting Items from Calendars
When you accenl an appointment, task, or nobe, itis sdded to the Main calendar and the original folder item s
cleleted (but not permarenty deleted) fram yaur mailbo.

When vou delete a calendar itermn (such as an appomntment, lask, or nole) from a calendar, it is automatically
deletod from the calendar, howevar, the anginal folder item remaing in yole maitoy untl you permanenty celete
it from the folder,
@ Messaging Architects moemmends that vou use cae in defeting accepted appointments, tasks, and notes
from calendars, When an item is deleted frorm a calendarn, vou cannol undelete i unless the item still exists
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in the mailbox folder. For infarmation on undeleting folder tems, see "Deleting and Lndeleting ltems from
Foiders" on pags 40,

To delete items from a calendar:

1 Inthe Folder List, click the calendar containing the iems yau want to delete.

2 Inthe lberm List, dght-click te item onwhich you want to perform an sction. Frorm the list of availabie message
actions, choose Delete to delete the ierm.

3.8.7 Permanently Deleting Folder Items
When you delete an item rom a mailboex folder, itis not rermoved from the folder untl you permanertly delels it

To permanently delete specific items from a folder

1 Inthe Folder List, click the folder containing the itlems you want o delete,

2 Anilem does not bave fo be deleted before it 5 permanently deleted, You can selecl any item in the folder,

3 Inthe em List, rignt-click the item on wheh yousant 1o pedorm an action. From the list of available message
actions. choose Delete Permanently to delete the iterm. The item is permanently deleted mom the folder

To remove deleted items from the ltem List:

1 Iathe ltem List, rght-click the em that has afready been markked deleted,
2 From the list ol available message actions, choose Remove Deleted Messages 10 remove Lhe deleted items
from the list,

D You can also sel up o mmediately purge deleted items so youd do nol need Lo manually purge them, For
mare information, see "Enatling and Dissbling Immeciste Purging of Deletad Messapes” on page 53,

3.9 Managing Folders and Calendars
M= Mathail provides folders and calendars to help organize the lems yvou send and receie.

Folders stare the mall messages, appointments, tasks and notes that you send and receive. By defaull, the
IMBOH is the onby folder in your mailbos whers lerms an slored when yau st receie them, Howeeen you can
add additicnal folders o7 sub-folders 1o help you further orgarize your items. For exsample, you can add 2 folder o
slare @l the messapes vou roeive regarding a specific project, You can also add and desigrate a folder for sent
rmessages and drafis of messagss in progress,

Calzndars display the appointments, lasks, or noles vou sccept from athers o create for yourself Only the fAIN
calendar is created by defaull, howeysr you can oreate and use multiple calendars. Forexample, you can acd a
calendar Lo schedule and track items associated with a specific project. Wilth M-Melddal, a Calendar guick view
window is avaitable on the left-hand side of the main M4 Nelail window Lo allow you to guickly see all the
calendar items for the selected day, Lefl-click lunclionality has also hoen added 1o help vou guickly highlight @
frlock of tme 10 creale | new apgointment,

W+ Methal also allows you o share folders and calendars with other users on the system, Using shared folders
and calendars, you can easily distibute correspondence and schaduling infarmation o multisle usears,

3.9.1 Opening Folders and Calendars

The Folder LSO i Methadl disglays 2 05T of sl your felders and cdlendars.

To open a folder:

1 Toopen the Inbox folder, click INBOE in the Folder List,

2 Toopen another folder, click the folder name in the Folder Lisl. The iterms in he currently opened folder ane
cispiavied in the ltem Lisk,
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To open a calendar:

1 Toopen the Main calendar, chak MAIN in the Folder List,
2 Toopen another calendar, click the calendar name in the Falder List.

3.9.2 Adding Folders, Sub-Folders, and Calendars

You can add new folders, sub-folders, and calendars 1o your mailbox as needed,

1 Inthe Folder List, select your login name, and then rght-chick 1o select Create Folder or Create Calendar.
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Figure 3-19: Adding Folders, Sub-Folders, and Calendars

2 Type Lhe Tolder or calenaar's name n the Folder Mame Teld,

3 Ifvouwant o create a sub-foldern, select the foider where you wanl 1o creale the new sub-Toidern, For example,
o create Lhe folder or calendar inside he Inbox Tolder, rignt-click INBOX anad then select Create Folder of
Create Calendar,

4 Clck OK.

3.9.3 Renaming Folders and Calendars

1 Inthe Folder List, rignt-click e falder you want o rename. Forexarmple, to rename thie Drafis foeldern, nght-
arick Drafts and then select Rename Drafis.
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Figure 3-20: Renaming Folders and Calendars

2 Iypethe new name for the falder ar calendar in the: New Mame figld,
3 Click OK.

3.9.4 Deleting Folders and Calendars

You can delete an entire folder, sub-foldern, or calendar and all 1S contents.
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@ Messaging Architects recormmends thal you use care in deleting folders, sub-folders, and calendars, When
a folder or calendar s deleled, vou cannot uncelets i,

1 Inthe Folder List, right-click the folder you want to defete. For example, to delete the Trash folder, ight-click
Trash and then select Delete Trash.
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Figure 3-21: Deleting Folders and Calendars

2 Click OK.

3.10 Using Contacts

W+ Methail stores address book information about users and organizations in a Contacts folder, Using Contacts,
you ean search for contact informiation and add email sddresses 1o messages, appointments, tasks, and noles.
Wien you are sending, forwarding, or replying Lo message, appointment, task, or note, you can use the
contacts to address recipents,

Within &-+Methdal, there are Lhree lypes of address books containing conlacls:
«  Personal Comtacts  Stores infomation abous your personal or professianal contagis.

«  System Contacts  Typically a directony (hat containg the names and addresses of users within your messaging
system. Your adrministalor musl configure the system-wide address book and give yau ighls 1o use it

= Public Contacts  Typically a public LUAR server on the Internet (such as the Bigfoot cirectory seracel. vour
aclministrator can cefing & delfaull LDAP seréer and ghee yol: nghts to define your awn public sddrass books, For
mora infommation, see “Conliguring a Public LDAP Serder” on page 51,
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Figure 3-22: Contacts Folder

3.10.1 Adding Contacts to your Personal Address Book
You can acd comacts to your personal addrass book in twio ways: (1) you can go direcly to the address book ard
add the contact’s informaticn, or (2] you can add a new contact’s information frorm within & received item,

To directly add a contact to your personal address book:

1 Inlbe Folder List, click Contacts.
2 Inthe M+Methal toolbar, click New Contact.
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Figure 3-23: Adding Contacts

3 Type the contact's name in Loe First Name and Last Mame fislds,
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Type an email address iIF you wanl o send items 1o the cantact,
Type additional intormation o the other fields as neaded.
Click Save, The contact is added to your personal address bool,

L= ]

3.10.2 Modifying Contacts in Your Personal Address Book
1 In the Falder List, click Contacts,
2
3
4

Under the Search For fizld, use the drop-down list to sslect Personal Contacts,
Specily the search oriteria in the Search Far ficld.
Type a firsl or lask nama in the Search For Tietd 1o find 2 specific contact, Single etters function as wildcards,

For exarmple, i you bpe 1" in the Search For fizld, the search returms all entries beginning with "1." The
Search For field is not case sensitive, For example, Earl Melson is the same as earl nelson.

Leave the Search For field empiy Lo list all addrezses rom vour Personal Contacts,
6 Pross Enter,
T AMetail displays the results matehing your search aritedia,
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Figure 3-24: Modifying Contacts

B In lhe search list, double-click the contact name Lo view the contacl informalion anserean., I you want o
modify the contacl infarmation, click Modify.

89 M+ MetMail opens the contacl information pags.

10 Modity the information,

11 Chek Save, [hen click Close,

3.10.3 Using Contacts to Add Email Addresses to Items

You can use any available address ook W0 add contact email addesses o email messages, appoinumeants, tasks,
and notes,

1 In e main M+MNethal window, click New Message,

2 Clok the item hela whens youwant o add the contaol's emanl sddress; To, Co, or Boo, Locate the contact you
want 1o add o the item, For information on searching for contacts, see “Adding Contacts o your Personal
Address Book” on page 44,
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Figure 3-25: Using Contacts

3

Click the contact's name to select it M-MNethail actomatically gopulates the To, Co, or Boo lield with the
contact’s name.

Repeat sleps hree and Dur o add additienal email addrosses to the item fields,

Te remove a cortact's email address from the item, select the contact's name in the To, Go, or Beo fisld. Right-
click the contacl's name and select Delete.

Type a subject 2nd message N the Subject and Message felds,

When finished, click Send. For more information on email messages, appointments, lasks, and nales, see
"Sending Mail Messages™ on pags 23, “Schaduling Appointments” ot page 25, "Assigning Tasks” on

page 30, ar "Writing MNotes” on page 33,

3.10.4 Creating Personal Groups

A group s a st of users you can send messages o by selecting the group name rather than by selecting or typing
each ndividual's emall address, When vou select a personal group as the recipient for & message, sppointment,
sk, or note, all the individuals in the group receive e item, Far exampie, & manager could creale a personal
group for a development team. The manager could then use the group 1o eastly schedule appointments for team
mestings, send lasks [or project slalus reports, or communicate gencral information to the tearm.

You can only creste and store groups in your Personal Contacts, You are the only person who can access your
persanal groups.

To create a personal group:

1
2

In the Folder List, click Contacts,

Iy the list of Contacts, CTRL+click to select specific conlacls © nclude in the group, CTRL-A 10 select all
contacts, or SHIFT+click Lo selecl & sanes of contacts. Using thess kevboard shorcuts will auomatically
populate e Addresses el wilth e ermoil aucresses ol hese corniacls,

Im the M-+ Methzil teolbar, click New Group.,
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Figure 3-26: Creating a Personal Group

Ir the Growup Mame Tield, provide a name for the group,

In the Description fizld, provide a bref description for the group.
Verily the adidresses in lhe Addresseas Hiaid,

Click Save.

The personal goup now appears in yvour Personal Contacts, Ween you select & goup as the recipient fara
message, all the individuals in the group receive the message,

- @

? ou gan alse create grouns maneally by entenng specific email addmesses of each individual vou want to
include in vour personal group, Enter each email address on 2 separate line,
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4 Advanced Configuration

T Settings features of M-MNethdad allows yvou o make sdvanced configuration changes o M+ Nethail, To use
this feature, choose Settings from the main M+MNeial window, By defaull, the Setlings tab is displayed,

4.1 Changing M+NetMail Settings

Thi Settings tab allows you to make displsy changes e the M4 Melhail client interface,
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Figure 4-1: Settings tab

® Desending on how your administratar has configured your systerm, you mightl nol be able Lo make all of the
changes desaribod below.

4.1.1 Changing Your Password

To change your password:

1 Under Change Your Password, type your exisbing password,
2 Typea new password,

3 Retype the new password Loovariy il

& Click Save o save vour new password, then click Close,
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