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( VOICEMAIL QUICK SHEET, 1
ENTER YOUR MAILBOX

• Call system extension at x8202
• Press #
• Enter your mailbox number
• Enter your password

SEND MESSAGES
• From the main menu, press 2
• Record. When finished, press #
• Enter destination (or press # to spell name)
• To send message, press #

REVIEW MESSAGES

• To review unheard messages, press 1 - 1
POWER KEYS

# = Finish/Skip
* = Cancel/Exit
#-# = Skip to saved (archived) messages

TELEPHONE HELP   X4444

- EUDORA QUICK SHEET, 1
RECEIVING AND READING MAIL
• Choose “Check Mail” from File menu
• Double-click each new message to read
REPLY TO, OR FORWARD, MESSAGE
• Choose Reply (Forward) from Message menu
• Type in other recipient address(es)
• Type your message (remove unwanted text)
• Select Send from Toolbar
CREATE AND SEND MESSAGES
• Choose New Message from Message menu
• Fill in header info (To:, Subject, cc:)
• Write message. Add attachments, if needed
• After completing, click Send (or Save to    
 save to Out mailbox without sending).
PRINT MESSAGE

• Select Print from File menu
DELETE MESSAGE
• Select Delete from Message menu. Select 
 Purge Messages to remove from server.

( VOICEMAIL QUICK SHEET, 2
PLAYBACK CONTROLS (while listening)

1 rewind 3 fast forward
4 slower 6 faster
2 pause/resume 9 louder
5 envelope 8 normal 

RESPOND TO MESSAGES (after message ends)
7 erase 9 save
8 reply 6 send copy

CHANGE PERSONAL OPTIONS. (Start from Main 
Menu after entering your mailbox.)

4-3-1-2 personal greetings
4-3-2 extended absence greeting
4-2-1-2 group lists*
4-1 notification on/off
4-4 notification schedule
4-5 mailbox forwarding*
4-2-1-1 passwords

Detailed directions are in the College’s Calling 
Guides, available at www.wheatoncollege.edu/it&s.

Technology services are 
organized differently this year.

There are changes in how support is handled by 
Academic Computing, Library and IT&S.

This little booklet of key contacts can help you 
ride the wave of change.

- EUDORA QUICK SHEET, 2
ADDRESS BOOK: ADD CONTACT
• Choose Address Book from Tools menu 
• Click New in Address Book 
• Save changes to Address Book and save
ATTACHMENTS: ADD ATTACHMENT
• From Message menu, select Attach File/Doc
• Locate file to send, select, click Open
• File icon (message bottom) represents    
 attachment.
• Click attachment icon to open. Please note: 
 Eudora does not check for viruses. 
SORT EMAIL: MAKE FILTER
Filters transfer incoming messages to a mailbox 
based on header information you specify.
• From Special menu, choose Make Filter.
• Select Create or New. Complete information.
MAILBOXES
Mailboxes organize and store email. Eudora has 
In, Out and Trash mailboxes. To learn more; see 
Eudora’s Help menu and www.eudora.com.

www.geophys.washington.edu/tsunami/
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: COMPUTING SUPPORT
SUPPORT CENTER  X3900
 Network access, repair of college-owned 

computers, email accounts, Blackboard 
basics, general questions

BEFORE CALLING THE SUPPORT CENTER:
• Check network and power cable connections
• Be sure caps lock key is off (esp. if you’re 

having password and login problems)
• Write down and report what you were doing 

when the problem occured; include error mes-
sages, and what you may have already tried

• Act on virus alert emails immediately
• Review Wheaton’s Supported Software List 
TECHNOLOGY ORIENTATIONS 
 Technology Orientations are available from 

the Kollett Academic Computing Center 
(Front Desk; Mon.-Fri.; 8:30am-4:30pm). 

ACCEPTABLE USE POLICY  
  Policies at www.wheatoncollege.edu/it&s/

: NEWSGROUP QUICK SHEET
 A browser is your window to worldwide 

discussions on ... everything! Directions for 
reading news via Netscape and I.E. follow.

LAUNCH NETSCAPE NAVIGATOR
• Edit > Preferences > Mail and Newsgroup 
 > News Servers
• Add (news server name below). OK. OK.
LAUNCH INTERNET EXPLORER
• Tools > Mail and News > Read News 
• Complete the Internet Connection Wizard  

(see news server name below)
Your browser will need to download a list of 

available newsgroups the first time. This may 
take a few minutes; wait for it to finish.

You may read/search group names and sub-
scribe to the list(s) of interest.

News Server (NNTP): news.genuity.net

: SAFE COMPUTING TIPS
GENERAL PRODUCTIVITY TIPS
• Backup critical files often; save them to per-

sonal server space, floppy, zip, or CD-ROM
• Use a surge protector. Verify power’s on.
• Run anti-virus software and update it    

weekly. 
• Review Computing at Wheaton and the Sup-

ported Software List
• Call the Support Center (x3900) for help.
EMAIL PRODUCTIVITY TIPS
• Check your Outbox and delete/purge 

unwanted mail.
• Use caution when opening attachments. 
• Review QuickStart Guides from IT&S.
LEARNING ABOUT TECHNOLOGY 
Visit the IT&S Technology Education website reg-
ularly for information about Learning Paths, on- 
and off-campus classes, web-based training, events, 
resources and more. 
See www.wheatoncollege.edu/its/education

( KEY COLLEGE CONTACTS
PUBLIC SAFETY  X3333
BLACKBOARD X3806
COMPUTER CONNECTION  X3928
 Sales, Computer Loan Program
CTS  X3907
 Repair of personally-owned computers
EMERGENCY RESPONSE TEAM 
 Faculty support for technology classrooms
 • Sci Ctr, Media Ctr, Woolley Elec. X5695
 • Knapton, Meneely, Mars, Watson,  X3629

Mary Lyon

OFFICE SERVICES  X3825
 Copies (color, B&W); faxes & FedEx pack-

ages (sending); special print services incl. 
invitations, lamination, external resources

POST OFFICE  X3825
 FedEx and UPS package deliveries
TECHNOLOGY EDUCATION X3923
TELEPHONE HELP X4444

A Reminder about Wheaton’s Acceptable Use Policy

The college’s connection to the internet is like a wide interstate highway. 
Email messages are like cars travelling on the highway. A web page 
travels in a couple of cars plus a pickup truck to transport the images. 
A movie is a convoy of wide-load heavy equipment that ties up several 
northbound lanes for an hour or more, preventing you and everyone else 
from getting down the on-ramp and slowing traffic to a crawl.

Most people don’t realize that they’re choking everybody’s internet 
service when they share movies and sound files. And, you probably don’t 
realize that as soon as you start using a filesharing program other people 
all over the internet start downloading files off your hard drive, clogging 
up traffic on the southbound lanes, too. You can make a difference for 
everybody by turning off movie and sound file sharing.

The campus network is intended for uses consistent with the academic 
mission of the College. College policy (the Acceptable Use Policy) pro-
hibits:

• using more than your fair share of the network’s capacity, 
preventing others from doing their work,

• violating laws, including the copying or sharing of copy-
righted songs and movies without permission,

• using the network for commercial purposes, such as running a 
business from your dorm room.

Violations have been and will be taken to the College Hearing Board.
You can find the Acceptable Use Policy on the web at 
www.wheatoncollege.edu/it&s/policies/aup.ssi  If you have questions, 
please contact Dean Jack Kuszaj; the Director of IT&S, Tom McAuley; 
or David Caldwell.

Visit www.wheatoncollege.edu/it&s for updates to this Quick Sheet Guide.
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