Library and Information Services
Technology Support Center

Technology Guide

Welcome to Computing@Wheaton!

Our mission at the LIS Technology Support Center is to support, encourage, and empower Wheaton
College faculty, staff, and students in their use of computer technology. We are committed to providing
a reliable single-point-of-contact for our users.

The Technology Support Center team is the front line of support for the rest of Information,

Technologies, and Services. We can showyouhowtonavi gate our network, wuse t
standard software, email, file, and print services.
canét help you, weoll know who can!

We have developed this overview of Computing@Wheaton for your reference. If you have questions
about the information covered or would like to schedule an in-depth training for any of the services we
provide, just let us know. Also, please check http://www.wheatoncollege.edu/IT_S/support/
periodically for updates to this booklet.

We hope youoll contact wus for support, training, or
3900, through email at support@wheatoncollege.edu, or stop by to visit us in the Library ( we 6 r € o0 n
the Periodicals Level, just follow the signs!).

SECURITY REMINDER: LIS Technology Support will *“NEVER* request
passwords or other personal information via email. Messages requesting
such information are fraudulent.

Note about instructions: If using Windows, always left-click unless the directions
specifically say to right-click
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l. Standard Software and Services
The LIS Technology Support Center provides and supports a wide variety of services and software
packages, including basic productivity (Microsoft Word, Excel, PowerPoint, and Publisher),
database (FileMaker Pro), email, and anti-virus. For a complete list of services and software, visit
http://lwheatoncollege.edu/technology/buy/technology-support-service-level-agreements-
and-standard-software/.

Il. Backing Up Your Files
If a pipe were to burst in your office, as happened in Wallace Library Archives and Special
Collections, and your computer were rendered completely inoperable, how much data would you
lose? How many years of effort would be completely gone? While an event like this is relatively
rare, it is not impossible; nor is hard drive failure, a virus that deletes your files in such a way that
they are unrecoverable, fire, or any other unforeseen disaster. Because of the possibility of these
extreme events, LIS, in the strongest possible way, URGES you to back up your data regularly.
Operating Systems and other software can be reinstalled, computer hardware can be replaced, but
we cannot always recover your documents. You must take the initiative, therefore, to make sure
you have current backup copies of your files.

The first step in being able to quickly and easily backup your documents is knowing where files are
stored on your computer. Unless you choose a different location, Windows and Mac OS X will

generally default to the AMy Documentso or fADocl
AMy Documentsodo or ADocumentso to hel p maridilasgnea an ¢
centr al l ocation, youb6ll only have one folder tc

missed or forgotten important files while doing your backup.

The easiest backup met hod i s tUSB flagshdraveor your Netwbnk o p 0
Folder (covered in Section VI); if you have a Recordable or Rewriteable CD and/or DVD drive, you

can burn your documents onto CD/DVD (Mac OS X has burning software built in; if your Dell

computer has a CD burner, you should have Roxio Easy CD Creator installed). Your method of

backup may be determined by the total size of your documents. You can store up to 2.5Gb

(2500MDb) in your Network Folder; CDs can hold up to 650Mb or 700Mb, depending on the CD,

DVDs can hold 4.7Gb or 8.5Gb, depending on the DVD (and whether your burner can use the

8.5Gb discs), and USB flash drives come in varying sizes.

If you would like a tutorial on backing up your files, or need help determining if your computer has a
built in CD or DVD burner, please contact the Technology Support Center.

[l insideWheaton
Wheaton has centralized access to many of its core services (Banner, WebMail, WINDOW), plus
added campus news and information in the new Air

To access insi deWh e antcampus prwff),edulcan clickymtiednsideWiteaton

l ink on Wheat on 06 s htipo/imsade.awilygeatoncadlege.edo. Youwwill need to sign in
with your Wheaton I D number (wlD) and email pas s
haveapasswor d, <c¢l i ck the fASet up your accounto | ink
needed to create your password.

Once signed in, you can peruse news items and event information, link to various services, launch
WINDOW, access email, and muchmore! You can even custSomfiteé yvabr tid
channels (sections) that are of the most interest to you.

LIS Technology Support x3900 Technology Guide Paged of 25
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Please call x3900 or email support@wheatoncollege.edu if you have any questions, have trouble
creating your password, are unable to sign in, or cannot access any of the features once inside.

In order to keep your confidential information safe, as well as prevent unauthorized access to

Banner and other campus resources, doné6t forget

web browser or going to another website.

V. Data Security
With news of data breaches at companies following guidelines developed to protect confidential
information, and a data breach law in Massachusetts designed to better inform and protect
consumers, what can you do to ensure the files and confidential data you use on a regular basis are
safe? Here are some steps and suggestions to protect your data.
Identify confidential data i personal information like ID numbers, Social Security numbers, bank
account information,pas swor ds, and any other piece of infor
else to have are all components of confidential data and need to be protected (for example 1
Banner downloads, your email password, the tax documents and information stored in WINDOW).
Ways to protect yourself and your data:
e never give your passwords to anyone, not even Tech Support
o if you use USB flash drives, only purchase ones that come with encryption/security software
(and actively use that softwarei i t candét proocoedtethmet dusivegiift
e dond6t write passwords down (yes, passwords
password is written on a sticky note that
anyone sitting at your computer can gain access to all of your files, thereby making the
password useless)
e change passwordsoftent j ust as youbre required to chang
every six months, you should change your other passwords regularly, too.
e keep current with operating system and anti-virus patches and updates
e dondét disable password protection or alilow y
having to enter a password whenever you need to log in to your computer, an application, or
a website is nothing compared with the nightmare oftrying t o r ecover your
stolen or facing thousands (or even millions) of dollars in fines if confidential data is lost
because you didndét want to be bothered with
e report loss or theft immediately T if your computer, wallet, or documents are lost or stolen,
report the loss or theft immediately
¢ shred papers containing confidential/sensitive data i you should never just discard papers
containing confidential or sensi tadmightbagnihga,
through your trash or your recycle bin.)
¢ never leave belongings unattended or visibly available i if you are unable to have your
|l aptop computer, purse, wallet, or any other
open for anyone to see, even if that location is locked. You should instead store them in a
location that is not visible (your car trunk, for example). Many cars have gotten broken into
simply because of ring marks left by suction cups used to hold GPS devices
e ifyousign i n to a website, dondét forget to sign
LIS Technology Support x3900 Technology Guide Pageb of 25
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V. Email
Wheaton College provides all of its faculty, staff, and students with an @wheatoncollege.edu email
account.

LIS supports two ways in which to access your email i Thunderbird and WebMail. Thunderbird
downloads copies of your email messages from the email server and stores them locally on your
computer, while WebMail provides direct web-based access to the email server from any computer
with internet access anywhere in the world. The option that is best for you depends on your email
needs. If you will frequently be using email from multiple computers or want an easy way to check
your email while traveling, WebMail is recommended; if you use email primarily from one computer,
Thunderbird is recommended. Immediately below is some general email information, followed by
sections providing Thunderbird specific and WebMail specific overviews.

Changing your Password

For security purposes, you are required to change your password every six months (if you do not,
the system will automatically change it to something random). To change your password, visit
https://[password.wheatoncollege.edu. New passwords MUST be between 8 and 15 characters
long and must contain at least one capital letter and two numbers. Passwords cannot contain
special characters (3,7, #,*, for example) and cannot be a password you have used recently. You

can also establish a security question and answe
change it before it expires. Fromthe password change page, c¢lick AF
Rel ated Links section, or click NnASet Password Ct

WebMail login screen to create or use your security question and answer. If you are having trouble
logging in to your email, make sure that Caps Lock is not on as passwords are case-sensitive. If
you do not create a security question and answer, or do not answer the question correctly, you will
need to bring your Wheaton ID to the Technology Support Center to get a new email password.

Forwarding Your Mail to Another Account

You can forward your Wheaton email to another email address for convenience while away from
campus, or if you have another account where you prefer to receive all of your messages. Go to
https://mail2.wheatonma.edut o enabl e forwarding. Youodol |l ne
Afwd | D number) and e maiRulesp a saktmetiop riight (abo@el the sdlarcho n t
box). ClickFEdi t your messagea® réadeactiomandiibimtheaddieds tomlgch
you want your mail forwarded in the large, open box in that section. If you want to keep a copy of

e
h e

al | i ncoming mai l in your Wheaton account, put &
note that if you do opt to keep a copy, the next time you check your email using Thunderbird or
WebMail, all those emails that were forwarded wi

may al so want to check the box to APr eesappeardo To/ (
come directly from the sender rather than from your Wheaton account. To activate the forwarding,

make sure the box next to fARedirect Al Sdvddaitlo tsa:
your settings. Youcant hen c | i atkexitWeloMaib u t

To disable forwarding, go back to https://mail2.wheatonma.edu. Log in with your
and email pasRulesoamd t hCdn cfkEdiit your mesUnehgckthe e di
box next to ARedi k 8&vad Alol sMaiel .y¥Yomoadtsheet® lidcnlgisc kK AL
to exit WebMail.

Automatically Replying to Incoming Messages

I f youodl |l be unable to check or respond to your
vacation, for example), you may want to set up an automatic reply that will respond to all of your
incoming email with a standard message letting the sender know that you are away from email and

who to contact in your absence if necessary. Just go to https://mail2.wheatonma.edu. Youobl |
needt o Il ogin with your username (youCl iioM0 d D tnluenbi
LIS Technology Support x3900 Technology Guide Page6 of 25
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Il i nk at
and in

the top right (above the s &ddaftonhsediom)x ) . (
the box directly under rast peppte toffddeve whileg e , 0 e r
youdre away from your email. When you are sati s
fEnableoor fAEnabl e Until & ( don 6 tostdrtdhe guomatid respoase.tYeur an
should al soiRepliickd AAd draat sos ersebs elti stthe address | i s
automatic response. Each email address will receive only one reply while your automatic response
is active. Whenr eady, click the fiSaveo. button. You <can

To disable your Away message, go back to https://mail2.wheatonma.edu, Login with yc
number and emai |l RpesGanwiortdcd.en GISiedk yfo ur Selectbeat i on
iDi sabl edo opt ifSave. @ogaitwhemdone. c |1 i c k

Barracuda Spam Filter

Wheaton has a spam (unwanted email) filter to remove junk email before it reaches your mailbox.
There are two levels to our Barracuda Spam Filter: the first level filters known spam, and you will
never see or know about those messages; the second level filters suspected junk mail and will
notify you via email of these spam quarantines. Because no system is perfect, there will sometimes
be false positives, so be sure to review messages you receive from the Barracuda system to
whitelist or deliver any messages incorrectly marked as spam. For more information, go to:
http://wheatoncollege.edu/technology/started/getting-started-with-email/wheaton-email-
spam-filter/.

Thunderbird

Thunderbird is an easy to use yet versatile application for reading, composing, and
@ managing your email, and comes from Mozilla (which also provides the Firefox web

browser). The standard configuration at Wheaton syncs your Thunderbird mailboxes with
the email server, and you can save messages in
archive older mail and free up space In your server account. Some of the basics of Thunderbird are
covered below, but if you wish to learn about more advanced features (customizing settings,
address book, signatures, stationery, etc.) please contact the Technology Support Center.

—

Checking Email

Your computer should already be
configured to automatically check for new Mail Server Password Required
email at a specified interval, including when
you first open Thunderbird. After you

launch Thunderbird, you will see a screen
prompting you for your password. Type in
your password and eit

9 | Enter your password for ww00GOWD00D Dmail2, wheatonma. edu:

her | Uée l-i'asslworg Mla(nagertﬁraeRb% this paossvil_ord. hilt

the <enter> key on your keyboard. Lok | [ cancel |
Thunderbird will check for any new email.
Aslong as Thunderbirdst ays open (even iif itds running i

you work on other things), it will remember your password and check mail automatically at
the specified interval. Whenever you get new email you will see an envelope appear near
the time (Windows) or the Thunderbird icon in the Dock will bounce (Mac OS X).

Reading Messages

To view one of your messages, you can double-click on the message in order to openitin a
new Thunderbird window, or, if you have the Preview Pane enabled, you can single-click on
the message and its contents will appear in the preview window (located below your list of
messages).

LIS Technology Support x3900 Technology Guide Page7 of 25
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Sending Mail and Attaching Documents

You have a few options when you want to send a message to someone. You can start a
new message, reply to an existing message, or forward an existing message. You can also
attach documents to any outgoing message.

) Compose: (a0 subjiect) E@E‘

Ele Ede Vew [rest Favex Ogioe  Took  Hep

w ":\7.“."".f.8.‘:°.

message to someone, simply click S | Cortats pd | Mich | cearty e o
the Write icon on the main TS P e e oot 300 v
Thunderbird toolbar. The new message :

window will appear.

/ New Message: To start a new

'
Write

In the fATo: 06 field, type ™™ the emdid ™ addres.
the person to whom you want to send your
message. If you want to send your message
to more than one person, create a separate

line for each recipient. The AFronm: 6 wil.l
already be listed. Give your message a short
topic in the fASubjectjo field. You can allso

choose to Cc (carbon-copy) or Bece (blind
carbon-copy) your email message. Click the

arrow to the |l eft of AT o o0 and make the
desired selection, then type in the email address of the Cc or Bcc recipient. Repeat as
necessary. Your ATod and ACcoO r eci gddressesthasare wi | |
included in the ATod0 and ACco fields, but wi
recipients will see all fATood and ACcod addres

anyone else.

You can then use the <Tab> key to get down to the body portion of your message. After
composing your message (farlef).i ck the ASendd but:

Reply and Reply All: You can respond to a message Yyouc
appropriate message is highlighted and thenclicking ei t her t he ARepl yo o
button from the Thunderbird toolbar. In the Reply or Reply All window, the message

headers (To, From, Subject, etc.) will be filled in for you, and the original email will appear in

the body of the message. Click at the beginning of the message body and add whatever
information or comments you wWish to send bac

4 Reply will send your response back to only the original sender.

Reply

L& Reply All will send your response back to the sender plus all of the original

Reply Al iTod and ACcO recipients.
Forward: You can forward a message youﬁve‘jrecei
sure the message you wish to forward i s sele

from the Thunderbird toolbar. Type the email address(es) of the person(s) to Fpnitord

whom you want to send the message. The other headers will be filled in for you, and the
original email will appear in the body of the message. Click at the beginning of the message

body and add any information you want to include. When vyou
button.
LIS Technology Support x3900 Technology Guide Page8 of 25
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Attaching Documents: You can attach a
file to any of your outgoing messages.

With your message window open, just
click on the @AAtt amwdderdrd |
toolbar. The Attach File window will open, where
you can browse to and select the file you want to
attach. I f you <click
having an outgoing message window open,
Thunderbird will start a new message for you to
which you can attach a file. You should avoid
attaching files larger than 1.0Mb in size.

0

Attach

t I

Attach File(s)

(2} Desktop

(.3 My Document its
§ My Computer
| My Network Places

Look in:

My Resert

éo[ugﬁ |

Desktop

gElFleMake Pro Advanced
£ Google Earth

() AppleTrainingStuffs
(fmp.

|{Echosts

immnfl ;Aentumut ac

;, Ft v techhelp
- _)Thunderbwd Addins
48

My Computer

A AIMFix.exe

<

-
MyNetwork  Files of type:

File name:

AllFiles

M 6 host8-CD:
i N T O o I i o o 4

14 -

[ oFMacaRDO230.dmg
EFileFormatConverters.exe
{51 FMS9-FileMakera
B)InstallOffice.reg
Palm Desktop
[H PaimContacts.tab
¥ ReceptionTemplate2.fp7

Resco Album Gengrator
EE'ftudentAp:Fz\anpnzoﬂ PG
%] Studentappreciation2008.png
B surveyorExemption.xls

1Y TSRecycledHw.fp7

@[3

t he

eo b

Cancel

Managing Your Messages and Your Mailboxes
To assure Thunderbirdd s s moot h

2000 messages in each of your mailboxes at any given time. Moving messages to custom
mailboxes, applying filters, deleting any unneeded mail, archiving messages, and
compacting your mailboxes are all ways to help manage both your messages and your

mailboxes.

Custom Mailboxes Folders

If you frequently correspond with a particular person or about a particular subject,
you may want to create a custom mailbox folder specifically for those messages.
You can then either manually transfer messages to that custom mailbox folder or
create a filter to automate the transfer (both covered under the next topic). You can
further organize your custom mailbox folders by putting them into other folders.

Creating Custom Mailbox Folders

In the Mailbox frame, right-click (<ctrl>-click on a Mac) on the top listing for
your email account (may appear as Wheaton, or WebMail, or something

similar)t h e n

name t hat wi || hel
New Folder @

MName:
I
Create as a subfolder of;

Wheaton v

Cancel

Local Folders (Archive Messages)
I f you have

messages

P y ou

t hat

you

s e |.@le the NéviNMailbox window, give your mailbox a
identify what
should now see your new custom mailbox in
the Mailbox frame. Your custom mailboxes
can hold both messages you receive and
messages you send. Your new mailbox
folder is ready to accept mail and/or other
mailbox folders (see below).
mailboxes, you should only move custom
mailboxes into folders you create, NEVER
move the In, Out, or Trash mailboxes into
one of your folders.

If moving

want

anymore (if your account is over quota, for example), you can store them on

your computer itself (locally).

In the Folders pane in the main Thunderbird

window, you should see a listing for Local Folders. You can create custom
local mailboxes using the method described above (instead of right-clicking

Computing@Wheaton

on the top listing, right-c | i ck onl dierox@) &md t hen
the local folder as described below.
LIS Technology Support x3900 Technology Guide Page9d of 25
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Transferring Messages to Another Mailbox

The easiest method for transferring a mailbox or the occasional message to a

custom mailbox folder is to simply drag-and-drop it from the mailboxthat 1t 6 s i n
the destination mailbox. If there are messages to/from a particular person or

containing a particular subject that you always want transferred to a specific mailbox,

you can create a filter to automatically transfer the messages to the desired mailbox.

Filters

Creating Filters

With the message selected on which you want to base your filter, go to the

fiMessage0 menu and s Ellerdomn Mdssagee a t EilfehRules
window will come up so that you can further

Ity define your filter criteria. If you want to filter
E:;y”e“age E:::: messages coming FROM a certain person,
Sk Al i make sure AFromo is selec
Forward ChiaL personds emai l address ap
Forward As » | filter messages based on a word or phrase
Edit Message As New Ctr+E cont ai ned in a message O0s
Sy Message crto i S u b jamdeypecthat word or phrase in the
Move 4 third field.
Copy 4
.::: to Sk iems” Agan CUSIEHT | The Action section is where you define how you
Mark » | want Thunderbird to process messages
meeting the cri'geria you just defined. If you
= want Thunderbird to transfer the messages to a
custom mailbox, s e | e ¢ &€ Mésddgevo:0 a n d elechteemante of the
mailbox in the dropdown list.
When you are satisfied with Fiter ae:
both the filter criteria and for coming messages et
act | on OK(‘) C It iO Cc Ia Cﬁ qngtValltahetnllow'ei @M%chartgft?efollowing O Match all messages
The filter is applied only to : e
new messages. You will need .
to manually filter messages
that already exist in your ot
Thunderbird mailboxes (see Hove Vessage o ] [safttingson Wheston o 8 |
AFiltering Exigting Messages, O
below).

Editing Filters
To edit or delete any fMedsdgeRisl tyeorusdds eu rc
Tools menu. On the left-hand side of the window, click to select the filter you

wantto editordelete. To edi t, cl| i ¢c kWhemysuaieEahe t 0 b u

making changes,c |l i clo AQK delete a filter, cli

AiDel eted button. When completely done
LIS Technology Support x3900 Technology Guide Pagel0 of 25
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Filtering Existing Messages

Tools [Jog) If you only have a few filterable messages in your mailboxes,
Axddress Book whz | you can Aprocesso tanddoptheamdbnto i du
i the appropriate mailbox, delete them, etc). If you have many
filterable messages, you can make Thunderbird apply your
A———— filter to pre-existing messages. Open the mailbox you want to
Delete Mail Marked as Junk in Folder process, t RenriltecstoroFoldeed f r oTmolst h e
Import... menu. Your messages will be checked and filters applied as
Bior,Constls needed. You will need to repeat this process for all of your
Agcount Settings... existing mailboxes if you want them checked for filterable

Options...

messages. Please note that you may want to compact your
mailboxes after filtering existing messages.

Deleting Mail and Emptying the Trash

You should periodically go through your mailboxes to delete messages you no longer

need. You can delete messages one at a time or as a group. Select the message(s)

you want to delete (to select a continuous series of messages, click the first

message in the series, then <shift>-click the last message in the series; this will
select ALL the messages in between the first and last messages. To select
a group of non-continuous messages, <ctrl>-click or <apple>-click on each

Delete  message), then click the Delete button on the Thunderbird toolbar.

After you have moved the message(s) you wish to delete to Open
Thunderbirdbs Tr ash mail box (separagpg fromi|the
Recycle Bin or the Mac Trash), you need to finish the <

. . Subscribe. ..
deletion process by emptying the trash. To empty the ,
trash, right-click on the Trash mailbox (control-click on EopyFokder Locadon
Mac)ands el ect A E.)yduwil NOT get dndelete New SubFolder ...
confirmation, so be certain that you really want to get rid of —
those messages. Before you empty the Thunderbird trash, Compact
you can, if necessary, open the Trash mailbox to move Mark Folder Read

item(s) to other mailbox(es). Once you have emptied your  [JEF S

trash, however, you will not be able to recover those
deleted messages. Favorite Folder
Properties...

Directory Services

You can use Thunderbird to find email addresses for members of the Wheaton community.

Please note that Directory Services will only work on-campusor t hrough Wheato
You can find addresses from within your Address Book or when composing a message.

From the Address Book -

Click on the AAddress Bookd butt on[____J_lon t he
Address Book

In the Address Book window, clickonceon t he A Wheaton Director

listing in the left pane. In the top right search field, enter in your search criterion.

You can do partial name searches to increase your chances of finding the person for

whom youdre | ooking (for ildistalth@hdeepleatsear chi

Wheat on who have fAjoro in either their fi

If you right-click (control-c | i ck f or Mac) on a personé6s e
AWrite, 0 TWwilopandaemewmessate addressed to that person.

When done searching, simply close your Address Book window.
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From the Composition Window

You can also look upanaddresswhi | e writing a message. I

Contacts pane to the right of your message,c | i ck t he ACdmmthet so |
‘ Address Bookpu | | d own, sel ect fiwWheaton Direc
. criterion into the ASearch for:o fiel
Contacts appear (and constrain) as you type. If you double-click on a match, the

address will be added as a To recipient. Youcanal so use the AAdd t

to Cc: 0 buttons as needed (at the bottom

>

We b Mai | is a great tool if you frequently use mt
away from campus and want a way to quickly check or compose messages. WebMail provides a

simple interface that allows you to read, send, and manage your messages directly from the email

server. You can use WebMail from any computer, provided it is connected to the internet,

anywhere in the world. Some of the basics of WebMail are covered below, but if you wish to learn

about more advanced features (customizing settings, address book, signatures, etc.) please contact

the Technology Support Center.

Logging In

Launch either Internet Explorer or :
Firefox. You can either sglect VVheat()n L s S
WebMail from the top right corner of
the Wheaton homepage
(http://wheatoncollege.edu) or you

can go directly to E::g"o%epg:::l‘z:’(;g remember username []
https://mail2.wheatonma.edu. Password:

Mailing Lists

Mail to Postmaster Username:

At the login screen, enter your i e—

~ < 2 I Enter into webmail |
username (your AweEbrdD numbler) and
emai l passwordtethen click AE

After you |l og in, youbl!|l have access to all
The latest WebMail configuration is designed to look like desktop clients such as Outlook

and Thunderbird. The number of unread messages appears in red next to the mailbox, and

there is a preview pane in the bottom right for easy reading.

New Message Event Task Note w00078793@wheatonma.edu  FAQ Ettach Password Rules Settings LogOut
f= Folder: Inbox 2 of 3357 unread 0001-0020 /3357>% B X

Folders & kb @ || Read ¢ Flag ¢ X Delete (% i Sortby... + 20 ~
& From To Subject Received © Size

&4 Sheila Donahue Jayne Tobin Fwd: Fwd: Gas Prices 03/07/1109:33 1112KB &
A - (4 TestEquity Newsletter jordan_ Agilent iiVision X-Series Oscil ion P... 03/07/11 09:32 21 KB
g nbox (3357) 1] £ Scott Hamlin Gary Ahrendts Re: Call for LISAG AGENDA 3.10.2011 items 03/07/11 09:06 AM 9 kB
[ Drafts (0) [] Michael J. Geller Pamela A. Jordan Re: dead battery 03/07/11 08:59 AM 1KB
& Sent Items (3216) ) Diane DeMelo Sue Morgado Re: Copier Repair Request 03/07/11 08:50 AM 5KB
8 My_Contacts (12) &3 Susan V. Wawrzaszek lis@wheatonma.edu Draft Core Services 03/07/1108:30 A 175KB
@ My_Calendar (1) £ Gary Ahrendts Sue Morgado Re: Call for LISAG AGENDA 3.10.2011 items 03/07/1108:23AM  23KB
3 Notes (1) [] Jennifer Horton-Robitaille Pamela A. Jordan Re: battery for a D630 03/07/11 08:07 AM 1KB
&9 Trash Can (0) ) Jennifer Horton-Robitaille Re: battery for a D630 03/07/11 08:06 AM 1KB
£ Jennifer Horton-Robitaille Sue Morgado need to leave at 12 03/07/11 08:04 AM 1KB

@ Email Upgrade (no recipient) Complete E-mail Upgrade Confirmation. 03/05/11 06:01 AM 2KB ¥

3 39005taff (45)
3 Apple Mail To Do (0) > 35 (@ Reply (¢ ReplyToAll (% Forward X Delete 4 % 91 NextUnread X
3 Applespam (2) e
£3 Archives (0)

3 Banner Stuffs (0)

3 BenBrianMark (1173)
3@ BostonConsortium (16)
£3 Calendar (18)

@ Carol (174)

£3 CompuWorks (0)

£ Deleted Messages (0)

¥ Subject: Re: dead battery Full Headers
Raw Message

From: Michael J. Geller
Date: 03/07/11 08:59 AM
To: Pamela A. Jordan

{3 pell (23)

£3 155M (125) @ lace your computer. You still want a desktop, correct? @
Click: Select/Preview - Double-Click: New Window - Shift/Ctrl: Select ge - Drag: Move/Copy - Right-Click: Options. Take Address -« 4 ¥ B
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Reading Messages

To read a message, simply single-click on it. The message will appear in the preview pane

below the list of messages, and you can read it directly from there. If you double-click on

the message, it owi |l open in its own window.
of the message window to close it.

Sending Mail and Attaching Documents

As with Thunderbird, you have a few options when you want to send a message to
someone. You can start a new message, reply to an existing message, or forward an
existing message. You can also attach documents to any outgoing message.

New Message: To start a new message tessagedto meno nteh, e
upper left corner of the WebMail window. The new message window will appear.

In the ATo: 0 field, 1
address of the person to whom you
want to send your message. If you
want to send your message to more
than one person, separate their email
addresses with commas. Give your
message a short topic in the
fiSubject: o field. Y o
to Cc (carbon-copy) or Bcc (blind
carbon-copy) your email message.
Click ACc: 0 or fABcc:
recipients. Your fAToo and 0
recipient(s) will be able to see all the
addresses that are included in the

Too and ACco fields
ny address(es) in t
Bccodo recipients wil
CcoOoO addresses, but
ell if you hasee Bcc

— S D

|
|
|
|

You can then use the <Tab> key to get down to the body portion of your message. After
composing your message, clicki Senf{da st above the AComposeo t

Reply and Reply All: You can respond to a message youc¢
message and then clicking either the AReplyo o
located between the list of messages and the message preview. In the Reply or Reply All

window, the message headers (To, From, Subject, etc.) will be filled in for you, and the

original message will appear in the body of the message. Click at the beginning of the

message body and add whatever information or comments you wish to send back. When

finished, click ASendo. Repl y wiidalsendee mRdplyy o u
All will send your response back to the send
recipients.

Forward: You can forward a message youbOve recei

message you wish to forward is open, then clickt h e f F o r w drondtide toblbat t o n
located between the list of messages and the message preview.. Type the email
address(es) of the person(s) to whom you wish to send the message. The other headers

will be filled in for you, and the original message will appear in the body of the message.

LIS Technology Support x3900 Technology Guide Pagel3 of 25
Computing@Wheaton 3/15/2011



