Getting Started with Chicagona.org Webmail

ChicagoNA.org webmail is a web-based email which requires an internet browser such as Internet Explorer. You
will see that it is very similar to the webmail available on Yahoo, Hotmail, or Gmail. Whatever your webmail

account is, say xxxxx, then your webmail address would be xxxxx@chicagona.org.

1. How tolog on

You get to the logon screen by clicking on the Webmail Login button which is found on both the
website home page and the website committee page. Here is the webmail pane from the
www.chicagona.org home page.

ebmail now availakile for regional trusted

ach trusted servant position at
the regicnal lewvel is being
assigned a webmail account on
Chicagona. org "W ebmail is
accessible from any computer
using g web browser.

ALnyone with internet efnail can contact regional trusted
servants using these webmail addresses.

» Clicl here for i directory of regional webmail

accounts.

. Webmail Login

You can also enter http://www.chicagona.org/ControlPanel in your browser’s address bar to go
directly to the login screen.

Either way you do it, the login screen will look like this:

Once you are on the login screen enter the webmail user id and password and then click on the Logi
button. If this is the first time you are logging in your/password wil/'be preset for you to a special
value like webmail.100. You will be given the starter/password by/a member of the Web Committeg

':'Gﬁﬁizﬂuf ﬁﬁnﬂf Eﬂ;}_fuf-.
User ID: | 4
/

Password: |

When you have successfully logged in you will see a screen like the one at the top of the next page. If
you are logging in for the first time then you need to perform the first-time steps outlined on the next
page otherwise you may go directly to Webmail.
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2. The first time you log in

Change your password and turn on spam protection and antivirus protection the first time you
log in using these five steps a) thru e):

EI Website Management | Control Panel _
=

— 3 Home

welcomel

We are pleased to introduce the release of Signature 4.0, a direct result of your feedback. It includes a completely
redesigned interface, utilizing new technology and an intuitive design. This allows you to quickly and sasily manage
your services, all in one sinale view. Werio values you as our customer and we hope you enjoy your new Control
Panel.

@ @ B =

Autoreplies  Gustom spam whitelist  Blacklist Glam aw

Webmail

e
Bﬂ

Settings

Choose Change Password, and change your password so only you and
those you give it to will be able to log on to your email. If you forget your
password contact the a Web Committee member to reset your password

b)  Click on the + symbol next to Mail and and then click on
Spam Assasin

c)  Check the Subscribe box and then click on the Save Settings

Webmail
Mail Forwards

autoreplies

Whitelist
Blacklist

Custorn Mail Filters
Spam Assassin

Mail >> Spam Assass\n

Mailbox Options

Instruction: Select the settig@s you want, then click 'Save Settings',

‘Spam Filter Services: Spamassassin [~ Subscribe
Spamfssassin is a fres and cormprehensive solution for filteringd out junk mail, SpamaAssassin
applies a series of rules to your incorning messages and routes\suspected spam to your Junk
folder,

Sensitivity:
& High: 95% Confidence spam will be caught

~ Medium: 80% Confidence spam will bs caught

£ Low: 85% Confidence spam will be caught
¢ Custom (1-100%; Sensitivity depends on the number, The lowgr the number, the higher
the confidence that spam will be caught, [5 ~
Hote: Your wihitelist / Blacklist preferences always take procedency over SpamAssassin

settings. Higher sensitivity increases your risk of legitimats mail beiha misclassified as spam,
You can retrieve misclassified spam fram your Junk folder.

Set to Default

d)

Click on Clam AV to go the the Clam Antivirus Screen
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2. The first time you log in (continued)

e) Check the Sub\cribe box and then click on the Sﬂ/e Settings

Home

B Mail
webmail

Mailbox Options
Mail Forwards

Instruction:

Autoreplies
Custom Mail Filters Anti-¥irus Services: ClamAV

& settings you want, then click 'Save Settings'.
Subscribe
Spamn Assassin ClamAV is a free anF\-virus tool designed to scan email attachrmekts and sepa.rate out
o attachments containing viruses or suspected viruses, ClamaV roudes email with attachments
Whitelist
that contain viruses to your Quarantine folder,
Blacklist :
Clam a¥
[ preferences and Settings
Update Profile

Save Seftings Setto Default

Change Password
What's New

Verio Product Feedback Form
e

3. Going to the webmail screen

After you have logged into the system your screen will look like this:

Dol oo enesermenc | conee
[£2
=

Home

Mail

Preferences and Settings

What's New

We are pleased to intraducs the relsase of Signaturs 4.0, @ direct resukt of your feedback. It includes = completely

o terrain, Laliong b ow tackhology end n niiitive dssion This allows vouite nuickly i ca il e e
WE | i clin heinole via e veluesivel as hir o siomer end s hors vou sy AU ne s Contral
\ierio Product Feadback Form Fanel

A =
) £
A i el St

Click on the Webmail icon to go to Webmail
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3. Going to the webmail screen (continued)

Here is the webmail page. You may click on each of the tabs at the top of the screen to use the
various webmail features.

ﬂ Help @ Logout

jana-chair

My Mail = Inbox CheckMal | EmptyTrasn |

Delete oriMove Message(s) to:_vj Move I Massages 0-0 of O

Your Inbox is empty.

Delete orlmuve Message(s) to: v! Move I Messages 0-0 of O

Detailed help is available for webmail by clicking on the Help Button, which takes you to Control
Panel Help, and then clicking on Mail for mail help

Getting StArted Getting Started

Users
User List
Weh Aliases
Create Users/Edit Privileges

_in_]Geﬂing Started_:J Search I

Litilities
Scheduling Tasks

Digital Cedificates Getting Started

Restore Files o Directories rintable view
Assigning Yweb Directory
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3. Going to the webmail screen (continued)

Here is the webmail help screen. The various mail help topics are listed. Click on a topic to get
help for that item.

v} My Control Panel J35's] )/

Getting Started
Getting Started

Mail Search

il Search Help for:

Users
User List An- | Al Categories ¥ |
Web Aliases

Create Lsers/Edit Privileges
Lhilities

Scheduling Tasks

Cigital Cedificates

Res_tnre Files or Directories Wil FAG

Assigning Web Directory What Mot To Do When Using Email

Access - — :
Reading Your Mail Using VWebmail

Managing Your Podcasts
Setting Up & Third Party Email Client

Podcast FAGQ
iTunes Epizode Fields Understanding and Using Your Spam Fiters
iTunes Channel Fields Using ' our Ywhitelist
Front Fage Extensions Imparting an Address Book
PHF Update Email Attachmerts

Statistics Japanese Encoding
Lrchin Freferences Your Mame on Outgoing Email Messadges
Bandwidth History Mail Display Options

Settings Sorting Email Addresses
Changing Your Password Managing Your Spam Fitering and Email &nti-Yirus Tools
Your User Profile Chandging Your &ddress Book Display

Managing Your Blacklist
Checking *our Email Trash Folder
Manadging Email URLs

Clearing hail Foldetrs

Maving Email Messages
Composing & Message

Prewviewy and Print Messages
Using Address Book Ertries
Prirting *'our Address Book
Distribution Lists

Ahout Your Guaranting Folder /
Creating hiail Folders
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