Using the mail system

Connecting and logging on

Go to the following URL:

http://www.greshams.biz/mail/

This will give a login prompt for you to enter your

username and password.

Successful use of the email system requires cookies to be enabled in your

browser.

You will be automatically logged out after a period of inactivity.
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Browsing emails and using folders

After logging in, the main folder display is shown. This lists the emails in

the current folder as shown in the figure below (some buttons may be

missing depending on what options you have disabled). The default folder

is INBOX.
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4 Using the mail system

Message status and reading messages

To read a message click on the envelope alongside the message. The

message status is shown by the envelope being open, closed and/or greyed

out. A greyed message has been marked for deletion. An unopen envelope

has not been read. A letter A alongside the envelope indicated that the

message has been answered.

The Selected messages section allows you to alter the status of multiple

messages (e.g. to delete more than one message at once). Tick the check

boxes corresponding to the messages you want to alter and then choose the

option from the Selected messages section.

Altering sort type and direction

You may alter the sort type by clicking on the Unsorted, Date, From or

Subject links. The sort direction can be altered by clicking on the icon to

the left of the Unsorted link. 

N.B. When sorting by date, some messages

may unexpectedly appear in the wrong place. This is due to the sender's

mail client sending dates in the incorrect format. The Unsorted option

displays the messages in the order they were received irrespective of the

date they were sent.

Using different folders

You may manipulate folders by using the options in the Folders section.

• Change folder

Choose the folder you wish to view from the pop-up list of folders

and then click on Change folder

• Delete folder

Choose the folder you wish to delete from the pop-up list of folders

and then click on Delete folder. You may not delete INBOX.

• Move selected

Select the individual messages that you wish to move to a different

folder by ticking their check boxes. Select the folder you wish to

move them into from the pop-up list of folders and then click on

Move selected.

• New folder

Enter a new folder name in the writable section and click New folder.

• Rename folder

Choose the folder you wish to rename from the pop-up list of folders.

Enter a new folder name in the writable section and click Rename

folder.

The buttons along the top

• LOGOUT

Click to log out. You should always log out when you have finished

to stop other people being able to read your mails.

• Write new mail

Allows you to compose a new message

• Check new mail

Checks to see whether any new mail has been received

• Discard deleted (may not be present)

If automatic discarding is not switched on, this will permanently

delete any messages marked for deletion.

• Address book

Switches to the address book

Reading messages

Once a message has been selected for reading from the folder list, the read

message page is displayed: 
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From ict-l-request@safips.com
Reply-To: ict-I@satips.com

To:ict-I@satips.com
Date: Wed, 9th May 2007 (19:43:59)

Subject: Tet-| Digest, Vol 4, Issue 43

Send Tct-1 mailing list submissions to
ice-1Bsatips.con

To subscribe or unsubscribe via the Vorld Wide Web, visit
Bttp://satips.com/mailman/ listinfo/ict-1 satips.com

or, via email, send a message with subject or body 'help' to
ict-1-requestisatips. com

You can reach the person managing the list at
ict-l-ounersatips.com

Uhen replying, please edit your Swbject line so it is wore specific
than "Re: Cantents of Ict-1 digest...”

Today's Topics:

1. Re: Missing mouse balls (Tony Goodman)
2. Metal Cases for AV gear (John Uhite)
3. Re: recomendations image editing (Philip Byford)
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The mail system supports HTML messages (as often sent out by Outlook)

as well as attachments. Graphical or textual attachments will be displayed;

other attachments can be viewed (or saved) by clicking on the Attachment

link for the desired attachment.

The buttons along the top do the following:

• GO BACK

Returns to the folder list

• Delete mail/Undelete mail

Marks or unmarks the current message for deletion. Depending on the

options set, this may return you to the folder list.

• Reply to mail/Reply to sender/Reply to all

If the message has only been sent to you, there will be one button that

says Reply to mail. Click on this to reply. If the message has been

sent to other people besides you, you may choose whether to reply

only to the message sender or to all people that the message was sent

to.

• Forward mail

This is similar to replying to a mail, except that the message is not

indented in the message composer and that no destination is chosen

by default. N.B. Attachments are not forwarded.

• Take address

This will take the name and email address of the person who sent you

the mail and enter it in your addressbook. N.B. Duplicates are not

checked for.

Using the Address book

Address book (3 entries)
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The address book is very simple to use. You may compose a new mail to

any single person by clicking on the Write mail button. If you want to sent

to multiple people or wish to CC/BCC recipients, you can select the

relevant people and whether you want to put them in the To, Cc or Bcc

fields by ticking the boxes. You can then click Write to all selected

people.

New contacts can be added by entering a name and email address in the

writable boxes and clicking on Add new entry . Alternatively, you can

choose Take address when reading a message.

Entries may be deleted and edited by clicking on the relevant links.

Writing emails
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Once again, composing emails is a simple task. First choose your

recipients. If you are replying to a mail or have reached this screen from the

addressbook, then the To:, Cc: and Bcc: writable sections may contains

some email addresses. You can add extra addresses by typing them in,

separated by commas. Additionally, you can choose entries from your

address book by choosing from the pop-up menus and then clicking on the

<< Add button. N.B. Clicking on the << Add button will clear any

attachments you have chosen, so you should choose your intended

recipients first.

Next write your message in the writable section. You can then include

attachment for the message. The number of attachments you can send and

the maximum size for each can be configured.

When your message is satisfactory, click on the SEND button. The
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message will be filtered (if configured) and then sent to the recipients. You

may click on the GO BACK button at any stage to return to the previous

page.

