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Quick Start Overview

Webmail is an online e-mail client which runs in your browser. It allows access to your e-mail,
contact list, calendar, and notes from any computer with an internet connection and a web
browser. This document is organized with several “Quick Tasks” at the beginning. These tasks
are designed to give the user just enough information to get started. These, and other topics,
are discussed in greater detail in the sections of the document that follow the “Quick Tasks.”

What Changed Between the Versions?

There are numerous differences between the old and new versions of webmail. Some of the changes
relate to security, and how webmail works on the server. Other changes relate to the webmail user
interface. The following changes are the ones that many beta testers noticed. They are explained in
detail elsewhere in this guide.

E-mail in a particular folder, for example the inbox, is shown in one continuous page instead of
being chopped up into several “pages.” This enables the customer to better sort, filter, search,
and find e-mails.

The software features a reading pane, which is used to read the message without having to go
to a new webpage. To open the reading pane in a separate window, click the button “Open in
new window”. The button is located in the reading pane.

() Open in new window

The reading pane can be completely turned off by using the “Hide Preview” button. This is
located under the “Other” button, directly above the e-mail.
0\ E Log out
7 messages)
Other ™ Filter ™
Hide Preview
[ Vertical Layout

|- Mark as... k

@) Blacklist
&) Whitelist

Show Deleted

Clear Sort
E-mail folders and the reading pane can be displayed in either a horizontal or vertical layout.
The reading pane can also be turned off. All of these features are located under the “Other”
button.
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O\ Eh Log out
7 messages)
Other ¥ Filter ™
Hide Preview
1 wertical Layout
|- Mark as... k
(-:::j Blacklist
@ Whitelist
Show Deleted
Clear Sort

e Subfolders appear in the mail folder section instead of under the Inbox. New folders can be
created using the “Folder Actions” button. The new mail folders appear in the section of the
screen under the Folder Actions button.

il Folder Actions +

i'- Create Mailbox Folder

é- Expand All

i” Collapse All

(") Rebuild Folder List

All of the buttons that were located on the left side pane are now menu items at the top of the

page. They are organized with several sub-categories, as the software has numerous choices
and customizations available.
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Task: How to log into the new webmail site:
You can log into webmail by using your web browser, and going
to https://webmailbeta.alliancecom.net

Steps

1. Open up your web browser. You can use Microsoft Internet Explorer, Google
Chrome, Mozilla Firefox, Apple Safari, or other browsers. Microsoft Edge does have
several known issues, and is not currently recommended. (See the section on

Microsoft Edge for more information )

Fuefox Imemet Explorer -(omwo« Safan

2. Type webmailbeta.alliancecom.net in the address bar.

_,-" <& Webmail i: Log in b \+

= | (i i https://webmailbeta.alliancecom.net/login.php

3. You will be presented with the following screen:

Username
Password

Mode

C——
C——
(o

Automatic EI
Language
English (American) EI

Type your e-mail address in the Username field, and your password in the Password
field. At this point you should be able to click the Log In button.

24/7 Help Desk Support Options: Dial 611 from Alliance phone or 605-582-6311 email@alliancecom.net


https://webmailbeta.itctel.com/
https://webmailbeta.itctel.com/

4. This will open up your main e-mail interface screen.

@ Potims? ) Updat Passwo Spam Login ®%mm1.1mn

A ncecomnet
AN o

ALLIANCE 1w | AddressBock ¥ Calendarw Tasksw MNotesw Filssv {F EETET O, [ Lot
Comnunications
o 050 1000B  Inbox (4 messages)
ew Message efres ther ¥ fiter ¥
New Message 3 Refresh ath fif
& nox From Subjedt ¥ 4 Date v Sie
£ Dats
@ sent

i Trsh

To: raigtesting@aliance... example email 071052017 3kB
email@alliancecom.net  Test Nessage 07052017 3KB

SIS

The Alliance Intret Team Learn Abcut FREE WatchTVEverywhere, Go Paprless & Get $15, & More! -Your Alliance Irterret eNewsletter June 2017 01082017 40KB
The Alliance Infemet Team  Learn Whan t Reboot Yeur Wire ess Router- Yeur Aliance Inte et eNews efter May 2017 05122017 40KB

il FolderAcions ¥

[

il JunkE-mail
il senthems
i vituaiFoicers

Microsoft Edge Issues

Microsoft Edge has several known issues with webmail. The issues include not being able to e-mail
messages that contain only numbers, problems with attachments, and an issue where the message will
become garbled while it is being typed. Some customers have had success through turning off the
HTML editor; however, that also turns off the ability to change font sizes, colors, bolding, and other
advanced features.

Symptoms of these issues include:

e Unable to drag and drop image attachments into an E-mail.
e Unable to attach any files into an e-mail.
e Unable to send an e-mail that contains only numbers.

e  While typing text, the cursor jumps to the beginning of the line and begins to insert the typed
text backwards.

1234567890123456789012345
0987654321098761234567890123456789012345

For these reasons, Alliance Communications recommends that Microsoft Edge not be used on Windows
10 while accessing Alliance Communications Webmail. Instead, when using Microsoft Windows 10,
Alliance Communications recommends Microsoft Internet Explorer, Google Chrome, Mozilla Firefox, or
Opera.
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Task: Access Internet Explorer from Windows 10
1. Click in the Cortana/Search box.
2. Type “Internet Explorer”

3. Right click on Internet Explorer in the Cortana/Search window.

Best match -

(@ Internet Explorer
= Desktop app

Apps >
E Microsoft Edge

Web ?
internet explorer

internet explorer for windows 10

internet explorer update

internet explorer 10 download

internet explorer help

v o o o o v

internet explorer for mac
Store >
Internet Explorer Blog

Internet Explorer Shortcut Keys

2 My stuff 2 Web

internet explorer

4. Click “Pin to Start” or “Pin to Taskbar.”

Best match l

(=) Internet Explorel .
ZF pesktop app Run as administrator

Open file location
Apps
. Pin to Start
B Microsoft Edge
Pin to taskbar
Store
Uninstall
Internet Explorer S

Internet Explorer Blog
Settings >
€7 Change your homepage

1 Change the search provider in Intemnet
Explorer

€1 Turmn autocomplete in Internet Explorer on
or off

Documents >

| ] internet_explorer.xml|

22 My stuff £ Web

©

internet explorer

5. Now every time you need to use Internet Explorer it’s just a click or two away.

File Explorer
@ Settings

(I) Power

§= Allapps

24/7 Help Desk Support Options: Dial 611 from Alliance phone or 605-582-6311 email@alliancecom.net



Task: How to read your E-mail.

To read your e-mail, log into your account. To log into your account see the task “How to log
into the new webmail site.” Once you have logged into your account you will see your e-mail in
the right hand pane of the window.

Steps

1. Loginto your account. See the task “How to log into the new webmail site” for help
logging into your account.

2. Once you have logged into your account you will see the main screen. Your e-mail is
located in the large right side of the screen.

0 Probiems?  f} UpdatePassword 8] Spam Login @:::u?’mm

eméilgalliancecom net

A
AN
ALLIANCE Neilw | AddressBookw Calendar v Tasksv MNotesw Flesw $f EEEEEET 0. [3losont

[

© New Message O Refresh ‘

£ mooxgz Fom Subjeet ¥

£ Dais Am  The Ali Te.. L $15, 8 More! i T
) s 1m Th Te.. L Your Wieless Routzr -Your Mey 2017

fi

D%l 1000 VB Inbox (2 messages)

v Filer v

il Folder Actons ¥

e P
i JunkEnail -
i senttems

W rtusl Folders

3. Inorder to read one of your messages, click on the subject line that you want to

read.
o Protiems?  f) Updote Passwerd G Spam Login @g;;gu;;iuwm
A(\ emaialisncecom.net
AN

ALLIANCE Il AddessBockv Caendarvy Tasksy Notsv Flesw §f
CouMun cAT NS

JSE01T Diecf (00DNE oo (2 messages)

© NewMessage ) Refresh Other ¥ Filter v

£ rboc(s) From Subject ¥ 1

Dt v ke
& oo im Te... Learn About FREE , Go Paperless & Get$15,& More! - Your Allance Inemet eNewsktter June 2017 — OGN 4OKB
B s im e Your Wireless Router - Your Al May 2017

snzR017 40KB
i v

W Folderactions v

ik a
i JorkEmail -
& sertiens

i Vil Forers
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4. After you click on the subject of the e-mail that you want to read, your message will
appear in the reading pane at the bottom of the screen.

[* Test Message from email@alliancecom.net

Text (1 KB) & 1M

Hellao,
This is a test message.
Thanks

In webmail all of the e-mail is displayed on the same page, so it is not necessary to load
different pages to view different messages.

e Scroll down in the inbox using the mouse cursor in the vertical scroll bar by the
inbox. When the mouse button is released, a slight lag may occur if the
software needs to get some information from the server.

e Another way to view the next page is to click on the vertical scroll bar above or
below the mouse cursor. The page will move up and down one screen at a
time.

e An alternative way to scroll down is to click on an e-mail and then use the page
down and page up keys on your keyboard. This will change exactly one screen
at a time.

e The “Search” feature can also be used to locate a specific message, or group of
messages. This feature is discussed in a different section of this guide.

‘esh 4 Reply ¥ = Forward ¥ m Delete Other ¥ Filter ¥
From Subject ¥ £ 3 Date ~ Size
Mailer Daemon Undeliverable: Spam Digest for Saturday, December 26, 2015 12/27/2015 17 KB *
Mailer Daemon Undeliverable: Spam Digest for Saturday, December 26, 2015 12/2712015 22 KB
Mailer Daemon Undeliverable: Spam Digest for Saturday, December 26, 2015 12/27/12015 43 KB
Mailer Daemon Undeliverable: Spam Digest for Saturday, D b
Mailer Daemon Undeliverable: Spam Digest for Saturday, December
Mailer Daemon Undeliverable: Spam Digest for Saturday, December Veritcal Scroll Bar Mouse Cursor
Mail Delivery Subsys... Returned mail: see transcript for details

Mail Delivery Subsys... Returned mail: see transcript for details
Mail Delivery Subsys... Returned mail: see transcript for details 12/27/2015 21 KB
Mailer Daemon Undeliverable: Spam Digest for Saturday, December 26, 2015 12/27/12015 20 KB
Mailer Daemon Undeliverable: Spam Digest for Saturday, December 26, 2015 12/27/2015 23 KB ~

24/7 Help Desk Support Options: Dial 611 from Alliance phone or 605-582-6311 email@alliancecom.net
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11

It is also possible to open a message in a new window.

1.

4.

Preview the message in the reading pane.

[> Test Message flom email@alianczcom.net Today, 03:00:53 PM COT o

Click the arrow next to the subject to open up more options.

v — [©) Open in new window
Click the “Open in new window” button.

7 Test Message

Openin new window
© other Options ¥

From: emai@allianzecom net
Date: Today. 03:00:53 PM GOT

The message is now opened in a new window.

4 Reply ¥ | = Forward ¥ ‘ @ Spam ‘ . Delete ‘

Test Message

Date: Today, 03:00:53 PM CDT
| From: email@sllizncecom net
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Task: How to Print an E-mail

To print an e-mail, you must first log into your account and view the e-mail message that you want to
print. To read your e-mail, see the task “How to Read Your E-mail.” Once you are viewing your e-mail

you will be able to print it.

1. View/read the e-mail that you want to print. For information on how to read an e-mail, see the

task “How to Read Your E-mail.”

2. With the e-mail open, you will see a small rectangle print button directly above your text. Click

this button.

3. The next screen displayed will depend upon your printer, but will allow you to select your
printer and click “OK.” Please see your printer manual for additional assistance regarding the

use of your printer.

Text (1 kB) 3 i ({—

Hello,

This is a test message.

Thanks

F,:,J Print

General | Options |

Select Printer
I’_:KJ Desk
=l Fax

«

Status
Location:
Comment:

Page Range
@ Al
Selection

@ Pages:

= Microsoft XPS Document Writer

Toner/Ink Low

1

Curent Page

Ertter either a single page number or a single 1=
page range. For example, 5-12

L@Send To OneNote 16
= 5end To OneMote 2013

i 3
Find Prirter...

MNumber of copies: 1

Collate

24/7 Help Desk Support Options: Dial 611 from Alliance phone or 605-582-6311 email@alliancecom.net
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Task: How to write a basic e-mail.

To write an e-mail, log into your account. To log into your account, see the task “How to log into the
new webmail site.” Once you have logged into your account, click the “New Message” button in the
upper left corner of the screen.

Steps

1. Loginto your account. See the task “How to log into the new webmail site” for help
logging into your account.

2. Once you have logged into your account, you will see the main screen. Click the “New
Message” button in the upper left corner of the screen.

© New Message

el

3. This will open up the “Mail::New Message” screen in a separate window.

@ Mail = New Message - Internet Explorer

[ Check Spelling *

(= L >

Q Save as Draft o
To: HTML composition
Save in Sent w
Pricrity: Normal
| Other Options
Add Cc Add Bce

Subject:

¢ : Add Attachment ¥

B I U anal L. e AT &8 HE& O

#05% -

4. Type in the e-mail address of the person you want to e-mail in the “To:” field. If you
want to send to more than 1 person, use a comma to separate the e-mail addresses.

= Send ‘ # Check Spellir = Send ‘ & Check Spelling ¥ ‘ £y Save
To: ‘ T':'l: la@b.comx || c@d.comx|
P Add Cc Add Bec

5. You can include the CC and BCC fields by clicking on the “Add Cc” and/or “Add Bcc”
buttons as well. They are located beneath the To: field.

Add Cc Add Bcc

24/7 Help Desk Support Options: Dial 611 from Alliance phone or 605-582-6311 email@alliancecom.net
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6. Type the subject of your e-mail in the “Subject:” field.

Ald LC AL Do
Subject:

. T

7. Type the body of your message in the large white box. You can format your e-mail by
bolding text, underlining text, changing your font type and size, and other features.

1an|
all (? : Add Attachment ¥
ial|
@l B I U Al 1. P A- A- B o« & BEE & O
all
Type the body of your email in this box. —
i

8. While the new e-mail message is open, a message may occasionally appear that says
“Draft automatically saved.” The software saves a draft copy of the e-mail. This is
stored in the “Drafts” folder, which is located under the “Inbox” folder in the upper left
corner of the main webmail screen. This is a temporary backup of the e-mail that can be
used while the message is being created.

© New Message

3 inbox

o Dt (——
9 Sent

24/7 Help Desk Support Options: Dial 611 from Alliance phone or 605-582-6311 email@alliancecom.net
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9. After you are satisfied with your e-mail, click the “Send” button in the upper left corner
of the e-mail message screen that just typed.

e e - —— . - e -

= Send W

To: [a@b.comx||c@d.comx|

Add Cc Add Bee
Subject:

(&2 : Add Attachment v

| B I U Anal - 1... = LI

Type the body of your email in this box.

24/7 Help Desk Support Options: Dial 611 from Alliance phone or 605-582-6311 email@alliancecom.net
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Task: How to include an attachment in an e-mail

To attach a file to an e-mail, you will need to start writing an e-mail. See the task “How to write a basic
e-mail” if you need help writing a basic e-mail. Once you have started the basic e-mail, click on the “Add
Attachment” button to add the attachment.

Steps

1. Start writing a basic e-mail. See the task “How to write a basic e-mail” if you need help
writing a basic e-mail.
2. Click the “Add Attachment” button. Itis directly below the “Subject:” line.

Add Cc Add Bee
Subject:

(7 : Add Attachment v

B I U Ara .y 1. B e AT
Type the body of your email in this box.
3. Use your operating systems file explorer program to change to the directory of the file

to be attached. In the example, the Microsoft Windows 7 file explorer is used. Different
computer operating systems will look somewhat different.

%3 Open P
UO [0 » Libraries » PG T Sampl Pictiies <[4 [ seareFSatiiple Pictures. P |
Organize ~ New folder =~ 0 0
Favorites = Pictures library Bt Ealen

Js Downloads

M Desktop Sample Pictures

2» Recent Places
& OneDrive

.
&
I]

_——

J Libraries Chrysanthemum  Chrysanthemum,j  Desert (1)jpg Desertjpg
% Documents Mipg P9

4. Music o -

& Pictures »* va

. . b

8§ videos - ~p

Hydrangeas Hydrangeasjpg Jellyfish (1),jpg Jellyfishjpg
& Computer Mjpg
& 0S (C) ¥ | o | [ oot | L %
File name: AII Files
s Cancel

4. Select the file you want to include, and then the appropriate button. The name of the
button will depend on the operating system in use. In this example click on the “Open”
button.

i Yy PTaes T - x

File name: Chrysanthemum jpg ~ | All Files -
[_open [
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5. The name of the file will appear under the “Add Attachment” button.
Subject:

¢ : Add Attachment v
Chrysanthemum jpg (859 KB) v

B 7 U Aia 1. ® e AT

6. Finish the e-mail as normal. When finished, click the “Send” button. For additional help
see the task “How to write a basic e-mail.”

il v

= Zend
[

24/7 Help Desk Support Options: Dial 611 from Alliance phone or 605-582-6311 email@alliancecom.net
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Task: How to add a contact to the address book

To use the address book, first you will need to log in to the webmail interface. For help logging into your
account, see the task “How to log into the new webmail site.” For advanced help, see the topic
“Address Book Additional Help.” Once you have logged into your account click, on the “Address Book”
button at the top of the main webmail screen.

Steps

1. Loginto your account. For help logging into your account, see the task “How to log into
the new webmail site.”
2. Click on the “Address Book” button located at the top of the screen.

P -
A_:\
A LLIANCE

ML NS AT

O7/O5/2017

Address Book -

€& New Message ) Refresh 4= Reply 1
E Imboo From

Q Dirafts email@alliancecom . net
i sent L The Alliznce Internet Tesa
##  Trash A The Alliance Intermet Tea

3. Click the button will open up the Address Book menu items. This allows you to work
with contacts, change address books, work with favorite recipients, and search.

.
A
ALLIANCE

COMMUNICATIONS

071052017
£ nbox (1)

Q Dirafts

gy sent

4. Hovering over the “New Contact” option shows you the address book you will be using
to create the new contact. Most people will only use 1 address book.

Calendar w Tasks w Motes w

» in Address book of email

5. Clicking the default address book from the above step will open up the New Contact
properties page. This is where you can specify all the information you want to about
your new contact.
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ALL'ANCE Mail » = Add Calendar v Tasks v Notes v  Files #

COMMUNICAT 3

07/05/2017
© New Contact Personal
QQ Browse

Q searcn First Name
B importExport

* Last Mame

My Address Books (+) Middle Names

Mame Suffixes

[> Shared Address Books

Mame
[> Other Address Books
Alias

Birthday i [+] oo [=] vy -]

Spouse

Anniversary | MM |Z| DD |Z| vy EE

Phonetic First Name

Phonetic Last Name

Photo Mo file selected. Upload

Add

6. After you have filled out the information that you want to include, then click the “Add”

button.
Phonetic Last Name

Photo Choose File | No file chosen

Add {C—————
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User Guide

Screen Layout

ALLIANCE Iail Address Book v  Calendar ¥  Tasks ¥ MNotes v  Files X¥

COMMUNICATIONS

07/05/2017

© New Message () Refresh

Inbox From Subject w

Drafts p
Sent =
Trash

2EDE

Folder Actions

Contacts
Junk E-mail
Trash

Unwanted

ERRRR

Virtual Folders

Menu Bar

m Address Book . Calendar . Tasks . Notes . Files #

The Webmail interface has several key areas. At the top are the menu options. These options let you
select more advanced features, and work with WebMail in different ways.

The logout button is located at the far right side of this bar.
Logout Button
The logout button is white, and in the shape of a square with an arrow pointing to the right.

Statistics Bar

03182016 0% of 500 MB Inbox (5 messages)

The statistics bar shows the current date and the percent of your e-mail quota that has been used. If
the e-mail quota reaches 100%, then e-mail will no longer be delivered to your inbox. It will wait on the
server for a few days, but eventually will be returned to the sender.

The statistics bar also includes the search feature. This search feature will help sort through and search
all of the e-mail for a particular message, or group of messages.
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Inbox Layout

A LLIANCE Mail w Address Book w Calendar Tasks = Notes w» Files ﬁ

COMMUNICATIONS

07/05/2017

© New Message () Refresh

Inbox From Subject

oras Mail Folder

sent  Panel
Trash

-

BEDE

Folder Actions Mail Listing Panel

Contacts
Junk E-mail
Trash

Unwanted

ERRRD

Virtual Folders

@ nomessages selecied Mail Preview Panel

Mail Folder Panel

© New Message

DA INBOX.Sent
() sent i@ Create subfolder
ﬂuﬂ Trash (# Rename

]ﬁ Empty
il Folder Actions + [l Delete

[® Mark all as >
i Contacts i Check for New Mail
i Junk E-mail Q search
i Trash X Export
= Import
i Unwanted z P

Mailbox Size

il Virtual Folders .

# EditACL

Mail Folder Panel Example Right Click Menu

The messages contained in the selected folder will be displayed in the Mail Listing Panel. To switch to a
different folder, click the folder icon or name.

The Mail Folder Panel displays the Inbox folder by default. The Drafts, Sent, and Trash folders will be
automatically created and displayed the first time they are needed by the software.
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Right Clicking the Mail Folder Panel will open up a new menu item that can be used to manage your
inbox. This includes creating subfolders, and the ability to empty the folder.

Mail Folder Options
Right click the Mail Folder Panel to display the Mail Folder Options. The Mail Folder Panel, Right Click
Menu, is displayed.

Mail Listing Panel

From Subject = Date » Size

(VP §
40 ™
A

The Mail Listing Panel displays e-mail information such as, who sent the e-mail, the date it was sent, the
subject, and the size. It also indicates if the e-mail has any attachments, and if it has been replied to, or
forwarded. The From, Subject, Date, and Size columns allow you to sort in ascending or descending
order.

Mail Preview Panel

Click on an e-mail in the Mail Listing Panel to view it in the Mail Preview Panel. The Mail Preview Panel
displays the e-mail message. An unread e-mail message will have a bold font, and will also have an
envelope icon. A high priority message will have an exclamation mark. The priority is set by the person
who sent the e-mail, not by the webmail software.

(T) Refresh | 4= Reply ¥ = Forward ¥ i

From Subject =

email@alliancecom.net Test Message

3
i The Alliance Intemet Team Learn About FR
i

The Alliance Intemet Team Learn When to |

7 Test Message

From: email@alliancecom. net

Date: Today, 03:00:53 PM COT
To: craigtestingi@alliancecom.net

Text (1 KB) i *

Hella,
This is a test message.
Thanks
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The E-mail Information Bar

[> Test Message fiom email@aliancecom net Today, 03:00:53 PM CDT 0

> Q

The e-mail information bar is displayed at the top of the Mail Preview Panel. It changes, based upon the
e-mail that is currently being read. The information items shown are the e-mail subject line, the sender,
and the date. In order to see this information, including the recipient e-mail addresses, click the triangle
left of the subject line.

In order to view more options for the e-mail, click the plus (+) sign to the right of the date.

Mail Preview Panel View

It is possible to change the default layout of the mail preview panel to vertical, horizontal, or off. This is
accomplished by using the “Hide Preview,” “Vertical Layout,” and “Horizontal Layout” options under the
“Other” button. On most displays, the “Other” button is located below the “Search” field and next to
the “Filter” button.

Other ¥ Filter ¥
= Hide Preview
| Vertical Layout
Show Deleted
Clear Sort

Horizontal Layout:

Tl GHOME  Oueve -
O Retresh

Vertical Layout:

© Retresh
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No Preview Pane:

O Refresh Other ¥  Filter
From Subject ¥ + = Show Preview
Show Deleted
Clear Sort

Composing E-mail
This section discusses different options that can be used while composing an e-mail message. For basic
information on how to write a basic e-mail, see the task “How to Write a Basic E-mail.”

Spell Check

Automatic, inline spell checking is not supported in this version when using the rich text formatting
options. Automatic, inline spell checking can be turned on by disabling the rich text formatting options.
Please see the “Spell Check Additional Help” topic for more information regarding this.

Instead of disabling the rich text formatting features to enable automatic spell check, the spell check
feature can be used by clicking the Check Spelling button, or by turning on the “Check spelling before
sending a message?” option.

To check spelling while creating a message:
1. Click the “Check Spelling” button while composing a message.
‘ @ Check Spelling ¥

2. The software will turn any misspelled words red, and underline them.

‘This is some text with a worde spelled wrong.

3. Clicking the misspelled word displays a list of possible correct words.
3 worde spelle

word
Warde
wordy
wordier
wide
Worden
worded
wooed

‘worse

4. Select any of the words to choose that spelling, or click elsewhere in the image to close the box
without changing the spelling of your word.

5. Words that have changed spelling are turned to green. They cannot be further changed using
this method.

a word sp

6. When you have finished checking the words, click the “Resume Editing” button, or simply
double click on e-mail message.

 Resume Editing ¥
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To check spelling when sending a message:
1. Click the Gear/Cog wheel. Select “Preferences”, and then select “Mail.”

v s
r - A

Preferences ¢ Global Preferences
Toggle Alerts Log Address Book

Problem Calendar

Help Filters

2. Under the compose category, select “Composition.”

Compose

Composition
Configure how you send mail.

3. Click the checkbox next to “Check spelling before sending a message?” to turn on the feature. It
will remain on, even if you log out, until you turn off the feature.

# Check spelling before sending a message?

4. Click the Save button. A message will be displayed.

@ Your preferences have been updated. (%)

5. The next time an e-mail is sent, the message will be checked automatically. The feature is
identical to the above section: “To Check Spelling While Creating a Message.”

24/7 Help Desk Support Options: Dial 611 from Alliance phone or 605-582-6311 email@alliancecom.net



Formatting E-mail Messages

The webmail software features a rich text message creation tool. This tool enables the user to bold,

underline, change font sizes, and other options.

B I U Arnal -y 14 = v
B

Bold text
I

Italicize text

Underline text

Arial "
Change the font of the text
14... =
Change the font size of the Text

Change the color of the text

Highlight the text in a specific color

.
Cut selected text (In some browsers you
may need to use “Ctrl + X" instead)

1

Copy selected text (In some browsers
you may need to use “Ctrl + C” instead)

-

Paste selected text (In some browsers
you may need to use “Ctrl + V” instead)

“

Undo the last action.

Redo the last action.

Create a hyperlink to a web page.

Remove a hyperlink to a web page

a Upload an image. (Images can also be
dragged and dropped into the message)

Create a table

Insert a smiley face

Insert a special character that does not
appear on a typical keyboard.

24/7 Help Desk Support Options: Dial 611 from Alliance phone or 605-582-6311 email@alliancecom.net

26



27

Managing E-mail

This section explains how you can view, edit, or delete e-mail messages, as well as create and send new
messages. This section provides a broad overview of these topics. For more detail, and for step by step
help, see the Quick Start Tasks at the beginning of this user guide.

Viewing E-mail
With Webmail, you can view e-mails using the preview pane or open the message in a separate window.

To view a message in the preview page, single click any part of the message in the Mail Listing Panel.

To view a message in a new window, double click any part of the message in the Mail Listing Panel. This
will cause a new window to open that contains only the message.

To view or save attachments, first open the e-mail. Next, click the arrow on the left side of the subject
line. Then click the arrow next to the word attachment. Finally, click the name of the attachment, or
the download arrow.

"7 Test Attachment

From: craigtesting@alliancecom net

Date: Today, 04:06:42 PM CDT
To: email@alliancecom.nst

" 1 Attachment

Filexyzjpg (1 KB) 3 w

Sending E-mail
Webmail allows you to compose new e-mails, or reply to and forward existing e-mails. For detailed
step-by-step instructions see the Quick Start Tasks at the beginning of this user guide.

By default Webmail uses the more secure “https” protocol. This allows the web browser on the
computer to communicate with the software on the server using a secure message format.

Moving E-mail to a New Folder
Webmail allows you to move e-mails from one folder, such as Inbox or Trash, to another folder. This is
useful as it can be used to organize your e-mails based upon the subject, or who sent it.

1. If necessary, create a new folder. If the destination folder already exists, this step can be

skipped.
a. Inthe Mail Folder Panel, click Folder Actions and then click “Create Mailbox.”
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© New Message

&3 inbox

Q Dirafis
& sent
i Trasn

. Folder Actions

-' Create Mailbox Folder —

il Expand Al
iy Collapse Al

Q Rebuild Folder List
B Bl

il /rtual Folders

b. You will be prompted to name your new mailbox.

Create mailbox:

testbox2 m Cancel

c. Your new mailbox will appear under the Folder Actions menu in the Mail Folder Panel.

il Folder Actions

il Folder-1
il testboxi
il testbox2

2. Click and drag the selected message to the folder you wish to move it to.
a. Click in the inbox or another mail folder.
Click the mouse button down and hold it there.
Drag the message to the new folder that you created without letting up on the mouse
button.
d. Release the mouse button once you are hovering over the new folder. You should see a
little message indicating you are about to move the message to the new folder.
3. Release the mouse and the message will be dropped in the folder to which you have dragged it.

Bl rolder-1 b ¢
i testboxi

! Mowve 1 message to testbox
Bl testbox2 I

WS Virtual Folders
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Deleting E-mail

Deleted items are moved to the trash folder. Message moved to the Trash folder can still be viewed and
recovered by displaying the contents of the Trash folder. Messages are permanently deleted when they
are emptied from the Trash folder.

To Delete an E-mail:

1. Inthe Mail Listing Panel, select the message(s) to be deleted. Multiple messages can be
selected by clicking on more than one check box.
2. Click delete.

G Refresh ‘ = Forward ‘ ﬁ Spam ‘ ﬁ Delete

From Subject W
L email@alliancecom.net Test Message
‘ k The Alliance Intemet Team Leam About FREE Wat

— Vi N The Alliance Intemet Team Leam When fo Reboot

3. The messages are moved to the Trash folder in the Mail Folder Panel. Click the trash folder to
display the messages. Messages can be moved from Trash to a different folder at this point.

© New Message ) Refresh

&) inbox From Subject ¥

Q Dirafis i The Aliance Intemet Team Get A Sweet Deal

m Sent A = The Alliance Internet Te... Don't Forget to D

ﬁ Trash A == The Alliance Internet Te... WiFi 101 - Your A
4 The Aliance Intemet Team Learn How to Mak

4. To permanently delete e-mail, right click the trash folder and select Empty. These messages

cannot be recovered.

3 inbox
i Drafis
3 sent

M Trast INBQOX. Trash
il Create subfolder
& Rename

Empty

Delete

m
m

@ tark all as ]

g
&

iy virtu| BN Check for New Mail
& vl Q, search

X Export

& Import

@ wailbox Size

# EditACL

24/7 Help Desk Support Options: Dial 611 from Alliance phone or 605-582-6311 email@alliancecom.net



30

Creating Folders for Organization

Move and Copy Messages into Different Folders

Folders can be used to organize messages in whatever categories that makes sense to the user.
Messages can be dragged and dropped, or copied into folders.

1. To create a new folder, click on “Folder Actions” in the mail folder panel, and then click “Create
Mailbox Folder.”

il Folder Actions *

i‘ Create Mailbox Folder

i Expand Al

iy Collapse Al

(") Rebuild Folder List

2. Adialog box will be displayed that prompts for the name of the Mailbox Folder. This name can
contain numbers, letters, spaces, and some special characters. Enter a name and click “OK.”

Create mailbox:

My Test Folder Cancel

3. The new folder will be displayed in the folder list after the “Folder Actions” section of the mail
folder panel. It works like any other mail folder; messages can be moved or copied to it.

il Folder Actions +

il Folder-1

4. To move a message to the new folder:
a. Click the message with the mouse button.
i. Do not release the mouse button.
b. Move the mouse pointer over to the folder where you want to place the message.
i. When you see the red confirmation message, release the mouse button.

Bl rolder-1 b

il testbox1ove 1 message to testbox
c. The message will be moved into the new folder.

d. The message will disappear from the original folder, and be moved into the new folder.
5. To copy a message to the new folder:

a. Click the message with the mouse button.
i. Do not release the mouse button.
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b. Move the mouse pointer over to the folder where you want to create a copy of the

message.
i. When you see the red confirmation message, do not release the mouse button.
B My Test Folder Move 1 message to My Test Folder

ii. On the keyboard, press and hold the “CTRL” (control) key. The message will
change from “Move” to “Copy.”

_ )
- My Test Folder Copy 1 message to vy Test Folder®
iii. Release the mouse button.
The message will be copied into the new folder.
The message will remain in the original folder, and be copied into the new folder.

Both the original message, and the copy of the message, count towards the total
message quota.

24/7 Help Desk Support Options: Dial 611 from Alliance phone or 605-582-6311 email@alliancecom.net



32

Mailbox Quotas & Counting the Messages in the Inbox

Each mailbox has a limited amount of disk space that is available for all e-mail messages. This
encompasses all folders, including the Sent, Trash, and all user created folders. The default space is 1
Gigabyte (GB). One gigabyte is one thousand megabytes. One megabyte is one million bytes of
information. One byte typically represents a single letter or number. A small text only e-mail message
is typically a few thousand bytes (KB) long. If only text messages are sent, around 200 messages could
be saved in each MB. This means around 100,000 text only messages of average size could be saved on
the server.

If an e-mail has an attachment, it might get much larger. This is especially true if the attachment is a
large picture or audio file. The maximum attachment size that Alliance Communications allows is
15MB per message. This is generally enough for several web quality “.jpg” files or an Office document.
Higher quality files are typically not suitable to be e-mailed. Significantly fewer messages can be saved
on the server if they all contain attachments.

When this happens, older and unwanted messages need to be deleted in order to free up space for new
messages. If the mailbox becomes “full” and there is no more room to store messages, then the
message is eventually returned to the sender.

When the inbox becomes full, it is also more difficult to delete messages from it. See the subject
“Mailbox Over Quota Help” for complete details on how to delete messages once the inbox becomes
full.

To help the user monitor the number of messages, and the percentage of the mailbox that is being used,
the webmail software shows the user the information on the statistics bar.

| 03/09/2016 3% of 500 MB Inbox (12 messages)

In the above example, the statistics bar shows this mailbox is using 3% of the total 500 MB. It also
shows that the Inbox as a total of 12 messages in it. The message count is a total of all messages,
including messages that have been read, and those that have not been read. If the percentage gets
above 90%, the customer will soon run out of mailbox space and will no longer be able to send or
receive e-mails. If the mailbox runs close to or at 100%, then cleaning out the mailbox will be more
difficult. See the subject “Mailbox Over Quota Help” for complete details on how to delete messages
once the inbox becomes full.

The webmail interface will also show the total number of messages that have not yet been read. While
the number displayed on the statistics bar shows the total of all messages, the number in the mail folder
panel shows the total number of messages that have not yet been read. In the below example, there is
one e-mail in the Inbox that has not been read. This inbox contains a total of 12 messages, as show in
the statistics bar above.

© New Message

3 inbox (1)

M e
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Displaying Images in an E-mail

When a message is displayed, the images are not displayed by default. This is done for several reasons,
including bandwidth, security, and protecting the customer from viewing unwanted images from an
unknown source. Instead of showing the included images, the software replaces them with a red
rectangle, indicating where the images will be located.

To view images, click the “Show Images” button to display all of the images in the message. If desired,
the button “Click to always show images from this sender” can be clicked to remember this preference
for this sender.

The placeholder is displayed until the “Show Images” button is clicked.

Click the “Show Images” button to display an image. This displays all of the images included in the e-
mail.

To save the preference display an image from this sender, click the “Click to always show images from
this sender” button.

ldl Click to always show images from this sender
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Searching E-mail

To begin a search, click in the white box with the magnifying glass. It is located above, and on the right
side of the Mail Listing Panel. A search keyword can be entered in the box and then either press the
enter key or click the magnifying glass to perform a quick search on the entire message. Individual
sections of e-mail can also be searched by clicking the drop down arrow in the white search box and
selecting the appropriate field.

1. To perform a quick search, just enter the search criteria.

F

v

2. Pressthe enter key, or click the magnifying glass.
3. The results will be displayed in the Mail Listing Panel.

Searching within specific criteria.

v
N
Body
From
Recipients (To/Cc/Bcc)
Subject

Advanced Search...

e Entire Message: This is the default and does not need to be selected.

e Body: This is the main content of the e-mail, where most of the information is located.

e From: This is the sender of the e-mail.

e Recipients: These are the e-mail addresses that received the e-mail.

e Subject: This is the subject of the e-mails.

e Advanced Search: Performing an advanced search is outside the scope of this section of the
document. It allows the user to create advanced search criteria, including excluding returned
results.

Messages containing a specified keyword will be displayed in the Mail Listing Panel. If no messages
contain the keyword, the Mail Listing Panel will state, “No messages matched the search query.”

From Subject
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Customizing Webmail

The webmail interface can be customized in several ways. This section demonstrates how to access
webmail customization, and a few commonly asked questions regarding customization.

To access the webmail preferences, or customization options, click on the cog/gear on the menu bar.
Hover over Preferences, and then select the topic to be configured.

T

Global Preferences

Address Book

Preferences
Toggle Alerts Log

Problem Calendar

Help Filters

In the above example, clicking on Mail will open the Mail preferences screen.

Preferences for Mail

General

Personal Information

Change the name, address, and signature that people
see when they read and reply to your email

Share Mailboxes

Share your mailboxes with other users

Remote Accounts

Configure remote mail accounts to display.

Saved Searches

Manage your saved searches

Filters

Create filtering rules to organize your incoming mail, sort
it into mailboxes, and delete spam

Event Requests

Configure how event or meeting requests should be
handied

PGP

Configure PGP encryption support

SIMIME
Configure S/MIME encryption support

Compose

Composition
Configure how you send mail

Compose Templates
Edit compose templates.

Replies
Configure how you reply to mail

Drafts
Manage message drafts

Sent Mail
Manage sent mail

Address Books

Select address book sources for adding/searching

Message

Viewing
Configure how messages are displayed

Deleting and Moving Messages

Set preferences for what happens when you move and
delete messages.

Spam Reporting

Configure spam reporting

New Mail

Control when new mail will be checked for, and whether
or not to notify you when it arrives.

Flags

Configure flag highlighting

Show Advanced Preferences  Edit Preferences for: v|

Mailbox

Mailbox Display
Change display preferences for viewing the listing of
messages in @ mailbox

Folder Display

Change folder navigation display preferences.
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Customize Webmail: Single Click to Start Composing a New Message.
Some people prefer to start a new message by clicking the e-mail address in the inbox, and have a new

message box open so they can begin composing their message without extra clicks. To do this, open the
mail preferences screen.

1. Click the Cog or Gear icon.
2. Point the mouse at the word Preferences, and then click on the word Mail.

&

Preferences Global Preferences

Toggle Alerts Log Address Book

Problem Calendar

Help Filters

The mail preferences screen will open. Under the header of Mailbox, click Mailbox Display.

Mailbox

Mailbox Display

Change display preferences for viewing the listing of
messages in a mailbox.

This screen contains several options, including what to display when opening the program, and how to
sort e-mail. The setting that will change what happens when the e-mail address is clicked on is “The
From: columns of the message should be linked.” Change this to “Clicking on the address will compose a
new message to the sender.” Then click the Save button, so that webmail saves the preferences.
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Mailbox Display

View or mailbox to display after login:

INBOX

When opening a mailbox for the first time, where do you want to start?

First Page

Default sorting criteria:

Date

Default sorting direction:

Descending

Messages per page in the mailbox view. (Basic view only)
30

The From: column of the message should be linked:

Clicking on the address will compose a new message to the sender

Undo Changes Show All Preferences Groups

The selection in the above picture, highlighted in blue, is the option to start composing a new e-mail
when a message is clicked.
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Tablet Device Support - Login Modes

The webmail software supports a variety of tablets and cell phones. When you log in to the webmail
site with most tablet devices, the website will automatically load into tablet mode. If it does not load
tablet mode for any reason, you can log out and force it to load in tablet mode.

To log into your account, see the task “How to log into the new webmail site.”

If you want to use tablet mode on your regular computer, or tablet mode did not automatically load
when you used a tablet, you can change the Mode option from Automatic to Mobile
(Smartphone/Tablet) on the login screen.

Username

Password

Mode

Mobile (Smartphone/Tablet) v —
Language

English (American) v

Once logged in with Mobile mode, a screen suitable for use with touch devices is displayed.

example email

To: craigtesting@alliancecom.net

Test Message

email@alliancecom.net

Learn About FREE WatchTVEverywhere, Go Paperless & (

The Alliance Internet Team

Learn When to Reboot Your Wireless Router - Your Allianc

The Alliance Internet Team

24/7 Help Desk Support Options: Dial 611 from Alliance phone or 605-582-6311 email@alliancecom.net



39

Additional Login Modes Supported

The software supports additional modes as well. These modes are automatic (the default), Basic,
Dynamic, Mobile (Smartphone/Tablet), and Mobile (Minimal).

By default, the software will attempt to determine what mode is best for the device and the connection.
A regular laptop or desktop computer will select Dynamic Mode, but a phone or tablet will likely select
an appropriate Mobile mode. The user can also select a mode during the logon process. This selection
overrides the device and forces it to use the mode that the user requests. This mode will also become
the default for future logins. To change this, simply select another mode during login. For instructions
see the Tablet Device Support — Login Modes section of this document.

Dynamic Mode
This is the default mode, and the one documented in this guide.

@ Provems? ) Updstepassword ¥ spamiogin () Customer Siapet

o~ email@aliiancecom.net
ASN a

ALLIANCE Wail w  AddressBook w  Calendarw Tasksw  Notesw Filesw 3

CEEIEI ©, [ Loy ot

ot 1000 M Inbo (2 messages)
© New Message O Refresn ‘ « Reply ¥ ‘ = Forvard ¥ ‘ = spam ‘ i oeete ‘ Other v

Fiter ¥
& nvox From Subject ¥ + Date * Size
& ot A Tocraigtesing@sliance .. example emai 031515PM  3KB
@ sent Fy emai@aliancecom.net  Test Message 030053 PM 3K8
i A The Aliance Intermet Team Leam About FREE WatchTVEverywhere, Go Paperless & Get $15. & More! - Your Allance Intemet eNewsleter June 2017 OameROT  40KB
L The Allence Infemet Tesm Leam When to Reboot Vour Wireless Router- Your Aliance Intemet hewsltter May 2017 osn22017  40KB
B Folder Actions
@ ik
& ke mai 7 example email ©) Open in new window
B Sentiiems From: craigiesting@siancecom net © Other Options
A virtual Foiders Date: Today, 04:18:18 PM CDT

To: creigtesting@alliancesom net

HTML Message (1 k8) & il

Example Email

Basic Mode
This mode is for older browsers.

@ Povems? [} UpdstePassword B spamLogin () Customer support

=N email@aliiancecom.net
PN -

ALLIANCE Mail w  AddressBook w  Calendar w Tasksw Notesw Filesw  £§

[® Log out
Commun
0710572017 D3%0of 1000 M3 Inbox (4 Messages)
© New Message @ Lastiogin: 07/0512017 (04:21:30 PM) from cust.114559. sxflsdch38R sdnetnet
B Folders 3 Refosn | Q searen \ & Emoy waitbox |
Qb= Mark Messages ¥ ‘ Filtor Messages [~ ‘ Move ‘ Copy ‘ Messages to ~
@ nbox Delete | Blacklist | Whitclist | Forward | Redirect ‘ Report as Spam ‘ View Messages ‘ Clear sort
A o Subject Thread] 4 Date size
N Oa 04:1:15 PM axe
a 030053 M 3xe

B JurkEmai = - —

ox The Alliance Inter Leam About FREE Everywhere, Go Paperiess & Get 515, & Mor ce Internet eNewsletter Jun 2017 081082017 K8
@ sont mpy The Allance. i Loam Whento +—our Allanc 3 osnan0i soxe
B Sentttems
@ e
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Mobile (Smartphone/Tablet)
This mode is good for touch devices, such as phones and tablets. It supports long presses, and some
gestures.

£ Folders

No messages

¢ Refresh Q, Search New Message

Mobile (Minimal)
This is a very minimalistic mode, designed to support limited bandwidth.

Inbox (0 unseen/4 fotal)

From Subject
[] To: craigtesting@allianceco... example email
[ email@alliancecom net Test Message

[ The Alliance Intemet Team  Leam About FREE WatchTVEvenywhere, Go Paperles...
[] The Alliance Intemet Team  Leam When to Beboot Your Wireless Router - You...

e [ Dofeton |

Menu

Refresh
Search

Mew Message
Folders

Log out

Ukl
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Help

A variety of different help mechanisms exist with webmail. The software has a built in Help feature and
includes a question/problem reporting feature. Finally, the help desk can be called or e-mailed at any
time. It can be reached at 605-594-3411 or email@alliancecom.net

Getting Additional Help

The webmail site has a built in help feature that will assist in a variety of tasks. The help tool can be
found under the gear icon on the Menu Bar at the top of the screen. Click the word Help in the menu
that opens up under the gear icon.

T

Preferences

Toggle Alerts Log

Problem

The help screen will open in a new window. To read about a topic, leave it on the default of “Help
Topics” and select the section you wish to read. Click the plus (+) sign next to the word to display

subtopics. Click on the subtopic heading for additional information.
ESHEC =

2 Help - Internet Explarer

Mail Imp H5 (6.2.11) ‘

Mail ) z .
Help Topics Compose: Actions
| Help Topics Compose: Actions | = "Send Message" transmits your e-mail
Send Message” transmits your e-mail message to the recipient(s). Make sure message to the recipient(s). Make sure you
&.Compose you want to send your message as this action is final and cannot be reversed want to send your message as this action is
L final and cannot be reversed
-Filters "Save Draft” places an unfinished message in a drafis mailbox, accessible =-Compose
PGP through any folder ist. You can then finish the message later by switching to the tion " 5
drafts mailbox, clicking on the saved message to open it, and then clicking on Actions Save Draft” places an unfinished message in a
#-SMIME “Resume". Identity drafts mailbox, accessible through any folder
j-Message To list. You can then finish the message later by
. Er.;emg a Sff}ijec! mr;.’leh e-mail before saving as a draft w i.‘thr,\;lau to more 3 switching to the drafts mailbox, clicking on the
easily identify later which message you want fo resume within the drafts p
1#-Login Tasks m_‘l‘;w = e BC f;ved message to open it, and then clicking on
«-Folders i eime
“Cancel Message" drops the compose message in progress and, if composing in Subject
a non-popup window, retumns you to the lzst mailbox you were viewing Spell Check Entering a Subject in the e-mail before saving
as a draft will allow you to more easily identify
Save Sent. later which message you want to resume
Priority within the drafts mailbox.
Encryption...
+-Sent Mail ‘Cancel Message" drops the compose
in prog and, if in
+-Preferences non-popup window, returns you to the last
Adding Att. mailbox you were viewing
Current At.
#O5% - +-Filters

To search for a particular topic, click on “Search” button.
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Mail

Search

Keyword

Type in your keyword and click search. Your relevant search items will
appear in a list. Click the one you are interested in.

The below image shows the results of a search using the keyword attachment.

| DR https.//webmailbeta.alliancecom.net/services/help/Imodule=impBiuniq=1499346716497

Search

!Keyword attachment

Compose: Save Sent Mail
Compose; Preferences: Delete
Linked Attachments Monthly
Message: Preferences: Image
Replacement

\Compose: Sent Mail: Preferences:

|Save Attachments on Sent
Iessages

Compose: Adding Attachments
|Compose: Current Attachments

Imp H5 (6.2.19)

Message: Preferences: Image Replacement

Formessages displayed inline (i.e. on the message view page), should all image tags be blocked until you
specifically decide to view those images? Note that, if explicitly viewing the attachment images will always be
displayed.
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Mailbox Over-Quota Help

The e-mail inbox can become over quota when the user does not delete older e-mail that is no longer
needed. When this happens the inbox will no longer be able to receive e-mail. Instead, the e-mail will
be returned to the sender. The user will also be unable to actually delete messages by default. This is
because the default action for deleting an e-mail is to move it to the trash. While moving it to the trash,
the e-mail temporarily exists in both the inbox and the trash. This action will often trigger the over
qguota alarm, which will then prevent the e-mail from being deleted.

To delete an e-mail in an over quota mailbox, the trash must first be disabled.

1. Click the Settings Gear/Cog to display the Preferences menu.
Under the Preferences menu, click Mail.

o

Preferences Global Preferences

Toggle Alerts Log Address Book

Problem Calendar

Help Filters

2. This will display the Preferences for Mail option page. There are several different links on this
page, sorted into four categories. Under the Message category, click “Deleting and Moving
Message.”

Message

Viewing
Configure how messages are displayed.

Deleting and Moving Messages _

Set preferences for what happens when you move and
delete messages.

3. The “Deleting and Moving Messages” preference page is displayed. This page controls what
happens when an e-mail is deleted. Uncheck the “Move deleted messages to your Trash
mailbox instead of marking them as deleted in the current mailbox?” option.
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Uncheck the second checkbox.
Preferences for Mail

Deleting and Moving Messages

[]Return to the mailbox listing after deleting, moving, or copying a message? (Basi Uncheck this box.
Move deleted messages to your Trash mailbox instead of marking them as deleted in\Je current mailbox?
Trash mailbox:

Trash B

["| Display the "Empty Trash" link in the menubar? (Basic view only)
Purge Trash how often: @

Never B

Undo Changes Show All Preferences Groups

When you are done, none of the boxes should be checked.
Preferences for Mail

Deleting and Moving Messages

Uncheck this box.

e current mailbox?

[ Return to the mailbox listing after deleting, moving, or copying a message? (Basi
[ Move deleted messages to your Trash mailbox instead of marking them as deleted in

Trash mailbox:

Trash B

[ Display the "Empty Trash" link in the menubar? (Basic view only)
Purge Trash how often: @

Never |z|

Save Undo Changes Show All Preferences Groups

4. Once the box no longer has a check mark in it, click the “Save” button.

@ Your preferences have been updated. (]

5. E-mail can now be deleted from the inbox without having an over the quota error.
Right click the Trash icon and select Empty, to finish deleting the messages in the trash folder.

m Tes INBOX Trash

-' Create subfolder
. Fold:
(# Rename

il Fold ! Empty |

6. Intheinbox, select a message, or group of messages, to be selected for deletion. Then click the
Delete button. The message will not be moved to the trash, but instead will have a link
(strikethrough) through the text. The message has been selected for deletion, but has not yet
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been deleted. The message will remain in the folder from which it was deleted. A deleted
trashcan icon also appears next to the selection box. The message also still counts towards the
guota total for all messages.

H ‘ i Delete

Before the message is deleted:
From Subject * 4 Date « Size

test delete message 02:06:02 PM

After the message is deleted:
From Subject ¥ 4 Date Size

(Optional Step) If a message has been accidentally selected for deletion, but has not yet been
deleted, it can be deselected by right clicking the message and selecting “Undelete.”

i 4= Reply v

[

=» Forward v

I- Mark as... b

Report as Spam

(®) Blacklist
® Whitelist
Y Create Filter

-
. Delete

il Undelete e

To completely delete all of the messages that have been selected for deletion click the “Other”
menu, and then click the “Purge Deleted” option.

Other ¥ Filter ¥

= Hide Preview

L] Vertical Layout

I- Mark as... .
(® Blackiist

I (® Whitelist

O

flil Purge Deleted —

O
m Undelete

Hide Deleted

Clear Sort

Note: Once completed, it is suggested to check the box from step 3 again.
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Spell Check Additional Help

By default the webmail software does support inline spell checking; however it will only underline
misspelled words in red. It will not offer spelling suggestions in the dynamic view. Spell checking can
also occur when the user clicks the “Check Spelling” button, or by configuring Webmail to automatically
check spelling before sending an e-mail. Both of these topics do suggest alternate spellings for words,
and are discussed in the general spell check section of this document.

If automatic spell check and suggestions are desired, they can be turned on; however, the HTML editor
interface has to be turned off. This means that bolding, underlining, changing the font size and color,
and all other rich text features will no longer be available. For additional help regarding rich text
features, please see the section of this guide called “Formatting E-mail.”

Turn On Automatic Spell Check for the Current E-mail Message

Please see the main part of this topic “Spell Check Additional Help” for information on what will happen
when this feature is turned on. Turning this feature on after using any e-mail rich text formatting will
cause the e-mail to lose all of the formatting.

1. This feature only applies to the current e-mail message that is being written. It does not apply
to any other e-mail messages.

2. Click the “New Message” button to open up a new e-mail for composition. This is the same
button that is normally used to start an e-mail.

€ New Message

R

3. This will open up the New Message screen, as usual.

4. Onthe New Message, click the “HTML composition” box to turn this feature off.

5. A warning message will appear, alerting you to the fact that all of your formatting will be lost.
This means that any fonts, colors, or any other rich text features will be removed from the e-
mail.

Discard all text formatting information (by converting from HTML to plain text)? This
conversion cannot be reversed.

[ OK ] [ Cancel

24/7 Help Desk Support Options: Dial 611 from Alliance phone or 605-582-6311 email@alliancecom.net



47

6. Click the OK button. Clicking the OK button will remove all formatting from the e-mail, but will
turn on the automatic spell checker.
7. All of the formatting features will be removed from the e-mail composition window.
All of the misspelled words will be underlined in red. Right clicking a misspelled word will bring
up some suggested spellings.
= Send | @& Check Spelling ¥ ‘ £ Save as Draft ‘ (x)
HTML compaosition
#|Save in Sent =

Priority: Normal
Other Options *

To:

Add Cc Add Bee
Subject:

& : Add Attachment ¥

.
=l
ose&itype=new&ioken=0jhEIYCiZOkDGFKuUTOK: @,

e as Draft ‘ [x)

B¥ Mail :: New Messaae - Gooale Chrome
‘worse

word

wore
Add to dictionary

Ask Google for suggestions

Cut
Copy

HTML composition
# Save in Sent ¥
Priority: Normal «
Other Options ¥

To: Paste

| Select all

Search Google for "worde”
Print...

Subject:
‘Writing Direction 4
@: Language settings...
r} Inspect
This B EEL .

Turn On Automatic Spell Check for All New E-mail Messages

Please see the main part of this topic “Spell Check Additional Help” for information on what will happen
when this feature is turned on. Turning this feature on after using any e-mail rich text formatting will
cause the e-mail to lose all of the formatting.

1. This feature applies to all future e-mail messages. It does not apply to a current e-mail message.
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2. Click the Gear/Cog, then select Preferences. Click Mail.

184

Preferences Global Preferences
Toggle Alerts Log Address Book

Problem Calendar

Help Filters

3. Under the “Compose” category, select the “Composition” topic.

Compose

Composition —

Configure how you send mail.

4. Change the “Default method to compose messages” drop down box to “Plain Text.” The default
option is “Rich Text (HTML).”

Default method to compose messages:
Rich Text {HTML} '

or be located in the compose text area by default?
Rich Text (HTM L)

5. Click the Save button This change will apply to all future e-mail messages. All future e-mail
messages will be in Plain Text.

g Your preferences have been updated.
Save ek pd o

6. Click the Mail button to return to the Inbox.

7. Click the “New Message” button to compose an e-mail. This is the same button that is typically
used to start a new mail message.

© New Message
el
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8. The “HTML composition” box will be unchecked. For more information regarding this
checkmark, see the “Turn On Automatic Spell Check for the Current E-mail Message” topic.

HTML composition
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Address Book Additional Help

The Address Book allows you to manage your contacts. This section explains the process of adding a
new contact, and searching for a contact.

Open the Address Book

To open the address book, click on the “Address Book” menu item. The menu also includes other menu
item options that are discussed below.

07052017 New Contact

'ﬂ' New Message G Address buvk vl eimail

oyt ferlyleils

Search

Address Book Layout

ALL'ANCE Mail v A . Calendar ¥ Tasks ¥ Notes ¥  Files a
COMMUNICATIONS

071062017

(+] New Contact Basic Search

M prowse

Q Search

5 impor/Export From Address book of email B Find All E l.!atchmg|| Search

O Save search as a virtual address book? Mame:
7 My Address Books 0

[> Shared Address Books

[> Other Address Books

The address book allows you to create new contacts, browse all contacts, and search for specific
contacts.

e My Address Books: are used to create e-mail lists. These address books can be used to create
groups such as “Friends,” “Coworkers,” “Family”, et cetera.
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Create a New Contact (or)

Create a New Address Book Entry

In order to add a friend, coworker, or family members contact information into the “My Address Book”
section, an entry needs to be created in the address book. The procedure is to create a new contact,
and then fill out their Name, e-mail address, and any other desired information.

1. Open the Address Book screen. See the task “Open the Address Book” for more information.
2. Click on the New Contact button.

© New Contact

3. Ablank address book is displayed.

Personal

First Name

* Last Name
Middle Names
Name Prefixes
Name Suffixes
Name

Alias

Birthday | MM DD T oYY YR
Spouse
Anniversary MM Y DD v YYYY YR
Phonetic First Name
Phonetic Last Name
Photo | Choose File | No file chosen Upload

Add

The “Last Name” field is the only required field. Once text has been entered into “Last Name,”
the Add button can be clicked, and the record will be saved. The record can be updated with
more information at any time. To use the address book to send an e-mail, the e-mail field also
needs to be filled out. Other fields can be filled out as needed.

After the entry has been filled out, then the Add button needs to be clicked.

A confirmation message will then be displayed.

& Dr. Donald Rick Puppy Iil added. [x]

The Last Name field is located under the “Personal” tab.

* Last Name
This field is required.

The E-mail Field is located under the “Communications” tab.
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Example of Filled Out Contacts Entry

Personal | Location | Communications | Organization | Other

First Name

* Last Name
Middle Names
Name Prefixes
Name Suffixes
Name

Alias

Birthday
Spouse

Anniversary

Phonetic First Name
Phonetic Last Name

Photo

Donald
Puppy

Rick

Dr.

n

Dr. Donald Rick Puppy Il

Trey

January Y 6 v 1926 v BB
Missy Puppy

February ¥ 6 v 1942 v B3

danald

papi

Choose File | No file chosen Upload Remove
G EDY G O/W h: Fix ratioKeep original?

Add

(Dog Photo courtesy of Wikimedia Commons)
https://upload.wikimedia.org/wikipedia/commons/5/56/Perrro.jpg
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Location

Home Street Address
Home Post Office Box
Home City

Home State/Province
Home Postal Code
Home Country

Home Address

Work Street Address
Wark Post Office Box
Work City

\Wark State/Province
Waork Postal Code
Waork Country

Work Address

Other Street Address
Other Post Office Box
Other City

Other State/Province
Other Postal Code
Other Country

Other Address

Time Zone

612 3rd Street
349

Garretson

2D

57030

United States

612 3rd Street
349

Garretson

sD

57030

Lnited States

612 3rd Streest
349

Garretson

sD

57030

Lnited States

America/Chicago

oy
k]
=
[4F]

24/7 Help Desk Support Options: Dial 611 from Alliance phone or 605-582-6311 email@alliancecom.net

53



Communications

Email email@alliancecom.n
Home Phone  605-594-3411
Home FPhone | 605-534-3411
Work Phone | 605-594-3411
Work Phone | 605-594-3411
CarPhone  605-594-3411
Radio Phone = 605-594-3411
Company Phone  605-584-3411
Assistant Phone  605-594-3411
Home Fax
Mobile Phone
Fax
Fager
Instant Messenger
Instant Messenger

Instant Messenger

Save
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Job Title
Occupation
Company
Department

Logo

Assistant

Manager

Organization

Doctor of Very Small Things
Doctor
Pretend Hospital

Doctor Department

Choose File | No file chosen Upload Remove
CFET & QW 200 h: Fix ratio— Keep original?

Reten d

Nurse Mouse

Mr. Boss

Add

(Picture created with Microsoft Paint.)

Other

Motes Thisis the doctor for unusual pretend
things.

Website URL  hitps:2ihwww alliancecom.net/

Freebusy URL  hitps/www.alliancecom.net!

PGP Public Key Edkddkdikdrdidkdik

SMIME Public Certificate Mone

Tags Doctor
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Search for an Existing Contact
Address books can be searched with the results limited to just the search criteria.

When the address book is opened for the first time, the contacts in the address book are displayed.
Note: Each subsequent time the address book is opened, the view returns to the last view selected;
either Browse or Search. In order to switch between the two views, click on the Browse or Search link
below the New Contact button.

© New Contact Address book of email Q

EQ Browse ﬁ Delete ‘ f Edit ‘ -ﬁ Export ‘ Add ‘ to a Contact List H
Q sgearcn 1 [ 48 2 Name
ﬁ Import/Export D/ u Testing Again
@l ,/' ﬂ Test Contact
7 My Address Books o B emai@aliancecomnet

oo e T

[> Shared Address Books

[* Other Address Books

Both the Browse and Search sections have the ability to Delete, Edit, Export, and Add contacts.
[ Delete ‘ # Edit ‘ B Export | Add | to a Contact List v

To Delete or Edit a contact, the check box beside the contact name must first be selected, and then the
Delete or Edit button clicked.

[ Delete | # Edit ‘ ]

# Ey24t » Name
7 # B\ Dr Donald Rick

# E| Test webmailtes

If the Edit button is selected, the contact is displayed in the same format that was used when the
contact was first created. See the “Create a New Contact” task for more information.

If the Delete button is clicked, a confirmation dialog is displayed. If the contact is deleted, it cannot be
restored, and must be entered as a New Contact.
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Are you sure that you want to delete the selected contacts?

[ OK ] ’ Cancel

1. To search for a specific contact, click the Address book button.
2. Clear the Search Magnifying Glass button.

Q search E—

3. The Basic Search box is displayed.

Basic Search | Advanced Search | Duplicate Search

From Address book of webmailtest ¥ Find Al ¥ Matching

Save search as a virtual address book? Name:

4, Select the Address Book to search in the “From” field.

From | Address book of webmailtest ™ |Find
Address book of webmailtest
g3 Favourite Recipients yok? |

5. Select All, Name, or E-mail.

Find

pok?

6. Type in the Matching criteria to be searched. This could include any part of the name, e-mail
address, or both.

Matching Donald
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All of the contacts that match the search criteria will be returned. In this example, both Donald
Kitten, and Donald Puppy were returned when the first name Donald is searched. None of the

other entries in the address are returned in the search because they do not match the search
criteria.

Basic Search

From Address book of webmailtest E Find All E Matching

Save search as a virtual address book? Name:
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Mailing Lists and Contact Lists

A contact list, or mailing list, in webmail is a group of addresses from the address book that are
organized together as one list. The benefit of this is simply entering the one list into the “To:” field of a
new e-mail message which will cause the e-mail message to go to the entire group. This negates the
need to repetitively select names of groups of people that are routinely e-mailed.

To create a Contact List, the e-mail address of the contact must first be put into the address book. See
any of the tasks related to creating an address book entry for additional help on creating a contact.

1. Click on the Address Book button. Then click the Search button.

P -
AHE

ALLIANCE

COMMUNICATIONS k
0710512017 New Contact
G Addl::.'.‘.rb i.JUU-k ol e
05 s v avoe e
ﬁ Drafts Search
m Sent

2. The Basic Search screen will be displayed.

Basic Search

From Address book ofwebmailtest ¥ Find Al v Matching

Save search as a virtual address book? Name:

3. Perform a search for the contact. If no search terms are entered, and the search button is
clicked, then all of the contacts in the address book will be returned.

Basic Search

From Address book ofwebmailtest ¥ Find Al ¥ Matching Duck

Save search as a virtual address book? Name:

Basic Search Q

ﬁi Delete ‘ ,/ Edit | a Export | Add | to a Contact List v

Contacts displayed: [1to 1 of 1]

# FY 488 » Name
# B BrotherDuck

4. If the contact list does not yet exist, then change the “to a Contact List” to “Address book of

XXXXXXXXX.” Then click the Add button.

Basic Search Q
,/’ Edit | -& Export | Add | Address book of webmailtest v

s

=
[ Delete

Contacts displayed: [1 to 1 0f 1]

" EY 288 » Name
7 # E BrotherDuck

5. The program will prompt for a name for the address book.

Please name the new contact list:

[ Ok ] | cancel
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Enter a name that makes sense based upon the addresses in the List. Click the OK button.

Please name the new contact list:

Business Contacts

oK | | Ccancel

A confirmation message will be displayed.

° Successfully created the contact list “Business e
Contacts™.

€ Successfully added 1 contact(s) to list Qo

To add additional addresses to the address book, select other names by checking on the check
box in front of the name. Change the drop down arrow to use the list. Then click the Add
button.

Address book of webmailtest Q,

il Detete ‘ & Edit ‘ B Export ‘ Add | toa Contact List v
) # FY 488 » Name to a Contact List
g j A8 Animals Create a new Contact Listin:
v Cousin Chicken Address book of webmailtest
] f Mama Cow
# # E}  Brother Duck
v Sister Goose
v 7 Papa Horse
¢ # B DonaldKiten
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9. The contact list can now be used in a new e-mail message, simply by typing the name of the list.

O£ hitpsy f'webmailbeta.alliancecom.net/imp/basic.php?page=contacts8u=184051711595e3db052101
Address Book
Find: business from Address book of email |z| Search Reset
-
Business Contacts;
To ==

Cc==

Bco ==

Remove

Cancel

To: |Business Contacts % |

24/7 Help Desk Support Options: Dial 611 from Alliance phone or 605-582-6311 email@alliancecom.net



62

Reporting a Problem/ Have a Question?

The webmail software has a feature that allows the user to send a problem report to Alliance
Communications, or to just ask a general question. To access this feature, click on the “Problems?” title
on the menu bar. This will open a form that can be used to report problems.

1. Click the “Problems?” button.
o Problems?

2. This will open up the interface that allows the customer to describe the problem, or question,
and to attach any files.

Describe the Problem
Your Mame
Your Email Address email

Short Summary

Aftachment | Browse... | Mo file selected.
Full Description

[SandProbiem Report (SIS

3. Type your first and last name in the “Your Name” field.

4. The E-mail Address should be automatically filled in. While it is not necessary to type the
“@alliancecom.net” portion of the e-mail address, it is ok to type the “@alliancecom.net”
portion of the address.

5. Type atitle that briefly summarizes the problem in the “Short Summary” field. This is similar to
a “Subject” line in an e-mail.

6. Enter the question or summary of the problem in the “Full Description” box.

7. When everything is filled out, click “Send Problem Report” to send the message to the help
desk.

Help Desk

Additional information and help can always be obtained at the Alliance Communications Internet
Help Desk. It is open 24 hours a day, 7 days a week. It can be reached at 605-594-3411

243 Customer Support
605-594-3411

email@alliancecom.net
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About This Guide

This guide was designed based on customer feedback and experience. This guide will be revised as
necessary, and the latest version always supersedes the previous version. The latest guide version, and
date is located on the cover sheet. All corrections, requests, updates, or general inquiries about this
guide should be e-mailed to email@alliancecom.net
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