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ACCESSING EMAIL

You will access your email at http://webmailhome.excelsior.edu

1. The first time you log in, you will see the following screen, click “Access Webmail”

1 EXCELSIOR
N+’ COLLEGE.

Webmail

Access Webmail

If you are having problems logging in or running applications please
download our manual here (PDF).

Announcements

Scheduled system downtime for all systems: Every Wednesday 5:00 — 7:00
a.m. EST

Quarterly System Downtime

If you still need assistance please contact our Staff Help Desk. Quarter 1 (July-Sept) 2nd Saturday in September
Quarter 2 (Oct-Dec) 4th Saturday in December
Quarter 3 (Jan-Mar) 3rd Saturday in March
Quarter 4 (Apr-Jun) 3rd Saturday in May

This system is the property of Excelsior College. To protect this system from unauthorized use and to ensure that the system is functioning properly, activities on this
system are monitored and recorded and subject to audit. Use of this system constitutes expressed consent to such monitoring and recording. Any unauthorized
access or use of this Automated Information System is prohibited and could be subject to criminal and civil penalties

2. The Server Login screen will appear to enter you email username and password.

Server Login

Please type your user name and password

User name: Irossello

Password: sssssssss

e Inthe box next to User Name, you will type in your username (which has been provided you to
you by EC_HelpDesk). For example, you could type in the user name of jsmith.
e In the box next to Password, you will type in your password.

1. Click LogIn
2. You are required to change your password the first
time you log in. You will need to do the following:

Change Password

Your Adminstrator has required a password change before logaing in
Please choose a new password

e Once you log in successfully, the password change
screen will appear. Enter your old password and
then your new password. Confirm the new Ol naneanasaas
password and then click Submit. New Password [eenssnssns

Please enter your password information

Confirmn Password [esssssssss|

e A message stating the password change request
Cance|

has been submitted will appear and your email
inbox will open.
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IMPORTANT INFORMATION ABOUT EMAIL ATTACHMENTS

There are several limitations with attachments being received to your email account. File attachments that
contain the following extensions are being blocked: SCR

If someone tries to email a file of this type, you will be notified that the attachment was removed.

We also have a limit of 5 MB for inbound attachments. This would be the total size of the email including all
attachments. So if you are receiving a file(s) that is (are) less than 5 MB individually but the attachment(s) plus
the body of the email total more than 5 MB the email will be blocked by our system. If this occurs, you, and
the sender, will be notified that the size of the email is too large.

The reason we have these restrictions in place due to the increase in attempts and sophistication of getting
viruses through that are occurring worldwide.

If any of the above occurs for business related items, please contact the HelpDesk with the information along
with the sender's email address and we will see what we can do to assist you.
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THE HOME SCREEN

Email on the Web

After you have logged into your email account, you can access the Home Screen at the top of the screen,

where there are a series of tabs you can choose from.

BM.Lotus. iNotes.

Full = | Preferences | Logout |

B Mai-nbo

EBEOAE -

Search

Andrea Lala

Sample Home Pages

Dane

Y¥ou can create your own Home Page by clicking Edit Layout on the action bar above.

[ [ [ [ S intranet [73 = [®i0% -

The Mail application is the screen that is open at the time you log in and you can check for new messages
here. The Home tab is where you can edit layout, though not suggested. The Contacts tab is where you can

add new contacts.

You will notice that in the top right hand corner of the window there are the options to look through
Preferences, to Logout, and gain any Help you may need.

B Lotus. INotes

Fé, hail-Inko

Mail g
Calendar ﬁ
Contacts ’::_B
To do list 1_

Notebook [[E/g
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Email on the Web

Your Inbox will display when you open the Mail tab. From there you can read mail messages, view your Drafts
folder, review your Sent messages, view All Documents, look at the Trash folder, or create a New Message.

1. Inyour Inbox, the most recent emails will always appear on bottom, when you first login to ecmail.

2. You can sort your emails in the Inbox by either Name (Who), Date, Size, or Subject. To sort by a specific
type, click on either Who, Date, Size, or Subject.

3. From your inbox you will see a the mail pane that displays to the right, any new emails you have received
will be indicated in red text.

4. In the navigation pane, which displays on the left of the screen, you can go to your Drafts folder, your Sent
box, view the Trash folder, or open any other folders you have created. To navigate to any of these
folders, just click on them.

5. The menu bar that appears on top of your mail application has many options you can choose from.

& Flnew = ElReply = &ilReply Toal » [ Forward = [2) ~ [ ~ Mark sz ~ T More = & CH Show =

Action Button Image Description

Refresh &l This button will refresh your Inbox and show any new messages that may have
arrived.

New ) hew » From here, you can create a new email message, a phone message, a calendar
entry, a new to do list, or a new contact. To select one of these options, click
on it, and you will be brought to that screen.

Reply =1 Reply - Here you can choose to reply to the sender, reply with history, or reply without

A attachments that may have been attached to the original email. You can also
choose to reply to all with or without the history, or without attachments.

Reply to All =] Reply To All - This button allows you to reply to all those included in the message. It also has

s history and attachment options.
Forward 2 Farward - You can choose to forward an email message with or without attachments.
Move to Folder D - Under Move, you can move a message to a folder, copy a message to a folder,

or remove a message from a folder.

Quick Flag P‘} . This button allows you to "flag" important emails for later action.

Mark As Mark As = Mark As, allows you to mark a message as read or unread, or you can mark all
messages as read or unread. When you mark a message as read, it will turn
black. When you mark a message as unread, it will turn red again.

Move to Trash il The Trash can button deletes the messages you have selected.

More More = The More button allows you to perform functions such as setting preferences
or adding a sender to address book. The More button also contains the Copy
to New Memo feature.

Print o Print allows you to print a message

Show This button allows you to turn on the preview option and quickly view all

CH Showe = . .
unread messages in a folder or view.
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Opening and responding to Mail messages

1. To open a message, double-click on the email and the message will open in a new tab.
2. You can then use the menu bar at the top to take action upon the message.
3. When you click on Reply, the following will display:

&l Reply = &l Reply To &l ~ L=

Feply with History Only
Reply with Histary & Attachmernts
N Reply

Reply with Internet-Style Histary

4. You will also see buttons to Reply to All, Forward, Move and Flag the message next to Reply.
= E
5. You will also see two more buttons to Show Mail Threads and Edit.
*» Show Mail Threads allows you to see related messages to the current message.
» Edit message allows you to edit the current message you are in.
Ch
F
6. If you want to print the message, you can click on the Print button.
: I}
7. To delete the message you have open, click on the Move to Trash button.
4 £

8. You can move through your emails with the up and down arrow buttons.
= The up arrow will bring you to the Previous message in your inbox.
» The down arrow will bring you to the Next message.

9. You can close the message by clicking on the X in the message tab.
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Email on the Web

SRE 2B ¢

Justin Albohn

hlotes 1 ISERYERSExcelsior Coll

5 Inbox (1)
@ Drafts

=7 Sent

]> Fallowy Up

2 All Documerts

42 Junk

1. While in your Inbox, place your mouse over New, and then select Message, or if you click ¥ New + Send
on New, you will automatically be brought to the new Message page.
Phone Message!
Contact
ﬂ Mews = Send Send & File... Sawe Az Draft Delivery Options.. P = y Format - Display ~ @ More - Eshuw = GrDup
™ High priority [T Return receit [T Sign [T Encrypt [ Keep Private [ Mark Subject Contidertisl .
Ta I l Appoirtmernt
ce: | \ Remincder
Bee | | Motekook Page
Subject: | |
To Do
From: Justin Albohn/OITSExcelsior College 032202011 09:104M
[Basseni[-|[10]-] % b ¢/ Wh EE E¥EFEIZH — HE L 4L Folder

ﬁ Trash

Views

Folders
Archive
Tools

Cther Mail

2. Creating a new message works just like replying to a message. Click on the To:, Cc:, or Bcc: buttons to look

at Excelsior Col

lege’s Address Book to find a name.

3. The Select Addresses window will open.

Select Addresses

Search in: IExceIsior Collage's Address EI-:;I

Wiew by I List by name

Search far: |

| Search |

Search results:

Recipients:

& 1ossT 4] R -
Toi==
G 1099 Cc:
& 2Dgroup Cois Brc
8 zardPartyeilling
2 403BPLAN Beei=>
E=RTN
8 aarts
2 aAbbe , Susan
Details
2 ABETL
8 ARETZ Copy
A ahinail . Ruth LI LI
Remove | Remove All |
(s114 Cancel | Help |
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4.

10.

Under Search: click on the drop down arrow to select Excelsior College’s Address Book.

Search in: |Excelsior College's Address EI-:;I
‘Cantacts ]
Excelsior College's Address Book

Search far:

In the Search For box, you can type in part of a last name you are looking for and then click on Search to
be brought to all the names that match what you typed in.

Once you find the name you are looking for, select it, and then click on either To:, cc:, or bcc:, depending
on where you want the name to go. As soon as you click on a button, that name will automatically be
placed where you specified in your message.

If you are done adding names, click on OK to exit the Select Addresses window.
In your message you will see the names you have added.
In the Subject line, type in the subject of the message.

Now you can begin to write the message. Above the message area, there is a toolbar that allows you to
make formatting changes to the text, perform a spell check, and much more.

sans Serif || [10|-] @ b F W A& B B

*EEg:?ﬁ_ '::}JIE yzlagéab@c

=

11.

12.

Click on the drop down arrow next to Sans Serif to select a different font. Next to that, you can change the
font size by clicking on the drop down arrow and selecting the font size you wish to display.

When you have created your message, click on Send, and your message will be sent automatically.

Sending a Message

1.

2.

3.

When you are ready to send your message you can select a few different options on the menu bar.

,_—| Mewy * Send Zend & File... Save Az Draft Delivery Options. .. F} = é? Format = Display - .g hore -

When you click on Send your message will be sent. If you want to save the message as a draft, click on
Save As Draft.

=
T
Click on the Print button to print your message.
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To Save Attachments from E-Mail to a Workstation
1. Open the e-mail message containing the attachment.

x

2. Atthe bottom of the message, under Attachments, click once on the attachment name to highlight and
Cancel

then click on the icon of the floppy disk.
Attachments: (Click the filename to launch)
Save |V|

Open

Atomic Learning Excel modules xlsx

You will be asked to open or save this attachment.
Do you want to open or save Atomic Learning Excel modules.xlsx from notes1?

Save

3. Click once on the arrow to the right of “Save” and choose “Save as...”

Save and open

Open Save |"’|
|
4. Your workstation's C drive will open. Click on the Save button. This will then save the attachment to your
workstation's 'C' drive.
@Savens @
@Qvt‘i » Computer » - | 3 | | Search Compute o) |
Organize * B - (7]
& Recent Places 4 Hard Disk Drives (1)
c . . -, Windows )]
4 Lib
-\J'a_ 1orares a%
- [ Documents S 116 GBfree of 148 GB
o Music 4 Devices with Removable Storage (2)
=] Pictures
[ Videos 3 @ DVD RW Drive (D:)
4 1% Computer Removable Disk (E:)
- Ga Windows (C:) =
o Removable Disk | W 550 ME free of 952 MB
File name: Atomic Learning Excel modules.xlsx: -
Save as type: | Microsoft Excel Worksheet (*xlsx) v]
Sawve ] l Cancel l

“ Hide Folders

Revised: October 5, 2015
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To Add Attachments from aWorkstation to a Message

Email on the Web

1. While creating a new message, click on Attachments, on the bottom left of the message to open the

attachments options. You will then see the following:
Attachiments

j

2. To add an Attachment click on the Folder icon.

3. When the OPEN dialog box appears, browse to the file you wish to attach, and click once on the filename
to highlight the file.

4,

Click the Open button. This will then add the attachment to the message.

Q Choose File to Upload

@Qvtﬁ » Computer »
COrganize =
= Recent PI . .

sl 4 Hard Disk Drives (1)
4 | Libraries = Windows (C:)
> 3 Documents
» rJ'- Music
» =] Pictures

- E Videos

S 116 GB free of 148 GB

4 Devices with Removable Storage (2)

GE DVD RW Drive (D:)

Removable Disk (E:)
| |

SN 330 MB free of 962 MB

M Computer =
&8 Windows (C)

- e REmovable Disk |

*?Ii Metwork

File name:

- | +4 | | Search Computer

» | Al Files )

)

[ Open

[

Cancel ]

5. After the attachment has been added, you should see the attachment under Add Attachments and should

be similar to below. The attachment is now ready to be sent.

Attachments

g it 0

LyndaCnline. ..
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Moving a Message

1. If you receive a message and want to move it to another folder, there is the Move option you can use by

_Il -
clicking on the Move to Folder icon. You will then see the following:

= - F}'Mark.&sb

Move to Folder ...

Copy to Folder ...
Retmove from Falder

Delete Folder ...
Create Falder ...

| &Archive

2. You can choose to move or copy a message to a folder, or you

Move to Folder x |
can choose to remove a message from a folder.

Select a folder

3. Select the message(s) you want to move or copy. B Inbox iI
4. Place your mouse over Move, and select Move to Folder. [ Junk
5. The Move to Folder window will open. W Trash
6. Click on the folder you want to move the message to and then L5 Foiders
click OK. ] abohe connect
) AL Course Assistant

7. The message(s) will be moved to the folder you selected. B ast

[ ASTD Conference

== =T

|
El Cancel | NE_WI
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Creating a New Folder

Email on the Web

1. Select the message you want to place in a new folder, and click on Move.
2. If you want to move the message to a new folder, click on the New button.

3. When you click on New, you will see the Folder name: where you can type in the name of a new folder

you want to create.

Create Folder

Folder name:

[Test|

Select a location for the new folder:

[|z] Folders
[} abhobe connect
) AL Course Assistant
) ASTD
) ASTD Conference
=) Bka

=i
ﬁl Cancel |

4. After you type in the name of your new folder, you can choose location for the folder. This will create sub-

folders.
Click on OK.

The Move to Folder window will still be opened, and here you will see your new folder name.

If you want to place the message(s) you selected into your new folder, select the new folder and click OK.

Accessing email within Folders

£ Inbox (1) On left side of the screen you will see a link to open Folders. Click on this link and

U4 Drafts each of your folders names will display.

= Sent
P’ Followy L
= All Documents

LA Junk:
'iji' Trazh

Wigws

Folders _

Archive
- Toolz

Cther Mail

Page 12

Revised: October 5, 2015



| _EXCELSIOR
' COLLEGE.

CREATING A CONTACT LIST

Email on the Web

1. To create a new contact, click on the Contacts button on the upper left side of the screen.
2.

G

Mew = 2% Forward = ﬁ hore - 9

Contact

Graup

Meszage
Phone Mezzage
Meeting
Appointment
Reminder
Maotebook Page
To Do

o I B P

create a new contact.

-
-
-

Once the Contacts opens, click on New / Contact to

3. The Contact Information tab will open, and here you can enter all of the information for your new contact.

£F Mews Contact  x

l}_—l Mew - E-Esﬁ Save & Clase Save

[T Mark Private

Title First name

Middle

Last name

Suffix

| ]

Default E-mail:

 work | [T5EY I

Phones:

Work v
Work fax *
Pager »

Assistant v

E-mail and Web address:
Wiark 2w

Work 3w
URL =

Wark -

Jab title:
Cormpany:
Cepartrment:

Assistant:

Businass address:
Street

City

State

Zip

Country/ Region

4. You can enter the contact’s first and last name. Then enter all of the information you want about this

contact in the Work, Home, and General tabs.

When you are finished adding in all of the information you want, click on Save and Close.

6. Inthe Contacts list you will see the contact you just created.

Page 13
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Using Email Groups

You can create a new email Group by performing the following steps:
1. While in you Contacts list, click on the drop-down arrow next to New and choose Group.

Bl Mewe + L2 Fo

1' Contact

H Meszage

j Phone Message
Meeting

U Appointment

l Remincer

H Motebook Page
H To Do

2. Type the Group Name.
3. Click once in the box under Members and begin adding the group members one of two ways:

a. By typing your group list (if you have a list of addresses with commas in between each address, you
can cut and paste this list). i.e. testl@aol.com, test2@aol.com and so on.

[] Mew E-mail G... x

I}_—l Mew » Save & Cloze Save '@

[T Mark Private

Group Marme: | |

Description: | |

H Mernbers:

b. Click on Members to choose the members from your address book.
4. Click Save and Close.

When using groups with student email addresses, you may want to place the group name in the bcc (blind
carbon copy) line so other students do not see each other's email addresses.
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USER PREFERENCES

1. To view or change your mail preferences, click on the Preferences button located in the top right hand
corner of the screen.

2. The Preferences tab will open.

g Save & Close 4 Cancel

Basics
This mail file belongs to: -
(&) Mail
Display Options
B calendar Display thizs tab when starting:

mail [~
International
For all list-type views:

[E Dpelegation % Show all docurnents as a scrallable list

[~ Enable Scrall hints

Security
i~ Show documents one page at a time (faster load time)
Archive
Search
Offline
¥ Enable full-text indexing for searching
Logout

Personal categories

[Type here to add a new category]
Businessz

Persanal

Friznds

Family

Default display for contact names
IFirst Marme Last Mame ;I

[T Apply format ta all entries

The default name display applies to new contact entries only, Check this box to apply the default name display to existing e

Default Mail Client

IBM Lotus iMotes is NOT the default Mail Client Make Default
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Changing a Password
1.

In the Security tab on the left, in Preferences, you can select the Change button under Change Internet
Password to change your password.

_.:'-ﬁ Save & Clase 48 Cancel

[E Basics
& Mail

Calendar

Your Motes ID, a file that your administrator creates, allows you to decrypt, sign, and encrypt documents, and to recall meg

Internationsl cantains your narme, security certificates, and other infarmation,
Your mail file DOES NOT CONTAIN a Notes ID Motes ID Info
[E Delegation
< Import Motes ID:
Security Irmportz & copy of your Motez ID file into vour mail file, You must import
vour ID to decrypt, sign, and encrypt docurments, and to recall Import Motes ID
archive rmeszages.
Offline Change Notes ID Password:

Change password on your MNotes ID, Change...
Logout

2. Once you click on Change, the Request Internet Password Change window will open.

{Z Request Internet Password Change - Windows Internet Explorer N [=] |

Mote: Changing your Internet password requires the following steps:

1. Complete this dialog and dick ©K. Thiz submits a request to the administration process to change
wour Imternet passwaord,

2. Wait for your old password to stop working, before using your new password,

Tuvpe old Internet password || |

Tupe new Internet password | |

Tupe new Internet password again | |

(], Cancel |

3. Here you enter your old password and then type in the new password twice.

4. When you have entered the passwords, click OK and you will see a message display that your password
change has been submitted.
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Selecting Default Startup View

Email on the Web

1. While still in Preferences, click on the Basics tab on the left.

_.E’j Save # Close 2% Cancel

Basics
: > Thiz mail file belongs to:

2\

[ mMail

Display thiz tab when starting:

Calendar
[P il [=|

International

Far all list-type views:

[E Delegation {* Show all documents as a scrollable list
Security ™ Enable scroll hints
{" Show docurnents one page at a time (faster load time)
Archive
Offline

¥ Enable full-taxt indexing for searching

1 oot

2. At the top of the window, under Default startup view, you can click on the drop down menu to select
where you would like your email account to open once you log in. You can select to have your Mail or

Calendar open once you log in.

Dizplay this tab when starting:
M ail |-

Harme

aail

Calendar
Ta Do Erts as a =scrd

Contacks
Motebook
Uze Default one page a

hints
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Adding a Signature

1. While in Preferences, click the Mail Tab and select Signature
g Save & Close 24 Cancel

®

-

[EBasics Signature:
Create and store e-rmiail zignatures, If vou want to indude a zsignature in ultra-light mode, you must create a plain text =i
[E] Mail Plain text
General

. Excelsior College
Display 7 Colurnbia Circle
Signature Albany, MY 12203
[(518)602-2424

Fallow Up

Attention Indicator Rich text

[ Calendar ISans Serif L”ltl;l G | b 7 u #s | i |

gE?A_|C:DJIyyaBéab%

International
Delegation

Security

Archive

Offline You have the following Notes signature {Preview only)

2. Fill out either a Rich Text or Plain Text signature

Scroll to the bottom of the page
4. Place a check mark in the box “Automatically append a signature to the bottom of your outgoing mail

w

messages.”
5. Select the proper Type Plain or Rich text.

Choosze the type of e-mail signature, Mote that plain text is used automatically for ultra-light maode,

v Autornatically append a signature to the bottorn of your outgoing mail ressages
Tupe
& plain text

T Rich taxt

r Motes

TE inizt izabl ¢ .

6. Click Save and Close.
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SPAM EMAIL FILTERING

Barracuda is used at Excelsior as a “SPAM Firewall”. It is one of the most accurate SPAM mitigation products
available. This product provides you with control over e-mail filtering. With Barracuda, you will be able to
identify message legitimacy and to control user-specific whitelist / blacklist(s).

With Barracuda at Excelsior, messages will be identified as one of four types:

Legitimate (whitelisted)

SPAM

Quarantined

Blacklisted (blocked)

Messages that are deemed by Barracuda (or by the user) to be safe in content
will be passed automatically to your inbox.

Messages identified as SPAM will be passed to your inbox with an identifier to
let you know that Barracuda believes the message to be SPAM. You will see
these messages with a subject tagged with **SPAM**. This will indicate to you
that message may or may not be SPAM.

Subject ~
CallFilot Maotification

FEPAR™ Your bMemberzship Ends Mext bdonthl
kdanager with renewal

e Bl el o Wiolintesrs — Fyraleinr Staff bdereoir

Messages deemed of questionable content by Barracuda will be placed in SPAM
guarantine. You will have the ability to view the messages that have been
guarantined and take action upon them. Actions include:

o deleting

e releasing to your inbox
e whitelisting

e blacklisting

Messages that have been deemed by Barracuda (or by the user) to be
objectionable will be blacklisted. Blacklisted messages will not be seen by the
user in either their inbox or SPAM quarantine. Messages that have been blocked
can be retrieved by our mail administrators within two days of receipt.
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SPAM Quarantine Summary

Barracuda will email a SPAM Quarantine Summary to you each day. Currently you will receive this message
mid-afternoon.

When you open the Quarantine Summary message, you will see a digest of the messages that have been
guarantined for you in the previous 24-hour period. Note you may have to scroll to the right or down to see
the entire digest.

‘ ARRACUDA Spam Quarantine Summary Spam Quarantine
NETWORKS Summary

Total inbound quarantined emails for alala@excelsior.edu: 1 message

The emails listed below are ones that have been placed in your quarantine digest since the last
quaranting summary was sent.

Messages older than 15 days will be
remaoved

Andrea - How much \Weight will you lose  Deliver  Whitelist
this summer? Delete  Wiew

DELETE ALL DISPLAYED

EMAILS

Click on the Deliver link to have that message delivered to your mailbox.
Click on the Whitelist link to have that message delivered to your Inbox and that sender whitelisted.
Click on the Delete link to remove that message from your quarantine.,
Click on the ¥iew link to display that message in a new Message Details browser window,

thomash250@gmail.com

Manage wour allowed
blocked list

Wiew wour entire Quarantine Inbox or manage your preferences.

Spampvirus protection 8y <sgyannscns S PAM QUARANTINE DIGEST

To the right of each message you will see three actions:

Deliver: Informs Barracuda that you believe the message to legitimate and Barracuda will deliver the message
to your inbox in Lotus Notes.

Whitelist: Informs Barracuda that the message is not only legitimate but that you would like all future
messages from the sender to bypass the SPAM filters and deliver messages directly to your inbox. Barracuda
will also deliver the message to your inbox.

Delete: Informs Barracuda that you do not believe the message to be legitimate and Barracuda will delete the
message from the system. You can also delete all displayed emails by clicking on Delete all displayed emails

Below the digest, you will see a link to your Barracuda SPAM Quarantine. Click on View your entire Quarantine
Inbox or manage your preferences to log in automatically to the Barracuda SPAM Quarantine.
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Barracuda SPAM Quarantine on the Web

Email on the Web

After you click on the link from your inbox, you will be automatically, logged in to the SPAM Quarantine Inbox.

<Dpinseson

llida@excelsior.edu

-

English (¥

Quarantine Inbox

*| - | -setect Fitter- = || contains =l Search |

Cument Message Log Count:2

Deliver | Whitelist | Delete

Page:1 of 1

Messages older than 15 days will be remaoved

[T Time Recsived From Subject
|— 2010-08-02 09:25:48  thomash250@gmail.com Tom - Hew much weight will ¥'OU loge in 2 weeks?
r 2010-08-02 09:23:03  thomash250@gmail.com Restore your Balance

[

Here you will see your entire SPAM quarantine from the previous 15 days. Messages will remain in the
qguarantine for 15 days if you take no action (deliver, whitelist or delete). After 15 days, the messages will be

deleted automatically by Barracuda.

From the quarantine you can take the same three actions you had in your SPAM Quarantine Summary email

(deliver, whitelist or delete).

To take action on individual messages click on the action link to the right of the message

To take action on multiple messages, click on the check box to the left of the messages, and then click on an

action button above the message list
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Whitelist/Blacklist Preferences

You have the option of setting the whitelist and blacklist preferences in your Barracuda Quarantine inbox.
These preferences will determine which messages come automatically to your inbox (without being scanned)
and which messages never come to your inbox.

1. From your Barracuda Quarantine inbox, click on the Preferences tab.

<QARRACUDA

SPAM & VIRUS FIREWALL 400 ARA x PREFER

2. You will then see all of the current email addresses that you have placed in the Whitelist and Blacklist.

3. To add additional messages to either list, type in the email address then click on Add.

q&ﬂﬂ,“;ﬂ!% ilala@excelsior.edu
E7 0 BT QUARANTINE INBOX | PREFERENCES Log Off English
Configuration updated
Allowed Email Addresses and Domains (Whitelist)
Email Address Bulk Edit
Email 2ent from addresses entered here
wiill not be anatyzed for spam, but will
train1@excelsior edu 3] be scanned for viruzes.
train2@excelsior.edu 3]
Blocked Email Addresses and Domains (Blacklist)
Email Address Bulk Edit Email sent from addresses entered here
Add will always be blocked.

4. Once the email address is added to the Whitelist or Blacklist, you can remove them by clicking on the trash
icon next to the email address.

Email Address Bulk Edit
Add

train1@excelsior.edu O

train2{@excelsior edu ﬁ

LOGGING OUT OF EC WEB MAIL

To log out of EC Web Mail, click the Log Off button.
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If you see this message when logging out click OK:

Message from webpage ﬂ

4% The installation of the IBM Lotus Control has been blocked or

'-.\ f-' dedined. Do you want to use the IBM Lotus Control on new

= messages?

Cancel |

Email on the Web
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