(& 1cewarp WebClient

Welcome to lceWarp WebClient

IceWarp ~ I=!

Email Address fritzd@rbhs208.org

Password  |eeses

Webmalil - reHs’s e-mail system
http://webmail.rbhs208.org

Besides typing in the address, there are two
ways to get there. When at school, just click on
the webmail (or email) icon in the Internet
folder. When outside the building, click on the
Professional Resources link from the RBHS
website. Save this page as a Favorite in order to
save time in the future.

This is the login screen (the 1% thing you’ll see)

Enter your login name (last-name-first-initial @rbhs208.org) and then your password (which is the

same as your login name (without the @rbhs208.org) until you change it). You will be taken to

THIS screen:

Good afternoon everyone:

I totes calendar are inchuded on the invitation. We hope to see you at the meeting.
Thank you
Clorothy Dowas

Assistant to the Exccutive Dircctor

ey
Fety
¥

34-5147 fax (630) 734-5050
 [wrorw s lib.il.us
w81 kovaosdimls.lib.il.us

Remember that not gefting what yow want i jomel s
o wonderful stroke of luck: 1. Jackson Brown.

(1§

Attached are copies of an invitation te the MLS Annual Meeting set for October 22, 2010, This year's event will be held at the Oak Park File
Public Library. I'm sending the invitations in both Publisher and PDF formats for your convenience. Instructions for registering via the L2

The menu across the top has
pull-down options. Use New
to create a New Message (i.e.
compose an email), a
Distribution List (i.e. mailing
list), a folder (into which to
sort incoming messages), and
SO on.

New ¥ Tools * H

Message
Contact
Distribution List
Event

Task

Journal

Mote

Folder

Tools * Help

Use the Tools menu to do
such things as change
your password, set up
filtering rules, create a
signature file, and so on.

Options
Domain Options
Rules

Accounts

Import f Export

Licenses

To view new messages, just click on “Get New” in the menu bar. Once you click on the subject line
to read an incoming message, you can Reply, Delete, Forward, Print, etc. Once you accumulate
several emails, you will also appreciate the “Search” feature if you’re ever trying to find that elusive
message that you KNOW you received — sometime! You can sort your inbox by date, sender, and

subject.



+ GetMew MNew w Tools v Help

I Favorites Contact Name ECompany :Department :Ernall |
& Doresn Fritz | | Academic Support academic_support@rbhs208.0rg
i box (27) ACT Web Controle actwebctrl@rbhs208.0rg
| In 2 p
- - Adam Gibbons gibbonsa@rbhs208.0rg
You have two (2) Contact Lists (i.e. L 17 things e i
Alumni " ]
address books) — one that you create, and il Aumri - al with rbhs email accounts all@rbhs208.0rg
- . . - amazon|1/5) Allison Cabaj cabaja@rbhs208.0rg
the PUb| IC Contact I ISt (Iocated In the .| AppliTrack Allison Jackson Jjacksona@rbhs208.0rg
RBHS Public Folders), which all email el [ S e
. | books to share Anita Krieger kriegera@rbhs208.0rg
UserS at RB Can VIeW | Budget Ann Test testa@rbhs208.0rg
& contacts AP Teachers ap_teachers@rbhs208.org
Applied Arts Department applied_arts@rbhs203.0rg
s+ Destiny
(LT TS I R April Englehart engleharta @rbhs208.org
‘fl “ Arthur Ostrow ostrowa@rbhs208.org
=l !—' BHS PLll:llll: FD|dEFS el Bvents Athletics Office athletics @rbhs208.0rg
T4 Files Barbara Dunn dunnb@rbhs208.0rg
E;ﬁ |:||'ItEI|:t5 -~ ISLMA Listserv (407) Barbara Panek panekb @rbhs208.0rg
e @ Journal Benjamin Duggan dugganb@rbhs208.0rg
L E"-I'Erltﬂ | Kate Wolicki Beth Augustine augustineb@rbhs208.0rg
= FI | Mancoff Betty Gugora gugorab @rbhs208.0rg
= | nes A Notes Betty Sharp sharph @rbhs208.0rg
_ @ Online Resource (1) Blair Jensen Jjensenb@rbhs208.0rg
il INBOX e Bonnie Pekarek pekarekb @rbhs208.0rg
= : Brennan Denny dennyb@rbhs208.0rg
@ Jl:lLlrl-lal AL P Bridget Wimot wilmatb@rbhs208.org
i JI R Brigit Riordan riordanb @rbhs208.0rg
| Motes g Quarantne Bruce Specht spechtb@rbhs208.org
=+l RBHS Public Folders | | Business Office business_office @rbhs208.0rg
w Tasks E QJ Contacts Cara Gallagher gallagherc@rbhs208.0rg
: Events Catherine Fliss flissc@rbhs208.0rg
fal Files Charlene Krueger kruegerc@rbhs208.0rg
1 INBOX Cherise Lopez lopezc@rbhs208.0rg
- - Christal Hughes hughesc@rbhs208.0rg
- £ Journal
Changing Your Password: The first @ s et v
. . . .l MNotes g
time you go into the email system, you =y Chrsine Sutan suttonc@rbhsZ00 g
. Christopher Whelton wheltonc@rbhs208.0rg
should change your password. Click on & sex Cere Weber weberc@rbhs206.org

Tools — Accounts. You will see this
screen: (with your name, not mine!) Type in your existing password, and then a new one of your
choice. Retype to confirm, and click on OK.

Addresses and Groups: To add an email address
to your contact list, click on New — Contact. The

prmary | Other | important fields into which you should enter
Name Doreen Friz information are: Contact Name, First name, Last
Description Doreen Friz name, and Email 1. Click OK when done.

Old Password

Mew Password —
General | Personal | Business | Other | attachments || certificates | [a]»
Confirm Passward : — ¢ -
Contactname ||
Alternate Email First name
Middle name
Last name
Last Login Time 08f05/10 20:44 s
Last Login IP 74.1.110.95 e
Suffix
Category [] Picture Upload |
Phone(s) ‘
Work 1 =] Email 1 E1
oK | Cancel | fomet ' = 1
Fax work =] Email 3 Q
Mobie =] ™
[ Private
To create a Distribution List (i.e. email group, or o 1| o

mailing list), click on New — Distribution List.

Title it. To add a person who’s already in either your own or the school’s contact list, click on Add
User. Search by typing part of the name. Once you find the contact, double-click to add them to your
list. Continue to search and add names until your list in complete. Then click on OK. To add
someone whose address isn’t already “in the system,” click on Add New.



Signature File: Click on Tools — Options, and click on the Signature tab. Type your signature
message, which will appear at the end of your messages unless you click in the box that says
“Signature at the top of the message.” Unfortunately, this email program doesn’t allow for fancy
formatting or pictures to be included in your signature file. It will all be one font, all one size. Sorry!

Adding folders: You can create any number of folders into which to sort incoming emails. For
example, I have a folder for Book Club, one for Tech Committee, one for messages about our online
resources, and so on. Just right-mouse-click on your name in the left column and select “Add
folder.” Name your folder and click OK.

Set up a SPAM folder, and create a filter to clear out unwanted SPAM: Create a new folder and
give it whatever name you wish — | suggest “SPAM.” Now, to make sure that those spammy
messages get filtered into this folder, click on Tools — Rules, and click on the Add button. Give this
rule the title Spam. If you’re on the Conditions tab, click on Add. Using the pull-down menu, choose
“Subject”. Leave the
middle pull-down reading
“contains,” and type

Title

Conditions | Actions

“Spam” into the 3" box. From: 7] contans a2 CIve
Click on the Actions tab. To =

Click Move to, and click "

the little box with three it

dots. A list of your Wease

folders will pop up. e B

Select your “Spam”
folder, and Click OK.
In the future, all incoming spam messages will automatically be moved into your Spam folder.

Whitelisting and Blacklisting: Our email system has a pretty effective spam filter. In fact,
sometimes it’s TOO effective — and emails you may be expecting, or that may be from someone you
recognize, are marked as SPAM and wind up in your Spam folder.

Be sure you check your Spam folder every once in a while. If you find a message there from
someone you recognize, and you want to be sure that this person’s emails no longer get sent to the
dungeon of the Spam folder, right-mouse-click on that person’s message and select “Whitelist.”
Conversely, if you receive a message that you consider to be inappropriate or a scam, you can right-
mouse-click on it and click “Blacklist.”

Quarantine: We also have a folder, set up at the system level, which is called “Quarantine.” This
folder, which appears in your list of folders in the column on the left, contains messages that the
server has deemed spam (but not the disgusting stuff, most of the time. Just a lot of sales offers.)
You should go through and delete these messages frequently.

Deleting: And while we’re on that topic, you should maintain your email by regularly deleting
messages in your Inbox, Sent, and Trash folders. WARNING: If you accumulate too many stored
messages, you will no longer be able to receive new ones. Each user has a limited storage capacity.

Special Features: Although the program appears to offer such features as Calendar, Journal, Notes,
etc., we’ve found these features to be either nonfunctional or problematic. (Hey, what do you want
for free?)

Any questions? Contact Doreen Fritz, ext. 2117. Or stop by the library for a quick tutorial.



