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This document describes how to use the 2009
version of Horde/IMP WebMail in Traditional mode.

It also describes how to use Kronolith — the web-
based calendar and daily organizer component.

WebMail is a free, open source application provided
by Horde.org and therefore there are limitations as to
what control we have over it.
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COPYRIGHTS
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Screen shots taken from Horde IMP and Kronolith.

Learner Support Services welcomes feedback on its documentation.
Please email any comments on the content of this document to:
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Web Based Email for Staff

Web Based Email for Staff

WebMail allows staff to access the University's mail server, using your Web
browser. No other software is needed and it can be easily accessed from
anywhere in the world.

As it is difficult to communicate tone, etc., via electronic communication, it is easy
to cause offence without meaning to do so. To minimise this, we recommend you
follow the rules of Netiquette — see www.albion.com/netiquette/

Note: Your email account will only be active while you are a member of the
University, once you have left, the account will automatically be closed.

LOGGING IN TO WEBMAIL

WebMail is accessible from: http://webmail.brad.ac.uk and from the Email for
Staff link in the "Quick Links" section on the University's internal home page.

1. Inthe Welcome screen enter your computer username and password.

2. Note the current language setting. If you wish to work in a language other than
English (British), you can select the most appropriate one from the Language
list box.

3. Click on the Login button.

Welcome to Horde

Username| |

Password | |
Language IEninSh (British) j
Mode Im

Forgotten your password?

Maintenance Operations
When you login you may see a Mail Maintenance Operations window. This will
advise what maintenance actions are proposed. To ignore the actions, click on
Skip Maintenance.

Alternatively, to carry out the maintenance, ensure you read and understand the
proposed actions, select the relevant items and click Perform Maintenance
Operations.

Mail Maintenance Operations - Confirmation

@ Last login: 16 September 2008 11:17:12 BST from j07s22.cen.brad.ac.uk
@ Mail is ready to perform the maintenance operations checked below. Check the box for any operation(s) you want to perform at this time.

I All old linked attachments more than 6 months old will be deleted.

Perform Maintenance Operations Skip Maintenance
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WORKING WITH MESSAGES

Webmail Opens at the i Ho:HvPnrtal-WinduwslntemetExplorerpmvidedhvﬂnelllﬁversitvofnradﬁwd =10 x|
@.\- - =] hlq:s:ff',-'ebmall1‘brad‘ac.ukyhurdeﬁndex.ph;l?ur\=h(ms%3»\%2F‘jI__%J 45 x| [oo Peits
Home (Portal) page. [ Fr = == =r o
J GDOng“Cv LIGc 4»@ ™M~ & £ ‘ € Bookmarksw ‘ P Check = > () Settingsw

This displays a summary
of available features, e.g.
the Mail section shows

¢ @ [Efrorde :: My Fortal

J fiHome ~ [) Fesds (1) - dmnPrint - -k Page - (G Tools ~ @ Hep ~

B =

] K & ¢l
Home Mail Filters Address Book Options Problem Help Log out

ANOTHER | Add Content

O Horde

th nu ' f new “ 2Zlamzmg Quota status: 0.00 MB / 488.28 MB (0.00%) | NG —r display
1 Inbox 0
messages In your Inbox, - ke

- i Log out

(where all messages ==
sent to you will be stored B o miarmaciv

ready for you to read).

No notes to display Search for:

|

[ [ [ [ [ [ [ Trustedsites + [Rw0% - g

The Application
Navigation bar on the
left-hand side contains the following icons:

Horde Returns to the Home page.

Mail Click the + sign to expand and see all the folders in your mailbox.
Organizing Contains the Address Book, Tasks and Notes.
Options Contains the customizable areas for Global Options, Address

Book, Filters, Mail, Notes and Tasks.
Log out Click on this when finishing a session.

In the top right-hand corner of the Application Navigation bar is a small icon
which, if clicked, will hide the bar.

The Inbox
All new messages are initially received into the Inbox.

1. To open the Inbox, either click on Inbox in the Mail section, or click the Mail
icon in the Application Navigation bar.

£ Mail :: Inbox - Windows Internet Explorer provided by the University of Bradford oy [ 53

m .+ [E hutps:fwebmalt brad. ac.ukfhorde-1,2 3findex. php?url=htps %343 2F % 2Fwebmaill brad. ac uk¥:2Fhorde-1.2. 3%2F =Ha)

X | |Google P

| File Edt Wiew Favorites Tools Help
| Google|[G~ oo & 22 | ¥ sookmarksr | check v Aol v Al (s Sendtow Q) settings~
W Hr EE Ml Inbox

J {3 Home [ Feeds (0) - b Print - :kPage v () Tooks » @ Help -

] E C ] e 3 = (@] s 3 3 | 3
Inbox | New Message Folders Search Festch Mail Mail Filters Address Book Options Problem Help Log out Open Folder

0 Horde 1 to 7 of 7 Messages

bg il [selec: =l [warkas: |7l Move|Copy[messagesto ]

@ organizing Delete |Undelete | Blacklist| Whitelist | Forward | View Messages Show Deleted | Purge Deleted

#, Ontions |} 2 ¥pate From Subject [Thread] S

- il Log out
l_& 233 09:20 Skywards Your Skywards e-newsletter is ready! 119 KB
[m] 223 0%9/09/2009 Staff Briefing Collaborative Waorking Project, Leeds College of Music merger, Pay Negotiations ... 156 KB
l_& 217 09/09/2009 Ipswitch File Transfer WS_FTP Professional Service Agreement Expiring Socon B KB
[m] 208 09/09/2009 A Roffey absences for today 6 KB
| 205 08/09/2009 Sara Marsh Head of Library Services advert KB
I'L 196 08/09/2009 estatesandfadilities-helpdesk... Estates & Facilities Helpdesk: Reactive Job A25645 has been Queued. 2 KB
(e 190 07/09/2009 S George Welcome table 3 KB

[ [0 T T [ [ Trusted sites [® 0% -

2. Note the row of icons above the contents of the Inbox: These include:
Inbox, New Message, Folders, Search, Fetch Mail, Mail, Filters, Address
Book, Options, Problem, Help, and Logout.
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The coloured bar below displays the name of the current
. Inbox (2 L7
folder, the number of unread messages in brackets and the RROXKZNE LA
Refresh, Search and Empty Folder icons.
Note: The Empty Folder facility is quite a drastic option, so use it with caution.

Reading Messages

1. If your Inbox is not already open, click the Mail icon. (The number in brackets
indicates the number of unread messages in your Inbox.)

Your Inbox will open displaying your messages. Those which have an
envelope icon on the left-hand side are unread.

2. Toread a messages, click the name in the From column, or the text in the
Subject column.

Note: If you have a message with the subject "Your Athens Password for Access
to Library Resources”, do not delete it.

Once a message is open, a menu bar appears above (and below) the message
containing a number of Options.

Delete Marks the message for deletion.
Reply Replies to the sender of the message.

Forwards the message to another e-mail address (the recipient

Forwar . ,
orward will see that the message has come via you).

Redirects the message to another e-mail address (the recipient

Redir . .
edirect will not see that the message has come via you).

View Thread Displays messages relating to a particular subject.

Blacklist Creates a filter whereby messages are automatically deleted
Whitelist A list of email address you always accept mail from

Message Displays raw headers — often useful for tracing anonymous or
Source abusive messages.

Allows you to save the message in another location, e.g. as a

Save as . : .

text file which can then be opened in Notepad.
Print Prints the message.

Shows additional information about how the message arrived in
Headers

Bradford, and who sent it.

Back to Inbox Returns you to the list of messages in your Inbox.

4:: Opens the previous message in your folder list.

I:} Opens the next message in your folder list.

Note: If you receive an abusive email Contact the ICT Service Desk or forward a
copy with full header to abuse@bradford.ac.uk
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Reading Received Attachments

When a message contains an attachment, a paperclip icon % will be displayed
next to it in the Inbox.

The attachment name will Date: Wed, 06 May 2009 12:43:17 +0100 [12:43 BST]

. From: Financial Services@Bradford.ac.uk- & EZiE
also be shown in the Part(s) To: AN Other@Bradford.ac.uk &

field beneath the Subject: Subject: End of year figures
line when the message is Part(s): (Z) 2 eov figures.xls 36 KB
Opened, Download all Attachments {in .zip file) @

Note: Do not open attachments unless you know and trust where they are being
sent from, as they may contain viruses.

1. Click on the Download icon next to the filename. This will open the File é
Download window.

2. Choose Open to read the attachment, or Save to save the file in a location of
your choice.

Printing a Message
1. With the message opened, click on Print. The Print dialogue window will open.
2. Select the appropriate printer and associated options and click on Print.

Note: If you are not receiving massages or are unable to send messages, see
section on: Troubleshooting.

Composing a Message

Note: Maximum number of recipients for a message is: 25.
Maximum file size for an attachment is 8MB. If your file exceeds this you
may wish to save the file as a pdf or compress it to reduce the size, for
guides see: http://www.bradford.ac.uk/Iss/documentation/#Utilities

1. To compose a message, click on the New Message icon.
This will open the New Message window with the following fields:

Identity  You can have a number of identities for formal or informal
communication.

To Email address of the person to whom you are sending the message,; if
you add more than one address, separate these with a comma.

Cc Email address(es) of those to whom you wish to send a (carbon) copy.

Bcc Email address(es) of those to whom you wish to send a copy without

the other recipients being aware of this (a Blind Carbon Copy).

Subject  Always try to include a meaningful title for your message.

December 2011 4


http://www.bradford.ac.uk/lss/documentation/#Utilities

Complete the relevant fields.

In the Text section, type in your
message.

If desired, select the option:
Request a Read Receipt
(although this doesn't guarantee
an acknowledgement from the
recipient).

When complete click the Send
Message button.

Spell Checking

Web Based Email for Staff

[ send nessase |
Identity AN Other@bradford.ac.uk (Default Identity)
To[ |
Ce ]
Bec | ]
Subject | |
Charset [Unicode (UTF-8) =]
&
Address Book Special Characters Attachments ”
¥ Save a copy in "Sent-mail”
I~ Request a Read Receipt
[ switch to HTML compesition
Text =
&N Clher
Learner Support Services
University of Bradford
[~ Attach your contact information to the message?
File 1:[ |[CBrowse... | [Attachment =]
(Maximum Attachment Size: 2,097,152 bytes)
Save I with in il folder? [No =]
Link Attachments? [No =] =l
[ [T T L[ Trusted sites 100% -

Before sending a message you may want to check the spelling. This can be done
using the spelling correction facilities built most web browsers, either through a
third party plug-in such as the Google Toolbar for Internet Explorer, or the
extension provided for Mozilla Firefox. (Note: on cluster PCs the Google toolbar
is already installed in IE and Firefox.) Using the browser's spelling checker gives
a consistent approach that works for all web applications and also enables you to

maintain your own specialist dictionary.

Spell Checking using the Google Toolbar in Internet Explorer

To enable the spell checker to work in IE you need to change a few settings in
WebMail.

1.

o s~ DN

In WebMail, expand the Options link on the Application Navigation bar, and

click on Mail.

In the Message Options section, click on Message Compaosition.

Clear the option: Compose message in a separate window?

Click on Save Options at the bottom of the window.

When composing your message, ensure you
create it using plain text. (Click the link above
the Text entry box to change—you can switch
back to HTML composition, if desired, after

spell checking).

In Internet Explorer, click the Spell check
button on the Google toolbar. Any misspelled

words will be displayed in red.

| select stationery: =]

Address Book
¥ Save a copy in "Sent-mail”
@ Switch to plain text composition
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7. Click the word to display a list of possible corrections and if appropriate, select
the correct one from the list. You can also add words that you want to be
accepted in future checks to the dictionary.

8. To stop the spell checker, click anywhere in the text window and choose Stop
spell checking.

Attaching a File to a Message

1. You can e-mail existing files such as Word documents, Excel spreadsheets,
pictures, sound and movie files by attaching them to your e-mail message.

2. In the New Message window, click on the Attachments icon. This takes you
to the bottom of the window.

File 1: | |[ Browse... ||-;xttachment;| i

(Maximum Attachment Size: 2,097,152 bytes)
Save Attachments with message in sent-mail folder? INU :"

Link Attachments? INC' :"

3. Click on the Browse button, navigate to the file you want to attach, and then
click on the Open button.

The "path” of the file will appear in the File 1: section of the Attachments box
and another entry box (File 2:) will now be displayed for a further attachment,
if required.

Note: by default attachments are stripped from messages in the Sent Mail folder
in order to conserve disk space. To alter this (for the current message
only), change the Save Attachments with message in sent-mail folder?
option to Yes. See also the section on: Most Common Mail Settings to
Change.

4. Once you have inserted your attachment(s), simply click on Send Message.

Note: Should you decide not to send an attachment, click the Update button and
then scroll down the window. The Attachments section will show the file
names, and size of the current attachments, along with a Delete option.

WORKING WITH FOLDERS

All incoming messages are initially stored in your Inbox folder. Any email
messages you wish to keep should be categorised and stored in separate folders
not simply left in your Inbox. The following information refers to the Inbox, but can
also be applied to any other folders you create.

Refreshing a Folder List

You will need to refresh (update) your Inbox folder in order to see new
messages. Do this by clicking on the Refresh icon.

December 2011 6



Web Based Email for Staff

Sorting Messages
Your messages can be sorted in a number of ways, e.g. by order of Arrival
(indicated by # sign), Date, From, Subject and Size.

[slect: ElljMarkss: = (Gl vcsapesto .

Delete | undelete | Blacklist| whitelist | Forward | view Messages Show Deleted | Purge Deleted
[} # ¥ Date From Subject [Thread] Size

r= 17 15:23 Mark Cleary 2009 Pay Negotiations: UCU Ballot for Industrial Action 29 KB
r= 15 15:15 David Dodwell Places on upcoming Word 2007 Mail Merge course 12 KB
= 16 15:13 Staff Briefing Last week for Quality of Working Life Survey, Still time to register for Making Knowledge Work ev... 130 KB
r,& 11 12:20 L Flear FW: Matt A3 Laminating Pouches 6 KB
L} 10 12:06 Graham Hill IT Services Newsletter #9 39 KB
L} g 10:11 A Roffey absences for today 6 KB
r,& 5 01/05/2009 L Flear RE: Laminating pouches 4 KB

1. Click the column header to be sorted. The header background changes colour,
and displays either an up arrow [&] (sorted by ascending order), or down
arrow [¥] (sorted by descending order).

2. Click the arrow to change the sort order.

Note: This over-rides your Mailbox and Folder Display option settings, see: Most
Common Mail Settings to Change.

Selecting Messages

Messages need to be selected before you can carry out other

functions in the Inbox window. This can be done in two ways: ;

o Click in the checkbox to the left of the message to select fone.
individual messages. S

Unseen

e Click on the down pointing arrow on the Select: button to e
open the list box and choose which messages you wish to gnswered
select. BE::eE)?acljeted
Options include: All, None, Invert, Seen, Unseen, Important, o Drat
Not Important, Answered, Unanswered, Deleted, Not personal

Deleted, Draft, Not Draft, Personal and Not Personal.

Marking Messages

Having selected the messages, you can now mark them in =

various ways by opening the Mark as: list box. Flagged For Folovup
Options include: Seen, Unseen, Flagged for Followup, Not Unanewered
Flagged. Answered, Unanswered, Deleted, Not Deleted, Not Deleted
Draft, Not Draft. Not Draft

Clicking on the appropriate option will mark the message accordingly.
Deleting, Undeleting, and Purging Messages

You can delete, or undelete selected messages using the Delete
and Undelete links at the top of the folder.

|Qelete|gndelete|

Deleted messages can be hidden or left visible by
clicking on the Hide Deleted or Show Deleted links at
the right-hand side of the Options bar.

| Hide Deleted | Purge Deleted|
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To permanently delete all messages in that folder, click on Purge Deleted. It is

important to do this on a regular basis so that you do not run out of space to store

new messages which are being sent to you.

You can also delete a message while it is open by clicking on Delete. The next
message in your folder will then be displayed in the viewer window.

Delete - deletes all selected messages to a temporary waste basket.

Undelete - undeletes all selected deleted messages.

Show Deleted - shows previously hidden deleted messages.

Hide Deleted - hides all deleted messages (remember to regularly purge them).

Purge - permanently removes deleted messages.

Moving/Copying Messages to Folders

You can organise your messages by moving or copying them to folders. This can

be done from an open message window or from an
open folder list.

1. First select the message(s) to be copied / moved.

2. Click on the Messages to arrow. This will show a list
of all your folders.

3. Select the folder to which you want to move or copy
the message(s).

4. Click the Move or Copy link as appropriate.

Note: If you have selected New Folder in the drop
down list, you will be prompted to give it a name.

Folder Navigator
1. To open the Folder Navigator, click the Folders icon.

Folder Navigator B
] IChoose Action

.71 Inbox (3/18)

----- [ Car Parking

----- D Documentation-requests

;I Expand All| Collapse All

----- [T Fire Safe

----- =5 JiscMail

----- =) Pharos

..... Saved-messages
----- Screenczhots
LE Sent-mail

----- 5 =ent-mail

#H-C5 Test folder

#-5 Virtual Folders
|Ch005e Action LI

OEOOO0O00O0O0O000000

Expand AII|COIIapse All

Mwel(:upy| Messages to

Inbox

Car Parking
drafts

NiscMail

Office 2007
Pharos
Saved-messages
Sent-mail

ITest folder

Test sub-folder
LUKS

- - Task Lists - -
Wy Task List

- - Notepads - -
Wy Notepad

2. Note the Expand All and Collapse All links at the top of the window. Clicking on

these will show or hide any sub-folders you have.
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The Choose Action: list box gives several options for

Create

managing selected folders. Rename
. Empty
Creatlng a NeW FOIder Eﬂ:agcifor New Mail

Do Not Check for New Mail

1. To create a top-level folder, ensure no folders are e
Download
selected, and then choose Create from the Choose 2o e o
ACtIon ||St gzgmlgiéglderﬂee

2. When prompted, type in the folder name and click on OK.

To create a sub-folder, click in the check box to select the parent folder first.

- . [ Inbox -
Viewing Different Folders e T
1. To view a folder, click on the folder name in the %é‘fb:es‘é’kﬂf{%m
- ar Hari |ng_
||St Of folders gs;fggentatlon-requests
Fire Safe
Alternatively, click on the down pointing arrow to T e
. . JiscMail
open the Open Folder list box and click on the Junk = mal
reqUIred f0|der ggégods-messages
Screenshots
2. To return to the Inbox, either select it from the i
Open Folder list box, or click the Inbox icon. e Sebfolder
Virtual INBOX

WORKING WITH THE ADDRESS BOOK

The Address Book feature allows you to create your own personal list of contacts.
You can also search the University's main email (LDAP) directory, see section
on: Using the Address Book to Address a Message.

Viewing Address Books Z|
1. To view all your address books, on the Application O~ [ Horde
Navigation bar first expand the Organizing link, and then =

= @ Crganizing

expand the Address Book. All your address books will ; j
E Address Book

appear in a list. - (@ New Conta
2. To see the contents of a particular address book, click
the relevant address book in the Application Navigation % M"*' *d:ress
Searc
bar. - [31] Calendar
If a book contains numerous contacts, you can either - TaEkE
. . . . [ Motes
view it alphabetically, or click on (All). - 3¢ Options
Note: The format of the displayed names (e.g. First Name, O~ @l Log out

Last Name) can reversed, if desired. This is done
through the Name Format section in the Address Book options. See
section on: Setting Mail Options.

Once in the address book, you can return to your e-mail messages at any
time by clicking the Mail icon in the Application Navigation bar.
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Creating a New Address Book
1. To create a new address book, click the My Address Books icon.
2. In the Manage Address Books window, click on Create a New Address Book.
3. Enter a name for your new address book, and then click on Create.
Adding a New Contact
1. Click on the Address Book icon and select New Contact.

2. From the drop down list, select the Address Book to which you want to add the
contact (you cannot add a contact to the main University of Bradford one).

3. Inthe Add Contact

Add Contact
window, you can add as Wmuog—tuloﬁ
much or as little * Last Name| |
information about your Wi —
new contact as you wish, Name S:} \ |
although as a minimum Alis| |
H Birthday | Mm ~|[oD =l[yrry =
ensure that you add their [ ! =lloo = =l

name (on the Personal
tab) and email address (on the Communications tab).

4. Click on Add. A message at the top of the screen will confirm the action.

You can also change the name or details of an existing contact at any @
time by clicking the Edit icon.

Creating a Group List

To create a group list, you need to select at least one of your contacts to be
included in the list.

1. Click in the tick box to the left of the name(s) you wish to add to the group list.

2. Click the down pointing arrow to the right | RN 0 = Contact List =
of the Add box and select the Address 0 3 Coniact List
Book in which you want to create the new ~ |Z°" """ """

. liCreate 3 new Contact List in:
group list. "My Address Book

) ) Customers Address Book
3. Click the Add button. You will then be
prompted to name the new contact list.

4. Click on OK. A group list is identified in the Address
Book by a two person image alongside the name.

r Ei@ 55-Admin
5. To view all the contacts in the group, click on the group name. Further contacts

can be added by first selecting the name(s), selecting the contact list name in
the Add box, and then clicking on Add.
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Using the Address Book to Address a Message
1. In the New Message window click on the Address Book icon.

2. Type the name of the person you

: :
want to locate in the Find box. Find:  from|Unversity ofbradford 7]
3. Select an address book in the from ﬁghphLAM;h;*ﬁzgébizl 7 Add these oy cidang 0K~
box. (To choose a name from the AC Eawarda <A C Edwaraot
A A X AD Burnett ::A.D.Eumett@br
] AHB Gu_h «:A.Fi.E..G_ch@bradﬁ m
University's directory, select S S
UanGrSlty Of Bradford). A) Powell <A.J.Powell3@bra x| —
4. Click on Search. F’
Jhd |

5. Click the name in the left hand pane
and then click the appropriate field button, i.e. To >>, CC >> or Bcc >>.

6. When complete, click on OK.
Importing and Exporting Address Books

Before you can import an address book into WebMail, you need to have the
exported data from the other email client already on your PC. WebMail supports
a number of popular formats, including Comma Separated Variables (CSV), and
Outlook.

Bear in mind that a successful import depends upon the address book fields
"matching", and if there are complex entries, then these may not import correctly,
or at all. You should therefore, be prepared to check the imported data carefully
after the import.

To Import an Address Book

These instructions assume that you have already exported an address book from
elsewhere in Comma Separated Variables (CSV) format.

1. On the navigation bar, expand the Organizing icon, and click Address Book.

2. Click the
Import/Export icon on
the menu bar. e
=+ (@ Organizin a
3. In Step 1 of the Import -iiii“ﬂ”“ :
[A notes
Address Book, select: = K onors
Comma separated I
values. sttt ot —
4. Select the address

book to import to.

IMPORTANT: You can opt to replace the default address book with the imported
one — however be aware that this deletes all existing entries.

5. Click on Browse, locate the .CSV file you created elsewhere, and click Next.

6. In the Import, Step 2 window, select the field name option (if applicable) and
click Next.
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Import, Step 3

In the Import, Step 3
window, you now need to

"Next".

Imported fields:

In the lists below select both, a field imported from the source file at the left, and the matching field available
in your address book at the right. Then hit "Add pair” to mark them for the import. Once your are finished hit

Available fields:

"match” the Imported fields
to the Available fields: in

E-mail
Business Country/Region

Home Country -
Work Post Office Box
Waork Country

Time Zone

Email
1 H Phi
the new version. Wore Pnone ]
Fax
P
N - Alth h field Job Tide =
ote: Although many fields
are d isplayed y you To exclude a particular field form the import or to correct a wrong match select a field in the lists below and hit
"Remaove pair”.
may not require all of Htching fields:
Ifiratname First Name
i Last N
them. celPrane Fiobile phon
comparny Company
workStreet Work Street Address
H . workgity Work City
7 . I n the Im pO rtEd fle'dS . ngl:kprl’ov"umte ‘:”:'grr:k Séawte:‘vamce
. workPostalCode Work Postal Code
box, select a required

field, and then click the

Next

1]

related field in the
Available Fields: section.

8. Click on Add pair to enter them in the Matching fields: box below. (Some fields
may have been matched automatically; if these are not required click on

Remove pair).
9. Click Next.

10.To see if the import was successful, look for the confirmatory message at the

top of the Import/Export window.

| f CSsV file successfully imported.

11.To view the imported contacts, select the Address Book name in the sidebar.

To Export an Address Book

1. On the sidebar at the left-hand side, expand the Organising icon, and click on

Address Book.

2. Click the Import/Export icon on the menu bar.

3. In the Export Address Book section (in
the lower half of the window), choose
the desired export format.

4. Select the address book which you want
to export.

5. Click on Export.

Export Address Book
Eelect the export format:

Comma separated valuss

elect the address book to export from:

My Address Book -

You will then be asked if you want to Open or Save the file.

6. If you choose the Open option this will open the file in Microsoft® Excel®. You
can then edit the contents, and remove unnecessary fields which will make the
"matching"” process in the target application easier.
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FILTERING MESSAGES

Filters help you to organise your incoming messages into folders and to process
unwanted messages automatically.

One of the simplest ways to reduce unsolicited email is to create a new folder
called junkmail. All email that gets tagged as "spam" will be put into this folder,
and messages over 28 days old will be deleted. It is important that you check this
folder regularly in case of any legitimate emails being caught.

Enabling the Spam Filter Rule
1. On the Application Navigation bar, expand the Mail link and select Filters.

A % p = % o B & 3
Filter Rules | Whitelist Blacklist Wacation Spam Script Options Problem Help Logout

& —
O~ [Bg Horde Existing Rules &
B [ Mail Edit Rule Enabled

—-  Filters (& 1. Whitelist
- [F New Messag [ 2. T Vvacation [disabled - click to enable]
-~ J Search & 3.3 Blacklist

-~ = Inbox @ 4. @ Spam Filter [disabled - click to enable]

2. Note that the Spam Filter rule is disabled.
3. Click on the text: Spam Filter.

Spam Filtering [
Spam Leuel: i8]

Messages with a likely spam score greater than or equal to this number will be treated as

spam.
Folder to receiue'junkma” ;l i
spam:

Save and Enable Return to Rules List

In the Spam Filtering [Disabled] window, open the Folder to receive spam:
list and select junkmail.

4. Click on Save and Enable.

o Changes saved.
Messages at the top of the screen will show ¥ Rule Enabled
that the rule has been implemented. W Script successfully activated.

Setting up a New Filter Rule
There may be other messages that are not "caught” by the spam filter service
which you wish to eliminate, or you might want to have messages moved directly
to a specific folder, e.g. messages from your supervisor could be set up to go into
a folder with their specific name.

1. On the Application Navigation bar, expand the Mail link and select Filters.

2. In the Existing Rules window, click on New Rule.

The following instructions explain how to filter messages from a supervisor
and have them delivered into a new folder named "Supervisor".
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Rule Name: |Supervisor
For an incoming message that matches: i
II of the following ny of the following S

|Fr0m ;”Is ;I|m.v.supervisor@bradford.ac.uk |F| @
Case Sensitive

and|select 3 field =]

Do this: P
- : @)
[Deiiver to folder: =] [ETEEa—
Mark message as:
O
Seen Flagged For Followup ns'.-.'ered Deleted =
Stop checking if this rule matches? (i

Save Return to Filters List

In the Rule Name: box, type in a name for the rule, e.g.: Supervisor.

4. You now need to set up the filter "matches". Open the Select a field list and
choose: From.

5. Open the Contains list and select: Is.

6. In the adjacent box, enter the email address of your supervisor.

7. Click the Do this: arrow and select: Deliver to folder.

8. Drop down the Select target folder list <

x

and select: Create new folder. R—
You will then be prompted to enter the i |

name of the new folder, e.g. Supervisor.
9. The new folder name will now appear in the Folder's box, along with a

confirmation message at the top of the Filter Rule window.

For more assistance on setting up filter rules, click the Help buttons on the 0]

right of the window. '

Note: All new messages will appear in your Inbox first, until read, after which they
will only appear in the specified folder.

Blacklisting

Blacklisting is another filtering tool, which acts to filter messages from specific
addresses and then automatically deletes or placed these messages into a
specified folder.

Note: Never add a Bradford email address to your Blacklist, this defeats the
purpose for which you were provided with an email account. Email is one
of the main ways in which the University stays in contact with you.

Blacklisting an address
1. Click on Filters and then

- [§] Horde

i Blackl
B I ac kl | St. - 2 Mail (3) laction for blacklisted addresses
@oumarg  JcJbete nessace et
. - 8 Options [ Move message to folder: [Select target folder: =]
2. Select an option for what SBUsot oo cach addess on s new fne.

will happen to messages
sent from Blacklisted
addresses.

Return to Rules List
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3. Type in the full address that you want to Blacklist in the box.

4. Click Save.

Removing an address from your Blacklist
1. Click on Filters and then Blacklist.

2. Delete the address you no longer want Blacklisted from the box.

3. Click Save.
SETTING MAIL OPTIONS

You can customise WebMail in many ways, e.g. you can change

the way your name, address and signature appears, which e ] Horde

Address Book to Search from, how many messages are & [ Mail

displayed on each page, the colour scheme, etc. "g‘?rg?“iamg

Cptions
On the Application Navigation bar, expand the Options link. | [ Glabal Options
----- Address Book
1. Choose from Global Options, Address Book, Calendar, | - ] calendar
Filters, Mail, Notes and Tasks. :;E“j‘f

Note: Make sure you choose the correct option to modifyas | = Notes
some categories have the same name, but different s EQT:ustks
content. (See section on: More about Mail Settings for

common settings you may want to change.)

2. Once you have made your changes, scroll down to the bottom of the window
and click on Save Options (to implement the modification), Undo Changes
(to revert to the previous settings), or Return to Options (which takes you
back to all the options for that category).

CREATING A SIGNATURE

You can change the name,
address, and signature that
people see when they read and
reply to your email.

1. In the Application Navigation
bar, click on Mail and then
click the Options button on
the menu bar.

2. Under General Options, select
Personal Information.

3. To create your signature and
use it as the default, ensure
Default Identity is selected.

4. Enter your name in the Your
full name: box.

Your default identity:

Default Identity &| f————

Select the identity you want to change:

Default Identity =| -ff————
Delete selected identity

Identity's name:

Default Identity
Your full name:

-—
-

Your Reply-to: address: (optional)

Your From: address:

Your alias addresses: (eptional, enter each address on 3 new line)

Addresses to explicitly tie to this identity: (eptional, enter each address on a new ling)

Addresses to BCC all messages: (optional, enter each address on a new line}

Your signature:

¥ Precede your signature with dashas ('-- )2

I~ Place your signature before replies and forwards?
¥ Save sent mail?

Sent mail folder:
Sent-mail =

Save Options Undo Changes Return to Options

<1
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5. Enter your email address in the Your From: address: box.

In the Your signature: box, add the information you want to be included at the
bottom of every message, e.g. your title, name, address, phone number, email
address, etc.

7. Click on Save Options and then test the signature by sending an email to
yourself.

OUT OF OFFICE REPLY

When you are on holiday or away from your office on business, you can set up an
Out of Office reply to inform your email correspondents that you are not currently
available to reply to their messages, giving them the opportunity to contact
somebody else if their query is urgent. You can create an Out of Office reply that
will be sent automatically to all the messages you receive, containing whatever
text you wish.

Note: You may want to temporarily suspend your membership from any mailing
lists you are part of, otherwise every time anyone sends a message to the
list and it is distributed out to you, your Out of Office reply will be sent back
to the list. This can be very annoying after the first few messages!

Setting up an Out of Office Reply

To create any Out of Office reply, you will need to use the latest version of Web
mail. Once setup, it will also work under whatever other software you use to read
your email.

Whitelist active
Vacation inactive
Blacklist active
Spam Filter inactive

1. In the Filters window, click on the word Vacation.
2. Enter the Start and End dates.

o
T
X
5]

Note: The End date should be the last day of your absence, not the day you are
back in work.

Vacation O

3. Type in the Subject text, e.g.: iUl | Advanced Settings
Start of Vacatloniljanuar\; L”15 L”gg[]g LI
Out of Office reply. End of vacation: [1anuary  =|[18 =|[2000 7|z
Subject of vacati
You can also enter any message e O o ekl |
in the Reason: bOX SUCh as: Reason:|I'm away from the office until Monday =

Nanuary 19th, but I will contact you
as soon as possible on my return.
Please contact person

xxx 1f your email is
urgent,or, I will respond

to your message when T =
return on Monday June
31°°

4. Click on the Save and Enable button to make the
Out of Office reply active.

¥ Changes saved.
4 Rule Enabled

Confirmation that the changes have been applied ' Script successfully activated.
will appear at the top of the Vacation window.
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Note: You may be prompted to enter your email address. If you have more than
one, you will need to specify them all.

Advanced Settings
The Advanced Settings tab in the

o i =
Filter Rules Whitelist Blacklist Vacation | Spam Script  Optiol

+f Changes saved.

Vacation window allows you to control e AT O
. . T Script successfully activated.

whether your vacation message is sent e :
to emails which come from mailing lists. e [Teesicsetnge IR -
You can also enter email addresses .
that are NOT to be sent your vacation e e o -
message.
1. Enter the email of the recipient(s) to .

be excluded in the Addresses to not P bkor

send responses to: box. e e

replies:

Save and Disable Return to Rules List

2. Check the option: Do not send
responses to bulk or list messages?

3. Set the Number of days between vacation replies: this limits the number of
auto-responses sent to an individual.

Removing an Out of Office Message

1. Return to the Vacation option in the

Filters window. + Changes saved.
+ Rule Disabled

2. Set the Start and End dates back to W Script successfully activated.

the default settings of: MM, DD and

YYYY Advanced Settings

’ Start of vacation: [Mm oo =y =l
3. Remove any text in the Subject and E_”d "ff"acati‘_’”’lMM =lfoo =1y Hm
Subject of vacation
Reason boxes. o Cnesesge: |

Reason: -
4. Click the Save and Disable button. LJM\_/_}
‘a_,..-'——\_m_,——-_

The Vacation window will then show
as Vacation [Disabled].

Junkmail Handling

When setting up an Out of Office reply it is important that it is not sent to all
messages which are sent to you, as this would reply to junkmail senders as well
as "real" users. The easiest way to achieve this is for junk mail messages to be
filtered out automatically, before the remainder is delivered to your inbox. This is
being done for you already if you receive daily messages entitled "Quarantined
spam messages". If you do NOT receive such messages, please contact
Ictservicdesk@bradford.ac.uk (ext 3333) and ask to be added to the list of staff
whose emaill is filtered before delivery. If, in addition, you also have junk mail
rules set up within Outlook, these will be carried out, but AFTER the Out of Office
reply has been sent.
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Suspending Your Membership from a Mailing List
For JiscMall lists, send a message to: listserv@jiscmail.ac.uk with the following
text in the message:
set * nomail
When you return send a message with the following text:
set * mail

Unfortunately it is not possible to do this for lists at Bradford.
SEPARATE IDENTITIES

If you work in a team (e.g. a Help Desk or Support Group) and want email
recipients to reply back to a generic email address rather than to you personally,
you can use an "email identity". This will allow you to choose what a recipient will
see in the "From" field when they receive a message from you.

Note: Ensure an email address for the group (along with a shared folder) is
already in existence. If not, contact ICTServicedesk@bradford.ac.uk, or
ring Ext 3333.

Setting Up the ldentity

1. Inthe Application Navigation bar, click on Mail and then click the Options
button on the menu bar.

2. Under General Options, select Personal Information.

3. In the Select the identity you want to Options for Mail
change: box, click the down arrow and Personal Information

select: Create a new one. Your default identity:
|Default Identity 'l
4. Complete the f0”0W|ng SeCtionSZ Select the identity you want to change:

| Default Identity =

\None
[Create 3 new one k Jentity

Default Identity

Identity's name:

insert the teamls name. Identity's name:

|
Your full name: your bl name:
|nsert the team's name. |Y0ur From: address:

Your Reply-to: address: (optionaf)

Your From: address: _
. |.Your slias addresses: {optional, enter each address gna new fingl |
enter the email address of the team. — —

5. Scroll down the screen and click on Save Options.
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Using the Alternative Identity

A down arrow will now be visible in the Identity box in all New, Reply and Forward
Message windows.

w
Identity | AN.Other@bradford.ac.uk (Default Identity) [; j
To | S~ | &
Ce |
Bec | G
Subject | | &

1. To send a message where the recipient will see the generic email address in
the From: field, (rather than your personal one) click the Identity down arrow
and select it from the list.

2. Fill out the To: and Subject fields as necessary and then complete and send
the message as normal.

EMAIL FORWARDING

It is not recommended that current members of the University forward their email.
However it is understood that many people find being able to do this useful when
they have multiple email accounts from various sources.

Note: It is very important that when forwarding messages you select Deliver to
my Inbox and redirect to: so that a copy of any message received will be
kept in your Webmail Inbox before being forwarded on.

If you choose forwarding option the University is not responsible for any
messages which fail to arrive with the address you have redirected your
mail to and any messages lost cannot be retrieved.

Forwarding Messages While at University

If you use more than one email application account, you can choose to have your
incoming mail redirected to another account, while keeping a copy in your
WebMail Inbox.

1. On the Application Navigation bar, expand the Mail link and select Filters.

v e ; = ® A =T ER £ 3
Filter Rules | Whitelist Blacklist Vacation Spam Script Mail Filters | Address Book Options Problem Help Log out

- [ Horde Existing Rules O
= [ Mail (3) EditRule Enabled Move

L. Filters 1.+ Whitelist o G To:[ |
; New Messag B 2. X5 vacation [disabled - click to enable] x i 3 1o |:|
..... Z 3.¥ slacklist 7 @8 To:[ |
& 4.1® Spam Filter « 4 Ta:[ ]

"y [ Accessibiity

“Lsupp

2. Click on New Rule and in the Filter Rule window give the rule a name, e.qg.:
Forwarding email.
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Select the option: Any of the following.
4. Click on the Select a field arrow and select: Destination (To,Cc,Bcc, etc).

Ensure "Contains" is selected and then enter your email address in the
adjacent box.

6. Click the second Select a field arrow and choose: Destination (To,Cc,Bcc,
etc).

7. Ensure "Contains" is selected, and then enter your username in the adjacent
box.

8. Click the Do this: arrow and select: Deliver to my Inbox and redirect to:

9. Enter your other email account in the adjacent box.

Rule Name: [Forwarding email | (@]

For an incoming message that matches: o

II of the following n',-' of the following i

| Destination (To,Ce,Bee,atc) = | Contains =l [5.n.other@bradford.ac.uk |F|§

Case Sensitive

U"|Destinati0n (To,Cc,Bcc,etc);l|C0ntain5 ;Hanother |F|§ (&
Case Sensitive

or[select 3 field =l

Do this: o

| peliver into my Inbox and redirect to: =] [ . i | =

Mark message as: ————_ Enter your ather -

[Clseen [T [Flagged For Followup [ Janswered [ peleted email address here. e

Stop checking if this rule matches? (s

Save Return to Filters List

10.Click on Save and then test the rule by sending an email to yourself.

11.Your new rule will be displayed at the foot of the Existing Rules window.
Forwarding and Moving Messages on Leaving the University

When you leave the University your account will automatically close. If you have
messages in your email that you wish to save, you need to pull these across from
another email application such as a Gmail or Hotmail account. These email
applications should provide instruction on how to do this.

You will need the following information:

POP email client:

e Outgoing mail server: your ISP's SMTP server
e Incoming mail server: pop.brad.ac.uk

e Your username and password

IMAP email client:

e Outgoing mail server: your ISP's SMTP server
¢ Incoming mail server: imap.brad.ac.uk

e Your username and password
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MORE ABOUT MAIL SETTINGS

You can change the way that WebMail ("Horde") looks and behaves

through the Options menu in the Sidebar. - % Organizing
You need to be aware of the following issues: :% fp:cnt

1. If you want copies of your sent messages to go into the same
folder as Outlook uses, you will have to change that setting (see item #1

below).

2. You will have to set up signatures again (see item #2 below).

3. In the current version there is no icon to show that a message in your mailbox
contains an attachment. (This will be corrected in the next version.)

Most Common Mail Settings to Change
This section lists some of the more common options. It is by no means exhaustive,
but be careful of changing settings that you don’t know the meaning of — some are

for advanced users only!

Change the folder that sent
messages are stored in, to
be the same as in Outlook.

Options — Mail — Personal Information:

Sent mail folder: (alter to sent-mail to be in line with
Outlook settings).

Add a Signature at the end
of messages.

Options — Mail — Personal Information:

Your signature: (See section: "Creating a Signature").

Sort order of incoming
messages so that latest
messages are at the top.

Options — Mail — Mailbox and Folder Display Options:

Default sorting criteria: =Arrival Time’
Default sorting direction: = ‘Descending’.

(NB: this setting is over-ridden by any sorting you do in
your mailbox. See section "Sorting Messages".)

Choose which Page of
messages for Inbox to open
on.

Options — Mail — Mailbox and Folder Display Options:

When opening a new mailbox for the first time, which page
do you want to start on?

Increase number of
messages per page.

Options — Mail — Mailbox and Folder Display Options:

‘Alter’ Messages per page in the mailbox view
(note: more messages per page will slow down page
loading).

Auto-complete addresses
from Bradford Address
book when composing
message.

Options — Mail — Address Books:

Choose the order of address books to search when
expanding addresses = ‘University of Bradford’ at top.
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Don’t need to type
‘@bradford.ac.uk’ to
Bradford e-mail messages.

Options — Mail — Message Composition

When sending mail or expanding addresses, what domain
should we append to unqualified addresses:
‘bradford.ac.uk’.

Other Mail Settings You May Wish to Change

8 | Have multiple identities. | Options — Mail — Personal Information:
Select the identity you want to change: = ‘Create a New
One’
(note: set signature, and sent mail folder for each identity).
9 | Set WebMail to start up | Options — Global Options — Display Options

with the Inbox.

What application should Horde display after login? = ‘Mail’.

10 | Blacklisting Filters — Blacklist — Move message to folder:
Select a folder
Enter an email address

11 | Colour Scheme. Options — Global Options - Display Options:
Select your color scheme.

12 | Widen the Sidebar so Options — Global Options — Display Options

that ‘sub folders’ can be
seen.

Alter Width of the Horde menu on the left.

13 | Set your ‘Out of Office’ Options — Filters — ‘Vacation’ button
automatic reply. See section on: Out of Office Reply.
14 | Assign a Junk malil Options — Mail — Server and Folder Information

folder for Spam.

Spam folder: select ‘Junk E-mail’.

15

Receive confirmation
that messages have
been sent.

Options — Mail — Message Composition

Display confirmation after sending a message?

16 | Have first line of Options — Mail — Mail Previews
message to appear in Enable message previews?
Inbox.
17 | Add more content to the | On Horde opening screen, select Add Content (at top right

Horde opening screen.

of window). Note: some content has not been enabled.

18

Have your ‘visitor’s
card’ attached to
messages you send.

1. First, you need to put yourself in your Personal Address
Book.

Then, in coloured bar at top of your message details click:
Mark this as your own contact.

When you compose a message,

check Attach your contact information to the message?
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19 | Save attachments with | Options — Mail — Message Composition

mail folder.

messages in the sent

Change option: When saving sent-mail, should we save
attachment data? to: "Always save attachments", or "Prompt
every time attachment is sent — default to Yes".

20 | Disable the pop-up

editor

Options — Mail — Message Composition

Untick "Compose messages in a separate window?".

TROUBLESHOOTING

If you are not receiving new messages or are unable to send messages, the table
below lists the most frequent solutions to resolving the problem:

Over Quota

Your email account is using too much space on the University
servers, delete messages, particularly any with large attachments.

1. Inthe Option bar, if Hide Deleted is visible, click on it to change
it to Show Deleted.

2. Select messages to be deleted by clicking in the box to the left
of each message and then the Delete button in the Options bar.

3. Click Purge Deleted on the option bar.

4. Repeat this process for all folders.

More pages

It may be that messages are being received into your Inbox, but
you are unaware that they are there.

1. Click on Next Page arrow icon on the Options bar, to see each
page of messages.

2. Click the column header for Date. The header background
changes colour, ensure it displays a down arrow [¥ (sorted by
descending order). This will place most recent messages on
page 1.

Virtual Inbox

If you have set up a rule to filter messages received from e.g. your
supervisor, to go directly into a specific folder, check for them in
the folder into which you specified them to go.

Blacklist

Ensure you have not accidentally Blacklisted addresses you were
expecting messages from.

1. Click on Filters and then Blacklist.
2. Delete the address you no longer want Blacklisted from the box.
3. Click Save.

Incorrect Address

Ensure you have the correct address, double check University
addresses using the contacts list at:
www.bradford.ac.uk/internal/index.php?section=contacts
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Forwarding

messages in your Inbox.

created from the list.

redirect to:

Check that you have not set up forwarding new messages to
another email account, without leaving a copy of any received

1. Click Filters and then select the forwarding email rule you

2. Click the Do this: arrow and select: Deliver to my Inbox and

3. Click Save. Any new messages will be saved in your Webmail
Inbox as well as being forwarded to your other email account.

Too many recipients

Maximum number of Recipients for a message is 25, if you
exceed this you will be unable send the message. If you need to
exceed this on a regular basis to the same group of addresses,
you may need to set up a Discussion list, for a guide to this see:
www.bradford.ac.uk/Iss/documentation/#Emalil

Attachment too
large

Maximum total size for attachments sent via an email message is
8MB. For compressing larger documents see our guides at:
www.bradford.ac.uk/Iss/documentation/#Utilities

Note: If none of these solutions correct the problem with you account, contact the

ICT Service Desk by telephone: 01274 233333 or by email:

ictservicedesk@bradford.ac.uk.

USING THE CALENDAR

The latest version of WebMail contains the calendaring application "Kronolith",
enabling you to create and maintain your own personal diary by planning
activities, and scheduling meetings. You can also have more than one calendar,

or share your calendars with others.

1. To open and view the calendar, expand the Organizing link on the Application

Navigation bar and then click on Calendar.

2. The example opposite
displays the default
monthly view.

5
- [ Horde Problem
[ Mail
= (& Organizin g
dress Book
[ Tasks ‘h
[ notes
# Options
- il Leg out

To move to another
month, click the right or
left arrows on the
coloured bar next to the
current month.

1|

3. To view the calendar by
Day, Work Week, Week,
Month or Year click the
appropriate tab above the

Sunday

)
= o’
Help Log out

300

Week 45 [10]o

Week 48 (240

Week 45 |1 |5

[ 2 & 2
Today Mew Event Goto Search Import/Export Print Mail Filters Address Book Options

Day || Work Week | Week |RIITON| Year

“ November 2009~
Monday Tuesday | Wednesday | Thursday
2 |3 We 43 |2 |@ 5 &

Friday Saturday
6 |5 7

4 | 5%

calendar.
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4. To see additional calendars (if you have setup more than one), or if you have
access to someone else's, expand the Calendars button at the top right-hand

side.
Creating an Event

1. To quickly create an event, click
the small yellow plus sign next to

the date.

Alternatively, expand the
Organising link in the
Application Navigation bar, and
then click the Calendar link and
select New Event.

Enter a name for the event in the
Title box and if desired a
Location.

Set the Start and End dates and
times. (The Duration option
allows you to mark an all day
event and/or repeat the event for
a set number of days.)

further details in the box.

be displayed in the calendar.

When complete, click on Save Event. The "event" will

Add Event
Sveee oo
Title| |

CalgndarlA. M. Other's Calendar

CategorxlUnﬁIed 'l

Location | |
Statgslm
Private?[”
Time span
Start

on [2009 ] - [Nov =] - |10 =] (Tuesday)

Atlﬁ 'I: 00 x| =AM PM
End & On 2009 —INole -|10;| (Tuesday)
i‘«tl? "I: 00 x| &AM PM
I All day

o] Day(s) |1 Ll Hour(s) |00;| Minutes

Mo alarm
Minute(s) x| before the event starts

Duration

Alarm
o

4k Description
4r Attendees
4r Recurrence o recurrence

[~ Send invitations to all attendees?

Resst o Defsuts

To add information about the event, expand the Description link and enter

12|52

Coffee Meetinge®x
10:00am-11:00am
01.21

Note the small pen and cross icons next to the event name. These enable you

to edit the entry or delete the event.
Recurring Events
1. After inserting the

Start/End Times and
Description, expand the
Recurrence link.

Events can be repeated
at daily, weekly, monthly
or yearly intervals, or until
a specific date.

Select the occurrence and
then click the Save Event

4 Description
4r Attendees
= Recurrence
Pattern & Mo recurrence

Recur Until & No end date

" Daily: Recurs every l:l day(s)

 Weekly: Recurs every l:| week(s) on:

Mol[T TulC welD ThID Fd] SalC sul

 Maonthly: Recurs every |:| month(s) on the same date

 Monthly: Recurs every I:l maonth(s) an the same weskday

i Yearly: Recurs every l:l year(s) on the same date

" Yearly: Recurs every l:l year(s) on the same day of the year

" Yearly: Recurs every l:| year(s) on the same weekday and month of the year

ol [nev =] 7|11 =] (wednasday)
& I:lreturremces

[~ Send invitations to all attendess?

&=

button, (or Cancel to
abandon).

25

December 2011



Web Based Email for Staff

Deleting Events

1. Double-click the event in the Calendar view (or click on the small cross icon),
and then select the Delete tab.

2. If you have invited others to the event, you can inform them of the cancellation
by selecting the option: Send a cancel notification to all attendees when
deleting this event.

| Tea Break || Edit | Export

v Send a cancel notification to all attendees when deleting this event?

Permanently delete this event?

Delete Cancel

3. Click on Delete.

Editing Events

1. To change an event, either click on the small "pencil” icon alongside the event
in Calendar view, or double-click the event name and choose the Edit tab.

2. Make any alterations in the Edit window, e.g. change of date, time, location,
description, etc.

Note: To "cancel" the event, click the Status arrow and select Cancelled from
the drop-down list. This will leave the event showing in your (and your
guests) calendar, as "crossed out".

3. To inform attendees that the event has changed, select the option: Send
updates to all attendees?

4. Click on Save Event. Your guests will then receive an email notifying them
that the event has changed and give them the option to respond.

Inviting Guests to Events

If desired you can organise meetings

. . =F Description
by inviting other people to an event. = Attendees
1. Create the event as previously  Recurrence \c recurrence
. [~ Send invitations to all attendees?
descrlbed Save Event Reset to Defaults

2. At the bottom of the Add Event window, expand the Attendees link and click
Edit Attendees.

You can view the Edit attendees window by Day, Work Week, Week or Month.
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/= Calendar = Edit attendees - Windows Internet Explorer provided by the University of | =100 x|
@ https: /fwebmail 1.brad.ac.uk/horde fkronolith fattendees. php?year =2009&month=11&mday =18 |

Edit attendees

Attendee
No attendees

Add |
attendees

|Address

Book

Attendance Response

Save Attendees

Work Week | Week | Month

Required Attendees

Sawve and Finish

~18/11/2009~

8:00 9:00 10:00 | 11:00 [ 12:00 1:00 2:00 3:00 4:00
AN
OTHER
Over\ﬂew
8:00 | 9:00 [ 10:00 [ 11:00 [ 12:00 [ 1:00 | 2:00 [ 3:00 | 4:00 |

All

R ired
R | S O S S S S —

- Busy - Possible Meeting Time

% Mo Information

Dane

[T [ [ [ [« ustedsites [® 0% - 4

|

window.

4. In the Find: box enter the family
name, and then select an
Address Book from which to
search.

5. Click on Search.

Matching names will be
displayed in the box below.

6. Select the applicable one and
click on the Add button. Repeat

To add a guest, click on the Address Book icon in the Edit attendees

/72 Calendar = Address Book - Windows Internet Explorer provided by =10 x|

I@ htms:,.’jwehmawll.brad.ac.ukfhordafkronuhﬂ'\jcnntads.php’nomd‘|2=2dDSBSfaZB37399ﬁ]5heﬂah82ﬂ§ &
Find in[My Address Book =]

= Please select address(es) = = Add these by clicking .

Display | Name >
| |
[T [ [ [ [ [ Trustedsites [# 0% « 4

for any other guests you want to invite and then click on Add to attendees.

The guest(s) names will then be displayed at the top of the Edit attendees’
window, along with the option to change their attendance to either: Required,

Optional or None.

Note: You may get an error message advising that there is no free/busy

information for a guest.

@ Error retrieving free/busy information for J.Smith@hradford.ac.uk:
No free/busy url found forJ.Smithggbradford.ac.uk:

This means you cannot view their availability as you do not have access to their
"Free/Busy URL" which provides this information. (See section on: Free / Busy
URLSs for information on how to set this up.) However, you can still invite them to

the meeting.

27
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7. Click on Save and Finish to return to the Add Event window.

8. To send an email to all the required guests, select the option: Send
invitations to all attendees? and then click on Save Event.

The invitation will be emailed to all recipients.

Responding to a Meeting Request

In WebMail when you receive an emalil J.Smith requests your presence at "AGM".
requesting your presence at a Start: 20/11/2009 12:00 pm

meeting, the body of the message will End: 20/11/2009 1:00 pm

show the Start and End times. It may
also show a Summary, Description
and Location—if these were entered
when the event was created.

Summary: Discuss topics for [T Strategy

Status
Required Participant Awaiting Response
Required Participant Awaiting Response

A list of the Attendees will also be

Add to my calendar

displayed and whether they have Accept requast
Tentatively Accept request
responded or not. Deny reguest

It is also possible to receive meeting requests from "Meeting Maker"—the
University of Bradford's Staff Calendaring Application. However, the sender
needs to set up certain preferences for this to work, and should consult the
documentation on Meeting Maker at: www.bradford.ac.uk/Iss/documentation/.

1. Torespond to the meeting request, click the down arrow in the Actions section
to display the different responses. Options include: Accept and add to my
calendar, Add to my calendar, Accept request, Tentatively Accept
Request or Deny request.

2. Select the appropriate one and then click on Go.

This will then generate a further email to the sender, informing them of your
response.

A N. Other@Bradford ac uk has meplied to the invitation to "AGHM Meeting"
Start: 29,/11/2009 10:00 am

End: 29/11/2009 11:00 am
Summary: AGM Meeting

Name Role Status
AMOther Required Participant Accepted

|Update respondent status '| E

geletelgeplvv|Forwardv|Redirect_:|£iew Thread|§Iac:|-cli5t|ﬂhite|i5t|Message Source|Save as|Erint|Headersv
|Mark as: | Move|Copv|Thi5 message to |

In the Actions section the sender can now click on Update Respondent Status,
followed by Go, to have the information updated in their calendar.
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Free / Busy URLs

A Free / Busy URL gives information about whether someone is free or busy, and
can facilitate scheduling of meetings or events. For this to work, you give your
Free / Busy URL to those people you wish to share the information with, and ask
them to give you theirs. You should also ensure that your identity is setup
correctly and configured with a From: address. (Options, Mail, Personal
Information.)

Note: Free / Busy URLs only show periods when people are free or busy—no
information is revealed about their scheduled events.

Locating Your Free/Busy URL

1. To locate your Free / Busy URL, on the Application Navigation bar, expand the
Options link, click on Calendar.

2. Under Calendars, click on Free/Busy Information.

3. Select and copy the displayed URL.(This will begin with: https:// and end with
your username.)

4. Paste the Free / Busy URL into an email and send it to colleagues with whom
you wish to share this information.

Embedding a Free/Busy URL

When you obtain someone else's Free / Busy URL, you need to add it to their
entry in your personal address book(s).

Note: It is not currently possible to edit the University of Bradford Address Book.

1. Open the relevant Address Book.

View (N8| Delete

2. Locate your colleague's entry. AN Other
Personal || Location || Communications || Organization I:I a
i L Category [unfiled =l
3. Click on the Edit icon. Notes =
Website UR_| |
SeleCt the Other tab’ and paSte Freebusy UR—|https:_.-".-"‘.-.'ehmaill.hrad.a[.uk_.-"h[:rde_.-"krcn|
the copied Free/Busy URL from PGP Public Key -
your colleague into the Freebusy IS Publc Coreate =
URL box. :
_ Add file] [ Browss..
4. Click on Save. save

From now on, whenever you invite guests who have provided you with their
Free/Busy URL, you can see their availability in the Attendees area of the Add
Event window.
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Edit attendees

Attendee Attendance Response
@ [ "Smith, 1" <)) Smith@bradford. ac.uks [Required = [None |

JAdd | |Address
Book

e 1ot o
- 10:00-12:00 and 1:00-2:00

Work Week | Week | Month

att

Save Attendees

“~25/11/2009~

Required Attend
8:00 [ 9:00 [10:00] 11:08T12:00 [ 1:00 f 2:00 [ 3:00 | 4:00 | 5:00

AN Other
J.J.Emithgbradford. ac.uk
Overview
[ 800 [ o9:00 [ 10:00 | 11:00 [ 12:00 | 1:00 [ 2:00 | 3:00 | 4:00 | 5:00 |
Alcenzes [ m— — | ————
Required
AR (—— o] | —— —|

- Busy - Possible Meeting Time VA Mo Information

Note: If you are using more than one calendar, you will need to specify each
calendar separately.

Sharing Your Calendar

You may wish to share your calendar with others, and vice versa. To set this up
you assign certain permissions as to what access they will have to your calendar.
For example, i.e. if you grant them "read" access they will only be able see the
items in your calendar, whereas if you grant them "read" and "edit" access, they
can then change events in your calendar.

1. To share your calendar with someone else, ensure you know their username.
2. Click the Calendars button on the right-hand side of the Calendar.

3. Click on [Manage Calendars].

Manage Calendars

Create a new Local Calendar Subscribe to a Remote Calendar

A Calendar Kind Display URL Subscription URL
ano'sCalendar Local https://webmail.brad.ac.uk/horde/k...display_cal=ano https:,‘,‘webmail.brad.ac.uk.-’horde,-’r...ithfanofano.ics@ & @

Edit permissions for A N.Other's Calendar ©

In the Manage Calendars window,

. . 7~ Owner
click the key icon | %~ | at the end of
your Calendar URL_ Th|s W|" d|sp|ay 7= All Authenticated Users Show Read Edit Delete Delegate

Guest Permissions Show Read Edit Delete Delegate

the Edit permissions window.

4. In the entry box under Individual

.~ Object Creator Show Read Edit Delete Delegate
Users, type the username of the
person Wlth Whom you Want to .~ Individual Users Show Read Edit Delete Delegate
share your calendar. Jsmith

5. Tick the Show option, and then
select any other relevant '

option(s): ar
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Read will allow someone to see descriptions of your events; Edit allows them
to modify an event; Delete lets them delete an event; and Delegate lets
someone actively manage your calendar on your

behalf. = Calendars

6. Click on Save and Finish. The shared calendar will o e
now be displayed in the Calendars pane on the right- ‘Manage Calendars]
hand side. (You may need to expand the Calendar e e
using the button at the top.) Mano's Calendar @

Shared Calendars:

7. Click the Today icon to return to the calendar. M [5i] if's Calendar @

External Events:

8. To view the Shared Calendar on its own,select it and rAgﬁ{iﬁaﬁSk
deselect all others. Alternatively, you can overlay and Tasks
view calendars together, if desired, by selecting more [Janasiasck Pt
than one.

Creating Additional Calendars

If necessary you can create additional calendars, e.g. you may want to have one
specifically for work and another one for social events.

= Calendars

Search for Calendars:
(]

]
[Manage Calendars] ”
—_— -u'_l_,,—"/_’_/_

1. Click the Calendars button on the right-hand
side of the Calendar.

2. Click on [Manage Calendars].

Manage Calendars

Create a new Local Calendar Subscribe to a Remote Calendar

i Calendar Kind Display URL Subscription URL
ano'sCalendar Local https://webmail.brad.ac.uk/horde/k...display_cal=ano https://webmail.brad.ac.uk/horde/r...ith/ano/ano.ics @ [l @

In the Manage Calendars window, click on Create a new Local Calendar.

4. Give the calendar a name Create Calendar
- - . * Name’—|
and a brief description. ——

5. Click on Create.
6. Click on Calendar in the

=

Application Navigation bar to return to the main calendar window.

Your new calendar will now be displayed on the right-hand side of the
calendar window under My Calendars. (You may need to click the Calendar
button.)

7. To reveal information about a calendar, click the small info sign next to it. (3

8. To use a specific calendar, ensure you select it and deselect any others—
unless you wish to overlay them and see all events in all calendars.

Printing Calendars and Events

Not all calendar views are designed to be printed. Those which can B
contain a Print icon the top menu bar. Use this to print the current view. Erint
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Setting Calendar Preferences
You can set a number of preferences to customise the Calendar features.

1. On the Application Navigation bar, expand the Options link and then click on
Calendar.

Calendar options include: User Interface, Portal Options, Default Calendar,
Holidays, Free/Busy Information, Event Defaults, Maintenance,
Notifications and Address Books.

Options for Calendar

The User Interface
contains most of the

|
User Interface

v Confirm deletion of events?

Settlngs USEers WISh to Select the view to display on startup:
customise. [Manth ~]

[T Show time of day between each day in week views?
Select the first weekday:

Sunday =
Here you can Change What time should day and week views start, when there are no earlier events?
H 8:00am x
the Calendar Vlew1 What time should day and week views end, when there are no later events?

12:00am >
[~ Restrict day and wesek views to these time slots, even if there are earlier or later events?
How long should the time slots on the day and week views be?

1 hour hd

time slots, which day
of the week should

1 1 ¥ Show delete, alarm, and recurrence icons in calendar views?
be dlsplayed fIrSt’ Choaose the views to show event start and end times in:
icons etc IMUnth Weelk, and Day Views

Choose the views to show event locations in:

IMonth Week, and Day Views

¥ Show category legend?

¥ Show Free/Busy legend?

[~ Show shared calendars side-by-side?

W Show external events using category colors?

Save Options Undo Changes Return to Options

2. Make the change(s)
and then click on
Save Options to
implement them.

USING HELP

Rather than listing a full Help index, a context Help is offered, i.e. if you are in the
Address Book and click on the Help icon, only Help items relating to the Address
Book are offered. On some windows, you will see an additional help button, E:
which when clicked provides help on a specific item. '

LOGGING OUT OF WEBMAIL

Always remember to logout at the end of your session by clicking on
the Log out button. This will help to ensure that others cannot read
your mail.
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