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School Email Address

someone@your.site.nz

Y our email address

Y our Password

In setting up email at your school it is most useful if Teachers use your web addresses to
retrieve their email rather than Outlook. The advantages for you in doing this are:

Access to your email when not at school.

Access to your email from any computer at school.

Protection from self-loading viruses which attach Outlook.
So from your Web Browser go to the following address:

& Mail :: Welcome to Horde - Moxilla Firefox === o
File Edit View Go Bookmarks Tools Help 0
. s, Y I . . . ~ E
c\'_l - |'_‘/> - % [;’_| @ http: ffmail. school-name. schoal.nz/horde fimp login. php [:I @ oo :D
Welcome to Horde
Language I English (American) Lv]

Done Adblodk

We suggest that you use Firefox as your web browser asit isless vulnerable to
spy-ware attacks than Microsoft Internet Explorer.

Y ou can download Firefox from here:
http://www.mozilla.org/
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Logon for the First Time

'@ Horde =: My Portal - Mozilla Firefox — =
File Edit View Go Bookmarks Tools Help r2) :::
Qi‘ il E> i % @ @] k=3 hth:liﬂl'l'laiLaDCESS-infO.Co.nzﬂ'lordeheadﬂndex.php?url=htn3%3.-!\%jM @ co @

GE | =2 M s )

Welcome, admin@ai.net.nz - £

Home Layout Options Problem Help Log out

@ Last login: Thu 26 May 2005 04:03:13 PM NZST from 192.168.19.3

- Horde
#-f2] Mail (3)
@ Crganizing
- Office
% My Account
D%Q Options
-l Leg out

Dane Adblock

Your INBOX

& Mail :: Inbox (3) - Mozilla Firefox =
File Edit View Go Bookmarks Tools Help (+] ’:::’
@ = I:> = %I @ @’ |§ htb:l:Hmail.amess-inﬁn.m.nzﬂ'lordeheadﬂndex.php?url=http%SA%ZF%ZFmaiI.access-infu.cM @ Go !@, |

3 [=7] ] . V] = [21] ¢ & ;! =

mpose Folders Search Accounts Hu:lr::la calendar g;;tiuﬁn.s Problem Help Log out Open Folder

1 to 3 of 3 Messages

Inbox(3) g v~ *

ISeIect - I Mark as: - Move | ::opyl Messages to -

D@ Horde

=-{2] Mail (3) Delete | Undelete | Blacklist | Whitelist | Forward Hide Deleted | Purge Deleted
@ Crganizing ] A # aDate A From A Subject [Thread] A Size
#-[lg Office = 1 04:11:15 PM root This is an Email Title KB
& My Account = 2 0411:12 PM root Click on ME to Open g Kb
[Eig Daias (= 3 04:11:22 PM root << This name tells you who | am from 1KB

-l Log out

@Unseen Answerad Impurtant ﬂl}eleted Draﬂ @Personal Attachment Signed

Daone Adblock

Having logged on to your email account you are now presented with a number if options:
Click on the Left Hand Icon called “Mail”.
This opens the In Box for all current mails
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File Edit Wiew Go Bd

@ -»- &

D@ Horde
% Mail (3)
@ Crganizing
#- [y Office
@ My Account
D% Options
-6 Log out

Done Adblock

There are menu options down the Side.

And Menus along the Top.
— }_7 == e ==
File Edit View Go Bookmarks Tools Help o ‘::E“

qi - E:} - @ @‘ |# http:Hmail.aocess—inﬂn.m.nz,.fhordeheadﬂndex.php?url=http%3A%ZF%ZFmaiI.access-info.co.nz%ZFM @ Go IQ,

= | = 3 ® Ra = 1] a £ ]
Inbox| Compose Folders Search Accounts Horde Calendar Options Problem Help Log out

m Inbox (2) g v *
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Folders

To create afolder to hold emails: [JavaScript Application] w

Click on “Choose Action:” k{ You are creating a top-level folder,
Choose “ Create Folder”. A Please enter the name of the new folder:
A popup window appears

Type in the Name you want to Math Ideas|

give to thefolder.

| ok || cancel

Click on OK

o i s s [ == =1
o i

File Edit View Go Bookmarks Tools Help

Qﬂ - I:> - %1 @ @ |ﬁ http:Hmail.acoess-inﬁn.co.nzmordeheadﬂndex.php?url=htlp%SA%ZF%ZFmaiI.access-infu.m.nz%ZM @ Go @,

d B =] ] 9 (1 ¥] E |21] 2 {3 g 3
Inbox Compose Folders| Search Accounts Horde Calendar Options Problem Help Log out Open Folder

( The folder "Math Ideas” was succ fully created

g Horde Folder Navigator B
&-f2] Mail (3) [[1| choose Action:

@ Organizing O [#-f=] INBOX (3/3)
=-[a Office
-3 My Account
D%( Options
- Log out

Expand All | Collapse All

Done Adblock

You now have a Folder called “Math Ideas” that you can move emailsinto.

In the Inbox click on an Email you want to move.

Choose a Folder item in the list of folder

Click on Move.
‘& Mail :: Inbox (3) - Mozilla Firefox Q=P o
Fle Edit View Go Bookmarks Tools Help (4 T
@ - 0D

= |

|§ http:Hmail.acoess-inﬁn.co.nzmordeheadﬂndex.php?url=htlp%SA%ZF%ZFmaiI.access-infu.m.nz%ZM @ Go @,
e s o Locout overoiser IEEENEY
ose Fo 3 ch Accounts Ca o] =3 O Open Folder

1 to 3 of 3 Messages

ISeIecl. ] | Mark as: [v] Move | Copy Fiath Ideas v

D@ Horde

=-[2] Mail (3) Delete | Undelete | Blacklist | Whitelist | Forward Hide Deleted | Purge Deleted
@ Crganizing A# ADate A From 4 Subject [Thraad] 4 Size

Office 1 0411:15PM root This is an Email Title 1KB
-8 My Account 2 04:11:18 PM root Click on ME to Open 1KB
[-g{ Optiens 3 04:11:22 PM root << This name tells you who | am from 1KB

- Log out

@Un&een Answered Impurtant El}eleteﬂ Draﬂ @Persnnal Aﬂachment Signed

Done Adblock
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Compose an Email

Click on the Compose Button and the following Windows Opens.

@ http://mail.access-info.co.nz - Mail :: Message Composition - Mozilla Firefox w [__]um
Message Composition
Cancel Message
Identity admin@ai.net.nz (Default Identity)
To | |
Ce | |
Bee | |
Subject | | @
Charset | Western (1S0-8859-1) [w]
HE '
E'__'!':l
Address Book Expand Names Spell Check Special Characters Attachments
Save a copy in I IMath Ideas -
[JRequest a Read Receipt i3/
[JRequest Delivery Confirmation
[JLink Attachments
[=7] Switch to HTML composition
Text
Cancel Message (0]
Attachments 2
File 1:| Browse... |Attachment [1]
(Maximum Attachment Size: 20,971,520 bytes) @
Done Adblock

Enter Email addresses the Email isto go to.
Create the Text of the Email.
Add attachments as needed.
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There are many Programmabl e options to make your use of HORDE easier.

Personal Information
Change the name and address that people see when they read and reply to your emails.

‘& Horde :: User Options - Mozilla Firefox Qa0 o3
@ it

File Edit Wiew Go Bookmarks Tools Help

<‘1:| - E:> - %] @ @ i-_ﬁ' hth:u:,."fmail.Feamersmn.smuol.nzmcM @ Go HQ, |
|[] Hord... | % Hor-.. | #kHord... | # Hord... | £k Hord... | £k Hord... | %t Hord... | ¥ Hord... | ¥k Hord... | EJ

-
A

Problem Help Log out

Options for Horde Edit options for:

Personal Information == Rich Text Editor Options | Locale and Time =>>
Your default identity:

[ Defautt dentiy [v]

Select the identity you want to change:
| Default Identity [+ |

Delete selected identity

|dentity's name:

|il‘|':|n1:,,T Arcus |
Your full name:

|Tany Arcus |
Your From: address:

|tnny@ai.net.nz |

Undo Changes | Return to Options

Done Adblock

Change the Default settings to enter your personal details.

Then click on SRS
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Locale and Time

Set your preferred language, timezone and date options.

& Horde :: User Options - Mozilla Firefox ==
File Edit Wew Go Bookmarks Tools Help 0 ’::::‘

<}Z| - |::> - %1 @ @ |ﬁ' htnzl:ﬂmail.Feamerston.smml.nz,ﬂhcM @ Go !@, |
| D Hord... ||#Hurd..._['ﬁ“ﬂr— |-ﬁHnrd... ”-ﬁHnrd... "-@Hard... "#Hurd... ”-ﬁHurd... "-'!ﬁ'Hurd... | E

= #
Problem Help Log out

Options for Horde Edit options for:

Locale and Time

Select your preferred language:
[ English (British) v
Your current time zone:
[Facificiauckiand ™

[ ]Display 24-hour times?
Choose how to display dates:

[ 051612005 [v]

Undo Changes |l Return to Options

Done Adblock

Change the Default settings as needed.

Then click on SRS
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Categories and Labels

Manage the list of categories you haveto label items with, and colors associated with those
categories.

& Horde :: User Options - Mozilla Firefox ==
File Edit WVew Go Bookmarks Tools Help i ’;:::‘

<Z| - |::> - %1 @ @’ |-ﬁ' hth:l:ﬂmail.Feamerston.smml.nz;'hcM @ Go !@, |
| [ Hord... | 9 Hord... | $ Hord... | %t Hor... | 5 Hord... | % Hord... | % Hord... | $ Hord... | #t Hord... | B3

= #
Problem Help Log out

Options for Horde Edit options for:

Eateguries and Labels <= Locale and Time | Display Options >>

New Category

Default Color &
uniea (7550003 |

ave Options | Undo Changes [ Return to Options

Done Adblock

Y ou can colour your Categories to make reading them easier.

Then click on EEEERSEEEEY.
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Display Options
Set your startup application, color scheme, page refreshing, and other display options.

& Horde :: User Options - Mozilla Firefox P eEY= MEX)
Q

File Edit Wiew Go Bookmarks Tools Help

<‘1:| - E:> - @ @ @ |-ﬁ' hth:u:,.",."mail.Feamerston.smuol.nzmcM @ Go HQ, |
| D Hord... ||ﬁ'Hord... ||ﬁ'Hord... ||ﬁ'Hard... | % Hor... |%Hard... "ﬁHord... ”%Hord... "#Hord... | E

-
A

Problem Help Log out

Options for Horde Edit options for:

DESPIEIY Dptinns <« Categories and Labels | Login Tasks >>

What application should Horde display after login®?

IHnrde [ﬂ

Show last login time when logaging in?
Select your color scheme.

[Blue and White [v]
Refresh Portal View:
IE'uer].rEminutes [1]

Show the Horde Menu on the left?
Width of the Horde menu on the left (takes effect on next log-in):
Add the Horde Menu as a Morzilla Sidebar

Menu mode:

IIcnns with text M

Refresh Dynamic Menu Elements:

I Every 5 minutes M

Should access keys be defined for most links?

ve Options @ Undo Changes [ Return to Options

Done Adblock

Change the way Horde |ooks and feels

Then click on EEERSEEEES.
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Login Tasks

Customize tasks to run upon logon to Horde.

w Horde :: User Options - Mozilla Firefox =M

File Edit Wiew Go Bookmarks Tools Help ﬂ "'::::‘

<Z| - E:> - % @’ |-ﬁ' hth:l:ﬂmail.Feamerston.smml.nz,.'hcM @ Go “Q, |
| D Hord... ||ﬁ'Hord... ||ﬁ'Hord... ||%Hard... ||-ﬁHard... | # Hor... |_#Hord... ”#Hord... "#Hord... | E

Problem Help Log out

Options for Horde Edit options for: }

Lngin Tasks <= Display Options | Remote Servers >>

Perform maintenance operations on login? {gj
[#] Ask for confirmation before doing maintenance operations? {dj

ave Options | Undo Changes [l Return to Options

Done Adblock

Change the Default settings as needed.

Then click on EEERSEEEEY.
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& Mail :: User Options - Mozilla Firefox

File Edit Wiew Go Bookmarks Tools

Help

= =] ]

Inbox Compose Folders

Options for Mail

Personal Information

: Horde Calendar

QEI - E;) - % C] @ U_ http:/jmail.featherston.school.nzjhorde fservices fprefs. php?app=imp

=
Notes Tasks

Message Composition

v © « [[CL

~
#

Problem Help Log out

Edit options for: __]

General Options Message Options Other Options

Mailbox and Folder Display Options

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

Server and Folder Information

Customize how you send mail.

Message Viewing

Change mail server and folder settings.
Login Tasks

Configure how messages are displayed.

Deleting and Moving M es

Change display options such as how many
messages you see on each page and how
messages are sorted.

Filters

Customize tasks to run upon logon to Mail.

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

Control when new mail will be checked for,

and whether or not to notify you when it arrives.

Fetch Mail

Create filtering rules to arganize your
incoming mail, sortitinto folders, and delete
spam.

Address Books

Customize accounts for fetching mail from
other accounts.

Select address book sources for adding and
searching for addresses.

S/MIME Options

Control S/MIME support for Mail.

Dione

Adblock

Now we can go in and make changes to the way you use and view emails.

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

email.

On the next page we have the Email Information for your Personal Settings.
We suggest that you crate a Default Identity and then edit this as needed.

Then click on EEEERSEEEEY.
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Options for Mail Edit options for: Go

Personal Information <= §/MIME Options | Server and Folder Information >>

Your default identity:
IMrFrodo .

Select the identity you want to change:

IMrFrodo M

Delete selected identity

ldentity's name:

|Hr Frodo |
Your full name:

|Frndn Baggins |
Your From: address:
|frndo@featherstc|n.schm:ul.nz |
Your Reply-to: address: (optionai) |

Your alias addresses: {oplional, enter each address on a new ling)

Addresses to explicitly tie to this identity. (optional, enter each address on a new line)

Addresses to BCC all messages. (optional, enter each address on a new line)

Additional headers to display when viewing: (optional, enter each header on a new line)

Your signature:

[]Precede your signature with dashes (-")?
[]Place your signature before replies and forwards?
[v] Save sent mail?

Sent mail folder:

| sent-mail [v]

ve Options |l Undo Changes il Return to Options
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Server and Folder Information
Before you go in to this Option you needed to Create three folders as shown above.

= B W ® ¥ &

Inbox Compose _E-:ul-:ler's-_i earch Accounts Ho

The three folders needed to be called DRAFTS,
TRASH & SPAM

Folder Navigator B
1] Choose Action: i
[ =-f= INBOX (2/3)

Change mail server and folder settings.

‘@ Mail :: User Options - Mozilla Firefox —H=r
File Edit Wew Go Bookmarks Tools Help 0

<::| - I:> - @l @ @ |D htn::Hmail.ﬁaaﬂwerston.smool.nz;‘hordefservicesfprefs.|M D Go HQ, |

= B ] ® Ra 2] 3] E & | £ 3

: g G 3
Inbox Compose Folders Search Accounts Horde Calendar MNotes Tasks Options| Problem Help Log out

Options for Mail Edit options for: Go
... |
Server and Folder Information << Personal Information | Login Tasks >>
[]Use IMAP folder subscriptions?

Drafts folder:

| Create a new drafts folder M

Trash folder:
I Create a new trash folder [1]

Spam folder:
Il'u'lath deas | v

ave Options [l Undo Changes i Return to Options

E Find: | | & Find Mext @ Find Previous [=] Highlight [] Match case

Daone Adblock

Assign the new created folders to their correct designation.

Then click on SRS
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Login Tasks

Customize tasks to run upon logon to Mail.
¥ o
& Mail :: User Options - Mozilla Firefox ===0p - 0)Ed
File Edit Wew Go Bookmarks Tools Help o i

<l1:| - |:> - @ @ @ |D hth::,.’,.’mail.Feaﬂ"uerstcn.M D co HQ, |

e ¥] L 1]

= =] =

Inbox Compose Folders Search Accounts Horde Calendar Motes

L
(e

o

Problem HElD Log out

Options for Mail Edit options for:

Lugin Tasks << Server and Folder Information | Message Composition ==

Yiew or mailbox to display after login:

IIntmx M

[]Rename sent-mail folder at beginning nfmnnth?@

[]Delete old sent-mail folders at beginning Ufmnnth?

Number of old sent-mail folders to keep if deleting monthly. {5

Delete old linked attachments at beginning nfmnnth?@

Mumber of months to keep old linked attachments if deleting maonthly.
[]Purge old messages in the Trash folder? [Tj

FPurge Trash how nﬂen:@

)

Monithly
Purge messages in Trash folder older than this amount of days.

Save Options @ Undo Changes | Return to Options

B Find: | | ) Find Mext @ Find Previous [Z] Highlight [] Match case

bope | Adblock

Make changes here depending on how long you want to keep copies of emails you have sent
or deleted.

Then click on SRS
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Message Composition

Customize how you send mail.

Setup adrafts folder.

Then click on
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Message Viewing
Configure how messages are displayed.

Change as needed and click on
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Deleting and Moving Messages
Set preferences for what happens when you move and del ete messages.

Change as needed and click on

06-379-6668 Page 19 www.ai.net.nz



Ver. August 05

New Mail

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

Change as needed and click on

Mailbox and Folder Display Options

Change display options such as how many messages you see on each page and how messages
are sorted.

Filters

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

Address Books

Select address book sources for adding and searching for addresses.
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Make the changes to your window to reflect the changes above for the best use of the Address
Book
WITH THESE CHANGES

When you receive an email the addresses in the email will now have a small green book next
toit. Click on the book and that person will automatically be added to your Address Book.
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Column Options
Select which fields to display in the address lists.

Default Display
Select view to display by default.
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Name Format
Select which format to display names.

Searching Options

Choose a default directory for your personal addressbook, contact lists, and searches.
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There are any more options available. Click on the “Edit options for:” to see alist of areas that
you can set in Horde.

Asyou get used to using Horde for your emails, you may like to explore some of these other
options.

If you have any questions write an email to

tony@ai.net.nz or david@ai.net.nz

And we'll see how we can help you.

06-379-6668 — 04-474-8889
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