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School Email Address  

someone@your.site.nz 

 

Your email address ______________________________  

 

Your 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: 

 

 

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

You can download Firefox from here: 

http://www.mozilla.org/  
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Logon for the First Time 

 

Your INBOX 

 

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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There are menu options down the Side. 

 

And Menus along the Top. 
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Folders 
To create a folder to hold emails: 

·  Click on “Choose Action:”   
·  Choose “Create Folder” .  
·  A popup window appears  
·  Type in the Name you want to 

give to the folder. 
 

·  Click on OK 

 

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

·  In the Inbox click on an Email you want to move. 
·  Choose a Folder item in the list of folder 
·  Click on Move. 
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Compose an Email 
Click on the Compose Button and the following Windows Opens. 

 

·  Enter Email addresses the Email is to go to. 
·  Create the Text of the Email. 
·  Add attachments as needed. 
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There are many Programmable 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. 

 

 

Change the Default settings to enter your personal details. 

Then click on . 
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Locale and Time 
Set your preferred language, timezone and date options. 

 
 

 Change the Default settings as needed. 

Then click on . 
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Categories and Labels 
Manage the list of categories you have to label items with, and colors associated with those 
categories. 

  
 

You can colour your Categories to make reading them easier. 

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

 

 
 

Change the way Horde looks and feels 

Then click on . 
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Login Tasks 
Customize tasks to run upon logon to Horde. 

 

 
 

 Change the Default settings as needed. 

Then click on . 
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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 . 
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Server and Folder Information 
Before you go in to this Option you needed to Create three folders as shown above. 

 

 

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

 

 

 

 

 

 

 

Change mail server and folder settings. 

  
 

Assign the new created folders to their correct designation. 

Then click on . 
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Login Tasks 
Customize tasks to run upon logon to Mail. 

 

 

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

Then click on . 
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Message Composition 
Customize how you send mail. 

 

 
 

Setup a drafts 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 delete messages. 

 

 

 

Change as needed and click on  
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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 
to it. 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 a list of areas that 
you can set in Horde. 

 
 

As you 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 


