How to use the Options Menu in Webmail
(Advanced Mode)

Step 1

® \WVebmail provides a variety of options that allow you to customize your
webmail experience. To access the options in Webmail click on the
Options button on the left hand menu.
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Changing your details in Webmail
Step 1

e At the top of the Webmail Options screen you will find your personal
information and settings that can be changed:

Your Name: The name that is displayed as the sender of the e-
mail. The default is your email address.
Default Reply Address: The e-mail address where replies to your
e-mail will be sent. The default is your Cogeco e-mail address.
Time Zone: The current time zone you are in. The time zone is
used to set the time “stamp”, which is a record of the time the e-
mail was sent (with respect to GMT). Default is Eastern Standard.
Auto Adjust Time Zone for Daylight Savings: The time stamp is
adjusted automatically for daylight savings time.
Number of messages per page: This option allows you to specify
how many messages are displayed per page in your inbox (default
is 20). If there are more messages in your inbox than specified, you
will have to click the next button to see the additional e-mails.
Auto Refresh new mail screen: This option allows you to specify
if you want webmail to check for new messages automatically at a
set time interval. The interval is in seconds.
Save: Once you have changed your personal settings, click to
save.



Switch to Basic or Advanced modes in Webmail
Step 1

e \Webmail was created with two different modes: Basic and Advanced.

e Basic mode is the default mode and is designed for those who only
wish to read and send e-mails online.

e Advanced provides advanced features such as: Address book,
folders, adding additional POP e-mail accounts, message searches,
email filters/rules and e-mail signatures management.

e To switch between Basic and Advance modes simply click on the
Switch to Advanced or Basic link on the options page. Prior to
switching between advanced and basic, it should be understood that it
is not possible to download addresses entered in your address book to
a computer or to download e-mails from folders to your PC. As such,
the basic mode is designed for those people who wish to check their e-
mails or occasionally write e-mails while not at their home PCs.
Advanced mode is designed for people who wish to keep their e-mails
and addresses in webmail as opposed to keeping them all on their PC.
It is still possible to download e-mails to your PC in advanced mode,
but you will only be able to download those that are in your inbox and
not those that are in folders. This means that if you wish to download
e-mail from your folders to your PC, you will need to forward the e-mail
to yourself so that it is “sent” to your inbox.
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Check other email accounts in Webmail
Step 1

e You can use webmail to retrieve your e-mail from several different
POP e-mail accounts in addition to your Cogeco account (POP is a
means of sending and retrieving e-mail - check with your e-mail
provider to find out if your account uses POP). To add other POP e-
mail accounts, click on the Check Other Email Accounts link on the
options page.
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Step 2

To add a POP e-mail account you will need your POP server name
(address), username and password — if you are unsure of these please
contact your e-mail provider. Enter the Pop3 server name, username
and password in the appropriate boxes then select an account symbol
and click Add. The account symbol is a colour-coded symbol that
appears beside all e-mail from the POP account in your inbox —
making it easier to identify the e-mail from this account. The newly
added account should now appear in the POP account list at the
bottom of the screen.

You can stop retrieving e-mail from a POP account into your inbox at
any time by going to the check other e-mail accounts option and
clicking on the delete link to the right of the account in the POP
account list.
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Step 3

e Webmail will automatically check for e-mail in the newly added POP
accounts every time you click on the Check Mail button on the menu
bar. Webmail will always check all the email accounts in your POP
account list.
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Create your own signatures in Webmail
Step 1

e Webmail allows you to create and edit your own signatures. A
signature is a line that is automatically added to the end of all e-mails
that are sent from your account. Click on the link labeled Your
Signatures in the Options menu to set your signature.
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Step 2

e You can create multiple signatures for your e-mail account by
assigning signatures unique names. Enter a signature name and then
enter the signature in the Signature: box.
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Step 3

e When you have finished entering your signature, click on Save button. To
edit your signature it, click on its Name, make the desired changes and
then click Save once more.

MAIL

Check Mail

Search Meszages

Folders

Gptions

Ernpty Trash

John Doe
Hanager
LE55-555-5555

johndoefdcogeco.ca
Signature: d @ o

Deafault Signature:l Main = I

Mote: To add a new signature all vou need ta do is change the "

save,

-
|

Signature Mame" and click

Mame|¥alue

Jobn Doe Manager 555-555-5555

Main ichndoe@cogeco.ca




Step 4

e To add a signature, when composing an e-mail put a checkmark in the
“add signature” button at the bottom of the compose e-mail screen,
choose from the signatures available and select the one you would like in
the box beside the “add signature” button.
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How to use the Reject list in Webmail
Step 1

e Webmail allows you to block email from specific e-mail addresses. This
feature can be accessed from the options menu by clicking on the Reject
List link.
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Step 2

e To reject email you must enter the full email address of the sender in the
box — example: webmail@cogeco.ca. Only one e-mail address can be

entered per line. To enter additional e-mails press enter after each e-mail
address. Once you have finished adding e-mails, click Save and Done to
finish. To have rejected e-mails placed in your webmail trash folder so that
you can check them, click on the “Keep rejected Emails in my “Trash”
folder checkbox. Otherwise, all incoming e-mails will be blocked in
Webmail.
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How to use Email Filter/Rules in Webmail
Step 1

You can set up email filters and rules through webmail to perform specific
actions on incoming e-mails (i.e. automatically delete them or move them
to specific webmail folders). To access this feature, click on the Email
Filters/Rules link at the bottom of the page.
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Step 2

e The email-filtering screen allows you to design your own rules for the
messages you receive as the e-mail arrives into your account.

e The webmail application can move or copy an e-mail to a folder or to the
trash (move will delete the e-mail from your inbox while copy will leave a
copy in the inbox) or forward the e-mail to another e-mail address. The
rules can be set based on an e-mail address or specific words contained
in the subject or in e-mail addresses.

e To create a rule, first you need to determine when the rule should be
applied — based on words in the subject line or words or e-mail address in
the to, cc, from or reply-to boxes. Select when to apply the rule using the
boxes in the “If header” column.

e Enter the words or e-mail address in the “Contains” column.

e Then you must specify the action to perform. The e-mail can be moved to
another folder, can be copied to another folder (a copy being left in the
inbox), deleted, forwarded to another e-mail address or forwarded to
another e-mail address and deleted from the inbox. Select the action to
perform in the “Action” column.

e |If the action is to move or copy the e-mail to a folder, select the folder in
the “Destination Folder” column.

e |f the action is to forward the e-mail to someone else, enter the e-mail
address to forward it to in the “Destination Address” column.

e Once you are finished entering the rule click on the Save button and then
the Done button. The new rule is applied immediately to all incoming e-
mail messages.
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