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Login Screen
http://webmail.un.int TC "Login Screen" \f C \l "1" 
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Blease enter your user name & password:
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Supporied Browsers:
Microsoft Infernet Explorer 4 or higher
Neiscape Navigator 4 or higher
Firefox 1.5 or higher

Please EXIT the browser to LOG OUT of WebMail





Supported Browsers:  Internet Explorer 4 or higher, Netscape Navigator 4 or higher and Firefox 1.5 or higher
Customize the Welcome Page
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 TC "Customize the Welcome Page" \f C \l "1" 

You can customize the Welcome Page to show any combination of your mail Inbox, today's schedule, your recent To Do tasks, a favorite Web page, or quick links. 

On the Welcome Page, click Edit Layout. 

· Select a page layout. 

· Under Type, select the panel contents for each window. 

· Enter a title for the window in the Title field (optional). 

· If applicable, select an option for each window in your Welcome Page: 

Mail Inbox Options TC "Mail Inbox Options" \f C \l "1" 
· Select which messages to display on your Welcome Page -- for example, all unread messages or all messages. 

· Display mail only from certain people -- enter the name of each person, followed by a comma. Click the word "From" to select names from a Contact list. 

· View only priority mail in your Welcome Page -- check "High Priority Mail Only." 

Schedule Options TC "Schedule Options" \f C \l "1" 
· Enter the number of days of your schedule to display. This information is based on your Calendar entries.

Web Page Options TC "Web Page Options" \f C \l "1" 
· Select a Web page to display on your Welcome Page, or select "Other" and enter the URL of your favorite Web page. For example: http://www.lotus.com/. 

Note: Do not use a Resource Reservation database as one of your Welcome Page windows.
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Create a Mail Message TC "Create a Mail Message" \f C \l "1" 


When you create a new mail message, a separate window opens. You can create and open many windows at the same time and still view your Inbox.
1. Creating a new message: Click the arrow on the Mail tab, and then click New Message.
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2. Address the message by entering an e-mail address in the To:, cc: or bcc: field. Click [image: image5.png]


to use the type-ahead feature.
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3. You can either select users from your Personal Contacts list, as shown below, or 
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4. Chose from the Missions Directory. Select the ‘View by’ drop down list and select either ‘List by name’ or ‘List by Missions.’
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5. The ‘List by Mission’ view displays all mission personnel by country.
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6. You are now ready to send your message.
Optionally, you can click any of the following: 
· Save As Draft -- to save a copy of the message in the Drafts view so that you can send it at a later time. 

· Save As Stationery -- to save the populated fields as a standard stationery memo form. 

· Follow Up -- click the arrow and then select any of the Follow Up options. 

· Options -- select a delivery option or for the High priority, Return receipt, Sign, and Encrypt delivery options, use the check boxes. 

· Format -- click the arrow next to Format and select rich or plain text. 

· Print ([image: image10.png]


) -- to print your new message. 

· When you complete your new message, click one: 

· Send -- to send the message and save a copy of it in the Sent view. 

· Send & File -- to send the message and save a copy of it in a folder you choose. To create a new folder, click New and type a name for your folder, then select it from the list. 

· Tip Click Cancel (x) -- to disregard all entries in the form and close the form.
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Mark a Message for Follow Up TC "Mark a Message for Follow Up" \f C \l "1" 


· You can mark a mail message with an icon to indicate whether the message requires urgent, normal, or low-priority action. 
· When you mark a message, the message is placed in the follow-up view, which shows only messages requiring follow up. 
· If you remove the mark from a message, the message is removed from the follow-up view. 
· If you move a message to a folder, the follow-up icon stays with the message. 

· There is only one message. If you delete a message in any folder or view it disappears from all other folders and views.

· By default, messages in the follow-up view are sorted by priority, but you can also sort by due date (the When column), or by Date. 
· To change the order of the column, click the up or down arrows at the top of the column.

· You can set defaults for follow up items. Then, you can apply these defaults with a single mouse click using Quick Follow Up. 
· You can change any of these defaults for a specific mail item using the same procedure you would use to set a follow up flag for a message.

· From the Inbox or a folder, select the message you want to follow up on. 

· Click the arrow next to Follow Up, and then choose one: 

- Add/Edit Flag -- to add or edit a follow up flag and specify follow up settings. 

- Quick Follow Up -- to flag a message for follow up using the Follow Up defaults. 

· Tip: You can also mark open mail messages as you read them.
· Indicate the priority of the follow-up action by selecting one of the following: 
	Icon
	Priority

	[image: image12.png]



	Urgent 
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	Normal 
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	Low 


· Specify the action you need to take. 
· Note: Although the information that you specify here and throughout this procedure appears in your copy of the mail message, if you send the message, the information does not display in the sent message.

· (Optional) Enter a date and time for the action. Note: This information is required if you want to set an alarm. 

· (Optional) Check "Alarm" and then specify when the alarm should go off. 

· Save & Close 

· Tip: You can group all messages requiring follow-up by sorting on the column with the icon. 
· You can work with follow-up icons in all views except the Trash, and Junk Mail views.
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Remove the follow-up flag from a message

· Removing the follow-up flag from a mail message also removes the message flag from the Follow Up view.
· From the Inbox or a folder (other than Trash and Junk Mail), select the message. Click the arrow next to Follow Up, and then select Remove Flag. 
Reply Message Options TC "Reply Message Options" \f C \l "1" 
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New Message Options TC "New Message Options" \f C \l "1" 
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Deleting Mail messages TC "Deleting Mail messages" \f C \l "1" 
· [image: image26.png]Messages can be deleted by either using the deletion key on your key board or using the deletion Icon in your tool bar (looks like a garbage bin). 
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· You can delete messages in a block by holding down the shift key and selecting the range of mail to be deleted.
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· You can also delete selected messages all at once by holding down the Ctrl key and selecting the messages to be deleted.
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How To Change Your Web Mail Password TC "How To Change Your Web Mail Password" \f C \l "1" 
· You can change your Web mail password by going to: Preferences ---->> Security ---->> Change
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· In the dialog box type in the old internet password and then the new password as shown below.

[image: image23.png]‘A Request Internet Password Change - Microsoft Internet Explors =101

Note: Changing your Intemet password requires the following steps
1. Complets this dialog and click OK. This submits a request to the
administration process to change your Intemet password

2. Wait for your old password to stop working, before using your new
password.

Type old Internet password [
Type new Internet passward [
Type new Internet passward again [

ok_| cancal |





· Click OK and the new password will be submitted. You can change your password anytime and for any number of times.
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Create a New Contact TC "Create a New Contact" \f C \l "1" 


· From anywhere in Domino Web Access click New, and then click Contact. Enter the first and last name of the Contact.
· (Optional) Enter the person's Middle name, and choose a Title, or Suffix. 

· (Optional) In the "Default E-mail" field, enter the preferred e-mail address of the person. This is the e-mail address that will appear in the To field of a New Message form. 

· (Optional) Choose a location for the default E-mail address, for example Work or Home. 

· (Optional) Click the Work tab and enter any business information about this Contact, such as company phone number and address. 

· (Optional) Click the Home tab and enter any personal information about this Contact, such as home phone number and address. 

· (Optional) Click the General tab and enter any notes to yourself about this Contact. 

Click one: 

· Save & Close -- to save and close the Contact. 

· Save -- to save the Contact, but keep it open for further changes. 

· Cancel (X) -- to cancel the new Contact and close the form. 
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Copy a Name from the Domino Directory to Your Contacts TC "Copy a Name from the Domino Directory to Your Contacts" \f C \l "1" 


You can copy a person's name from the Domino Directory to your Domino Web Access Contacts. When you do, Domino Web Access creates a Contact that includes all the information about that person that is stored in the Domino Directory, including the Notes Certified Public Key, Notes Flat Name Key, and Internet certificates. 
You copy a name from the Select Addresses box:
· From any new document, click to search for a name in the Select Addresses box. For example, click the "To" button in a message form, or click the "Invite" button in a meeting invitation. 

· Select the name of the person you want to copy to your Contacts. 

· Click Copy. 
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