IT SUPPORT UNIT

cOllee:  Individual Student Login Accounts —

How To Login
Each student at the College has their own individual login account for the College

computer network. In order to access your account, you need a Username and
Password. Initially this will be set as:

Username = Enrolment Number

Password = Date of Birth

Note: For password purposes, your date of birth is entered as a six figure number - for
example the 8" October 1980 would be entered as 081080

Step-By-Step First Login

All college PCs start-up with a Novell Login Box, as shown below. If you do not see this
screen — ask your tutor.

Novell Client for Windows 4.91 SP2 %]

Novells Client™ for Windows*

Username: | }

Password: | }

[]workstation only Did you forget your password?

[ oK ] [ Cancel ] [ghutdown...] [gdvanced >>]

Enter your Username (enrolment number) as shown below.

Novell Client for Windows 4.91 SP2 %]

Novells Client™ for Windows*

Username: |1111111 J

Password: | ‘

[]workstation only Did you forget your password?

[ OK ,I [ Cancel ] [_S_hutdown...] [deanced >>]
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cOllee:  Individual Student Login Accounts —

How To Login

Press the Tab (!i) key. Then enter your date of birth e.g. 081080. This will appear as a
row of circles — one per character that you have typed in.

Novell Client for Windows 4.91 SP2 X]

Novelle Client™ for Windows*

Username: |1111111 ‘

Password: Ioouul ‘

[]workstation only Did you forget your password?

[ 0K ] [ Cancel ] [_S_hutdown...] [gdvancedi

Use the mouse to click on ADVANCED and make sure that the Context box is set to
Students.NNR.HTC. If not, then click on the arrow at the end of this box and select the
correct option from the drop-down list.

Novell Client for Windows 4.91 SP2 @

Novells Client™ for Windows*

Usemame 1111111

Password:  eeeese

[]workstation only Did you forget your passwond?

eDirectory | Script | Windows | Dislup = NMAS

Tree: Huddcoll v

Context: |Students NNR.HTC v

Server.  |053 | SecretStore
Novell

RSN "

SECURED

1] 4 w[ Cancd J [ Shutdown .. J [gdvanced <~:]

Use the mouse to click on OK and wait for the computer to continue logging in.
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cOllee:  Individual Student Login Accounts —

How To Login
Changing Passwords

Once you have accessed your account, you will be prompted to change your password
with the following message and must do so — or you will be locked out of the College

computer system.

Novell= Client™ for Windows*

Confirm...

Usemd  HUDDCOLL
LOGIN-LGNWNT32,DLL-2032: The password for user 1111111 has expired.
Passel Do vou want to change your password?

[CJwor [ Yes *[ No ]

l oK J l Cancel J [ Shutdown...J lAdvanced >>]

To change your password, select Yes as shown above. This will take you to the following
screen where you can set your new password.

Change Password @

Password expired for:

HUDDCOLLY1 111111
Cancel

o
-~

Paolicy

Enter new password:
| |

Retype new password:

| |

Synchronize this password with:

Passwords should be at least six characters long and can contain both letters and
numbers. Try to choose a password that you will find easy to remember! You username

will remain as your enrolment number.
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COLLEGE Individual Student Login Accounts —

How To Login

Enter your new password as shown below. This will appear as a row of circles — one per
character that you have typed in.

Change Password @

Password expired for:

HUDDCOLLY1111111
Cancel

Palicy

o
-~

Enter new password:

I........ |

Retype new password:

| |

Synchronize this password with:

Press the Tab (!i) key. Then type your new password again as shown bellow to make
sure that you spelt it correctly. Again, this will appear as a row of circles — one per
character that you have typed in.

Change Password @

Password expired for:

HUDDCOLLA1 111111
Cancel

Enter new password:

’........ ‘

Retype new password:

esssesed |

Synchronize this password with:

Use the mouse to click on OK and then wait for the machine to login.
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COLLEGE Individual Student Login Accounts —

How To Login

Setting Challenge Response Questions

Once you have logged in for the first time and changed your password, you will be
prompted to answer two Challenge Response Questions. These are security questions
which will allow you to reset your password should you forget it in the future. If you do not
do this, you will not be able to access the system should you forget your password!

Challenge/Response Entry Prompt 5]

You must enter or update your Forgotten Password Challenge/Response
Set for the following tree: HUDDCOLL

| Ok ﬂ Help | Cancel |

To set your Challenge Response Questions select OK when prompted which will take you
to the first question screen.

HUDDCOLL/1111111 .Students.NNR.HTC x|
172 ADMINISTRATOR-DEFINED QUESTION Cancel |

Challenge Question:

What is your mother's maiden name?

Challenge Response:

Previous Next Frarsh |

Enter your mother’s maiden name as requested and select Next.

HUDDCOLL;1111111 .Students.NNR.HTC X |
172 ADMINISTRATOR-DEFINED QUESTION Cancel_|

Challenge Question:

What is your mother's maiden name?

Challenge Response:

ISmitH

Previous | MNext i Frarsh |
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How To Login

This will take you to the second question screen.

HUDDCOLL;1111111 .Students.NNR.HTC X

242 ADMINISTRATOR-DEFINED QUESTION Cancel I

Challenge Question:
Place of Birth

Challenge Response:

|
Previous I [{eqt Finish |

Enter your place of birth as requested and select Finish.

HUDDCOLL;/1111111 .Students.NNR.HTC x|
272 ADMINISTRATOR-DEFINED QUESTION Cancel_|

Challenge Question:
Place of Birth

Challenge Response:

IHuddersfieId

Previous I [{eqt Finish ‘

Questions have been set.

B X

‘Your Challenge/Response Data have been updated

Use the mouse to click on OK and wait for the computer to continue logging in.
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cOllee:  Individual Student Login Accounts —

How To Login

Re-Setting Your Password

If you forget your login password and have previously answered the Challenge Response
Questions, you can reset your own password by selecting the Did you forget your
password? option from the login screen as shown below.

Novell Client for Windows 4.91 SP2 %]

Novelle Client™ for Windows*

Username: ’1111111 I

Password: l ]

[Jworkstation only Did vou forget your gassw*

[ 0K ] [ Cancel ] [_S_hutdown...] [deanced >>]

Select OK to reset your password when prompted as shown below.

Forgotten Password: Reset Password: HUDDCOLL/ 1111111.Students.NNR. hic

Authenticate via Challenge Response and reset password?

[ es *{ Mo ]

This will take you to the first question screen.

NMAS Challenge Response @

Novelle NMAS

Modular Authentication Service

Question: Place of Birtth

Answer: |
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cOllee:  Individual Student Login Accounts —

How To Login

Enter your place of birth as requested and select OK.

HUDDERSFIELD CENTRE

NMAS Challenge Response

Novelle NMAS N

Modular Authentication Service

Question: Place of Birth

Answer: |Huddersfield |

l oK *[ Cancel ]

This will take you to the second question screen.

NMAS Challenge Response

Novells NMAS

Modular Authentication Service

Question: What is your mother's maiden name?

Answer: || l

[ oK ] [ Cancel ]

Enter your mother’s maiden name as requested and select OK.

NMAS Challenge Response

Novelle NMAS

Modular Authentication Service

Question: What is your mother's maiden name?

Answer. | Smith |
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How To Login

You should now see the change password screen and be able to reset your password in
the same manner as before.

HUDDERSFIELD CENTRE

Change Password

Password expired for: -DK
HUDDCOLLA 111111 -

Enter new password:

[

Change Password

lﬁely pe new password: Password expired for:
HUDDCOLLY 1111111
[ |
Synchronize this password with:
-Policy

Enter new password:

l.o.oo.oo Change Password

Retype new password:
ll Password expired for:
Synchronize this password with: HUDDCOLLA 111111

Enter new password:

l........ ‘

Retype new password:

’........| ‘

Synchronize this password with:

Password successfully changed. Please login using the new password.

Enter your newly set password into the login box.

Novell Client for Windows 4.91 SP2 3

Novells Client™ for Windows*

Username: ’1111111 I

Password: ’ooooool I

[]workstation only Did vou forget vour password?

[ oK *[ Cancel ] [,S_huldown... ] [Advanced >>]

Use the mouse to click on OK and wait for the computer to continue logging in.
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HUDDERSFIELD CENTRE

How To Login
Accessing the Internet

To access the Internet in College, you must first be logged into a computer using your own
College user account. You can then access the Internet via Internet Explorer, but will
need to enter your username (enrolment number) and network login password into the
initial Internet Explorer screen before you can browse the Internet.

The College monitors and records the Internet usage of all users.

All student computer login accounts, email accounts and
their contents will be deleted at the end of the
College’s Academic Year
on 1% July 2009.
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HUDDERSFIELD CENTRE

H:\ Drive Usage

Your student login account has a 200Mb network work area, reserved for your use. This is
mapped as a H:\ drive when you login to a computer and can be accessed within College
through My Computer, Windows Explorer, or by selecting the H:\ option from the drop-
down list when opening/saving files within applications.

4 My Computer

Fle ER Vew Favortes Jools Hebp aw
€ @ (¥ POsewh [ Foders [T
Address | W My Computer V_.Go
_ Files Stored on This Computer a
System Tasks
[9) View system information '/I Shared Documents l/l AGlobal's Documents
L) Add or remove programs
Br Change a setting
Hard Disk Drives
Other Places A -
V‘ Local Disk (C:)
& My Network Places
L) My Documents
() Shared Documents Devices with Removable Storage
B Control Panel
érhﬂowy(k) @ OVOD-RAM Drive (D:)
Network Drives

QV Publc on ‘Os2iSys' (F:) @g 111111 on'OsS\Home' (H:)
— .

'é@ Apps on Vs (1:) %@ Locapps on "0s3VApps' (5:)

— —_—

=) Fic_trial on 'Os3\AppsiFicdbase’
(w:)

You are responsible for the content of your network work area (H:\ drive) and
for the regular backup of your data. Backups can be taken by copying
the contents of your H:\ drive to a USB pen drive (data stick) on
a regular basis. Pen drives are available at a reasonable
charge from the College bookshop.
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Accessing H:\ Drive through the Internet

Your H:\ drive can also be accessed through the Internet from outside the College. This
can be achieved by opening a Web Browser (e.g. Internet Explorer) and going to the
following site.

http://portal.kirkleescollege.ac.uk

From here, select the College H Drive link from the list on the left hand side of the screen
and this will transfer you to the H:\ drive login screen. If prompted by a security alert as
shown below, select Yes to continue.

Security Alert x|

) J’T". Information you exchange with this site cannot be viewed or
& changed by others. However, there is a problem with the site's
security certificate.

The security certificate was issued by a company you have
not chosen to trust. View the certificate to determine whether
you want to trust the certifying authority.

° The security certificate date is valid.

The name on the security certificate is invalid or does not
match the name of the site

Do you want to proceed?

No | View Certificatel

This will take you to the NetStorage login screen, as shown below.

Novell.
Security Services N

Realm HUDDCOLL

User Name ll

Password: l

0K | Cancel | Help |

In order to access your H:\ drive, you will need to enter a Username and Password and
then click on OK. Your H:\ drive username and password are:

Username = .EnrolmentNumber.students.nnr.htc

Password = Novell Login Password

Remember: For H:\ drive access purposes, your username must include the
preceding full stop and your password is the same as your current Novell Login
Password — the one you use to access the computers in College - NOT you email
access password.
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Novell. N

Security Services

IT SUPPORT UNIT

Student Network Areas — H:\ Drives

X|

HUDDCOLL

Realm

User Name |.1 111111 students.nnr.htc

xxxxxx

Password: I

Cancel | Help

Using Web-Based H:\ Drive Access

Once you have logged in, you will be taken to the NetStorage screen, like that shown

below:

NetStorage

Novell

User: . 1111111, Students, NNR.HTC
Folders B Location: INetStorage

S etstoragel File |Edit | View | Help Filter:[* B
®'3 DriveH@1111111 [T Name Size Modified
#'3 Home@HUDDCOLL ™3 briveH@1111111 0 08/09/2006 3:42 PM
#3 shared ™3 Home@®HUDDCOLL 0 08/09/2006 3:42 PM

M3 shared 0 10/31/2006 4:44 PM
J | »

The contents of your H:\ drive are held in the DriveH@EnrolmentNumber folder. This can
be viewed by selecting the DriveH@EnrolmentNumber option from the list on the left hand
side of the screen and your folders and files will then be displayed on the right of the
screen. To view the contents of a particular folder, select that folder from the list on the left

and its contents will then be displayed on the right.

Before you can edit a file, you must first download it to the machine that you are currently

working on.

This can be done by clicking in the small box next to the file you wish to

download so that a tick appears within it, and then selecting the Download option from the

File menu.

NetStorage —
I}

Novell

User: . 1111111, 5tudents, NNR.HTC

%] Table 2.xs

s

*3 Home@HUDDCOLL
#' shared

11K

4| I

Folders L] Location: /NetStorage/DriveH@1111111/ My Documents
=y NetStorage File |Edit | View | Help Filter:* ]
=3 DriveH@1111111 I~ Name Size Modified
=1\ Documents ¥ ¥ Essay 1.doc 10K 11/01/2006 10:58 AM
- ¥ My eBooks ™ ¥ Essay 2.doc 10K 11/01/2006 10:58 AM
B My Music ™) Essay 3.doc 10K 11/01/2006 10:58 A,
B My Work O Table 15 1K 11/01/2006 11:00 AW,

11/01/2006 11:00 AM
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This will bring up a download window asking what you would like to do with the selected
file. Select the Save option to save the file to the local computer.

File Download x|

9 |, Some files can harm your computer. |f the file information below
\'/ looks suspicious, or you do not fully trust the source, do not open or
save this file.

File name: Essay 1.doc
File type:  Microsoft Word Document

From: hdrive kirkleescollege.ac.uk

Would you like to open the file or save it to your computer?

Cancel I More Info I

V¥ Always ask before opening this type of file

Now specify a location where you would like the file to be saved. You can also change the
name of the file if you wish. When you have finished, select Save to save the file.

Save in: l@MyDocuments Ll Q ¥ = E-

My Network File name: IEssay 1 ZI Save I
Places
Save as lype: IMicrosof! Word Document 4 Cancel |
Z.

When the file has been saved to the required location, the following screen will be
displayed. Select the Close option to return to the NetStorage screen.

Download complete 0] x|

i
Download Complete

Saved:
Essay 1.doc from hdrive. kirkleescollege.ac.uk

Downloaded: 10.5KBin 1 sec
Download to: C:\My Documents\Essay 1.doc
Transfer rate: 10.5 KBJSec

™ Close this dialog box when download completes

Open | Open Folder | I Close I

You can now open and edit the downloaded file in the usual manner. Once you have
finished editing the file and have saved it, you then need to upload it back to your H:\ drive.
This can be done by browsing to the folder in which you wish to place your file within the
main NetStorage screen, and then selecting the Upload option from the File menu.
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NetStorage P
: Novell

User: 1111111, 5tudents, NNR.HTC

_FOldel'S AN Location: /NetStorage/DriveH®1111111/ My Documents
=3 NetStorage File |Edit |View | Help Filter:[" Bl
=3 DriveH@1111111 New Folder Size Modified

sy Documents

Delete 10K 11/01/2006 10:58 AM
[ My eBooks Rename... 10K 11/01/2006 10:58 A

(3 My Music 10K 11/01/2006 10:58 AM
3 My work Download and Lack... 1K 11/01/2006 11:00 AM
'D Home@HUDDCOLL Download... 11K 11/01/2006 11:00 AM

'D shared Mail...
+||Purge...
o | »f ||Undelete...

This will bring up an upload window asking you to specify the location of the file to be
uploaded. This can be done by selecting the Browse option.

|»

Upload File

Note that the following illegal filename characters
will be removed from uploaded files:\ /1% 2" "< > |

File: | Browse... |

M Overwrite existing files

Upload I Cancel I

=

Now locate the file you wish to upload. Once you have selected the file to be uploaded,
click on the Open button.

Look in: I@ My Documents ;I Q T 2 &

Recent

,
€

Desktop

L

My Documents

My Computer
e | =l
IS File name: Essap 1 v Open
B o= |
Filesof type: [l Files () = Cancel /|
Z

Now select the Upload button to upload the file to your College H:\ drive. NB - If the tick is
left in the Overwrite Existing Files option above the upload button when this is selected,
any file of the same name within the same folder on your H:\ drive will be overwritten!
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=l
Upload File

Note that the following illegal filename characters
will be removed from uploaded files:v /12" "< > |

File: IC:\My Documents\Essay 1.doc Browse... I

V' Overwrite existing files

Upload | Cancel

[ |

You can check that the file has been uploaded correctly by viewing its details within the
main NetStorage window. These include the date and time each file was added to your
H:\ drive or last edited and are displayed under the Modified column as shown below.

NetStorage —
—— IR=

User: . 1111111, 5tudents. NNR.HTC

Novell

Folders B €3 | ocation: INetStorage/DriveH@1111111/ My Documents
=ley NetStorage File |Edit |View | Help Filter:[" b1
S5 DriveH@1111111 [T Name Size Modified
G=1"y Documents ™) Essay 1.doc 10K 11/01/2006 12:03 AM I
*3 My eBooks ™ ™) Essay 2.doc 10K 3
- F My Music ™) Essay 3.doc 10K 11/01/2006 10:58 AM
- B My Work ™ #] Table 1.5 11K 11/01/2006 11:00 AM
(1 Home@HUDDCOLL %] Table 2.x1s 11K 11/01/2006 11:00 AM

¥ shared

Jd | LILI

Exiting Web Based H:\ Drive Access

To exit your web-based H:\ drive, click on the Logout icon at the top of the screen. This
will log you out of your H:\ drive access securely and exit the NetStorage system.

[j*

More information on using NetStorage is available from the Help menu.
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Accessing Email

All students at the College have their own individual College email accounts. Your College
email address takes the form of your enrolment_number@huddcoll.ac.uk — for example:

1111111 @kirkleescollege.ac.uk

Your email account can only be accessed through the Internet, either in College or at
home. This can be achieved by opening a Web Browser (e.g. Internet Explorer) and going

to the following site.
http://lwww .kirkleescollege.ac.uk

From here, select the Email link in the top right hand corner of the page and this will take
you to the GroupWise WebAccess login screen, as shown below.

@ Novell. GroupWise

Username:

Password:

& High (Broadband)

Connection Speed
(f‘ Low (Dial-up)

[~ Use the basic interface  More Information

[V Remember my settings

Settings « Login

ht 1993-2006 Nowvell, Inc, All righ

In order to access your email account, you will need to enter a Username and Password
and then click on Login. Your email username and password are:

Enrolment Number
Date of Birth

Username

Password

Remember: For password purposes, your date of birth is entered as a six figure
number - for example the 8" October 1980 should be entered as 081080. Your email
password will remain as your date of birth, even after you have changed your main
computer account login password.

@ Novell. GroupWise

Username: |1111111

Password: eeesses

& High (Broadband)

Connection Speed
(‘" Low (Dial-up)

[T Use the basic interface  More Information

¥ Remermber my settings

Settings «

93-2006 Mo
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Using Email

Once you have logged in, you will be taken to your mailbox screen, similar to that below:

® . @ Oct 31, 2006 (Tuesday) Help Options Logout
Novell” GroupWise” WebAccess Greenwich Standard Time gt g
Mailbox Usage: 0%
WGET @l Calendar  Documents |:g| .
A New... ¥ % Address Book 3 Proxy [ Manage Folders | Find p
=] 23 Update Delete |7 Move | g Accept =3 Decline ﬁ Complete &% Read Later :‘ Mark Read
@} Andrew Tester = v @ [ P2
= Mailbox I ' | l
z;mﬂe’;w tterms [T E4¢ NUS Services <NUS_Service Your NUS Extra Card 10/18/06 6:49 PM
ent Items
7 Calendar T Q¢ Helpdesk ITSU Requested Information 10/17/06 4:10 PM
[V Checklist T @ Helpdesk ITSU For Info 10/17/06 3:46 PM
(7 Work In Progress
[5] cabinet
3 Trash
|&] pone I— I— I— |&3 Local intranet 4

Your mailbox contains all the email messages that you have received, displayed with their
Sender, Subject and Date. From your mailbox you can read, send, receive and manage
your emails.

NOTE — All College email accounts and their contents will be deleted
at the end of the College’s Academic Year on 1% July 2009.

Reading Emails

To read an email you have received, just double-click on the emails’ Subject and the
message will open:

Mail Message

X ,‘;‘ Reply + ‘@ C"\} Lr?j Read Later [ B @
Mail  Properties
From: Helpdesk ITSU Tuesday - October 17, 2006 4:10 PM

To: 1111111 @kirkleescollege. ac.uk
Subject: Requested Information
Attachments: Infol.doc (24064 bytes) [View] [Open] [Save As]

Hi
Please find attached the information you requested.

Thank you
Helpdesk

[&] ||| [&dLocalintranet Y

You can now read the email and then reply to it, print it, or forward it to someone else! To
close the email, just click on the cross in the top right hand corner of the window as usual.
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Printing Emails

To print an email message, the email must first be opened as above. Once you have
opened your email, click on the File menu and select Print. Check to make sure that you
are printing only one copy of the email and then select Print again.

3 Novell WebAccess (Andrew Tester) - Microsoft I

File Edit View Favorites Tools Help
lew > | search
Open... Ctrl+0
Edit with Microsoft Office Excel bacc
Save Chrl+S
i S | search
Save As...
Page Setup...
Print. .. Ctrl+P
Print Preview. ..
Send > _
Import and Export. .. xy (M
Properties a Update
Work Offline L
Close
Y i I B3¢
A% Sent Items

Replying To Emails

The easiest way to send an email is to reply to one that someone has already sent to you.
This is because the computer will then put the recipients email address into the To: field
for you.

To reply to an email, open the email and then click on the Reply button at the top of the
window. A reply email window will open with the senders name, recipients email address
and email subject already in place. All you need to do now is to type your
response/message into the blank page and change the email subject as appropriate.

Reply

4% send EI Save &R Cancel % Address Book 595 Spell Check

Mail  Attachments  Send Options

From: |Andrew Tester ECs I

To: IHelpdesk@ kirkleescollege. ac.uk BC: I

Subject: |Re: Requested Information

Thank you =

=>> Helpdesk ITSU 10/17/06 4:10 PM >>>
Hi
Please find attached the information you requested.

Thank you b
Helpdesk v

[&] Done | | | [SJiocalintranet 4

When you have completed your message, just click on the Send button to send the email!
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Sending New Emails

To send an email when you are not replying to one you have received is a little bit more
complicated. To start a new email click on the New... icon at the top left of your mailbox

screen.

,{«7 Mew...

A new email window will open like that below with all the fields (boxes) empty ready for

you to complete.

Mail Message
41\ Send H Save o9& Cancel % Address Book g%c, Spell Check E‘oo Item Type v
Mail  Attachments  Send Options
From: |Andrew Tester EE |
To: | BC: |
Subject: |
|&] Done ||| [&JLocalintranet

4

If you have not sent this person an email message from this mailbox before you will need
to type in their full email address, very carefully, into the To: field. Email addresses are
usually entered in lower case and have to be exact. If you have sent this person an emalil
from this mailbox before, you should be able to select their email address from your
Address Book (see next section). If you want to send the same email to more than one

person, you can put the other recipients’ email address in the CC.: field.

Once you have entered the recipients email address, you can then give the emall
message a Subject. This should be a short description telling the recipient what the email
is about. Now you are ready to type your message into the blank page. When you have

completed your message, just click on the Send button to send the email!

4} Send m Save &L Cancel % Address Book 5%:? Spell Check i, Item Type ¥

Mail Message

Mail  Attachments  Send Options
From: IAndrew Tester EE: I
To: [1234567@kirkleescollege. ac.uk BC: [

Subject: |He||o

Hi
Just a quick mesage to say Hello!

From
Andrew

€l o || [&d Localintranet

%4
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When you send a person an email, their email address is usually added to your Address
Book. Next time you want to send that person an email, you can just select their address
from the Address Book without having to type it again. To access the Address Book when
sending a new email, click on the Address Book button at the top of the new mail screen.
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This will open the Address Book window shown below.
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Check that the Address Book option at the top is set to either the your name or the
Frequent Contacts address book as required, and then use the Search options to find

the person you are looking for. Once you have found them,

click in the small box next to

their name to select them, then click on the To button above the list and the recipients
email address will appear in the right hand column. Now click on OK to return to your new
email message and their address will be displayed in the To: field of the email message

screen.
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Although you may want to keep some of your emails, you will receive others that you do
not want/need to keep. To delete these emails, click in the small box next to each email
you want to delete so that a tick appears within it and then select the Delete button at the

top of the mailbox.
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Emails that are deleted do leave your mailbox immediately; they go into the Trash Can in
case you have deleted them by mistake. To empty the Trash can once you are sure you
do not need the emails anymore, click on the Trash Can icon at the bottom of the mailbox

list.

4 Trash

This will open the Trash Can window and show you all the emails currently in your Trash.
To delete all the emails within the Trash, click on the Empty Trash button at the top right

hand side of the screen.
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Emails can also be recovered from the Trash if deleted by mistake. To recover an email,
click in the small box next to the email to be recovered so that a tick appears within it and

then select the Undelete button at the top of the mailbox screen.

transferred back to where it was deleted from.

Exiting Your Email

To exit your email mailbox, click on the Logout option at the top
log you out of your email and exit the GroupWise WebMail system.
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Email Attachments

As well as sending messages, it is also possible to send computer files using email.
Files sent in this way are called attachments. It is possible to attach many different
types of files to email messages - including letters, forms, photographs, pictures and
sounds. You should only access email attachments sent by people you know and trust
to try to avoid catching computer viruses.

Receiving Attachments

It is possible to see whether an email you have received has an attachment by looking
at your Mailbox. Emails with attached files are displayed with a small paperclip showing
next to their Subject.
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To look at an attachment, first open the email as usual. You should now see a screen
similar to that below which shows the name of the attached file and a set of options for
viewing, opening and saving the attachment.

Mail Message

Subject
Attachments

& sReply v gy 37 B3 Read Later [ B [E]
Mail  Properties
From: Helpdesk ITSU Tuesday - October 17, 2006 4:10 PM
T0: 1111111 @kirkleescollege. ac.uk

: Requested Information

¢ Infol.doc (24064 bytes

[View] [Open] [Save As]
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Hi
Please find attached the information you requested.

Thank you
Helpdesk

Many attached files can be viewed easily by selecting View. Selecting Open opens the
attachment within the application (MS Word, MS Excel etc.) that it was created. In order
for this to happen, the computer you are trying to access the attachment on must have
the appropriate software installed — you cannot open a spreadsheet created in MS
Excel on a computer that does not have MS Excel installed on it! This is something to
think about when sending and receiving files by email.
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Saving Attachments

It is also possible to save the attached files you receive by email so that you can
alter/update them or look at them later. To save an attachment first select Save, then
click on Save to confirm your choice when you see the screen below. Again you should
only save email attachments sent by people you know and trust to try to avoid catching

computer viruses.

File Download x|

\‘)/' Some files can harm your computer. If the file information below
-

looks suspicious, or you do not fully trust the source, do not open or
save this file.

File name: Infol.doc
File type:  Microsoft Word Document
From: email. kirkleescollege. ac.uk

Would you like to open the file or save it to your computer?

Open |

¥ | Always ask before opening Yistype of file

Cancel | More Info |
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Now specify a location where you would like the file to be saved. This can be on your
H:\ drive if in College, or in your My Documents folder at home. You can also change
the name of the file if you wish. When you have finished, select Save to save the file.

113
Savere |32 1111111 en'DsS\Home’ (H:) 0o &
My Documents
Fie pame irtor] =] | Sove I
Save a2 hpe I;o'):d'\u’mﬁ[hxvm :J Corcel I

When the attached file has been saved to the required location, the following screen will
be displayed. Select the Close option to return to your email.
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Download complete o ] P4

v
Download Complete

Saved:
Infol.doc from email. kirkleescollege. ac.uk.

ANEEEERNENEEEENEEEENENEEEENNNNEENNNEEENEEER
Downloaded: 23.5KBin 1 sec

Download to: H:\Infol.doc

Transfer rate: 23.5 KBJSec

I”" Close this dialog box when download completest

Open | UpenEoIdell Close I
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Mail Attachments

Select File:

Sending Attachments

As well as receiving attachments, you can also send them. To attach a file to an email,
prepare a new email message in the usual way and then select the Attachments tab
above the senders name to access the screen below.

Mail Message
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Send Options
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Click on Browse button and then locate the file you wish to attach to your email. This
could be on your H:\ drive if in College, or in your My Documents folder when at home.
Once you have selected the file to be attached, click on Open.
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Mail Attachments

Select File:

Send Options

IH:\Infol.doc

Browse... I

Now select Attach to attach the file to your email message.

Mail Message

@J Send n Save 3% Cancel % Address Book 5«9@ Spell Check L’l.. Item Type v

Attach
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Finally click on the Mail tab to return to your mail message.

Mail Message

[Q-‘ send [ save SZ Cancel @ Address Book &'{9 Spell Check  fi,g Ttem Type v

Mail  Attachments  Send Options

Select File:

I Browse... | Attach

24064 (bytes) H:\Infol.doc

Remove

You can check that the file has been attached, and that it is the correct file name, by

looking at the attachments information displayed above the main message window as
shown below.

3 Novell WebAccess Compose Message - Microsoft Internet Explorer provided by Huddersfie =10 x|

‘Eile Edit View Favorites Tools Help I "','

|| [Clsearch ~ | 55 | %% check - ° Autolink ~ | sutcril e options

Mail Message

@ Send [ save 3% Cancel % Address Book 5%:‘ Spell Check £, Ttem Type v

Mail  Attachments ~ Send Options

Fraom: |Andrew Tester CE? |
To: [1234567@kirkleescollege. ac.uk BC: |

Attachments: H:\Infol.doc

Hi
Please find attached the updated information as requested.

Thank you
Andrew

|&] Done [_ ’_ [_ ]‘3} Local intranet v/

Once you are happy that the message and attachment/s are correct, you can select
Send in the usual manner to send the email.
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