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Connect to the Interface

Reminder to RC and Webmail Account Users:

To keep the size of your email mailbox down and to help it work at its' optimmum
level, please do the following on regular basis:

>>> Save attachments to your local drive and then remove (delete) the
attachment. The attachment can be removed from the email without deleting
the email message

=>> Review your Sent Items Folder and delete items which are not required.

>>> Delete messages in your Spam/unk Email folder. Move the email to
Inbox folder if you think the email is not a spam.

>=> Delete all itemns (empty folder) in your Trash folder regularly,

roundcube o

Username test01

d

» Enter in your username and password and click on “Login”

Mail

roundcube @ iClear@nce
— e -8B - < =

- = - 23 W Ay ar s all = Q-

Refiezn  Campase Weol  Reaall  fowad  Gekle  Hawk Maie

£ Inbox © - Subject + % From Date Size .~ &
,.7' Drafts Re: Final Excel Trixie Mae Padillo 11,24,2016 13:08 1.7 MB &
& sent Fud: Last Pay for Process 11-23-16 Trisie Mae Padillo 11.24.2016 08:54 25 KB

sdfsdgsd root@local.com 02,23.2015 11:59 5188

W CLEARANCE-WORKFLOW
88 RETURN-RECEIPTS [ |

B Select = | | Threads = Messages 1 to 3 of 3 | | -]
e
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> Once connected to your account, you have access to your inbox and sent
messages. In the left column you can find the main folder of your account :
message sent and received

» In the same column under footer , are access to and of
your account

> In the right part, you can easily view all the emails and see the following
information

The subject

The mark

The read or unread message status

The date and time

The size of the email

The flag

The presence of attachments (column with paper clip far right)

Note: By default, some columns do not appear. This is the case of the priorities assign to e-
mails. To change this, you must change the display with the option shown below

Display option and sorting

List columns Sorting column Sorting order

Threads O None (® ascending
Subject O Arrival date () descending

From{To (O Sentdate

[ From (&) Subject
Fis (O From/{To

O From
D Reply-To O =
Blice O cc
Eate QO size
Size

Read status
Attachment
Flag

D Priority
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> To access this option, click on the gear icon on the top left side of the main
frame of your e-mails, to the left of subject
> In this option, you’ll be able to :
e Add Columns to display (priority mails, etc.).
e Select the columns on which the sort will be done by default.
e Select the sort order (ascending or descending).
» Once you have made your selections, confirm by clicking “Save”

Email Options

roundcube @ iClear@nce

* Subject

| # Draft (no subject) % Trizie Mae Padillo 11.25.2016 09:53 1KB

& sent (no subject) %  Trixie Mae Padillo 11.25.2016 09:54 1KB
+ Re: Final Excel . Trisie Mae Padillo | 11.24.201613:08

B CLEARANCE-WORKFLOW
Fwd: Last Pay for Process 11-23-16 Trizie Mae Padillo 11.24,2016 08:54 25 KB

@8 RETURN-RECEIPTS (D)
sdfsdgsd root@local.com 02,23.2015 11:59 Sige

\m
)
w
5
2
£

Messages 1 to Sof 5 o s | [ |~

» The number of unread emails appears in the left column to the right box of
inbox
> An unread email appears bold on the right side
» For each message you can:
e Reply: allows you to reply directly to
e Reply all: allows you to directly response to all emails on the
“To” and “Copy”
e Forward: allows you to transfer the selected corresponding
emails of your choice.
Delete: allows you to send the selected to the “Trash”
Mark: for this option see the next paragraph
... More: for this option see the next paragraph
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Mark Message

g [Mark messages

* &s unread

™ Asflagged

.ast Pay for Process

» When you click the "Mark", you get this pop-up menu. So you can mark a
message, remove a mark as unread and declare a message has been read.
This option also works (and especially) to select multiple emails.

> These options are useful to highlight some of your emails

... More

—

Mak

‘or Process

&) Openin new window

» When you click the “... More” you get this pop-up menu

> You can the:

e Print this message: open the message in a new window and
offers printing.

e Download: allows you to download your computer e-mail
format.eml

o Edit as new: allows you to edit an email preserving its original
layout.

e Show source: displays the full source of the message. Very

useful when you are asked for headers!
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e Open in new window: allows you to open the message in a
new window (useful for viewing/ open multiple message at
time)

Settings

Access Settings

lCleal’ nce )x‘ Mail 9 Address Book

> You must be logged in to your account to access this feature.
> To access the settings of your email account, click the gear at the top
right.

User Interface

roundcube e iClear@nce = ovail &

Settings Section User Interface 7‘
D Preferences | 2] user Interface Main Options
B Folders | I Mailbox View
0 | Lanquage ‘English (us) v
. Identities | | I=] Displaying Messages =
# Time zone MT +08: i il v
| B Responses | | B Composing Messages ! on {(G 08:00) AsiafMania =
&1 o . : : v
Password Bl E¥ address Book Vime format lo7:30 v
24, |
B special Folders Date format |07.24.2016 v |
£2 Server Settings Pretty dates O
Refresh (check for new messages, etc.) every 1 minute(ﬂs_)iy'\
|| Interface skin
| v L ;
Mélanie2 Larry mobile
O L. . by PNE Annuaire et Messagerie basée sur la skin Larry by FLINT et JQuery Mobile
‘ we «  Licepse: Creative Commons Attribution-Sharedlike
o Default
= .
@ by FLINT / Biiro fiir Gestaltung, Switzerland —
f+ W license: Creative Commons Attribution-Sharedlike
ﬁ Maill | Classic
O by The Roundcube Dev Team
m 7 S AR
v

> After clicking on the gear you will land directly on the User Interface
> In this interface, you can change various elements such as language, date
and time formats and the theme of the interface
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Mailbox View

Mailbox View

Main Options

Show preview pane

Mark previewed messages as read Iimmediateh’ v

On request for return receipt Isend receipt v
Expand message threads Inever v

Rows per page Slj

New Message

Check all folders for new messages |

Save

> In Mailbox View, you can change the number of emails displayed in the
interface to generate fewer pages for example if you have a large number
of e-mails. You can also choose not to display the preview email
interface and display only when double click or in a new window.

Displaying Message

Displaying Messages

Main Options

Open message in a new window |:]
Show email address with display name |:]
Display HTML
Display remote inline images [never v
Display attached images below the message
After message delete/move display the next message

Advanced options

ng messages, you can choose to display (HTML or not,
racter encoding) in yo i

(A
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Composing Message

Composing Messages —

Main Options

Compose in a new window E]

Compose HTML messages [always v

Automatically save draft [every S minuteis) W l

Always request a return receipt

Always request a delivery status notification D

Place replies in the folder of the message being replied to D

when replying | start new message below the quote ~ |

Messages forwarding

Default font of HTML message [\a‘erdana v ] I 12pt ]

Default action of [Reply all] button lreply to all N ]
Signature Options

Automatically add signature Ialways 5

When replying remove original signature from message

Spellcheck Options

Check spelling before sending a message D
Ignore words with symbols |
P ROl A Rt Rl TS ee Lis e L~ |

> In Composing messages, you can choose different items related to
writing your e-mails, as the format of writing, receipt, distribution, the
font, etc. .

Address Book

Address Book

Main Options

Default address book Personal Addresses v |
List contacts as lDispIay Mame v]
Sorting column Last Name ¥

Rows per page |50

Skip alternative email addresses in autocompletion ]
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> In the Address Book, you can choose the address book to use by default
(if several address books were created) as well as options sort and display
the contacts.

Special Folders

Special Folders

Main Options

Show real names for special folders ]

Drafts [Drafts v I
Sent Sent v/
Junk |--- v[
Trash - v[

Save

> In Special Folders, you can set where to place emails to be
considered Drafts, Sent Items, Junk and emails that go to Trash.

Server Settings

Server Settings

Main Options
Mark the message as read on delete
Flag the message for deletion instead of delete
Do not show deleted messages

If moving messages to Trash fails, delete them

i s s 4

Directly delete messages in Junk

Maintenance
Clear Trash on logout |

Compact Inbox on logout D

ngs, you can set the deletion of emails on




(, 33 NG Paper Group of Companies

> For other options, see below.

o Example of deleting: You no longer receive e-mails. Your
mail box is almost full or over quota. You want to delete
emails to “do maintenance” and receive your emails again.
However, you encounter an error message that prevents you
from deleting the desired messages

e What’s going on? : When deleting an e-mail, it is first
copied into the trash before being deleted from the inbox
(invisibly to the user). However the box is already full, the
copy is not possible, hence the error message!

e How to fix it? : In this interface Server Settings, select
“When moving message to trash fails, delete them. “You can
now delete emails without any problems.

Settings — Folders

Create Folder

roundcube e iClear@nce % mail & Address pook  LF

. Settings | Folders Subscribed | | Folder properties
| i
: Preferences | . Tadation
B Folders
. Drafts Folder name lTestOl '
o Identities
S
B Responses JSans Parent folder |Inbox ]
&0 Passwor d | CLEARANCE-WORKFLOW
Settings
RETURN-RECEIPTS -
List view mode | List Nl
| [t e
|

+ 8- O i
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> Click Save to validate the creation.

Edit — Delete Folder

roundcube [ 2 iClear@nce B Mail & Address Book 08

‘ 2 - -2 b
. Settings ‘ Folders Subscribed ‘Folderpmperﬁes ‘

1 £ M 1nbox Location |

0l
v Test01 Folder name Test01
. Identit | I
) —_—=
B Responses s Parent folder [Inbox ~~ ~]
|| sent
S d | 2
ssssss Settings
CLEARANCE-WORKFLOW ’ —
List view mode | List |
RETURN-RECEIPTS
Information
Messages (1]
Size 0

|

|

| |
|

|

I

I

» To proceed with the removal, select your folder and click the gear at
the bottom of page. You can either: delete the folder or empty the
folder. You can also see storage space usage (in percentage).

> To change the folder, simply click on the relevant folder. You can
then change the folder name, the parent folder, the display type and
can see the number of messages and the present size by the emails in
the selected folder. Link "Click for file size" allows for the
calculation of the size of these e-mails (when the number is greater
than 0).
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Setting — Identity

Create Signature

roundcube ® iClear@nce

Settings | Identities | Edititem

| K preferences ltzsun < testd1@local.com > ‘
|

| loisptaw name [=m

mail test01@local.com

| 8 1dentities |
| B Responses |

| +

> To set up a signature that will appear systematically in each of your
mails, go to Settings and Identities. E-mail Address From which you
are connected to Webmail.
> Click it and then enter the items you consider essential to your
signature. By default Display Name and Email are already filled
» Others can serve you if:
e Organization: you want to register your company,
association, or other entity of your choice
e Reply-To: you want the caller to respond to another
email address that you wrote with him
e BCC: you want to copy a hidden e-mail all your items
e Set Default: you have created one or more identities
(signatures) and wish it the default for your emails
e Signature: you want to customize the footer of your
emails (name, position held, phrases, images
e HTML signature: what has been specified
in Signature contains HTML and / or you want it to be
compatible with the mail client of your correspondent.
the changes of the manridenti
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Develop a signature with a picture

roundcube L iClear@nce

 Settings Identities ") HTML Source Editor - Mozilla Firefox (=13
Lol Preferences LT B RS . B LG YT R DR WSR2, 2. 2, 59/ webmail{programfisstiny mcefthemesfadvanced/source e r 7S
S Fold HTML Source Editor Word Wrap
3 1dentities <F> sawple Gext </p>
<p><img zzg="C:\Documents and Settings\admin\Desktop\Clyde File\USH
B Responzes FILE\Pic\=sterlingpapers2_logo.JBG border "0" ale="stex loge"/></p>

> This step requires that the image is hosted on a server
> To Place an image on your testO1, please follow the guide
e By checking Signature HTML
e Click on the square HTML to open window that allows
you to insert HTML code.
e To add an image you can add the following code

e Click Update to accept the changes and different
additions.

New Message

Going to create new message

roundcube L

=) N 8
- S
Relie=n  Compazs Reaphy

> To write a new message, click Compose If you do not see this button
(you are in the settings or address book), click the white envelope
email) on the top right. Then you will find this button.
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Options

— Abc, 4
| 4= ¥ v -I @7~ K-
Cancel Sena Save Sp=ll Allacnh |-acaluie  Respanzes

Contacts CERN N From test01 <testOl@local.com> % | ° Editidentities =
|\Q 3 To [
= - © addcc @ AddBcc @ AddReply-To @ Add Followup-To
| Personal Addresses
Subject
EY Global Addresses
a Editortype |HTML v‘ Priority !Normal v| Return receipt  Save sent message in
B 7 U EEFTE|ZE SFEWY &A% FontFamily - FontSize |-

Attach a file
4@ s H|(wA

|

> You clicked on “Compose ...”
> You enter details to write your e-mail such as adding contacts from
the Address Book, Attachments and Signature to the message.
> So you can find your saved contacts by clicking on the types of copies
that you want to assign their address
e To +:add your contact as direct recipient;
e (Cc +:add your contact as corresponding single copy

e Bcce +: add your contact as hidden corresponding copy.
Other recipients of the e-mail will not see those in Bee
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Send the message

roundcube @
zlag W. e .7/ k.

Cancel S=na Save Spall Allach Sqgnaluie  Respanzas
(—— EXZ
. Contacts I R O From |test0l <testO1@local.com> V] # Editident
Q To test01@local.com
Q addcc @ AddpBecc © Add Reply-To ©
B Personal Addresses
Subject ltest webmail
n‘ Global Addresses
[ P Editortype{_l'jTML v Priority @Emal V_' Retur
B 7 U | EEFEE = =L I TR ﬁ'Z’

4O 2 HwH9

|
I

> To send your message, Click the Send button (shape like paper plane)

Receive the message

roundcube @

: n+ 9& ”}1 - m-’ - f /. eee

Rehesn Campase Repl  Repall  Fawaia  Delele  Maik Hare
Q Inbox o )~ Subject ¢ % Fro
W Test0D1 (no subject) * Tria
# Drafts (no subject) THi:
& sent Re: Final Excel Trit
Fwd: Last Pay for Process 11-23-16 Trit

B CLEARANCE-WORKFLOW
sdfsdgsd roo

8 RETURN-RECEIPTS (B

« testwebmail

= Select  * Threads | = Messages 1 to 6 of 6 ~ IR R
v test webmail
| From testo1l L' Date 11.28.2016 09:41

abcdefghijkimnopgrstuvwayz

> Here is how the received email that it was therefore sent.
> If the email is not received automatically, you can click on “Refresh”
he top left (opposite horizontal arrows)
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' iClear@nce [ !
roundcube 2 80
- Abc + >
. > @& vi-|#*]-2 K.
Cancal Sena Save Sp=ll Allacn Sqnaluie  Respanzex
1
Contacts H <« » ™ ’ From test0l <testOi@local.com> ¥ | # Editidentities =
Q | To test01@local.com
© addcc @ AddBcc © AddReply-To @ Add Followup-To
E Personal Addresses
Subject test webmail
E¥ Global Addresses
~ Editor type [HTML v  priority [Normal %]  [] Return receipt  Save sent message in[Sent v
= i= = o il - i; -
BZ U EEZTE|ZIZE &Y «|A-%- FontFamiy - Font Size -Attachafile
=34 |@Q 2@ (B9
|| abcdefghijkimnopgrstuvwiyz| & 11re H

Test01 Sample text

» To attach/document(s) (PDF,Office,picture...) from writing your
message, you simply click on “Attach” top in the banner (the button
with clip)

Note: that the button “Attach a file” is available to the right of writing your message.

> The last possibility is to simply drag and drop from your file explorer
on your computer the area provided this purpose at the “Attach a
file”
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Using the Address Book

Organize your Address Book

roundcube & e
= =B Q Q-
[mpail Expail Campase  Advanced
[ Groups Contacts ‘
| l [
EY Personal Addresses ‘
E¥. Global Addresses
|
+ | & -+ No contacts found.
R R St N AU rsc 57 =

> Depending on your needs, your company and your life, it can be very
useful to organize their book with folders (group of contacts).

» To begin, click on the icon Roundcube Address Book (figure at top
right)

> To put all contacts , we decided to create a group called “Guides”

> To do this, click the “+” at the bottom left to create a group of
contacts.

» The cursor automatically moves to name input area.

Note: It is possible to create contacts in the “group” created by default (personal addresses)
without having to create a new contact group.

> To do this, simply click “+” at the bottom of the second column
(Create a new contact).
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Operation on contact groups

o i — = =i

EN¥ Siobal address==s

> Once your group is created, you have access to features related groups
> So you will find:

Rename Group
Delete Group
Save Search (active when you do a search group)

Clear Search (active when you do a search group)
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Add a contact, Part 1 — Properties

iClear@nce g ] !
roundcube & =  + BV
A il
fm 5. = Q =
[mpait Expatl Compase  Mvanced
Groups ‘Guides <« > W ‘Addnew contact ﬁ:
|
| % persons | Addresses | ‘
2 Guides | Test o1
| % Global Addresses | |
|
| |
N
| Middle Name
| | Suffix
| % add Display Name |
| = :‘c‘vr Nickname ‘
1 R Organization
Department
} Properties =
|
Email
‘ il
| [work v | testo1@email.com =
|
| Phone
‘ [Home ] [phone S
| Addre:
‘ [Hom, M| |Streel
‘ City ZIP Code
State/Province = ‘
+ o | T i

> To add a contact the group “Guides” it is first necessary to click “+”
the second column contacts (column contacts) ensuring you have
selected the first group (must be highlighted compared to other
groups). You can see at the same time we added a group “Support”
» Click Add to inform your contact information in four different areas:
e General Part: you will be able to add name, company,
etc..
e Properties: where you will add different email addresses,
phones, etc.. (a dropdown with "Add Field" is available
under Address) .
e Personal Information: where you will be able to enter the
date of birth, Sex, Maiden name, etc..
e Notes: where you will be able to enter the information
about your contact.
» For General Part, you can see below the possibilities
e Prefix
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Suffix

Display Name

Nickname

Organization

Department

Job Titled

» Once you have entered the information, click “Save”.

Add a contact, Part 2 — Personal Information

Add new contact

Addre== Boak Peimanal Sadre===x=
> Tes o1
! A Department
U pr Titlge

[(F— ==

* Aadd
® Delete
Properties I Personal information I Notes
Gender
Birthday Birl&hdiayf

lAdd field... is I

» You can see below the few additions to General
Information (Prefix, Middle Name, Suffix, Display Name,
Nickname and Organization) using the drop down menu "Add a
field...".

» Notice here the "Personal Information" section presented in the
above paragraph, as well as the drop down menu allowing to add
additional fields.

» If you have entered the information, click "Save".
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Add a contact, Part 3 — Notes

Add news contact

SAdgie== Baok: Peaisanal S0dre=ses

| Tes | o1
| Department |
| 30b Title |

Add Field. .. [

» The "Notes" section is a simple input box where you can add all kinds
of annotations related to the contact.
» If you have entered the information, click "Save".

Add a contact, Part 4 — Avatar

Upload photo
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> If you want to add/associate a picture/photo to your correspondent

(avatar), know that you can very simply as follows and as shown in
the screenshot below.

> Click "Add", then the window that opens, click "Choose a file". Load
the file you want from your computer, confirm your choice.

> Once back on the interface below, click "Upload" to validate the
adding of the image.

Add a contact, Part 5 — Finalization

j Add new contact

‘Tes o1
Department

Job Title

£ Replace Add field... ~
Propertes Personal informa Hon Notes
Email
[Home "I ' TestO1@email.com| | () I
Phone
Home v Phone =
Address
Street
| Ciky ZIP Code
| Country StatefProvince (=

» The Image is added, the email as well as the information needed to

contact are also indicated. It is possible to save the addition of the
contact by clicking "Save".

» You change the image by clicking "Replace" button.
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Add a contact, Part 6 — Verification

iClear@nce s @&
roundcube e c L
2 3 o
B - Q Q-
[mpail Expail Campaze  Mdvanced
Groups Guides ¥ & » ¥ || Contactproperties
| XL Personal Addresses ‘ | & Teso1

A Guides
‘ E¥. Global Addresses

Properties Groups |
‘ Email |
| | Home Test01@email.com

|
| ‘ |
AT [+]5 & oo [ succestutyeoves ]

» When the contact is saved, the message "successful saved" will
confirm this. You can then check the record of your contact by
clicking on this name in the contact list (having selected the right
group in advance or having searched). By default, the property tab is
active and displays the information entered in this section (see Part 1).

» Once a contact is created in a group, it is possible to remove the
clicking the icon at the bottom of the column of contacts (characters
with "-").

.
Modify a Contact
roundcube & IEISATECS
= Q e
[mpast Exparl Campos= Savancea
Groups [ Guides M o« > » ‘ Contact properties
EY persons | Addresses | & teso1 [ ——————————
A Guides 1 | | Tes 01

EX. Global Addresses

Properties Groups

‘ Guides
[1 suppert
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» You are of course possible to edit a contact. To do this, select contact
concerned, and then click "Edit contact" at the top right. You will
have access to all information into editable mode.

» In the capture below, we clicked on the "Groups" tab to display the
groups to which the contact belongs.

» In this tab, you can add a contact to a group by checking the
corresponding box.

» You can also drag and drop your contacts to move them into the right
groups. The tab "Groups" will be updated.

Do Search
roundcube & Ssicibg
= @3- =|Q c
rigant L et Camipiee facvancea
Groups Guides 500 0 Jravanced search
¥ personal | Addresses & Teso1
:u eaide: | perti Personal Other
& support
Y., Global Addresses Disalayiieme [—l
sssssssss
Last Name
Middle Nam
Prefix
Suffin
Nickname
| |
Organi
Departm:
Email
Phone
Addre
Websit
M
(e
+ B +

> You want to search through all your contacts. Click "Advance" in the
banner above. Then all possible fields will appear to allow you to
perform a search.

> Enter your search fields and click “Search”.
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Export your address book

6 ) | 202.2.2.89/webmailf?_task=addressbook c ‘ Q search | ﬁ g v ‘v“
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» You want to recover all your existing contacts from your RoundCube
webmail through a file export your address book.

» To do this, click the "Export" in the upper part.

» Clicking on a contacts.vef is generated and is available for download.

Import an existing address book
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| You can upload contacts from an existing address book.
We currently support importing addresses from the ¥Card or CSV {comma-separated) data
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» You used to work, manage your contacts with another email program
and have managed to export your contacts. It is possible, to import
your contacts by clicking "Import" to the left of "Export".

» The only format allowed the extension is Vef . However, the import
addresses from data formats vCard or CSV (fields separated by a
comma) is supported.

» The interface appears below. Click "Browse ..." to load the
file vCard or CSV that contains your address book to import.

» You have the choice of replace the entire address or not book.

» Once this is entered, click "Import" and importing your book begins.




