ArchMail Configuration Guide

y

ArchMail (www.archbalt.org/archmail) is a centrally hosted email system for the

employees of the Archdiocese. To simplify employee access multiple methods for
accessing email have been established. This guide identifies these methods and

provides instruction on configuring and using them.

The ArchMail system includes a state of the art SPAM filter that is continually updated
to filter unwanted email. On occasion the SPAM filter may identify legitimate items as
SPAM and place them in your quarantined mailbox. This guide includes instruction on
how to access your SPAM quarantine mailbox to review and release desired messages.
Quarantined messages will only be maintained for 14 days so users should establish

habits that ensure legitimate messages are not lost.

If you encounter difficulty or need further assistance the Archdiocesan help desk can be
reached at (410) 547-5305, option 1.

Email Access Methods:

Webmail
Webmail is a web based portal for accessing your email, calendar, and contacts from
any computer that has an internet connection. Webmail requires no configuration on

the local computer and can be used in tandem with any other method for checking your
ArchMail.

POP3

POP3 is a popular method for accessing mail that allows you to check your email by
configuring an email client to retrieve your mail from the ArchMail system. Popular
clients include Outlook, Thunderbird, and Entourage. POP3 allows the user to bring
multiple email addresses together into one place minimizing the effort required. POP3
supports the movement of email only and will not synchronize calendars or contacts

with the ArchMail system.
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Outlook (web connected)

The full version of Microsoft Outlook 2003 and 2007 can be configured to connect
directly to the ArchMail system. This method expands on basic email functionality and
support advanced features such as access to the global address list and calendar
sharing. Configuring Outlook to in this manner results in additional internet traffic and

should only be used by individuals with adequate internet speeds.
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Using the Archdiocese Outlook Web Access [y mosoronce

13 0utlook Web Access
Introduction

Did you know you can access your Archdiocesan email from any computer with an
internet connection? Microsoft Outlook Web Access (OWA) allows you to send and
receive email, manage your calendar, and look up contacts. In fact, OWA includes most
of the same functionality as Microsoft Outlook.

About this Guide

This guide was developed to help employees of Central Services use available technology
to assist their work when outside of the Catholic Center. Specifically, it addresses
common questions concerning Microsoft Outlook Web Access and the most frequently
used functions.

Please assist us in keeping this document current and correct. If you find information that
needs updating, please contact the Help Desk.

In addition, we invite and encourage your feedback. Future revisions will incorporate
your suggestions for improvement.

Microsoft Outlook Web Access (OWA)

Requirements

Microsoft Outlook Web Access (OWA) is a web-based application. Any computer
equipped with an internet browser (such as Microsoft Internet Explorer) and an active
internet connection can run OWA. For full functionality of the premium features in
Outlook Web Access 2003, Microsoft Internet Explorer (IE) version 6.0 SP 1 or above is
required.

Note: OWA will function with other Internet browsers such as Netscape or Firefox, but

certain features will not necessarily be available. Also, the appearance may differ
from the screens shown in this guide.
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Accessing OWA

Use the following steps to access Outlook Web Access (OWA).
1. Open your internet browser (program you use to access the internet — ex.: Internet
Explorer).
2. Inthe Address line of the browser window, type:
webmail.archbalt.org

A https:/iwebmail.archbalt.org/ - Microsoft Inte

File Edit Miew Faworites  Tools  Help

- ™ —,
QBack il > \iLI \ELI W | S | Search

Address ﬂj https: j fwebmail, archbalt . orgf

3. Press the [Enter] key. The browser displays the internet portal for Archdiocese
of Baltimore hosted email.

ARCHDIOCESE OF BALTIMORE

ARCHMAIL is the web-based email system for employees
in the Archdiocese of Baltimore.

Log In to ArchMai

remember, your Use rour Full Email address
example: s
For Assistance: For links to all email-related resources, please visit

Archiibcesan idip Dask the ARCHNMAIL portal page, wwwy.archbalt. orgfarchrmail

410-547-5305
helpdeski@archbalt.org

To access the Spam Portal, |og in here.
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4. Click the ARCHMAIL button.

For Assistance:

Archdiocesan Help Desk
410-547-5305

helpdesk@archhalt.org

ARCHDIOCESE OF BALTIVMIORE

ARCHMAIL is the yfeb-hased email system for employees
in the Archdiocese of BAlti

Log In to ArchMail
remembe ur |
example

r Full Email address

For links to all email-related resources, please visit
the ARCHMMAIL portal page, www.archbalt.orgfarchmail

To access the Spam Portal, log in here.

5. The OWA login window displays.

In the User name field, enter your AOB email address. (ittest@archbalt.org)

In the Password field, enter the password used to log in to your computer.

Click OK.

Connect to webmail.archbalt.org E|E|

webrmail archbalt.org

Lser name:

Passward;

| € ittesti@archbalt.org w |

[ ]remember my passward

[ 04 H Cancel ]

6. The system displays the Outlook Web Access Interface, discussed in the

following section.
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3. The Contact dialog box opens.

4. Type the desired information. General and detailed tabs include an array of fields to
enter contact details.

5. Click Save and Close.
To modify contacts:

1. Double-click the contact name to open the Contact dialog box.
2. Change the desired information.

3. Click Save and Close.

To delete items from a personal contact list:
1. Click the contact name.

2. Click Delete.









Modifying an Existing Appointment
You can update an existing appointment with new information, as long as you created the
original appointment.

To modify an existing appointment:

1. Double-click the appointment or event. The Appointment dialog box opens.
2. Type the changes in the appropriate fields.

3. Click Save and Close.

Scheduling A Meeting

The meeting request function allows you to invite people and schedule resources for an
activity.

To create a new meeting request:

In the Calendar view, click New. The New Appointment dialog box opens.
Type the Subject and Location in the text boxes.

Select the date and time for the meeting.

Click Invite Attendees |—_w1 Irwite Atte”ndeesl

Click either Required, Optional, or Resources. The Find Name dialog box opens.
Or, you can type in the attendees’ contact information.

Use the Find Names dialog box to locate attendees. Select the attendee name and
click Required, Optional, or Resources to add the individual to the meeting request.
Click the Availability tab to check attendee availability.

8. Mark the importance level if desired. Click Send to invite the list of attendees.

ok N

o

~

<2 https:Mwebmail.archbalt.org - Untitled -- Appointment - Microsoft Internet Explorer, provided b... g@gl
send il save| S E¢ ¥ Recurrence. . :_?Cance\ Invitation| { U | @ Help

Appointment | Availability

Reguest Responses %
Subject: Irmportant Meeting
Location:

Attachrents:

Start time: | Fri 11/17/2006 [-):00pm [-) O &l day event
Endtime:  |Fri 11/17/2006 [*]z:30em []
Reminder; | 19 minutes & Show time as: | Busy b
@j é e Inkernet
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Responding to a Meeting Invitation

When a meeting is scheduled, potential attendees receive an email invitation. Each
recipient can respond by opening the invite, then accepting, tentatively accepting, or
declining the meeting.

<A https:/iwebmail.archbalt.org - Important Meeting - Microsoft Internet Explorer providad by The ... g@@
+ ficcept| 2 Tentative| % Dedine| =4 €% [ Z]Calendar... | & =i 1 [ K | & # | @Help

From: IT Test Account Sent: Fri 11/17/2006 9:05 PM
Required: IT Test Account

Optional: :[

Resources:

Subject: Imporkant Meeting

Location:

When: Friday, Movember 17, 2006 5:00 PM-3:30 PM

Atkachments:

Reminder: | 15 minutes w

@:I Done é Unknawn Zone (Mixed)

To accept a meeting invitation, click Accept on the OWA toolbar.
To tentatively accept a meeting invitation, click Tentative on the OWA toolbar.
To decline a meeting invitation, click Decline on the OWA toolbar.

No matter which response you select, the message response dialog box opens, and after
clicking Send, the system sends an automatic response to the meeting organizer.

Rescheduling and Canceling a Meeting

To reschedule a meeting:
1. In Calendar view, double-click the meeting entry on the calendar.
2. Make the necessary changes, then click Send to send the update to all attendees.

To cancel a meeting:

1. In Calendar view, select the meeting to cancel.

2. Click Delete on the OWA toolbar. An Alert dialog box opens. Click Yes to notify
attendees of the cancellation. A Cancelled Meeting Notification dialog box opens.

3. Click Send to send the cancellation notice to all attendees.
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Logging Out
Logging out of OWA prevents unauthorized use of your account and is recommended
prior to visiting other web sites.

To log out of OWA, click Log Off |- ILog Off o4 the right edge of the toolbar.

NOTES:
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VIAILMARSHAL
Archdiocesan Spam Portal Users Guide —

Introduction

Did you know that the Division of Information Technology blocks 20,000 — 40,000 spam
email messages daily? Spam is defined as: “Indiscriminate, unsolicited, unwanted,
irrelevant, or inappropriate emails sent in mass quantities.” Over 70% of inbound
messages are spam.

MailMarshal is a tool in use to block messages identified as spam. However, because
spammers constantly change tactics, it is impossible to be 100% accurate when filtering
spam messages. Some messages that should be blocked get through, while a few
legitimate emails may be blocked. To bridge this gap, and to address differing individual
email preferences, the Division of Information Technology has made available the
Archdiocese Spam Portal. The Spam Portal is a tool that allows you to view blocked
spam messages, restore any messages you want to your inbox, and manage your safe and
blocked senders’ lists.

About this Guide

This guide was developed to help employees of Central Services use the Archdiocesan
Spam Portal tool to proactively monitor and manage unwanted email (spam).

Please assist us in keeping this document current and correct. If you find information that
needs updating, please contact the Help Desk.

In addition, we invite and encourage your feedback. Future revisions will incorporate
your suggestions for improvement.

Page 37 of 60


mailto:helpdesk@archbalt.org

Accessing the Spam Portal

Use the following steps to access the Spam Portal.
1. Open your internet browser (program you use to access the internet — ex.: Internet

Explorer).

2. Inthe Address line of the browser window, type:
webmail.archbalt.org

A https:/iwebmail.archbalt.org/ - Microsoft Inte

File Edit  Miew

G Back - ?,

Favaorites  Tools  Help

Address ﬂj https: j fwebmail, archbalt . orgf

3. Press the [Enter] key. The browser displays the internet portal for Archdiocese
of Baltimore hosted email.

For Assistance:

Archdiocesan Help Desk
410-547-5305

helpdesk@archbalt.org

ARCHDIOCESE OF BALTIMORE

ARCHMAIL is the web-based email system for emplayees
in the Archdiocese of Baltimore.

Log In to ArchMail

remembe U ir Full Email address

example: my

For links to all email-related resources, please visit
the ARCHMAIL portal page, www.archbalt org/archrmail

To access the Spam Portal, log in here.

4. Click the SPaAm PORTAL button.

For Assistance:

Archdiocesan Help Desk
410-547-5305

helpdesk@archbalt.org

ARCHDIOCESE OF BALTIMORE
ARCHMAIL is the web-based email system for employees

in the Archdiocese of Baltimore.

Log In to ArchMail

rememkb U

Full Email address

example: my

Far links to all email-related resources, please visit

the ARCHMAIL portal page, W.archbalfW
To access the Spam Portal, log in here.
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5. The Spam Portal login window displays.
In the User name field, enter your AOB email address. (ittest@archbalt.org)
In the Password field, enter the password used to log in to your computer.
Click OK.

HRathentication Required

e Enter username and password For https:f/webmail.archbalt.org

User Name: ‘ |

Password: | |

6. The system displays the Spam Portal interface, discussed in the following section.

MAILMARSHAL st

Spam Quarantine Management -
¥z )

Welcome MAIN\SForsyth You have 1 blocked email
Blocked Messages
Today's Data This Week's Data This Month's Data

Alowed 6 (85%) Allowsd 28 (37%)
Blocked 1(14%) Blocked 1 (3%)
Total 7 Total 29

Allowed 190 (94%)
Blocked 12 (5%)

Total 202
Latest Blocked Mail
| |
Unblock Delete |
[ From Subject & Size Date
D tensioning@lamoneda.com.ec Seuxal Indiscretions inn Marriage & 16694 9:16 AM

| View All
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Spam Portal Interface

The Spam Portal lets you manage email messages that have been blocked by
MailMarshal as spam. (Messages blocked for content or viruses are not accessible
through the Spam Portal.)

You can see the subjects and other information about blocked email that is addressed to
you. You can unblock any email that you want from your spam portal.

Review Blocked Email
This page allows you to see a list of email messages that MailMarshal has blocked.

If other users have allowed you to review their mail, use the list at the top left to select a
user. You can only see email for one user at a time.

The list shows the sender, recipient, subject, date, and size of each message. Optionally
the second line of each listing shows the beginning of the message text. You can show or
hide this text by clicking Toggle Message Body.

The list is sorted in date order with the latest messages first. If there is more than one
page of messages, you can move through the list using the page numbers at the bottom of
the listing.

You can sort the list by clicking on any column heading. Click a heading again to reverse
the sort order. Sorting affects the entire list even if there is more than one page of
messages.

You can view more of the message text by clicking on the subject of a message. This
opens the message in Display Message view.

To take action on messages:
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1. Select one or more messages by checking the box at the left of each listing.

MAILMARSHAL

Spam Quarantine Management

Blocked Mail

\ Unblock
I:‘ From To
I:‘ MerleaudubonMarcus@awloutdoors.com tredgersi@archbalt.org

[F] terct@bar-plate.com trodgers@archbalt.org

[ scuswi@osdir.

trodgers@archbalt.org

[F] trodgers@archbalt.org trodgers@archbalt.org
I:‘ LizzieinjuricusRosen@time.com trodgers@archbalt.org
I:‘ trodgers@archbalt.org trodgers@archbalt.org
I:‘ newslettersi@zdnet.cnline.com tredgersi@archbalt.org

I:‘ HrystaldelaneyAderman@powerfulinformation. crg trodgers@archbalt.org

[ trodgerst@charter.net trodgers@archbalt.org

[Fl shidmenoan: ~am trrdnarcarchhalt nen

— Blocked
Mail
L

K& Al Folders (321)

Delete
Subject & Size
Enhance, enlarge and thicken your 1018
manhood
Luzxury Pens
| can help you & 327596
Subsoription status 4481

103
987
113
IDZ254 UK, Ffizer! 284
Heas 42 18272

User
Settings

10:01

Al

-8 AN

2. To delete all the messages in a folder, navigate to the folder you wish empty and click

the recycle bin next to the folder selection menu.

Questions?

For assistance using the Archdiocesan Spam Portal, please contact the Archdiocese
Information Technology Help Desk at (410) 547-5305 (Option 1) or

helpdesk@archbalt.org.
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To configure Outlook 2003 (07) for your Archmail Account /7
(N~
r

Open Outlook.
Click the Tools menu, and select Account Settings...

On the E-mail tab, click New...

> nh -

If you are prompted to Choose E-mail Service, select Microsoft Exchange, POP3, IMAP, or
HTTP, and click Next.

5. Inthe Auto Account Setup screen, Select Manually configure server settings or

additional server types.

Add Mew E-mail Account

x]

Auto Account Setup

[#]anually configure server settings or additional server bvpes:

[ < Back ” Mext = ][ Cancel

6. Click Next.
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7.  Since you are configuring Outlook 2003 manually, select Internet E-mail and click Next.

Add Mew E-mail Account [5_<|

Choose E-mail Service

Conneck ko your POP, IMAR, ar HTTP server ko send and receive e-mail messages.,

) Microsoft Exchange
Zonneck ko Microsoft Exchange for access ko wour e-mail, calendar, contacts, faxes and voice mail,

) other
Conneck bo a server bype shown below,

< Back ” Mext = l[ Cancel
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8.  Here you will enter your user information provided from the Archdiocese:

User Information

Your Name: Your name as you would like it to appear in the "From:" field of the

recipient's email.

Email Address: The full Email address provided to you by the Archdiocese.
(i.e. - username@archbalt.org)

Server Information

Account Type: POP3

Incoming mail server: webmail.archbalt.org

Outgoing mail server (SMTP): webmail.archbalt.org

Logon Information

User Name: Enter your full address in the format username@archbalt.org

Password: Enter your email password.

Require logon using Secure Password Authentication (SPA): Leave this option

unchecked.

Add New E-mail Account

Internet E-mail Settings

User Information

Your Mame:

E-mail Address:

Server Information
Account Type:

Incoming mail server:
Cukgaing mail server (SMTREY:
Logon Information

ser Mame:

Password:

Each of these settings are required to get vour e-mail account working.

ser Mame

username@archbalt.org

PioP3 w
webmail archbalt.org

webmail, archbalt,org

username@archbalt,org

**********l

Remember passward

[ ] Require logon using Secure Password Authentication (SPa)

X]

Test Account Settings

after filling out the information on this screen, we
recommend wou kesk vour account by clicking the
button below, (Requires network, conneckion)

Test Account Setkings ...

Maore Setkings ...

< Back ” Bexk = ][ Cancel ]
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Click the More Settings... button, and select the Outgoing Server tab.

10. Click the Advanced tab, and check the box next to This server requires an encrypted
connection (SSL) under Incoming Server (POP3), and set it to 995.

11.  In the Outgoing server (SMTP) box, enter 25, and select NONE from the drop-down menu

next to Use the following type of encrypted connection:

| General | Outgoing Server | Connection | Advanced |

Server Port Numbers
Incoming server (POP3): | 995
1> This server requires an encrypted connection (SSL)
Qutgoing server (SMTP): | 25
Use the following type of encrypted connection: | None [ae]
Server Timeouts
Short 7 - Long 1 minute

Delivery
— > Leave a copy of messages on the server
[CJremave From server after days

[“]Remoave From server when deleted From 'Deleted Items'

{ OK ][ Cancel ]

Note: Here you may also choose to leave a copy of the messages on the server. We recommend this as it
allows for a backup of emails in case something were to happen to your computer.

12.  Click OK.
13. Click Test Account Settings... After receiving 'Congratulations! All tests completed

successfully', click Close.
14.  Click Next, and then click Finish.

Congratulations!
You're done configuring your client to send and retrieve messages and settings from your Archmail

account.

Questions?
For assistance using the Archmail with Outlook 2003 -07, please contact the Archdiocese Information
Technology Help Desk at (410) 547-5305 (Option 1) or helpdesk@archbalt.org.
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Configure Outlook 2003 (07) for Exchange over HTTP /7
[ %

,1. Open Control Panel. ——
2. Click the mail icon (Classic View)
3. Click the Email Accounts... tab
4. Click New...
5. If you are prompted to Choose E-mail Service, select Microsoft Exchange, POP3, IMAP, or

HTTP, and click Next.
6. Inthe Auto Account Setup screen, Select Manually configure server settings or

additional server types.

x]

Add New E-mail Account

Auto Account Setup

[#]Manually configure server settings or additional server bvpes!

[ < Back ” Mext = l[ Cancel

7. Click Next.
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8.  Since you are configuring Outlook 2003 (07) manually, select Exchange and click Next.
Add New E-mail Account
Choose E-mail Service
O Internet E-mail
Connect to your POP, IMAP, or HTTP server to send and receive e-mail messages.
> OMi ge
Connect to Microsoft Exchange for access to your e-mail, calendar, contacts, faxes and voice mail.
O other
anrictitio a server type shown belouq.
l < Back " Mext > ] I Cancel
9. Here you enter your server and username information:
Microsoft Exchange Server: Farragut.main.archbalt.org
Username: Lastname, Firstname (in the format as shown: Lastname — Comma — Firstname)
"Rdd New E-mail Account
Microsoft Exchange Settings
‘You can enter the required information to connect to Microsoft Exchange.
Type the name of your Microsoft Exchange server, For information, see your system
administrator, i
Microsoft Exchange server: LFfaﬁrragut.main.archbalt.org
[¥liise Cached Exchange Mode:
Type the name of the mailbox set up for you by your administrator. The mailbox name
is usually your user name, ,
User Name: iLastname, Firstname
[ < Back ][ Mext = j [ Cancel ]
10. Click the More Settings... button, and select the connection tab.
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11.

12.

13.

Check the Connect to Microsoft Exchange via HTTP box, and click Exchange Proxy

Settings button underneath.

fiicrosoft Exchange

| General | Advanced | Security J Connection | Remote Mai ‘

Connection

Use these settings when connecting to Microsoft
Exchange when working offline:

(%) Connect using my Local Area Network (LAN)
(O Connect using my phone line
(O Connect using Internet Explorer's or a 3rd party dialer

Modem

Jse the following Dial-Up Networking connection:

Pronettiec add
roperces. .. ~A4d.,

Qutlook Anywhere

[V]Connect to Microsoft Exchanae using HT TP <

[ Exchange Proxy Settings. .. ] <

l OK ‘[ Cancel ]L&\_pply ]

Under Use this URL to connect to my proxy server for Exchange

Enter: Webmail.archbalt.org

And change the Proxy Authentication to: Basic Authentication

| Microsoft Exchange Proxy Settings

identity verification method that you want to use, If vou don't know which options to
select, contact your Exchange Administrator,

Connection settings

Use this URL to connect to my proxy server for Exchang_e:

Microsoft Office Outlook can communicate with Microsoft Exchange over the Internet by
nesting Remote Procedure Calls (RPC) within HTTP packets. Select the protocol and the

A

https:ff webmail. archbalt.org

inect using S5L only

[T]only connect to proxy servers that have this principal name in their certificate:

[Jon fast networks, connect using HTTP first, then connect using TCPJIP
On slow networks, connect using HTTP first, then connect using TCPJIP

Proxy authentication settings

Ise this authentication when connecting to my proxy server for Exchange:
IEasic Authentication [ l]

A

I OK ] [ Cancel

]

Click OK twice to return to the Add New E-mail Account window.
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14.  Click Next
*After this step you may be prompted to enter your username and password. Use the same

username and password you were given by the Archdiocese to access your archbalt.org
account.

15. Click Next, and then click Finish.

Congratulations!
You're done configuring your client to send and retrieve messages and settings from your Archmail

account.

Questions?
For assistance using the Archmail with Outlook Express, please contact the Archdiocese Information
Technology Help Desk at (410) 547-5305 (Option 1) or helpdesk@archbalt.org.
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To configure Outlook Express for your Archmail Account

4

1. Open Outlook Express.
2. Click the Tools menu, and select Account Settings...

On the E-mail tab, click add -> mail...

Internet Connection Wizard @

Your Name

When you send e-mail, your name will appear in the From field of the outgoing message.
Type your name as you would like it to appear.

Display name: lUser Name

For example: John Smith

[ Next > ] [ Cancel J

4. When the setup wizards pops up, type the name you wish other to see in their “From” field,

and then click Next.
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Next type your Email Address as it was given to you, and click Next.

(i.e.- username@archbalt.org)

Internet Connection Wizard @

Internet E-mail Address

Your e-mail address is the address other people use to send e-mail messages to you.

E-mail address: usemame@archbalt.ord

For example: someone@microsoft.com

[ < Back ][ Mext > ] [ Cancel ]

When asked for the POP3 server names, enter: webmail.archbalt.org for both incoming and

outgoing server names, then click Next.

Internet Connection Wizard @

E-mail Server Names

My incoming mail server is a( | POP3 v | server

Incoming mail (POP3, IMAP or HTTP) server:
— [webmail.archbalt.org [

An SMTP server is the server that is used for your outgoing e-mail.

Dutgoing mail (SMTP] server:

—1 5 [_ugebmail. archbalt.org [

[ < Back ][ Next > ] [ Cancel ]
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7.  Here you will enter your user information provided from the Archdiocese, then click Next.

e Account Name: Enter your full address in the format username@archbalt.org
e Password: Enter your email password.
e Log on using Secure Password Authentication (SPA): Leave this option blank

Internet Connection Wizard @

Internet Mail Logon

Type the account name and password your Intemet service provider has given you.

Account hame: [usemame@archbalt. org ‘
Password: |oouooo| I
FRemember password

If your Internet service provider requires you to use Secure Password Authentication
[SPA] to access your mail account, select the 'Log On Using Secure Password
Authentication [SPA)' check box.

[] Log on using Secure Password Authentication [SPA)

[ < Back ][ Next > ] [ Cancel ]

8. Click Next, and then Finish.

9. At the top of the screen, click Tools, and click Accounts...

¥ Inbox - Outlook Express

File Edit View WEEEW Message Help

Eoa; . Send and Receive ’ s ——
[_T_j i : Synchronize All \ [ =
Create Mail R ¥ Delete Send/Recy
Address Book... Ctrl+Shift+B
i Add Sender to Address Book
' Fold -
sal | Message Rules » Subject
| [—‘;3 Outlook Express ok Expre... ‘Welcome to QOutlook
= @ Local Folders \Windows Messenger >

= inbox
S outbox |

@ Sent Ikems| Options. %
Deleted Items

<&} Drafts
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10.

11.
12.

13.

Select your webmail.archbalt.org and click Properties.

Internet Accounts

| Al Mail \News | Directory Service |
Account Type Connection
= webmail.archbalt... BIEIRGEEEIA] Any Available

In the new window click the Advanced Tab.

Check the box marked This server requires a secure connection (SSL), and make sure the

port number changes to 995.

¥= webmail.archbalt.org Properties

?X)

| General | Servers | Connection | Securityj Advanced

Server Port Numbers -

Qutgoing mail (SMTPY): l 25

[] This server reguires a secure connection (SSL)

Incoming mail (POP3): LSSS I

> This server requires a secure conhnection [SSL)

Server Timeouts -

Short Long 1 minute
Sending

[[]Break apart messages larger than |50 ’ KB
Delivery

> Leave a copy of messages on server

[l Remove from server after ! < day(s)

> [V]Remove from server when deleted from 'Deleted Items

[ 0K ][ Cancel ][ Apply ]

NOTE: Here you may also choose to leave a copy of your messages on the server.

Click OK.
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14.  Click on Send and Recv to retrieve your mailbox. Click Yes when the Security Warning ask
you Do you want to use this server?

¥ Qutlook Express

i Connecting to 'webmail. archbalt.org'...
Securing...
| | | << Details |

Internet Security Warning

T3 The server you are connected to is using a security certificate
! that could not be verified.

=X A required certificate is not within its validity period when
» Ch verifying against the current system clock or the timestamp in
the signed file.

Do vou want to continue using this server?

[ Yes ,] [ Mo ]

0 of 1 tasks have completed successfully A

Congratulations!
You're done configuring your client to send and retrieve messages and settings from your Archmail
account.

Questions?

For assistance using the Archmail with Outlook Express, please contact the Archdiocese Information
Technology Help Desk at (410) 547-5305 (Option 1) or helpdesk@archbalt.org.
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To configure Thunderbird for your Archmail Account

4

Open Mozilla Thunderbird.

Click the Tools menu, and select Account Settings...
On the Add Account...

> W nh -

When the setup wizard pops up, select Email Account, and then click Next.

New Account Setup

In order to receive messages, you first need to set up a Mail or
Newsgroup account.

This Wizard will collect the information necessary to set up a Mail or
Newsgroup account. If you do not know the information requested,
please contact your System Administrator or Internet Service Provider.

Select the type of account you would like to set up:

@ Email account

(") RSS News & Blogs
() Gmail

(") Newsgroup account

< Back | Next> 1[ Cancel
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Next type your Name as you would like it to show up in the recipients mailbox and the Email

Address as it was given to you, and click Next.

(i.e. - username@archbalt.org)

Identity

Each account has an identity, which is the information that identifies
you to others when they receive your messages.

Enter the name you would like to appear in the "From" field of your
outgoing messages (for example, "John Smith").

Your Name: ' Your Name

v

Enter your email address. This is the address others will use to send email
to you (for example, "user@example.net").

v

Email Address: Vusername@archbalt.org

[ <Back | [ Net> | [ Cancel |

Select POP for the type of incoming server, enter: webmail.archbalt.org for both the incoming

and outgoing server, then click Next.

Server Information

Select the type of incoming server you are using.

Enter the name of your incoming server (for example,
"mail.example.net").

» Incoming Server: | webmail.archbalt.org

Uncheck this checkbox to store mail for this account in its own directory.
That will make this account appear as a top-level account. Otherwise, it
will be part of the Local Folders Global Inbox account.

Use Global Inbox (store mail in Local Folders)

Enter the name of your outgoing server (SMTP) (for example,
"smtp.example.net").

» Outgoing Server: 3Webmail.archbalt.org \

< Back ][ Next > ][ Cancel ]
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7.  For the incoming username type your full email address, and click Next.

(i.e. - username@archbalt.org)

TR

User Names

Enter the incoming user name given to you by your email provider (for
example, "jsmith").

Incoming User Name: \ username@archbalt.org

” Your outgoing (SMTP) server, "webmail.archbalt.org”, is identical to

your incoming server, your incoming user name will be used to access it.
You can modify outgoing server settings by choosing Account Settings
from the Tools menu.

| <Back || Net> || Cancel |

8.  For the account name, simply type a name in which you would like to refer to this account as.

(i.e. — Archmail, or your email accountl)

s R =

Account Name

Enter the name by which you would like to refer to this account (for
example, "Work Account”, "Home Account"” or "News Account").

Account Name: : username@archbalt.org|

[ < Back ][ Next > ][ Cancel ]

9. Click Next, and Finish.
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10.  Select the Server Settings option from the left menu.

s servgs_ . =
=
> - Server Settings

~Copies & Folders Server Type:  POP Mail Server

Composition & Addressing Server Name: ‘ webmail.archbalt.org @Default 995

- Disk Space
é..Junk Settings User Name: | username@archbalt.org_!

Return Receipts
- Security

=l Local Folders Use secure connection:
- Disk Space (7) Never () TLS,if available () ILS
~Junk Settings

Use secure authentication
Outgoing Server (SMTP)

| ~ Server Settings

~ Security Settings

Check for new messages at startup

Check for new messages every |10 | minutes
Automatically download new messages
Fetch headers only

Leave messages on server

Foratmost 7 days

Until I delete them

] Empty Trash on Exit

] Local directory:

[ Add Account...
— [C:\Users\Zero\AppData\Roaming\Thunderbird\ProfiIes\Steflvll! ’ Browse... ]

‘ Setas Deiault ‘

[ Remove Account ]

! [ oK J [ Cancel ]

—=—— —

11.  Under security settings, select SLL. And change the port number above to 995 if it has not
automatically done so.
12.  Under server settings you have the option of leaving a copy of your messages on the server.
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13. In the left hand menu, click Outgoing Server (SMTP
o
\ Server Settings Outgoing Server (SMTP) Settings

- Copies & Folders Although you can specify more than one outgoing server (SMTP), this is only
--Composition & Addressing recommended for advanced users. Setting up multiple SMTP servers can cause

' Disk Space errors when sending messages.

~Junk Settings z

: webmail.archbalt.org (Default)
~Return Receipts . [L]

= Local Folders —
-Disk Space 1 iegﬁ l
~Junk Settings

Outgoing Server (SMTP)

] Set Default l

Description: <not specified>
Server Name: webmail.archbalt.org
Port: 25
User Name: <not specified>
Secure Connection: None

Set as Default ‘

[ Add Account... ]
|
\
\

Remove Account \

14. Double click on the option for your archbalt account.
15. In the pop up box, make sure the port number is set to 25, and that Use name and Password
is checked and your full email address is typed next to the username box.

R~ 3
SMTP Server

~ Settings

Description: I ‘

Server Name: ’ webmail.archbalt.org J

@[5 Dpefaute 25

~ Security and Authentication

Use name and password

User Name: l username@archbalt.org

Use secure connection:
@ No ) TLS,if available () TLS ) SSL

[ OK ] [ Cancel ]
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16. Click on Get Mail to retrieve your mailbox. Click Yes when the Security Warning ask you Do
you want to use this server?

Server Certificate Expired @

"webmail.archbalt.org” is a site that uses a security certificate
to encrypt data during transmission, but its certificate expired
on 10/22/2008 7:58 PM.

You should check to make sure that your computer's time
(currently set to Tuesday, January 27, 2009 11:26:55 PM) is
correct,

Would you like to continue anyway?

[ Gnea ]

Congratulations!

You're done configuring your client to send and retrieve messages and settings from your Archmail
account.

Questions?

For assistance using the Archmail with Mozilla Thunderbird, please contact the Archdiocese Information
Technology Help Desk at (410) 547-5305 (Option 1) or helpdesk@archbalt.org.
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