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Helpful Ulmail Resources

e User Guides

e Ulmail Quick Reference

Guide k

* WWW.Ui-icon.org



http://ijies.sie.telkomuniversity.ac.id/index.php/IJIES/article/view/43
https://creativecommons.org/licenses/by-sa/3.0/

* The IB Subcommittee and United States Department of Labor approved the Ulmail
Project
* Provides secure messaging of sensitive Ul information
* Sends and receives messages via secure mail server
* Approved users only
* Password protected
* Monthly purge

Ulmail Highlights




Ulmail Benefits

* Easy to use

* Able to send and receive Pll securely to and
from other states and within your own
state.

 Ulmail resides on a secure server
* Reduces USPS mailing cost

* Expedites response time compared to USPS




UI-ICON Account

Lredte New ACCount:

First Mame:

Lazt Name:

Telephone:

Lddress:

| |
| |

E-mail Address: | |
| |
| |
|

City, State:

ZIF Code;

Secret Question: | ¥

Tour Answear: | |

dccount Type:
L FocC Exceptions

D Military Mccournk Raguast
[ wresz

[rcct request Record Add/Edit

[Create Acmunt] [RESnat] [Cancel]

@ 2007-20310, UI-TCON
Material containedinthe UI-1C0OM.org web site iz considered proprietary and confidertial, Distribution ootside of
B 5 Ig swicily prohibied, Ifyou have any qUesTions, CORCErns, oF Comments aboutthe LI-1COM.org web i,

Account
Creation

* Account must be approved
by IPC/FPC




I-ICON Login

UI-ICON Logln:
Login or \Website Support: 1-800-327-9251

Logged into UI-ICON
A ccoun t S | Applicationss

‘ » Web Portal

» Change Password
-Ulmall

» FCCC Help Desk

QCELC dso Il L

User 10!

Creation

» Create New Account
» Drupal Site Admin
» Upgrade Account

» WIC2 Add/Update

» Forget password? :
2050 » FCCC Request Record Add/Edit

» Ne=d Help?

» UI-ICON Info

» Military-State Data Exchange System -- State Personnel
» [B8606 Read/Wnts Usar
» CWC 02-12 Admin

« Logout




Folders
Last Refresh:
Tue, 3:14 pm
(Check mail)

- & INBOX (1)
& Drafts
<9 Sent
& Trash (Purge)
j Saved Folder

« Web Portal

Current Folder: INBOX Sign Out
Compose Addresses Folders Options Search Help Directory Contact Us User's Guide

Toggle All Viewing Messages: 1 to 10 (10 total)
Move Selected To: Transform Selected Messages:
| INBOX v || Move || Forward | | Flag | Unflag | Read || Unread || Delete |
/" From @D Date @ Subject @ )

| Kathy. Flynn 2:17 pm = Re: ICON Training at Your Finger Tips

| Rathy.flynn@ui.uimail  2:12 pm 1 Out of office

| Kathy. Flynn 11:08 am & Re: ICON Training at Your Finger Tips

\_




Folders

Last Refresh:
Tue, 3:14 pm
(Check mail)

- & INBOX (1)
& Drafts
<9 Sent
& Trash (Purge)
j Saved Folder

« Web Portal

Current Folder:

Sign Out

mpose Addresses Folders Options Search Help Directory Contact Us Usm

Toggle All

Move Selected To:

| INBOX v || Move || Forward |
From@O Date O

] Kathy.Flynn 2:17 pm

| Rathy.flynn@ui.uimail  2:12 pm

] Kathy.Flynn 11:08 am

Viewing Messages: 1 to 10 (10 total)

Transform Selected Messages:

| Flag | Unflag | Read || Unread || Delete |

Subject O
= Re: ICON Training at Your Finger Tips
—1 Out of office
& Re: ICON Training at Your Finger Tips




Folders
Last Refresh:

Tue, 3:14 pm
(Check mail

- £ INBOX (1)
< Drafts
<§ Sent
¥ Trash (Purge)
(§ Saved Folder

« Web Portal

P —

Current Folder: INBOX Sign Out
Compose Addresses Folders Options Search Help Directory ContactUs User's Guide

Toggle Al Viewing Messages: 1 to 10 (10 total)

Move Selected To: Transform Selected Messages:

INBOX v \M Forward ‘Flag Unflag ReadHUnreadHDelete\

From® Date @ Subject ©
[ Kathy.Flynn 217pm 3 Re: ICON Training at Your Finger Tips
" | kathy fiynn@uivimail ~ 2:12pm I Out of office
[ Kathy.Flynn [1:08am i Re: ICON Training at Your Finger Tips

[current Foiger. tvBOX

Compose aAddresses  Folders Options Search Help Directory Contact Us  User's Guids

To:

cc:

Bec:

Subject:

Priority | Nomral % | Aeceipt: [ On Read O] On Oelivery

[ Signature | [ Addresses | [ Save Drst | [Send | [ Groups | [ Check Spelling | [ Cancel |

= ﬁtfa&n

_ Dhnoseif:' ile ﬁn,%letﬁmn’

(A1) mav. 21)

Send | :




Togdle AT \Clurent Falder, INBOX

: Crarpose Addresses Folders Owptions Search Help Directeay Teer's Guide Contact TTa
Mliowe Selected To:

IMEC =] Move | Fondgrd | Ta|

From 0 Date @ Subject @ |
™ T, Support {22005 BeiAddng an address Bec|
I Mochas] Hufmam Jal 1, 2008 + Subject Ime wnth attachment Zubject |

™ Eathr.Conth Jan 30, 2008 ARe: Hew Screenshet for Tinaill Friority| Momnal =] Becespt [ On Read [ On Delivery
M Eathy Conti Tun 30, 2008 ? Peoblern Clakn signenute | Addresces | SeveCmn | Send | Gioups | check=peiing | cancel

™ Loa Eloagh Jan 28, 2002 Lerem tpzurn dolot st amet T

™ Les Blowgh Jan 28, 2009  Lasern tpauen doloe it sdnet. . \‘\\ /
™ Lori Blonzh Jan 26, 2009 Test Drafts ®
™ hfickas] Huffzn Tul 1, 2008 & Angthing elze?
™ Michael Huffman Jul 1, 2008 Be: New Inbox Screenshot [
™ Kathy.Conti Jun 30, 2008 CWC guestion

[ Rathy Cont Jun 30, 2008 | W Problem-Heln Meeded YO u have

e FOUR ways

to find your
Contacts.

https://'www.ui-icon.org




Addresses

Composg Addresses) Folders Options Search Help Directory Contact Us User's Guide
Toggle All Viewing Messages: 1 to 10 (10 total)
Move Selected To: Transform Selected Messages:

INBOX v I Move ” Forward ] [ Flag l Unflag [ Read H Unread H Delete ]

From @ Date @ Subject @ Edit Delete

[J Kathy.Flynn 2:17 pm =1 Re: ICON Training at Your Finger Tips
[J kathy.flynn@ui.uimail ~ 2:12 pm 1 Out of office
[J Kathy.Flynn 11:08 am & Re: ICON Training at Your Finger Tips
Compose Addresses Folders Options Search Help Directory ContactUs User's Guide I_h

«
Add address

| Edit selected || Delete selected || Compose to selected | E

Personal address book

o Compose to
[ angela.ford@tx.u  Angela Ford angela.ford(@x.uimail 512-340-
4614
[ anthony.turner@c  Anthony Turner anthony.turner(@co.uimail 303-318- . I € Cte d p SIS0H ( : )

9394



Sin 0

ptions Search Help Directory User's Guide ContactLls User's Guide

..... A
U

Add address
[Edi’se!eded J! [alefe seleded ;[ Compozeto seledEdJ

Personal address book
Nicknames ~ NameD Email0) Info
 Amanda Amanda Gohl armancia.0ofichu umal 4073064914
A d d re S S e S ¢ Freq uently used contacts ] Banny Barmy Ortiz bhennyortiz@y Limal A07-306:9645
Bl BilBlough 0l Bloughi@ul wmal 407-306-3622
P orsona | * Closed System T i OniaGikey  oohisbikbGuiiinal 07405605
[ )

) fathy Iahy Fyn g imal 803-753-6644
Delete/Edit/Update |

oneinebali@n Lo Bl et bl Gnmyumal 518-285-8503

A d d F'ess B OO0 k Contacts [ saechd | | Dkt [ Composeoselce |

Nicknames Add to Personal address book
Nickname st be Lnigue

E-mail adciress:|

Firt neme; |
| ast name |
Additional info

| Add s




e Create a new folder or subfolder

FOlderS * Rename folders

e Delete a folder

Folders

Compose Addresses Folders Options Search Help Directory Confact Us User's Guide _
Toggle All Viewing Messages: 1 to 10 (10 total) as a subfolder of
Move Selected To: Transform Selected Messages: [ None ] ~ || Create

INBOX hd ‘ Move H Forward | | Flag | Unflag | Read H Unread H Delete |

FromD Date @ Subject @

[J Kathy.Flynn 2:17 pm -4 Re: ICON Training at Your Finger Tips

[ kathy.flynn@ui.uimail ~ 2:12 pm =1 Out of office [ Select a folder ] v || Rename
[J Kathy.Flynn 11:08 am & Re: ICON Training at Your Finger Tips

[ Select a folder | ~ || Delete

Saved Folder . Saved .




Options

Folders
Last Refresh:
Tue. 3:14 pm
(Check mail)

- & INBOX (1)
«¢§ Drafts
<8 Sent
&8 Trash (Purge)
[ Saved Folder

« Web Portal

Current Folder: INBOX

Sign Out

Compose Addresses Folders Options Search Help Directory Contact Us User's Guide

Toggle All
Move Selected To:

INBOX ~ || Move || Forward |

From @D Date D
(] Kathy.Flynn 2:17 pm
[ kathy.flynn@ui.nimail ~ 2:12 pm
[J Kathy.Flynn 11:08 am

Viewing Messages: 1to 10 (10 total)

Transform Selected Messages:
| Flag | Unflag | Read || Unread || Delete |

Subject @
~4 Re: ICON Training at Your Finger Tips
=1 Out of office
& Re: ICON Training at Your Finger Tips

Compose Addresses Folders Options Search Help Directory Contact Us User's Guide

Options

Personal Information

This contains personal information about
yourself such as your name, your email
address. etc.

Message Highlighting

Based upon given criteria, incoming
messages can have different background
colors in the message list. This helps to
easily distinguish who the messages are
from, especially for mailing lists.

Index Order

The order of the message index can be
rearranged and changed to contain the
headers in any order you want.

Archive Settings
These settings allow you to modify the way
you archive messages.

SpellChecker Options

Here you may set up how your personal
dictionary is stored, edit it, or choose which
languages should be available to you when
spell-checking.

Display Preferences

You can change the way that SquirrelMail
looks and displays information to you, such
as the colors, the language, and other
seftings.

Folder Preferences

These settings change the way your folders
are displayed and manipulated.

Directory Preferences

These settings control what type of output
you will see when you use the Directory link
to search Directory Services.

Out of Office

This allows you to set an automatic reply for
when you are away.



Search

Function

Current Falder INBOX Sign Out

Compose Addresses Faolders Options Search Help Directory Lser's Guide Contact Lls Lser's Guide

Search
Currenﬁ Search

NEox___ 9] ety | Fon @ (S

Search Results
Folder: INBOX
Viewing Messages. 1 to 4 (4 total)

Move Selected To: Transform Selected Messages:

INBOX ¥ || Move || Foward | [ Flag || Untizg || Resd || Unrzad || Delete |
From Subject Date

[] KathyFlnn -a Assistance nesded wWed, 1105 am

[] Kathy.Flynn ¢ 4 Problem wiCWC Wed, 11:06 am

[ | Kathy.Flynn 1 . Question re:CWC Wed, 11:07 am

L) Kathy Flynn 0= Assistance Needed (see attachment) Wed, 1110 am

Viewing Messages 1 to 4 (4 total

[ Archve ]




Folders
Last Refresh:
Tue. 3:14 pm
(Check mail)

- & INBOX (1)
«¢§ Drafts
<8 Sent
&8 Trash (Purge)
[ Saved Folder

« Web Portal

Current Folder: INBOX
Compose Addresses Folders Options

Toggle All
Move Selected To:

INBOX ~ || Move || Forward

From @D Date D
(] Kathy.Flynn 2:17 pm
[ kathy.flynn@ui.nimail ~ 2:12 pm
[J Kathy.Flynn 11:08 am

Sign Out

Search Help Directory Contact Us User's Guide

Viewing Messages: 1to 10 (10 total)

Transform Selected Messages:
‘ Flag | Unflag | Read H Unread H Delete |

~4 Re: ICON Training at Your Finger Tips

=1 Out of office
& Re: ICON Training at Your Finger Tips

Compose Addresses Folders Options Search Help Directory ContactUs User's Guide

8 - Search

With this useful tool, you can search through a specific folder for given criteria that match against different header fields.
8.1- General Overview

You simply choose the folder you wish to scarch. type in the search eriteria, and then choose the part of the message to search. When you submit your data, the list of messages will come up below the search form.
You can choose the message you wish to view, and read it just ke 2 normal message.

Notice that when you are reading messages and then go into the search section, your currently active folder will be the default to search through. For example, if you were browsing through your "Friends" folder
and then click on "Search”, "Friends" will lready be selected for scarching.

8.2 - What to search through

To the left of the input field. you se¢ a drop-down list of places that are possible to scarch through. This includes: Body, Everywhere, Subject. From. Ce. To.

Body - Searches through the body of the message. This is the main part of the message where the important stuffis located.

Everywhere - This searches everything. including the entire header for the message. Unless you are sure this is what you want. it probably isa't. It can refum results that you wouldn't normally expect.
Subject - Searches through the subjects for all the messages.

From - Who the message is from. Note that this might be more than is actually displayed in the folder list. A normal "From" field includes the name AND email address, but SquirrelMatl usually only displays the
name. If your eriteria matches the email address. but it is not displayed, that message will still eturn as having matched.

To - Who the message was sent to. This can be many addresses, and is not always just one email address.
Ce - Same as "To", except who the message was carbon copied to.
8.3 - Recent Searches If you've enabled this option, the Search page also displays an overview of up to 9 of your most recent searches for quick aceess. Click on Search next to the listed search to perform it again.

With the Save link you can move a search to the Saved Searches which will be kept until you explicitly press Delete. Click Forget to remove a search from the list of recent searches.
Top



Directory

Folders Current Folder: INBOX Sign Out
Last Refresh: Compose Addresses Folders Options Search Help Directory Contact Us User's Guide e
Tue, 3:14 pm —
(Check mail)
= Toggle All Viewing Messages: 1 to 10 (10 total)
- ¥ INBOX (1) Move Selected To: Transform Selected Messages: -
< Drafts INBOX || Move || Forward | | Flag | Unflag [ Read |[ Unread || Delete | Seach
<8 Sent : = Search Results
@ Trash (Purge) From@ Date@ Subject @
(3 Saved Folder () Kathy.Flynn 2:17 pm 3 Re: ICON Training at Your Finger Tips st Name] | Firt Name [Fost Office Abbreviatin| Telephone Number | Eemal Address St g Fere— s
() kathy.flynn@ui.uimail ~ 2:12 pm 1 Out of office Ny - It i . Y
«Web Portal () Kathy.Flynn 11:08 am # Re: ICON Training at Your Finger Tips Moris | indy ‘ sy anorsia i uimail
%ea rch Results
Last First Post Office Telephone : Address
s o Email Address System Group
Name | Name Abbreviation Number 1 Book
3 = =
| - : ' R the FPC groupthes IPC groupthe Add
Ball Lorraine NY |518-266-8505 | lorrains. balli@ny. wimail & " & -
a ‘ 5 lorrainz.balli@ny.wimai IRORA group
] { b I Acd
{Martone Michelle NY 518-457-0206 {michellz martone @ ny, uimail the 8PC group -
B
4 | S L . ’ 2 Add
:iMccamn Sharon NY 518-264-8407 |sharon.mccann@ny.uimail the IPC group
L L _ |
/ 1 ‘ A i ‘ 5 Add
Mcnamara | Thomas NY 518-457-1957 |thomas.menamara@ny.uimail |the CWC group &
)




Directory

Sign Out
Compose Addresses Folders Options Search Help Directary User's Guide ContactUs User's
Guide
I Diractany ]l My Groups " Systam Groupe I
Directory
3 - . v - P Sign Qut Search For: [Persan v
Compase Addresses Folders Optfions Search Help Dirsctory Contact Us Liser's Guide Where: |Post Ofice Abbrevistion v || Contains v| L
i Sort By: | LastName v
| Directory " My Groups || System C-rcup3| .
Directory -—Semch
Search Resuits
Search For: |Parson v |
Witnten: | Lasthiame [ Last First Post Office Telephone Email Address Address
Sort By: | Lasi Mame v Name Name Abbreviation Number Book
" " NE—— . S o o . . . Save l
T Binkley  |Cynthia Ul (803)753-6603 | cynthia hindey@ul Limail
Blough  [Lori L 407-305-2497  {lofi blough@ui Limail [save |
Blough il U {803) 753-6614 |bil blough@ui umail __S_TE_J
Byerley  |Tom U 503-330-9747  |tom bverley@ui vimall [Seve ]
Eunice Steve ul (803)753-6679  |steve.eunice@ui uimal [Seve |
Fales Kimbary Ul (407)241.8275 | ldmberlyfales@ui Limail save |
Flynn Kathy 0] 803.753-6844 | kethyfyrn@ui.uimail [ii-




Address Groups

. ; — : y Sign Out
Cammposs Addresses Folders Options Search Help Directory User's Guide Contact s User's Guide

‘ Directory H My Groups ‘S‘«Etm Groups

‘ Directory H MeGioups || Svslem Gioups
Directory
My Groups
Search For; |Peson 7|
Where; |Las! Name T |Cortains Group Name Action
- { Name Y X
Sovt iy (Last Mgl Umail Support Modify Croup Name | Delsts | List
._S-aaEh_

Search & Add Naw Merrbers | List My Groups

* My Groups

* System Groups



Folders Current Folder: INBOX

Last Refresh: Compose Addresses Folders Options Search Help DirectoryContact Us User's Guide

Tue. 3:14 pm ”

(Check mail) L - _
Viewing Messages: 1 to 10 (10 total)

: Q‘; INBOX (1) Move Selected To: Transform Selected Messages:
& I?r afts | INBOX v || Move || Forward | |Tag|WIag|M| |m| |M|
g %f 2111;}_1 (Purge) From @ Date @ Subject @
 Saved Folder [ ] Kathy.Flynn 2:17 pm

| Kathy.flynn@ui.uimail ~ 2:12 pm
« Web Portal ] Kathy.Flynn 11:08 am

Contact Us and
User Guides



m—)

Ulmail Features-
Folder List

Folders
Last Refresh:
Thu. 11:21 am
(Check mail)

- & INBOX (1)
¢ Drafts
<§ Sent
& Trash
i Saved Folder

« Web Portal

Current Folder: INBOX

Compose Addresses Folders Options Search Help Directory C

Toggole All

— ! E——

Move Selected To:
| INBOX v || Move || Forward |

From O
] Kathy.Flynn
| kathy.flynn@ui.uimail
] Kathy.Flynn
(] kathy.flynn(@ui.uimail
] Kathy.Flynn
(] Charles.Spivey
] Victor.Ekwelundu
(] Paula.Hobdy
(] Nathan.Valdez
] Matthew.Carman

Toggle All

Date @
Feb 23, 2021
Feb 23, 2021
Feb 23, 2021
Feb 23, 2021
Feb 22, 2021
Feb 19, 2021
Feb 18, 2021
Feb 18, 2021
Feb 12, 2021
Feb 2, 2021

=)
=
3]
=y
» ]
3]
=)
» ]
3 ]

—ll &
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- ¥V INBOX (7/5) Move Selected To:

< Drafts {0/0) (Ponding | Movwe | | Forward

B sent @) [
t Trash (0/0) Dratta Date @ Subject ©
Qi Pending (o/c) ' Sert ivery System 9:13 am 1 Mall delivery failed: returning m
‘Trash 5 ’ ' it
ey e R Aug 5, 2014 | Re: additional proof
] Jul 31, 2014 _J Re: additional proof
Jul 31, 2014 | Re: additional proof

Jul 30, 2014 | Re: additional proof

Jul 20, 2014 = additional proof

Jul 29, 2014 I'm no longer with KY CWC
Jul 18, 2014 | No more UI Mail to me
no.reply @ui.umail Jul 14, 2014 @ Upcoming UImail message purge




Signature

0s¢ Addresses Folders Options Search Help Directory Contact Us User's Guide

Cc:‘

Bcc:‘
Subject:‘

Priority Nomal v | Receipt: [ On Read [ On Delvery

‘ Cancel ‘




Addresses

To|
Ce:
Bec:
Subject:
Priority Nomal v Receipt: [ On Read __ On Delivery
Signatue | Addresses || Save Draft | Send | Groups | Check Spelng || Cancel |

Compose AddresséS Folders Options Search Help Directory Contact Us User's Guide

Address Book Search
Search for |kindy | in | All address books v || Search ||| Listall |
All  All  All Name E-mail Info
() To [J Cc [J Bee Cindy.Morris cindy.morris@um.uimail 7852212347

| Use Addresses || Cancel |

Source
Directory



Save Draft and Auto Save

Compose Addresses Folders Options Search Help Directory Contact Us User's Guide

To:||
Cec:
Bcee:
Subject:
Priority| Normal v | Receipt: [ 1 On Read [] On Delivery
Signature H Addressesm Save Draft ‘DSend ‘ ‘ Groups H Check Spelling ‘
Cancel ~—




Compose Addresses Folders Options Search Help Directory Contact Us User's Guide

To:||

Cc:
Bee:
Subject:

Priority Normal v |Receipt: [ On Read [J On Delivery

Signature H Addresses H Save Draft H Send ‘ ‘ Groups H Check Spelling

Cancel

Spell Check \

~~~~~ ~ Linewithaneror

| The quici}i lc;rown fox *jemped’; over the lazy ddg.

BRGE [omped | Sliggestions: | jumped ~|

CHangeto: umped Oceurstimes: 1

Change ~ Change Al lgnore  Ignore Al Addto Dic

[ Close and Commit ]I Close and Cancel ]




Priority Box

Compose Addresses Folders Options Search Help Directory Contact Us User's Guide

To:||

Cec:
Bec:
Subject:

——) Priority| Normal v |Receipt: [ ] On Read [ ] On Delivery

Signature H Addresses H Save Draft H Send ‘ ‘ Groups H Check Spelling ‘

Cancel




Folder: INBOX
e Addresses Folders Options Search Help Directory Contact Us User's Guide

To:|| |
Cc:‘ ‘
|
|

Bcc:‘
Subjecr:\
Priority| Normal v | Receipt: (] On Read [ On Delivery
‘ Signature H Addresses H Save Draft H Send ‘ ‘ Groups H Check Spelling H Cance

Attachments

‘ Send ‘

Attach: | Choose File |No file chosen (max. 10 M)




View

Message

Current Foldar: INBOX

Compose Addresses Folders

INBOX v Move Forward

o
3
3
o

no.reply@ui.uimail

daddaianits
Toggle Al

Options Search Help Directory Contactus Us:

Date @

10:40 am
10:28 am
Wed, 12:28 pm
Wed, 12:27 pm
Wed, 11:58 am
Aug 14, 2014
Aug 5, 2014
Jul 31, 2014
Jul 31, 2014
Jul 30, 2014
Jul 30, 2014
Jul 29, 2014

Flag | Unflag

subject @

= Ra: additional proof: Are you adding additional reg...

Lional | Ara you adding

~ Upcoming UImail message purge
~ Re: additional proof

= Re: additional proof

~ Re: additional proof

— Re: additional proof

= additional proof

~ I'm.ne longer with KY CWC

viewing Messages: 1 to 12 (12 total)

Read Unread Delete

dditional proof: Are you adding additional requi...
dditional proof: Are you adding reguiraments to ..,

Sign Out

1 to 12 (12 total)

form Selzcted Messages

Current Folder INBOX

ContactlUs LUlser's Guide

Compose Addresses Folders Options

Search Help Directony User's Guide

Izszage List | Delete
Subject:
From:
Date:
To:
Priority:
Options:

Frevious | Mext

Assistance needed

"Hathy=lynn'' <kathyhnn@a uimail=

Wed, Apnl 25, 2012 1105 am

“Lori Blough" <lori blaughd@uil uimail=

Mommal

Yiew Full Header | View Printable Yersion | Download this as afile

Forwszrd | Farward as Aftachmend | Reoly | Beply All

Sign Out




View Attachments e ——

From: Tdichacl Huffman® <wmichacl ndiman@fl wmal>
Date: Mon, Septeraber 17, 2007 1:32 pm
To; amanca gohl@ wmall (more)
Priority: MNosmal
Options: View Ful Header| Vawr Pantable Version | Dowrload this a5 a file

chia i a cear of avcachments,

“.' ’ 7 =) .
SODDEFA D@ITO0 jpg TAx [imagelpeg] Downlosd | Fisw

Compose Addresses Folders Options Search Help Duectory User's Gude Contact Us

Viewing an image attachment - View message
Download this as a file

il




Reply , Forward, Delete

e Foicer INBOX

- L ST AR A 4 R T

Fomp03+: Addresses

Folders Optiohs Search Help Directony User's Guide ContactlUs User's Guide

¥ Sy Rt o

Subject:
From:
Date:
To:
Priority:
Cptions:

 Previous [Mext

Asasl:ann:e needed

"WathyFlynn'' <katy ihnn@@a uimail=
Wed, Apnl 25, 2012 1105 am

“Lori Blough" <lori Blough@ul vimail>

Mormal
Yigw Full Header | View Printable Yersion | Download this ag a file




Options Menu/More Detail

Compose Addreszes Folders Options Search Help Directory Conmact Us LUser’s Guide

Options

]

This contains penon.tl umtormation about yowrself such as your namne. vour You canéimnéé l'berwa_v that SquurrelMm! looks and displays mformation to
email address, etc vou. such 2z the colors, the language. and other settings.

TR T oS 1Y e

.Baseci W1 gwe:; cntéﬁa. moomng messages can have dxt’ﬁ-.rem
backzround colors 1 the message hist. This helps to easily distinzuish whe
the messages are from, especially for masiing Lists.

g8 IPasswWwors

The order of the messape mwxlex can be rearranged and changsd o contan This connects to vour tocal Passward Server to change vouwr login password
the headars i any order yon want. for all services.

These sem:n:gscomrol what tvpe of output you will se= when you usethe Thege vemngs nlbuvou o mo:ht}the'nz) 5'ou mchne meuages
Directory link $o search Directory Secvices.

Thus allows you to set an automatic reply for when vou ars away. Here you may set up how yvow personal dictionary e stored. =dit it or

choose which lansuages should be available to yon when spell-checking




pose Addresses Folders Options Search Help Directory Contact Us User's Guide

Options - Personal Information
Name and Address Options
Full Name: \
E-mail Address: cindy.morris@um.uimail
Reply To: cindy.morris@um.uimail

Signature:

Timezone Options
Your current timezone: | US/Eastern v

Reply Citation Options
Reply Citation Style: | No Citation ~ |

User-Defined Citation Start: |:|

User-Defined Citation End: |

Signature Options
Use Signature: |
Prefix Signature with '-- ' Line: [

| Submit |




Sign O%
Compose Addresses Folders Opbons Search liractory User's Guide Contact Us User's Guide I

Options - age Highlighting
Current Folder: INBOX Sign Out
INa highlighting 15 defined Compose Addresses Folders Options Search Help Directary User's Guide ContactUs User's Guide

— — Togale Al Viewing Messages 1o T (7 total]
PG [Tane: Move Selected To Transform Selected Massages:
o [T | INE!I]‘\’*'_ dove | ‘ Fonard I [FITQ_] Unflag [ Fead l Unread | Delete. |
“ @ Other] Fromo Subject@ Date @

ext [ | Cynthia Binkley « Re: UIMail Changes Effective 4i30/12 Wed, 11:48 am

[ | Cynthia Binkley < UIMail Changes Effective 4/30/12 Wed, 11:39 am
LI KathyFhynn o= Assistance Needed (see attachment) Wed, 1110 am
[ ] KathyFlynn L =1 Question re:CWC Wed, 11:07 am
[ Kathy.Flynn ¢t -1 Problem wiCWC Wed, 11:06 am

[ Kathy Flynn = Assistance . Wed, 11.05am
(Fram v Matches:| [ noreply@ui vimail

= Upeoming Ulmail message purge Apr 17,2012

Togole All Yiewing Messages 110 7 (7 total]




Folder

Preferences

Options - Folder Preferences
Special Folder Options

Trash Folder: | Trash v |
Draft Folder: | Drafts v
Sent Folder: | Sent v |

Folder List Options
Location of Folder List:
Width of Folder List:
Auto Refresh Folder List:

Enable Unread Message Notification: | Only INBOX v |
Unread Message Notification Type: | Only Unseen v |
Enable Collapsable Folders:
Enable Cumulative Unread Message Notification: [

Show Clock on Folders Panel: | Show weekday and time  ~
Hour Format: | 12-hour clock v |

Memory Search: | Disabled v

Folder Selection Options
Selection List Style: |Indented: " Subfolder" v |




Options - Index Order
The index order s the order that the columns are arranged 1n the message index. You can add, remove, and move columns around to customize themm to fit your needs.
up | down | remove - Checkbox
up | down | remove - From

up | dovn | emove - Date

up | down | remove - Flags

Index Order v

Refurn fo options page




Sign Out

Compose Addresses Folders Options Search Help Directory User's Guide Contact Us  User's Guide

Change Password

Old Password:
New Password:
Verify New Password:

—

|

Change

[ Change Password ‘

P a S S W O r d The new password you choose must be atleast 3 characters in length,
and contain 3 out of 4 of the following types of
characters: uppercass, lowercase, numbers, punciuation

Passwords expire after 60 days.
Your next password change will be on (or after) 06/18/2012.




Options - Directory Preferences
Qutput types can be;

One Table
(One big table with one cow per record found and each selected aibute 25  separate colum.

Muliple Tables
One table per record found with 2 columas for each table. O colunun contains aftribute names and the 2nd cohumm shows vatues for each atribute. This format s best if you
Bve many aftributes seected or i he values for some of the atributes you have seected can be very long with no spaces (Lke abeledur).

D i r e Ct O ry Select Output Type: One Table v

Select Displayed Fields

Preferences

First Name

Post Office Abbreviaion

Telephone Number
Email Address
System Group

Submi

=




~Sign Out

Compose Addresses Folders Options Search Help Directory User's Guide Cantact lls Llser's Guide

Format Emails as: | EML Messages %)

A 'C h |Ve Save Atachments: ® Yos  © No

S ett I n g S EML Messages Options
O pt i O n S Compress Type! 5.~ ¢

Emall Filename. Email - Subject v

Save |




Out of Office

s

Kompose Addresses Folders Options Search Help Dicectory ContactUs User's Guide

Options - Out of Office

Out of Office Status
Autoteply 6 Enabled ® Disabled
Ont of Office Message

The recipient is out of the
office,
Auto-rzply message 1

Notz, I you leave the mescage box empty, a message will be
automatically genetated for you

| Save Setings |



Sign Out

[Compose Addrecses Folders Dptions Search Help Directory Lser's Guide ContactLs Users Guide

Edit your Personal Dictionary

Please check any wiords you wich to delete from your dictionary.

Spell

English dictionary

C h e C ke r aul OB [ Uimall
O pt i O n [ Delete checked words ]

Back to "SpellChecksr Options" page




Help

Function

Sign Out

_ompose Addresces Folders Oiptions Search Help Directory Users Guide ContactlUs Lser's Guide

(=]

Help
Table of Contents

. Introduction to SauirrelMall

SquirrelMail pravides a way of checking your E-Mall over the World YWide Web.

- Message Index

The name may sound camplex, but this is just the list of email messages thatare in a
particular folder

. Reading an email mescage

The ability to read an email message is one of the most basic features of arny email
client. However, SquirrelMail has quite a faw features for while you are reading
messages. This explains what they al do.

. Compose

WWith this feature, vou can send messages to different people from within Squirrelivail.

. Addresses

Address books can save a lot of time and yyping. You can put the addresses of people
youwrite most often in them, and reuse them over and aver.

. Foldars

You can store messages in different folders. This is especially useful if you have a lot of
email and want to keep it organized. The folders option allows manipulation of your
folders

You can custormize the way that SqguirrelMail looks and responds Lo you by selting
different options in this secton.

. Search

Searches through a folder for given criteria.

. Frequently Asked Juesiions

Often people have the same questions that have been asked many times before. This s
a lict of commonlhy asked questions and answers.




CONTACT US

Contact
Information

e UI-CON Help Desk

* ui.support@conduent.c
om

e 1-800-327-9250 (Option
2)

* Paula Hobdy

 Paula.Hobdy@conduent
.com

* Cindy Morris
°* cmorris@naswa.com
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