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Opening SmarterMail

1. Open your Internet Browser, i.e. Internet Explorer, MSN, Netscape, etc.

2. In the Address box type the following address: www.mooseintl.org/webmail

Address Bar

Go Button

::::: Lnot Hloms - Wingdows Internet Explorer provided by Yaboo!t

Pl lcomcast.net Wab | Vo | images | Yllow Pagen | Hown
H| A=

Enet | vos | oo

News Sporis

Finance Entertalnment TV Music Games Shopping Morev

Cant find what you're kocking for? Try heve

3. Press Enter key on keyboard or press Go button beside address box.

4. The following login screen will appear:

TRV Lo Cmarteem
e St Vew fonies Tk beb

Que - QO HEG Pevirem @ 2-5 w-[ Il 3 t0®ra
wwmsews [ Ptewh - asem ] el moceni.orgloge. b M B
Xt 2 elpsewchwet o 2 e @Rty @ @)ooce » L Tooker tidate F Choomtitions D anevwrs + [N+ ([Bockeada s Blook ¢ iMesmon s Dy e [lsonout
[ 5T smartermatogn -smarereal || o ack T
< Marton 360 @RI

Ctreresel 0 1068057 SarrtoTinls

5. In the login box enter your chapter name and number followed by @mooseunits.org.

Ex. Chapter516@mooseunits.org

6. In the Password box, enter the password assigned by Moose International.

Ex: Pxxxx —where P stands for Pennsylvania and xxxx stands for four
digits.

NOTE: Newly instituted Chapters may not start with the letter P.
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7.

8.

Please log in to SmarterMmail...

Full email address (ex. user@example.com)

|crﬁpter51ﬁ@mnseurits.nrg

Password

Language
| Use Browser Language M

O rRemember me

Login

Help

Click Login

The following screen will appear:

Smorterial Professional 4.3

Logged In As My Todsy Fage

B
3

Tuesday, May 27, 2008
Calansier Urewad Uessages
3 e Litest KES toems

(rak Sgace Limets

7 Calandars

[ Contacts

] Tasis

MOOse roiners.ong

My Today Page is located on the Right Side of the screen and contains the following

information:

My Today Page (9}

Tuesday, May 27, 2008

Calendar Unread Messages
Mo events scheduled Inbox
Junk E-Mail

Latest RSS Items
No news items Disk Space Limits
Limit

Currently Used

Junk E-Mail Folder

15 M8
3,219KB

4KkB

Clear Junk E-Mail Folder

Tasks

Mo tasks scheduled

Page 3 of 20




In the Unread Messages section, you have three links.

1. Inbox — Shows how many unread messages are in your Inbox.
2. Drafts — Shows how many unread messages are in your Draft Box.
3. Junk E-Mail — Shows how many unread messages are in your Junk E-

Mail Box.

The Disk Space Limits section the amount of space available and used in your email
account.

1. Limit — Shows the total amount of disk space available to each FRU.

2. Currently Used — shows the amount of disk space that is used in your
account

3. Junk E-Mail Folder — Shows the amount of used disk space in your Junk
Email folder.

4. Clear Junk E-Mail Folder link — Click this to empty your junk e-mail
folder.

The Left side of the screen displays your Folders:

Logged In As

]

[=] Folders

R

—

Mew Message
L] Imbox (9)
[ Bulk Emails
&) Deleted Items
1 helpdesk (1)
[d Internet Pennswoods
L@ Junk E-Mail (3)
U=1 sent Items
=59 RSS Feeds

Calendars
Contacts

Motes

&R

Tasks

Page 4 of 20



New Message — click this to compose a new e-mail message

Inbox — displays your e-mail messages
The number behind the word Inbox indicates the number of unread messages.

Deleted Items — contains e-mail messages that have been deleted out of the Inbox or any
other folder

Junk E-Mail — contains messages that SmarterMail has determined to be spam, or
messages that you have designated as spam.

Sent Items — contains a copy of all e-mail messages that you have sent to others.

NOTE: You may create new folders to organize your e-mails. Ex. Bulk Emails,
Helpdesk, etc.

Opening E-Mail Messages

1. Click Inbox to open your e-mail messages. (Either on the left side or in the Unread
Messages section on the right side of the screen)

2. Your messages will appear on the right side of the screen.
Inbox (8) 9 message(s), 0 deleted, 9 unread
Action Move Search 0 mB 15MB  Refresh
4] From Subject Date Size
(= Stan Adams (Moose} Official Visitors for State ConventionC01 Chapter Bucks 763 <chapter763@mooseu... 436 PM 4k Delete
[] =3 cindy Croyle Items to bring to Recorder Training Sessions Mon, 9:31 PM 9K
CheCk # O g= enis Street casino Mon, 3:43 PM 1k Delete
BOX [0 = chaptersi6@mooseunits.org Dear chapter516@mooseunits.org May 83% OFF Mon, 4:45 AM 2k Delete
[ (=3 chaptersié@mooseunits.org Dear chapter516@mooseunits.org May 89% OFF Mon, 3:57 AM 2k Delete De | ete
O J= Levi Street casino Mon, 2:05 AM 1k Delete
= Chris Really win casino Sun, 14:47 PM 1k Delete BUtton
[0 [ chaptersté@mooseunits.org Dear chapter516@mooseunits.org May 82% OFF Sun, 5:02 PM 2k Delete
1. Double-click on the subject part of the message. The message will open in a new
window.

Click in the checkbox on the left side of the message, click on Action, Click on Open
in a New Window

Inbox (9)

Action IMaove Search
Delate

Undelete

Mark as Read

Mark as Unread

Mark as Spam

Unmark as Spam

Furge all Deleted Messages
Delete All Messages in Folder

I Open in New Window I
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Replying to an E-Mail Message

Most E-Mail messages are going to require you to respond to the message.

1.

2.

3.

Open your E-Mail message.

There are several options to choose when replying:

Read Message

Reply  Reply All I Forward Spam Delete Print Move

Reply — send a reply to just the sender of the message
Reply All — this will send your reply to everyone that the message was sent to. The
names will be listed in the TO box and the CC box.

Click Reply to respond to the message to just the person who originally sent it to you.

A new message will appear on your screen. The TO box will have the name of the
person who sent you the message in it. The Subject Line will contain the subject of
the original E-Mail with the word RE: preceding it. The original message will appear
at the bottom of your screen. Begin typing your response in the space above your
signature.

New Message

Send SaveasDraft  Add Files
To <ceroyle@moosetrainers.org>
Cc

Bce

Subject |re: Adding an Attachment to E-Mail

your Cindy Croyle

reply Co-Chairman PMA Education Cmte
(814) 244-5127 (cell)

here

Received: from [71.60.163.132] by ds2202.appliedi.net via HTTP; Thu, 29 May 2008 07:05:11 -0400
MIME-Version: 1.0

Date: Thu, 29 May 2008 07:05:11 -0400

Subject: Adding an Attachment to E-Mail

From: "Cindy Croyle" <ccroyle@moosetrainers.org>

Reply-To: ccroyle@moosetrainers.org

To: <ccroyle@moosetrainers.org>

CC:

Message-1D: <24bb5af7263b404a93c6828fe579fe68@ds2202.appliedi.net>

When finished with your reply, click Send.
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Reply All

3.

Click Reply All to respond to the message to just the person who originally sent it to
you and to all others the message was sent to.

A new message will appear on your screen. The TO box will have the name of the
person who sent you the message in it. The CC box will have the names of all others
the message was originally sent to. The Subject Line will contain the subject of the
original E-Mail with the word RE: preceding it. The original message will appear at
the bottom of your screen. Begin typing your response in the space above your

signature.

Begin
typing
your
reply
here

New Message

Send Save as Draft ~ Add Files

To <ccroyle@moosetrainers.org=

Cc phaxter@ ainers.org; ainers.org;jmickey @ ainers.org

Bce

Subject |re: Adding an Aftachment to E-Mail

B uS==s[E|EEEE (B 28« s A -

Cindy Croyle
Co-Chairman PMA Education Cmte
(814) 2445127 (cell)

Received: from [71.60.163.132] by ds2202.appliedi.net via HTTP; Thu, 29 May 2008
MIME-Version: 1.0

Date: Thu, 29 May 2008 07:05:11 -0400

Subject: Adding an Attachment to E-Mail

From: "Cindy Croyle" <ccroyle@moosetrainers.org>

Reply-To: ccroyle@moosetrainers.org

To: <ccroyle@moosetrainers.org>

CC:

Message-ID: <24bb5af7263b404a93c6828fe579fe68@ds2202.appliedi.net>

When finished with your reply, click Send.

Deleting an E-Mail Message

1.

Click in the Checkbox on the left side of the message, Click Action, Click Delete.

OR

Click on Delete on the right side of the Message.

Marking an E-Mail Message as Spam

To help filter spam from entering your mailbox, you can mark messages as Spam and
SmarterMail will automatically put future messages from the same IP address of the message
you marked into the Junk E-Mail folder.

1.

Click in the Checkbox on the left side of the message, Click Action, Click Mark as

Spam.
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Inbox (1)

Action Move Search
Delete

Undelete

Mark as Read

Mark as Unread

Mark as Spam
| |

Unmark as Spam
Furge all Deleted Messages
Delete All Messages in Folder

Open in New Window

NOTE: Spam messages changes IP addresses all the time in order to infiltrate your
mailbox. There is no guarantee that once you mark a message, that it will
automatically go into your Junk E-Mail folder.

Identifying Junk E-Mail Messages

To identify E-Mail messages that may be spam:

1.

Look at who the message came from. A lot of the spam now has your chapter’s
mooseunits email address. This is the first clue. You normally do not send yourself an
email, you would know if you did. If you do not know the sender, that should be the
first red flag.

Look at the subject line. All moose mail will have a subject relating to what the
message is regarding.

Use your Preview Pane. You will be able to see the contents of the message without
opening the actual message.

NOTE: Never open an attachment to a message that you do not know where it has come
from. Viruses are contained in the attachments.
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Composing an E-Mail Message

1. Click on New Message in the Folders section on the left side of the screen
2. In the TO box enter the email address of the chapter or person you are sending a
message to.
New Message
Send Save as Draft ~ Add Files
To chapterS16@mooseunits.org
Cc ceroyle@moosetrainers.org
Bce
Subject |Upcoming Recorder Training Session
£ :‘jﬁl}lg%%%%%f*igzi»\l 9 S
Recorder,
Flease find attached
Cindy Croyle
Co-Chairman PMA Education Cmte
(814) 244-5127 (cell)
3. In the CC box, enter the email address of the person(s) that you would also like to

send a copy of the message to.

4, In the Subject box, enter a brief subject relating to the content of your email message.
NOTE: Itis important to put information in the subject line. With the amount of
spam that is received through SmarterMail, a message without a subject will most
likely be deleted.

5. Compose your message in the message box. Please remember to sign your emails so
that the person receiving the message will know who you are. Messages that are not
signed will not be answered.

6. Click Send to send your message to the intended recipients.

Creating an automatic signature for your E-Mail message

It is recommended to add an automatic signature to your email messages. This signature should
contain your name, your position, the name and number of your chapter and a telephone number
where you can be reached.
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1. Click on Settings, My Settings

2. Click on the Compose tab

Save
Mailbox Webmail Compose Forwarding Plus Addressing
Spell Check Dictionary Attempt to use language from login 2]
Compose Format HTML |v]
Text Encoding Western European (150} (defaull :v_]
Forwarding Method Nermal e
Reply Header Type Full ;4_vJ

Reply Text Indicator
Include previous replies in reply

Save copies of sent itemns in the Sent ltems folder.

@ 4GP B|ro
s=s=sEss== 8
Arial - 9 . ~3 A~ O~

Cindy Croyle, Recorder
Nanty Glo Chapter 516

Spaneg (814) 244-5127 (cell)
3. In the Signature box, enter your information
4. To change the font, highlight text to change, click on the dropdown arrow on the font

box, click on desired font.

v

=
Arial - | ) -
Times New Foman

b Sans Serif
Tahoma

Verdana

Arial

Courier Hew

ot
- 2e
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5. To change the font size, highlight text to change, click on the dropdown arrow on the
font size box, click desired size.

Nanty Glo Chap
(814) 244-5127 (4

6. To change the color of your text, click the dropdown arrow on the font color box,
click on desired color.

B4 VB|IU
=s=s==s[E=s =2
Arial >~ ) - ¥~ A | &y~
Cindy Croyle, Recorder OONCOE M
Nanty Glo Chapter 516 g E E E = E
814) 244-5127 (cell
(814) (cell EEEEN[]
Add Custom Colar...
Add Hex Colar...
7. Click Save to save your changes
| Save I
Webmail Compose Forwarding Plus Addressing
Spell Check Dictionary Atempt to use language from login M
Compose Format HTML M
Text Encoding Western European (150 (default) M
Forwarding Method Momal M
Reply Header Type Full M
Reply Text Indicator >

Include previous replies in reply

Save copies of sent items in the Sent ltems folder.

# 4Dl T(B|r U
s=s==sEEE=Z= 8
Arial .q-..lvi-&v

Cindy Croyle, Recorder
Nanty Glo Chapter 516
Signature (814) 244-5127 (cell)|
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Adding an Attachment to your Message:

1.
2.

3.

Compose your E-Mail message.
Click on Add Files

New Message

Send Save as DraI Add Files I
To | ceroyle@mons S —
Cc |

Bee |

Subject |Adding an attachment to an E-Mall message:

B BT B I U
All,

Follow the directions to add an attachment to an E-mail message|
Cindy Croyle

Co-Chairman PMA Education Cmte
(814) 244-5127 (cell)

i= = gArial &l B

The following Window will open. Click on the top Browse button to add the

document.

New Message

Upload

Files to Upload

| [Browse_..

g
&

|(Bromse.. ]

i
.

g
i

4. The Choose File window will open. Navigate to where the document is located.
Single-click on the document, then click Open.

L 'g LCLnet_v20andQuickBooks 2007InstallationGuide i
(£ (&' Microsoft Office Excel 2007
= g Microsoft Office Word 2007
gh’ Recent iﬂ._]Moose Signature
mces Ea Outlook Express
7 L) | Recorder Audit Training Session
Ig:]R‘I'F waiting for correction
E_] Sales Tax Calculator
Desktop '@jstate Convention Aug 2007
My Documents
A = |
- (=] IF
My Computer  File name: |LCLnet_v20andQuickBooks2007InstalationGui ¥ |
£  Flesoftype:  [AlFies () =l
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The selected file will appear in the Upload File box. If more documents are to be
added, click the second Browse button and navigate to the file you want to sent.

=

Files to Upload I C:\Documents and Settings\Cindy Croyisi\D I

Once all files are selected, click the Upload button to add the document(s) to your E-
Mail message.

The attachment(s) will then be added to your message below the subject line.

New Message

Send Save as Draft I Remaove All Files IAdd Files

To ccroyle@moosetrainers.org

Cc

Bcc

FoY o - o

|

I- AttachmentsDirections for using Email.doc
) T B I 0 ==
All,

¥
"
NI
L

If you want to remove an attachment before sending your E-Mail message, click the
Remove All Files Button. This will remove the attachments from your message.

Complete your E-Mail Message, then click Send to send it.
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Opening an Attachment

1. If an E-Mail message has an attachment, it will show a paperclip to the left side of the
message.

Inbox (1)

Action Move = Search

From Subject
[l Cindy Croyle Adding an Attachment to E-Mail
2. Open your E-Mail message that contains the attachment.
3. The Attachment will appear below the subject line.

Read Message

Reply  Reply Al Forward  Spam  Delete Print Move

From: +Cindy Croyle

To: ccroyle@meoosetrainers.org

Subject: Adding an Attachment to E-Mail
—

I Attachments: Directions for using Email.doc I

4, To Open the attachment, you can right-click on it, then click Open or Open in New
Window on the pop-up menu

OR

Double-click on the attachment

Attachments: Directions for using Email.dac
Cpen
QOpen in Mew Window
= Oer e

Print Target

Open this link in a new tab
i Upgrade Yahoo! Toolbar to edit/add new bockmarks
= Email this link ta Friend

Copy Shortcut

Add to Favorites. ..

Properties
5. You will receive the following message asking if you want to open the file or Save
the file. Click on Open to read the message or Click on Save to save it to your

computer.
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File’Download
Do you want to open or

"

save this file?

Name: Directions for using Email.doc
Type: Microsoft Word Document
From: mail.mooseunits.org

X

Cpen ][ Save ]I Cancel I

save this file. What

ham your computer. if you do not trust the source, do not open ar

@ While files from the Intemet can be useful, some files can potentially
‘s the risk?

6. A status box will appear showing you the status of the document being downloaded
for you to read. This may take a minute or two to open depending on the type of

connection to Internet.

I 276 Kb of frmReadMail_Attachment.aspx?fol... |

f=ir-o

Opening:
...ctions for using Email.doc

=

from mail.mooseunits.org

Estimated time left Not known (Opened so far 276 KB)
Download to: Temporary Folder
Transfer rate: 16.2 KB/Sec

[ Close this diglog box when download completes

7. The document will then open on your screen.

Creating a New Folder

1. Click on Settings

2. Click on My Folders

sSmarterMail Professionadl

Reports

Settings

Hj

Iy Settings

My Folders

Logged In I.m
& Chapt

e

My Content Filtering

My Todg

My Spam Filtering

|
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3. Click on New Folder

Manage Mail Folders

I Mew Folder IFDIderAutD-CIean

Folder

Bulk Emailz

Deleted tems

4, In the Folder box, key in the name of the Folder you want to create.

[ Save

ou can add a sub-folder by using the backslash character { | } in the folder name. For instance "Inbox\Work" or "Inbox\Personal”.

Folder name Training

5. Click on Save.

NOTE: The folder will be placed alphabetically on the left side of your screen.

Deleting a Folder

1. Click on Settings, My Folders.

2. In the Folders window, click Delete on the right side of the screen.
Manage Mail Folders 8 folder(s)
New Folder Folder Auto-Clean

3. In the delete confirmation window, click OK.

Microsoft Internet Explorer

\:{.’) Are you sure you want to delete folder [Training]?

i OK l [ Cancel

NOTE: Any messages in the folder deleted will also be deleted
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Preview Window

The Preview window allows you to read an email message without actually opening the email.
The window displays below your email messages.

Displaying the Preview Window

1. Click on Settings, My Settings

SmarterMail Professiona

Reports S etti H

oo lnAsl My Settings I

My Auto-Responder
o Chaptl 1. Content Filtering
Tod My Spam Filtering

3. Click in the Checkbox for Use Preview Pane and Automatically Preview.
4. Click Save.

5. The Preview window is located below the messages window.

Inbox (2)
Action , Move | Search
M essages O From Subject
i [= cindy Croyie Items to bring to Recorder Session
Window d

[0 = Chickies Rock Chapter 724 Read: ltems to bring to Recorder Training Sessions

From: +Cindy Croyle

Previe To: ceroyle@moosetrainers.org
Window Subject: Htems to bring to Recorder Session

Ladies,
Flease bring the following items to the RTT and RATT sessions.
Thank you

Fraternally yours,
Cindy
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6. Click on the message in the message box to display the message in the preview

window.

Moving an Email Message to a New Folder

1. In the Inbox window, click in the checkbox in front of the message you want to

move.

2. Click on Move

Inbox (2
Actiof Move | Search
O Deleted ltems Subject
_ Inbox
L= Items to bring to Recorder Session
_ Junk E-Mail
O = er724

Read: ltems to bring to Recorder Training Sessions
Sent ltems

Training

Click on the Folder you want to move the message to. Your message will be removed
from the Inbox window to the folder specified.

Exiting E-Mail

1. Click on Logout

Logged In As Inbox
= Action
! ccroyle
£H H

My Today Page | Log Out

-] Folders

21 Mew Message
] Inbox (1)
'f'g_',l' Deleted Ttems
L7 Drafts

L@ Junk E-Mail
L_| Sent Items
= $9 RSS Feeds
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Cleaning out your Mailbox

Mailboxes can only hold up to 15 MB of space. Once the mailbox has reached its capacity, you
will no longer be able to receive E-mails. In order to maintain your mailbox, you will need to do
a little housekeeping of your files.

To see how much space you have left look at your Inbox window. In the upper right corner is a
status bar showing the amount of disk space you have remaining. The bar ranges from 0 MB to
15 MB. As your mailbox becomes fuller, the status bar moves closer to the 15 MB side. Once it
reaches 15 MB, you will no longer receive e-mails until your box is cleaned out.

Inbox (1) . unread
Action , Move , Search omB 15MB  Rifiresh

E From Subject

To Keep your Mailbox Clean:

1. Empty your Junk E-mail Folder
2. Empty your Deleted Items Folder
3. Empty your Sent Items Folder

Logged In As

)

i) ccroyle

My Today Page | Log Out
[=] Faolders

1 New Message
i

& Deleted Items
3 Mrafie

L& Junk E-Mail (7)

U=7 Sent Items

To Empty a Folder:

1. Click on the Folder to be emptied.

2. All messages will appear on the right side of the window.

3. Click the select all button, to select all messages on the page or click on the checkbox
in front of individual messages to select one message at a time.

Action Move Search

[0 [ Efren Street casino

L] = sheri Make order now and don't forget about a
IndIVIdUaI q =] Emmanuel Wiagra will help you in any situation.
Check Box =1 sung Really win casino

] =1 Tameka Can't stand sex all night long?

[0 (=3 Ted Wiin with us

|| [=3 Ces=ar Street casino
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4. Click on Action, click on Delete.

Junk E-Mail (7)

Action Move Search
Undelete

Mark as Read

Mark as Unread

Mark as Spam

Unmark as Spam

Furge all Deleted Messages
Delete All Messages in Folder

Open in New Window

5. A confirmation message will appear asking if you are sure you want to delete the
selected messages, click OK.

Microsoft Internet Explorer

3/. Are you sure you want to delete the selected messages?

I OK I[ Cancel ]

NOTE: Once these messages are deleted, they are permanently deleted and will
no longer be able to be retrieved.
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