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How to Log In and Log Out

The new ATMC Webmail can be accessed through our website at atmc.com, our community portal at
atmconline.com or by typing userportal.atmc.net in a browser.

1. Enter your Username and Password, and click Login.

Log In

“5 ATMLC == -

Welcome Portal Admin @

Please Log In

Username:

‘ webmailuser@atmc.ned

P d:

Forgot your password?

Keep me logged in

2. Tolog out click on Log Out at the top of the screen.

Log Out

YgATML

ﬁ Please Log In

Username: ‘ webmailuser@atmc.r

Password: scscessce

Keep me logged in



Organizing: Using Folders, Tags and Flags

Our Webmail service provides some convenient ways to organize and find items in your account. Our
Search feature is available to help you find messages, contacts, appointments, tasks, and files. This is
accomplished using specific words, dates, time, URL, size, tag, whether or not a message has been read,
whether it has file attachments and more. Two types of searches are available:

e A quick search that executes whatever query is currently displayed in the search text box
(located at the top right). You can enter a key word in the search field and a list of items is
automatically displayed. In addition, the drop-down arrow at the left of the search text
box allows you to select which type of items to search for. You can select to search within
messages and your contacts, including company contact lists, appointments and files.

¢ An advanced search makes it easy to execute more complex searches. This feature is accessed
by clicking on the magnifying glass in the Search field. The advanced search pane will appear on
the left. You can group your search results.

In addition, our convenient organizing features — Folders, Tags and Flags — enable you to quickly label,
locate and retrieve messages. We've included step-by-step instructions below on tackling these
organizing features. Please see Most Common Organizing Features listed directly to the right. Click on a
feature description (e.g., Using Flags) and it will allow you to jump to specific instructions below. Then,
click the browser back button to return to the top of the page.

Organizing with Folders

Folders are used to organize your incoming and outgoing email messages. You can create your own
folders, or use the system-defined folders. Folders you create to organize your email are displayed in the
Folders list in the overview pane. Top-level folder names cannot be the same as any other top-level
folder in your email, calendar, or address book folders. System folders cannot be moved, renamed, or
deleted. The following are system folders:

e Inbox - New email arrives in the Inbox.
e Sent - A copy of each message you send is saved in the Sent folder.
o Drafts - Messages you have composed but have not sent are saved in the Drafts folder.

e Trash - Deleted items are placed in the Trash folder and remain there until you manually empty
the trash or until the folder is purged automatically.



How to Create a Folder

1.

6.

7.

Go to the Mail > Mail Folders and click the Folders icon 4 (or simply right-click).

Mail Contacts Calendar
2y New Message v

¥ M- Caldan So
4 New Folder [nf] |
4

g

= Activity Stream

3 4 Expand Al
T &) Find Shares

P

Searches

Tags

Select New Folder.

Enter the new folder Name and select a folder Color. Folder names can include any character
except a colon (:), forward slash (/), and quotation mark (").

In the Mail Folders tree, select the placement of the new folder.
Click Folders to have the new folder displayed at the top of the list.
Click an existing folder to place your new folder within that folder.

Click OK.

Please note: You can rename and delete user-defined folders. System-defined folders cannot be
renamed or deleted.



Organizing with Tags

You can use word tags to help classify and organize your email messages, conversations, calendar items,
contacts, briefcase, or tasks. For example, you can type a tag for Inmediate Turnaround and another for
Medium Priority. You can type a particular tag for tasks or add project tags to sort email, and you can
search for all items with a specific tag. You can also apply multiple tags to an item.

How to Create a Tag:

1. Inthe far-left overview pane, click the Tags icon & (or simply right-click) and select New Tag.

2. Type the new Tag name and select a Color for the tag. Tag names can include any character
except a colon (:), forward slash (/), and quotation mark (").

Create New Tag

Tag name:

& Crange ~

Ok Cance

3. Click OK. The new tag is listed under Tags.
How to Display Messages with a Specific Tag:

1. To find tagged messages quickly, click a tag in the Tag section of the overview pane (located on
the far-left).

2. All messages with the selected tag are displayed in the content pane.
How to Search for Items by Tag:

1. To search for a specific tag choose the menu for the type of tag you are searching for (Mail,
Contact, Calendar, etc), type the following into the Search field (tag: tagname) and click the
magnifying glass.

2. This will display all tags with this name. If the tag name is two words, you must use quotes
around the name (tag: "tag name").

Please note: After you create a tag, you can apply it to an item. You can assign more than one tag to an
item to classify it under different categories. If an item has multiple tags, the tag icon is multicolored.
Only tags that are not already applied to the item are listed. In addition, you can also remove a tag from
an item (), delete a tag, rename a tag, and change the color of a tag.



Organizing with Flags

[
The flagicon' in the message list is a yes/no indicator that denotes whether the email message has
been flagged. This can be used to indicate an action needed item or to distinguish the message or
conversation from other items of lesser importance.

How to Flag a Message or Conversation:
1. Place your cursor over the message or conversation, right-click and select Flag.

2. You can also right-click to "unflag" the item. The flag is disabled and the flag color turns to a
greyscale color.

€ Reply [
ply to Al [al
ward [f]

ward conversation

0

n m
(&3 (o] )
S 3 O

n
)
o

direct

ae Nacs
s New

©
"
"
phd
"
o
r’.
=

-4

ag Conversation »

-

ove

S X \NEREE

0
;
.
A

=4 Mark as Unread [mu)

P Flag [mf]

Clear Search Highlights




Email Basics

Reading Email

1. From the list of emails, click on the email you would like to read

§5ATMC

Contacts Calendar Tasks Briefcase Preferences

Delete

Forward Spam

New Message Foigy Reply to All

¥ Mail Folders Sorted by Date 2 conversations

» % Inbox
= = & ATMC Email Conversion Mar 03

% Sent Important Notice: Upgrading your ATMC Email Ac b=
Drafts

?\9 Junk & ATMC Webmail Upgrade Feb 17
§§ Trash Important Notice: Upgrading your ATMC Email Ac P=

Searches
Tags
¥ Zimlets
Y Emoticons

2. Read the full email in the large box to the right of the email list
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FLIPBOARD—THE ONE PLACE
FOR ALL YOURINTERESTS

OPEN YOUR COVER STORIES

We've gathered a few more things for you
Follow what you ke to perscnakze your Cover Stories further

3. Mark a Message or Conversation as Unread

e To mark the entire conversation as unread, click the dot (gray is read, blue is unread)
e To mark an individual message in a conversation as unread, click the triangle to expand the
conversation and click the dot next to the message you would like to display as unread.



MNew Message 2 Reply Reply to All For|
¥ Mail Folders Sorted by Date ©

é Inbox =

= Sent

t‘ &n 'elcome to Your Broadb
3 Drafts (2)

Ea Junk [

@ Trash (g test

| Spam Filter

Searches {=) From: YourBroadB)

Writing Email

1. In the mail tab, click New Message

Contacts

MNew Message

¥ Mail Folders
2, Inbox (3)

B2 Sent
£5 Drafts (2)

2. Add recipient(s) in the “To” and “CC” lines

Send ¥ || Cancel Sawve Draft Rg:

7o ]
[ce ]

3. Add email Subject (if needed)

Send v || Cancel Save Draft ,}g:

Subject:

4. Compose email

Subject:
Attach - | Mg; drag and drop files from your desktop to add attachments to this mi
ISansSerif 'Npt v|F-‘aragraph '”B|I|Q|‘5’|Ix|

your email here\




5. Check spelling if desired

Send * | Cancel Save Draft &

6. Click on Options to choose options such as priority and requesting read receipts if desired

Mail Contacts Calendar Tasks Briefcase Pre

Send v || Cancel Save Draft }‘f: Options ¥

To: [ @ Format As HTML
Format As Plain Text =
Ca [
Show BCC E
Subject:
= 1 High priority =
Attach 'l Tltp: drag and drop files from your di @— Normal priority i
Sans Serif ¥ ‘ 12pt ~ | Paragrapt 4 Low priority e

2 Request Read Receipt

7. Add attachments.

Select files from your computer, your email Briefcase, or an email message. You can also drag & drop a
file from your computer to the attachment bar.

To:

Cc
Subject:

Attach = | 1T

My Computer 12pt * | Paragraph * Bl JFTIU|&5| L i -

Attach Inline
Briefcase
Mail

8. Click Send at the top of the screen

A copy of the sent message is in the Sent Folder



Send * | Cancel Save Draft Af:

Viewing Sent Email

Locate the SENT folder in the tab, either select the entire folder or a specific folder from the drop list

Mail Contacts Calendar Tasks

¥ Mail Folders Sorted by Date ©
t, Inkwan

) sent -
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E Edit Properties




Trash Folder

When you delete emails, they are displayed in the Trash folder.
B ATMC
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"Uptown Funk" Goes Old School A New Per:
This delightful video features dance Hockey's fa:
scenes from old movies that somehow watch, and
sync perfectly to the strains of the see it from
modern hit, "Uptown Funk." NHL pro Sid

ATMC Introduces New Webmail Service

ATMC will be changing its email service on March
8th to a more responsive and user-friendly I

platform. Soon you will be able to send and
receive email from anv computer. smartohone. or

To permanently delete an email from the Trash folder, select the email you want to delete and click the
delete button. To permanently delete multiple emails, hit the control key on your keyboard (Ctrl) and
hold it down while selecting the multiple emails you wish to delete, and then press the delete button.

To permanently delete everything in the Trash folder, right click on “Trash” in the menu on the right
hand side and select empty trash.

By ATMLC
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Spam Mail Folder

Most filtering of unsolicited automated email (also known as spam or junk mail) is handled by a
spam filter before those email messages reach your Inbox.

Email that might possibly be junk mail, but is not certain to be junk, is placed in your Junk folder.
You can review these messages and either move them out of the Junk folder or delete them. If you

do not move or delete the messages, they are purged after 30 days.

Mark Email as Spam

1. Select the message to mark as junk.
2. On the toolbar, select Spam.

Tasks Briefcase

Calendar

Contacts

Preferences

Reply to All Forward

¥ Mail Folders O Sorted by Date ©

Archive Actions ¥

[ | 8- -

100+ conversations = Re.Dear Friend

< - - e
=~ Inbox (124) O @ matt 12/23/2020 . From: [ linux-kernel-ow
B Sent *=** SECURITY information for Marbula-1.localdor P
@ Drafts
[0 ® Overstock 11/11/2020 -
B3 Junk Hello
Blowout Sale 70% OFF: 15 Mystery Bottles of \ [ :
@ Trash
How are you once again.
[J ® Home Loan Analyst 11/11/2020
Searches ) you. I .
You won't believe these rates - Vou won't belizy Po have an important busine
Tags There are
. funds available and read
> & Andrew A. P 11/11/2020 - - .
Zimlets o e assistance to invest. Do
Re.Dear Friend - -- Hello, How are you once agair = more
details.
: [0 e Eyesightmax.com 11/11/2020
Reclaim 20/20 Vision starting NOW - corfrm: = Regards,

You can also right-click the message and select Mark as Spam.

Tasks

Mail Contacts Calendar

¥ Mail Folders

[ Sorted by Date ©

Briefcase

Preferences

orward Delete 3 v 2 4

1 message selected
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The email is moved to your Junk folder.




Mark Email as Not Spam

Sometimes messages that are not junk are placed in the Junk folder. You can move the messages
to the appropriate folder in a number of ways: Drag the message to another folder, Select message
and click Not Spam, or Right-clicking the message and selecting Mark as Not Spam.

1. Drag the message to another folder.

I Mail Contacts Calendar Tasks Briefcase Preferences

Reply Reply to Al Forward Delete Mot Spam - s Actions ~

¥ Mail Folders [0 Sorted by Date © 1 message

v & Inbox (160) O e support Mar 01

B ~inbax 1) 3 REMINDER: MARCH 2, 2021 EMAIL MAINTENANCE - CT COMM R P~
g Lucy
E: Sent
3 Drafts (8)
E? Junk -
g Trash
B3 archive

B Important
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B3 wunkow
&= Migrated
B Mis

i
£ Notes 5

&= Priority | support
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Mar 01

3 sent Message!
B2 <nam

2. Select the message and click Not Spam on the tool bar

Contacts Calendar Tasks Briefcase Preferences
Reply Reply to All Forward 2 Unsubscribe
¥ Mail Folders O Sorted by Date © 1 message
v & Inbox (161) W O e Feb 05
B2 * Inbox (OId) .. ADV: Underhock Series - Learn our Underhook series. Underhook =
[ -

3. Right-click the message and select Mark as Not Spam. The selected message moves to
your Inbox.



I Mail Contacts Calendar Tasks Briefcase Preferences

Reply Reply to A Forward Delete Mot Spam Unsubscribe -
¥ Mail Folders [ Sorted by Date © 1 message selected
v & Inbox (161) [ @ ml— Feb 05
B *Inbox (0ld) - — &3 Reply I
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A confirmation message appears at the top relaying the number of messages marked as not spam

@ message marked as not spam

Empty the Junk Folder

The contents of the Junk folder are automatically purged after an administration-configured number
of days. You can empty your Junk folder any time.

1. Right-click the Junk folder and select Empty Junk.

2. Click OK.
¥ Mail Folders [ Sorted by Date T
4
¥ 2 Inbox (160) O ® support
B3 ~Inbox (Old) () REMINDE
[} Lucy
f: Sent
& Drafts (8)
E@ Junk T
Folder _-'f]
‘g Trash
as Rea
B0 Archive o 0 EmPtJ’Junk
B Important Fole IQ .
B3 Junk E-mail
B3 Jurkow \ename Folder
B Migrated | | Edit Properties
B Misc [J Openin tab
B Notes Expand A

Warning

.r". \ Are you sure you want to permanently delete everything within the
"Junk” folder?

& QK || Cancel ‘
ey o —

L



Spam Mail Options

If you notice that certain email addresses are always being incorrectly added to your Inbox or Junk
folder, you can identify those addresses to block or not block.

1. Go to the Preferences > Mail page.

Mail Contacts Calendar Tasks Briefcase Preferences

Save Cancel

¥ Preferences

éﬁ General

i Accounts
o Mail

2. Scroll to the Spam Mail Options section.

3. Inthe Block messages from text box, enter email addresses that should always be treated
as junk. You can list up to 100 addresses.

4. Inthe Allow messages from text box, enter email addresses you trust that for some reason
end up in your Junk folder, such as newsletters you subscribe to. Messages from these
email addresses are never blocked. You can list up to 100 addresses.

5. Click Save.
Block messages from: Allow messages from:
enter email address or domain | Add | enter email address or domain | Add |
kaptaran@grmail.com | Remove | | Remove |

of 100 used 0 of 100 used




Using Calendars

The webmail Calendar feature is available to help you track and schedule appointments, meetings, and
events. You can maintain several calendars and move events from one calendar to another. You can also
share your calendars with others. To begin using the Calendar feature, click the Calendar tab. The Work
Week is the default view. Your working days and times are displayed in white. Your non-working time is
displayed in gray.

We've included step-by-step instructions below on tackling the most common webmail Calendar tasks
(see them listed directly to the right). Click on a task description (e.g., Creating a Calendar) and it will
allow you to jump to specific instructions below. Then, click the browser back button to return to the
top of the page.

How to Adjust Your Calendar Default View

The Work Week view is displayed by default. You can change the view that displays when you open your
calendar.

1. Go to the Preferences > Calendar page.

2. Select the view from the Default View drop-down menu.



3. Click Save.

Mail Contacts Calendar Tasks Briefcase Preferences
Save Cancel Undo Changes
Nor==1 (Generat
@ General
%) Accounts Default View: | Work Wesk View ~
El Mail
Start week on: | Sunday *
R Filters —_——
@ Signatures Default appointment visibility: | Public *
&) Out of Office ] Always show the mini-calendar
v Trusted Addresses () Show Calendars with week numbers
ﬂ Contacts 7] Automatically add received appointments to calendar
[ Calendar ¥ Show declined meetings
& Sharing
{2 Notifications Invitation Response: ¥/ Delete invite an reply
& Import/ Export
&) Shorteuts For my shared default Calendar forward my invites to
Forward Invites: enter email address
E Zil'ﬂlets ner emadi (v
Show reminders: | 5 minutes before ¥
¥ Show reminders for past-due meetings
7] Play a scund (requires QuickTime or Windows Media plugin)
[¥! Flash the browser title
“ 1 January 2015 b » [ Show a popup notification
S M T W T F §
oy oo a2 g Default appointment duration: | 60 ~ | minutes
4 5 6 7 & 9 10

How to Create a Calendar

One calendar is created for you. You can create additional calendars to keep track of different types of
functions. For example, you can create one calendar for work, one for personal appointments, and one
for company activities.

1. Click the Calendar tab.



2. On the toolbar, select New > Calendar
Mal Contacts akenca

VEEM &S

3. Inthe Name text box, type the name of the calendar.

Create Mew Calendar

Mame:
Color E Blue «

Exclude this calendar when reporting free/busy times

QK Cance

4. Select a color for displaying the Calendar’s activities.

5. To prevent others from seeing your calendar when scheduling appointments, select Exclude this
calendar when reporting free/busy times.

6. Click OK. The new calendar displays in the Calendar list.

How to Manage Your Availability Status (Free or Busy)

The free/busy feature allows others to see meeting times scheduled on your calendars. The free/busy
feature is on by default, but you can turn it off or limit who can see the information.

1. Go to the Preferences > Calendar page.

2. Scroll to the Permissions section, select the Free/Busy option that you want to set for this
calendar. If you select Allow only the following internal users to see my free/busy information,
then in the text field, enter the email address of the internal users.



3. (Optional) In the Invites section, specify who can invite you to meetings. If you select Allow only
the following internal users to see my free/busy information, in the text field, enter their
internal user names or full email address.

4. If you limit who can invite you to meetings, you might want to select Send to send an auto-reply
to users who are denied from inviting me.

5. Click Save.

Tasks Briefcase Preferences

Undo Changes

The timings follow your time zone preferances. Your preferred time zone is : GMT -05:00 US/Canada Eastern

Creating Appointments
QuickAdd Dialog : ¥ Use the QuickAdd dialog when creating new appointments

Time Zones: | Show time zone for the start and end time when creating an appointment

Permissions
Note: Users provided below must be on this mail system (necnovazimbra.com}. You may use the full email address, or just the username.

Free f Busy: () Allow both internal and external users to see my freg/busy information
) Allow only users of intemal domains to see my free/busy information
) Allow only users of my domain to see my free/busy information

) Don't let anyone see my free/busy information

-

) Allow only the following intemal users to see my free/busy information:

Invites: @ Allow both internal and external users to invite me to meetings
) Allow only internal users to invite me to meetings
) Don't let anyone invite me to meetings

) Allow only the following intemal users to invite me to meetings:

I Send auto-reply to users who are denied from inviting me

How to Manage Calendar Preferences

From the Preferences > Calendar page, you can set different preferences to manage how you work
within Calendar. For instance, you can set up your Calendar as private. The default setting is that all
incoming calendar invites are marked as public, unless the appointment creator marks the meeting
notification as private. When Private is set, all incoming calendar invites are marked as private. Details
about events that are marked private do not display.

1. Go to the Preferences > Calendar page.



2. Inthe Default appointment visibility drop-down menu select Private.

3. Click Save.

Default View: | Work Week View -

Start week on: | Sunday -
Default appointment visibility: | Frivate
1 slways show the mini-calendar
¥ Show Calendars with week numbers
| sutomatically add received appointments to calendar

# Show declined meetings

Invitation Response: ¥ Delete invite on reply

For my shared default Calendar forward my invites to

Forward Invites:

enter eman address

Show reminders: | 5 minutes before -

¥ Show reminders for past-due meetings
1 Play 3 sound (reguires QuickTime or Windows Media plugin)
¥ Flash the browser title

) Show a popup notification

Default appointment duration: | €2 « minutes

How to Import and Export Your iCalendar

Importing Your iCalendar
You can import iCalendars that are saved in the .ics format. iCalendars are the standard for calendar
data exchange over the Internet, and .ics is the standard format for iCalendar information.

1. Go to the Preferences > Import/Export page.

2. Browse to the .ics file on your computer.

3. Select the folder for the file or create a new folder.

4. Click Import. Depending on the size of the .ics file, the import might take a few minutes.

Exporting Your iCalendar
You can also export calendars in the .ics format.



1. Go to the Preferences > Import/Export page.

2. In Export, select Calendar as the type. You export your appointments in the standard .ics
format.
To import them to another calendar program, see the documentation in the other program for
help with importing the file.

3. In Source, select the calendar to export.
4. Click Export. Select Save to Disk and click OK.
5. Select where to save the file and enter a file name.

6. Click Save.

File: Mo file chosen
Destination: 4| folders

| Import |

Type: O Account @ Calendar O Contacts

You can export your appaintments in the standard iCalendar (.ics)
format, then import them into another calendar program. See
documentation in the other program for help in importing.

Source: | A|| folders

Export

How to Add External Calendars

You can add your external Google or Yahoo CalDAV calendars and your iCalendars subscriptions to your
Calendars list. Changes to your external calendar are synced to the CalDAV calendar you added. Please
Note: Only CalDAV calendars that have SSL enabled and use port 443 are able to sync calendar events to
your account.



1.

In the Calendar overview pane, click the gear icon

Add External Calendar

Source: () Yahoo! Calendar
Add External Calendar (Other)

Mext Cance

2. Select the calendar type to add and click Next.

and select Add External Calendar.

3. Select the type of calendar to add, either CalDAV account or an iCalendar Subscription.

Add External Calendar {Other)

Type: | CaIDAY Account -

Email Address: | lame(@example.com

Passwond: |

CalDAV Server: | YW eXxample.com

Back Mext Cance

4. Enter your email address and password for this account.
5. Click Next.
6. Inthe Name text box, type the name for this calendar and select a color.

Add External Calendar

Mame:

Color: | Blue «

Excluede this calendar when reporting free/busy times
Back Ok Cance
7. If you want to exclude this calendar from reporting your free/busy time, select Exclude this
calendar when reporting free/busy times.

8. Click OK. The calendar is added and meetings on the external calendar are synced to the

calendar you added.



How to Print a Calendar

You can print your calendars in any of the calendar views. You can select a single calendars or multiple
calendars to be included in the printed view.

. N =
1. Click the printicon 2 on the Calendar toolbar.

2. Inthe Print calendar dialog box select how the printed copy should be printed.
 Select which calendars to print.
¢ Set the date or date range.
¢ Select which view to print.
¢ Set the options based on the view to print.

Print calendar

¥ Calendars Selected Date -

|— P calendar * Date Range 22015 * | To |392015 -

|: =) February - March Ti
Print View: | ] List

Options: | Include mini-calendar

Print Cance

3. Click Print. A preview of the view that will be printed is displayed.

4. If the view is correct, click OK.

How to Delete a Calendar

You can delete any calendar in your Calendars list, except your default calendar. When you delete a
calendar, the meetings created from this calendar are not deleted from the calendars of the invited
attendees. Before you delete a calendar, you should cancel any invitations that you have sent out.

1. Inthe Calendars overview pane, right-click on the calendar to be deleted.

=

2. Click Delete. The calendar is moved to the Trash folder. 2



Using Calendars: Setting Up Appointments, Meetings & Events

The webmail Appointments, Meetings & Events feature is available to help you create single or recurring
appointments, meetings and events. While creating an appointment you can see if attendees are free
before inviting them, reserve a room and equipment and write a message that is sent with the invite.

Regarding the scheduling of equipment, please note that Administrators set up equipment accounts and
configure the equipment’s scheduling policy. When you set up a meeting and schedule equipment for
use in the meeting, you select the equipment and “invite” it to the meeting. A meeting can be declined if
the equipment already has a meeting scheduled for that time. In some cases, an equipment

scheduling policy is set up to allow the equipment to accept dates in recurring meetings even if there
are conflicts. You receive an email showing which dates conflict.

We've included step-by-step instructions below on tackling the most common webmail Event-based
tasks (see them listed directly to the right). Click on a task description (e.g., Cancelling a Meeting) and it
will allow you to jump to specific instructions below. Then, click the browser back button to return to
the top of the page.

How to Create an Appointment Quickly

The QuickAdd option makes it easy to quickly create an appointment for yourself. Please note that the
QuickAdd feature is an option. If you would prefer to always open the Appointment page when you
double-click or drag on the calendar, disable this feature from your Calendar Preferences.



1.

Right-click on either the mini-calendar or the start time in one of your calendar views. You can
select to create a New Appointment or a New All Day Appointment.

QuickAdd Appointment

Subject

Location

Display: | | Busy = Mark as: | Private ¥

Calendar: | [ February - March Transition =

Start Time: | 1/27/2015 * @ |1:00 PM -
End Time: | V2712015 * @ |1:30 PM -
Repeat: | None =

Reminder: | 5 minutes before ™ | Configure

Maore Details... OK Cancel

In the Subject text box, add a brief description of the meeting. The text added here becomes the
description in the calendar.

In the Location text box enter where the meeting is to be held. If the location is in a directory,
when you start to type, locations that match are listed.

In the Display drop-down menu, select the Free/Busy option for this appointment.

If this appointment should be added to a calendar other than the default Calendar, select the
calendar.

In the Mark As drop-down select whether the appointment is Private or Public. Details about
events that are marked private do not display in a grantee's shared calendar. Only the start and
end time, duration, recurrence information, and the organizer's identity are shown in the shared
calendar.

Define the start and end day and time. If the appointment is recurring, in Repeat, select how
often this appointment should be scheduled.

(Optional) If you want to add other attendees, schedule a resource, or add notes to the
appointment, click More Details.

Click OK.



How to Create a Meeting from the Appointment Page
You can create an appointment from the Calendar tab.

1. On the Calendar tab, click New Appointment.

New Appointment v

2. If the From field displays above the Subject line, you created more than one persona for your
account. Select the identity to use when creating this appointment.

WET! Contacts Calendar Tasks Briefcase Preferences Appoil
Save & Close Cancel 2 | = 3';._ Options ™
Subject:

Attendees:

Suggest a time

Location:
Start: 1727120156 * | [1:00 PM - All day
End: 172712015 ; 2:00 PM ;
Display: l Busy - ﬂ February - March Transition = | ¥ Private

Scheduler Show ™
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3. Inthe Subject text box, add a brief description of the meeting. The text added here becomes the
description in the calendar.

Create Mew Calendar

Mame:
Caolor: E Blue «

Exclude this calendar when reporting free/busy times

]9 Cance

4. Define the start and end day and time. If the appointment is recurring, in Repeat, select how
often this appointment should be scheduled. Select All day event to make this appointment all
day.

5. Inthe Attendees text box, type the email addresses, separating addresses by a semicolon (;). As
you enter names, the Scheduler opens and the attendee's free/busy information is displayed. To
help you find a time when all attendees are available, click Suggest Time. A calendar displays
with the availability. As you enter attendee names, the scheduling tool begins to suggest times
that all the attendees are available.

Please Note: If an attendee has set a preference to allow only certain users to see free/busy
information and you are excluded from the list, you cannot view the free/busy schedule.

If some attendees are not required to be at the meeting, but you want to invite them,

select Show Optional and type the email address in the field. You can also do this in

the Scheduler. Click the icon next to the name and select Optional Attendee. When the invite is
sent, their names are listed as optional.

6. Inthe Location text box enter where the meeting is. If the location is in the directory, when you
start to type, locations that match are listed.

7. Inthe Display, select the Free/Busy option for this appointment, which calendar the
appointment should be added to, and whether this appointment should be marked as Private.

8. Inthe Reminder drop-down menu, set an alarm notification to remind invitees of the
appointment. If you have configured an email address or SMS alert in your Preferences >
Notification page, check the appropriate box, Email or SMS. If you have not configured a
notification, click Configure to go to the Preferences > Notification page to set this up.

Please Note: Notifications cannot be set on a per-entry basis. This means that whatever settings
are in your Preferences > Notifications will be used for all your notifications, and not only for this
particular calendar event or task.

9. Inthe text box below Scheduler, type an email message that is included in the appointment
@
invitation. To add attachments, click the paperclip icon on the toolbar.



10. The default is to ask the attendees to reply to your invitation. If you do not want a response

from the attendees, in the Calendar toolbar, click Options > Request Response to remove the
check mark.

11. If you do not want to send the invite out at this time, click Save. Otherwise click Send.

How to Use the Scheduling Tool to Find Attendee Availability

When you schedule meetings, you can check to see when attendees are busy or free so you can find a
good time for all attendees to meet. As you add attendees to the Attendees field, a suggestion panel in
the overview pane shows availability in 30 minute time slots for the attendees. The default time
preference is to suggest time within your working hours and within the attendee’s working hours.

1. You can change this. In the New Appointment page, click Suggest a time. In the Suggest

Times pane that opens, click the gearicon . Uncheck the boxes you do not want used to
calculate attendee availability.

2. View Availability in the Mini-Calendar which suggests attendee availability by color code. Green
represents the days that all attendees and at least one location is available. Orange means that
not everyone can attend but more than half can, and at least one location is available. You can
hover the cursor over the date to see the names of up to 10 people who are not available. Red
means more than half of the attendees cannot attend the meeting on those days.
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How to Create an Appointment from an Existing Appointment

You can create appointment similar to an existing appointment and the existing attendees, location,
notes and recurrent pattern can be quickly set up for new dates and times. You can also modify any of
the information before sending the invite.

1. Right-click on the appointment to copy and select Create a Copy. The appointment compose
page opens with all the information of the copied meeting added to the appointment page.

day Thursday

x ance [';‘j 19
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2. To create an appointment exactly as the one you copied, but on another date, you only need to
change the start and end date.

3. Make any other changes to attendees, location, text, etc.

4. Click Send and an invite is sent to attendees and the appointment is added to your calendar.

How to Use Email Messages to Set Up Meetings

You can quickly create a meeting request by dragging and dropping a message or conversation to a date
on the mini-calendar. When you drag and drop a message or conversation, the information in the
message is used to populate many of the fields on theAppointment page.

1. Click a specific message or conversation and drag it to a date on the mini-calendar.

2. The Add Attendees dialog opens the appointment page with many of the fields populated from
information in the message. The Subject of the appointment is the subject of the message. The
attendees are all the email addresses in the To: and Cc: fields of the message, or the most recent
message in conversations. When you drag a contact from your contacts lists onto the mini-
calendar, the contact's first email address is added to the attendee field. The text of the
message becomes the text of the invitation. Message attachments are not attached to the
appointment request.



3. Inthe appointment page, review the meeting request details and make any necessary changes.
4. Set the time for the meeting, and, if this meeting recurs, set any recurrence.

5. Click Send.

How to Change an Appointment or Meeting

You can change meeting or appointment information. If you created a recurring meeting, you can
change one occurrence or the series of meetings. You can select to send or not send an email to
attendees to update the meeting details.

1. Double-click on the meeting that you want to change. If the meeting is recurring, the Open
Recurring Item dialog opens. You can change either a single instance of a recurring meeting or
the entire series.

Open Recurring Item

"Mext Steps” is a recurting appeointment. Would you
like to open only this instance or the series?

# Open this instance
Open the series

OK Cancel

2. Click OK to open the Appointment page.
3. Change any information necessary.

4. The default is to ask the attendees to reply to your invitation. If you do not want a response
from the attendees, in the Calendartoolbar, click Options > Request Responses to remove the
check mark.

5. Click Send to send the revised meeting details to the attendees.

How to Cancel a Meeting



If you created a meeting, you can cancel it. If you created a recurring meeting, you can delete one
occurrence or the entire series. An email is sent to attendees to inform them of the cancelled meeting.
Deleting a meeting is permanent; you cannot undo the deletion.

Please Note: Only the originator of an appointment can cancel the appointment. Attendees can remove
the appointment from their own calendars, but they cannot cancel the entire appointment.

In the calendar view, right-click the meeting and select Cancel. A confirmation box appears.

Confirm Delete

Are you sure you want to delete this appointment?

Yes Ma




Preferences/Settings

Settings can be accessed through the Preferences tab. Here you can create and add signatures,
manage contacts, filters and set notification alerts.

r

jATME Ed ~ Search

Mail Contacts Calendar Tasks Briefcase Preferences
| Save || Cancel | | Unde Changes |

¥ Preferences

@ Gene
@ Accounts Default Client: ® Advanced (Ajax)
B Mail (O standard (HTML)
R Filters
[ Signatures

Appearance
@ Out of Office

Q Trusted Addresses Theme:

B cCalendar

& Shori Display Font Size:
aring

g Notifieations Print Font Size:

4 Import / Export

(2] Shortcuts Time Zone and Language

Zimlets

Time Zone: [ GMT -05:00 US/Canada Eastern 'l

Language: [English (United States) 'l

Compose Direction: | Left to Right * [ Show direction buttons in compose toolbar

Changing Your Password

You can change your password. If you have trouble changing your password or have forgotten your
password, or if the Password option is not displayed, contact your administrator.

Go to the Preferences>General page.

In the Sign in Options>Password, click Change Password.
Enter your Old password, New password, and Confirm.
Click Change password.

Click Save.

Uk wnN e



Using Contacts

From the Contacts section of the webmail tool, you can store contact details, add Contact Lists and
share them with others. Only a name is required to create a contact, or you can create detailed contact
forms that include full name, multiple email addresses, work / home / other addresses, phone numbers,
an image, and so forth. You can also create Contact Groups (otherwise known as distribution lists). The
Emailed Contacts list is populated automatically when you send an email to a new address that is not in
one of your other address books. Your email administrator might set a maximum limit for the number of
entries you can have in all your Contact Lists. When you reach this maximum, you cannot add any more
contacts.

We've included step-by-step instructions below on tackling the most common webmail Contact tasks
(see them listed directly to the right). Click on a feature description (e.g., Adding a New Contact) and it
will allow you to jump to specific instructions below. Then, click the browser back button to return to
the top of the page.

How to Add a New Contact
1. Go to the Contacts page and select New Contact.
Mail Contacts Calendar
i Mew Contact =
¥ Contact Lists
E Contacts — |
LT_ Emailed Contacts
ig Trash
Searches
¥ Tags
«@ Important &

¥ Zimlets
B Archive
Y Emoticons

2. Enter the contact information and optionally upload a photo. A plus sign next to a text box
indicates that you can add more than one entry. For instance, in the Phone text box, you can



add mobile, home, work, and other phone numbers.

Mail Contacts Calendar Tasks Briefcase Preferences Contact E3
Save Cancel = Delete d
<No Name:>

Email: | = Address &
Phone: |FPhone Numbe Mabile > o
IM: |Scree e XMPP v |4
Address: Home v |4
URL: |—‘_ Home v | o
Other: |= B9~ [Biringay ~ e
Motes: ‘

3. Select how and where you want to save the Contact in the upper right of the screen.
e For File as, select how to file the name. The default is by last name, first name.
¢ For Location, select which Contact List.



¢ Click OK.

Choose Contacts Folder

Type in the box to filter the list. Tab to change focus. Arrow
keys can be used to navigate within the list.

¥ Contact Lists

|: Contacts

B Emailed Contacts

Mew K Cance

4. Click Save.

How to Add a New Contact from an Existing Email Message
You can add email addresses to a Contact List directly from the Sent By, To, Cc, and Bcc fields.

1. Inan email message, right-click the name to add and choose Add to Contacts. A new contact
form opens with auto-populated information available from the email header.

2. Add additional information and check the auto-populated fields for accuracy.

3. Choose how and where you want to save the contact.
e For File as, select how to file the name. The default is by last name, first name.
* For Location, select which address book to save the contact.
o Click OK.

4. Click Save.

How to Automatically Add Contacts to Your Emailed Contacts List

You can automatically save the Contacts that you send email to in your Emailed Contacts list. Any time
you respond to, or compose a message that includes a Contact that is not in your Contacts list, it is
added to your Emailed Contacts list. If you are using the auto-complete feature, maintaining an Emailed
Contacts list helps you quickly find addresses that you have emailed to in the past.



1. Go to the Preferences > Contacts page.

2. Under Options > Settings, select Add new contacts to “Emailed Contacts”.

3. Click Save.
Mail Contacts Calendar Tasks Briefcase Preferences
Save Cancel Undo Changes

¥ Preferences

General

Accounts Settings: ¥ Add new contacts to "Emailed Contacts”
Mail

Filters Autocomplete: ¥ Include addresses in shared contacts
Signatures | Select autocomplete match when a comma is typed
Out of Office

Trusted Addresses

Contacts

Calendar

Sharing

MNotifications

ol eELILFS

Import / Export

Shortcuts

=

How to View Contacts in your Contact Lists

1. Go to the Contacts page and select the Contact List you want to view. The content pane updates
with the Contact List content.

2. Check to see if an Email Address is in your Contact List.
* Hover your mouse over an email address. The information associated with the name displays.
¢ If the name is already in one of your lists, the contact information displays.
¢ If the name is not in one of your lists, only the email address displays.

How to Move a Contact to Another Contact List
You can move contacts from one contact list to another.

1. Go to the Contacts page and select the list from which you want to move a contact.



2.

3.

4.

Right-click a contact and select Move.

Mail Contacts Calendar Tasks Briefcase
@ New Contact v | | Edit Delete | | @~ | &
¥ Contact Lists
- Al
E Contacts v —
— 2 Drz lana
L_ Emailed Contacts @D _
4y Find Emails... >
t3% Trasl
W T =g New Email  [nm]
Searches ‘ f Edit Contact

‘! Forward Contact
¥ Tags

i Contact Group »
& Tag Contact  »

@ Important

¥ Zimlets

‘ K Delete [Del]
(| Archive &h Move '
Y Emoticons @ Print [p]

Select the new destination contact list

Click OK.

How to Edit Contact Information

1.

Go to the Contacts page and select the list from which you want to move a contact.
Right-click the contact you want to edit and click Edit Contact.
Make changes to the contact

Click Save.

How to Forward Contact Information

You can forward contacts as electronic business cards called vCards.

1.

2.

Go to the Contacts page and select the list that contains the contact you want to forward.

Right-click a contact and select Forward.
A compose pane opens with the .vcf file attached.

Select the new destination contact list

Click OK.



How to Print a Contact Name or List
You can print a complete Contact List or just print the information for one contact.

1. Go to the Contacts page and select a contact or list to print.

2. Click the Print icon Eh .

How to Delete a Contact

Any contact lists and names you create can be deleted. Contacts can be deleted in one of three ways:
e Select the contact to be removed, and click Delete on the toolbar.
e Dragthe contact name to the Trash folder.

e Right-click on the contact and select Delete.

How to Import a Contact List

You can import contact lists that are saved in a comma-separated (.csv) file. After the contacts are
imported, they are alphabetized by last name.

1. Go to Preference > Import/Export page.
2. Inthe Import > File text box, browse and locate the .csv file to import.

3. Select the type of contact list you are importing. You can select to auto-detect the contact list,
or select from the contact lists in the drop-down menu.

4. Select the Destination to import the contacts or create a list.
5. If creating a new list, click New and enter a name, color and location for the new folder.

6. Click OK.



7. Click Import. Depending on the size of the .csv file, the import might take a few minutes. When
the import is complete, the Status Box shows the number of contacts successfully imported.

Mail Contacts

Save

Cancel

Calendar Tasks Briefcase Preferences ]

Undo Changes
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¥ Preferences
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Accounts

Mail

Filters
Signatures

Out of Office
Trusted Addresses
Contacts
Calendar
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Import / Export
Shortcuts

Zimlets

File: | Choose File | No file chosen

Destination: || folders

Impaort

Type: ® Account () Calendar () Contacts

All account data can be exported to a "Tar-GZipped” (.tgz)
format which can be imported back into the system.

Source: | Al folders

[ Advanced settings

Export

How to Export a Contact List

You can export your Contacts to a comma-separated (.csv) file.

1.

2.

Go to Preference > Import/Export page.

In the Export > Type section, select what you want to export. You can export your contacts in
the standard "Comma-Separated Values" (.csv) format, then import them into another contact
manager program.

Select the Source folder of the contacts to export.

Click OK.



ATMC Webmail Frequently Asked Questions:

Tell me about ATMC Webmail! How do | orient myself to the webmail changes?

Please note that the new Webmail displays a navigation bar across the top, which allows you to select the
module you wish to work within (Mail, Contacts, Calendar, etc). For your convenience, it opens in email
mode, with the Mail tab selected. From here you can compose an email by clicking on the words New
Message. If you click on the down arrow next to New Message, it will drop-down a list of options. From
here you can choose to jump to other tasks such as Contact (to create a new Contact in the window that
appears).

Mail Contacts Calendar Tasks Briefcase Preferences

¥ Mail Folders Sorted by Date ©
&, Inbox o
B Sent
3 Drafts
O Trash

Searches

Tags
> Zimlets

How do | log out?

Log out by clicking on the drop down menu in the upper right hand corner and selecting “log out” or simply
close the browser tab and you will automatically be logged out.

What is the largest size file | can send via webmail?
20MB

How are my messages grouped up?
'Conversation View' is the default setting. If you would prefer to display each message individually, simply
click the View button (on the top right) and click by message.

How do | create a signature block?

Click on Preferences (located in the top navigation bar).

Select Signatures from the column on the left.

Select New Signature.

You can change the font or add symbols with the navigation bar.

What is the briefcase for?
The briefcase is used for storing documents and pictures.



How do | add a contact?

From the main screen, click on Contacts.

Look directly below, click New Contact.
Complete the appropriate fields.

Once you are done, click Save in the upper left.

What is the Preferences function for on the navigation bar?

Preferences is where a lot of the administration functions are located. For example, you would use

the Preferences function if you want to import or export your contacts or calendar, set up filters, or create
an 'away' message.

What is a Zimlet?
Zimlets are add-on applications that enhance the functionality of your webmail program. Your package
may or may not include this functionality.

What are tags?
Tags are a personal classification system for webmail messages, contacts, tasks and appointments. You can
tag as many messages as you want and you can apply multiple tags to the same message and contacts.

How do | send an attachment?
Compose a message. Then click on the word Attach (under Subject) or click the small triangle symbol next
to the word Attach to locate the attachment.

How do | save an attachment?

Scroll over the file and right click. Select ‘Save link as” and choose the file name and file destination.

Where did my draft go?
If you composed a message but didn't save it as a draft, it will auto-save and link to your navigation bar.
Simply click the title (in the below example it's listed as "test") or click the x symbol to delete it.

Mail Contacts Calendar Tasks Briefcase Preferences test E3

Can | retrieve an email after it has gone into the trash?

You can retrieve emails sitting in your trash bin until you have clicked the ‘empty the trash’ button and
deleted your trash. After you have done that, you can no longer retrieve them.
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