UNION

Miscellaneous Options in Umail

Getting to the Options Page
e Log on to Umalil using your username and password. If you are unsure of how to do
this, please see the document “How to use Umail”:
http://its.union.edu/documentation/acad/Umail-Use.pdf

e Once you are logged in, you will see a column of icons on the left side of your screen.
Click on the icon “Options”.

How to: Set an “Out of Office” Auto Reply Message
At the top of the “Options” page you will see the “Out of Office Assistant”.
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AutoReply oy once to each sender with the Following text: autaReply only once ta each sender with the Fallowing kext:
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1. Inthe white textbox enter the text of a message you want to be sent to anyone who tries
to contact you when you are out of the office.

2. Select the “I'm currently out of the office” option and press e Save and close. o enable the
auto reply message. You will continue to receive email while you are "out of the office".

1 am currently away from the computer & will nok ;I
be checking email, Twill be getting back on October
z2nd 2006, ;I

How to: Change Messaging Options

Scroll down the “Options” page until you reach “Messaging Options”.
e You can set the amount of items that you want to be displayed by selecting the
dropdown menu and selecting the desired number.

e You can also change what happens ~Messeanaetions
When you delete or move an |tem J NumberoFitemstodispIayperpage:ISD vl

whether to return to the original Aiter maving or deleting an e [return to the view <]
VieW, Open the next |tem or Open ¥ Display a natification message when new mail artives
the previous item. This is can be I Play & sound when new mail arrives
selected by the next dfOdeWl’] IV utomatically include my signature on outgaing messages.
menu. Edit Signature. ..
Mail editar Fonk: | 10 pt. Arial | Choose Font... |

e You can set a signature (a text that is pre-entered, to any new outgoing email) by
selecting edit signature button. A new window will appear.



e save and Close| Close| @ Help In the white text box type in the text of the signature that you
want to appear in every outgoing email. Click kel Save and closs
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Unian Hall in the compose email page.

nion College
Schenectady, 123058
M|

How to: Turn on Spellchecking

If you are using IE 6 or greater you can enable spell checking of your email messages. Scroll
down the “Options” page to “Spelling Options”.

Spelling Options

A\B}’ [T Ignore words in UPPERCASE

r Ignore words with numbers

r Alvways check speling before sending

Select the language of the dictionaty to use while checking spelling:

I(Select a Language) ;I

Simply check the options you would like to enable. If you want to change the dictionary
language, click on the dropdown menu and select the language you want to use.

Remember to click k=l saveandclase. 5t the top of the page to save your changes.

How to: Turn on Junk Email Prevention

For more information on Privacy and Junk Email Prevention, please refer to the document
“Configuring Junk E-Mail Settings”:
http://its.union.edu/documentation/acad/JunkEmailSettings.pdf

How to: Change Calendar Options
Scroll down the “Options” page until you reach “Calendar Options”.

Calendar Options

j Week beqgins on: ISunda';.:' - I
1
Day skark Eirme: IB:EIEI apM - I
Diay end time: IS:IZIIZI PM - I

First week of vear: ID-:: not display week numbers ;I

e You could specify which day is to be the starting day of the week by selecting the “Week
begins on:” dropdown menu and selecting the day that you want.

e You could specify what time you want the day to begin and end from the next to
respective dropdown menus.

e You could also select when the first week of the year begins, or not to show week
numbers at all from the last dropdown menu.



How to: Change Reminder Options

Scroll down the “Options” page until you reach “Reminder Options”.

Reminder Options

_-,l To wiew reminders, vou must use Microsoft Internet Explorer 5 or laker,
|
IV Enable reminders For Calendar itsms
¥ Enable reminders For Task items

v Play a sound when a reminder is due

Default remindsr: I 15 minuktes = I

e You could enable or disable reminders for items in your calendar by checking or clearing
the first checkbox.

e By checking the second checkbox you will enable reminders for items in your tasks
section.

e You could turn on or off a reminder sound by checking (on) or clearing (off) the third
checkbox.

e You can specify how long in advance the reminder should appear by selecting the
“Default reminder” drop down menu.

How to: Set Contact Options
Scroll down the “Options” page until you reach “Contact Options”.

Contact Options The Global Address List contains the Union College

Check names First in: community. “Contacts” contains your personal contact
Q;Ej list. You can choose which address list should be
checked first. Check the appropriate item. Click
" Contacts |l Save and Close

' Global Address List

How to: Recover Deleted Items

Scroll to the bottom of the “Options” page. You will see “View Items” button under the “Recover
Deleted Items” section. To see what can be recovered, click that button.

Recover Deleted Items

Click Yiew Ikems to view and recover ibems that were recently emptied from vour Deleted Items Folder. Recovered items will be moved back to vour Deleted
‘_!.:? Items Folder.

Wiew Ikems I

This will open up a new window which contains old deleted messages.

ecover Deleted Items Tkems n toSof 5
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Deleted On From | Received |
= RE: Thermodynamics homewark,  Tue 1071072006 2:41 PM Tue 10/10/Z006 1:34 PM
= RE: Thermod copies Tue 1071042006 2:41 PM Tue 10/10/2006 3:01 AM
& Tue 1071042006 2:41 PM Tue 10/10/2006 12:18 PM
= Friday Topic- Pre-Registration Tue 1071042006 2:41 PM Tue 10/10/2006 9:01 AM
= Enwironmental Club Tue 1071042006 2:41 PM Tue 1071072006 11:23 AM

Select the email or emails you want to recover and click on the “recover” button on the top left. If
you want to permanently delete an email click on the “permanently delete” button.



