E-Mail Use

Tutorial
Netscape Messenger

Netscape Messenger is afree e-mall client that dlows you to check your Popmail accounts.
Messenger is included free with the Netscape Communicator suite of software. Not only is
Messenger free, but it is easy to usein both Windows and Mac environments. The screen shots
included with this tutoria were taken in a Windows environment. If the tasks or commands are
different in aMac environment, thisis noted.

In thistutorid, you will learn to:

Open Netscape M essenger

Set up Netscape Messenger with your e-mail preferences

Read an e-mal

Compose an e-mall

Reply to an e-mal

Forward an e-mal

Print, delete, or attach a document to an e-mall

To begin using Netscape M essenger :

1. Open Netscape Communicator.

2. Once Communicator is open, sdect Communicator from the options menu at the top of the
screen. (To sdlect an option, highlight the desired by option by pointing to it with the mouse
pointer. Once it is highlighted, click once)

3. Select M essenger from the drop down menu.
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To begin using Netscape Messenger;

1. Open Metscape Cormmumacator.

Shortcuts: On a PC, pressing the <Ctrl> button on your keyboard and 2 at the same time will
open Messenger once Communicator is open. Similarly, <Open Apple 2> will open Messenger
onaMac.

4. A window titled "Inbox™ will open.
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Setting your preferences:

1. Before you can send and receive e-malil, you must set your preferences. Select Edit from the
options menu.

2. Sdlect Prefer ences from the drop down menu.

The Mew Jersay Devls
WP face the shellshocked Stars tumgh! in Game Five |
Mes of the Stanley Cup Finals, A win will give the :
} Devils their second title in five years, Eead the

EIM

Preferences iswhere you customize al aspects of Netscape Communicator. If Messenger isyour
active window, then "Mail and Newsgroup Preferences’ will automaticaly be selected. If itis
not, then select "Mail and Newsgroup Preferences' from the category menu on the left side of the

window.

3. Sdect Identity from the Mail and Newsgr oups category menu. The corrdating information
fieldswill gppear in the window on theright.

4. Enter your first and last name, or how you would like your name to appear on your e-mals, in
the Your Name fidd.

5. Enter your e-mail addressin the E-mail Addressfidd. Your email addressis
@cuip.uchicago.edu.

6. Enter your e-mall address again in the Reply-to address fidd. Thisis necessary only if the
reply-to address is different from the e-mail address in the above fidd.



7. You may aso enter the organization with which you are affiliated in the Or ganization field.
For instance, Chicago Public Schools.

8. Sdect Mail Servers fromthe Mail and Newsgr oups category menu.

9. Addyour Incoming Mail Server by clicking on the Add button to the right of the window.



(A box may appear that reads. "Y ou can have multiple mail sarversif they are IMAP servers.
You are currently using a pop server.” If thishappens, click on OK. You must firgt delete the
existing mail server before adding anew one. To do this, click on the mail server currently
lisated in the Incoming Mail Servers didog box. Onceit is highlighted, click on the Delete
button to the right of the window. Then click again on the Add button.)



Mail Server Properties

A new window titled Mail Server Properties.

10. Enter "cuip.uchicago.edu’ in the Server Name fidd.

11. If itisnot dready input for you, enter "POP" inthe Server Type fidd.

12. Enter the part of your e-mail address before " @cuip.uchciago.edu” in the User Name fidd.

13. Asa precaution, you should not sdect (check) Remember password on acomputer thet is
being used by people other than yoursdf. If you do this, others may be able to access your e-
mal.

14. Select the Pop tabinthe Mail Servers Properties window.

15. Sedlect L eave messages on ser ver by dicking oncein the box to the left.

16. Click onthe OK button in the bottom of the M ail Server Properties window.

17. Enter "cuip.uchicago.edu’ asthe Outgoing Mail Server.

18. Enter the part of your e-mail address before " @cuip.uchicago.edu” in the User Name fidd.
19. Sdect Copiesand Folders from the M ail and Newsgroups category menu.



20. Uncheck "Place acopy in folder: 'sent’ on Locd Mail." Thiswill prevent your messages
from remaining on the computer for future users to read.

21. Click the OK button.

Check and Read Incoming M essages:

1. Click onthe Get M SG icon in the top left corner of the tool bar.



2. Your messages will be liged inthe Inbox. If they are not, click on the Inbox text in the left
window.

3. Double click on the subject text of the message you would like to read.

Compose a new message:

1. Click onthe New M sgicon on thetool bar. A new window will open.

2. Clickinthefidd totheright of To:. A blinking insertion point will appear Sgnding
that you can enter text.

3. Enter the e-mall address of the person to whom you are writing. Double check the
address. If thereisamigtake, it will not reach the person to whom you are writing.

4. Clickinthefiddtotheright of Subject:. The blinking insertion point will moveto
thisfidd.

5. Enter ashort description of the subject matter of the e-mail. Y ou do not have to enter
asubject, but it is very helpful to the recipient if you enter a concise description of the
contents.

6. Click inthelarge blank space a the bottom of the window. Thisiswhere you can



enter the body of the message.
7. Once you have finished the message, click on the Send button on the tool bar.

Hello Heather
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Are you having fiun in WIT this summer?

Reply to a message:

1. Click on the Reply button on the tool bar.
2. A new message window will gppear. Enter the message text in the message field.
3. Click on the Send button on the tool bar.

4. If the message was sent to more than one person, you can click on the Reply Alll
button on the tool bar to send your reply to everyone who received the initial message.



Subject: WIT module
DMTELOEIMMISHEI -05(!)

Be caeful. If you click on the Reply All button, make sure you redly want to reply to
dl.

Forward a message:

1. Click on the Forward button on the tool bar.

2. A new message window will appear with the message text already entered. Enter the
e-mail address of the person to whom you would like to send the e-mail inthe To: fidd.

3. Edit thetext if youwish. You might want to edit the text, for instance, if the message
has numerous -email addresses and computer-generated text at the top of the message.

4. Click on the Send button on the tool bar.
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Print a message:

1. Click onthe Print button on the tool bar while the message is open.

Delete a message:

1. Sdect the message by highlighting it in the I nbox.

2. Click on the Delete button on the tool bar. Unless you are on amachine used by no one but
yoursdlf, you should dways delete your e-mail to prevent future users from reading your e-mall.

Send an Attachment:

1. While the composed message is open, click on the Attach icon on thetool bar. (Theiconis
shaped like a paperclip.)

2. A pop-up window will appear smilar to an Open File window. Sdect thefile you wishto
send by double-dliking on it, much in the same way you would open afile. The window will
disappear and the file pathway should appear in the Attach fidd just below the To fidd.



Spellcheck your document:

1. While the composed message is open, click on the Spelling icon on the tool bar.



