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This tutorial is our how-to guide for using PhixMail Webmail. It does not
cover every aspect of PhixMail Webmail; instead, it focuses on some of the
most popular features.



What browsers can I use to view my mail?

The following browsers support PhixMail Webmail:

° Microsoft Internet Explorer 7.0 and higher
° Mozilla Firefox 2.0 and higher

° Chrome 1.0 and higher

° Safari 3.2 and higher

° Kongqueror 3.5 and higher

While basic PhixMail Webmail features will work on mobile browsers (e.g. iPad,
Android Tablet), the full PhixMail Webmail feature set is not officially supported on
mobile browsers. We recommend mobile users to use the basic interface.

Mobile users can also access their PhixMail accounts through the standard mobile
apps. See the PhixMail iOS Guide and PhixMail Android Guide for step-by-step

instructions.

Email size and storage limits

All e-mail accounts provide 5 GB of server side storage for archiving messages. You
can send messages up to 25 MB in size.

The maximum size for email messages, including any attachments, is 35 MB;
however, when attachments are sent over the Internet, they must be encoded, and this
encoding increases the size of the message. The size increase can sometimes be more than
25 percent.

We recommend that you not try to send attachments that are larger than 25 MB. If
you want to share large files, we recommend that you use the Files feature that is part of
PhixMail Webmail.

In addition, some mail servers will not accept large email messages, so if you attach
a large file to your message, it may not reach its intended recipient.



Composing a new message

1. Click Mail, and then click Compose.

ddress Book Calendar N\ RSS

2. In the To field, enter the email addresses to which you want to send the message
(separate multiple addresses with a comma).

Alternatively, in the Contacts pane on the left side, select one or more addresses from
your saved contacts list, and then click the To button at the bottom of the pane.
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3. You can send a copy of the message to other addresses by entering the addresses in the
Add Cc field as described above.



In the example below, the message is addressed to "info@rallyon.ca". The recipient
"spencer@rallyon.ca" will receive a copy of the message and (along with any other
recipient listed in the Cc field), will be able to see that the message was sent to
"info@rallyon.ca"
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You can also send a blind carbon copy of the message to other addresses by entering the
addresses in the Add Bcc field as described above.

In the example below, the message is addressed to "info@rallyon.ca". The recipient
"spencer@rallyon.ca" will receive a copy of the message and will be able to see that it was
sent to "info@rallyon.ca". However, none of the recipients (in the To, Cc or Bcc fields) can
see that a Bcc (blind carbon copy) was sent to "mdoucette@potpourri.com" and
"peziza@hotmail.com".
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4. In the Subject field, enter a subject for your email message.
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5. In the large text area below, type the body of your message.
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Adding attachments to a message

1. While composing an email message in PhixMail Webmail, click Attach a file. You can
find this option in the toolbar and in the message area, and you can click either one.
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3. Click Upload.

Attach a file
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The file is now attached to the message.
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Inserting a hyperlink

You can insert hyperlinks in your messages so that, when the recipient clicks on the link,
the associated web page opens.

To insert a hyperlink in an email

1. In the body of your message, enter the text that you want to make into a hyperlink.

This can be the actual location or URL (such as http://www.example.com) or any text
(such as click here).



2. Highlight the text by holding down the left mouse button as you drag the cursor over

the text.
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7. Click Insert.



Searching for messages

This tutorial will show you how to search for a specific message in PhixMail Webmail.

1. In the Mail folders section, select the folder that you want to search.
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2. From the search drop-down list in the top-right corner of the window, select the type
of search criteria you want to use.
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3. Type your search criteria in the search field and then press Enter.
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Downloading email from a POP3 account

This tutorial will show you how to download messages from another email account into
PhixMail Webmail using POP3.

To set up a POP3 account in PhixMail Webmail, complete the following steps:

1. Click Settings.
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3. In the Other Accounts pane, click Add.
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4. Complete the fields on the Add POP3 Account page as follows:

Email — Enter the full email address of the other account.

Username — Enter the username you use to log in to your other email account.
Password —Enter the password you use to log in to the other email account.
Provider —From the drop-down list, choose the account's service provider.

Server Address—The server address can be obtained from the provider of the
email account you are trying to download.

Server Port—Use port 110 if you do not put a check in the Use SSL box. Use port
993 if you do put a check in the Use SSL box.

Use SSL—Putting a check in this box will make PhixMail Webmail access your
other email ccount through an encrypted connection.

Leave Messages On Server—Put a check in this box if you want to leave a copy
of the messages you download in the original email account.

Default Folder—Select the folder to which you want to download the messages
from your other email account.

Test connection on save—Click to put a checkmark in this box if you want to
test the connection to this account when you save the configuration.

Import old messages—Click to put a checkmark in this box if you want to
import all existing messages from the account. If you don't select this option,
only new,  unread messages will be imported.
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5. Click Submit.

Forwarding email

This tutorial will show you how to automatically forward email from your PhixMail
Webmail address to another email address.

Note: Email that has been identified as spam by our system will be trapped by the
PhixMail Webmail Spam filter and will not be forwarded. The reason for this is that
when a piece of spam email is forwarded by our server, the receiving server considers us
to be the source of the spam even though we weren't the original sender. If too much
spam email is forwarded by our system, it can result in our forwarding server being
blacklisted. Blacklists temporarily prevent any email from being forwarded for all email
addresses in our system. This is extremely disruptive to our customers. By filtering email
for spam before forwarding, we are able to provide a more reliable email forwarding

service.



If email from legitimate senders is going to your Spam folder, you can add their email
addresses or domains to your Allowed Senders list. This will mark all email from those
senders as safe and all new messages from those senders will be forwarded.

For more information, see "Using the Allowed and Blocked Senders lists".

To forward email from your email account to another email address

1. Click Settings.

Address Book

2. In the Settings pane, click Mail Forwarding
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3. In the Forwarding Recipients text box, enter the addresses to which you want to
forward your messages. Be sure to separate multiple addresses with a comma.

4. Click to put a check in the Enabled box.



5. Optionally, to leave a copy of forwarded messages in your PhixMail Webmail account,
click to put a check in the Keep local copy box.

Forwarding

Change Mail Forwarding

6. Click Save.

Working with PhixMail Webmail folders

This tutorial will show you how to work with your PhixMail Webmail folders.

Viewing message contents of a folder

Your PhixMail Webmail folders are listed on the left hand side of the PhixMail Webmail
screen. Click a folder to view its messages.
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Moving messages to another folder

To move multiple messages from one folder to another folder

1. Click the folder that contains messages you want to move.

2. Select the messages that you want to move.
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To select multiple contiguous items, select the first item, hold down the Shift key, and
then click the last item. To select multiple non-contiguous items, hold down the key

and click on each of the items that you want to select.

3. Right-click and choose More, then Move to, and then choose the folder to which you

want to move the files.
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Managing Address Book contacts

This tutorial will show you how to manage your Address Book contacts.

Adding contacts

1. Click Address Book.




2. At the bottom of the Contacts list, click the Create new contact card icon.

3. On the Add new contact pane, enter the relevant contact information, then click Save.
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Addressing email messages to contacts

There are several ways to use the Address Book to address email messages.

° Click Mail and then click Compose to start a new message. In any of the
recipient fields (To, Cc, Bec, Reply-To, and Followup-To), start typing the name of a
contact that is in your address book. A list of the contacts whose name includes those
letters appears in a list format. Click the name you want to add to that field.
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® (lick Mail and then click Compose to start a new message. Click the Contacts list in
the left pane to display all of the contacts that are saved in your Address Book, and
then choose one or more contacts. To select multiple contiguous contacts, select the
first one, hold down the Shift key, and then click the last one. To select multiple
non-contiguous contacts, hold down the Ctrl key and click on each one that you
want to select. Click an icon at the bottom to choose whether to put the selected
contact addresses in the To field, the Cc field, or the Bcc field.




® C(lick Address Book, and then from the Contacts list, select one or more of the
contacts to whom you want to send a message. Right-click, and choose Compose.
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Importing and exporting contacts

This tutorial will show you how to export your PhixMail Webmail contacts into another
mail program.

Exporting contacts

Contacts can be exported in vCard format; the filename ends with.vcf.

To export contacts:

1. Click Address Book

Address Book - File




2. From the Groups pane, choose the group that contains the contacts that you want to
export.

Select Contacts if you want to export all of the contacts in the Address Book.
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3. Optionally, click to select the individual contacts that you want to export.

To select multiple contiguous items, select the first item, hold down the Shift key, and
then click the last item. To select multiple non-contiguous items, hold down the Ctrl key
and click on each of the items that you want to select.

4. From the Export drop-down list, choose Export all or Export selected.
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5. Choose where to save the exported file if prompted; otherwise, check the Downloads
folder on your computer for a file called contacts.vcf.

Importing contacts

You can import contacts from either vCard (.vcf) files or CSV files.
To import contacts:

1. Click Address Book.

Address Book

2. Optionally, select the group into which you want to import the contacts.

If you don't select a group, the contacts will be imported into the Contacts group only.
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3. Click the Import icon
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4. Click Browse and navigate to the contacts file that you want to import. Select the file,
and then click Open.
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5. From the Import group assignments drop-down list, select which address book the
contacts should be imported to. The Replace the entire address book checkbox lets you
delete all contacts from the selected address book before importing. Be careful with this
option; the deletion cannot be undone!



6. Click Import.

Sack

Import contacts

upload a <2 ddress
We currently support importing addresses from the -] or LSV (comma-separated) data
at
mpart fram file: | Browse contacts vel
Import group assignments Only for exxssing groups -

Replace the entire address book

{:n":c'

PhixMail Webmail imports the contents of the file and assigns the contacts to the master
Contacts group and to any selected groups.

Viewing email headers

This tutorial will show you how to obtain the full headers from your email messages in
PhixMail Webmail. Viewing headers is useful for troubleshooting issues such as email
delays, spam, viruses, and abuse issues.

1. Display the message and then click Toggle Raw Message Headers.
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A window appears that contains the Internet headers as well as the content of the email
message. If the email was sent as HTML you will also see the HTML source of the
message.

Using the Allowed and Blocked Senders lists

PhixMail Webmail provides a tool that allows you to block or allow email from specific
senders. You can add up to 1000 entries in the Blocked Senders list and 1000 entries in the
Allowed Senders list.

Make sure that you enter the sender's email address or domain as it appears in the
sender's "Return-Path." The return path is in the first line of the email headers. This may
not be the same as the address that is displayed in the From field of the message.

For information on how to view email headers, click here: "Viewing email headers"

Note: If you see the following error message when trying to add an address to your
Blocked or Allowed list, you have reached the maximum address limit.

Please validate your information and try your
request again.

o Ok

If this happens, you should consider revising your Allowed Senders and Blocked Senders
lists to fit within the limit. Replacing multiple addresses that are in the same domain
with a wildcard (*) is one way to trim down these lists.

If you want to add a domain to the Allowed or Blocked Senders list, the domain name
must be preceded by *@ (for example, *@example.com).

Important: Be careful when adding entire domains to your list. If you add something like
*@hotmail.com to your Blocked Senders list, you are blocking every single sender with a
hotmail address.



Adding senders to the Allowed or Blocked lists

To add senders to the Allowed or Blocked Senders lists.

1. Click Settings.

Adding senders to the Allowed or Blocked lists
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2. In the Settings pane, click Spam Settings.

Settings

e Preferences
Folders
Identities

=+1] Password

=
b 4
. Responses
E=1
o]

B Autoresponder

7 Mar Forwar ding

a Feedback

[

- About

3. In the Allowed Senders or Blocked Senders text box, enter the email addresses that
you want to allow or block, and then click Save.



Creating an email signature

An email signature automatically inserts a standard footer at the bottom of all outgoing

email messages.

This tutorial will show you how to create and enable an email signature.

1. Click Settings.

Address Book

Refresh Compose Mark More

2. In the Settings pane, click Identities, and then click the account for which you to

create a signature.
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3. Enter your email signature in the Signature text box.
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4. If you primarily send formatted (HTML) messages, you can enable the HTML
signature option which allows you to add formatting of your signature; when HTML
signature is selected, the Signature text box displays a formatting toolbar.

5. Click Save.

6. In the Settings pane, click Preferences and then click Composing Messages.
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7. In the Signature Options section, from the Automatically add signature drop-down list,



choose the option to specify the way you want to display your signature:
never—Do not display the signature.

always—Display the signature on all messages, including new messages, replies,
and forwards.

new message only —Display the signature on new messages, but no on replies or
forwards.

replies and forwards only — Display the signature on replies and forwards but not
on new messages.

Signature Options
Automatbcally add signature Hhﬁ'ays |-

When replying remowve anginal signature from message o

8. Click Save.

Changing your email password

This tutorial will show you how to change your email password while logged in to
PhixMail Webmail.

1. Click Settings.
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2. Click Password.

‘@ Password l

Autoresponder

3. Enter your current email password in the Current Password field, enter your new
email password in the New Password and New Password (again) fields, and then click
Save.

Enabling an auto-reply message

Auto-reply messages are a great way to let people know that you are away for an
extended period of time.

This tutorial will show you how to compose and enable an auto-reply message.

1. Click Settings.



2. In the Settings pane, click Autoresponder.
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3. Complete the fields in the Autoresponder pane as follows:
® (lick to put a checkmark in the box next to Enabled.

® In the Interval field, enter the number of days before the same recipient will receive
the auto-response message again. If not specified, the interval defaults to one day.

® (lick in the End Date field, and select the date when you want to stop the
autoresponse message from being sent.

® In the Autoresponse Text field, type the message you want to be automatically sent
in reply to all incoming email messages.

4. Click Save.
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End Date 20140703




What languages are available in PhixMail Webmail?

Our PhixMail Webmail application is fully-localized in:

® English ° Italian

® Danish L Norwegian
L Dutch o Portuguese
L German L Spanish

° Greek o Swedish

o French

Full-localized means that all user interface elements, dialogs and in-line help are
presented in the language selected.

Changing the PhixMail Webmail language

This tutorial will show you how to change the language of your PhixMail Webmail
account page.

1. Click Settings.

L Address Book . Files @ Calendar




2. In the Settings pane, click Preferences, and then click User Interface.
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3. From the Language drop-down list, choose your language, and then click Save..
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Setting the time zone

This tutorial will show you how to change the time zone in your PhixMail Webmail
account. It is important to keep this up-to-date if you are traveling, otherwise the time
stamps on your emails will be incorrect.

1. Click Settings.

Section

B Folders Im Maidbox View
‘.n ldentities 25 Displaying Messages
B Responses e
o pou = Composing Messages
=l Password u Address Book
@' Autoresponder -
e Bl Spccal Folders
Spam Settings

Server Settings

"
"

" Mai Forwarding

‘a Feedback
[

About

a Other Accounts



3. Next to Time zone, choose your time zone from the drop-down list, and then click
Save.

User Interface

Main Options
Languags English (US) -
Time format m
Date format 2014-07-24 =
Pretty dates s
Refresh (check for new messages, etc.) every 1 minute(s) -

Browser Options

Handle popups a5 standard windows

Register protocol handler for mailto: links

File storage and sharing files

File sharing allows you to share files outside of email. The largest file attachment you can
send in your email is 25 MB. Using file sharing you can share or store a back-up copy of
files larger than 25 MB. This tutorial provides an overview of the file storage feature.

Important: Files uploaded to PhixMail Webmail count against your mail storage quota. If
your email account has a 2 GB quota and you upload a 1 GB file, that leaves 1 GB of free
storage quota for your email messages. In addition, there is a 2GB download limit for
shared files in any 24 hour period - if you share a 500MB file and it is viewed four times,
it cannot be viewed again for 24 hours.

To access your file storage, click Files in the PhixMail Webmail header.

Uploading files

You can save up to 25000 files in the Files section, with up to 1000 files in any one folder.

Once a file is uploaded, you can share it with others by sending them a link to the file.



To upload a file

1. Click Files.

Refresh

Compose Mark More

2. Optionally, select the folder where you want to store the file. If you don't select a folder,
the file will be stored at the top level, also known as the root.

3. Click the upload icon.

% New

4. Browse to the file that you want to upload, select it, and then click Open.

r
@ File Upload

NAN,

) » Libraries » Pictures » My Pictures » Pictures

Organize v

{ Favorites

Bl Desktop

# Downloads
. Recent Places
& Google Drive

~4 Libraries
+| Documents
"" Music
k= Pictures
8 videos

1% Computer
8 0s(c)

New folder

Pictures library

Pictures

n

m

CleggToronto DogFlowers3

Goldens_in_Jeep IMG_2890

File name: FlatironBuilding

Island3

~ | AllFiles




The selected file is uploaded to the folder that you chose in step 2.

Note: Large files may take a few minutes to upload.

L Photos Doors Open Toronto New : 2 Deleted files

' u FlatironBuilding
o, i

You can create customized folders to organize your files.

To create your own folders

1. In the Files section, click New, and then click Folder.

Calendar

O

Text file

* New 4+

Text file

Legal
From link

Your new folder is displayed in your Files list.



Sharing files

To share files

1. Mouse over the file that you want to share, and click Share.

Calendar ﬁ RSS

- Photos New L 3 Deletad files

Chablis

Doors Open Toronto s sme & ] ®

2. Click to put a check in the Share link box.

+* Photos New 4 Deleted files
Chablis
Doors Open Toronto ' e § § Share %

' Share link '




The box expands to display a link for the file.

- Photos New + Deletad files

Doors Open Toronto 4

7 Share lnk

Send

Set expwation date

Highlight and copy this link.

You can now use the link to share the file over email, instant messenger, social
networking, and so on.

If you want to email the link to a single address without having to copy it and then paste
it into an email message, you can enter an email address in the Email link to person text
file and click Send.

You can also put a check in the Set expiration date and choose the date when the link
will stop working. When you click anywhere in the field, a calendar appears that allows
you to choose the expiry date.

v Share link

https //mail test hostedemail com/oc/public php?s

v, Password protect

e,

V| Set expiration date

30.06-2014

(o] June 2014 0]

1 2 g
8 § 10 "1 12 13 w4
15 16 17 18 19 20 21

2 23 4 25 % 21 28

28| 30




Restoring deleted email

Deleted email messages may be recovered by our customer service team if you contact us
within 14 days of deleting the messages. Our engineering team saves back-up images of
mailboxes to allow us to recover deleted email.

Note: We may be unable to recover your deleted messages if:
® The email was deleted within four hours of being received.

® Email that has been stored on our mail server for less than four hours may not have
been included in a back up image.

® You download your email using a POP3 mail program.

® If you use a POP3 mail program and it is configured to download messages
automatically and then remove copies from our server, we will be unable to save
back-up images of your messages. We recommend that you switch to IMAP if you
want us to be able to recover deleted email.

Customizing your spam settings

Adding a custom spam tag

By default, when a message arrives in your mailbox that PhixMail Webmail identifies as
spam, that message has a flag added to it, to indicate that it's spam. The spam flag isn't
visible to you, but if you add your own custom tag, then all incoming spam messages
will have your custom spam tag added to their Subject line.

To customize your PhixMail Webmail's spam tag

1. Click Settings.

L Address Book . Files Calendar




2. In the Settings pane, click Spam Settings.

Settings

sl Preferences
i Folders
‘., Identities
. Responses
=1 Password
gl Autoresponder
B~ Mail Forwarding

Q Feedback

.'. About

3. In the Subject Tag field, enter the custom spam tag that you want to use, and then click
Save.

We recommend that you add a space or special character at the end of your tag so it does
not run into the first word of the original subject line.

Spam Settings

Change Spam Settings

Threshold Level Use Default ~

Spam Folder domspamfolder -~

Allowed Senders

spami spameners, com

Blocked Senders

Save I

Any messages you download that are suspected of being spam will now have your
custom spam tag in their Subject line and should be easy to identify.



Choosing a spam folder

By default, incoming spam messages are sent to your Spam folder. However, you can
change the destination folder of incoming spam.

To change your destination spam folder.
1. Click Settings, and then click Spam Settings.

2. From the drop-down menu next to Spam Folder, select the folder where you want
incoming spam messages to be delivered, and then click Save.

Spam Settings

Change Spam Settings
Subject Tag SPAM*

Threshold Level Use Default =

Sparm Folder domspamiolder -

*@linkedin.com
*Bigee.oxg
roscoffuade.ca

Allowed Senders

spamispanmers . com

Blocked Senders

Save



Choosing the spam block level

If you are receiving too much spam in your Inbox, or too many false positives in your
Spam folder, adjusting the spam blocking level may help. The spam blocking level
determines how likely it is that a message wil be marked as spam. A higher blocking
level means messages are more likely to be marked as spam; however, you may also find
that a lot of innocent messages are also classified as spam ( false positives).

1. Click Settings, and then click Spam Settings.

2. Choose the spam blocking level from the drop-down menu next to Threshold Level,
and then click Save.

Spam Settings

Change Spam Settings

Subject Tag SPAM*

Threshold Lewel

Spam Folder domspamiolder -
*Blinkedin.com
*Bisee.oxg

roscofuade.ca

&llowed Senders

spamil spamener s . com

Blocked Senders

If you choose a level other than Normal, the spam filter will be more aggressive in
classifying messages as spam.

If you choose Use Default, your mail will be filtered for spam using the level that is set
for your domain.

If you choose High or Very high, more messages will be classified as spam; however, you
may also find that a lot of innocent messages are also classified as spam. These messages
are referred to as False Positives.



Using the calendar

The web-based calendar feature allows you to manage your schedule online in PhixMail
Webmail. This tutorial provides an introduction to the calendar's features.

To get started, click Calendar.

+ Create event month  week  day agenda WedneSday May
’
Calendars Wed 21
ofaut all day
- 08:00
Preferences 09:00

You can click Day, Week, Month or Agenda to view or add upcoming events.

month | week | day agenda

Sun 23 Mon 26

all day

08:00

09:00

To add events to the calendar, double-click a time slot. You can then set details such as
the name of the event, the location, and the duration.

Create event [}

® General options | © Repeat = O Reminders = W Workgroup




Click the Repeat tab to create a recurring event such as a weekly meeting.

Create event o
% General options C Repeat £ Raminders 2 Workgroup
Repeat | Weekly (v
Count

Uinti
0 Septomber 2014 N
Sun Mon Tue Wed Thu Fri Sat

1 2 3 4 5 f
) cancel

7 B 9 10 11 12 13 |

You can also set reminders to appear when the event is coming up. You can have
reminders that are set at a specific number of minutes, hours or days before (or even after)
the start or the end of the event, and you can set a reminder for a specific date and time.

Calendar Sharing

Calendar sharing allows you to share a calendar with another Hosted Email mailbox
located on the same cluster. You can share a calendar by doing the following:

1. Click the Modify calendar icon next to the calendar you wish to share.

P |
+ Create event month l v

Calendars

[Z% Default Calendar o3

Modify calendar

Shared calendars

8 default
w»



2. Enter the mailbox of the hosted email mailbox you wish to share the calendar with and
click the +icon.

Modify calendar 2
% General options & Share
User name Access
This calendar is not being shared with anyone
Share with
user@example.com Read and write ;0 S
[0 Delete calendar | | 5 Save | € Cancel
3. Click the Save button.
Modify calendar (]
% General options ‘E Share
User name Access
& user@example.com PR —— . b 4
Share with
Read only I +)
(38 Delete calendar £ Cancel
P

This user will now be able to see the calendar shared with them inside of their PhixMail
Webmail interface.



Clearing the cache and cookies from your web browser

Your web browser stores temporary Internet files, which allow frequently visited
websites to load faster, but these files may need to be deleted occasionally to free up
space and remove old or corrupted files. If you are having trouble loading PhixMail
Webmail, it may help to remove your browser's temporary files. Click one of the links
below to go to the instructions for the browser that you use:

) Internet Explorer
o Mozilla Firefox
® Google Chrome

Internet Explorer

1. Click the gear icon at the top of the browser, and choose Internet options.

| | @ )

el
Print »
File »
Zoom (105%) 2 |
Sofety »
Add site to Start menu
View downloads Ctris)

Manage add-ons
F12 Developer Tools
Go to pinned sites

Compatibility View settings

Internct options




2. In the Browsing history section, click Delete.

" Intemet Options [ 2 [
| General | seasity | Privacy | Content | Connectons | Programs | Advanced |

Home page
(3 To create home page tabs, type sach address on its own kne.
2
" hitp://go.microsoft.commwiink/p/TLinkid=255140  ~

[ useasrent || wsedefau || usenewtar |

Startup
() Start with tabs from the last session
@ Start with home page
Tobs
Change how webpages are displayed in tabs. Tobs |

Browsng hstory

Delete temporary fies, hstory, cookies, saved passwords, and web
form information.

[ Delete browsng history on exit

Appeasance
[ coos [ ¢ J[ rFomts ][ Accessbaty |

Coc ] (Loma ][ s

3. Click to put checkmarks next to Temporary Internet files and Cookies, and then click
Delete.

.Ddeu&mﬁmry “

[V Preserve Favorites website data
Keep cookses and temporary Internet fies that enable your favorite
websites to retain preferences and dsplay faster,

'V Temporary files and website files
Coples of webpages, mages, and media that are saved for faster
viening.

'V Cookies and website data
Fies or databases stored on your computer by websites to save
preferences or mprove website performance.

* List of webgites you have visited.

| Download History
List of fles you have downloaded.

| Form data
Saved information that you have typed into forms.

o
Saved ds that are iy filed in when you sign in
o & website you've previously visited.

| Tracking Protection, ActiveX Filtering and Do Not Track
A st of websites excluded from fitering, data used by Trading
Protecton to detect where sites might sutomatically be sharing detais
about your visit, and exceptions to Do Not Track requests.
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Mozilla Firefox

1. From the History menu, choose Clear Recent History.

Eile Edt View [Figiory] Bookmarks Teols Help

M Firefox We SELIRL S Ctrls Shifte W
> Clear Recent History... Ctria Shift+Del
€ 8 voza
— { Restore Previous Session
£ Most Visted Recently Closed Tabs ,
Recently Closed Windows »

M Firefox Web browser — Trusted, Flexible, Fast — There's nev...
M Download Firefox — Free Web Browser — Mozilla
ﬂ ~Help Animals- and -Pet Shelters- with a free click!
Q  Webmail = Preferences
Help
Help

] Webmail = Address Book
[ ] Webmail = Import contacts
Q  Webmail = Address Book

2. From the Time range to clear list, select Everything. Click to put checkmarks next to
Cookies and Cache, and then click Clear Now.

" Clear AN History o
Jime range to clear: [iay!h'ng ']

All selected items will be cleared.
Ah This action cannot be undone.

E] Details

I 7| Browsing & Download History 7

J Cookies
V| Cache

m

] Offline Website Data
| Site Preferences




Google Chrome

1. Click the Chrome menu at the top of the page, choose Tools, and then choose Clear
browsing data.

New tab ~—"

New vandow

New incognito window

Bookmarks ’
Recent Tabs »
Edit Cut Copy Paste
Zoom - 100% - C2

Save page 3s..,
Find...

w@_ E—

History

Downloads

CtrleShift+ Del

Signed in as chablisienne@gmail.com...

Report an issue...

Settings

About Google Chrome Encoding ’
Help View source

Bt Developer tools

JavaScript console

Inspect devices

3. From the Obliterate the following items from drop-down list, choose the beginning
of time, click to put checkmarks next to Cache images and files and Cookies and other
site and plug-in data, and then click Clear browsing data.

Clear browsing data
Obiiterate the following items from:  the beginning of time w
Browsing history

Download history

o Cookies and other site and plug-in data

Cached images and files

Passwords
Autofill form data
Hosted app data

Content licenses

carn more | Clear browsing dsta Cancel

wved content settings and search engines v ot be cleared





