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Login to SquirrelMail E-mail

Each user logs on to Squirrel Mail with a user id and password.

o Note: user ids and passwords are case sensitive remember to turn caps lock
off and log on in LOWER CASE.

1. Enter your user id in the Name field.
2. Enter your password in the Password field.

3. Select Login (click on the Login button).

The right frame

At the top of the Squirrel Mail page is a menu bar. This menu bar is always visible wherever you are.

Current Folder; INBOZX Sign Out
Compoze Addresses Folders Options Search Help Calendar

STUHY Orange Student Iuail

Current Folder displays which of the folders listed in the left frame you are currently in.
Under the top bar is a row of links:

Compose - Make and send an e-mail (which may include attachments).

Addresses - Holds a list of addresses that are contained in your personal address book.

Folders - All folder manipulation takes place under this. You can create, delete, rename, subscribe to
and unsubscribe from folders.

Options - Change settings of how Squirrel Mail responds and looks.
Search - With this tool, you can search through a mailbox for given criteria.
Help - Squirrel Mail help files.

Calendar — An optional personnel calendar.



The folder list (the left frame)

Using folders is a great way to organize your e-mail. Folders are listed in the colored area to the left of
your Squirrel Mail window.

At the top of the left frame is a link titled refresh folder list. If you make changes to your folders (create,
delete or rename) the list can be refreshed with the refresh folder list link. The first folder listed in your
folder list will always be your INBOX. Your INBOX is where your incoming e-mail goes.

Notice that this list may not include all the folders displayed in the left frame. For obvious reasons, you
cannot rename the Sent, Trash or INBOX folders. Try not to use really long names for your folders. The

shorter the names, the narrower you can make your folder list frame which will give you more space in
the right frame.

The default folders in Squirrel Mail are INBOX, INBOX Sent and INBOX Trash.
INBOX is where all incoming mail is stored.
Sent Mail is where your sent mail is stored.

Trash holds your deleted mail. You should permanently delete your trashed
mail regularly by clicking on (purge).

You can create or rename your own folders to store and sort your mail in. To do
this:

TBOX

T BOX
Compose Addresses Folders Ophens Search Help Calendar
.

Select the Folders link

SUNY Orange Student Madl

Folders

Type in the name of the folder

you want to create. You can 5 o Rl
choose to make the new folder a [None]

SUB-folder too

No folders found

Your newly created folders won’t
appear in your folder menu until
you refresh your folder list.

No folders found

Select refresh folder list in your
folder menu.




Options

You have many choices of themes, languages, folders and other preferences.

All of these options may be changed without affecting any other users on the system.

To change your options, select the Options link in the Main Menu.

Compose Addresses Folders Options

search Help

Calendar

?

The options page

There are eight main links on the
Options page. The options are
used to personalize and customize
your mail account.

OPTIONS: Personal Information

Set your personal information such
as your name and e-mail address.

Full Name

You should put your entire name
here.

For example, if your name is John
Smith then that is what you should
type in this field. Recipients of your
e-mail will then see that it is from
John Smith.

If you don’t fill this in, all the recipient
will see is your generic e-mail
address, for example,

$1234567 @student.sunyorange.edu

E-mail Address

Compose Addresses Folders Options Search Help Calendar

Sign Out
Siem Out

Options

Persenal Information

This contains personal information about yourself such as
your name, your email address, etc

Message Highlighting

Based upon given criteria, incoming messages can have
different background colors in the message list. This helps to
easily distinguish who the messages are from, especially for
mailing lists

Index Order

The order of the message index can be rearranged and
changed to contain the headers in any order you want,

Change of Password
Change your e-mail password

Display Preferences

You can change the way that Sepirrellail looks and
displays information to you, such as the colors, the language,
and other settings

Folder Preferences

These settings change the way your folders are displayed
and manipulated.

Yacation Message

Here you can install an automatic reply message. Specify the
subject, reply message, and if you want, a forwarding
address. This will copy all mcoming mail to another address
as well as keep 1t mn your mailbox

SpellChecker Options

Here you may set up how your personal dictionary is stored,
edit it, or choose which languages should be available to you
when spell-checking,

Options - Personal Information

Name and Address Options

Full Name: | John Smith

Email Address: [jsmith@student sunyorange.edu

Eeply To:

John Swith

SUNY Orange Student

Signature:

Mdultiple Identities: Edit Adwvanced Identities {discards changes made on this form so far)

Timezone Options

Teur current timezone: | Same as server

~

Reply Citation Options

Eeply Citation Style: | UserDefinad v
User-Defined Citatien Start: |hello

User-Defined Citation End:

Signature Options

Use Signature: & Tes O No

Prefix Signature with '-- ' Line: @ Yes O Mo

This is optional and can be filled in if your e-mail address is different to what is automatically assigned.



Reply To
This too is optional.

This is the e-mail address that people will reply to if they reply to your message. If your Reply To e-mail
address is different to the e-mail address you are sending from, you can enter it here.

Use this if you don’t want people replying to your Squirrel Mail address.

Signature

Optional - Signatures are attached at the bottom of all messages you send out. A signature is a piece of
text with, say, your name and business name.

If you want to use a signature on every e-mail you send, make sure that the YES option is enabled
beside the Signature Option on the bottom of this screen.

Signatures are usually prefixed with two dashes (--). If you want the two dashes to appear above your
signature, enable the YES option beside Prefix Signature with '-- ' Line ?

Note: Be careful what you put in your signature & we suggest avoid putting your home phone number or
home address in your signature.

O PT I O N S . D i S p I ay Options - Display Freferences
P refe rences General Display Options
Theme: | Default v ‘
Set the colors you want Mail to Custorn Stylesheet: | Default_v|
use, what language you want Language: [English ¥/
to use and how your WEORE e TR |
messages d|Sp|ay on your Mailbox Display Options
screen. Mumber of Messages to Index:

Enable Alternating Row Colors: & Yes O No

Theme Enable Page Selector: & Yes O Mo
Mail offers different color s Husber of Pageato Show

themeS SO yOU can JaZZ Up Message Display and Composition
your windows. You can choose Wrap Tncoming Text Ar (85|

between the listed themes. Size of Editor Window:[76__|

Location of Buttons when Composing: | Between headers and message body ¥
Addressbook Display Format:

Lan_guage _ Show HTML Version by Defait O Yes  © No
Squirrel mail supports Enable Forward as Atachment © Yes O No
Ianguages other than Eng“Sh Inclade O Cs when Forwarding IMessages: O Tes @ No

Include Me in CC when I Feply A1 & Tes O Ne
Enable Mailer Display: O Tes @ Mo

Display Attached Images with Message: O Tes & No
Enable Printer Friendly Clean Display: & Yes O No

Number of Messages to Index

This is the number of messages you will see at once (ie, on one page) in a folder. If there are more
messages in the folder than this number, you will see a Previous and next link on the page which will
take you to the previous or next page of messages. The lower the number of messages, the faster each
folder will load. The trade off is that you may have to move between pages to see all of your mail.



Wrap incoming text at
This lets you set how many characters should be in a line of text before wrapping (putting the text on the
next line). This prevents messages from scrolling horizontally off the screen.

The usual number to use is 86, but you are free to change it to whatever you desire.

Size of editor window
How wide do you want your Compose box to be? This is where you set the number of characters per
line that you will be able to type before line wrapping. The default size is 76.

Width of left folder list
On the left side of your browser window, you will see your list of folders. With this option, you can select
how wide that will be.

If you have very long folder names or large fonts, it is ok to set this pretty high. Otherwise, you should
set it low so you don’t waste screen space.

There are other preferences you can customize here and are all optional.

OPTIONS: Message Highlighting

Set incoming messages from specific Options - Message Highlighting
senders to have different background colors (Mew] - (Deae]
when viewed in your inbox. You use this so
you can quickly identify who the sender is.

Mo highlighting is defined

Identifying name: |From MO

With message highlighting, you can have I
the background color of all messages from s :; Other|  [Bx 630078 -
ili H H i H O o C (9] (@] OCC O OCEJC O O O
a mailing list or individual different to the BBBcns -Bogs ¢ cgs o BB
color of other messages. (¢ e[o/e/eefs)e|e|e[c[cfSte|ofe] e ol
000000 © 0anon - g - ggo
(e/e/e/ s 0 olsioeleieofsle olslo oo

Just click on New to create a new
highlighting option, or Edit to edit an M““‘““‘m-"e‘ |
existing highlight option.

Identifying Name
This is simply the name that you see which describes what it is. For example, if you are highlighting
messages from your mother, you might set this to From MOM.

Color

This is the actual color that the background will be. You can choose between several pre-defined colors
or you can enter the HEX code for the color that you desire (ie a6b492). If you choose to enter your own
color, you must also select the radio button in front of it.

Match

From the drop-down box, you can choose which field to match against (to, from, subject etc) and in the

text box, you can enter the phrase to match. For example, if you want to highlight messages from your

mum, you will match the field From: with her e-mail address (eg, Mom@home.net) so that all messages
with her address in the From: field will be highlighted.




Change the way your folders are displayed. You don’t create, rename or delete folders here (you do that
in the Folders section which you get to from the Main Menu). Some options here include:

Trash Folder -You can choose which folder your messages will be sent to when you delete them.
Sent Folder- You can choose which folder your sent messages will be stored in.

Drafts Folder- You can choose which folder your drafts would be saved in.

Unseen message notification

This option specifies how to display new, unread messages in the folder listing. If you set this to No
Notification, you will not be notified of new messages.

If you set it to INBOX, when you have new messages, the INBOX will become bold and a number will
appear to the right of it to say how many new messages are in it.

If you set it to All Folders, this behavior will happen on all folders. There is a trade off if you use the All
Folders option & the folder list might load very slowly. If this happens you can set it back to INBOX or
None to speed things up again.

Unseen message notification type
When new messages are in a folder, this option lets you define how you want to be notified.

OPTIONS: Index Order

The index order option allows you to change the order of your columns in your message index. You
can also decide which columns you want to see in your message index.

Use the up and down links to change the order of the columns.

Use the remove link to remove a column and the Add button to add a column.

Options - Index Order

The index order is the order that the columns are arranged in the message index. You can add, remeve, and move columns
around to custotnize them to fit your needs.

up | down | remove - Checkbox
up | down | remove - From

up | down | temove - Date

up | down| remove - Flags

ug | down| - Subject
up | down | remove - Size

Beturn to ophions page




OPTIONS: Vacation Messages

The Vacation program automatically returns a message to anyone who sends you email. Typically, this
message informs the sender that you are not available to read your email. There are several reasons
you may choose to use a vacation message, such as you are on vacation or out of the office. An
example vacation message might be:

Subject: On vacation from June 20-25
| will be away this week as | am on vacation. | will respond to your email as soon as | am back in town.
John

The vacation program is smart enough to keep track of what email addresses sent you mail so it will
not keep responding over and over to their email address. When the vacation option is turned on it
responds to every incoming email in the same manner. This means that if you are on a mailing list, the
list server will get your vacation message when it sends out its normal mailing list.

Remember, when you create a vacation message every email that gets sent to your mailbox will send
your prepared vacation message to the sender. So if a spammer sends you email, they could receive
your vacation message. We recommend not putting too personal of information (private telephone
numbers/names/addresses) in these messages since there is no telling who may end up with the
message.

Tou are not currently sending a reply message.
Simply check “Send auto-reply to You can ener one by typing the subject and reply message and checking the box.
Sender?” and type a su bjeCt in the [ Send auto-reply to sender?
Vacation Subject field. Type a short
message in the Vacation Message
field (remember anyone who sends you
email will see this once the plug-in is
turned on) and click Change Settings
at the bottom of the screen.

Vacation Subject

Vacation Message

Mail Forwarding

Tou are not currently forwarding incoming messages.
This will copy all incoming mail to another address as well as keep it in your mailbox.

The most common reasons for
forwarding your Squirrel mail

would be, you are on vacation, on
military duty at sea or simply want to
check all your email from a different
address.

[0 Forward incoming message to another email address?
[0 Nolocal delivery -- Forward and/or Aute-reply only.

Forwarding E-Mail Addresses (One Address Per Line)

aeliafsunyorange.edu

Put a check next to Forward incoming

message to another email address?

Now type the name(s) in the Change Seftings

Forwarding E-Mail Addresses (One Address Per Line) field. Example:
[smith@somewhere.com

jsmith@somewhereelse.com

Click Change Settings at the bottom of the screen and the email will be forwarded to the addresses
you typed (make sure spelling is correct). NOTE: To deliver email to both your local Squirrelmail
account AND another account add your email address to the forward list. Example:
jsmith@somewhere.com

jsmith@somewhereelse.com

S1234567 @student.sunyorange.edu



mailto:jsmith@somewhere.com
mailto:jsmith@yahoo.com
mailto:jsmith@somewhere.com
mailto:jsmith@yahoo.com
mailto:S1234567@student.sunyorange.edu

OPTIONS: Change of Password
You have the ability to change your password. Just fill in the fields and click on Change Password.

If you change your

paSSWOI’d and can not Change yowr account password
remember it. You must Please read the following mstructions before editing your Password:

Ca” tO have o The password is letter-case sensitive, meaning an '4A' is not the same as an 'a’.
technical support reset R e e
your password and then o The new password must contain at least three (3) letrers (a-2) and two (2) digits (0-8).
you can log in to change it
again . Tour account name: aelia
Current password: I:I
New password: l:|
Confirm the new password: I:I

I Change Passward ]

OPTIONS: Spelichecker Options

The spellchecker options screen allows you to edit your personal dictionary and setup international
libraries if needed.

Read, Forward or Reply to an E-Mail Message

1. Open your INBOX folder by clicking on the heading INBOX in the folder list.
You will see the INBOX message index. Unread messages will be bold.
2. Click on the subject of a message and it will be displayed in the right frame.

When you are viewing a message, another menu bar is presented below the main menu choices above
the message you are currently viewing.

Iessage List| Delete Previous | Hext Fotward | Forward as Attachment | Eeply | Beply AL

Message and Delete
The Message list link will take you back to the list of messages in the current folder, ie the folder you are
in.

The Delete link will delete the message being viewed. If a message contains an attachment, it will be
deleted as well. You can prevent the loss of attachments by downloading them first (see below).

Navigation - Previous and Next
In the middle of the bar are the navigation links Next and Previous.

Previous will take you to the previous message in the folder (if there is one). The Next link will take you
to the next message in the folder (if there is one).



Forward & Forward as Attachment
On the right is the forward links. Use this if you want to forward the message to someone else.

When pressed it opens the Compose page with the previously viewed e-mail in the text box below a tag
of Original Message.

FWD: is appended to the original subject line.

The various fields for sending to an address await your completion. You may position the curser in the
text box in order to add comments to the already existing text. You can also use the attachment feature
(see below).

Once you have selected Send, a copy of the message is saved in your Sent folder.

Reply
Click this link to reply to the sender of the current message. Re: is appended to the original subject line.

Reply All
Same story here as Reply with the exception that all addresses the original message was sent to will
receive your reply.

Once you have selected Send, a copy of the message is saved in your Sent folder.

Attachments

Any attachments sent with an e-mail will be displayed at the bottom of the message inside a colored
box. The attachment is displayed as a link with a description of the file type to its right. Clicking on the
file name will either display the attachment or present a download dialogue box (depending on the file

type).

If you wish to download the file (rather than just viewing it), click the download link on the right side.

Attachments:
untitled-[2 D6k [ tesxt/html ] download | wiew

Incoming message text wrap problems

You may notice when you are forwarding or replying to a message some of the original text doesn’t have
the > symbol. This is due to line wrapping and may be unavoidable. Try setting the value of Wrap
incoming text in the Options page to a larger number, this may help.



Compose (New Message)

The Compose menu choice will take you to a new Compose page. Here you will find several fields and a
couple of buttons.

Compose Addresses Folders Options Search Help Calendar

The first field you will need to fill
in is the To: field. In this field Tor| |
you should enter the e-mail el I

|

address of the person or BCC

Subject:|

persons you are Sendlng a Priority. Receipt: [On Read [On Delivery
message tO. [ Signature H Addresses ][ Sawe Draft ][Send][ Check Spelling

You may enter as many e-mail

addresses as you like. You ingela Elia
must separate each address FUNY Crangs Studant
with comma.

You don’t need to put a space
between the comma and the
start of the next address

If you do put more than one

address in the To: field, you
might not be able to see them
all in the field. Don’t worry! The _ [Browse.. {400 max 80

text box is a fixed length and
might not be big enough for you to see all the addresses but rest assured that all the addresses will
receive the e-mail.

You can also press the Addresses button to fill in the field. This will take you to your Address book
where you can select the recipient.

CC and BCC
Next are the CC: and BCC fields. CC is an abbreviation for Carbon Copy and is used if you want to send
someone else a copy of the message.

The recipients of your message will see the addresses of all the people you have sent your message to,
ie, they will see who you have put in the To: and CC: fields.

If you don't want recipients to see the addresses of everyone you sent your message to, you can use
the BCC: field. BCC is an abbreviation for Blind Carbon Copy. Use this field to send someone a copy of
the e-mail without the recipients in the To: or CC: seeing that recipient's name.

Think of CC and BCC in the same way as, say, a memo is laid out. You can have as many people as
you like in the To: CC: and BCC: fields. Only the people who are directly affected by the message will be
in the To: field while those who will find the information useful will be in the CC: and BCC: fields.

Subject
Type in a relevant subject for you e-mail here.



Addresses Button

This button will open the address book after a search box is presented. You can enter an address
search box to retrieve a
result or simply place a
check in one of all the
recipients you wish to send

Address Boolk Search

Search for | [(Search ]| [ Listal ]

an e-mail to.
Al Al Al Name F-mail Info
) 0 Toe [ Cc [0 Bee Ciuseppe Elia gelia@hve rr.com Eoad BEunner Account
Then click Use Addresses to

continue your e-mail.

Message Body
The large empty box is for whatever you want to put there, ie this is where you type your message! If a
signature file has been saved it will appear here as well.

Attach
The attach feature allows you to include a file with your e-mail. A browse button is present so you may
search through your directories and select the file to include.

Once you have located the file, simply press the Add button to include the selected file as an
attachment.

Once a file is added for attachment another button is revealed which allows you to delete the
attachment. You can delete one or more attached files by selecting the offending file or files and
pressing the Delete Selected Attachments button.

Move, Delete and Sort Messages

After you click on a folder, you will see (in the right frame) the message index. The message index is the
list of messages in the selected folder.

Move and delete
At the top of your message index is a menu bar containing a drop down list containing all of your folders
and a Move button and a Delete button.

To move a message
1. Select a folder from the drop down list
2. Select the message you want to move to that folder (using the check box to the left of each
message)
3. Press the Move button

To delete a message

1. Select the message you want to delete (using the check box to the left of each message)
2. Press the delete button



Sort

Under the Move and Delete buttons is a menu bar containing three headings, From, Date and Subject.

From D Date &  Subject@d Size
] Angela Elia 12:00 pm+Enghsh Essav 13Kk
[] Angela Elia 11:59 am +HELLO 19k
Togale All Wiewing Messages: 1 to 2 (2 total)

These headings separate the message table into logical parts.

e From: tells you who sent the message. Or at least what address it came from.

o Date: shows the day on which the e-mail was sent.

o Subject: displays what the sender entered as the subject.
Change the sort order of your messages
You can change the sort order of messages by clicking on the small rectangular buttons to the right of
the message index headings. When you select the buttons, the button changes to a triangle, pointing up
(ascending) or down (descending).

In the example, the messages are sorted by date ascending which means that the message received
most recently will be at the top of the message index.

The attachment/reply/urgent column
Between the Date and Subject columns is a small column that is unlabelled.
o If you see the +, in that column it means that the message has attachments.

If you see the A, that means that you have replied to the message.
« If you see the !, then the message was marked as urgent by the sender.

The previous example shows both e-mail messages have attachments.
Search

With this useful tool off the top main menu you can find messages by entering certain criteria.

Search
Once you are in the Search P———— Sign Out
SeCtIOn, you Slmply Choose the Compose  Addresses Folders Options Search Help Calendar
folder you wish to search in. Search
Cwirent Search
Type in the text you are looking

for (this can be a name, a word,
a number etc).

Choose the part of the message to search. Select Search.

After you submit your search request, the list of messages that match your criteria will come up below
the search form. You can then choose the message you wish to view and read it just like a normal
message.



The address book link, in the main menu, is a great function that lets you store your e-mail addresses.

Add to personal address book

You add new addresses by filling in the Add adress
section. Fill in every field so that you have a Fotseiacied ] [ Delet saiaced
belongs to.
Personal address book
Nickname Name E-mail Info
Once you have added the fII’St entry, a |ISt O Dolee Giuzeppe Elia geliaf@hye.rr.com R.oad Bunner Account

[ Edit selected ” Deleta selected ]

address book section with your addresses.

Add to Personal address hook

e [V,

E-mail address: ‘

First name: ‘

Last name: ‘

Additional info: |

Add address

Nickname - Put a familiar name here to help jog your memory. Put anything in this field that will help you
recall who this address belongs to.

E-mail Address - This must be the person’s fully qualified e-mail address.

Guessing the e-mail address here just won’t work! If this is not correct you will either get your mail
returned without being delivered or it will get sent to the wrong person!

First name & Last name - The first and last name of the person to whom the e-mail address belongs to.

Info - This is another field where you can put something to remind you about who this person is. This is
made to be longer than the nickname

Edit or Delete - These two buttons allow you to select a single address and then change any of the
above fields or delete the entry entirely. You are only allowed to select one entry at a time for the edit
button.

Groups in your address book

The address book also allows you to store your group e-mail addresses. The address book link is in the
Squirrel Mail main menu. You add new groups by filling in the fields in the 'Add to Personal address
book' section. Fill in every field so that you have a good record of who is in the group. Once you have
completed creating your group the new group will appear above the 'Add to Personal address book'
section with your existing addresses, both individual and groups.

Nickname - You MUST use a nickname for your group here, otherwise the group mailing feature will not
work. You CANNOT have any spaces in the nickname.

E-mail Address - This is where you type the members of your groups fully qualified e-mail addresses.
After you type each e-mail then insert a semi-colon and simply type the next e-mail address.
Alternatively you may copy the actual e-mail addresses one at a time from your address book list at the
top of the page and paste it into the 'e-mail' field. Remember to insert a semi-colon between each
address.

First name & Last Name - You MUST enter details in these fields for the group to be valid.



Saving Sent Messages

Once you have sent a message in Squirrel Mail you can go back and retrieve it from your 'INBOX Sent'
folder.

However in Squirrel Mail you are not able to go back to your message when a sending error occurs. If you
have composed a long message it is a good idea to highlight the message you have written and press
'Ctri+C’ to copy it to your clipboard before clicking 'send'.

That way if there is a sending error, you can simply open a new 'compose' window and paste the
clipboard message back in by pressing 'Ctrl+V'. It saves you having to retype your message again.

Alternatively you can type up your message in a word processor and copy from that document into
Squirrel Mail.



