
Using Webmail


Internet Email Assignments
IST 2710

Email assignments

Here are the five email assignments. In the body of each message, include the assignment number below (1, 2, 3, 4 or 5). The rest of the handout shows how to use WSU Webmail for the assignments, but if you know how to use another system, you can use that one instead. Notice that you will need the email address of at least one other person, besides yourself and the Instructor, to complete these assignments. You may want to exchange email addresses with others in your class for this purpose.

1. Send a simple email message to the Instructor.

2. Send a message to the Instructor and at least one other person. To do this, type in everybody’s email address, separating addresses with commas (,).

3. Reply to a message from the Instructor.

4. Forward a message that you have received from someone else to the Instructor. “Forward is an option that you will see when you have clicked on a message title to read the message.

5. Send a file as an attachment to the Instructor. This should be a text or word processing file with no graphics. Files with graphics can be very large and fill up someone’s email box.

Internet email is sent between any two Internet email addresses, and an Internet email address is any email address with a "@" in it. There are many Internet email clients (for example AOL,  Eudora, Pine, Outlook) and servers (for example IIS, Unix, Linux, MercuryMail). As long as they all follow the email protocols (Post Office Protocol Version 3 or POP3; Internet Message Access Protocol, or IMAP) any client and any server can use either protocol and they can all work together. (Client and server have to be using the same protocol, but servers can exchange messages using different protocols).

WSU Webmail

Since there are so many clients, we cannot cover all of them, so here we will use WSU Webmail, since all WSU students, faculty and staff have WSU email account. If you use another email client or server, you can use that for the five email assignments below, but you are on your own.

To use WSU webmail, start a web browser and go to webmail.wayne.edu. Log in with your AccessID and Password.
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Figure 1

After you log in, on the right you will see menu items, shown below with explanations:
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Figure 2

Use the “Preferences” link to set up the following preferences:

· Save Sent Messages – Yes
· Reply – Include original inline (if you are replying to a message, include the message you are replying to, as part of the message you are sending)

· Signature – type in a signature that you would like to include with all your messages. Normally this at least includes your name, but it can contain anything else that you want, such as a nickname, telephone number, etc.

When the preferences are set up the way you want, click OK.

Here is the display of incoming messages, with explanations for the symbols. The paperclip on messages 1328 and 1333 indicate attachments (included files that can be extracted from the message and saved to a disk.
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Figure 3

The message subjects are links; click on the link to read that message.

To complete these assignments, you will need your own email address (AccessID@wayne.edu), and the Instructor’s email address. Also, trade email addresses with at least one other person in the class.

You send email messages by clicking on the “Compose” link. This will pop up the message composition window, shown below. Notice:

· Send button – click this when you are ready to send the message

· Attachments – To include an attached file,

· Click Browse to search through your files and folders to find the file you want to attach.

· Click Add to upload it to the email server so it can be sent.
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Figure 4

The figure below shows the display of an incoming message.
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Figure 5

The top row of links, from “Delete” through “Open,” give options for what to do with the message after reading it. Here are descriptions for some of these options that are not obvious:

· Reply / All. Reply just replies to the “From” address, while All replies to everyone that received the message, whether as “To” or “CC.”

· Forward. This is like Reply, but instead sends the message to some third email address.

· Open. The message is already opened for reading. What this does is to display more detail about the routing of the message; server names, IP addresses, etc. This can sometimes be useful in tracking down nuisance email or email viruses. (Webmail is resistant to viruses; just don’t open executable files (.exe, .bat, .com) unless you trust the source.

Periodically, you must clean out your old email messages, and your saved copies of messages you have sent. To do this, in Figure 3 above,

1. Click in the square box on the right, next to the message number, to select the message for deleting.

2. Check that the box beside the “Mark” button says “Deleted”, then click on the “Mark” button to mark the message for deletion.

3. In Figure 2, click on “Purge deleted items to actually delete the message.
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