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SOME BACKGROUND TO MCc2 WEBMAIL

Reported to be the most widely used service on the Internet, email (electronic mail) allows
users across the world to send & receive written messages as well as computer files
(attachments) such as digital photos.

Any person who lives in Victoria & registers with mc2 (my connected community) has the
opportunity to obtain a free email account known as mc2 WebMail. As this account is Web-
based, you'll be able to access it from any computer in the world that’'s connected to the
Internet.

Tips

. information for new members on how to register with mc2 & obtain a free mc2
WEBMAIL account are detailed in the Users’ Guide to mc2: Part 1
or register online at: mc2.vicnet.net.au/html/register_webmail.html

. if you are an existing mc2 member you can also apply for a free mc2 WEBMAIL

account; see Appendix A (see p. 31) for details

Like all email addresses, mc2 WEBMAIL addresses (eg. lhunder@mc2.vicnet.net.au) have no
spaces & are made up of 3 parts

(i) your LOGIN NAME (eg. /hunder)
(i) an @ symbol (hold the SHIFT key down & press 2 on your keyboard)
(iii) details about the mc2 computer network (eg. mc2.vicnet.net.au)

For more information, see our WEBMAIL HELP page (mc2.vicnet.net.au/help/mymail.html)

I Address mc2. vichet net. aushelpmymail html
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ACCESSING YOUR MC2 WEBMAIL ACCOUNT

Once you've successfully registered with mc2 & applied for a free Web-based email account,
you can access your mc2 WEBMAIL account from any computer in the world that’s connected
to the Internet.

Tips

° approval of your WEBMAIL account can take up to 48 hours after you register with
mc2 or apply for an account; please phone us on 8664 7001 or 1800 629 835 (toll
free) if you have any queries

° you must login to mc2 before you can access your WEBMAIL account

. as detailed in the CODE OF CONDUCT, inappropriate use of any mc2 online services

(including WEBMAIL) may lead to a member being suspended or banned from further
participation; for more information, see Appendix B (p. 32)

To access your mc2 WEBMAIL account

(i open INTERNET EXPLORER (& connect to your ISP if you're accessing the Internet
from home)

(i) access our HOME PAGE (mc2.vicnet.net.au)

Address I mc2. vicnet.netau |

(i) type your LOGIN NAME & your PASSWORD in the text boxes

(iv) click on .@l or press the ENTER key on your keyboard

Memhers Login |

il |Ihunder

Mlame
Faszword I |LDG¥N|
P Login Help

B Forgotten your Password?

(v) click on My OFFICE

|My Communities My Profile My Webpage My Dfﬁl:el

(vi) click on My MAIL

% My Mail Check, Send and Receive mc* WebMail

HELF wwith by bzl
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BAsIC Mc2 WEBMAIL SKILLS

Open & read a new message

mc2 WEBMAIL automatically puts all new messages sent to you in your INBOX. To open &
read a new message

(i click on FOLDERS

% Folders | Create Message | Preferences | Address Book | Mail Filters | webMail HELP 0
(i) click on INBOX

1 " INBOX

(iii) click anywhere on the summary line of the message (ie. on the DATE the message
was sent, or on the NAME (FROM/TO) of the person who sent the message, or on the
SUBJECT of the message) to open it

<Back Next >
# Date From/To Subject SizeA
1. N Thu 01:56 PM Landers family party photos 154K
summary line —p Thu01:53 PM James Davies golf on Sunday 0.4K
r Maon 09:39 A M Shedden Hi frarm Meil 0.4K
4. r Sat 05:07 P Fippi Williams great winter recipe K
Tips
. the summary line of new (unread) messages appear in bold type face & are marked
by the letter N
° the summary lines of a maximum of 10 messages, in order of the date they were
received, are shown per page - click on ﬁle;t | to see the next 10 messages;

see p. 17 for details on how to change these settings

(iv) scroll down the page & read the message

Hi Lottie,

Big favour ... as | need the car on Sunday, would you be able to pick Carmel up for golf ~8.30 am if she makes herway to a
train station near you? If so, is Clayton or Springvale a good option?

thanks & love to all,
Jarmes

(v) scroll down to the bottom of the page & click on

> BACK to read the previous message in your INBOX
> NEXT to read the next message in your INBOX

> @ to delete the message from your INBOX

> s | to return to your INBOX

Back Next ] [

© VICNET, July 2003 9




Write & send a new message
To write & then send a new message to one or more people

(i)

click on CREATE MESSAGE

€% Folders | Create Message | Preferences | Address Book | Mail Filters | WebMail HELP 0

(ii)

type the email address(es) of the people you want to send the message to in the TO
box

Tip

° to send the same message to more than one person, type a comma between their
email addresses (no spaces)

(iii) if necessary - type the email address(es) of those you want to send a carbon copy or
a blind carbon copy of the message to in the Cc box or in the Bcc box; if you want
any replies to your message sent to a different address (eg. to the organiser of an
event, or to one of your other email addresses), type the relevant email address(es)
in the REPLY-TO box

To: |pippiwi|Iiams@hutmail.cum,jamesd@mczvi:net.net.au,kevir
Ce: |
Bee: |

Reply-To: |Iuﬂiehunder@yahuu.cum.au

Tip

. use CcC (carbon copy) to send a copy of the message to people other than the primary
recipient(s); use Bcc (blind carbon copy) to send a message to people who don’t
know each other to “hide” their addresses - type your own email address in the TO
box

(iv) type a few words describing the content of your message in the SUBJECT box

Subject: |Triuia night - Sat 9 August
(v) scroll down & type your message in the MESSAGE box
Message: |gi evervone, E

Sandhurst College is runhing a trivia night £ we wondered whether you'd
like to join forces with us?

¥ Sat 9 August, 7 pm start
* 310 & head, BYO nibbles & wine

Hope to hear a resounding YEZ - we need all the help we can get ;-]

Cheers, Lottie

... continued over the page ...
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(vi) if necessary - if your message is important (eg. a job application), you can

> click in the box next to ||7 Reguest delivery confirmation receipt|t0 “check” (put a

tick in) it; you’ll be sent a return message when the person has received &
opened your message

Check spelling

> click on
.. . =EMND
(vii)  scroll down to the bottom of the page & click on
Tip
° see Appendix C (p. 33) for some ideas about email etiquette & the use of smileys

Re-read a message you’ve sent

A copy of every message you send is automatically stored in the SENT folder. To re-read a
message you've sent

(i) click on FOLDERS

€% Folders | Create Message | Preferences | Address Book | Mail Filters | WebMail HELP @

(i) click on SENT

1 Sent

(iii) click anywhere on the summary line of the message (ie. on the DATE the message
was sent, or on the NAME (FROM/TO) of the person who sent the message, or on the
SUBJECT of the message) to open & re-read it

# Date FromTo Subject Size
] Mon 02:45 P libtrainl@@bayside.vic.gov.au maths tutaring 0.2K
2 - Sat 07:54 P pippiwilliams@@hotmail com... Trivia night - Sat 9 August 0.5K

© VICNET, July 2003 1



Reply to an existing message

If someone sends you a message that requires a reply, use the steps outlined below rather
than writing them a new message

(i click on FOLDERS

% Folders | Create Message | Preferences | Address Book | Mail Filters | webMail HELP 0
(i) click on INBOX

1 " INBOX

(iii) click anywhere on the summary line of the message you want to reply to (ie. on the
DATE the message was sent, or on the NAME (FROM/TO) of the person who sent the
message, or on the SUBJECT of the message) to open it

<Back Next >
# Date From/To Subject Size
1o N Thu 01:56 PM Landers family party photos 154K
2 r Thu 01:53 PM James Davies golf on Sunday 0.5K
3. r Wlan 09:39 Al M Shedden Hi frarm Meil 0.6K
4 r Sat 05:07 FM Fippi Williams great winter recipe 3K

(iv) click on - a “single” envelope - to reply to the sender of the message
Tip
. if the message was sent also to other people, you can click on - a “double”

envelope - to reply to everyone who received the message (including the sender)

... the new window that appears will automatically include the sender’s email address in the
To box, the subject of their message (prefixed by RE) in the SUBJECT box, & their message in
the MESSAGE box (marked with > symbols) ...

To: |"James Davies" <jamesd{@mc? vicnet net.au

Ce: |

Bee: |

Reply-To: |

Subject: |Re: golf on Sunday

Message: |1ames Davies writes: [=]
> Hi Lottie,
>
» Big favour ... as I need the car on 3unday, would yvou he sble Lo pick
» Carmel up for golf ~5.30 atm if she makes her way to a train station near
> you? If =0, is Clayton or Springvale a good option?
-
> thanks £ lowve to all,
> Jawmes

... continued over the page ...
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(v) use your mouse to select (highlight) any information not relevant to your reply & then
press the DELETE key on your keyboard; repeat this step as many times as necessary

Message: [«]
> Hi Lottie,
Big favour ... as I need the car on Sunday, would you be shle to pick
Carmel up for golf ~5.30 am if she makes her way to & train station near
vou? If =so, is Clavton or 3pringvale s good option?
thanks £ lowve to all,
James
(vi) type your reply below the relevant information, so when the person receives your
reply they can read it like a “play script” (eg. / said ..., then you said ....)
Message: |. pig favour ... &= I need the car on Sunday, would vou be able to pick E
> Carmel up for golf ~5.30 = 1f she makes her way to a train station near
» you? If so, is Clayton or 3pringvale a good option?
No worries James - tell Carmel I'll see her at 3pringvale station ~35.30.
Lottie
XX
. . =EMD
(vii)  scroll down to the bottom of the page & click on
Tip
. if you've replied to a message, the letter R will automatically appear next to the
message in your INBOX
2 rr Thu 01:53 P James Davies golf on Sunday
13
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Forward an existing message
If someone has sent you a message that you think someone who didn’t receive it may be
interested in, you can forward it to them

(i) click on FOLDERS

€% Folders | Create Message | Preferences | Address Book | Mail Filters | WebMail HELP @
(i) click on INBOX

—J1 " INBOX

(iii) click anywhere on the summary line of the message you want to forward (ie. on the
DATE the message was sent, or on the NAME (FROM/TO) of the person who sent the
message, or on the SUBJECT of the message) to open it

<Back Next >
# Date From/To Subject Size
1. N Thu 01:56 PM Landers family party photos 154K
2. MR Thu 01:53 P Jarmes Davies galf on Sunday 0.5K
3. r Mon 09:39 Akl M Shedden Hi fram Meil 0.6K
4. r =at 05:07 P Fippi Williams great winter recipe 3K

(iv) click on @I

... the new window that appears will automatically include the subject of the original sender’s
message (followed by FWD) in the SUBJECT box, & their message in the MESSAGE box
(prefaced with some technical details) ...

To

Ce

Bece

Reply-To

Subject: Igulfun Sunday (fwd)

Message:

G

—————————— Forwarded mwessage ————————-—-—

Beturn-Path: <jamesdfmci .vicnet.net.su>

E-0Original-To: lhunderfmez.wvicnet.net.au

Delivered-To: lhunderfviail.vicnet.net.an

Received: by vinail.wichet.het.au (Postcfix, frow userid 10453)
id 6B9ES6035421; Thu, 31 Jul 2003 13:53:08 +1000 (EST)

From: "James Davies™ <jawmesdimc:.vichet.net.aus

To: lhunderfmcz.vicnet.net.au

Subject: golf on Sunday

(v) type the email address(es) of the people you want to forward the message to in the
TO box

To: |pippiwiIliams@hutmail.cum

... continued over the page ...
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(vi) type a brief explanatory note above the original message (to let the person know why

you're forwarding it them)

Message: |pippi - I'm picking Carmel up at Springvale station at 5.30, 5o we'll get
to your place ~3.45. Fingers crossed the rain stops!
Lottie

—————————— Forwarded wessage —————————-—

Return-FPath: «<jamesdimc:.vicnet.net.ausr

K-Original-To: lhunderfmcz.wvicnet.net.au

Delivered-To: lhunderfvmail.vicnet.net.au

Received: by viail.wvichet.net.au (Fostfix, from userid 10483)
id 6B92BS6035421; Thu, 31 Jul Z003 13:53:08 +1000 (EST)

From: "James Davies™ <jawesdimcZ.vichet.net.aur

To: lhunderfmez.vicnet.net.su

Subject: golf on Sunday

-
=

(vii)  use your mouse to select (highlight) the information not relevant to your reply & then
press the DELETE key on your keyboard; repeat this step as many times as necessary

Message: [«]
userid 10
12 +1000
=2
Tip
o don’t delete the I=========- Forwarded message —-—-----—-- | line, but you'll
usually want to delete the technical details under this line
(viii)  scroll down to the bottom of the page & click on SED
© VICNET, July 2003 15




Print a message
On occasion you may want to print a message for future reference
(i) click on FOLDERS

€% Folders | Create Message | Preferences | Address Book | Mail Filters | webMail HELP 0
(i) click on INBOX

1 ' INBOX

(iii) click anywhere on its summary line of the message you want to print (ie. on the DATE
the message was sent, or on the NAME (FROM/TO) of the person who sent the
message, or on the SUBJECT of the message) to open it

<Back Next >
# Date From/To Subject Size
1. N Thu 01:36 PM Landers family party photos 154K
2 e Thu 01:53 PM James Davies golf on Sunday 0.5K
3. r han 09:39 AM i Shedden Hi from Meil 0.6K
4 r =at 05:07 P Fippi Williams great winter recipe 3K

i
(iv) click on ==l to open a new INTERNET EXPLORER window showing a more “printer-

friendly” version of the message

=

Print

(v)  click on INTERNET EXPLORER’S button

(vi) click on the CLOSE button ( ) to close the new INTERNET EXPLORER window &
return to the original message

Delete a message
If you no longer need to refer to a message, you should delete it from your INBOX
(i) click on FOLDERS

% Folders | Create Message | Preferences | Address Buukl Mail Filters | WebMail HELP @
(i) click on INBOX

1 " INBOX
(iii) click in the box(es) next to the message(s) you want to delete to “check” (put a tick in)
them
<Back Next >
# Date From/To Subject Size
1. N Thu 01:56 PM Landers family party photos 154K
2 VR Thu 01:53 Phd James Davies golf on Sunday 0.5K
3. v Mlan 09:39 Al M Shedden Hi fram Meil 0.6K
4 r Sat 05:07 P Fippi Williams great winter recipe 3K

Delete

(iv) scroll down to the bottom of the page & click on

... continued over the page ...
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Tips

° you can also delete a single message you are currently reading by clicking on ﬁ

° deleted messages are automatically moved to your TRASH folder; these messages
are deleted permanently by mc2 every 7 days; see below for details on how to
change this setting

Change your WebMail preferences

Every mc2 WEBMAIL account created has some default (standard) settings. To change
these settings

(i) click on PREFERENCES

€% Folders | Create Message | Preferences | Address Book | Mail Filters | WebMail HELP 0

(i) make the required changes; for example
> click in the box(es) next to the preference(s) you want to change to “check”
(put a tick in) them or “uncheck” them (remove the tick)

1 | Display full message headers

2 |¥ Display HTML E-Mail
3

™ Do not archive sent messages in the Sent folder.

1 = “check” this box if you want every message you receive to be preceded by
technical details (about the sender, the “path” the message took, etc.)

2 = leave this box “checked” if you (expect to) get messages that have been
formatted as a Web page

3 = “check” this box if you don’t want a copy of every message you send
automatically stored in the SENT folder

> change the preferences in the text boxes & drop-down menus to suit your
needs

Automatically purge deleted messages aﬁer|31 days,
(=et zero to disable autapurge.)

sort messages by IDate TI
20 =

Messages per page:

> type a brief message (eg. a quote or your business details) that you want to
include at the end of every message you send

Your signature:

"Good guestions outrank easy answvers" E

o

Lpdate preferences |

(i) scroll down to the bottom of the page & click on

© VICNET, July 2003 17



ADVANCED MCc2 WEBMAIL SKILLS

Add someone to your Address Book

If there are people you send messages to on a regular basis, you can keep a permanent
record of their email addresses in your ADDRESS BOOK

(i click on ADDRESS BOOK

€= Folders | Create Message | Preferences | Address Book | Mail Filters | webMail HELP @

(i) type a unique name (one word, no spaces, capital letters are optional) for the person

in the NEW NICKNAME text box & then click on [_5/23(2

Mews nickname: |pippi Create |

Tips
° choose the NEW NICKNAME carefully, as it can’t be changed at a later date
. use some variation of the person’s name (eg. nan&pop), or their “title”

(eg. accountant), as their NICKNAME

(iii) complete the details in the new page that appears ispaces are allowed & capital
Add

letters are optional for the NAME)& then click on

pippi

Mame: |PippiWiIIiams
Address: |pippiwilliams@hutmail.cc Addl

(iv) if necessary - repeat steps (ii) - (iii) to add another person to your ADDRESS BOOK

Write a message to someone in your Address Book
To write a message to someone recorded in your ADDRESS BOOK
(i) click on CREATE MESSAGE

¥ Folders | Create Message | Preferences | Address Buukl Mail Filters | WehMail HELP Q

(i) click in the on the NICKNAME of the person you want to send the message to in the
To

ADDRESS BOOK box & then click on

esicarmel

Address Book: s 1 [ Te: Cu::l Beoo |

... continued over the page ...
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Tip
° if you want to send the same message to more than one person, hold the CTRL key
on your keyboard down while you click on each of the NICKNAMES

i amesé&.carmel

Address Book: P

|anders

(iii) if necessary - click on the NICKNAME(s) of the people you want to send a carbon copy

or blind carbon copy of the message to & then click on | L I or on B
(iv)  write your message & then send it

Change the details about, or delete, someone in your Address Book

To change any of the information you've recorded about someone, or to delete someone, in
your ADDRESS BOOK

(i) click on ADDRESS BOOK

€= Folders | Create Message | Preferences | Address Book | Mail Filters | webMail HELP @

(i) click in the CHOOSE box & then click on NICKNAME of the relevant person

Choose: j
icknarne: |
ang
james&carnmel
landers
mystcrime
pippi

To change any of the information you've recorded about someone in your ADDRESS BOOK

(i) click on EDIT

Choose: IMvI Edit| Delete

(ii) click on again

jo

“Jo Summers" <jsummersi@vicnet. net aus Editl Delete |

(iii) make the required changes to the person’s NAME &/or (EMAIL) ADDRESS & then click

oo 221

Marme: |J|:| SUMmers

Address: lanne@mcE.vicnet.net.au Editl

... continued over the page ...
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To delete someone in your ADDRESS BOOK
(i) click on DELETE

Choose: IMvI Edit] Delete

Tip
. once deleted, an entry from your ADDRESS BOOK can’t be retrieved & will need to be
added again to restore it

Create a folder to store messages in

Rather than leaving messages you want to keep for future reference in your INBOX, you can
create one or more folders to store them in

(i click on FOLDERS

¥ Folders | Create Message | Preferences | Address Buukl Mail Filters | WehMail HELP Q

(i) scroll down to the bottom of the page & type a name (capital letters are optional) for
your folder in the CREATE NEW FOLDER box (eg. Family & friends)

Create new folder. |Family & friends Create |

Create

(i) click on

Move a message from the Inbox to a folder you’ve created
To move a message from the INBOX to a folder you've created
(i) click on FOLDERS

¥ Folders | Create Message | Preferences | Address Buukl Mail Filters | WehMail HELP Q

(i)  click on INBOX

~ " INBOX
(i) click in the box(es) next to the message(s) you want to move to “check” (put a tick in)
them
<Back Next>
# Date From/To Subject Size
1o N Thu 01:56 PM Landers family party photos 154K
2. ¥ Sat 05:07 P Pippi Williams great winter recipe 3K

(iv) scroll down to the bottom of the page, click in the MOVE TO box & then click on the
name of the folder you want to move the message(s) to

Farnily & friends =] Go
‘Family & friends |
Sent

Trash

Work

(v) click on
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Re-read a message stored in a folder
To re-read a message that’s been stored in a folder
(i) click on FOLDERS

€% Folders | Create Message | Preferences | Address Book | Mail Filters | WebMail HELP 0

(i) click on the name of the relevant folder (eg. Family & friends)

1 " Family & friends

(iii) click anywhere on the summary line of the message you want to re-read (ie. on the
DATE the message was sent, or on the NAME (FROM/TO) of the person who sent the
message, or on the SUBJECT of the message) to open it

<Back Next>
# Date From/To Subject Size
1. r Sat 05:07 PM Fippi ¥Williams great winter recipe 3K

Save a message in the Drafts folder for sending later

If you've started writing a new message but don’t have time to finish it, you can save it in
your DRAFTS folder for sending later

(i) click on CREATE MESSAGE

¥ Folders | Create Message | Preferences | Address Buukl Mail Filters | WehMail HELP Q

(ii) start writing your message
(iii) scroll down to the bottom of the page & click on SAVE DRAFT (instead of clicking on
SEND)

Freview | SERD sawve Draft Check spelling

Send a message stored in the Drafts folder
To finish writing & then send a message stored in your DRAFTS folder
(i) click on FOLDERS

¥ Folders | Create Message | Preferences | Address Buukl Mail Filters | WehMail HELP Q

(i) click on DRAFTs

1 " Drafts

(iii) click anywhere on the summary line of the message you want to finish writing & send
(ie. on the DATE you started writing the message, or on the NAME (FROM/TO) of the
person you're sending the message to, or on the SUBJECT of the message) to open it

# Date From/To Subject Size

1. r Thu 12:43 Phd James&carmel... ideas for hols in Sept 0.2K

(iv)  finish writing your message & then send it
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Attach a file to a message

If you've created & saved a computer file (eg. a word processed document, a scanned /
digital photo), you can attach it to an email message & send it to other people

(i) click on CREATE MESSAGE

€= Folders | Create Message | Preferences | Address Book | Mail Filters | webMail HELP @

(i) write your message

(i)  scroll down to the bottom of the page & click on |_Datiachments |
(iv) click on BROWSE

| Browse... | Upload | I Display attachment in email

(v) if necessary - click in the LOOK IN box & then click on the location your file is stored in

i E_/j Desktop ¢ j i gl
[
dé "__”n_":nr_: 2002 doc @ Sitter Fees. dar
=4 by Computer  dot B Trend PC-cillin
"5 3% Floppy (4] 2002, doc B YICNET
= ) ] @ Windows Expl
= Our stuff (D] B wiriZin 8.0
& F) B word
1 Downloads 002 dac SIRWS_FTR
I i

File narne: | Open I
Files of type: |g|| Files [*.7] -l Cancel |

,é

Tips

. files you've created will usually be stored somewhere on your HARD DRIVE ,
such as the [£¥ My Dacuments | fo|ger

° files that have been created by someone else (eg. photos that have been converted

into computer files for you), will probably be stored on a FLOPPY Disk
oron a CD-ROM

... continued over the page ...

© VICNET, July 2003 22



(vi) click on the name of the file you want to attach to your message & then click on

Open

Chooze file HE
Lok in; I £ My Documents j ﬁl
@ Garage Sale ﬁ Mobile Phone - Orange @ warrarnrdft2
T Google Duiz T Moving House Checklist

B HTMLEH cmesits 4 (52| Murndsimn
@ Kemwbicting @ Man
@ LiesMerpliEllen ™) Recipes
@ MarptF obertEkey's50th .

Kl | i
File name:  |yanamrdttl Open |
Files of twpe: I,-i'-.ll Files [*7] j Cancel |

7

(vii)  if necessary - if the file you're attaching is an image (eg. a photo), you can click in the
box next to DISPLAY ATTACHMENT IN EMAIL to “check” (put a tick in) it, so the people
you’re sending the image to can see it at the bottom of the email message you send
(as well as having the option to download it)

|C:'\My Documentsyyarrarr - Browse.. | IJpload | ¥ Display attachment in email

(vii)  click on [ _2RI0ad

(ix) if necessary - repeat steps (iv) - (viii) to attach more files to your message

Tip
. keep the total SizE of the files you attach to a message to less than 1 Mb (1000 Kb) to
minimise the time needed by people using a modem connection to access them
Attachment Size
™ yarramrd® jpg image/jpeq a1
™ yaramrd#2 JPG image/ipeg 38K
™ toving House Checklist.doc application/msword 281

(x) if necessary - scroll down to the bottom of the page & click on to see your
typed message, a list of the files you attached to the message, & any photos you
decided to DISPLAY as an ATTACHMENT IN EMAIL

=ERND

(xi) click on
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View & print a file attached to a message
If you receive a message that has one or more files attached to it, you can view & (if
necessary) print them

Tip
. read the information in Appendix D (pp. 34 - 37) before viewing any type of file
attached to an email message

(i click on FOLDERS

€= Folders | Create Message | Preferences | Address Book | Mail Filters | webMail HELP @
(i) click on INBOX

1 " INBOX

(iii) click anywhere on the summary line of the message that has one or more files
attached to it (ie. on the DATE the message was sent, or on the NAME (FROM/TO) of
the person who sent the message, or on the SUBJECT of the message) to open it

<Back Next>
# Date From/To Subject Size
1. I N Sat06:33 PM Pippi Williams new fax coversheet —p 58K
2. N Sat03:58 PM Kevin Summers Re: meeting on Fri 8 August 2K
3. r Thu 071:596 P Landers family party photos ——» 154K

Tip

o if a message has one or more files attached to it, its SIZE will be much larger than that

of other messages

(iv) scroll down to the end of the message to view details about the attached file(s)

Attachment: WoodyBAnna.,jpg (62K

Display / Download

Attachment: JoelAlexander.jpg (50K

Display / Download

Attachment: Carolyn&Phil.jpg (39K

Display / Download

(v) click on to display (open) the relevant file in a new INTERNET EXPLORER

window
=
(vii)  if necessary - click on INTERNET EXPLORER’s LEM | button to print the file

(vi) click on the CLOSE button ( ) to close the new INTERNET EXPLORER window &
return to the original message

(vii)  if necessary - repeat steps (iv) - (vi) to view & print any other files attached to the
message

... continued over the page ...
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Tip

. if you see a window similar to that shown below after you click on , it usually

means you don’t have the software program installed on your computer needed to
display (open) the file

Open With [ 2]

Click the program you want to use to open the file
‘poguate[1].pdf.

If the program pou want iz nat in the list, click Other.
Description of ' pdf* files:

LChooge the program pou want ko uge:

%.&EMIE il

cag

f%) CChat

8 CMMGR32
%‘; CoverDes
g datainzt

¥ Always use this program to open this file

] Cancel Other... |
You'll need to click on L_=31%%_| & then install the necessary program
a) from the Web or from the CD-ROM that comes with most computer
magazines
or
b) from a licensed CD-ROM purchased from a retailer such as OFFICEWORKS
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Save a file attached to a message
If you receive a message that has one or more files attached to it you can save them so you
can edit them, or view them, when you're not connected to the Internet

Tip

. read the information in Appendix D (pp. 34 - 37) before opening any type of file saved
from an email message

(i click on FOLDERS

€= Folders | Create Message | Preferences | Address Book | Mail Filters | webMail HELP @

(i) click on INBOX

1 " INBOX

(iii) click anywhere on the summary line of the message that has one or more files
attached to it (ie. on the DATE the message was sent, or on the NAME (FROM/TO) of
the person who sent the message, or on the SUBJECT of the message) to open it

<Back Next>
# Date From/To Subject Size
1. I N Sat06:33 PM Pippi Williams new fax coversheet —p 58K
2. N Sat03:58 PM Kevin Summers Re: meeting on Fri 8 August 2K
3. r Thu 071:596 P Landers family party photos ——» 154K

Tip

o if a message has one or more files attached to it, its SIZE will be much larger than that

of other messages

(iv) scroll down to the end of the message to view details about the attached file(s)

Attachment: Fax Coversheet.doc (56K

Display / Download

(v) click on

... continued over the page ...
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(vi) click on in the window that appears

File Download

Some filezs can harm your computer. |F the file infarmation below
looks suzpicious, or wou do not Fully trust the zource, do not open or
zawe thiz file.

Filz name: Fax Covershest doc

File type:  Micrazaft Ward Document

Fram: webmail o2, vichet net. au

YWould pou ke to open the file or save it to your computer?

(vii)

Tip

(viii)
(ix)

Open |

Cancel tare [nfo

¥ Always ask before opening thiz bpe of file

if necessary - click in the SAVE IN box & then click on the location you want to save

the file in |

Save jr I =% My Documerits

||=| o = el el

|1 FinePrint files B ChattmlRC ) Mobile Phone
23 ky Alburmz @ Dinner Party - Winter - benu @ b oving Hous
1 My Pictures @ FCC Irvitation ﬁ Recipes
] Syztem Repart ﬁ Garage Sale
| 1"eh Site ) Google Quiz
T) Auizsie Writers T HTMLEHomesite 4

1| | 1|
File name: Fax Coverzhee Save I

Save as bwpe: | Microsaft Word Document

j Cancel |

L

you’ll probably want to save the file somewhere on your HARD DRIVE , such as

the Fﬁ- My Documents | folder

click on

if necessary - repeat steps (iv) - (viii) to save any other files attached to the message
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Filter messages arriving in your Inbox

If you receive numerous messages from work colleagues on a daily/weekly basis, or spam
(unsolicited junk email messages), you can set up filters - rules to automatically direct these
messages from your INBOX to your TRASH folder, or other folders you’ve created

(see p. 20)

(i) click on MAIL FILTERS

€= Folders | Create Message | Preferences | Address Book | Mail Filters | webMail HELP @

(i) scroll down the page & make the required changes; for example, to filter messages
sent to you from work colleagues into a folder called WORK that you've created

Edit/Add mail filter

Rule name: IWDrk

- € Header | ,or & Baody|contains = [Baytown Library
Caondition:
[T this is a regular exprassion (a pattern)

[ |Addressedtu j |

(o Is a plain text message

e Is not a plain text message (HTML, attachments, ...
e Is a multipart MIME message

e Is not a multipart MIME message

. Message is IIargerthan = | bytes
Action:

& Save in: |W|:|rk j

™ and continue filtering.
" Forward to: |

" Reject with error; |

¢ Send an autareply: m
™ Uze DEM farmat far autoreplies

I™ Suppress duplicate autoreplies fDrI days

Custorm From: header: I

(i) scroll down to the bottom of the page & click on
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NOTES
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APPENDIX A

APPLYING FOR AN MC2 WEBMAIL ACCOUNT
(EXISTING MmC2 MEMBERS)

If you're an existing mc2 member, you can now apply for an mc2 WEBMAIL account & use it
instead of (or in addition to) any other email accounts you may have

(i open INTERNET EXPLORER (& connect to your ISP if you're accessing the Internet

from home)
(i) access our HOME PAGE (mc2.vicnet.net.au)

Address I mc2. wichet. et au |

(iii) type your LOGIN NAME & your PASSWORD in the text boxes

(iv) click on .@l or press the ENTER key on your keyboard

Members Login

e [PIPRIV

Pazzword Ii_’HL_JL_’L_’r |L'C""'3“"i |
P Login Help

P Forgotten Login?

(v) click on MY PROFILE

My Communities My Profile My Webpage My Dfﬁl:el

(vi) scroll down the page & click in the box next to YES to “check” (put a tick in) it

Request mc2 Webmail ';" Da you want to request an mc® Webmail account? YES: W

(vii)  scroll to the bottom of the page, type your CURRENT PASSWORD in the box & then
Lpdate Details

click on I

Security ¥ Before any changes can be made to your Member Profile,
" please type your CURRENT passwaord here so we know it's really youl

CURRENT Password [~

Update Details

(viii)  login to mc2 again to update your profile & ensure the new settings take affect

Members Login

Neme PR

Pazzword IM_JL_JL_Hr |L":-‘:"G""i |
P Login Help

B Forgotten Login?

© VICNET, July 2003 31



APPENDIX B
mc2 CODE OF CONDUCT

The CoDE OF CONDUCT is designed to provide a safe and secure environment in which
members can participate in mc2 communities.

While the following notes provide a brief overview of what is generally considered acceptable
behaviour when interacting with others on the Internet (known as netiquette), it is the
responsibility of every mc2 member to be aware of and adhere to the complete and most
recent CODE OF CONDUCT, available online at: mc2.vicnet.net.au/help/code.html

Address I M2 vichet et aufhelpdcode. kil |

If you choose to use mc2 WebMail, you may not

° send email messages which are unlawful, excessively large, obscene, vilifying, or
contain defamatory or libellous content

. send unsolicited advertisements (spam), or chain letters

. use VICNET as a relay for email without VICNET's express permission

. modify the sender, time, server, or other header information of emails

. send large numbers of email messages to a particular address with the purpose of

interfering with the use of the address

) forward confidential mc2 mail to non-members

The mc2 project staff, community owners and moderators reserve the right to remove any
content deemed inappropriate, and to suspend or ban any user or community in breach of
the CODE OF CONDUCT.

VICNET reserves the right to alter the CODE OF CONDUCT at any time, without notice. By
continuing to use mc2, you agree to be bound by the latest changes. It is the responsibility of
mc2 users to have read the most up-to-date CODE OF CONDUCT on the mc2 site at:
mc2.vicnet.net.au/code and PRIVACY POLICY at mc2.vicnet.net.au/privacy
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APPENDIX C
EMAIL ETIQUETTE & SMILIES

Email Etiquette

The tone you adopt when writing email messages, whether you worry about correct spelling
& grammar, etc., is very much an individual decision. There are, however, some guidelines
all email users should follow

if you've given friends & colleagues your email address, make sure to check your
email on a regular basis

always include a SUBJECT & try to make it meaningful (eg. help needed at school fete
rather than just help)

start your message with a greeting (eg. Dear Sue) & sign off at the end
(eg. Cheers, Bill)

don't use the SPACEBAR key or the TAB key to indent parts of your message ... keep
everything flush with the left hand margin

use the ENTER key to leave blank lines between different ideas

avoid typing a whole message in CAPITAL LETTERS as this is interpreted as
SHOUTING

don’t forward any chain letters (messages which promise wealth, good luck, etc.)

Smileys

If you're writing to a friend you might like to make use of smileys, especially if you think a
comment may be misinterpreted

Type
)
8-)

if you want to let the person know you are
happy

happy & wearing glasses

just kidding

surprised / shocked

unhappy / sad

access our SMILEYS page (mc2.vicnet.net.au/help/chat_acronyms.html) or NETLINGO
SMILEYS & EMOTICONS (www.netlingo.com/smiley.cfm) for a comprehensive list of
smileys

Addresz mc2. vichet net. audhelpdchat_acranyms. kkml

Address vy netlingo. comdzmiley. cfm
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APPENDIX D
EMAIL & VIRUSES

Most computer viruses are spread by people who don’t have an updated anti virus program
installed on their computer which automatically scans files attached to email messages.

mc2 strongly advise that everyone installs, runs and frequently updates a virus checking
program on their own computer. Look here for details: mc2.vicnet.net.au/help/viruses.html

Tip

don’t think that if you only use email to communicate with family & friends your
computer is protected ... newer email viruses access an “unprotected” computer’s
ADDRESS BOOK & send those listed the same message, thereby infecting their
computers

To protect your computer from viruses

(i)

(ii)
Tips

make sure your computer has an anti virus program (eg. MCAFEE, NORTON,
PC-CILLIN or VET) installed; to check whether an anti virus program is already
installed on your computer click on the START button, point to PROGRAMS & look for
the name of an anti virus program in the pop-out list that appears

5 Frograms k Tre Add ar Remove the Perzonal Firewall
'@ Documents L4 E Create the Rescue Digks
E Settingz g ‘ﬁ) PC-cillin 2003 5 ettingz
‘& Find ] $ PCocillin 2003
ﬁ Help @ FeadMe
F Bun... ;ﬁ- Real-time Agent
) Shut Down... 26(26  |Af 22em Ln 1 ¢ i U”'”?ta" L e T :
¢ J @ m ﬁ ;t‘?_l [ % % @; |J @Inbux-ﬂutlu...l @Dutlnnk E:-cp...l ¥ Microsoft

update your anti virus program’s virus definitions at least once a week

most anti virus programs provide 1 year of free updates

some anti virus programs offer “automatic” updates; to update your anti virus
program’s virus definitions “manually”

a) click on the START button, point to PROGRAMS & then click on the name of
your anti virus program in the pop-out list that appears

b) when your anti virus program opens, look for a button you can click on

(D)
- Update Now
(eg. ) to download & install the latest virus definitions

you must be connected to your ISP to update your anti virus program’s virus
definitions
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Unfortunately, the makers of anti virus software are always playing “catch-up” with the
creators of viruses ... even if you updated your anti virus program’s virus definitions
yesterday, they won’t know about (or have created an update for) a new virus that was
created early this morning. As such, you should

. never open a file attached to an email message from someone you don’t know

. never open a file attached to an email message even from someone you do know,
until you check with them that they meant to send it

Finally, if you receive an email message warning you of a new virus, don’t forward it or act on
it until you check whether it's a hoax ... most of the time it will be

(i) open INTERNET EXPLORER (& connect to your ISP if you're accessing the Internet
from home)
(i) access the VMYTHS.coOM Web site (www.vmyths.com)

I Address v, vrmthe. com

(iii) type one of the “key” words about the virus into the HOAX SEARCH box & then press
the ENTER key

T O P 1S

| Hoax Search

(iv) read about the hoax on the page that appears

eg.

In addition to using an up-to-date anti virus program, you should patch any new security
vulnerabilities found in WINDOWS at least once a month. Built into every version of WINDOWS
since WINDOWS 98, & into every version of INTERNET EXPLORER since version 4.0, is
WINDOWS UPDATE which helps ensure your computer is running the latest software patches &
drivers

(i open INTERNET EXPLORER (& connect to your ISP if you're accessing the Internet
from home
(i) click on the TooLs menu, & then click on WINDOWS UPDATE

Tools  Help

Mail and Wews »
Sunchronize...
Wwindows Update

... continued over the page ...
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(iif)

wait until the CHECKING FOR THE LATEST VERSION ... message disappears

Checking for the latest version of the Windows Update
software...
D epending on vour connection speed, this might take a minute. During this time, you may receive one or

rare securty warnings. Review each secunby warning to ensure that the content iz signed by Microzaft, and
then click Yes to install the software.

(iv)

(v)

(vi)
(vii)

eg.

(viii)

if necessary - click on Tes in any SECURITY WARNING window that appears

Security Warning I

Do yow want o ingtall and run wWindows pdate W4
Control* signed on 1641102 9.57 &k and distributed by

Micrazaft Corparation

Publizher authentizity verified by Microzaft Cade Signing
PLCA

Caution: Microgzoft Corporation agzerts that thiz content iz
zafe. 'ou should only inztallfview this content iF pou bust
bicrozoft Corporation bo make that aszertion.

[ Ahways trust content from Microzoft Carporation

ez More Info |
. ed S f dat .
click on B Scan for updates & wait
click on Review and inztall updates
. Add . .
scroll down the page that appears, & then click on for each item in the

CRITICAL UPDATES AND SERVICE PACKS section

Internet Explorer Havigation Sound Update

Download zize: 78 KB, < 1 minute

Thiz update addreszes the "Internet Explarer Mavigation Sound" izzues in Internet Explorer. Download
niow iF Internet Explorer stops rezponding when you uze the navigation buttons in [ntemet Explorer.
FRead mare...

Add Eemaye

[rztall Mo

click on

... continued over the page ...
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Accept

(ix) click on in the window that appears

(x) wait until the WINDOWS UPDATE -- WEB PAGE DIALOG window disappears

"a Windows Update -- Web Page Dialog I

YWindows Lpdate iz downloading the updates to be
inztalled on pour computer. Please wait.

324929 December 2002, Cumulative Patch for Internet
Ewxplorer B Service Pack 1

Download progress: 448 KB /2 ME
INRERER
Download time remaining; 9 minutes

Inztall progress:

Cancel |

(xi) if prompted, restart your computer

Tips

. if you've never run WINDOWS UPDATE before, you'll probably see quite a few items in
the CRITICAL UPDATES AND SERVICE PACKS section & it may take a long time to
download & install them all; once you’ve downloaded all of the CRITICAL UPDATES AND
SERVICE PACKS for the 1% time, you probably won't see more than one or two new
items each month

° for more information on viruses, see our VIRUSES page

(mc2.vicnet.net.au/help/viruses.html)

Address mc2 vichet net audhelpd viruges. ktml

© VICNET, July 2003 37


http://mc2.vicnet.net.au/help/viruses.html

© VICNET, July 2003

38






If you require any assistance using the
my connected community (mc2) Web site, you can:

* phone the VICNET Help Desk
8664 7001 or 1800 629 835 (toll free)

or
* email the mc2 staff
mc2@yvicnet.net.au

or
* access the Help section of the mc2 Web site
mc2.vicnet.net.au/help

If you contact us by phone or email,
please mention that it is a
my connected community (mc2) enquiry and state the nature
of your enquiry, e.g., Web site related or a training booking

VICNET pva

Victoria's Network

State Library
of Wickoa
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