E-mail Induction Exercise 2001

Network, Intranet Portal and E-mail Essentials

Lesson One - Starting the computer and using the University network
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Network, Intranet Portal         and E-mail Essentials

Your username and password are essential for this exercise (supplied during the self-registration process in the computing suite.). This exercise will introduce you to the University network called Plymnet and to the student intranet portal which is used for 
E-mail.

The student intranet portal gives you access to information you will need for your course.  It also has an e-mail function, a contact list, a diary and a notes section.   

Note that not all students are registered to use the intranet portal and its E-mail features yet, so some of your fellow students may still be using the old Pegasus E-mail system.  You are one of the lucky ones!

This exercise concentrates on the e-mail functions which allows the transfer of text and files to anyone anywhere in the world with an e-mail account.  E-mail is a free service for students at Plymouth University.  It is used frequently by staff to distribute information, so you should check your mail regularly.

Lesson 1 introduces you to the university network (Plymnet). Lessons 2 and 3 give you the basics of e-mail use.  Then you should use the Help system of the intranet portal to find out more.

If you have never used a computer before and would like an introduction, please see the computing or departmental staff. 

My username is


Use the tick boxes to mark your progress. (
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Lesson 1 - Starting the computer and using the University network

In this lesson you will learn how to:

· Log in to the network

· Find your user space

· Change your Network Password

· Store a file on your user space

· Change your password

Log out

Log in to the network

Plymnet is a wide area network that includes Plymouth, Newton Abbott, Exeter, Exmouth and Taunton campuses. Your user space is an area on that network to file your work.

[image: image1.wmf]Logging on to a computer with your username and password are your keys to that user space and the shared network.

When the computer is on and ready you should see this box 
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
Now Do This …
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Hold down <Ctrl> and <Alt> then press the <Delete> key all at the same time.  

A legal message appears please 

read and  press accept.

Then the log in box will appear.

2. Type your username into the top space exactly as given to you on the self-registration system. Check that it is correct.

3. Click with the mouse in the password box or press the Tab key. There will be a short delay while the computer checks your name. (If this delay is longer than 30 secs. There could be a problem with the network.)

4. Type in your password. This is your date of birth initially, (ddmmyy).

5. Click on the OK button with the mouse. The Windows NT desktop will then appear. 

This will usually take around a minute to finish the logging in process.


Tips …

If you make a mistake typing in your username or password you will have to wait for the log in routine to give up. You can then try again. 

I have read the legal notice     (
I have successfully logged on  (
(
Caution

University computing rules requires that you do not allow others to use your name and password.  This is to comply with the license agreements for software and internet access.  Breaking these rules can result in your future access being denied.

You are expressly forbidden to install any unauthorised software.  Installing software can stop the computer from working as it should. When you log on there is a legal notice to read and agree to. Computer misuse is monitored and can lead to your account being removed.

Find your user space
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This is the desktop window.
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When you log on, you have access to your own private file space on the network to save your files.  This is your user space. The computer has many drives where information is stored and each is called by a letter. Some store information the applications need to run and others are available for your use. C: and D: drives are not for your use but E: drive can be used for temporary storage. However the E: drive is local to that machine, and could be deleted or seen by anyone who uses that machine. Now have a look at the drives you are connected to.


Now Do This …
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Double click the My Computer icon The A: drive is the floppy disk drive. Your user space is on Drive U: it starts with a number and ends with Csufc1\Us. 

                                                                                         

2. Double click on the U: drive to see your files. No one else (except authorised staff ) can read or alter these files as long as you keep your password private and log off correctly.

How big is your file space? Find the icon on the Desktop labelled FileSpace and you can find out.


Now Do This …
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Double click on the icon FileSpace.

2. Information about your account will appear. It will tell you how much space you have been allocated 

Write here the allocation you have for your user space

You will need this information later.



Tips …

When your user space is full you will have three choices

· Delete unwanted files.

· Save files to floppy disks

· E-mail the file to yourself at home or to your university e-mail space.

Change Your Network Password 

The network password has to be changed within the first week. If you do not change your password your account can be locked. Your password to login to the network is your date of birth. 

You will also be asked for a password to use the Student Intranet Portal. The Student Intranet Portal password and network passwords are independent of each other and changed in different ways. Instructions on changing your Student Intranet Portal password are on page 9. You can have the same password for each log in.


Now Do This …
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Double click on the change password icon on the Desktop 

2. Type in your old password

3. Type in your new password. It needs to be a combination of at least six numbers or letters. Repeat it in the last box

I have successfully changed my network password (
Store a file on your user space.

We are going to make a Notepad file and save it on your user space to use later in this exercise.

Now Do This …

1. Put the mouse pointer over the Start menu and click the left mouse button.

2. Run the mouse up the list to Programs

3. Slide up to Accessories 

4. Slide across and down to Notepad


Tips …

All the available applications supplied for your use by the University of Plymouth can be accessed from the Start menu. Have a browse and note any of interest that you can look at later.

We now have a window in which you are asked to type a sentence giving the size of your user space. Then follow these instructions to save the file to your user space. It is the same for all applications so this procedure is useful to know.


Now Do This …

1. Go to File on the grey bar and select Save as.    A dialogue box appears.
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Find your U: drive on the drop down list. You may have to scroll down the list. It will start with a number and csufc1\Users appears at the end.

3. Name your file in the file name box. Type ‘FileSpace ‘

4. Click on Save. This will then save the file to your user space for use later.

You have now saved a file to your user space and it will stay there until you delete it.

I have successfully saved a file to my U: drive (

Tips …

Floppy disks are often damaged. Mobile phones may damage disks so keep them apart . It is safer to save your work on your user space. We recommend saving important files in both places and keep multiple copies.

It is important to log off properly. The next section of the exercise shows you how to log off. 

You can close the Notepad programme by clicking the X button in the top right hand corner of the notepad window.  See diagram below
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To Log out

Use the Exit icon on screen as this checks your user space and closes files before logging out. Other options to shutdown do not perform the same checks and are not recommended. Switching off the machine without going through the exit procedure may damage files or the computer.


Now Do This …

1. To log out of the network double click on the EXIT icon on the screen. 

2. A dialogue box appears as below. Choosing the last item on the list sets the computer ready for the next person to log on.

3. Click the mouse on cancel (normally you would click Yes to log out.)

(
Caution

It is important to wait for the system to log you out completely and return to the start screen.  The log off may stop and ask you questions such as ‘do you want to save this?’ If you don’t log out completely someone could abuse your account.

When your user space is full you will have problems logging off.  You will be warned that there is not enough space to log out. Do not ignore it. You can save files onto a floppy disk.

Lesson 2 – Reading your e-mail

In this lesson you will learn how to:

· Open the Student Intranet Portal

· Open your Inbox

· Open an e-mail message

· Be virus protected

Change Your Student Intranet Portal Password

The Student Intranet Portal gives you access to information and facilities. This is a new service to students and is under development. There are links to folders holding course materials. It is also your access to facilities such as E-mail, Contacts, Calendar and Tasks. First we are going to look at E-mail which is provided by an application called Outlook.  This is different from the email Outlook Express which you may be used to, and must be run through a web browser such as Internet Explorer.

Open the Student Intranet Portal

The student intranet portal can be opened from a computer on the university network. 

It can also be accessed from any computer in the world with an internet connection via this web address 

http://student.plymouth.ac.uk/

You can access the Student Intranet Portal from home by 

· starting Internet explorer

· entering the address above into the Address field

· clicking on Go  

There is a shortcut from the desktop if you are using a University computer.

The following instructions are using the UoP network. If you are not on the university network, or you prefer to use Internet Explorer, follow the instructions above and then go to step 3 overleaf.

Before you can access the Student Intranet Portal you must set your account password. 


Now Do This …

1. You will need to be logged in to the network and be able to see the desktop window.

2. Open Internet Explorer by double clicking on the icon. 
3. Once you have opened Internet Explorer enter the following address http://exchange.plymouth.ac.uk/passwords/
4. Follow the on screen instructions
5. Once you have set your password close Internet Explorer



Now Do This …

6. You will need to be logged in to the network and be able to see the desktop window.

7. Double click on the Student Intranet Portal icon.

8. Type in your username and password 

as you first logged in. 

The password is as you have just set it up in the previous process.

The password can be changed so that you

you have the same password for 

each log in.

Click OK.




9. A window like this will open. The portal toolbar is always on view and Homepage will return you to this view



10. Run the mouse over the toolbar. Colour changes indicate links.

11. Clicking on the Library and Student Information opens an Internet Explorer window. To see the Student Intranet Portal, minimise or close the application.

12. The boxes on the left link you to information provided by module. Not all modules are included, as this is a pilot service.

Open your E-mail Inbox


Now Do This …

1. On the purple Portal Toolbar click on E-mail .The window below should now open and display your Inbox where new mail arrives. The Outlook shortcut bar on the left can also take you to the Calendar and Contacts the same as the portal toolbar. In addition it has ‘Options’ which is only available on this view. 

2. Under the purple bar is a grey bar. This is the Outlook Toolbar. Under that is a bar with your name on and then a list of your mail. Each e-mail has information about who sent it, date and its size. They are ordered according to time.

3. Click on the column headings; From, Subject, Received, and Size. The list will be reordered. This is very useful if you have a large list and are trying to locate a message.

4. There is also an option to preview the e-mail highlighted. The button to show or hide the preview pane is on the grey horizontal bar.

Open an e-mail message


Now Do This …

1. In the subject column find ‘Welcome’.

2. Double click on this message so it opens in a new window.

3. If the message is longer than the window length you can move up and down using the scroll bar on the right.

4. Close the message window, ready for the next instructions.

Be virus protected.

E-mail is one way viruses are spread. There is anti-virus software on the network that checks files, but new viruses are being written every day so it can never be 100% effective. To protect your work you are advised not to open mail from senders you do not know. Attachments can also spread viruses and they can attach themselves without the sender knowing. So if you open an e-mail and the message does not mention the attachment do not open the attachment. Write to the sender asking if they intended to send the attachment.

We also get hoax messages. They often warn you about a virus and ask you to write and warn all the people on your mailing list. These are like chain letters and rely on you to spread them. If you want to find out if the virus is a real or a hoax you can visit www.nai.com for the latest information. Under no circumstances should you pass on such warnings, but if you are concerned please contact computing staff.

At home it is important to have anti-virus software. You can get licensed Mcafee  anti- virus software for free from the university by borrowing a student software CD-ROM from the library.

Change Your Student Intranet Portal Password.

In order that you only have one password to remember and for security reasons, it is recommended that you change your Student Intranet Portal password.


Now Do This …

1. Click on Homepage on the Portal Toolbar.

2. At the bottom left side click on a link that says ‘Change Password’.

3. Complete the four boxes and click on Change. Now close the window.

Lesson 3 - Sending mail and attachments

In this lesson you will learn how to:

· Send an e-mail to yourself

· Find an e-mail address

· Create enhanced text

· Send e-mail with an attachment

· Read attachments

Delete Mail

Create a new e-mail

You will send an e-mail to yourself, so that you can check your account is working and see how it looks when it arrives. Fill in the box below.

My e-mail address is



Now Do This …

1. Click New                      on the Outlook Toolbar to open a message editing window. 

The message editing window appears. 

The top section of the message edit window 

acts like the front of an envelope so here is the 

place to type the e-mail address.



2. In the To box type your e-mail address to send a message to yourself

3. Subject is the next box to fill. This indicates the content of the message to the recipient.

4. The lowest and largest section is the paper so click here and  type your message.

5. Click on the Send button in the top left hand corner. Your message will close.

6. To collect your mail go to the grey tool bar of the Inbox. 

Click the ‘Check for New Messages’ icon.

Immediately on clicking ‘Check for New Messages’ you should receive this mail. The time taken varies depending on the volume of communications and other factors. If you do not receive this e-mail there may be a problem with your account. If so please contact computing staff.

I have successfully sent and received my e-mail.  (

Tips …

Cc stands for carbon copy. Entering an address in here means a copy will be sent to that name as well. Bcc Blind carbon copy. This sends a copy without the other recipients knowing

Under Options on the Outlook shortcut bar there are tracking options to get information back about when your message is delivered or read. This is likely to work with other university exchange users but is not guaranteed for other recipients.

Finding an e-mail address

There is a list of University e-mail addresses that you can search to find a persons’ e-mail address.  


Now Do This …

1. Create a new e-mail. Next click on the To: button

2. The display name is the first and last name. You may find 

using a last name gives the best results. 

You do not have to fill in all the boxes 

This list only includes Outlook users in the university so 

not all e-mail addresses are included. 

Eventually all staff and students will be using Outlook

 and be on this list.

Students email addresses are marked with a (s).  This is not 
part of the address but simply used to distinguish students 
from staff

3. Insert your last name in the last name box and click find.

4. Names will appear in the large box below. There could be more than one.

5. Select your name and click on the To button at the bottom. You can do another search and include more than one addressee or send a copy using the cc. button.  The bcc.is for sending a blind copy (i.e. if you don't want the recipient to know you are copying to anyone).

6. Click on the close button when you have found the address you want.

7. Your e-mail should now be addressed for you.


Tips …

There is an easy way to reply to an e-mail. Select the mail you want to reply clicking on the icon  reply creates a reply already addressed and a copy of the original message included.

Send an e-mail with an attachment

You can use e-mail to send files you have created in other applications such as Word or Excel files. Earlier in this exercise you made a Notepad document and saved that document to your user space. Now we will attach it to an e-mail. 

(
Exercise …

1.
Make a new message and address it to yourself.

2.
In the message space, write text that will indicate the nature of the attachment.

If you need to be reminded about how to send an e-mail, go back to page 10. The following instructions tell you how to attach the Notepad file to the message you have just created.


Now Do This …

1. Click on the Attachment icon 

on the message editing window. 

This window appears. 

Click on the Browse button.



2. The Choose File box appears and you

need to find your U drive and the file 

you made earlier.

3. Click on Attach. Now your file appears listed below with an option to remove if needed.

4. Only add one file in this exercise. It is possible to add more. 

5. Close using the Close button - top right.

6. The attached file name now appears on the message 


Tips …

Sending large attachments can clog the e-mail system. Copy and paste text from a document into an e-mail if the layout is not vital

Graphics files are often large, so check with the recipient if the file size and type is something they can deal with.

When replying to mail the attachment is not included. If you wish to include the attachment forward the mail instead.

Read Attachments

In your Inbox the paperclip icon ‘(’ next to a message indicates there is an attachment. 


Now Do This …

1. Select and open the message with the subject ‘Attachments’ in the Inbox

2. Follow the instructions in the message.

Deleting Mail

Deleting mail removes it from your Inbox and moves it to the Deleted Items folder. 


Now Do This …

Highlight the an e-mail to delete and click on the            Delete button. The message is now in the Deleted Items folder.

Empty Deleted Items folder

It is important to delete mail that you no longer need. Your space is limited and when you have used 18 MB you will get a warning. You then have to delete mail. If you ignore this message at 20MB you will no longer be able to send mail. At 22MB you will not be able to send or receive mail. 

When mail is deleted it goes to the Deleted Items folder. Earlier we deleted an item now we will see where it went and empty the Deleted Items folder.


Now Do This …

1. In the folder list click on Deleted items.

2. In there should be the item deleted earlier.

3. On the grey toolbar is an icon 

4. Click on this and a warning appears.

5. Click OK to proceed. Your mail is deleted now.

The Deleted Items folder is like a waste bin so you can recover mail. When the Deleted Items folder is emptied the only way to get them back is through a request to computing staff. This will only be possible within three weeks of the deletion.

View Sent Items Folder

Each time you send a message a copy is kept in the Sent Items folder.


Now Do This …

1. Click on the Sent Items folder in the folder list. The Sent Items folder can get very large so do delete unwanted mail in this folder regularly.


Tips …

Be aware that giving your e-mail address on web sites may result in unwanted mail (SPAM.)

Additional Features of Outlook:  
Working with Folders and Using Contacts

All you need to know about Outlook is contained in the Help system in the Student Intranet Portal front page.  The Help  link is cunningly hidden in the bottom right-hand corner.  Use it to find out more about the following useful features.

· View your folders

· Make folders and file your mail

· Create a contact.

Send an e-mail to a contact.
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This is your user space.


[Note the icon shows a box joined to a wire. All networked drives have this icon] 
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