Using Domenia’s Webmail

You can find Domenia Norge’s webmail on http://webmail.domenia.no

| httpef fwebmail, dormenia, no

What do I need?

You need an e-mail account, a username and the password to the e-mail account.

If you have an e-mail address through Domenia Norge, you should have received a letter with this
information.

Type in your e-mail address and your password.
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E-postadresse: |epost@domenis.ne |
Passord: [*eessssas] || Login |
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Press: “Log in”

You will then enter this page:
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When you open your e-mail account by using your webmail, you will access the INBOX folder.
This is where you will find the e-mails you receive. If there is an unread e-mail in your INBOX, it will
look like this:
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If you have an e-mail that is read in your INBOX, it will look like this:
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Compose
Press “Compose” when you want to write a new e-mail.
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This page works like a new e-mail in your e-mail programme. Then write who the mail is for, if you
want to send copies of the e-mail, give the e-mail a subject and then write the mail itself. You may also
upload attachments from your computer that can be attached. To send the mail, press “Send”. Your e-
mail will then be sent to the address you have addressed it to. The e-mail will then be put in the folder
“sent” which is shown in the orange field on the left side of your INBOX.

If you send huge amounts of e-mails with heavy attachments, you should remember to delete e-mails
in the folder every now and again to ensure you don’t exceed the storage on your e-mail account.
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Here you can make your own address book with names and e-mail addresses. These e-mail addresses
can then be put in “compose”.

Folders
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You can make your own folders that will be shown in the orange field on the left side in your INBOX.

You can name the folders and you can also change or delete folders on this page.

You can move an e-mail to a folder by putting a check on the e-mail in the INBOX, choose which folder
ou want to put the e-mail into and press Move.
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Options

This is where all the adi'ustments concerninﬁ ‘our e-mail are done.
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Personal Information:

Composs Addresses Folders Options Search Halp rri il

- oOptons- Personal Infermation
Mame and Address Dptions

Full Harme: [
Ermnail Address: [

Faeply To! |
Signature:

Multiple Identities: Edit Sdvanced Identities (discards changes rmade on this form so far)

Tirnezone Dpticns

Wour current timezone; Same B2 server B

Beply Citation Options
Reply Citation Style: Ho Citation el

User-Defined Citation Stark:
Uzer-Defined Citakion End: .

Signature Dptions

Use Sigasbure: || Yes (&) Ho
Frafix Signature with _‘-- ! vas (@) Mo
Lime; hd

Submit

Here you can change your personal information. Remember to write your name or the name of your
company in Full Name - unless you do this your e-mail address will be shown as sender.

The other choices under Options enable you to change the look of your webmail, adjustments for fold-
ers and INBOX among other things. You don’t have to do any of this, but if you use your webmail a lot,
you might want tot change some of these adjustments.

Search
Here you can search among your e-mails.
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First choose where you want to search, then what you want to search for and then which of your e-
mails you want to be searched. To start the search press “Search”.



Help
If you have other questions, you may find the answers under “help”.
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Deleting

It is very important that you tidy up in your webmail every now and again if you use it a lot. If your
e-mails take more space than the amount your e-mail account can store, you cannot receive e-mails.
To delete an e-mail, put a check in the square next to the e-mail and press “Delete”.
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When you then press “Check mail” in the orange field, the e-mail will show in the “Trash” folder.

To empty “Trash”, press the link (Purge). Now the mail is deleted.
Remember:



- You should always empty the folder “"Trash” before you delete an e-mail
- Huge e-mails may take a lot of storage in other folders than INBOX, like in “Drafts” or
“Sent”.

Dersom du er i ferd med 3 fylle opp mailplassen din pa serveren var.

Dersom du har mottatt en e-post som sier at du er i fred med 3 fylle opp plassen du har pa var e-post-
server, er du ngdt til & frigjore mer plass. Om du ikke sletter e-post, vil du risikere at serverplassen din
gar full, og at du dermed ikke mottar e-post som blir sendt til deg.

Dette gjor du pa felgende mate:

- Huk av i avkryssningsboksen ved siden av e-postene du gnsker 3 slette.

- Trykk pa “Slett”-knappen

- Trykk pa “Sjekk e-post” i det oransje feltet pa venstre side, og mailen dukker opp i mappen “Trash”.
- For @ temme “Trash”, trykker du pa linken (Rydd opp). N3 er mailen slettet.

Grunnen til at e-postene pa dine e-postkonto fortsatt ligger pa var server,

kan veere fglgende:

- Du bruker kun webmail

- Du har huket av i e-postprogrammet ditt for at det skal lagres kopi av e-postene du mottar, pa
serveren var.

For & endre innstillingen som gjor at det blir liggende igjen e-post pa vare servere etter at
du laster ned e-post i Outlook eller Windows Mail, gjor du som fglger:

- Velg menyen Verktgy -> Kontoer.

- Marker e-postkontoen du vil ha tilgjengelig begge steder og trykk Egenskaper.

- Trykk pa Avansert, (den siste “fanen” i vinduet som dukker opp).

- Fjern avhukningen ved legge en kopi av e-posten pa serveren.

- Trykk OK for & lukke det fgrste vinduet og Lukk for 8 lukke det neste.

HUSK:

- Du ma alltid tamme mappen “Trash” fgr en e-post er slettet.

- Det kan ogsa veere store mail som ligger og tar opp mye plass i andre mapper enn INBOX, som
“Drafts” eller “Sent”.

Pruning...

You will find pruning under settings in the webmail. This is a tool that enables you to delete e-mails
that you yourself puts in parameters in the e-mails you want deleted. If you want to make use of
pruning, we recommend that you get well informed on how this works, as it can delete huge
amounts of e-mails just by pressing one button.

Pruning... is located under Settings.

When you press “Pruning...”, you will see this screen:
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Subscribed Folders

Date Span *|Size Span ¥ | Count Span *|Unseen, too © | Manual Only *

Show Effect
Show Effect
Show Effect
Show Effect
Shiow Effect
Shiow Effect

Show Effect
Date Span

Size Span

Count Span  Unseen, too | Manual Only

Folder

Prunga Now
Pruna Now
Prune Now
Prune Mow
Prune how
Pruna how

Prune Mow

Folder

User Preferences

Refrech main Folderg figt
Show All Effects | | Prune All Folders

In this folder table you will find settings that automatically delete e-mails, how often and how this should be

done.

User Preferences

If you want automatic pruning when
you log on to your webmail, you have
to type in how often here, for example
"3” which means that your webmail will
be pruned every third time you log on to
your webmail.

If you want an automatic prune in a
given time, specify how often here,
for example “7”, which means it will be

pruned every 7th day.

Check here to put deleted e-mails
from pruning in “"Trash”. Remember
that the e-mail then will be deleted from
this folder before they take too much
storage.

If you want to prune “Trash”, check here
if you want this to happen first, alpha-
betically or last?

Check here if you also want pruning
in automatic folders, for example
"‘Spam”, if you have this.

he pruning with a list over deleted

[T you want to receive an e-mail after
items, check here.

f you want a list of items deleted on

the screen after pruning, check here.

Check here if you also want pruning
in automatic folders, for example
"‘Spam”, if you have this.




Folder Table

In this folder you can put the parameters from which the pruning should follow. Here you may also
prune manually.

Parameters you may use to prune:

Date (Date Span)

Size (Size Span)

Number (Count Span)

Folder Table

Subscribed Folders

Date Span £ |Size Span £ | Count Span Z |Unseen, too £ Manual Only 2|  Folder

Show Effect Prung Now
Show Effect Prung Now
Show Effect Prung Mow
Show Effect Prung Mow

Date Span | Size Span | Count Span | Unseen, too | Manual Only Folder

h n Folders &
Show Al Effects Prung All Folders

Name which parameters you want to prune or name the folders you want to be pruned.

Date (Date Span)
If you use Date Span, all e-mails received during the given time will be deleted. Date Span is given
in days and hours.

You put days and hours like this:

6 6 days

6/ 6 days

6/2 6 days og 2 hours

6.25 6 days and a quarter of a day

/3.3333 3 hours and one third of an hour

6.25/3.3333 6 and a quarter of a day plus 3 and one third of an hour
0 Same as blank, i.e. no use of “date span”

Size (Size Span)
If you use Size span, all e-mails bigger than the size you decide will be deleted. The size consists of a
number and a letter.

The letters are used like this:

Borb Capital or small letter, 1 (bytes) 50 B = 50 bytes

k Small letter, 1000 50 k = 50 000 bytes

K Capital letter, 1024 50 K = 51 200 bytes

m Small letter, 1,000,000 50 m = 50 000 000 bytes
M Capital letter, 1024*1024 50 M = 52 428 800 bytes
(ingen) Same as 'm’

Count (Count Span)
If you use Count Span, you choose how many e-mails you want in each folder. The oldest e-mails will
be deleted first, to ensure that you only have a given number of e-mails in the folder.

Unseen, too
Check here if you also want unread e-mails to be included in the pruning.



Manual Only
Check here if you want the folder to be pruned when you prune manually. If you have chosen automat-
ic pruning, no e-mails in a folder that are checked will be deleted.

| Show Effect |

This button summarises the number of e-mails that will be deleted in this folder, if you choose to prune
using the settings that are set. We recommend that you always use this before you choose to prune.
This gives you the chance to sort things out if you have written in parameters that will delete e-mails
you don’t want to be deleted.

Prune Mow

When you ar.e happy with the number of e-mail the “"Show Effect”-button shows that the pruning will
delete, press this to accomplish deleting in this folder.

Show All Effects

This button has the same function as the “"Show Effect”-button, but will give a list showing how many
e-mails will be deleted in all the folders you have put a parameter on.

Prune All Folders

This button functions like an automatic pruning, it uses the parameters you have set and prunes all
folders (except folder where “Manual Only” has been checked or where new parameters have been
set).

e All

This button saves all the parameters you have given for later. The parameters will then be either used
for automatic pruning, if you have checked for this, or to enable you to prune manually with the same
parameters next time you want to prune manually.

When you have finished, log out of the webmail by pressing “Sign out” (in the right hand corner).
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