How to Access your ‘moosetrainers.org’ E-Mail Account

1. Open your Internet Browser from the Start bar at the bottom left-hand corner of your screen as shown below:

B WIE

2. Type mail.moosetrainers.org in the browser address field (as shown below), and then press Enter.
& Trainers * a Meeting Information - Zoom x

C (H mail.muosetrainers.urg|

3. After the SmarterMail login window appears, enter your Full email address and your Password as shown in the example below:
Example Email address: [powelson@moosetrainers.org

Please log in to SmarterMail...
(first initial followed by last name followed by @moosetrainers.org)

Full email address (ex. user@example.com) 7
deaten@moosetrainers.org

Fassword

% Assigned by the Moose Training
Language

Use Browser Language -

Ol Remember me
Login Help

Click on the Login link.
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To Open Your Messages:

1. A home page similar to the one shown below will appear after you’ve successfully logged into your SmarterMail account. New Messages
will be identified in the Inbox under the Folders area or under the Unread Messages area.

e Click either Inbox to open your new messages.

SmarterMail Professional 4.3 . moosetrainers.org
Logged In As My Today Page (19)
& ‘ deater Monday, February 04, 2013
My Today Page | Log Out
Calendar Unread Messages
(=] Folders Mo events scheduled Inbox 19
lﬂ Mew Message
[ 1] Inbox (12) | Latest RSS ltems Disk Space Limits
(&) Deleted Items No news items Limit 100 MB
(=) sentItems Currently Used 1,090 KB
- @ RSS Feeds Junk E-Mail Folder Empty

Clear Junk E-Mail Folder
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To Open Your Messages (cont):

2. A list of messages will appear (similar to the one shown below).

o Click on the desired message to read the message.

FW: Important Technical Web
Notice!

Inbox (19) 20 message(s), 0 deleted, 19 unread e
Action Maove Search 0MB 100 MB  Refresh j
(=] From Subject Date Size - (

[=] Kathy Yarbrough Tue, 10:27 AM 14 kK Delete

il o GRS O S ganin s P sl

e To respond to the Sender, click the Reply button.

Read Message

Reply | Reply All Forward Spam  Delete  Print Mave Back

From: +Kathy Yarbrough Previous MNext
To: Karen Aanonsen, Karen Boyles, Karen Brown,

Karen Hogarth, Karen Hurst, Kare . Date: Tuesday, January 29, 2013 10:27 AM
CC: Kathy Yarbrough HTML | Plain Text | Header | Raw Content
Subject: FW: Important Technical Web MNotice!

»

Hello, Trainers!

**EPLEASE READ the following message from Moose International regarding a spam email
that you may have received! Please feel to contact me if you already responded/clicked
the spam message and need your password reset. ®***

m

Thank you.

Kathy Yarbrough

Moose International
Education & Training
630-859-2000, 6427
kyarbrough@mooseintl org
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To Delete a Message:

1

How to Access Your Moosetrainers.org Email

Click the Inbox to display your message list. Click in the box to the left of the
message that you would like to delete.

Usage Meter:
(white = used;
gray = unused)

Inbox (18) 20 message(s) Sdtleted, 18 unread M
Action  Move | Search 0 MB 100 MB  Refresh )
0 From Subject Date Size
|:| <] Kathy Yarbrough FW: Important Technical Web Motice Tue, 10227 AM 14k Delete
. [=3] mrsletihamzar@live.fr Greetings, 1/256/2013 Delete

iwmmw*‘wm

*** IMPORTANT: DO NOT keep, or store, emails in any SmarterMail
account folder. Stored emails will quickly eat up the maximum 100MB
capacity!

¢ REMEMBER to Purge all Deleted Messages from your SmarterMail folders to
free up space. This includes all folders: Inbox, Sent, Delete, Junk, or any other folder
you may have created in your SmarterMail account.

e See the Additional Notes section of this document for more information

October 2019

7

Click on the Action tab above your messages and then select Delete from the drop-down options.

Inboe (1)

Action Il owe Search

Delete
LIndelete
Deletes
Mark as Read forever —
Wark as Unread cannot be
retrieved!

Mark as Spam

Lnmark as Spam /

Furdge all Deleted Messades

Delete All Messages in Folder

Qe in PMews Windou
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To Save Smarter Mail Messages to Your Computer:

@ C:\Documents and Settings'\kyarbough'Start Menu

1. Create a SmarterMail folder in your computer’s My Documents folder.

File Edit View Favorites Tools Help

@Back v @ v k” ’/3 Search

Address I@ C:\Documents and SettingsikyarboughiStart Menu

LE:‘ Folders [ I:

Folders X
@ Deskkop i
@ B My Documents

Eﬁ My Adobe Captivate Projects

@ My Music

@ My Pictures

{62 My PSP Files

[{ﬂ Restored_Jefferson Moose Chapter 9999 _Files
[§2) Restored_Jefferson Moose Lodge 9999_Files
[§2) SmarterMail

2 Log into your SmarterMail account and then click on an email to open it.
21|

3 Click File in the Menu Bar at the top of the screen. Savein [(2 Desklon Ho2om

h E,jMy Documents
4. Click Save As in the drop-down menu. W‘“’“‘”—I

My Recent \g My Metwork Places
Documents |l GRPiTola

5. Select My Documents from the Save In drop-down menu. [ JI |Soranson
)Lodge Ops Process
R ; . Desktop LZjMISC
6. Double-click the Smarter Mail folder you created in your My Documents g:ﬁthHﬁT-.TCEVM
- - - marteriail Caps
folder. (The SmarterMail folder name should appear in the Save In field. ‘ e

My Documents =) TRASH

. F— - . 3% Shortcut ko Frat |Educati ‘sldco2s!' (U]
7. Type a File Name for the email in the File Name field. wr [
@™

My Computer

8. Click Save. -

-
My Network  REIENEUCS j | Save
Places
Save as type: |W¢b Page, complete (*.htm;” html) ﬂ Lancel
Encoding: |Unicode {UTF-8) :]

9. Delete the email from your SmarterMail Inbox.
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To Create a New Message:

1. From your home page, click New Messages in the Folders area. A view similar to the following will appear.

SmarterMail Profession e Yeitagss: B moosefrainers.org
Reports Settings Help
Logged In As Mew Message
Send  Save as Draft  Add Files Cancel

3 ldeater To
: 2) Enter the e-mail address of the person that you’d like to
My Today Fage [Log Out | Cc send your e-mail to (To), carbon copy (cc) or blind carbon <
5 Folders Bec g(;)[t)i)c/) r(]SBCC). Or, choose a name from the drop-down

Subject

(1Y Mew Message
[ ) Inbox (18) @B
(8] Deleted Items
@ Sent Items
a' RS5 Feeds

m
m
<
=
by
1=
I
i
il
(]
]
i
i
[11
11
g

Font Mame + B - M. 1lpx o+ A - -

1) Type your message here.

m
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To Log Out of Your Email:

1. Click the Log Out link. Logged In As

Close remaining Internet Explorer windows as desired.
&

(\_,6 ldeater

My Today Page | Log Out

Additional Notes:

1 Don’t forget to use the HELP tab (see = Settings

examples of help topics in the expanded || My Seftings

views at the right) . || My Profile

| My Auto Responder
“ || My Content Fittering

-+ Smartertail Help Table of Conterts - L_| My Spam Filtering

""" | Intracuction || My Folder Auto-Clean
— ] General Information

~ || POP Retrieval

----- |J Broweser Requirements

+) Shared Objects

""" |J Copryright :
— 7 bl t,f Tasks
----- =] Msil Folders = | Logging in
..... lal Ve essaies L_] Frequertly Asked Questions

""" (] Resding a Message t,f' SmarterMail Sync Help

----- |J Composing a Message

------ || Glossary =

----- |2 searching Messages I _I_
»

----- I= | MNeletine hessanss
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