the

enter

Explorer, Firefox, Netscape Navigator, etc.)

Fle Edt View Favorites Tools Help

©-x¥@&

¥

Ce roc.org
N

From any computer connected to the internet,

Accessing Your Email from the Internet

open aweb browser (Internet

Type “http://mail.thecenteroc.org” in the address bar and press Enter

™ The Center Orange County :: The Voice of Orange County's LGBT Zummunity - Microsoft Int

NOTE: These instructions work in
most cases for Windows XP.
Sometimes there are different
ways to login. Contact Michael if

you are having trouble logging in.

the’ B¥anter

Check your mail

Check out The Center OC website

e

Check out The National Association of LGBT Centers website

4. Thiswill pop up alogin dialog box.
a
“ @thecenteroc.org”

In User Name, typein the user nameyou useto log in at work plus

b.
C.

PressTAB
In Password, type your password —
case mattersin thisfield.

DO NOT select * Remembm
password” unless you are on a
secure computer at home and no
one else can login as you.

Counselors and program folks

21X

Connect to mail. thecenteroc.org

%

Connecting to m centeroc.org

User natmes L3
Password:

[CIRemember my passward

with clients, if you wereto select

this checkbox and walk away from your

figure out your user name will be aby
client confidentiality.
e. PressENTER or click OK-

uter, then anyone who could
0 get to your email too, violating

5. You will then be brought to the Outlook Web page, displaying most of the

features you can get through Outlook 2003.



6. To usean email address from the company address book
a. Click on NEW,
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b. When you start anew emai 1, it bri ngs up a separate window. If you do not
know the email address, you can click opeTO” to get an address|ist.
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c. Inthe search box that pops up,
i. Click inthe “Display Name” field
ii. Pressthe space bagyfand click “FIND

2 Find Names -- WeF Page Dialog

Find names in: le--*' 4l Address List

Display name |
Last name: | First name: |
Title: | Allas:! |
Company: | | Department:
Office: | aty:|
Name Phone Alias Office Job title Comparty



d. Thiswill bring up alist of all available email addresses on the company’s
addresslist. To add the an address,
i. Click onthe name to select jt

I thecenter:

click “TO.”
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A Find Names -- Web P# se Dialog
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If you are sending email to someone not in the company, you

should put al company email addresses in the blind copy field
(click “BCC” instead of “TQ") so that the company addresses are
lesslikely to end up on a spam list.

7.

There are afew other differences between this web client and Outlook. Drop me

an email or give me acall if you need some help.



