Setting Up Email For New Employee/User

Setting up email for a new employee/user involves the Friendsmn01 server and then the website.

1) Friendsmn01 Server

FriendsmnO1 is a Win NT 4.0 server located in the corner behind the door of the west office.

1. Click on the User Manager for Domains icon on the desktop and the User Manager window appears.
Select the user jking Julie King (always use this one- | know for sure that it works and has all the correct

permissions, etc.)

i Uszer Manager - FRIENDSMN [_ (O] x|
User “iew Policies Options Ewxchange Help
Username ‘Full Name |Description
€ acollova Angela Collova Frant Desk =
€ ADMIN TEMP ADMIN
€ Administrator Administrator Built-in account for administering the cor
€ alien Andrea Lien Assistantto the Executive Directar
€ Abelius Ay Melius Sponsorship Assistant

ann E. Ann Amold Yolunteer

€ Atrautmiller Ay Trautmiller Finance/Office Manager
€ bostrowski B. Ostrowski Assistantto the Exec. Director
€ bouinlan Barbara Quinlan Receptionist
€ cangela Angela Collova Receptionist |
€ catwaman catwrnan
€ dsanders Dana Sanders Assistantto Exec. Director
€ Guest Built-in account for guest access to the c
€ IUSR_FRIENDSMMO Internet Guest Account  Internet Server Anonymous Access

€ wabd_FRIEMDSMMDT
Ey ICollova

Jane Collova Consultant

YWeh Application Managerintemet ServerWeb Application Manag

"% (lkno Julie King Support
Iﬁ imendoza Jennifer Mendoza, Finance Manager
Groups Description

E# Account Operators
# Administrators
# Backup Operators
Daornain Admins
Daornain Guests
i Domain Users
# Guests
2 MTS Impersonators
i Print Cperators

Members can administer domain user and group accounts
Members can fully administer the computer/domain
Members can bypass file security to back up files
Designated administrators of the domain

All domain guests

All domain users

Users granted quest access to the computer/domain
Microsoft Transaction Server trusted process identities.
kembers can administer domain printers

Note: Yes, there are a lot of users listed but do not delete it. It was tried and starting messing things up,

so it’s just best to leave them.

2. Select Copy under the User menu and a copy of the User Profile appears.

Fill in the following fields:

Copy of jking [ x]
Usernanme: |i|inne|| Add

Cancel |
Help |

Full Hame: IJean Linnell

Description: ISpmnsnrsh\p Coordinator

Paszword: I

LConfirm
Fassword: I

™ User Must Changs Password at Mext Logon
[ Uszer Cannct Change Password

¥ Password Mever Expires
" Account Disabled

% & =-[h
Groups Profile Haurs Logon Ta Account Dialin
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“Username”- generally the first letter of the first name and the last name together
“Full Name”

“Description”

“Password”

“Confirm Password”.

Check the “Password Never Expires” option.

Note: the “User Must Change Password at Next Logon” option is useful when you're having problems
setting up a user and want to verify that they got on the server.

3. Click on the Add button and the Connect to server prompt appears. The default “FRIENDSMNO01”
should already be in the field and then click OK

Connect to server

“what server do you want to connect ta?

Cancel
FRIEMDSHMMO1 Browse. .. |

Help
™ Set as default 4'

If the user had not been set up on a computer yet, the following warning will come up because they are
not part of the Client Microsoft network. Click OK. If the Connect to server prompt pops up again, close it
by clicking on the X.

Microzoft Exchange User Manager Extenszion

A connection could not be made to the Microsoft Exchange Server computer
'FRIEMDSMMOT"

The Microzoft Exchange Server computer does not respand.

Microsoft Exchange Directary
ID no: DS_E_COMMUNICATIONS_PROBLEM

4. You should now see the new user in the User Managers window list.

2) Friendsmn01 Website
The administrative website for the mail is: http://mail.friendsmn.org:8010/. On the web site you can do the
following:

e (Create an Account
e Remove an Account
e Redirect Mail to New Account
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3% CommuniGate Pro friendsmn.org Domain Administration - Netscape

7 A @m

friendsmn.org Domain Administration

Thig CommuniGate Pro version documentation
The current CommuniGate Pro documentation

The CommuniGate Pro Revision History

Welcome to ComnmumiGate Pro Domain Administration.

You should be a Domain Administrator of this domain
to ENTER the administration realm.

TofTware inc

Eilaal El% 1w apl o v, |

Click on Enter and the access prompt appears.

Username and Password Required

info@ftiendsmn.org

e “User Name:” is info@friendsmn.org
e “Password:” is snow

Click on OK and the Domain page appears.

¥ CommuniGate Pro Setup: friendsmn.org Accounts - Netscape

bt/ fmail frigndsmn.org-8010/Admin/ B

Domain fri n.org @]

I Accounts | Domain Settings | Account Defaults | Alerts | Secwrity | Skins | WebAdmin |
e [ ]
[Muibailoox 3] Template

_mparhccous [T browse. |
_ l—ﬂ Forwarders

Display | 00 H Filter: | |

Groups (0 of 0) Forwarders (0 of 0) Accounts (11 of 11) I Show Account Info
Account Type Storage Last Access
alien MultiMailbox

amelius MultiMailbox

MultiMailbox
MultiMailbox
MultiMailbox
MultiMailbox
MultiMailbox

imendoza MultiMailbox
Imessner MultiMailbox
rechaffhangen MultiMailbox
tdowns MultiMailbox

== DosmentDene o s o9 @ 2
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A) Create an Account
1. Enter the user name in the Create Accounts field and click on the Create Account button.

The Account page appears.

3 CommuniGate Pro Account jlinnell @friendsmn.org - Netscape [_Io[x]
File Ecdit View Go Communicator Help
< » 3 4 > = T N
Back  fowad  Relosd  Home  Search Netscape  Prit  Security  Shop Siop
¢ Bookmarks & Location:[htip://mail fiendsmn.org:8010 /Admin/Account/jlinnel/ AccountSetings html -]
friendsmn.org account jlinnell I
| Settings | Access Rights Rules | RPOP | WebSite |  WebUserPrefs |
Real Name: [Jean Linnell
CommuniGate
Password: [********
Updated Reset | Update
CommuniGate Password Server OS Integration
Allow to Use: default (Yes) Server OS UserName: default (*) |
Allow to Modify: default (No) Enable OS Password: defanlt (No)
Encryption: default (clear)
Secure Login External Authentication
Required: default (No) Allow to Use: default (No)
Enabled Services
(default) +Mal  +POP  +IMAP PWD  -ACAP  +WebMail “WebSite +Relay  +hobile
Updated Reset | Update
Limits Current Processing Allow to Modify
Mail Storage: default (10M) 0 RPOP Accounts default (No) ] &
= F=| [Bocument Done S % o0 B 2| 4

“Real Name:” is the user’s full name
“CommuniGate Password:” enter the password that you entered for them on the server.

Note: The number of asterisks (aka the “encryption mask” in the Password field will remain the same
even if you just enter a 3 letter word)

2. Enter the user’s full name in “Real Name:” field and click on the Update button. “Updated” should
appear on the left, then click on “friendsmn.org” at the top to get back to the Domain page. The new
account should be in the list.

B) Remove an Account

To remove an account, simply double click on account name in the list to open the account page and then
click on the Remove Account button at the bottom. A Confirmation page appears and click on the
Remove button.

C) Redirect Mail to New Account
To have the website redirect website mail to the new employee/user, double click on the friendsmn
account in the list and the account page appears.
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¥ CommuniGate Pro Account friendsmn@friendsmn.org - Netscape
File Ecit View Go Communicator Help

< 2 3 4 a2 < & @
Back  fowerd  Reload  Home  Search Netscape  Print  Secuity  Sion
7| Bookmarks & Location [ntip /meil fiendsmn org:8010/Adk oo co il -
friendsmn.org account friendsmn @7
| Settings |  AccessRights | Rules | RPOP | WebSite |  WebUserPrefs |
Real Name: [ceneral mw
CommuniGate
Password: [*7=77 7
Reset Update
CommuniGate Password Server OS Integration
Allow to Use: defanlt (Yes) Server OS UserName: default (*)
Allow to Modify: default (No) Enable OS Password: defanlt (No)
Encryption: default {clear)
Secure Login External Authentication
Required: default (No} Allow to Use: defanlt (No)

Enabled Services
{defanlt) +Mal +POP  +IMAP -PWD -ACAP + ek Mail -WebSite +Relay HMobile

Reset Update

= [Document Done

2. Click on the Rules button and the Account Rules page appears.

Z Automated Processing for friendsmn@friendsmn.org - Netscape

File Edit View Go Communicator Help

« = @ 4 a =+ & @
Back  Fowerd!  Reload  Home  Search Netscape  Primt  Secuity Sl
| wf Bookmarks £ Locafion [tip/meil iendsmn org:8010/Admin/Account/fiendsmng Fulss himl -|
friendsmn.org account friendsmn
‘ Settings ‘ Access Rights ’7Ru.les ‘ RPOP ‘ WebSite ‘ WebUser Prefs |
Add Rule
Priority Name Edit Delete

™ Auto-Reply

F Redirect All Mail to:

alien@friendsmn.org j
rschaffhausengfriendsmn, org
cangela@friendsmn, org

L £

™ Keep a Copy ¥ Do not Redirect Automatic Messages I~ Preserve To/Cc fields

Reset | Update

== |Document: Done

3.Enter the user’'s complete email account in the Redirect All Mail to: field.

That’s it. There is no logout or exit button for the domain, which is odd, so you can just go on to another
website.
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