60Mail Basics

To access your email, go to the
web page

https: iL.wps60.
VMware Zimbra web client ttps:/ /mail. wps60.org

Enter your username (the first
part of your email address
without the @wps60.org) and
your password.

Click the Log In button.

If you receive any emails requesting your username and
password information, DO NOT RESPOND! These
messages are not legitimate and did not come from the
ITS Department.

Navigating

Navigating in the 60Mail system is simple. Near the top of the screen, you will see a series of
tabs; each of these tabs represents a different part of the system. The first tab, Mail, is the
default tab whenever you log in to the system.

~J Mail @ Address Book ] Calendar [V Tasks @ Briefcase @ Preferences

The Address Book tab is where you can manage your contacts and groups. The
Calendar tab is where you can manage your appointments. The Preferences tab is
where you can set your system preferences.

Searchin
Search ) Mail ¥ | Search | Save | Advanced
) Mail ¥ Search Sa

Searching in 60Mail is also easy. Near ) Al tem Types
the top, you .Wiﬂ see the Seargh I?ar. -
Simply type in your search criteria, & Contacts
choose where in the system you would [ Global Address List
like to search, then click the Search g”‘”i""""ms

Tasks
button. You can choose where to search ) Flos

by clicking the arrow next to Mail, and a
drop down list will appear.
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Email Signature
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Out-of-Office Reply
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W Send auto-reply message:
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Preferences

In the Preferences tab, you will use the menus on the
left to navigate. To edit your email signature, click on
Signatures in the Mail menu. You will need to name
your signature, and then create it in the text box. In
the Using Signatures section just underneath
Signatures, make sure to set your signature as active.
Placing signatures above included messages is
recommended. Make sure to click Save!

Name: | Signature #1

Signature #1 Portal Help Desk
Waukegan Public Schools

New Messages Replies & Forwards

Primary Account: | Signature #1 ¥ Signature #1 v

Place signatures: @ Above included messages O Below included messages

If you are going to be out of the office for a couple
of days, you may want to set up an Out-of-Office
Reply. Simply go to the Preferences tab, click on
Mail, and in the Receiving Messages box, click on
Send auto-reply message. Type your message in the
text box, click on Start On and give your message a
start date, and click on End On and give your
message an end date. Make sure to click Savel

| am out of the office and will return on September 10th. If you need
immediate assistance, please contact the ITS Help Desk at 847-360-5428.

W Start On: | 8/1/2012 -
™ End On: | 9/9/2012 -

Portal Help Help ¥

Logging Out

In the top right, you will see your name,
and a bar under it that indicates how much

Log Out of your space quota you are using. Next to
your name is a Help option, and to the far
right is Log Out. Make sure to log out
every time you leave your computer!
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