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Email Guide

Dear user, for using mail service, please read
the items mentioned in this guide. The
contents of this guide will help you avoid
future problems. Ask your question by

sending an email to f.saadati@iasbs.ac.ir
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Log in to the email

« First choose a browser

Enter the link of the university email server https://mail.iasbs.ac.ir in

the address bar. In this case, the following window is displayed:

7

IASBS WebMall
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In above window:
1. Enter the username, for example: adrang
2. Enter the password
3. Login to email

4. Your current environment is in AJAX mode. If you want to see the

classic environment, you can click on S{ies RSl EIfe Mgl ClaE=lel=!.

Ny

Login to your IASBS email account

USERMAME

PASSWORD

f{ To return to Ajax environment

Switch to Ajax Interface ¥ '
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User interface

After entering the user window, you will see the following environment.

Create a new email o,
Attache File

Incoming emails

Outcoming emails Email Adress to send mail

Deleted emails

Enter an address to copy

i Enter an address to copy secretly

Subject

Type the text of the email here

Gregorian calendar

Text font change bar and Setting

Setting
Source Sans Pro B 7T U AN AZ ESE W oo |=i= &=9» YR

Email settings

Click the Settings button in the lower left corner of the menu b

Then the following panel is displayed as shown, where you can see your email

Capacity.
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neda adrang
adrang@iasbs.ac.ir

=

[ (

Do

You are using 498.9MB of
your 10.0GB mailbox

|=| Display

Settings Log out

Display

Choose this item to change Appearance of the panel. You can select
one of these options.
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Setting

Managing general settings and privatization of your mail.

Settings

Full name: neda adrang
Mobile phone

NTIAL RECOVERY MORE

Signature (1)

a single archive folder

Send read receipts: | Ask before sending

Request delivery receip

Log out

To exit your account.
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Insert an image for the email server user icon

Choose “general option” in setting, you will see a circular icon according

to the image shown in the figure below. Double-click on this icon.

Settings

Full name:

Mobile phone

In the opened window, select the image path.
As you can see, the selected image appears instead of the default image.
Note: When inserting images, you need to adjust the dimensions of the

image according to the box. Use paint, Photoshop or etc.
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Note: The image extension must be JPG, PNG or GIF.

v Record security information to recover passwords and
usernames

» The first method

In the Setting window on the General tab, select the Credential Recovery

button as shown, answer and save the desired security question.

Settings

Credential recovery
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The second method

In the Setting window on the General tab, select the More button as
shown.

Settings

Full name

Mobile phone

Complete and save the Personal Email section.
It should be noted that it is possible to complete other information

about yourself in this section
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Contact details

Attention:

By registering this information, you can use both methods to recover

your password or username on the email login page.
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Change password

Choose change in password change

Settings

CREDENTIAL RECOVERY

You can change your password according to the description on the
figure .
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Password change

Set digital signature at the bottom of the email
In the Setting window of the General section, click on the ADD
Signature option to insert a new signature, and click on the pencil

icon to edit the signature.
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Settings

Full name: neda adrang

Mobile phone

asingle archive folder

Full name: neda adrang

Mobile phone

Signature (1)
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Add signature

Type your favorite text in the box below

Source Sans Pro

After inserting the signature, be sure to click the UPDATE button to register and save the signature

INTERFACE section
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Settings

iltering: Low level

To trash

Automatically update my time zone
Time zone: Asia [ Tehran
Date format DD/MM/YYYY
Time format: 12-hour: hh:mm AM
start day: Saturday
M BT @W T F 85 @5
08:00 AM - | 05:00 PM

Calendar: Gregorian

# Enable righ ft editing

Specify spam or blacklist emails

ANTISPAM tab in the box specified, you can place the emails that you do

not want to be transferred to INBOX in the blacklist group.
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Enable Filtered Email

Save change after performing the operation in the figure below and close
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Create a temporary email

Sometimes for download or copy a content, want you to enter mail
address. If you have license from administer, you can use temporary
email address. Do this by (Temporary Email)

By this, you prevent promotional emails attack. Click on Aliases.

Email address

Be sure to save and closhe.
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Use shortcut key and view the occupied space (Used Quota)

How much space is in the inbox?
If you do not pay attention to the volume of your email and the volume
of the email is full, then no email will be sent or received. Follow the

path below to know the volume of your email.

In the Setting window at the top, click on the INFO option.

B
B
B
B
o
B
B
B
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Delete spam folder

As a perceptional user should delete the spam mail in spam folder.

Deleting this spam will prevent the use of space from being used up,
which will cause problems in sending and receiving your emails in the

future.

CHECK EMAIL

Mailbox | adrang, neda
£ Inbox
Drafts
Sent
Trash
Spam
New folder
= Right click on spam
= Select Empty folder

Markall 35 read

Empty folder

Sharing

Open other user's folders

October 2020
5 5 M T w T F
% I 28 M9 30 1 2
o 4 5 1] T a8 9
0 11 12 13 14 15 16
1T 18 19 20 21 22 123
24 25 2% 2T 28 2™ 30

1 1 » > a E E
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Create new folder

You can create new folders to categorize your emails and move your

emails to these folders.

Apply Time
Computer Center
Conference
contract
Dr.ansari
Fariba
Farideh
HameGroup
kvoz
oldserver
Paolo Favaro
Parsavan
virus

Web Server

Shahrivar 1398
5 s MOT W
% 27 28 29 ;0
3 4 5 &
9 10 o 12 13
6 17 18 19 W

B M B 2w N
3 31 1 2 3

-
£
7
14
n
28
4

TODAY: 11 SHAHRIVAR 1398

oL Dpen other user's foldef

w R R e ~m

: Right click on
IMailbox, select new
folder

Mailbox | Farzaneh Saadati

CHECK EMAIL

2 Inbox

Drafts

Filtered Email
mailiasbs.ac.ir
Apply Time
Computer Center
Conference
contract
Dr.ansari

Fariba

Farideh
HameGroup
kvoz

oldserver
Paolo Favaro
Parsavan

virus

Web Server

[

Shahrivar 1398
s MOT W
F L )
3 4 5 8
10 e 12 13
7 18 18 N

M 25 6 ;W
a1 1 2 3

TODAY: 11 SHAHRIVAR 1338

T

0 31

7
“
n
28
4

BB HE = = om

Write the folder’s name

/
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Create Mailing List

If you need to correspond within a group, it is possible to create a
mailing list, for which the relevant request must be announced to

f.saadati@iasbs.ac.ir along with the desired email address.

Subscribe request

v" To become a member of the mailing list, each person must send
an email to the address of the mailing list, for example IT98-

subscribe@iasbs.ac.ir:

v It is better for the applicant to join the mailing list to enter his / her

name and surname in the email sent in the subject field.

Inbox | Farzaneh Saadati New email

© ¢ s -

Farzaneh Saadati (fsaadati@iasbs.ac.ir)
To: IT98-subscribe@iasbs.ac.ir
Ce

Bee:

Neda Adrang
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Attention:

The mailing list manager must log in to the mailing list from the

standard interface to confirm membership applications!

Elxigen

You've successfully logged out.

Login to your Axigen email account

USERNAME
it9s

— PASSWORD
‘ .IIl ‘

Remember me on this computer

Switch to Ajax Interface

The membership application is then approved by the administrator

according to the following steps:
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Membership confirmation step

Farzaneh Saadsh <f saadstigasbs ac 1>

@ Moxila Firefox - o x
| D0 ht1ps//192.168.192.107/. 1

How to send an email is as follows:

_-'_’. ﬁ ooo

Q@ ¢ [

From: adrang, neda (adrang@iasbs.ac.ir)
Cec
Bec:

Weekly seminar

Dear IASBS colleagues

Unsubscribe
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To unsubscribe from a mailing list, you must do the following:

I Inbox | adrang, neda New email

° &} 2 W .

From: adrang, neda (adrang@iasbs.ac.ir)
To: it98-unsubscribe@iasbs.ac.ir

Ce:

Bee:

Enter message subject

After submitting the application, the cancellation of the membership

must be approved by the admin, as in the application process.



