Instructions For Using The Section Email System
For Section Officers with the advanced email interface.

Contact the Webmaster, Brad Girard for any questions or assistance.
This system may contain require java scripts for use,
please contact the webmaster if you have any problems.
If you do not think you will frequently check your email,
please contact Brad Girard for an alternate to the email system.
Cell: (314) 609-0292 webmaster @oa-c5c.com

Please submit all updates needed for the webpage to webmaster @oa-c5c.com

Address: http://mail.bestnet.net/
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XENON MAIL WEB CLIENT
[name] is:
XEMOM Mail sign in chief
firstvice
Email Address :  |[name]@oa-c5c.com 4| secretary
webmaster
Password ;| ]
. Contact Brad Girard
314-608-0292
webmaster @
\ oa-c5c.com
w G for password

<Cli|::k here for the old ‘Webmail interfan:e)

Clicking here will take you to the
basic email interface system.
See the other instruction packet for directions.




INBOX PAGE

Email Address

Use this to write an

email.

(see “COMPOSE”

below)

Use this to edit your
address book.
(see “ADDRESS
BOOK” below)

Opens a personal
calendar for
events.

Use this to exit
your email
box.

Use this to switch
between the
different folders.
This will always be
seen on the side of
the window.

Compose] | Addresses

Folders Options Search Help) Calendar

Toggle Al

[Fees | uns [ Do ]

THIS FOLDER. IS EMPTY

Check the box to
the left of the
email(s), then use
this to delete it.




ADDRESS BOOK PAGE

All accounts come with the main contacts already in the address book.

Clicking on the email address opens a new,
blank email addressed to that person.

Personal address hook

] adviser Adviser - Section advisenZioa-chc.com

"] advisenZoa-chc.com Bill Caine advisenZoa-chc.com

] brad Brad Girard webmasterFloa-che. com

] bgirardi@truman. edu Brad Girard - Personal  bgirard@truman. edu

] pat Fat Martchink staffadvisenZioa-che. com

¥ sec Secretary - Section secretaryiFioa che.com

] staffadv Staff Adviser - Section  staffadvisen@oa-che.com

¥ vice ice Chief - Section wicechieff@oa-che.com

F weh Webmaster - Section  webmasten@@oa-chc.com

Use this to make changestoa [ [ Edit selected ]l[ Delete selected ] N Use this to delete a
select contact information. g ) selected contact.

Add to Personal address hook

Mickname: | |I‘-.-1us1 b unice

Use this to add new
contacts to your address
book. The existing names
in the account only use the
first name box.

A

E-rmail address: |

First name: |

Last name; | |

Additional info: |

[ Add address ]

[ Import CEV File: [ Browse... | | ImportCSVFile | Export CSV File ]]

Use this to import
addresses information
from MS Outlook or
another file




COMPOSE PAGE

NOTE: Clicking here
will open the address and
clear your message.

A 4

Compogse | Addresses |Folders Options  Search Help Calendar Webmail
T|:|:| |
Ce: | | Sends you an email
Eh:u::| | when the recipient
| reads or receives the

Adds the signature 'ec:t:| Subject Line

message.

as seen below. Priatity Marmal Q Heceigt: [ ] On Read[] Om — |

NOTE: the _ .
message starts off [ Signature H Addresses ] mawe Draft ][Send I[ Check Spelling

\ 4

with the signature T
already in the body. Click here to open the Sends the | | Checks the
| g == N |address book to select message. spelling of
\ I mawx Thuran I | contacts, or simply the body.
~ o] |dection Chief | | type the addresses in
Jection C-5C
I Order of the arrow | the box.

Sends the
message.

|l owse. ) add)
7 N

[ Lookup ‘Word ]
1 Use “Browse...” to choose
This will pop-up a dictionary attachments. Use “Add” to attach.

to look up words.




