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Dear Pathway Client,

Please take a few moments to read this QuickStart Guide. It contains important
information about the features and use of Pathway’s new EasyMail.

1. What is EasyMail?

Pathway’s EasyMail is a secure, easy to use, web-based communication and organizing
tool. Using only a web browser you can:

Send and receive e-mail

Create, rename and delete mail folders

Filter and sort your messages

Report spam and non-spam

Create your own email Whitelist and Blacklist
Create and manage contacts

Schedule events

Keep notes

2. Accessing Your EasyMail Account

To access your EasyMail Account, please log in with your email username and
password from Pathway’s website:

lete Internet Solutions

Customer Login
User Mame [USErName
@ Easyhail O User Services

Forgot your password?

or from the EasyMail page at http://easymail.pathcom.com:

Thursday, February 23, 2006

Welcome To Pathway EasyMail
Easy Mail Login
4 User Mame |username |
. Password |¢ou¢ou |
—
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http://easymail.pathcom.com/

Welcome, jsmith@pathcom.com
° Last login: Wed Mar 1 10:58:47 2006 from common. wall.tor.pathcom.col L

The tree structure on the left side of the EasyMail screen allows you to navigate to or
access different features of EasyMail. The tree is organized into sections:

Mail:
Filters: Allows you to set rules for filtering email
Compose: Compose new email messages
Search: Search for particular emails
Inbox: Your inbox, where incoming email is stored
IMPORTANT For s_e_curlty purposes, a maximum of 30 recipients per
. email is allowed. This restriction is set to prevent spam
NOTE: . - -
email from being sent from EasyMail.
Organizing:
Address Keeps your contacts’ information such as email addresses,
Book: phone numbers and more
Calendar: Schedule appointments and recurring events
Notes: Keep memos and others pieces of information
Options:
Edit your email account information; set preferred time and time-zone
Log out:

This button takes you back to the EasyMail logon screen
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IMPORTANT Please complete the NEXT 2 STEPS if you are using the
NOTE: new version of EasyMail for the FIRST TIME.

2.1 Setting up your EasyMail account

Much like other email clients, you are required to set up a personal profile so
EasyMail can identify you as an user.

Setting up your default identity also allows you to determine the name, email
address and the reply-to email address that will appear when you send an
email. On the main EasyMail interface, click on ‘Options’, then ‘Personal
Information’.

Options

edit options for: [ | <> Options for Pathway EasyMail
Your Information
|
e name and

ange address that people see when they read and reply to your emails.

Locale and Time

Set your preferred, timezone and date options,

Select ‘Default Identity’ from the drop down list and fill in the ‘Identity’s name’,
‘Your full name’, and ‘Your: from address’ fields. Click ‘Save Options’.

edit options for: [ EE] & Options for Pathway EasyMail
Personal Information

wrour default identity:

|Defau\t Identity >

Select the identity you want to change:
IDefau\t Tdentity 'I

Delete selected identity

Identity's name:

|DEfau1t. Identity ‘ =

wrour full narme:

|J Smith ‘ g

“rour From: address:

|Jsm1th@pathcom.cum ‘ =
Save Dptions Undo Changes Return to Options
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For additional identity fields (e.g. signature, header), go to the Inbox main
page. Click on ‘Options’, then ‘Personal Information’ to bring up more identity
options.

edit options for: [ | NN 3 Options for Mail
General Options Message Options

ﬂ Personal Information Message Composition

Custamize how you send mail.

Change the name, address, and signature that
people see when they read and reply to your

email. Message Yiewing

Configure how ressages are displayed.

Deleting and Moving Messages

Set preferences for what happens when you
move and delete messages,

Refresh Interval

Control when new mail will be checked for, and
whether or not to notify you when it arrives,

Additional fields are available for you to customize and change.

Pathway

welcome,
jsmith@pathcom.com

<< Address Books

art Cisde

S bl ()
T Faters
B compose
" searcn
=] b (8)
L drafes
ey denlbty's narie:
~ L spam |
 trash |Yaurlu|l name:
?ﬂaums Bock “Yaur Feam: address:

t.d

5

? ) calendar [
|

I

|

I

|

peal
e Event Your Reply-to: addrass: (aotiona)
(11 pay [

— (&) work Wasic

Tour aliss sddresses: [oowonsl, anter sach address on & new kne)

2.2. Checking Filter Settings
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Please double check that the ‘SPAM Quarantine’ function is ‘Enabled’. This
feature will ensure that all spam emails are delivered into your SPAM folder.
Select ‘Filters’ under the Mail menu to bring up the ‘Existing Rules’ page. Make
sure that a blue checkmark ¥ appears beside ‘SPAM Quarantine’, indicating
that this feature is enabled. If a red cross X appears, then this feature is
disabled. To enable the ‘SPAM Quarantine’ feature, simply click on X to change

ittoﬂf.

Pathway EasyMai

Existing Rules
Enabled Move

Edit Rule

= 4 whitelist v g
[ [# slacknst « 4}@
B rM SPAM Quarantine = o
4 %! vacation [DISABLED] X o
= B Forward ¢ a»
[ New Rule |

Your settings in the new version of EasyMail are set as
default settings. If you had customized email forwarding,

SO vacation mail, and email filters in the User Services section

NOTE: on Pathway’s website, you must customize these settings

again in the new EasyMail.

3. Default folders

By default your Inbox contains the following folders:

Drafts
Spam
Sent Mail
Trash

IMPORTANT

When you start using EasyMail, the folders Drafts, Spam,
Sent Mail and Trash will not appear in your Inbox until

Aol they collect at least one message.

3.1. The Drafts Folder
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Drafts are unfinished email messages that you save in the Draft folder to
complete and send later. To display the Drafts folder compose a new message
and click ‘Save Draft’.

Empty Trash [

Message Composition

Send Message

Identity |jsmith@pathcom.com (Default Identity) v

To |tESt@pathcum.cum

Cc|

Beo |

Subject |

Hit the ‘Refresh’ button of your browser. The ‘Drafts’ folder will
appear in the folders tree and your draft message will be saved in the ‘Drafts’
folder.

3.2. The Sent Mail Folder

Sent Mail folder keeps copies of email messages you have sent. To display your
Sent Mail folder please compose a new message and send it. Hit the ‘Refresh’
button of your browser. Make sure that the checkbox beside ‘Save a copy in
‘sent-mail’ is activated.

Inbox Empty Trash [ (sEEE Folders

Message Composition

Q Send Message Sawe Dratt Cancel Message

Identity |jsmith@pathcom.com(Default Identitv);l

To |1234@pathcom. c:orrl

C|:|

Bec |

Subject |

Charset |Western (150-8853-1) |

Address Book Expand Mames Spell Check

Q Save a copy in "sent-rmail”

The ‘Sent Mail’ folder =i = smail il appear in the folders tree and your
sent message will be saved in the ‘Sent Mail’ folder.
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3.3. The Spam Folder

Spam is unsolicited bulk email which you do not E'@ Mail (&)

want to receive and did not sign up for. The Spam - N Filters
Folder is designed to store spam emails that have P Eompess
been intercepted by Pathway’s spam control system. - Q search

The Spam folder will appear as soon as our spam
filter detects the first spam email sent to you. Please

refer to the Spam Management section of this o O drats
QuickStart Guide for more details. """ B sent-mail
""" O spam h
- = trash

3.4. The Trash Folder

The folder in which EasyMail moves all deleted email messages before deleting
them permanently is called Trash. The Trash folder will show up in the folders
tree when you delete a message for the first time. To delete a message select it
by clicking on the checkbox beside the message (the message line will turn
yellow) and then click ‘Delete’ at the top of the message list.

Inbox Empty Trash | Compose | Folders Options -
Inbox (229) ®Q Page 1 of 13

| Select: v || Mark as: v| Mave | Capy

Delete Report as Spam
v # w Date ¥ From ¥ Subject [Thread]

DEI 246 02f22f2006MBC 4 Mews Room MBC4 Travel Getaways: This Week’
[T= 245 02/2272006MNBC4.ty MNBC4.tv Career Tips
ﬁlﬁﬂzl 244 02f22f2006NBC 4 Newsroom MWEBC4 Entertainment Mews
DEI 243 02f22f2006MBC 4 Mewsroom MBC4 Sports Headlines
. [ trash .
Hit the ‘Refresh’ button of your browser and the ‘Trash’ folder will

appear in your folders list containing the message you just deleted.

To delete the messages permanently, open the ‘Trash’ folder and delete the
message again or click ‘Empty Trash Folder’ to remove all messages.




trash (2) ®Q 1 to 2 of 2 Messages

Select; || Mark as: “ Move | Copy
Delete | Report as Spam
Ll v # vDate ¥ From ¥ Subject [Thraad] e
DE' 2 0217 /2006 NBC 4 Newsroom NBC4 Entertainment News
DE 1 122172005 NBC 4 Newsroom BREAKING NEWS: Dynamite Response Closes 405 In Both Directi I 3KB

To retrieve messages from the ‘Trash’ folder back into the Inbox or any of its
subfolders use ‘Move/copy messages to’ feature.

Inbax Ermpty Trash

trash (23) @ Q Page 1 of 3 1 to 20 of 43 Messages

|Se|e|:t: L”Mark as; LI CDpym |K:3<:3‘1> |
Delete |  Repaort as Spam - Empty Trash falder
r A# ADate A From 4 Subject [Thread] A Size
raé 3 01/16/06 Kip Kraft FRRGPAMIR Hey 23 KB
= 8 01707706 Anguishes [. Compromising ***SPAM*** Software 3 KB

4. Creating and managing your own folders

To create and manage your folders simply click on the ‘Folders’ button in the top menu
to bring up the ‘Folder Navigator’ screen.

Pathway EasyMai

1 to 6 of 6 Messages

Move | Copy | Messages to ¥

x| [Mark as: ]

[Select:

Select the folder you wish to modify by activating the checkbox beside the folder name
and select an action from the ‘Choose Action’ drop-down menu.

Choaose Action: = Expand all | Collapse all
Choose Action:
Create Folder

Delete Folder(s)

Check Folder(s) for Mew Mail
Do Mot Check Folder(s) for Mew Mail
Mark &ll Messages in Folder as Seen
Mark &ll Messages in Folder as Unseen
Download Folder(s)

Download Folderis) [.zip format]
Empty Folder(s)

Import Messages

5. Moving/copying messages from one folder to another

Page 9
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To move or copy a message from one folder to another, first select it by clicking on the
checkbox beside the message (the message line will turn yellow). Open the ‘Messages
To’ drop-down menu at the top of the message list and select the folder to which you
wish to move or copy the selected message. Click ‘Move’ or ‘Copy’.

Empty Trash | Compose

Inbox (5) @ Q

|Se|e|:t: LI |Mark as: LI Mave | Copy

Delete | Report as Spam Messages to
A# A A A i .
U # & Date From Subject [Thread] -
FEE 5 D03f01F..Zan Molko Capital Gains, MNet Worth and Tax Free |-——
—.l? a 3 02/24/06 eBay.ca Con't forget about eBay University in TORO Lnbo::

=] 2 o02f23f.. GazizNugmanov RE: jokes sent-mail
FQE 6 03f01/.. i¥illage Beauty & ...Oscar Preview: The Fashion! The BeauttSrF;I"zl;'_lllI
I'QE 1 02723f..Mark Meitine RE: Privet 7 KB

T Q14 02/28/.. eBay.ca teadolly1652, 10 CENT FIXED PRICE LISTING DAY... 9 KB

6. Reporting Spam

Spam messages sent to you and intercepted by Pathway’s spam filtering system are
retained in your own ‘Spam’ folder.

Pathway uses smart, state-of-the-art technology to filter out unwanted emails.
However, no system exists which can completely eliminate spam. To help improve the
accuracy of our spam control system, please report spam emails which made it
through our filters using your EasyMail interface.

To report a spam email, first select it by clicking on the checkbox beside the message
(the message line will turn yellow) and then click on ‘Report as Spam’ button located at
the top of the message list.

Page 1 of 13
| Select: v || Mark as: v | Move | Copy |Messages to v|
Delete II Feport as Spam I
[] v ¥ v_ﬁle_fr From ¥ Subject [Thread]
= 246 0Z2f22f2006MBC 4 Mews Room MBC4 Travel Getaways: This
L= 245 02f2272006MNBC4.ty MBC4.tw Career Tips
DEI 244 02f22f2006MBC 4 Mewsroom MBC4 Entertainment News




EasyMail QuickStart Guide

Alternatively, you may open the message first and then click on ‘Report as Spam’
button located at the top right corner of the message screen.

7. Reporting messages wrongly classified as Spam

Pathway spam control system ensures an extremely low rate of false positives. This is
achieved by the unique methods we use to deal with spam. In the unlikely event that
any of your legitimate emails are wrongly identified as spam, please use ‘Report as
Non-Spam’ feature of your EasyMail interface.

To report an email as Non-Spam, first select it by clicking on the checkbox beside the
message (the message line will turn yellow) and then click on the ‘Report as Non-
Spam’ button at the top of the message list. Please note that the email should be
located in your ‘Spam’ folder.

@ Ernpty Trash | Compose | Folders | Searc Options .

SPAM {(186) ®Q Page 1 of 10
| Select: v || mark as: v| Mave | Copy |Messagesto v
Delete || Report as Mon-Spam |
] v # v Date v From v Subject [Thread]

186 02/21f2006MBC 4 News Room rEEGpAM*EY LAS YEGAS UPDAT
I:FIE| 185 02721 72006HEC 4 Mewsroom ¥EEGpAM*H* MBEC4 Entertainme
W= 184 0272172006 MNBC 4 Newsroom kkkCPAMEH Y NEC4 9 A.M. News

Alternatively, you may open the message first and then click on the ‘Report as Non-
Spam’ button located at the top right corner of the message screen.

8. Rules

Rules are automatic actions performed on messages when certain conditions are met.
By default EasyMail includes five pre-defined rules:

o Whitelist
« Blacklist B mail (6)
e Spam Quarantine I_
e Vacation W Filters h
e Forward Compose
To view/modify your Rules, click on the ‘Filters’ button O\ Search

located in the tree menu, above your mail folders.

E‘ - Inhuu (6]

""" @ sent-rmail
i E SPamM
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This will bring up the ‘Existing Rules’ screen.

Pathway EasyMai

Filter Rules

Existing Rules

Rule Enabled Move

B whitelist < g
= Blacklist J 4}6
7 % [v] SPAM Quarantine < o0

E! vacation [DISABLED] X o0

B Forward J 1

The icons &2 under ‘Edit’ in the first column allow you to open and modify rules. Blue
checkmark ¥ indicates that the rule is enabled. Clicking on the checkmark will turn it

into a red cross X indicating that the rule is disabled. The blue arrows < % allow you
to change the order in which the rules are listed.

The rules are executed in the same order as they are
IMPORTANT displayed on the screen. For example, if an email is
NOTE: deleted by the blacklist, the following rules will not have
any influence on this email.

‘New Rule’ button enables you to create your own, customized rule. For more
information on how to create and apply rules, click here to go to the Online Help
section of this QuickStart Guide.

8.1. Whitelisting

Page 12
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Whitelist is your personal list of email addresses, which are allowed to bypass
Pathway’s spam filtering system. In other words, if any email sent from a
whitelisted address is classified as spam, it will be still delivered to your Inbox
as a normal email. Pathway recommends that you use the ‘Report as Non-
Spam’ feature so that addresses are automatically added to your Whitelist.

Welcome,
jsmith@pathcom.com

(3 Blackl

SPAM Quarantine

B! vacation [DISABLED]
Forward

| "N Filters I

M co

npo
o L gearch

£ b @ e

To create/modify your Whitelist, click on the ‘Filters’ button located above your
mail folders. Then click on the ‘Whitelist’ link in the list of rules to bring up the
‘Whitelist Edit’ screen.

Simply type the email addresses you wish to add in the text field provided and
click ‘Save’.

Please note that each email has to be typed on a separate line.

Whitelist addresses:

emaill@pathcom.cam
email2f@pathcomm com

=Bk

8.2. Blacklisting

Page 13




Blacklist is your personal list of email addresses which will be always blocked
even if they are not classified as spam. In other words, messages from
blacklisted addresses will never reach your mailbox.

communications

Welcome,
jsmith@pathcom.com

B vacation [PISABLED]

...... Forward
[ s
E"' Inbox (&)

To create/modify your Blacklist, click on the ‘Filters’ button and then click on
the ‘Blacklist’ link in the list of rules.

Simply type the email addresses you wish to add in the text field provided and
click ‘Save’.

Please note that each email has to be typed on a separate line.

&ction for blacklisted addresses:

.i Qelete message completely

Move message to folder: | Select target folder

Enter each address on a new line:
email@domain.com
emaill@domainl.com

As — an option you can

ﬂ Return to Rulaes List Choose to move the

blacklisted messages




to a specific folder. To activate this setting, select the radio button beside ‘Move
messages to folder’ and select the target folder from the drop-down list.

Filter Rules

Blacklist

Action for blacklisted addresses:

Delete message completely

*ane message to folder: | Inbox 'I

Select target folder
Create new folder

Enter each address on a new

drafts
sent-mail
SPAM

trash

Return to Rules List

8.3. SPAM Quarantine

The SPAM Quarantine rule is pre-defined to prevent spam from being delivered
to your Inbox.

Edit Rule Enabled Move
& whitelist v N
(% glackl; Al
7 % [ P v o
By LED] X v
E Forward « &
(T

Pathway highly recommends that you do not change the settings in the SPAM
Quarantine rule unless you are familiar with creating spam filters.

8.4. Vacation Mail (the auto responder)

The Vacation Mail (auto responder) feature allows you to create and customize
automatic responses to be sent to people when they email you.

These messages will be automatically sent when you activate the Vacation Mail
auto-response feature. This feature is useful when you are away from your
computer for a period of time.

To edit your Vacation Mail auto-response settings, open the ‘Filters’ folder

Page 15
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from the tree menu on the left side of the screen. Then click on the ‘Vacation’
link in the list of rules to bring up the Vacation auto-response form.

communications

Welcome,
jsmith@pathcom.com

Rule Enabled Move
& whitelist T
B2 pail (5 Blacklist v oY
Filtars SPAM Quarantine ‘, 4}6
e ]e B vacation [D1SABLED] X o9

Forward \’ 4

| e =
= Inbox (5)

Fill in the form to create your custom auto-response message and click ‘Save’.

Filter Rul

My email addresses:
msith@pathcom.com

Addresses to not send responses to:

Do not send responses to bulk or list messages

Mumber of days between vacation replies:

Subject of vacation message: |I am currently Out of the Office

Reason:

I will be out of the Office on Vacation
from February 24 till March 3, 2006,
I will reply to you as soon as I am
back.

[Thank voul

ohn Smith

3 =
5 m Return to Rules List

IMPORTANT Your Vacation auto-response will not be activated until
NOTE: you enable it in the rules list.

To enable the Vacation Mail auto-response rule click on X next to the Vacation
rule in the list of rules.

Page 16




Filter Rules [EEIE

Existing Rules

Edit Rule Enabled |
& whitelist

Blacklist ",

7 % V] SPAM Quarantine

4 E! vacation [DISABLED]

‘ Forward

R E kate qf

The X will turn to 'U‘ indicating that your Vacation Mail is enabled. Clicking on

beside ‘Vacation’ will display X again, indicating that Vacation Mail is
disabled.

8.5. Automatic Email Forwarding

This feature allows you to automatically forward email messages from your
Pathway account to other email addresses. By default this setting is activated.
However you need to enter email addresses to which your incoming emails will
be redirected to before this feature will work.

Open the ‘Filters’ folder from the tree menu on the left side of the screen and
then click on the ‘Forward’ link in the list of rules to bring up ‘Forwards Edit’
form.

Filter Rules | Help

Forward
* Keep a copy of messages in this account?

Addressies]) to forward to:
1234@pathcom.com N

* Return to Rules List

If you activate the checkbox near “Keep a copy of
messages in this account?” copies of the forwarded
emails will be saved in your Inbox as well.

Page 17
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Once you save the email address to forward the emails to, Email Forwarding will

be activated. To de-activate/activate the rule, click on v or X under ‘Existing
Rules’ beside the ‘Forward’ feature.

Existing Rules

Edit Rule Enabled Move
5 [ whitelist v &
5 £ Blacklist J {}6
5 & v SPAM Quarantine & o
E! vacation [DISaBLED] X o0
i Forward I 7 I i
r

9. Address Book

Address Book is your personal contact manager to store and organize information
about your contacts such email addresses, phone numbers, mail addresses, faxes and
more. Use the buttons of the top menu to view the contents of your Address Book, add
contacts, search for contacts or export/import contacts.

Find |Name | Matching | |

In addition, you can use the Address Book when you compose a message by clicking
on the ‘Address Book’ icon.

Message Composition

Identity ‘]sm\th@pathmm‘mm {John Smith}) Vl
To ‘ ‘
Cc ‘ ‘
Bcc ‘ ‘
Subject ‘ ‘

Charset | Western (150-8859-1) ~|
| B I b
qg Address Book Expand Names spell Check

Clicking on the ‘Address Book’ icon will bring up a window, which allows you to add
names from your Address Book directly to the ‘To’, ‘Cc’ and ‘Bcec’ fields. To add
recipients simply select names from the box on the left and click on the ‘To’, ‘Cc’ or
‘Bec’ button.
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3 Mail :: Address Book - Microsaft Inteinet Explorer
Address Book

Find | |

* Please select address{es) * * Add these by clicking OK *
Mary Brown to: Mary Brown

David Brown oo Mary Smith

Mary Smith bee: Daniel White

Danial White
Helen White

DisplayIName Vl

9.1. Importing an Address Book into EasyMail

Part A: Export existing address book from an email client

Before you can import your address book into EasyMail, you need to export it
from another email client. (Please note that the steps below may differ
depending on the email client. The steps outlined below are for Microsoft
Outlook 2000). Open the email client (e.g. Microsoft Outlook) that contains your
existing address book and go to the Contacts page. Click ‘File’ and select
‘Import/Export’. In the ‘Import and Export Wizard’ window, select ‘Export to file’
and click ‘Next’.

Import and Export Wizard

Zhoose an action o performi:

|v

F vk | TW |il'\|r'l|ﬂ‘ =
Import & VCARD File (L veF)

Import an iCalendar or wCalendar file ([.ves)
Import co:Mail Archive

Import from another program or file

Import Internet Mail Account Settings ;I

— Descripkion

Export Cutlook information to a file For use in other
programs,

IE < Back I Mest = I Cancel |

In the ‘Export to a File’ window, select ‘Comma Separated Values (Windows)’
and click ‘Next’.
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Microsoft Access
Microsoft Excel —
Microsoft FoxPro

Personal Falder File (. pst) ﬂ

IE < Back I Mext » I Cancel |

Then select ‘Contacts’ under ‘Select folder to export from:’ and click ‘Next’.

Export to a File |

Select Folder ko export from:

----- @ Caonkacks

e S Webmail
----- SE Drafts
[+ Inbox
CS Journal
----- Maokes

@ Outbox

----- ‘:@ Sent Items
----- D Tasks

----- £E TrueMailSpam

IE < Back | MHext » Cancel

Under ‘Save exported file as:’, save your address book in a location that is easy
to retrieve (e.g. desktop). Click ‘Browse’ to choose a location.
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Export to a File

Save exported file as;

|| Browse ... |

IE < Back I Hext > | Cancel |

Give your address book a file name (e.g. Address Book) and click ‘OK’. Proceed
through the steps until you reach ‘Finish’. Your address book is now ready to be
imported into EasyMail.

Browse HE
Savein: I@ Deskkop @ bl + Tools -

=) My Docurments

a My Computer

LMy Metwoark Places

2% sddress Baok

. My Computer

Ty Mebwork Places

Shortcut to Web Development

Favarites

File name: Address Book d B cx

+ |Comma Separated Yalues (Windows)

Part B: Import existing address book into EasyMail
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In EasyMail, click on ‘Address Book’ from the main menu and select
‘Import/Export’.

oo [
Import Address Book, Step 1

Select the format of the source file:
|Comma separated values v |

Replace existing address book with the imported one? Warning: This deletes all entries in your current address book.

Select the file to import:

|| Browse...

Select ‘Comma separated values’ from the ‘Select the format of the source file:’
drop down list. Click ‘Browse’ to retrieve the address book you saved on your
computer (e.g. desktop). Click ‘Next’ to proceed to step 2.

Import Address Book, Step 1

' Select the format of the source file: ||
|Comma separated values - |

Replace existing address book with the imported one? Warning: This deletes all entries in your current address book.

Select the file to import:

|| Browse... | ?

Click ‘Next’ again to proceed to step 3.

Import, Step 2

Middle Name","Last Name","Suffix","Company","Department", "Job Title", "Business
et idg", """ P PP PP PP "{305) s55-7a&l", ..., ., "i305) 555-4475"

Does the first row contain the field names? If yes, check this box:
what is the delimiter character?
Wwhat is the quote character? EI

How many fields {columns) are there?
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In step 3, match up the fields from the ‘Imported fields:’ list and ‘Available
fields:’ list. The ‘Imported fields:’ list contain the fields from the address book
that was exported from your email client. The ‘Available fields:’ list contain the
fields that are available in EasyMail. Since these fields may be named slightly
different, this step ensures that the correct fields match up in your EasyMail
address book.

Select the matching fields from the ‘Imported fields:’ list and ‘Available fields:’
list and click ‘Add pair’. The matching fields will appear in the columns below.
Repeat this step for the rest of the contact information (e.g. name, email,
business number, home number). When you have completed matching the
fields, click ‘Next’.

Example from Microsoft Outlook

Example from Microsoft Outlook Express

Import/Export
Import/Export
Import, Step 3

Import, Step 3
Imported fields:
Children
Directory Server

s,
Imparted fislds: Available fields:

Home Street slias

Home City Home Address

Home Postal Code Work Address

Home State

Home Country/Region

Home Phone

Mohile Phone

Business Street
Business City

E-mail Display Mame
E-mail 2 Address
E-mail 2 Display Mame Wark Phone
E-mail 3 Address —|Mabile Phane
E-mail 3 Display Mame
Gender Title

ID Number LI Campany

El

First Name MName

To view your imported address book, select ‘Address Book’ on the main menu
and click on the ‘Search’ button beside the search field.

R Irnport/Export

Basic Search

Find [Name ~| Matching |
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Your imported address book will appear as below.

Basic Search Advanced Search

Find [Name | Matching | |ﬁ

Search Results

Delete | Export| Addto |Select List = T —
EE&‘ Name 4 Email A Home Phone 4 Work Phone 4 Mobile Phone

"?lzl Bob 1234@pathecom.com (905) 555-1234 {905} 555-2345

'ﬁ'lﬂ David 111i@pathcom.com (905) 555-4476 {905) 555-7861

T @] gane 4567@pathcom.com (305) 555-6549

"?D John 2345@pathcomm.com (905) 555-3456

"!?D Peter 5672@pathcam.com (905) 555-7851

EE Susan 0000@patheam.carm {905} 555-1002 (905) 555-1111

Delete | Export | Addto ISe\ec‘t List 'I Clear Search

9.2. Exporting an Address Book out of EasyMail

In EasyMail, click on ‘Address Book’ from the main menu and select
‘Import/Export’. Select ‘Comma separated values’ from the ‘Select the export
form:’ drop down list and click ‘Export’.

Export Address Book

Select the export format:
|C0mma separated values Ea|

|i Export i

Save the file in a convenient location (e.g. desktop) and import it into another
email client.

File Download x|

Do pou want to open or save thiz file?

Ea Mame: contacks.csy
Type: Micrasoft Excel Comma Separated Yalues File, 331 ...

From: webmail pathcam.com

Open Save I Cancel

- -

Wwhile files from the Internet can be useful. some files can potentially
harm your computer. If you do not trust the source, do not open or
zave this file. What's the risk?
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10. Calendar and Notes

With the Calendar feature integrated in EasyMail you E‘"' Inbox (5)
can access your schedule from any computer e e
connected to the Internet. Using the calendar, you @ :
can create, modify and delete events, create sent-mail

recurring events, set alarms and more. ; E SPAM
@ trash
. . . = At
EasyMail Notes are the electronic equivalent of paper ﬁ Qrganizing
sticky notes. Make notes to keep questions, ideas, - @ Address Baook

reminders, and anything you would write on paper. - (5] calendar
You can copy text from the EasyMail notes and paste h

it in other documents. Maotes h

D@ Options
D"'gl Log out

11. Using Help

The Help function includes detailed instructions on how to use the different features of
EasyMail. To view the Help menu, please click on the ‘Help’ button at the top menu of
the EasyMail screen.

Inbox (229) @ O, Page 1 of 13

|select: v | Mark as: ] Mave | Copy

Delete | Report as Spam
| ¥ # ¥ Date ¥ From ¥ Subject [Thread]
=1 246 02/22f2006 NBC 4 News Room NBC4 Travel Getaways: This Week's
W= 245 02/22/2006 NBC4.tv NBC4.tv Career Tips
i 244 0272272006 NBC 4 Newsroom NBC4 Entertainment News
"= 243 022272006 NBC 4 Newsroom NBC4 Sports Headlines
3 I =1 242 02f22f2006 NBC 4 Newsroom NBC4 9 A.M. News Headlines

We are sure you will enjoy Pathway’s new EasyMail.

Pathway is committed to making constant innovations and to providing you with
secure, reliable and friendly Internet services at all times.

Should you have any questions, please feel free to call us at 416-214-6363 in Toronto

or 905-570-8789 in Hamilton and ask to speak with one of our knowledgeable
Technical Support Representatives.
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