IT DOCUMENTATION

PRODUCT: Lotus Notes

SUBJECT: Accessing Notes e-mail through the web (users without a Town PC)
CREATED BY: FS

DATE REVISED: 1/25/2008

Overview
Town e-mail is now accessible through the internet via a web browser. This access has been
tested on Microsoft Internet Explorer and Firefox on Windows 2000/XP platforms.

Procedure
1) Access to the Towns E-mail web portal can be accessed by either entering

https://mail.greenwichct.org in your browser or going to www.greenwichct.org, clicking on the
Town Employees button on the left menu bar and clicking on the link Town E-mail Access.

2) You will see this dialogue box or one similar depending on your browser or Operating
System.

Security Alert x|

ri‘jl |nfarmation you exchange with this zite cannot be viewed or
?. changed by others. However, there iz a problem with the site's

zecuty certificate.

& The zecurty certificate waz izzued by a company you have
not chozen to trust, Yiew the certificate bo determine whether
wou want ko bt the certifwing autharity,

a The zecurity certificate date is valid.

& The name on the zecurity certifizate iz invalid or does not
match the name of the site

Do pou want o proceed?

d  Wiew Certificate |

Click Yes, to continue. (For IE6 & 7 users only, you can eliminate this message by following
the instructions at the end of the document to install the Town E-mail Security Certificate)
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a Server Login - Microsoft Internet Explorer &Iglﬂ

J File Edit ‘“iew Favorites Tools Help |
J = Back - = - @ fat | @53arch (%] Favarites @Media @ | %v = =
Jﬁddress I@ https: ffathdominol . greenwichct.arg j f»}GD |J Links @. B4 J @ =

>

[
Server Login

Please type vour user name and password

TTser natne: |

Password: |

[~
|&] Done I_ l_ E @ Trusted sites -

3) Type your full name as assigned in your Town E-mail (Ex: Mary Jones) and enter your
password. Click Log in.

This will be the next screen you see,
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4) Click on the Mail tab. If you have the pop-up blocker enabled you will see the next screen.
You will need to click the “pop-up blocked” bar then either click Temporarily allow pop-ups
or Always allow pop-ups from this site.

=oft bnternel Explorer
Fle Edk  Vew Fovorkes Took  Help Qbeck - 3 - B F R Fhed Sfeots 8 O-0 B-0 6 S
ks | ] bt e, gresrichet. cogimalfetisan. neffRictesitsl ~ | [ G0 | Leis ) POB Pevptes Home ] Frop Holmal (] Winsdoers 58 Wirebows Marhitplans ] Wirvdoos Madks
Bl Popupblocked. Tosse this | Tampawarly Alow Piagups ®
iilwiny Eiiows Pisjreues Frin Thel Sin.... Logaiut Beafarancas 1oalg
St v IBM
Infrmation Dur Help Tusrday, Janasry 00, 3000 _
1gu1GEM
[_JHew - Raply - Forward < Mave - Follow Up + | Mark Read - | Toals < |Gk &8 | &
= Timix Tapiy uIJ||:K_‘I. .:
St Easy Auld Warranty 01/002008 0%: 3 4377 Save on YOUR Waranly
Fallsw Lip Sharpans Toals 0L0E2008 OB: 10PM 4458 | Give the Samurai Shak & try! Double the Yalus!
e, Hall Wamen Halp 01,06/2000 ov: 14PM 5085 WaomanCashaliance Puts Cash in Yeour Bank Account
Toush Jack Bausa OL/08/2008  04:430M 2T onew
[ Thai Mguyen #0108 2008 Qok: DOEM 523158 Re: altiris passwornd
areg Oagan aLMans2000 03 SEPM 01 Ra: Mew Rips
&l Faldars Joe Azoulay OL0B/2008 02 11EM 1952 Lightpath - throwghput issus
Filagn Ingalls O1ORZ008 0F: QDR LOd539 o #456139 - Emal faxes
Linsda Strain # 01002008 02:5IPM 1123 Hew Rps
Lirdsd Strain 01,/08/2008 02 4591 1299 baoien back from training rean
Edeen Ingalls 01,06,/2000 oz 45PM @50 Senior Center new talephona Ines
Lirsda Stemin B 01082008 02 2apm GBI e Fwe Incidenl #4608+ = ¥our Helpdeck toket has
boe Azcuday LR 2008 0F: 1588 1768  bhack
Paul Hinheky aMan200 02 04PM 1303 back
Jog Azculay QLME 2008 1773 going 1o PRR
Thas Nguyan 01,0200/ 1570  hach
Joe Aroulay o1/002008 01587 Fw: wraless roular
Liredd Strain 010872008 1262 GAING to training ream
Paul Hinlicky 01,/06/2008 1304 lunch
Thas Mguyen 0108 2008 1271 urich
Paul Hinlicky LR 2008 d4f4  Ba: test from extarmal wabmail
Paul Hinheky aLMans2000 12:47PM 1287  best from estermal webmail
Grag 0sgan QLME 2008 12 36PM 2BTYE  Test from Intermal [P
Grag OEgan O1/0R/ 2008 13 33PM FTOT  Testing From mail.gresnwichct. ong
| ——— Judy Stembeng 01,/08,/2000 15569 Fw: ETA 1.10 Order &: 023912611Town of Greenwict
B Edann Ingalls #0108 2008 AGE4 G M46139 - Emal Faxas
| Q Joe Azouay 01,/06/2008 1765 Dack
Paul Hinhcky 0108 2008 1383 bach
ﬁ Trash toe Azouday 01,M08/2008 1773  gaing to PAR e

5) You can open, reply to and forward e-mail similarly to how you do in your Notes Client.
Help is located at the upper right hand corner of the screen.
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6) The first time you create a new message you may see this screen.
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You will need to cI|ck the blue message bar then C|ICk Install Actlve X Control
Then click OK at the following screen.
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7) Calendar entries can be viewed through the Calendar tab.
(Bt e almix
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The view of the Calendar can be changed in the left pane by selecting One Day, Month etc.
Once again, help with this is available through the Help at the upper right hand corner of the

screen.
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8) Contacts can be viewed through the contacts tab. Help with this is available through the
eIp at the upper right hand corner of the screen.
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9) Changing Password
In the upper right hand corner of your screen click Preferences.
]
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Click on Security on the right and under “Change Internet Password” click Change.
-lolx]

MNew ~ | Save & Close X

ahout... | ?

4 Mail Change Internet Password

4| Calendar m

International Notes ID management for secure mail features

Your Motes 1D, a file that your administrator creates, allows you to decrypt,
sign and encrypt documents. ¥Your Motes ID contains your name, security
certificates, and other information.

Security ' Your mailfile DOES NOT CONTAIN a Notes ID

Import Notes ID:
Imports a copy of your Motes 1D file into your

ad 4 mail file. ¥You must import your 1D to decrypt, Import Motes 1D
ﬂ wvance

sign and encrypt documents.

Delegation

Other

Change Motes ID Password:

Change password on your Notes ID. Change. ..

Enter your old Internet password and then your new one twice and click OK.
3 Request Internet Password Change - Microsoft Internek Explorer - |I:I|£|

Mote: Changing your Internet password requires the following steps:

1. Complete this dialog and click OK. This submits a request to the administration process to change
vour Internet password,

2_Wait for your old password to stop working, before using your new password.

Type old Internet password |

Type new Internet passward |

Type new Internet passward again |

(0]} | Cancel|

Limitations of web access:
a) Mail can only be searched by the Who, Date or Size fields.
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Installing the Town E-mail Certificate (For IE 6 & 7 users only)

1) Click the link below:

http://www.greenwichct.org/helpdesk

2) Then click on "Install Town of Greenwich Root Certificate Authority".

a Web Mail Root Authority Certificates - Microsoft Internet Explorer

J File Edit Wiew Favorites Toaols  Help |J =2 Back * = - @ il | aﬁearch

JF'-QIEIFESS I@ http: /e, greenwichct, orgfhelpdesk) j Ract JLinks :E:l.ﬁ.ltiris Cansole ”J l@ -
Fe
Town of Greenwich
Yebh Mail Root Aunthority Certificates
Install Town of Greenwich Root Certificate Aunthority
Copwright ®Z005, Town of Greenmich. All rights reserwed.
Town Hall - 101 Field Point Road — Gresnwich, OT 06820 - (202) EZZ-7700
=
/&) Done 4 Internet 4

3) Then click "Yes" when prompted.

End Procedure
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