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Introduction

Welcome to SuffolkWeb, your public library’s gateway to the World Wide Web.

The fifty-four public libraries of Suffolk County have cooperatively developed this service to
enhance SuffolkNet and to provide their patrons with basic access to the World Wide Web in a
cost effective manner.

The SuffolkNet/SuffolkWeb service is intended to be “an extension of the local library’s service
program.” As such, it should not be construed to be a full Internet Service Provider (ISP). The
purpose of this service is to assist the patron’s independent research by providing increased
access to information. Other services of SuffolkNet are secondary to this purpose. This is
clearly compatible with the traditional role of the public library.

In order to fulfill this role, SuffolkWeb provides a professionally developed research tool
(SuffolkWeb Home Page) to help users find the information they seek in an efficient manner.
We also recognize the growth of e-mail as an effective means of communication and information
sharing and will continue to support it as an important outgrowth of our primary service as a
research tool.

As with SuffolkNet, SuffolkWeb is intended to introduce you to the Internet. It is designed to be
a basic research tool that complements your library’s rich and varied resources.

As with SuffolkNet, SuffolkWeb is not intended to be a full service Internet provider. Its
purpose is to provide access to research materials on the World Wide Web. It is not intended to
be used for chat, virtual games or to mount personal home pages.

As with SuffolkNet, SuffolkWeb is shared by thousands of users. Your access to this system and
its facilities is temporary - just like borrowing a book from the library. All SuffolkWeb
connections have a 90 minute time out.

SuffolkNet/Web is a great place for research and an easy way to get acquainted with the
Internet. It is not intended to compete with commercial Internet Service Providers.
Sophisticated users may well consider these other services.

Your Windows98 computer and Internet Explorer software are Internet ready. Some users may
find that other client software is needed for their Internet use. All users are free to purchase or
download other software from the Internet and integrate it with their PC.

The SuffolkWeb Help Desk and FAQs (Frequently Asked Questions) file are available on the
SuffolkWeb Home Page.
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Acceptable Use Policy

The purpose of this system is to provide free open access to the Internet and to attendant
electronic services such as e-mail and selected information sources. The following guidelines
are presented in order to facilitate open access with as few limitations as possible.

1. Registered library patrons (in good standing) may apply for an Internet account through
their public library. Patrons must comply with the policies of their home library.
Any use of this service for unlawful purposes is prohibited.
Copying commercial software is in violation of copyright law.
Using this service to harass other users or to interfere with their work is prohibited.
As this is a free service with limited capacity, please be courteous of other users and
observe the following boundaries:
a. Limit your use during peak hours (8 am - midnight) to one hour.
b. Delete e-mail promptly.
c. Keep your directory clean. Download and delete files regularly.
d. Log off the system before editing and printing downloaded files.
e. Backup up of personal files and e-mail is the responsibility of the user.
6. The person in whose name the account and password was issued is responsible at all
times for its proper use.
7. Deliberate attempts to degrade or disrupt system performance are prohibited.
8. Any user's traffic that crosses another network may be subject to that network's
acceptable use policy.
9. The use of SuffolkNet/Web for commercial purposes is prohibited.
10. The distribution of unsolicited e-mail through SuffolkNet/Web is not permitted.

akrwnN

Please be aware that with access to computers all over the world also comes the availability of
material that may be considered ‘inappropriate’ for some users. Parents who are concerned
about their children's use of electronic resources should provide guidance to their own children.
We firmly believe that the valuable information and interaction available on this worldwide
network far outweighs the possibility that users may procure information that is not consistent
with the educational and research goals of this project.

The system administrator reserves the right to:

1. Remove the account of any user who does not follow the acceptable use policy.

2. Remove any account which has not been used in six months.

3. Notify any user that they are using a disproportionate share of the disk space and that
they need to download/delete files.

4. Delete files from any user's account if that user, once notified, has not cleaned their
directory within one week.

The public libraries in Suffolk County and the Suffolk Cooperative Library System exercise no
control over the content of the information passing through this system or any responsibility for
the content, accuracy or quality of information obtained. Use of any information obtained is at
your own risk. The participants in this system will not be responsible for any damage you suffer,
including loss of data resulting from delays, nondeliveries, misdeliveries or service interruptions.
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System Requirements

[As described in http://www.microsoft.com/Windows/IE/TechInfo/default.asp]

To run Internet Explorer 5.x, your system must meet the following minimum requirements:
» A 486 with a 66 Mhz processor or faster (Pentium processor recommended)
» For Microsoft Windows 95/98 : 16 MB of RAM minimum
* For Microsoft Windows NT: 32 MB of RAM minimum
* For Microsoft Windows NT: You must be running Service Pack 3 (or higher)
* 45t0 111 MB of hard-disk space (depending upon installation type)
*  Mouse
* Modem [28.8 or higher]
» CD-ROM drive (if installation is done from a CD-ROM)

It is recommended that SuffolkNet/Web users review Microsoft's Internet Explorer 5.x
Frequently Asked Questions at http://www.microsoft.com/windows/le/Support/default.asp

To download Internet Explorer 5.x or to order it on CD, go to
http://www.microsoft.com/windows/ie/

Your connection speed to SuffolkWeb will vary depending upon your
location in Suffolk County, your computer, and your modem.

When connecting, SuffolkWeb provides true connect speeds. Any
connect speed below 19,200 may result in an unreliable and
unsustainable connection resulting in potential disconnects from
SuffolkWeb.
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How to Use This Guide

This guide illustrates installation and usage of Internet Explorer 5.x on personal computers
running Windows98. Internet Explorer 5.x is essentially identical for Windows 95 and Windows
NT computers as well. However some of the window displays in this guide will vary for the 95
or NT user, and special attention should be taken by those users while going through this guide.

This guide provides, through pictures of actual windows and directive instruction boxes, a
complete overview of setting up your computer to access SuffolkWeb and SuffolkNet.

Before actually configuring your computer, go through the guide to familiarize yourself with the
windows, concepts and installation process you will be undertaking.

For the best results, follow each section in order. As you go through each section, compare the
window on your PC to the screen picture in the guide. So that you do not get ahead of yourself,
take your time. Be sure the windows match and the checked or dotted items are identical.

Every attempt has been made to match all the windows that you will go through. If some
windows are different, try to match the concept. Each wizard allows you to go back to review
your setting on previous windows. Use this feature if you get lost or realize you might not have
entered a proper setting. Each wizard allows you to cancel the wizard. You may start over at any
time.

Some information, such as your user name, password, modem, number to dial into SuffolkWeb,
may be different than that illustrated in this guide. Allow your PC to configure it's own modem.
Be sure to use your own personal information and requirements when necessary.

All letters are lowercase. Where applicable remember to use the number 0 (zero) not the letter 0.
Use the <Tab> key or your mouse to move from box to box within a window. Click on OK or
Next or whatever is appropriate to move between windows. Do not use the [Enter] key unless
directed.

Key to using this quide:

» A diamond shaped bullet O indicates an action item you must follow
* Italics indicate related information that is of interest
» Bolded and bolded italics items indicate important information

This guide is not intended to provide complete instructions on how to use Internet Explorer,
Outlook Express, Windows or the Internet in general. Internet Explorer and Outlook Express
provide a complete index for Help that should be used frequently to understand their features.
There are many books that describe how to use the Internet and Internet Explorer available at
your library.
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Setting up SuffolkWeb with the Internet Explorer 5.x Connection Wizard

Start here to 'walk' through all the settings your computer and Internet Explorer will need to
connect to SuffolkWeb.

The Internet Connection Wizard does a number of things on your computer:

1. It sets up or confirms the Network configuration in the Control Panel.
2. It creates a Dial Up Networking connection used to connect to SuffolkWeb.
3. ltsetsup (if you choose) your SuffolkWeb e-mail account for Outlook Express.

Every attempt has been made to show you the correct sequence of windows throughout the
Wizard. Enter the information as displayed in each window and/or in our comment boxes
attached to the window. Click on the Next> button at the bottom of each window to proceed to
the next window. You can click <Back if you wish to review what you previously entered. You
can click Cancel at any time to abort the setup.

Please note: Mickey Mouse is used as an example on the following pages. Please use your own
name and your own SuffolkNet/Web user name and password.
Start Here

The location of the Internet Explorer 5.x Connection Wizard will vary depending upon your
version of Windows and how Internet Explorer was installed on your computer. Use one of the
following methods to start the wizard and proceed to the next page.

Look for the Internet Explorer 5.x Connection Wizard Shortcut |::-:.r| -F-"'-tljr the
on your Windows Desktop and double-click on it. TS

OR select the Connection Wizard by ' {33 Conrection'wfizad ~ clicking the Start Button and then
(OPrograms and [JInternet Explorer.

OR select the Connection Wizard {i§ Conrection'wizard by clicking the Start Button and then
[JPrograms [JAccessories and JCommunications.
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O This item should be checked

[ Next>

Internet Connection Wizard

Welcome to the Internet
Connection Wizard

The Internet Connection wizard helps you connect your computer
to the Intemet. Y'ou can use this wizard o get up a new or
exizgting Intermet account.

€ | want o sign up for a new Internet account. (My telephane line
iz connected to my modern. )

€ | want to tranfer my existing Intemet account to this camputer.
[My telephone line iz connected ta my moden.)

& | want to zet up my Intermet connection manually, or | wart to

To leave your Internet settings unchanged. click Cancel.

To leam more about the Intemet, click Tuborial. Tutarial ’

Cancel

i Mest > ;

| Th|S |tem Should be Checked _> @ | connect through a phone line and a moderré

O Next>

Your computer will correctly
identify your modem.  The
modem to the right is only an
example.

[ Next>

SuffolkWeb : Internet Explorer 5.x - Page 8

Internet Connection Wizard
Setting up your Internet connection
If you have an Intemnet service provider account, you can use your phone line and a modem
to connect ta it. If pour computer iz connected to a local area network [LAN], pou can gain
access bo the Intemet over the LAM.
How da you connect ta the |nternet?
f‘%connect through a local area network [LAM)
< Back i Mest > ; Cancel i
Internet Connection Wizard
Choosze Modem
Select a modem to use to conkect to the [ntemet:
S portster 5Bk D ata Fax PP
< Back i Mest > ; Cancel




Internet Connection Wizard
Step 1 of 3: Internet account connection information

Type the phone number you dial to connect to your [5F. .

[J Enter one of the SuffolkWeb Dial-In
Area code: Telephone number: num be IS
N < 286-5000 - Western Suffolk
LCountry/region name and code: _ _
IUnited States of America (1) j 282 0320 EaStern SUffOIk
¥ Dial using the area code and country code
Mioa 155+ d s e advenced setiogen _’.‘E_‘Q_U 0 Click the "Advanced" button

< Back I Mest > I Cancel |

Advanced Connection Properties

Caonnection I Addrezzes I

- Connection ype

™ SLIP [Serial Ling Internet Protocol]

~Logon procedure
& Mone
™ Log on manually

€~ Use logon script:

Serpt:

o]

Cancel |

Connechon  Addesssd |

P pakhesy

[0 Confirm the settings for the Connection tab as
displayed

O Click the Addresses tab

[ Confirm the Addresses settings

¥ [rdsmost b provvedss mlnedinaly prredes ong <
™ idigpanrm v s Inllosang
I

DR v Siches s
% B IEF aplvabe ol provedes 4 [ omars M ave Sare ]:HE-I-Hnr"l'
™ ideasm et Jollossng

Caresd

O This item should be checked

— [ This item should be checked

0 OK
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[ Enter your SuffolkWeb user name
D <Tab> User name: W

0 Enter your SuffolkWeb password Bassword [

D NeX'[> < Back i Mext > ;

0 Name the connection Cornecton name;
SuffolkWeb Suifolkweb

D NeXt> < Back i Mext > ;

Internet Connection Wizard
Step 2 of 3: Internet account logon information
Type the uzer name and paseword you use ko log on to your [SP. Your uger name may
also be referred to as your Member 1D or User 1D If you do nat know this information,
contact your 1SP.
Cancel i
Internet Connection Wizard
Step 3 of 3: Configuring your computer
Information about pour [ntemet account is grouped together az a dialup connection
and labeled with a name you provide.
Type a name for the dial-up connection. This can be the name of your ISP or any name
pou wank b uge.
Cancel i
Internet Connection Wizard

Set Up Your Intermet Mail Account

An Internet mail program iz installed on pour computer. Internet mail allows pou to
receive and send e-maill messages.

To successfully set up pour Intemet mail account, you must have aleady signed up for
an e-mail account with an Intemet service provider and obtained important connection
infarmation. If you are missing any information the wizard azks pou to provide, contact
wour [ntemet service provider.

Do you want to set up an Internet mail account now?

O This item should be checked = =
g by

D NeXt> < Back i Met » ;

Cancel
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Internet Connection Wizard

Internet M ail Account

Internet Connection Wizard

Your Name

Internet Connection Wizard

Internet E-mail Address

mmiouze@sutfolk. b, e uz

O This item should be checked

0 Next>

0 Enter your personal name

[0 Next>

O Enter your SuffolkWeb e-mail
address

O Next>
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Internet Connection Wizard

E-mail Server Names

O Confirm this item is POP3

O Enter the SuffolkWeb POP mail server
pophost.suffolk.lib.ny.us

0 <Tab>

0 Enter the SuffolkWeb SMTP server
smtphost.suffolk.lib.ny.us

[ Next>

O Enter your SuffolkWeb user name
[J <Tab>
O Enter your SuffolkWeb password

O Next>

O This item should be checked

O Finish
Proceed to the Next Section

SuffolkWeb : Internet Explorer 5.x - Page 12

> My incoming mail zerver iz a iF‘D P3 Yi FETVEL

Incoming mal [POP3, IMAP or HTTP) server:
pophost, suffaollk. ib.np.uz

An SMTP zerver iz the server that is uzed for your outgoing e-mail.

Dutgoing mail [SMTP] server:

smitphoszt. zuffalk lib. iy us

Ly

< Back i Mest > ; Cancel i
Internet Connection Wizard
Internet Mail Logon
Type the account name and pagsword your Internet service provider hag given you.
Account name: immouse
Passwond: ;"""""""
v Remember pazsward
If pour Internet service provider requirg you to use Secure Pazsword Authentication
[5PA) to access your mail account, select the ‘Log On Using S ecure Password
Authentication [SPA]' check box.
™ Log o using Secure Pazsword Authentication [SPA)
< Back i Mest > ; Cancel i
Internet Connection Wizard

Completing the Internet Connection
Wizard

You have successhully completed the Intemet Connection wizard.
“Y'our computer is now configured to connect to your Intemet

account,

Toconnect ta the Internet immediately, select this box and theni
click Finish. :

After you cloze thig wizard, pou can connect to the
Internet at any time by double-clicking the Intermet
E=plorer icon on your desktop.

To close the wizard, click Finish

i Firih ;

Cancel




Connecting to SuffolkWeb with Internet Explorer 5.x

The Connection Wizard will continue by automatically starting a connection to SuffolkWeb.

Proceed by setting up your home page (the first Internet site that Internet Explorer will go to

when you log on to SuffolkWeb) and confirming that you will
connection.

be using the SuffolkWeb

Next, the log on procedure is illustrated. Again, please note that Mickey Mouse's user name has
been used as an example. Use the user name and password for your SuffolkWeb account as

provided by your public library.

The Wizard will launch Internet
Explorer automatically.

3 hitp:/ fwww_suffolk lib.ny.us/ - Microzoft Internet Explorer

J File  Edit “iew Favartes  Tool:  Help

& =2 < B R A

Eamh Farmard Stop Refrezsh  Home

Q H B

Search Favorites  Hiztomy

.

J Addrezs I

.fv\'Gu:u

Select the zervice pou want to connect
ta, and then enter your user name and

pazsword.
=

Connect to: ISufh:quWeb

HSEI' namme: II'ﬂITICIL,ISE

Pazswiord: I

[ Save pazsword

™| Eorrect automatizally

LConnect I

Seftings... | Work Difine |

Links **

In the Dial-up Connection
window

O Click Settings

I

SuffolkWeb :
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In the Internet Properties window

O Click the General tab

[ Type in your library's home page
See the next page for a listing of
library home pages.

0 OK

SuffolkWeb : Internet Explorer 5.x - Page 14

Internet Properties

Generali Secutit}l; Content  Connections ; F'n:nglams; Advanced;

@-# Use the Connection Wizard to connect wour
éﬁ computer ta the Internet.

K E

i Dial-up settings

" Mever dial a connection
T~ Dial whenever a network connection is not present
T flways dial my default connection

Current defaul:  Suffolkiw’eb

I Perform system security check before dialing

-~ Add. i

L Suffolki/eb (D efault)
Bemove i
| :_j Settings... ;

= LAM settings

Edit lozal area netwark, [LAM] zettings LAN Settings. . i

Internet Properties

General lSecutit}l; Euntent; Eannectians; F'n:nglams; Advanced;

K E

—Home page

% You can change which page ta uze for your home page.

Address: ;http:H."www.suffolk.lib.n}l.usf"

e [Eurrent 1 Use Default f% Uze Blank

= Tempaorary [ntemet files

L

[y Pages you view on the Internet are stored in a special folder
| §

for quick viewing later.

Delete Files... Settings...

~Higtomy

[ 3, The Histor folder contains lirks to pages pau've visked, for
_l-;ﬁ quick access to recently viewed pages.

[ays to keep pages in histony: ]?‘ a: Clear Hiztory 1

Calarz... i Fantz... i Languages... i Acc;&sihility...i

0K i Cancel i




Suffolk County Public Library Home Pages

http://www.suffolk.lib.ny.us/libraries/amag/
http://www.suffolk.lib.ny.us/libraries/amty/
http://www.suffolk.lib.ny.us/libraries/babl/
http://bsbw.suffolk.lib.ny.us
http://www.suffolk.lib.ny.us/libraries/bprt/
http://www.suffolk.lib.ny.us/libraries/bren/
http://www.suffolk.lib.ny.us/libraries/broo/
http://www.suffolk.lib.ny.us/libraries/cmor/
http://www.suffolk.lib.ny.us/libraries/cisp/
http://www.suffolk.lib.ny.us/libraries/cshr/
http://www.suffolk.lib.ny.us/libraries/cmmk/
http://www.suffolk.lib.ny.us/libraries/coms/
http://www.connetquot.lib.ny.us/
http://copiaguelibrary.org
http://www.northfork.net/library/cutchogue/
http://dprk.suffolk.lib.ny.us
http://www.suffolk.lib.ny.us/libraries/eham/
http://www.suffolk.lib.ny.us/libraries/eipl/
http://www.suffolk.lib.ny.us/libraries/netwalk
http://emma.suffolk.lib.ny.us/
http://www.northfork.net/library/flyd/
http://hhhl.suffolk.lib.ny.us
http://www.suffolk.lib.ny.us/libraries/brid/
http://www.suffolk.lib.ny.us/libraries/hbay/
http://www.suffolk.lib.ny.us/libraries/harb/
http://www.suffolk.lib.ny.us/libraries/hunt/
http://www.suffolk.lib.ny.us/libraries/islip/
http://sagharbor.suffolk.lib.ny.us/
http://www.suffolk.lib.ny.us/libraries/lind/
http://www.suffolk.lib.ny.us/libraries/long/Ipl1.html
http://www.communitylibrary.org
http://www.suffolk.lib.ny.us/libraries/matt/
http://www.mcpl.lib.ny.us
http://www.suffolk.lib.ny.us/libraries/mntk/
http://www.suffolk.lib.ny.us/libraries/nbab/
http://nspl.suffolk.lib.ny.us
http://www.suffolk.lib.ny.us/libraries/netwalk
http://pml.suffolk.lib.ny.us
http://pjfl.suffolk.lib.ny.us
http://www.suffolk.lib.ny.us/libraries/quog/
http://river.suffolk.lib.ny.us
http://rogers.suffolk.lib.ny.us
http://www.suffolk.lib.ny.us/libraries/sach/index.htm
http://sayville.suffolk.lib.ny.us
http://www.suffolk.lib.ny.us/libraries/shel/
http://www.suffolk.lib.ny.us/libraries/smth/smith2.html
http://sctylib.suffolk.lib.ny.us
http://shpl.suffolk.lib.ny.us/
http://sohd.suffolk.lib.ny.us
http://www.suffolk.lib.ny.us/tbp/
http://www.suffolk.lib.ny.us/libraries/wbab/index.html
http://lilrc1.lilrc.org/~wispagen/
http://www.suffolk.lib.ny.us/libraries/wham/index.html
http://www.suffolk.lib.ny.us/libraries/wyan/

Amagansett
Amityville

Babylon

Bay Shore-Brightwaters
Bayport-Blue Point
Brentwood
Brookhaven

Center Moriches
Central Islip

Cold Spring Harbor
Commack
Comsewogue
Connetquot
Copiague-New Suffolk
Cutchogue

Deer Park

East Hampton

East Islip

East Northport
Emma S. Clark
Floyd

Half Hollow Hills
Hampton/Bridgehampton
Hampton Bays
Harborfields
Huntington

Islip

John Jermain
Lindenhurst
Longwood
Mastics-Moriches-Shirley
Mattituck-Laurel
Middle Country
Montauk

North Babylon
North Shore
Northport
Patchogue-Medford
Port Jefferson
Quogue

Riverhead

Rogers

Sachem

Sayville

Shelter Island
Smithtown

South Country
South Huntington
Southold

Talking Books+
West Babylon
West Islip
Westhampton
Wyandanch
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< http: / fwww zuffolk lib.ny.us/ - Microzoft Internet Explorer

! - E
Fre . = 0 8 y | & <3

. Eliash Fanward Stop  Refresh  Home Search Favortes  Histom ]
. - v ) Dial-up Connection G Links |
In the Dial-up Connection window |60 [ e
Select the zervice pou want bo connect
B to, and then enter your uzer name and
pasawiord.
Connect ta; iSufh:quWeb _'J

O Confirm your Suffolk\Web user name

uSE[ name: iITIITIEIL,ISE

O Enter your SuffolkWeb password

Ixxxxxxx

Pazsword:

" | Save pazawond

I" | Conmest automatizalls

Eunnect4 Settings... I ok, Offline
by

[J Connect
Internet Explorer starts to dial, connects to [, i |\E e |
SuffolkWeb and passes your user name
and password to SuffolkWeb for Dialing atternpt 1 of 10. 7
SR Daling. ..
verification. Connected ko remote computer. I
W erfuing user name and pazswaord. .
On your first connection, Internet Explorer

opens the Internet Explorer 5 Welcome

page.
A ] | & & [ 3
Bask Faraand Stop  Refresh  Home Search Favortes  Hiztony b 2l Print
O Click on the Home ddrezs I@ |:|::'x'www_msn.com&golLocIInfu:n=Fa|Se&gDtE?Dkies=False&Win32_EHp=Truej & Go “ Links
icon to go to your home "

page Microsoft® T -
_ Internet Explorer 5 weicome

Experience MSN™ _ the place to get stuff done.
Scan the day's headlines. Move on the hour's hottest stocks.
Catch up with your e-mail on MSN Hotmail™. Check your local
weather. Book a flight to Paris. Find what you're searching for.
click
N
f Check here to make MSH.COM your new home page.
International Users: Go to MSH WWorldwide.
Take the Internet Explorer 3 Tour!
If you are new to the Internet, or are simply interested in the Ini
new features of Internet Explarer 5, beain by taking our tour. Ex~
Ky
I_’_|ﬂ Internet y
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; Suffolkweb - Microsoft Internet Explorer =] E3 !

j Fil=  Edit “iew Fawortes Tool:  Help | S SuffolkWeb's home

J & =2 .0 AR 4 | B * page is illustrated at
Back Fanward Stop  Refresh  Home | Search Favortes Histarp | Mail the left. Your home

| Adcess [@7 hitp: o sufolk. ib.ry.is/ =] @Bo |[Liks * page may vary.

Text Version =

Welcome to You are now on the
elcome 1 Internet! You may

Su Zk‘WgE select any of the
, . links on a page or

arc ‘rative project of the public libraries in f)ullc._ type the address of
any website in the

Today is ... CNN Interactive News Address box at the
Wednesday, June 30, 1999

To access a site click on the top.

...did you visit your

local library? Websites of Interest:  What's New:
Arts
Fusiness SuffolkNet*™ Telnet Co:
Consumer Affairs @ Access your E-Mail

Current EventsTews -
| »

|&] Applet started |- I_ | Intemet 0

Books in Suffoll-Text
Books in Suffolk-Graphics
Armagans et

PP R |

Please Note the Following:

start| | @ 85 A B | |[£]5uffolkWeb - Microso... Bk 323PM

When connected there will be a small Connected To icon in the Time box on
your Task bar.

Placing your mouse on the icon will display basic information.
Right-clicking on the icon gives you two options.

Double-clicking on the icon gives you a complete status window.

131 0 bytes received 539 bytes zent @ 26400 bpz
BV 357 PM
Status
Dlscnnnect E,

=% Connected to SuffolkWeb

Connected at 26,400 bps
Diuration: 000:02: 48

Bytes received: 310 Disgonnect |

Bytez zent: £33 Dietailz 3>
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| Ele Edi

Suffolkeb - Mi

Wi

Help

Faworites  Toole

Back

S o 8 5 3 B

Eonarnd

Stop  Refresh Home | Search Fawoites History | Mall

J Address ?@ hiktp: A e, zuffoll lib, m, us,

=] @t ||Liks »

When you wish to end Text Version

your Internet session

O Click on the X in the
upper-right hand
corner

Today is ...

Wednesday,

OR

O Click on File and
then Close

Amagansett

Al

Welcome to

Su

...did ¥ou visit your
local library?

Books in Suffolk-Text
Books in Suffolk-Graphics

e

Foli Wi

project of the public libraries in Suffc

CHNN Interactive News
June 30, 1999

To access a site click on the

Webhsites of Interest: What's New:
Arts

Business

Consumer Affairs
Current Events/Mews

Suffolk¥et’™ Telnet Co:
@ Access your E-Mail

| of

|@ Applet started

I ........ = I_ |% Intermet A

The Auto Disconnect window
prompts to disconnect.

O Click Disconnect Now to close
the connection

Auto Dizconnect !

Do you want to close the connection to
Suffolliefeb’?

%

™ iDon't use Auto Disconnect

Dizconnept How
| pthow|
b

Stay Connected |

In the future, double click on the Internet Explorer icon on your

Desktop to reconnect to SuffolkWeb

Explorer will launch and bring you to the Dial-Up Connection
window. Enter your password and click Connect.
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Outlook Express Mail

Outlook Express is a mail and news program that handles Internet e-mail messages and
newsgroup subscriptions. This section will describe various settings and then illustrate the
principles of composing, sending and reading e-mail messages. Use the Outlook Express Help
features to learn more about using Outlook Express.

SuffolkNet/Web is your Post Office. You have a Post Office Box in your SuffolkNet account
called the INBOX. All mail sent to you is delivered to this location. Outlook Express is used to
transfer your mail from the INBOX to your computer.

Most of your mail activity can be accomplished offline. That is, you don't have to be connected
to SuffolkWeb in order to read, compose or reply to mail messages. When you are actually
ready to send your prepared mail and receive any new mail, then you connect to SuffolkWeb.

The Internet Connection Wizard illustrated in the first section of this manual set up the basic
information for your Outlook Express mail account. Please remember that Mickey Mouse is
used as an example. Use your own SuffolkNet/\Web information where appropriate.

Start Here

Double-click on the Outlook Express shortcut on your Desktop

OR select ¥ Qutlack Express by clicking on the Start button and then CIPrograms

OR click on the Outlook Expressicon 5 onthe Taskbar  glStan| | @& 14 & ||

[ This product iz licensed. |

Copuright® 1335-33 Microsg
ﬂ Thiz program is protecte

laws as described in Help
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The Outlook Express Desktop

W Dutiook Express

j File Edit “iew Toolz Message Help

9 3

Send/Fecw Addlses Find . |

J Mew Mail

for Mickey Mouse

Find a Message... Identities -

E-mail Tip of the day x
There are no unread Mail messages in your Inbox
Create a new Mail rmessane Select multiple
Read Mail messages by haolding
down the Ctel ey and
Newsgroups then clicking the
™ create s new News message stsages you want ta
Read News select,
Subscribe p .
ial-up Connection

Contacts

- COpen the e Select the service pou want to connect
Find Peng ko, and then enter your user name and
pazgword.

| Frevious

™ when outlook Expre

Cannect to: iSu[fquWeb _'_I

By default,
Outlook Express

wants to connect to the Internet.

O Click "Work Offline"

Outlook Express also

retrieve mail.

right corner to close this

window

If you receive any other messages
or windows about importing
address books, accounts or
messages, you can close those

windows as well.

con neCt tO the mal I server and The processing of requested tasks was interrupted.  Flease review
& the list of ermors below for more details.
Sho I
. . | <4 Details
O Click on the X in the upper s
pp ™ Hang up when finished
Tasks Erars I

Tazks | Statug | Connection

X Check for new messages on Mickey's . Failed Suffolkiw'eb
0 of 1 tazks have completed successfully =

Qser name: iITIITIDUSE

Pazaword: I

[ Save pazsward
™| Eonnect automatizally

Connect I Settings... Wwhork O ffline

L

WantS to & Outlook Express
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Confirm Your SuffolkWeb E-Mail Account Information

& Outlook Express =] 3

O Click Tools

r:rox

Configures your accounts.

J Fil=  Edit ‘“iew | Toolz  Message Help
m = |7 Send and Receive »
J Mew b ail Ser Synchronize Al
Synchronize Folder |
b=k eir B = -
Addrezs Book... Ctrl+Shift+B
Ldd Bendern to Sddress Baak
teszage Bules »
E-mail Mewsgroups. . Chil-+w
S hers e
Iﬁ Creat MNew dccount Signup r
Read Ma Optiohs...
Newsgroups
|j Create a new News message
Read Mews
Lﬂli'l Subscribe to Newsgroups...
Contacts
BEH mmem bbm Addimem Bl

nd a Message...

Identities «

Tip of the day X .
O Click Accounts

Use the preview pane
to quickly open or
save file
attachments.

Select a message with
an attached file, Click
on the large
paperclip icon
located below the
message list and an
the far right, Select
the filenarme to open
it, or click save

Adbmrhennede ko —mam

=
Z

Internet Accounts

All P ail |News I Directom Servicel
| Tupe | Connection |
mail [default] Dial-Up: Suffolkiweb

Remaove I

In the Internet Accounts window,

O Click the Mail tab

Add 3
O Highlight your mail account

Properties

O Click Properties

Set ae efaut I
Impart.... |
Expart... |

Mickey Mouse is used as an
example. Use your information
and the SuffolkNet/Web user

Sebrder. |

Cloze

name, password and e-mail
address provided by your local

public library.
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Confirm the settings as illustrated in the "5 Mickey's Mail Propeties

following windows. Pay special note to the General | Servers | Connection | Secury | Advanced |
items below. Maif Account

Tupe the name by which you would like to refer to these
zervers. For example: "work' or “Microzsoft bail

If you have any questions about what a setting F
does, drag the ? to that setting. [Mickey's Mail
Uzer Information
Mame: iMicke_l,J Mouze
Organization: i

E-mail address: immouse@suffnlk.lib.ny.us

] Confirm your Rep'y address is entered Reply address: immouse@suffnlk.lib.ny.us

W nclude thiz account when receiving mail ar synchronizing

¥ Mickey's Mail Properties

O Click the Servers tab General Servers ; Cnnnection; Security; Advanced;

Server Information

Iy incoming mail server is a |[EITRE ZEMVEL

Incarming mail [FOF3): ;pophosl.suffolk.Iib.ny.us

Outgoing mail [SKTP]: ;smlphost.suffolk.lib.ny.us

Incoming bail Server

i — > :
(0 Confirm your SuffolkWeb user name Agcount name: Irorncuiss

O Enter your SuffolkWeb password Password: e

(0 Check the "Remember password" box ¥ Remember passyord
[ Log on using Secure Password Authentication

If you ever change your SuffolkWeb password, e e [

you must remember to change it here as well. I™ My server requires authertication

¥ Mickey's Mail Properties

O CIle the Connection tab Generali Servers Cnnngtion ; Security; Advanced;
Connection
@ ------ 1 |f thiz account requires you to connect uzing a LAM or a

@ specific dial-up connection, you may overide vour default
Internet Explorer connection setting.

W ilways connect to this account using:

SuffolkWeb, the connection you created in the [ Sutfolkiweb =l
Connection Wizard, should be in this box. The Sefings... | Add..

SuffolkWeb connection should be the same
connection used for both Internet Explorer and
Outlook Express.

ok l Cancel Apply
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¥ Mickey's Mail Properties

General | Servers | Connection | Secuity Advanced ;

Server Port Humbers

Dutgoing mail [SMTF]: iﬁ e lletaults
[ Thiz server reguires a secure connection (S50
Incoming mail (POP3): 31 10

[ Thiz server requires a secure connection (S5L)

Server Timeouts

Shatt —————}F— Llong 4 minutes
Sending

™ Break apart messages larger thaniEIJ Eﬁ KB
Drelivemn

[0 Click the Advanced tab

[J Drag the "Server Timeouts" bar to 4
minutes

O Check this item only if you access

W Leave a copy of messages on server <

W Bemove from server after |5 EE: day(z]

W Riemowve from server when deleted from 'Deleted ltems'

ok l Cancel i Apply
Internet Accounts
All P ail |News ; Directom Service;
Account | Type | Connection '
tickey's Mail mail [default] Dial-Up: Suffolkiweb

your e-mail from more than one
computer. Then choose one or both
options for removing stored mail in
your SuffolkNet INBOX.

0 OK

[0 Close

You can create additional mail accounts for other members of
your family. To do so, click on Add in the Internet Accounts
window and select Mail. Insert their personal e-mail account
information as asked and confirm the settings as you just did.
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Review Outlook Express Options

At the Outlook
Express Desktop

Fil=  Edit ‘“iew | Tools  Message  Help |@
e Send and Receive 3

O Click Tools J Ne%ail

-

Ser Synchronize All
Synchronize Folder
ks fan Hiline k

Address Book. .. Ci+Shift+B
Addlsender o Sddiess Bool

Message Bules @nd a Messaqge... Identities «
E-mail Mewsgioups. .. Chil+if Tip of the day X
There ar
. . Creat  Accounts... To download rmore
J Click Optlons Read Ma Mew Account Signup newsgroup messages,
N Opti \ click the Tools menu
ewsgroups — _ and then click Get
O create & new News message Next 300 Headers,
B Read News
Confll’m the Subsecribe to Newsgroups..,
settings as Contacts
illustrated in the Qpen the Ade [IFTEER
. Find People..
fOI IOW'ng ™ wh ook 1 Security | Connection I Maintenance
WlndOWS When Outlook Express s General | Read I Send | Compoze I Signatures I Spelling
Allows you to configure options.
General
|f you have any questions about S [ ‘wihen starting, go directly to my 'Inbos’ folder
Wha.t a Setting does drag the ) tO [+ Matify me if there are sy new newsgroups
that Settl ng ’ v Automatically display folders with unread messages

Send / Receive Meszages

¥ Flay sound when new messanes arive

[™ Send and receive messages at startup

O Confirm both items are not

™ Check for new messages every 30 ~ minute(s)
CheCked If my computer iz not connected at this time:
;Eonnect even when warking affline :J

Default Meszzaging Programs

%4 Thiz application iz the default Mail handler Iiake [efault |
Thiz application is the default Mews handler I ake erault |

Wi Options

Security | Caonnection I Maintenance
D C||Ck the Send tab General I Read Send | Compoze I Signatures I Spelling
Sending
¥ Save copy of sent messages in the 'Sent ltems' folder

D UnCheCk thIS |tem I Send mezzages immediately
D CheCk thIS |tem Lf yOU WlSh tO —> ™ Automatically put people | reply to in my Address Book

have addresses automatical Iy ¥ Automatically complete e-mail addresses when composing

added to your Address Book ¥ Inglude message in reply

¥ Eeply to meszages using the format in which they were sent

International Settings... |

Mail Sending Format

*sa & HTML HTML Settings... | Plain Text Settings...|
" Plain Text
Mews Sending Format
A " HTML HIML Settings... | Flain Te:-:tSettings...l
%' Plain Text

K I Cancel | Apply |
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W0 ptions
Security | Connection | Maintenance
General I Read I Send Compose | Signatures I Spelling

Compose Font

% Mail | 9 pt. Arial

Mews: I

9 pt. Arial

Stationemn

‘when composing news HTML messages. use the following Stationeny.
Stationery fonts will be used.

Fant Settings... |

™ Mail I Selest,, |
™ Mews I Geleath,, |

Create Mew... | Diownload Mare...

Business Cards

[wmee | Include my business card when creating new messages.

I Maik | = Edt.. |
I News: I j it |
K | Cancel | Apply |
W0 plions
Security | Connection | Maintenance
General I Read I Send | Compoze Signatures | Spelling

Signature settings

5

Signatures

[+ Add sighatures to all outgoing messages

v Don't add signatures to Replies and Fonwards

il Signature Default sighature

MHew I
Bemove |
Rename |

Edit Signature

@5 & dext

Sel ae [Mefault

Advanced... I

" File |

Browse,. |

Apply

o |

Cancel i

O Click the Compose tab

Outlook Express allows you to tailor how
your messages will appear.

O Click the Signatures tab

Outlook Express can automatically add a
signature, such as your name and e-mail
address, to the end of each message you
compose.
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O Click the Spelling tab

Outlook Express allows you to configure
an automatic spell checker.

[0 Click the Maintenance tab

[0 Check this item if you wish to remove
all deleted messages

[0 Click the Connection tab

[0 Check this item if you have more than
one mail account from different Internet
Service Providers

[0 Check this item to disconnect from
SuffolkWeb in order to read, compose,

and reply to mail while offline (not
connected to SuffolkWeb)

0 OK

SuffolkWeb : Internet Explorer 5.x - Page 26

Wi Options

Security ; Connection ; Maintenance i
General ; Fead ; Send ; Compose ; Signatures Speling
Settings

ab ¥ ilways check spelling before sending

¥ Suggest replacements for misspelled waords

When checking spelling. alwags ignore
:h/ ™ ‘whards in UPPERCASE
™ ‘words with numbers

¥ The original text in a reply or forward

W Intermet Addresses

Language

% ;English [United States) :j Edit custom dictionary ]

Wi Options

General ; Fiead ; Send ; Compoze ; Sighatures ; Spelling i
Security ; Connection Maintenance

Cleaning Up Meszages

t«'» [+ ‘Empty meszages from the 'Deleted (tems' folder on exit

[=] [ Purge deleted messages when leaving IMAP folders
¥ Compact messages in the backaround
™ Delete read meszage bodies in newsoroups

¥ Delete news messages 15 Eﬁ days after being downloaded

Compact megsages when there is 320 3: percent wasted space
Click Clean Up Maw to clean up downloaded Clear Up Mowe... 1
MEesEages on Yyour cormputer, —

Click Store Folder to change the location of pour Store Folder. 1
message store. -

Troubleshooting

Outlook Express can save all commands bo and from a server in a log file
far traubleshaating purposes.

™ Mail [~ Hews [ IMaP [~ HTTP

Wi Options

General ; Fiead ; Send i Compoze ; Sighatures ; Spelling
Security Cornectior Maintenance

Dial-up

v sk before switching dial-up connections

[ Hang up after sending and receiving

fiternet Connection Settings

@n Outlook Express shares your Intermet Connection settings with [nternet

& Explarer.
LChange... ;

Click the Change button to modify these zettings.

K i Cancel Apply




Outlook Express Help

W Outlook Express

|

Use the Outlook Express
Help feature to learn
more about Outlook
Express

Contents and Ihdes
LEE Bead te

Send/Recy

-

Addre:

H e bail

Ficrozoft an the Web 3

About Microzoft Outlook. Express

[J Click on Help

for Mickey Mouse

Find a Messaqge... Identities -

E-mail : .
Tip of the day » n
bl There are 16 unread Mail messages in your Inbox D CIICk on Contents
@ Create a new Mail message Insert sounds in your and |ndex|l
Read Mail messages!
Newsgroups In a new message,
|j Create a new News message ﬂlgﬁjhzngsrmat
B
Read News. Background and then
Subsecribe to Newsgroups.., click Sound.

Contacts
Open the Address Book..,
Find Peaople...
[T when Outlook Express starts, go directly to my Inbox,

Dizplayz help topics.
22 Outlook E Hel .
E é = 'm e =ol] [ Select an item to learn
I:./ . -
Hde Back Forward  Options Web Help more abOUt that Item

Corterts |Igdex | §earch| Migro: '
? "'Outlook Express OR
Getting started with Outlook Express Hel
R Reading Mail Messages p [0 Click the Index tab to
R Cresting and Sending Mail Messages Introducing Outlook Express SeaI’Ch fOI’ SpeCIfIC ItemS

“iewving and Posting to Mewsgroups
Mansging Large Mumbers of Messages

Microsoft Qutlook Express puts the world of
online communication on your desktop,

Wiorking Offline whether you want to exchange e-rmail with
Tikez and Tricks colleagues and friends or join newsgroups
Troubleshooting your connection to trade ideas and information, the tools
Accessibility are here.
Adcress Book Manage multiple mail and news
accounts H
. [ Click on the X to close
If you have several mail or news accounts,
wou can use thern all from one window, the Help WindOW

You can also create multiple users, or
identities, for the same computer, Each
identity gets its own mail folders and
Address Baaok. The ability to create
rultiple accounts and identities makes it
easy for you to keep work separate from
personal mail and also between individual
users,
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Composing an E-Mail Message

ﬁ Outlook Express HEE
At th tl k EX I f File Edit iew Toolz Meszage Help
J
Desktop ’ = B el ‘
J New bail Send/Recy Addresses Find
for Mickey Mouse
Find a Messaqge... Identities +
E-mail Ti
H n ip of the day x
D CIle on Create a new %ere are no unread Mail messages in your Inbaox
1 " Create a new Mail message Select multiple
Mall message Read Mail ‘ﬁ messages by holding
down the Ctrl key and
Newsgroups then clicking the
|j Create a new News message MESSETES il tamit i

Read Mews select,

Subscribe to Newsgroups...
Contacts

Open the Address Book...
G} Find People...

[ Wihen outlaok Express starts, go directly to my Inbaox. 4 Previous
| [£2 wiorking Dffiine | i
In the New Message window,
iﬁ I'm on! M=l 3
0 Enter the e-mail address J File Edt “iew Insett Fomat Toolks  Message  Help |
of the person to whom || [ ‘ o o | e, T T I~
you wish to send the Send [Eoat Undo | Check Speling | Attach  Prioity | Sign
message rort | mimouse@sutfolk, by us
Ce: |
[ Enter a brief Subject line | sugiest: fim on
[aial ozl E|B Z A |iZEFEEEES ™
Hi Minnie! [~
(0 Enter the content of your
Got connected to SuffolkWeb and ready for e-maill
message Are you going to the Park today?
Use Help to learn about kﬂﬂl‘;ie |
adding attachments and !
other composing features.
: : =
O Click on the Send icon y

Depending upon your Outlook
Express configuration, you may
have your message automatically G
spell checked, and be asked about -

adding the e-mail address to your @
Address Book.

YWhen pou zend an e-maill meszage, it will be placed in your
'Outbox’ folder ready to be zent the nest time you choose
the 'Send and Receive' command.

Outlook Express places the message
into the Outbox folder so that you
can send it later. [ Dot show me this again.

O Click OK
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j Fil= Edit Y“iew Toolz Meszage Help

Sending and Receiving E-Mail

- |
SN
Wew kail Send/Recy Addresses

=

Find

end ahd Receive &)

E-mail

Create a ;‘le
Read Mail
Newsgroups

|j Create a new News message
Read News

Subsecribe to Newsgroups..,
Contacts
Open the Address Book..,
Find Peaople...

[T when Outlook Express starts, go directly to my Inbox,

Find a Messaqge...

At the Outlook Express Desktop,

[0 Click on the Send/Recv icon

If you have more than one e-mail
account set up in Outlook Express, it is
advisable to click on the down arrow at
the end of the Send/Recv icon and

TP e select the specific account you actually

sel=d want to use.
MEessi

down

then

[y

MEss:
select

|22 warking Dffline |

Outlook Express

& You are curently waorking offline. *would you like to go anline now?

Dial-up Connection

Select the service pou want bo connect
B to, and them enter your user name and

paszward.
Connect ko: i Suffolkiwieb _'J
User name: immouse
Pazaword: I *******

[T Save password

™| Eonriect autematically

Connect Seftings... ok, Qffline |

ok Outlook Express

Receiving list of mezsages fram server...

=

O Click Yes

Checking for new mezzages on Mickey's Mail'...

[0 Connect to SuffolkWeb

Once connected to SuffolkWeb, a status window
displays each of the Tasks as it is accomplished

_—

™ Hang up when finished

<< Detailz

Hide

Stop

dild

First, the mail messages in the
Outbox folder are sent to the
SuffolkWeb outgoing mail server.

t  Next, the new mail in your

SuffolkNet INBOX is transferred
to the Outlook Express Inbox

Tasks | Errors I
Tasks | Status | Connection | _______
\/Send'l message(s) using Mickey's Mail'. Completed Suffallkiwfeh
P Check for new meszages on 'Mickey's ... Enecuting Suffolliwfeb

folder.

After the mail has been sent and
received, you are disconnected
from SuffolkWeb and returned to
the Outlook Express desktop.

1 of £ tasks have completed succeszsfully
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At the Outlook Express
desktop,

O Click the unread
mail messages link

In the Inbox folder,

[J Double-click on the
mail message

A separate window will
display the entire mail

message. =
Gawsh Mickey you're swielll I~

Use Help to learn about oo

replying to e-mail messages,

viewing attachments, using Goofy

links, etc. |

Half Hollow Hills Community Library

(1 Click on the X to close the http:ihhhl suffolleib ny.us

messgewindow anreu | SNSRI St o

to the Inbox (EARY AT AEAN FEARY AT AEDE =

J Fil=  Edit ‘“iew Toolz Meszage Help ;
Ginemae | Q0 Q¢ oD X | o < | @ {
Feply Feply &l Forward Print Delete Prewvious Mext Addreszes ‘
From: Half Hallaws Hillz
Date: Tuesday, June 29, 1993 E:08 P
To: Mickey Mouze

Reading Messages

i Outlook Express [_ (O] =]

J Fil= Edit Y“iew Toolz Meszage Help |

= . B & .

J e bail Send/Recy Addresses Find

& Outlook Express . L

-

Find a Messaqge... Identities -
E-mail Tip of the day b4

Create a Select multiple
Read Mail messages by holding
down the Ctrl key and
Newsgroups then clicking the
O create & new News message Messages you want to
Read News select.

Subsecribe to Newsgroups..,
Contacts
Open the Address Book..,
Find Peaople...

W Inbox - Outlook Express [_ (O] =]

J Fil= Edit Y“iew Toolz Meszage Help |

,Qeﬁa@)(‘@,

Hew Mail Reply Reply &1 Farward Frirt Dele.te

Ea= >3

Addresses

Send/Recy

= |nbox .

g | Fram | Subject | Received 4|

B4 New York Times sub... Welcome to The New York Times on the Web  6/21/99 12
Commack Public Lib... Re:

Half Hollows Hills Re: paur mail B/ E:08

B4 Mail Spstem Internal’>. DOMN'T DELETE THIS MESSAGE -- FOLDER... 6/30/99 !]:I—I
£ Microzoft Outlook Express... Welcome bo Outlook Express 5 FAMA9704E =
4| | 3|

From: Half Hollow Hill: To: Mickey Mouze
Subject: Re: vour mail

|»

Gawsh Mickey you're swielll

300

Goofy & Re: your mail

Subject:  Re: vour mail
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W Inbox - Outlook Express M= B3

| Ble Edt Vew Todks Message Help | You can continue to read and
j L G Qe @ ‘ : == compose mail in the Inbox
Mew Mail Reply Feply &l Forward Frint Delete Send/Recy Addresses
| O O You an et (o the
Click push pin to keep open | | Subject | Rieceived =] OUIIOOk Express DeSktOp'
Dutlack Express % pt... ‘Welcome to The New ‘r'ork Times on the Web E/21/9912:3
Local Folders e .
§a@m[‘lﬁ] ge: your mail ::229?";:?338 D CI ICk on the Inbox fOIder
@ Outbox ... DON'T DELETE THIS MESSAGE -- FOLDER... 6/30/99 9: I—I |C0n
..... S Sert ltems 2. ‘Welcome to Dutlook Express & FA/99 1Dflj
----- 3 Deleted Items L4
----- $E Diafts - 1
_____ B o 0 Click on Outlook Express
----- $E1 Cortacts =
----- SE1 Notes ol
..... SF Tasks =
@ mshews. micrasoft com
...... Qa i ft. public.p point
@ neveshost. li. net
Ky [»] =
|24 message(s). 16 unread 4 Warking Offline i

O Click on the X to close
J File Edit ‘“iews Tools Message Help | it OUﬂOOk EXpreSS and
o9 . @m = Close return to the Windows

Addresses Fird |

& Dutlook Express

j NewMal

Send/Recy DESktOp
=# Outlook Express .
Go to @J ;I
for Mickey Mouse
Find a Message... Identities v
E-mail Tip of the day X
B4 There are 16 unread Mail messages in your Inbox
Create a pew Mail message 3 To send a file via e-
Read Mail mail, click Attach on
the toolb f -
BRI message, To return to Outlook Express in
Reodtiows e When done, the the future, click on the Outlook
- attached file wi .
Subseribe 1o Nensdroups. e appear below the Express icon on the Desktop or
CrmiaEs new message.
Omen the Addross Bask .. o Taskbar, or select Outlook
B Find people... Express from the Start button.
™ when Cutlook Express starts, go directly to my Inbox. 4 Previous
| |Z= working Offline v

You can also open Outlook Express while in an Internet Explorer session by clicking on Tools
then ""Mail and News' and then ""Read Mail™ or clicking on the Mail icon and then ""Read Mail.""

] Sullalkwely FAR: - Micinzoll lineined E gploiei

Fle [ Yew Faooes | [ook Yoo [ |
g [ &) g /e sibch. 4 B S| ks @] Sulickiweb FAs  *
| Spnchiond
oL D windows Lpdee - &% 9 #H .
Back Siop Md  Sie P Edl
Shois Baladied Lok .
S . e
Send 8 Link
Sand Page
Foad Hews
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Outlook Express News

This section will help you set up the basic requirements for using newsgroups from SuffolkWeb.

We cannot go into every aspect relating to newsgroups or using Outlook Express for
newsgroups. We have provided a brief overview for setting up and accessing newsgroups. Use
Outlook Express Help to learn more about its features and capabilities.

Outlook Express should not be confused with Microsoft Outlook, Outlook 2000, Windows
Messaging, Microsoft Exchange or the Inbox icon on your Windows98 desktop. Outlook
Express was designed for Internet Newsgroups and comes with Internet Explorer 5.x

This section starts with the Outlook Express Newsgroup Wizard. If you have already set up
News during the basic installation, go to "Confirming News Account Properties.” Once again
we use Mickey Mouse as our example. Please use your SuffolkNet/Web user name and
password where appropriate.

Start Here

Double-click on the Outlook Express shortcut on your Desktop

OR select ¥ Qutlack Express by clicking on the Start button and then CIPrograms

OR click on the Outlook Expressicon 5l onthe Taskbar  @lStan| | @& 14 & ||

ofi“
utloo
press

[ This product iz licensed. |

Copuright® 1335-33 Micros
ﬂ Thiz program is protected b

laws as described in Help A

Allright= resery
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Creating a News Account

At the Outlook
Express DeSktOp Fil=  Edit ‘“iew | Tools  Message  Help

Send and Receive 3

. J Mew b ail Ser Spnchranize Al
D CIICk on TOOIS Synchronize Folder
ks fan Hiline k
Address Book. .. Ci+Shift+B
Addlsender o Sddiess Bool
Message Bules @nd a Messaqge... Identities «
E-mail HMEH hessengen&enice F Tip of the day X
M Thers I lineStatus y pox
Creat Use Message Rules
. Read Ma  Mewsgioups... Chil+iaf in the Tools menu to
O Click on Accounts autornatically do other

Newsorouns | fhings besides sor
O creat Mew Account Sighup » incarming e-rail into

Read Met folders, vou can color

Optians... certain messages,
Subscre T MERE QI OT S automatically send a
cettain reply, even
delete messages.,

Contacts
Open the Address Book..,
m Find Peaople...
[T when Outlook Express starts, go directly to my Inbox,

At the |nternet Configures your accourts.
Accounts window,

Internet Accounts

O Click on the News tab Al I Mail | Mews | Directomy Servicel

Account | Tupe | Conhection

O Click on Add Me

Diirectary Service. .

[0 Click on News Sehas Mefault |
Impaort... |
Erpart. |

seblirdern. |

Cloze

The News Wizard beginS. Internet Connection Wizard

Your Hame

w'hen pou post a mesgage bo a newsgroup or zend an e-mail meszage, vour display
narme will appear in the From field. Type your name az you would like it to appear.

O Enter your personal name

Diizplay name: Mickey Mouse

Far example: John Smith

O Next>

< Bacl I Ment » I Cancel
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Internet Connection Wizard

Internet Hews E-mail Address

People can reply to vour neves meszages by sending pou an e-mail meszage at the
addrezs below--or they may post another news mezsage.

E-mail address: ;mmouse@suffolk.lib.n_l,l.ud

For example: someone@microzoft. com

O Enter your SuffolkWeb e-
mail address

< Back I Mewt > ; Cancel 1

[ Next>

Internet Connection Wizard

Internet Hews Server Name

Tupe the name of the Internet news [NM TP zerver your Intemet service provider hag
given yoLl.

MHews [MHMTF] zerver:

iny.news.verin.net

If wour Internet zervice provider has informed pou that you riust log on to pour ness
[NMTF] zerver and has provided you with an NHTP account name and passward, then
zelect the check box below.

™ My news server requires me to log on

O Enter the SuffolkWeb
News server:
ny.news.verio.net

< Back I Mewt > ; Cancel 1

O Next>

Internet Connection Wizard

Congratulations

You have succeszsiully entered all of the information required to zet up vour account,

To zave these zettings, click Finizh,

< Back

Cancel 1

[0 Finish
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Internet Accounts i

O Highlight the Al ; blail  Mews 1 Directony Service; Add k
News . _ ;
account just Comeeln........ Renove |
ry Available
created Propertiez [: ]
O Click on et g [ efault
Properties
Sef irder. 1
%" My SuffolkWeb News Properties i
General ; Sewer; Eu:unne-:tiu:un; .ﬁ.dvanced;
Mews Account
5 Tepe the name by which pou would like to refer to this
~ zerver. For example: "work" or "Microzoft News
Serer',
[l Rename the News Account My Suffolkveb News
to something more
familiar Ilzer Information
M ame: iMicke_l,l b ouze
Oroanizatiorn: i

E-mail addresz: immnuse@suffulk.lib.ny.us

O Enter your SuffolkWeb e-
mail address in the "Reply
address" box [ Include thiz account when checking for new messages

———3P FReply address: ;mmnuse@suffulk.lib.ny.us

O Click on the Server tab

QE. i Cancel Apply
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% My SuffolkWeb News Properties i

General Server ; Ennnectiun; .ﬁ.dvanced;

Server Infarmatian

Server name: ;ny.news.veriu.ned

[ Thiz server requires me ta log on

AEcatint hanme; ;

=) PR
= i i

¥ Bememnber passwend

| Lag erjusing Secure Fasswend Suthentication

% My SuffolkWeb News Properties ;

Generali Server  Connection i.ﬁ.dvanced;

Connection

@ ------ : If thiz account requires pau ta connect uzing a LAN ar a
@; zpecific dial-up connection, you may ovemde pour default
Internet Explorer connection setting.

¥ Always connect to this account wsing:

| Suffolkiwieh =]
Add.

f" Mickey's News Properties

General] Server] Connection  Advanced l

Server Port Hurnber

Hews [MMTP]: 13

[ This gerver reguires a zecure connection [S5L]

Server Timeouts

[ Confirm the SuffolkWeb news
server is correctly entered:
ny.news.verio.net

[0 Click on the Connection tab

You must be dialed into the
SuffolkWeb network in order to
use the news server. You cannot
use this server from a different
Internet Service Provider.

O Confirm that you are using the
same connection for both
Internet Explorer and Outlook
Express

[0 Click on the Advanced tab

Shot == Long 4minutes g O Increase the Server Timeouts to
Dezcriptions 4 minutes
[ Usze newsgroup descriptions
Posting
[ Break apart meszages larger than l—:| KB
[ lgnaore news sending format and post using:
i
{+
O Click OK

(] | Cancel Apply
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Internet Accounts

Al | Mai

Mews I Directory Servicel

Account

itdickey's News

| Type | Connection

news (default) Dial-Up: Suffalkiweb

Add 3

Bemove |
Propertiez |
Set gz [Wefault |
Impaort.. |
Export... |

Setrder.. |

O Close

Since you have never
connected to the news server
before, you will be asked if
you wish to obtain a list of all

the newsgroups.
Outlook Express

YWhiould you like bo go orling and download newsgroups from the news account yoL

added?
O Click Yes

Subscribing to Newsgroups

|

e Nemzigioup S oldcigl o

Apzmrniz] Diisslay rvrsgroups: siich conban
There will be no B f ™ W0 smerch deecrptions
items in the o
Newsgroup Mhizkin's Mawie K ereapezazp [imscripiion
SubSCI‘IptIOﬂS Thein sia no dems whech malch vour caienl e oileia
window.

If you are not
already
connected to
SuffolkWeb, on
connect to
SuffolkWeb as —
you normally do.

to, and then enter pour user name and

passwond,

Connect to: I Suffalkis'eb

=~

uSE[ name: IITII'ﬂEILISE

Pazaword: I’“"“"“‘*

[ Connect automatically

Cancel |

Connect ! Settings...
b

Dial-up Connection E |

o Select the zervice you want to connect

[x]

Heset Lsl

il

Carcsl
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Downloading Hewsgroups from Mickey's News |

Once connected to SuffolkWeb, Outlook
Express begins to download a copy
@ @ (approximately 5 minutes) of all the
newsgroups that are posted on the
server (over 30,000 as of October 1999)

Dowrloading the list of newsgroups available an the semver.

Thiz only needs to be done once, and it may take a few .
minutes if you have a glow connection, These are not messages, just the names

Dawrloading newsgroups: 9420 received... and locations of the groups.

Cancel |

& Mewegoup Subeoriptions

Once downloaded, the
rf_ffh’ ] [ A saaseh dasciplions :ji_st ?f ne(\j/vsgrtcr)]upt)s is
L isplayed so that you

el g =] IE ma?/ sgarch and/o){'
Cap—— 1 scroll through the list
f “':I‘ [t bt | and subscribe to the
=il groups you want.
ek
i Please note that you
B 3 s are still connected to
Iy erenris
. JLI SuffolkWeb and the
i - news server.
] [ Subsobed | Hew |
Gow |[ ok ] caws |

& Mewegoup Subeoriptions

Agooundsf [ipdsy nesgeoups sbah contse:

O Highlight the group
r‘:fj | [ Bl smsich dasenplions you want

Hickmy's harr Mesangeoig Detonpion =)
ok hagy
al b e el
3 " - _I i
a0 istory. smvsicar Elbeat Lt [0 Repeat for all the

ik i cry s &

0 s hiskory snoent-sgect groups you desire

O Click on Subscribe

HE

A hstio el

ok gy ol
A o s obral

ot histore coshumng

Bt i

i | Emﬂ_l M |

Gow [[ oK ]  caos
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You have now created B R

your own subscription s Losplay nesigrougn mhach comae

i [ Al mesich descigdions

list of newsgroups. ;;fa |

Hickey's Har Nesigoup Diswnpbon Q

O Click on the ' :‘.Iﬁmm-ui ml
Subscribed tab to i R
see your selected
list

O Highlight the
newsgroup(s) you
want to retrieve al |
message headers for

] Subeorbed | Mew |

O Click Go to '-‘-"P| ok | Caes

o

Reading Newsgroup Messages

While online, the subscribed newsgroups messages are available for viewing. When offline,
only messages headers and downloaded messages are available.

The Outlook Express Title bar indicates which newsgroup you are in.

o sl higipdp andiEnt - Soage - Dullank T agieia

Pl Ede Yaw Ik Menau e a
. & W o4 O 8. @3 = . =
o Mea o Gepylemg G Forad Fort tedflece  dddwoer  Frd
DHighlighta - |
message header A5 o] S [tem [ | 7
to ViEW the A R indewpaetions [wes: R Saboch an Diwid b Fligsy BT B A KR
A R Malla Flaga (0T &IA7) slatetius deja cum BFHEI 1147 £
message # jmtemial sipasication of Ancienk Egeel Les Bamard AP F0F P K8
A Akhensiens hpmn Arily NS TG e K0
A Ha wame Gohoh, Plosse Lt Blease LR 18
or A HEW TD THE GROUP men mes(Eoecdn com 8003 400 PH 1EB
¥ fa Irlrpielatene |[warc He: Schech .. Haull LYiesan ety e s aEH
00 Double-click on a - =
header to view Afthouagh ot an Eqyptologist | am onky & lay persan who has an mbanast in u
) this fiakd
the message in a
; Dies waandesring wihat caused the demise of the Cld Kingdom 7 Was it the ong
separate window raign of Pepy | orwas it somathing to dowath faled mundation | |
Rapands
=
Bl s engan] G e iz el Cinlres
ﬁl alt_history. ancient-worlds - Outlook Express
J File Edit “iew Toolz Meszage Help
Use the Tool bar for various functions, §
such as: H - L . o
’ MHew Pozt Reply Group Reply Fonmard Frint

New Post - to create a new message to the group

Reply Group - to reply with the currently viewed message to the group

Reply - to reply to the creator of the currently viewed message rather than the group
Forward - to forward the currently viewed message to any e-mail address
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- - "
s 0 H.4 3 |
L alt history ancient-workds . O Click on the Outlook
R i - [Fia. [ I Express Folder list to
d il -
o i P P ki e = choose a different
i I ) it Nic Asbrg.. d P25 T . 130
o Db ol " M By PR T e newsgroup
.:l‘s.—-rlhr| J Thewiiss Faid TR AT HMA Subscription.
(F [ eeied Ferm o £ . A E I B T VEH
5 Dty s ket F el it FERA 11 =R
o il WaS Fe A W TR 1A il
] Halalrwis P= .. ‘Wmcerd Prmien (et - e S . JErH
o Tiey Sapilla PETAH AR A
‘i}'1-'\i-'\“.|l- Sillein NETAE 1S L[d:]
i R Sl f Mewoyv e Hooage L = - FEH
= —— TAE I itH
i e kil S |
ﬂ-'-,_'l 1 epend Werraen =
= W Mchay's Mewn T -chi
i Y —— ' Vo wercied [J Double-click on the
a " newsgroup to display
=

TR T T i 3 it's message headers.

£
1

Do Rty | Fion | e | ma| af
Enidn L PP —— [ —— AP T2 P 1ER
[ & | 0T R ey o A 1167 A
Esgucit g [ [=an M Schach on . Dawed & I'acy ELTLIE IS A Fadi]
i Trimbie [mes. e Sch Aredy AT B A A
I Blesas AR T A0 A FER
cacki@srran ch ELLE TS A L]
m'*'ﬁ" = ADR AFZAA 320 A 0
F=i L E PR A1 RS P A

EIFERMIEN, , . i able while offline

£
R T | Dy S

Ciutingk Esprees i3 unatls o displey Hras meacsges when pop sre nok comnechad bothe nksmet

If you choose to end your
SuffolkWeb connection,
messages that were not

m downloaded are not
AL e D e & available for viewing.

. £ & o 2 2 .| M G A
| u;tn HE ; T T 5-_1:!-.-.- ddbon Fnd
1 alt hisiory anciant-worlds .
8| e | b | Fican | S | | s
L4 Nrarest o pmcimst nitm Mawan AT 11 L]
1 ke Bl of Adbania, |Ngis and tha b..  pani 27 8T wn
[ Wi i L Bnane AT VRS vER
[ T T wap— [T [ AFTEE 133 A
,.' Lasphen rlbsesce on Liepca v Luo .. esercpheeol@my dhas. ELr e - s - S
[ Cybo Gusden i Hitory. Ecoromy arad . Eric RAHBLIH A 205 rEl
1 Wik M oresche Tamele potisl Caain A 11 A .

ﬂ Message unavallable while affline

Clutinok Eepress 13 unabls o displ ey s messsgs when pog sne nok comneshed bothe nkemet

¥ you would bke ko renese e mrasaga:

& Clck s fo go Qinlne arsd conre s o e Inkemet, TR ll
ENirmragmir] ZF rensd B e dosnicaded | B "o (e |
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To retrieve messages
when offline,

Click the Download
column for highlighted
messages

Or

Select all messages for
downloading,

then reconnect to
SuffolkWeb.

All the marked messages
will be downloaded and
will be available for
viewing after you have
disconnected.

You will also be notified
of new messages for your
subscribed groups and
the existence of any new
news groups at the news
server.

| e Ed Mew [eh Meiee  Help u

R

g £ @ a8 v . @m h ., -

Busiflew  hddwmi  Frd

© att history anoont-ogept -

7 miagnd £7 wwemd

AREAET | Froms | S ] i | a]
L] A mipinal o garsisten ol Arwesnd T g L i Bownund EiEAS JAAF L[]
A Fia- Habia Plays [HOT AT vy dugs coem B UNAT *A
AR Incipictun [mas Ao Golbsch on Bywnld & Pl R E ST Al A
E A B sy and Toimbls [waa: Ria- Sch Araly DTS AN A *¥n
b L Lk Blsars B S AT AN L
A B Yaia Paal ik £ b ek i [Tt T DT HE
] . [P Usrenic 1ace b 2F)
o EFU! Grbumh o el b S B R D P fat] =l
il" Message unavailable while offline
— ol Ppreass m unshle ko display B meoeapgs shen pou sre rat conreded o e Inkemes
11 wim s Dok Mo DO Pl vl MR 17 Sl DR
= Chik hirs B g0 Thnine &nd conrec 1o e Inbemet, JF ;I

£ Wsking Diee

B R ew | [sok Mewwgs el -
L FLoE TR ]
[T R me——
ST, e
L e ——r——
| & | i | Guamc (i Mheed 300 e A |
' i e o DTl
A gt Aibers Bk
iy (LAY 11 A
'l j Mepags i B AL B Al A
¥ EL o L& Blsnas AV 5 AT AL WA
=1 = A O A
L A1 frcantn SRR 35 A
P Mew ey Sapuen [l i Sianei 1556 R 7 P i =l
L \Jplors

ij Mestage unavailable while affline

Clutinok Eepress 13 unabls o displ ey s messsgs when pog sne nok comneshed bothe nkemet

¥ you would bks ko retness thn massaga:

& Clck fpsps fn gn Qinlne arsd conrect §o e Inberat, OR :I
Vigh ¢ ol PeTEpE P rvincied revrEpo s oe Feiden bor cesardese].

D i Yew Tooh Memme ek a2
Hew L & [ I W
o a o i |
Ops Bk - Lard Face Addeain Frd
1 it .
S b e - T T T
Fikim ) wesmprymesrmmy Dial-up Connection IJ
i o |s T sam7)
Bmcak # pa [=ar Ne: Schack en Select the service you want to connect
il Trimbie jmes: e Eci ta, and then enter pour Lser name and
pazsword.
iy Iedoritin.
Ijates, i Conmect bo; ISuffDIkWeb j i
User name: Immu:uuse I

Ciubinck Eaprees in unabls to dispdey B

CFEICN, i able whil
L—J |

Pazsword:

¥ you would bie ko retrniese thin me i

LConnect ! Settings... Cancel
# Clet fEre o gn Cinlne arsd oonn ]
Frrvemiy [ irieab Eavenr o pligeping iy prasinh o e oo 2%

[T Connect automatically
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Outlook Express Help

That's as far as we can take you. Use Outlook Express Help to learn more information on

participating in newsgroups.

E? Outlook Express Help

CEC

Hide Back Options

Corterts  Index ] search |
Type inthe kesword to find:

Mewys

MIEY oLnts
newvs reader, default
neyys reading

(=ee alzo newsgroups)

getting started

swwitching to mail
MEYWS SEFVENS, SBE SEFYErS
neyysgroup accounts, adding
nevwwsgroup attachments, see attachments
nesvagroup headers, 2ee headers
NEySErouR icons
neyvsgrodp message list, see message list
nExyEHroupn message rules

[zee alzo mail mezsage rules)

about rules

hlocking senders and domains

hlocking unwanted meszages ﬂ

rhannine
Display |

B

YWeb Help

IS I=] E3

What are newsgroups?

& newsagroup is a collection of messages
posted by individuals to a news server, a
computer that can host thousands of
Newsgroups,

vou can find newsgroups on practically any
subject. although some newsgroups are
riaoderated, most are not, Moderated
newsgroups are "owned” by someone who
reviews the postings, can answer
questions, delete inappropriate messages,
and so forth, Anvone can post messages to
a newsgroup. Mewsgroups do not require
any kind of membership or joining fees,

To use newsgroups in Qutlook Express,
vour Internet service provider must offer
links to one or more news servers, After
vou set up an account for each server you
want in Qutlook Express, you can read and
post messages in any of the newsgroups
stored on that news server,

when yvou find a newsagroup vaou like, you
can "subscribe" to it so that it is displayed
in your Qutlook Express Folders list,

Subscribing orovides easy access to vour

=l

SuffolkWeb : Internet Explorer 5.x - Page 43




This page is intentionally blank

Page 44 - SuffolkWeb : Internet Explorer 5.x



SuffolkWeb User's Guide to SuffolkNet

This guide is intended for SuffolkWeb users who wish to access the text only SuffolkNet Patron
Menu in order to change their SuffolkNet/Web password, access their e-mail in the text-only
Pine mail program, or use their Personal Files area for uploading and downloading files in their
SuffolkNet account.

Sections:
Page

46 What is Telnet?

47 Logging in to and out of SuffolkNet from SuffolkWeb
49 Changing your SuffolkNet/Web Password

51 Pine E-Mail

52 An Overview of Pine E-Mail

60 Personal Files
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What is Telnet?

Telnet is an Internet connection protocol that allows you to log into a remote text-only computer
on the Internet. Unlike most of the Internet, there is no graphical display during a telnet session.
Establishing a telnet session to SuffolkNet while connected to SuffolkWeb is almost the same as
dialing directly into SuffolkNet. However, when you disconnect from SuffolkNet, you still
remain connected to SuffolkWeb and the Internet.

Why can't | print my Pine e-mail messages or transfer files in my Personal
Files area when I telnet into SuffolkNet?

Some telnet applications do not recognize the print command in the
SuffolkNet Pine INBOX. These same applications also generally don't
permit uploading to and downloading from SuffolkNet.

Users who upgraded from Windows95 to Windows98, or users with
earlier releases of Windows98, have this type of telnet application. It is
recommended that SuffolkWeb users who wish to telnet into SuffolkNet
and who do not have HyperTerminal version 4.x upgrade their current
Windows HyperTerminal program to Private Edition. Both
HyperTerminal version 4.x and Private Edition support telnet functions
such as printing, uploading and downloading protocols, and crash
recovery if a file transfer is disconnected.

Private  Edition is free and available for download at
http://www.hilgraeve.com. When installing Private Edition, it is
recommended that you let it overwrite the previous version of
HyperTerminal (all your previous HyperTerminal connections will be
retained) and let it become your Windows default telnet application.
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Logging in to and out of SuffolkNet from Suffolk\Web

Connect to SuffolkNet via SuffolkWeb by either
Selecting the E-mail link on your public library's homepage (please note that not all library
homepages have such a link)

OR

Selecting the Access Your E-Mail link on the SuffolkWeb Homepage
http://www.suffolk.lib.ny.us (SuffolkWeb home page)

OR
Typing the following URL in your browser's Address or Location field: telnet://209.139.6.81

In all cases a telnet window will open. Log into your SuffolkNet account.

Note: The telnet window is a separate window that Internet Explorer does not monitor. If
you have Internet Explorer set to "Disconnect if Idle for x Minutes™ you might receive a
Disconnect message if your telnet session exceeds the number of idle minutes. You can
increase or disable the idle time in Internet Explorer's properties in the Settings window
under the Connection tab.

T 19917391 871 - HypperTaminal

Fiw Ede Vw Cal Tiewiwi Hel
0| s3] 0lF| =
=
BunlsE 5. 6
logim:
[0 Enter your SuffolkNet username
[J Press Enter
[0 Enter your SuffolkNet password
nothing will display
[J Press Enter
I-
Connected (013 Bukcdetect | TCPAP HUM
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At the SuffolkNet Patron Menu you can select any of the options as explained on the following
pages. If you wish to learn more about SuffolkNet, ask your librarian for the SuffolkNet:Getting
Started Guide.

e 1981739187 - HypperT arminal

Eia Ede Wiew Cal Tiaewiwi Hel

D|=| =13] «0lE| =

Fri May ¥ 11:38:27 e-mail: (2 messages) >
I an moouselouffolk.libnyus — p

GuffollMet Patron Meno . Number of
Your e-mail address .
messages in your

BuffolkHet Home Gopheyr — Eazy Internet Access INBOX

EX#

1
J Hail
1 Ugenet {Intermet message =gstemd

1 Uorld Wide Wobk {(Lynud — Link to SuffolkWeh

1 Gopher - GConnect to Hnown Gopler Address

1 FTF B Archie — Ssarch For and Tramzfer Files tosFrom pemote sycbams
1 Telnet - Connect to remote systems

1

1

Options pustomize wour preferences
@it wiil Logoit

= EE s
F=1=1 L Y=l =

Pleasze select one of Che abboues

Corneched t0H1E Sk debect TCRAP f HUM

[M] Mail - the Pine mail program for sending and receiving mail
[P] Personal Files - area for temporarily storing files

[O] Options - changing your Password

[Q] Quit - to exit your SuffolkNet account

When finished with your SuffolkNet session, press Q and enter at the SuffolkNet Patron
Menu. This will close your SuffolkNet account but not your SuffolkWeb connection.

Note: Your telnet window may or may not remain on your display. If it does, click on the
X to close the window to return to Internet Explorer.
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Changing your SuffolkNet/Web Password

Your password can now be changed on both SuffolkNet and SuffolkWeb. Use either
method described below.

The following procedures and the ability to change your password are only available for users
that are a) dialed directly into SuffolkNet or SuffolkWeb, or b) in a telnet session to SuffolkNet,
or ¢) at a computer in their local public library.

SUFFOLKNET : text-only

From the SuffolkNet Patron Menu, enter O for Options and press enter.

At the Options Menu, enter the word PASSWORD and press enter.

A Password form will appear (see example below) that will ask for the following information:
1) User name

2) Current password
3) New password (two times)

SuffolkWeb: Change your login password

When changing your password keep the following rules in mind: your
new password should be at least six characters, all in lowercase
and must include at least two numerals.

EXAMPLE
Enter your username: mmouse [down arrow or TAB]
Enter your current password: *xx*xx* [down arrow or TAB]

New password must be entered twice to avoid typos.

Enter the new password: **xx*x* [down arrow or TAB]

Re-enter the new password: *xx*xx* [down arrow or TAB]

Change password [Enter]

Back to SuffolkWeb

When the password is successfully changed, a new screen will offer helpful advice on how to
protect your password. Press Q to return to the SuffolkNet Patron Menu - OR - Press [Enter] to
return to the Lynx, text-only version of Suffolk\Web.

If the password change is unsuccessful, a new screen will offer a link to try again. - OR - Press Q
to return to the SuffolkNet Patron Menu - OR - Press [Enter] to return to the Lynx, text-only
version of SuffolkWeb.
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SUFFOLKWERB : graphics

Connect to the SuffolkWeb network and point to
http://vrcgate.suffolk.lib.ny.us:88

A Password form will ask for the following information:

1) User name

2) Old password

3) New password (two times)

Enter in each piece of information. Use the <TAB> key to move between boxes. Click on the
[Change password] button to submit the form.

When the password is successfully changed, a new screen will offer helpful advice on how to
protect your password. Click on the SuffolkWeb link or the Home icon to continue using the
Internet.
If the password change is unsuccessful, a new screen will offer an explanation:

Sorry, the password change failed.

[Error message indicating cause of failure]

If you continue to experience problems, please contact your local library.

Click on the [Try Again] button for an opportunity to try again.

I've forgotten my password, what can | do?

Go to your local public library where you received your account and request a password change.
Bring proper identification including your user name.

A library staff member will attempt to log in with you to confirm that the password is invalid.

If the password is indeed invalid, the library staff member will request a password change. You
will be notified by the library when the change takes place and what the new password is.
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Pine E-Mail

SuffolkNet is your Post Office. All your mail is delivered to your SuffolkNet account and placed
in a folder called the INBOX. You can access your mail by using the mail utility that came with
your browser or by going directly into your SuffolkNet account.

Your SuffolkNet account has a simple, text-only mail program called Pine. Pine allows you to
send and receive e-mail but cannot display any graphical attachments such as photographs or
application files.

Mail programs such as Internet Mail, Outlook Express or Netscape Mail (called popmail
programs) transfer your mail from your SuffolkNet INBOX down to your personal computer.
From there you can view attachments.

Why use Pine?

Sometimes you may just want to send a short, unformatted message to someone, or perhaps just
want to quickly check your mail. Some users don't like using the popmail programs on their
computer. In addition, you can access your mail from various computers and keep copies of
your messages in one central location.

Important Notes on your INBOX and using Pine:

You must keep your INBOX clean. Promptly delete your messages. If your INBOX exceeds
2MB, all your messages will be moved to a folder called CLEANUP and removed from the
INBOX. If the INBOX fills up again, the CLEANUP folder will be deleted and your INBOX
messages will be moved to a new CLEANUP folder.

SuffolkNet/Web does not backup your mail messages, address book, folders or personal files.
You are responsible for copying them to your computer for backup purposes.

To learn more about Pine....

1. Read the following pages for a basic overview

2. Use Pine's ? HELP feature at the Pine Main Menu

3. Review the following Frequently Asked Questions (FAQs) on the SuffolkWeb Help
Desk page - http://www.suffolk.lib.ny.us/fags/fags.html

"Pine's INBOX folder and You"
- http://www.suffolk.lib.ny.us/faqs/fag39.html
"How can | Backup and Restore my Pine Addressbook"
- http://www.suffolk.lib.ny.us/faqs/fag43.html
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An Overview of Pine E-Mail

E-Mail

E-mail will be one of your most frequently used utilities. E-mail is short for electronic mail and,
as the name implies, it is a method of sending and receiving messages.

Just like regular paper mail, an electronic mail message requires an address. Therefore, you must
be assigned an address in order to receive e-mail. This unique address belongs exclusively to you
and it is based on your account information.

A typical e-mail address is

jones@AnotherinternetProvider.com or mmouse@suffolk.lib.ny.us
[username@domain name]

The part before the @ symbol (in this example, jones) is the account that is assigned specifically
to you. This account is the same as the username you use at login.

The part following the @ is called the domain name. This name is unique among all Internet

computers. It serves as the address of the account. Like a street address and zip code, the domain
name directs the mail to the proper computer.

Do | have mail?

The top line of the SuffolkNet Patron Menu will always indicate if you have mail messages.

Fri May 5 14:39:03 3 mail messages (2 new)
I am mmouse@suffolk.lib.ny.us

SuffolkNet Patron Menu
Pine

To use Pine, at the SuffolkNet Patron Menu, select [M] Mail
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Pine Main Menu

PIHME 3.95% MATH MEHU Folder: THBOX 24 Messages
? HELP - Get help using Pine
C COMPOSE MESSAGE - Compose and send a message
I FOLDER IHDEX - Uiew messages in current folder
L FOLDER LIST - Select a folder to view
A ADDRESS BOODK - Update address book
s SETUP - Configure or update Pine
] QuIT - Exit the Pine program

Copyright 1989-19956. PIHE is a trademark of the University of Washington.

Help PrevCmd RelHotes
OTHER cHDS [l [ListFldrs] HextCmd KBLock

Press just the letter (you do not have to press enter) of the Pine function you wish to use.

The bottom two lines of each screen are always used to list the commands for that screen. These
commands change according to the screen you are in. The top line of the screen is Pine's status
line. It will always convey information about the status of the program. This is where you look to
find out what folder is active and how many messages it contains.

?  HELP Online Help.

C COMPOSE  Send an e-mail message.
MESSAGE

I FOLDER This command allows you to view, read, and delete mail messages
INDEX stored in a folder.

L FOLDER It is possible to create file folders in Pine for storing your e-mail in
LIST logical order. This command will list and allow you to access, create

and delete the folders.

A  ADDRESS This command takes you to the e-mail addresses you have created

BOOK or saved.
S SETUP This command allows you to configure Pine.
Q QuUIT Leave e-mail and return to the SuffolkNet Patron Menu.
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Pine Commands

Compose Message Commands
4w Contrel (Cirl) Key S :
. . L. aginning of lina
When using Pine you often have to S BegErarar
use the Control key. This means R Ganaal jruesd
. o Craleta currenl characlar
pressing the Control key and the nE e End o lna
- - - A t act
letter indicated at the same time. The S AL SN Tt
Control key is usually shown as a * o bl b e LI
in front of the letter. For example, L1 Cut rarked text or dalata currant lins
Fdraw screen
AC means to press the Control key ik
X u) Postoons
and the letter "c" at the same time. AP or [Up Arrow) Fravigus ling
M or [Down Arrew) gnm Imad
“R ki heradars
Some Pine commands require a N < ;ggggﬁﬁjgﬁ*”bmw
Control key combination, others "y Nt page
! : ~X Sand massaga
don't. The two command lines on Rt Froviie pags
the bottom of each Pine screen will :2@ s Suﬁmﬁﬂ” e
. . or Spacebar it Wi
identify the commands for that 2
screen/function.
Falder Index Folder List Address Book
.1 Apply Add a leldar Add and entry
B Baunce
[ COMPOSE a mossago COMPOSE a massags COMPOSE massaga
(1] Mark massage Tor delation Cralate & folder Cralata selacisd anbny
E Expc-rt aas text lile Edit an aniry
CIrWar
G Go e specifiod lokdor Spacify a foldar Specily a tnlder
H Full headar mods
I Shew index of currant FOLDER INDEX screan
foddar
J Jump to specidic messags
L FOLDER LIST scrasn FOLDER LIST scraan
B Pzein hsanu Main Menu Main Menu
H Kowe to nexl message Mavi 10 ot falder Hext addraess
4] Oither commands Cithar carmmands Cithar commands
F Mo to previous message Maove o praviows foldsr Pravious addrass
[#] it Pine Juit Ping Qui Pins
R Reply to massage Fearasme a foldar
5 Eavo in folder Ceraata aniry lor a list
Spo Show naxl sereen ol Show next page of listing Mexi page of addrass
M s as bock
T Take addreszs into address
bk
U Lindelata
W View massage Wiew indax af solocted
ioider
W Eparch lor spacific messega Search for iokder namas Search lar namea of ward
Y Print massage Frint folder listing Print address book
z Foom Add to a liat entry
? Halp Halg Halp
= Shaw previous scroan af Ehow pravious pags of Previaus pags ol addrass
MEsSagqes |Esting book
¥ Seon arder of index
L Flag
- Saloc
TAR Mot-blaw
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Composing a Message

At the Pine Main Menu, select C to compose and send an e-mail message.

When writing your a .95 LOWPDSE MESSARE Falder: THROY oh Wessages
message, please

remember that the  [otecnmnt

recipient can not Sub ject

----- Heszage Tewt -----
see or hear you

when reading your
message.Therefore,
it is better to be
careful when using
humor and sarcasm
since they are not
easily understood

without body
Ianguage' Another ¥ Got Help Send Rich Hdr FruPgsTop Cuk Line Fostpone
plece Of E'Mall jE Camcel el Char Attach H&TPg/End Umbel Lin To Addeik

Netiquette: typing a message all in capitals is considered shouting.

The header is the first four lines of the message screen. This is where you provide the address
and other information about your message. The To: and Subject: lines are required. Press the
[Enter] key to move between lines.

To:  Type in the electronic mail address. You may type a full name and address, just the
address or the nickname of someone in your address book. If you are sending e-mail to
another SuffolkNet user it is only necessary to enter that person's user name, e.g. jdoe.
Since you and the other SuffolkNet user are in the same domain (suffolk.lib.ny.us) you do
not have to enter the domain name.

Full name and address: Jacky <jdoe@suffolk.lib.ny.us>
If you use this form be sure to use the < and > around the actual address.
Address: jdoe@suffolk.lib.ny.us or just jdoe
Nickname: Jacky
Use this form only if the name is in your address book. The computer will fill in
the address when you go to the message text section of the screen.

Cc:  The Carbon Copy field is just like the To: field, except it is used for an address that you
wish to send a carbon copy, not an original.

Attchmnt:  The most common use for this field is to attach a file to your mail message. You
can just type in the file name here and, if the file is resident in your directory, it
will be attached. You can attach any type of file, but it must be in your SuffolkNet
directory.

Subject: What you enter here should quickly describe the content of your message and
have meaning to the person you are sending it to.
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Message Text:

Sending a Message

When you have
finished writing and
editing your
message, press X
(that is, Control-X)
to send it.

You may cancel or
postpone it by
using the command

You may now type your message at the cursor. Notice that the command
lines at the bottom have changed to allow you to move through your
message easily.

COHMOSE HELSAGE Folder:

1 HHEIH

2 Hessages

FIHE .95

Dear Mimnie,

1 hope pou Feceive this messaget E-mail me

baik S0 | Kisds ipdid got ik,

It's my First e-mail attempt.

arFe you qoing To the Park Coday?

Lo,
Hickey

listed on the bottom
two lines of the
message window.

Seinil Read File
Justify Alt Edit

Get Help Preu P it Text Fiarstpide
Cancel Hext Fqg nCut Tex Te Spell
When sending, Pine

will respond with "'Send Message? [Y]'" appearing just above the command lines.
Press [Enter] to send the message or press N (for no) to cancel.

You will then see "Sending mail” on the screen momentarily, after which you can return to the
Pine Main Menu by pressing M.

At the bottom of the Pine Main Menu screen, "message sent and copied to sent-mail™ will flash
when the message has finished transmission.

Pine maintains a copy of all e-mail you send in a folder called sent-mail. The copies of your
sent mail are deleted by SuffolkNet at the beginning of each month.

Folders

Pine can be set up to organize your incoming and outgoing mail. It provides folders for this use.
Just as manila folders can make your paperwork manageable, these electronic folders can do the
same for your electronic mail.

PINE automatically sets up and maintains some folders for your convenience. These include the
INBOX where all your new mail is delivered, and sent-mail, where copies of the mail you send
are kept.

You can also create your own folders to sort your mail in the way that makes the most sense to
you. Each month PINE will ask if you wish to create a folder for the previous month's sent mail.
It is very easy to transfer messages between folders, add new folders, and remove folders.
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Although a method is provided for organizing mail, this should only be reserved for a few select
items. Most mail should be deleted as soon as it is read or messages should be downloaded to
your computer.

Folder List and Folder Index are the choices from the Pine Main Menu that are responsible for
folder activities:

Folder List allows you to switch between Folders.

Folder _Index allows you to view the contents of the currently selected folder.

Folder Index

The Folder Index lists all e-mail in that folder. The e-mail messages are listed by date received
with the oldest at the top of the list and the most current at the bottom. You can change the order
of the display by using the sort command. Each entry includes the sender, the size of the file, and
the subject.

FIHE 3.%5  FOLDER IHDEX Folder; IHEDR Hessage 8 of 8 HEW

The first two Feb 17 Hail System Intern (4%d) BPOH'T DELETE THIS WESSAGE FOLIER 1

1
columns of the |+ ? Febh 2 Tech Supp {9,163} Flinders Uniwersity Dial-up Access
entry are 5 Feb 22 Smithtown Library {1,653} d107.htn
v b Mar 17 dan {1,221} Re: yukky Kissssis
reserved for s L Mar 20 Simpson (636} okay 1i'm on
the status of & Feb 17 AnnOURCEREnts (954) Hew Hodens
v M7 May 13 SuffolkWeb Technic §07% Suffolklet Welp Desk Frequently Asked
i

{552% Gob yowr &-malilie

the message. If
+ appears, you
were the direct
recipient of the
message and
not part of a
cc: or a mailing

list. The next

Character may E Help Haim Henuw Freulisg Frevfage belete Reply
be N, D, A, or OTHER CHDS f [Uieulisg] HextHs g HextPage Indelete Forward
blank.

N indicates that the message is new. After you read a message for the first time, it is no

longer new. The status will change to either a blank, A or D.
A indicates you have answered by replying to the message.

D indicates that you marked the message for deletion. When a message is so marked, the
system will erase it when you exit Pine. If you have marked a message in error you can
unmark (the undelete command) it in the same session.

The list of messages always has one message highlighted as the current message. It may be the
newest addition to the folder or the message last read. The current message is highlighted to
distinguish it from the others. You can change the current message by using the arrow keys or
the commands shown at the bottom of the screen. Besides moving to the previous and next
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messages or flipping through the screens of messages, you can jump to a specific message or
search for a message. In addition, you can go to a different folder or change the sort order of the
messages.

In the folder index utility, you can view the current message, reply to it, forward it to another
person, or print it. You can mark it for deletion (D) or remove the deletion mark (U). The address
can be stored into the address book, the message can be saved into a different e-mail folder, or
the message can be exported as a text file from the mail utility to your Personal Files directory.

Viewing Messages

At the Folder Index screen, use your arrow keys to highlight the message you wish to read and
press [Enter] or V to view it.

If it is a long message, the top line displays where you are within the message and by following
the commands at the bottom of the screen, you can move backward and forward through the
message.

Press | to return to the Folder Index.

Replying to Messages

When you are reading your e-mail and want to respond to a message, press R to reply.

Pine asks if you wish to include a copy of the message in the reply. Your answer to this is a
matter of personal preference, although the person usually has a copy in his E-mail files. Next
the compose message screen comes up with the To: field and Subject: field already filled in and
you can start typing your reply. You can add or change the information in the header fields.
When you are done, you press Control X to send it.

Folder List FIHE 3.95  FOLDER LIST Folder: IHBDX B Messages
. . [ HEDY sent-mail Saued-pesLanes minnie
This Opt")n postponed-nsgs sent-pail-apr-1999
from Pine's
Main Menu
allows you to
choose a
folder. It also
allows you to
Create a new
folder or
delete an old
folder.

All new mail _
. Help 1 Haim Menu FreufFldr Frevfages belete 0 Bemams
is added [ wruew cnos | puiewridar] [ Hextriar HextPage 1 Add

automatically
to the folder named INBOX. When you start Pine, the INBOX folder is automatically the first
folder opened for easy access to your new mail.
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To change folders, type L at the Pine Main Menu to display the list of folders. Use the arrow
keys to highlight a folder and press [Enter] to view that folder's index list of mail messages.

Address Book

An address book stores frequently used addresses. Rather than having to remember a long or
complicated e-mail address, you can use the address book to store and find any e-mail address.

An entry in the address book has three components: the nickname, the user name, and the
address.

Nickname  This is any short name that you give to a specific person and address.
You can enter the nickname in the To: field of a message to be sent,
and the address will be selected from the address book. In our example
of jdoe@suffolk.lib.ny.us, the nickname is jess.

Name This is a where you can put the full name of the person and other information to
identify clearly the address. Usually the full names are put in last name first so
they sort nicely in alphabetical order.

Address This is where you enter the exact Internet address for the person.
Accuracy is very important in this field.

The address book is readily available from several places in Pine. When you are composing a
message, you have the ability to enter the address book and choose the recipient. When you are
reading a message, you can add the address into the address book.
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Personal Files

From the Personal Files menu you can perform a variety of functions related to downloading,
uploading and maintaining your own files.

From the SuffolkNet Menu, select: [P] - Personal Files

The Personal Files screen will display

Browse perszonal files: current directory= Ausers2-dizk2. - mmouse

Brain.exe mail/
1ynx_bookmarks . html pine.doc

¢ Mote: s=directory. ¥=executahle, ~ and = are NOT part of namel
V] view file [R]1 remove file [C] change directory
[D]1 download file to PC [U] upload file [Q] guit to main menu

[+]1 convert DOS text file to Unix,. [-1 convert Unix text file to DOS

Enter choice:

[V Viewfile
The function will let you view a file in one of your directories.
After entering V, the system will respond:  Enter filename:

Type the name of the file you want to view and press [Enter].

[R] Remove file

Use remove file to delete files from your directory. This is the proper place to delete a file
that you have received via FTP. This is not the appropriate place to delete files from your
e-mail directories. It will be much simpler to delete e-mail through the Pine software.

After typing R, the system will respond:
Enter filename:

Type the name of the file you want to remove and press [Enter].

[C] Change directory

There will be several subdirectories in your directory. These are indicated by a slash (/)
at the end of the name.

After entering C, the system will respond by changing the screen
Choose directory (Press [RETURN] to return to menu):

Type the the name of the directory you want to be in followed by the slash (/) and press
[Enter].

Type "period period™ (..) to move up a directory.
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[D]

[U]

[Q]

Downloading Files
Use download to copy a file from your Personal Files area to your computer.

Enter filename to download: Enter the name of the file for downloading. You must use
the filename's exact punctuation and case.

Press X for Xmodem or Z for the Zmodem protocol: Enter Z [Enter] for the Zmodem
protocol.

If necessary, prepare your communications package for downloading:
* Use the program's Help screens or manual for addtional information
» Confirm that the protocol is also Zmodem
» Confirm what the name and location of the file will be on your PC

When the download is complete:
» Confirm the file exists on your PC
* Enter [R] remove file to delete the file from Personal Files
* Enter the filename
* Press [enter] to confirm the deletion and return to Personal Files
» Enter Q to return to the SuffolkNet Main Menu

Uploading Files
Use upload to copy a file from your computer to your Personal Files area.

Enter filename to upload: Enter the name of the file for uploading.

Press X for Xmodem or Z for the Zmodem protocol: Enter Z for the Zmodem protocol.
Personal Files is now ready to receive.

Use your communications program to begin the transfer. You must know the name and
location of the file you wish to transfer. Confirm the program is using the zmodem
protocol.

The file will upload and be displayed in your Personal Files directory.

Don't forget to delete the uploaded file after you have finished with it in order to conserve
space in your Personal Files directory.

Quit to main menu

Returns you to the SuffolkNet Patron Menu.
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