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Dear SFVCA Area Service Committee Member; 
 
 
Thank you for agreeing to take an area service position for the San Fernando Valley Cocaine 
Anonymous Area. 
 
 
This is a set of detailed instructions for accessing the web mail for the email account for the area service 
position you have been elected to. 
 
 
If you follow the direction included in this document, you should not have any difficulty in receiving 
and sending email as well as managing your spam on our web-based email system. 
 
You are responsible for checking the email account associated with your position on a regular basis and 
responding to emails received.   In addition you are responsible for checking the spam prevention 
system “message queue” at least once a week to insure that no valid messages are being held up.  
Instructions on all of this are included in this document. 
 
 
Your Web Servant is always available to assist you with any issues that you may have with email 
account.       
 
 
You may send email to web_servant@sfvca.org or call your current web servant; 
 
 

Name:              Lee Rose     Phone: 818-203-3353 
 
 
 
Thank you for letting us "be of service"; 
 
 
 
 
 
Your Internet Committee Servants 
San Fernando Valley Cocaine Anonymous 
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First off; you’ll need to open any web browser. 
(For these instructions Mozilla’s Firefox browser was used, 
 but any browser on any platform should work the same.) 

You should enter   http://www.sfvca.org:2095   in your browser address bar; 

You will get the following screen; 

 

The Mac version of the above screen  
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After you have entered your full email address (i.e. info@sfvca.org)  

and your password  

(as given to you by your web servant) 

Click the “OK” button (or the “Log In” button on a Mac) 

 

You will end up here; 

 

On this screen you can set up various options on your web mail account and access both the 
web mail program and the “BoxTrapper” spam prevention system. 

 

Starting with the BoxTrapper system; 

Click on the “BoxTrapper” button on the menu. 
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You will end up here; 

 

This screen has only one real item of interest to you as an area service committee member. 

The BoxTrapper system is a challenge / verification spam prevention system. 

Anyone who emails the SFVCA account is sent a “request for verification”, if that party simply 

hits “Reply”, the original message is sent on to your Inbox.    

The “Review Queue” button is for email that comes from automated systems or people who’s 
own spam prevention programs have trapped our verification request email. 

In this queue is a list of all messages being held for “verification”.  The list is set up to hold the 
messages for 7 days, and then they will be deleted. 

As an Area Service Committee member, you are responsible for checking this 
queue at least once per week to insure that no valid emails are being rejected. 

We know that this is an inconvenience, but it is the best way for us to limit the incredible 
amount of spam received by the area email system 
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When you click the “Review Queue” you will see; 

 

The current date being reviewed is on the top center, you may forward or backward to other 
dates by clicking on the date listed along the top of the message list. 

In the “Select” column, you can click on any message, or multiple messages and either 
“Delete” them or “White list” them. 

White listing a message means that the sender will no longer be asked to verify themselves as 
real people and not spammers.   If you see a message from someone you know, please check 

the message before white listing an email address as spammers are able to spoof email 
addresses.  Just because it looks like it came from someone you know, does not mean it really 

did. 

Clicking on any message will show you a list of additional options on how to deal with that 
message as well as a text preview of the message. 
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Individual message screen 

 

 

That should give you all you need to deal with BoxTrapper and keep 99% of the spam out of 
your SFVCA Area Service email account inbox. 

Again; if you have any difficulty with any of this, please contact your web servant. 
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Moving on to dealing with your email messages; When you are at the “Web Mail Home Page”, 

Click on the “Horde” button. 
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From screen pictured above, you can check your mail, delete mail, reply to mail, forward mail 
and compose new messages.   (Please do not “reply” to mail you have forwarded to your 
personal account.  All SFVCA mail should come from your SFVCA mail account.) 

The Horde Mail system also gives you a Calendar, Address Book, Notes list and Task List, 
should you wish to use them. 

If you wish to compose a new message, click the “New Message” button on either the top row 
of buttons or the left hand menu.     

You will see the following screen; 
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This should give you enough information to receive and send email from your SFVCA Area 
Service Committee account. 

 

Lastly; if you have ANY problems, please contact your web servant. 

 

Thank you for letting us be of service. 

SFVCA Internet Committee 


