SFVCA WEB MAIL ACCESS INSTRUCTIONS

Dear SFVCA Area Service Committee Member;

Thank you for agreeing to take an area servicdipador the San Fernando Valley Cocaine
Anonymous Area.

This is a set of detailed instructions for accegs$iie web mail for the email account for the aaise
position you have been elected to.

If you follow the direction included in this docunteyou should not have any difficulty in receiving
and sending email as well as managing your spaouoweb-based email system.

You are responsible for checking the email accassbciated with your position on a regular basis an
responding to emails received. In addition yaurasponsible for checking the spam prevention
system “message queue” at least once a week treitisat no valid messages are being held up.
Instructions on all of this are included in thissdment.

Your Web Servant is always available to assistwih any issues that you may have with email
account.

You may send email to web_servant@sfvca.org orycall current web servant;

Name: Lee Rose Phone818-203-3353

Thank you for letting us "be of service";

Your Internet Committee Servants
San Fernando Valley Cocaine Anonymous
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SFVCA WEB MAIL ACCESS INSTRUCTIONS

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;

File Edit ‘“iew History Bookmarks Tools  Help

@"@ @ @ @ @ f %’_h_ttp:mnrww,sf‘_\f‘cfiq_rg_:zqss_ “ @ (|G| coogle e'-@Search

| BackEorwary MEIDAd Stop Home History

! | #1. Ataddress bar, type this address
(Note the colon [ - ] after .org & before 2095)

You will get this
dialog box.
{PC ‘Jersmn}

Authentication Required

i"'fi'—'-'-, Enter username and password For "wWebMail" at htbp: ffwie sfvca,org:2095 E‘ﬁ
Uszer Mame:

< 8 infosfuca.org ——— #2 . Enter your full email address 'i _ s
EAERl, ne Anonymous
|aaaaaaaaaaa ——i #3. Then enter your password r.
H lse Pazswiord Manager to remember this pasawiard. =
¥ #4. Click"0K" ?} Meeting Search
- City | All v |
so that they may solve their common e
‘help others ta recover from their Day | All P i
addiction, Th arily reiqurrementfur[ membership is a =
desire to stop Meing cocaine and all other mind- altermg
substances, |

You may checkthis, If you are
There are rio dues:

0N your own personal ter. -

self Suppor‘tlng thro ! = L We are @ Upcoming Events
not allied with any sect, denomination, politics,

Drgamzatmn ar |nstltut|0n We do not wish to angaga Holiday Marathon

in any cuntrﬁversy and we neither endorse nor oppose  Meetings

any causes, e s T

The Mac version of the above screen

To view this page, you need to log in to area
"“WebMail" on www.sfvca.org:2095. |

Your password will be sent in the clear.

5 Mame: |

*

] Password: |
" Remember this password in my keychain i

/

( Cancel ) € Login ) |
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SFVCA WEB MAIL ACCESS INSTRUCTIONS

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;

3 Bluehost cPanel X - Mozilla Firefox E“E"Z|
File Eoft iew History Bookmarks Tools Help O
@-“”Q 0Owe o " @ ity sfuca.org:2095/we @) [[Cl Google 5)® searen}

Backeorward HEOAC Siop Home Histary

You will end up at this screen.
This is the "Web Mail" home page

Affordable.. Reliable .. Bioe.

CFPANEL '!'I
You are logaed in af info@sfvca.org | <= Loggedin as:
_ Fut leiarcd SquirrelMail Simpler
or | Web Vail g T —iWeb Mail
=% )
ram i £
Read Mail Using Horde PiYg Read Mail Using Sguirreltail pragan
&J 3 : o : y
Change Forwarding Auto Cofficlre a b
Passward Cptions Responders  Mail Client BoRlrorne: Delivery Route Bl g
f Homg ™ Tra_clen‘gar% " Forums " HeIpT' Docurnentation ™ Logout
T e =l ——r =, = ——
Passwiord should Ifyou wich 1o Uisa this 10.362 up ' :
ol el i sl ey BoxTrapper is our new
Web Seran:wil forwzrdad o your responses. "spam" prevention system
change if needed. personal account i Viration metsages) (Further explanaion on next mage)

(NOTE) Please SEND
all SFVCA email
from this system

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;

£ Bluehost cPanel X - Mozilla Firefox
File Edit Yiew History Bookmarks Tools  Help

T =
“"é @ 53 @ @ € http:/www.sfvea.org:2085:we 2 @3 (|G| Google

BoxTrapper
b'ue"l e Configuration Screen

Affordable... Reliable . Blua:

CPANEL 1

It s highty recommended that pou wse spamassasin in confunction with boxtrapper as it will reduce loads on the server and
reduce backscatter to iflegitirnate emall addresses,

| Configure BoxTrapper for: info@sfvca.org

| i~
Enrbent Status: wnaied D.igle The only thing that needs your
Configule Settings attention is the "Review Queue"
Allows Fokto set what email addresses are associated with the BoxTrapper and
are kept.

This is where messages waiting a

Edit Cogiirmation Messages ; g
Allows oo change the different messages that users will receive when sendi “Verification” are hemfor?m-

BoxTrapper enabled.

You need o review this cue once per
counts, week to insure that messages from

automated senders, that you want, get
apper authentication to an “whitelisted”

Edit Whie/BlackfIgnore Lists
Allows Fodto permit, deny, and ignore email messages from certaj

L
I
| = BoxTrapper Configuration

Forward List
allows vou to forward emails that have passed

Review®oqg

Give oferview of all mes sent to your ermail accounts for each day. {5 N Ilnuge}

Review (Jueue

AL "

-

that ernail addresses are associated with the BoxTrapper and also how long logs and queue messages

are kept.

[ GoBack ]

Dire e Y _|se,
T W A .

e o e T - < v - T A g g

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

As of: 12/8/2007 Pg 4 of 10
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When you click the “Review Queue” you will see;

%3 Bluehost cPanel X - Mozilla Firefox

File Edit Yiew History Bookmarks

Tools

Help

Q) 0 0e® O

BackEorward

Reload Stop Home History

Bluehost cPanel X

[ @ nttp:iivrorw sfuca.org:2095/we © | @)

|Gl soogle

% | 41 Gmail - Inbox (1) - sfvcaw... X

BoxTrapper
Message Queue

Affordable.. Refiable... Blue.

CPAMNEL 11
L+ BoxTrapper Search Results
BoxTrapper queue for info@sfvca.org
New Search: |
’7 Search In: ‘ Sender W | faor search string: | | Subrnit
T -
sfvca webservant@g | o e e
| ] e Test Message = Message awatng "Verfcaton 12/05 10:05:35
:
O lee_rose@earthlink. | oot from Earthlink f——1 Message awaiing "Veriicaton” I 12/05 10106136 :
st : g, b
+
== 12-04-2007 Selact individusl messages, 12-05-2007 12-06-2007 == <\
Check All | efm—— or 'Check AT ;
D Delets X
(L Whitelist & Deliver qge Opsons for "Sskecied fems”; :
ik Dieleie or Whiskst & Defiver 3
= ("Whiekst means all fliure messages by thal sending will be delivered wihol veriicagion :
WK When sems are ssleced, : ALY 9 J -
10 exacise the opions, [ Go Back ] '
chick "Submi \#
Horme: ® Traderarks ™ Forums ® Help ® Documentation = Logout k
e Done e B s S —»L-s"lﬁ-ﬂ

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.

As of: 12/8/2007
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SFVCA WEB MAIL ACCESS INSTRUCTIONS

Individual message screen

Affordable... Reliable .. Blue.

CPAMNEL 11

BoxTrapper

BoxTrapper queue for info@sfvca.org

Choose an action:
2} whitelist and deliver all messages from this sender.
wrhitelist and deliver this message from this sender,

Deliver all rmessages from this sender.

Deliver this message.

Delete this message from the queue.
Delete all messages fram this sender,

Celete this message and blacklist the sender,

)

)
5,
2
i
)
)

Celete this message and add sender to ignore list,

Drg@ﬁagiagtﬁihehost.com Tue Dec 04 i%:D&:SE 2007
from sfvoaorg by boxlVé.blushost.com with local-bsmip [(Exim 4.68)
(envelope—from <sfvcaorgiboxl?e.hlushost.com:)
id 1Izhkk-0000Dy-05
for infofsfvea.org; Tue, 04 Dec 2007 17:04:36 —0700
X-Spaw-Checker-Version: Zpamdssassin 3.2.3 (2007-05-08) on boxl7é.bluehost.com
X-Spam-Lewvel:
I-Spamwm-3tartus: No, score=0.2 reguired=5.0 tests=ALL TRUITED, HTML MES3AGE,
MIME HTHML ONLY,HMISZING MID sutolearn=no version=3.2.3
Received: frow localhost ([127.0.0.1] helo=hoxl?76.blushost. com)
by bhoxl76.bhlushost.com with eswtp (Exim 4.68)
[envelope-from <sfvoaorgihoxl?é.hlushost . com:-)
id 1Izhka-0000Dn-RZ
for infofsfvea.org; Tue, 04 Dec 2007 17:04:28 -0700
EZ-Originating-IP: [69.237.31.21]
éDate: Tue, 04 Dec 2007 17:04:25 -0700
iTD: infolsfvea.org
Bubject: TEIT
MIME-Version: 1.0
!Content—type: text/html; charset=i=zo-8559-1
gFrDm: leefllesro=e. com
E-Tdentified-User: {2066:hoxl176.hlushost.com: sfvoaorg: sfvoa.org} {senthy: program
running on serwver}
iHessage—Id: <E1Izhkb-00000y-08Eboxl176 . bhlushost . com:>

H.‘#‘-—\-\._-\_\_ relaie - S 9,..__:--"““-\.“ SR R K

e,

RE LSRR Ll R Sy S T i P

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.

As of: 12/8/2007
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SFVCA WEB MAIL ACCESS INSTRUCTIONS

Moving on to dealing with your email messages; When you are at the "Web Mail Home Page”,
Click on the “Horde"” button.

L]

Read Mail Using Horde

e o e i e

K3 Horde :: Log in - Mozilla Firefox

File Edit Wiew History Bookmarks Tools  Help

@E} @ @ @ @ " El httpuiiwwew.sfuca.org:2085/o © 1@ [ [C] Google

BackForward ™
Horde :: Log in % | 4 Gmail - Inbox (1) - sfvcaw... %

Reload Stop Home Histary

Welcome to Horde
You will see

this screen

Language | Enalish (American)

Finrce press
Unless you wish to
change languages.

e b bR R R I e T i Ty =

3 Horde :: My Portal - Mozilla Firefox EHEEI
: i

File Edit View History Bookmarks Tools  Help

G 006
: story | O ttpiiwww.stvea.org:2096/e © @) [ Gl Google °l@zeity

BaCkE onwar Reload Stop Home History
| Ed Herde :: My Portal % | 4 Gmail - Inbox (1) - sfvcaw.. %

Welcome, info@sfvca.org
@ @m E s =
O[] Harde e Layaut Mail Filters Mews Salendar Mates Tasks :Address Book
= (2] Mail (1)
I}]@ Zrganizing

@ Last login: Never

5] Information [ ]
-3¢ Options You should end up at this screen
gl Log out =
ea
Click
Here
IS - ?,/—-‘ i R gt L B i R T S L
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SFVCA WEB MAIL ACCESS INSTRUCTIONS

3 Horde :: My Portal - Mozilla Firefox

File Edit “iew History Bookmarks Tools Help

@’@ O Oe O BE http:iiwww.sfvca.org:2085the © &) [ [C| Google

E_‘a_ufﬂnﬂ@’d Feload Stop Horme History

E

Horde :: My Portal x | I Gmail - Inbox (1) -

] You should end up with this screen
Welcome, info@sfvca.org

n 2 l= v B =@\ B & =

: Lain::ut Mail “Filters Mew alendar Motes Tasks address

E.. o
- COrganizing
E Information
ﬂ% opticns
- Log out

Then Click the "+"
next to the "Mail"

-
: 5 s e gl e,
A A A i A S ST N R kb e R b s, o R B o R

%2 Horde :: My Portal - Mozilla Firefox ‘;‘E”g‘
o

File Edit Tools  Help

Wiew  History Bookmarks

@@ @ @ @ @ (B http:iiveww.sfyca.org:2095tho © () Google e {3 Search

BECH:'DFWEFG Reload Stop Home History

|-@ Horde :: My Portal

X ] 1 Gmail - Inbox (1) - sfycaw... %

Welcome, info@sfvca.org

- [2] Horde
EI--- Mail (3}

...... @ Mew Message

..... EII’IIJD :]
ik T Filt?rk

s
E@ Organizing
=-[E] Informatian
&4 Options
Cl-gel] Log out

R e e et 'U.M—"“’-“-"‘-_xaﬂ__wh_hmn W o -l-m-ﬂh__‘_,_h‘* B B L e

ndar Motes Tasks Address
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SFVCA WEB MAIL ACCESS INSTRUCTIONS

&2 mail :: Inbox (3) - Mozilla Firefox ‘__|E|FY| :
File Edit “iew History Bookmarks ol

OB o ve O "l nttpuiivww.sfvea.org:2095/ho © @) | [Gl Google o) @ searchff

l_E_i_E_ll;_l_d:Drwarq___REIDad =top Home History

=2
You should end up with something like this; IZIZIplerﬁ;n:nln:ler

Tools  Help

Mail :: Inbox (3)

% | 1 Gmail - Inbox (1) - sfycaw... ¥

3

- Y @\ EoE

D--- Horde ch Feteh Mail Filkers Calendar Mites Tasks Address Boolk
sy .
i @ Rall (o) These buttons self expanitory
b [ Mew Message
; p Search ” y o . - . —— :
- £ Inbox (3] Inbox (3) B v ® Clickto send cut anew message 1 to 3 of 3 Messages ¢
i T Filkers Select: w ||| Mark as: w |Move | Copy | Messages to 4
EE@ Oraanizing Delete | Undelete | Blacklist | Whitelist | Forward | Miew Messages Hide Deleted | Furge Delete

+-[#=) Information D ‘4 # Date From Subject [Thread] Size !
¢ Options (8= 1 12/04/2007 lee@dpild.com Test €=  (iickon message to read 1KB
- Log out (8= 2 10:05:14 AMSFVCA Web Servant  Test Message FKBE
hBE 3 10:06:12 AWML ee Rose Test from Earthlink JKB

MRseen Answered Importart eleted Dttt Pérsonal

Click to set vanous options in Horde Mail

Click here to"Lag out’
of the web mail system

Done:

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;

As of: 12/8/2007 Pg 9 of 10



SFVCA WEB MAIL ACCESS INSTRUCTIONS

= http://wnwnwr. sfvca. org: 2095 - Mail :: Message Composition - Mozilla Firefox

Message Composition

ao [

Send Message Save Draft Cancel Message
Identity  infof@steca.org (Default Identity)
To | @
Ce | | G
Bec | | @
Subject | | g k
Charset |iestern (I50-8853-1) |
FE e .
=
Address Book Expand Mames Spell Check Special Characters Attachments ;.:
Save acopyin"Sent! ®
[]Requesta Read Receint ! [f you wish a receipt that the message was "read”
[ Switch to HTML composition T
Text S— . . 3
i You may use either HTML (bold text, various fonts, etc.} ;
Vours in Serwvice: or {as show) plain text 4
We suggest you stay with plain text 3
General Information Account 4
San Fernando Cocaine dnonymous
\
This is an automatically added "signature™ block. !
Itis located in "Options” - "Personal Infarmation” - "Signature” _'
(located at bottom of that page) 4
Zend Message Save Draft Cancel Message @
B
I Attachments
ile 1: .. || Attachment | k
File 1 I [ Browse ]| | 5
(Maximum Attachment Size: 52 428,800 bytes)
Save Attachments with message in sent-mail folder? (@
Link Attachments? Mo s (c b
¥
Done T ls@ 4
Ee—— e B F— e —— v S

This should give you enough information to receive and send email from your SFVCA Area
Service Committee account.

As of: 12/8/2007

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

Thank you for

letting us be of service.

SFVCA Internet Committee
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