Revised Webmail Instructions

Webmail can be accessed from any computer that has internet access at the following link:
http://mail.communityaction.com/IClient

User name : Your email address (jdoe@communityaction.com
Password: Enter your password

Image below is what the new login page looks like: Put a check in he “Remember my username” if

you want it to remember this for next time you log on. Do not put a check on the “Remember my password”.  Click
“Login”.
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This is the 1° page you'll see when you login — it defaults to your InBox. The “Sent” and “Deleted” folders will not

appear until you actually sent/deleted an email. You can create sub folders under the inbox, sent - click on the New
Folder option at the top of the left hand column.

Email addresses were not imported.

In the right side is the “INBOX” — it is very easy and user friendly - above the email window are all your options — New,
Delete, Reply, Reply All, etc.
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When you click on your email to read it — next to the name on the “From” field — you have the option
to add this person to your Address Book. On the right side is the “Print”.
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From: Amy Cavender Add to Address Book
Ta: Lupe Sauceda, Carole Belver
Date; Sunday, February 20, 2011 11:09:37 AM
Subject: Re: Amy's telephone
What ever happened with this?
—Amy

On the left hand side click on Preferences (see image below)
This is where the “Auto Responder” is located:

Auto Responder — will send your message to your sender each time they email you.

Vacation Message — will send your message to your sender only the 1°** time they email you.

Signature — create your signature here. You can copy the signature from your Microsoft Outlook and paste it into this
box so you don’t have to retype it.
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Calendar and Rules are options - I've not had time to explore and learn more about these.

Employees who use webmail only - Please maintain your mailbox by deleting messages that are not needed and
emptying your “Deleted” box on a regular basis. You can delete multiple messages by putting a check in the box to the
left of the email and then click on “Delete”.
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