GWAVA DIGEST USAGE PROCEDURES, MARCH 2008

The GWAVA 4 digest e-mail looks like this
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. You will see the Manage MY quarantine button in grey. Click on it



You will see a login screen and you enter your e-mail address and GroupWise
password:
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Initially, you will see the following screen:
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Welcome to the GWAVA 4 Quarantine Messaging System!

You may watch the tutazial new or use the Tutorial link at the upper zight of you browser window to view st any time. Allermatively, elick the Quarantine tab to begin reviewing the messages.

Available Tutorials

+ The messagelist
+ Searching for ressages
+ Customizing your options

Introductory tutoral

Helpful Hints
1f you maintain ore than one wailhox, or have wore than one incoruing e-roail address, consider consolidating your e-ail addresses.
Consolidation means:

* Logging in with a single e-rail address will display ll your e-rail from all of your assounts, allowing you to mavage all of your equarawtined mail without baving 1o logout and log in again. You can still use searches to separats out your e-mail, and save your
seanches (see below)
+ You worlt receive multiple digests - < single digest will comprehersively list ¢-znail fioz multiple srcomts

1t's easy to consclidate, Just click the Orptions tab abave, then select "Addresses”. You may add any addresses to your aceount that you can successfidly authenticate sgainst ChroupWise for, ineluding nicknames and aliases. (For some items, such as Distribution
Lists ox Recouress, you ay need assistance frow your Adinistrator(s)).

S the theee iroms 5 bl 3 just o the searchiarea? Yom can use these to Load save, and delete specific search queriss, 16 yor find o ase often searching for the same thing, this can be & big tiree sever!

If you click on the tutorial, it will run a video showing how to use the
quarantine, you will need speakers to hear it. This will be limited to the first
few times that you login. Afterwards you can access the tutorial by clicking
on "Tutorial in the upper right part of the screen. If you don't want fo see
it then click on the Quarantine tab and it will look like this.
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It shows the messages that have been in your digest and you can release
them or delete them. If you release them, they will be transferred to your
mailbox and a copy sent to a GWAVA mailbox. Those are checked again to
make sure that they are in fact good messages (HAM). Next, they are
transferred into the HAM database where they are used to keep e-mail with
those characteristics from being filtered. This process will take a few
weeks to build up enough mail for this feature to work.

You can search your database of blocked messages by subject, sender,
sender domain, recipient, recipient domain, or spam score. Under advanced,
you can refine your search by type of blocking that occurred and sort by
different criteria.

If you click on the options page, you can set your options, below are some
basis settings that will show messages using the 12 hour format, 50 to a
page and show 24 hours worth
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DATE / TIME FORMATS

Defines how dates and times are displayed
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This document will be posted on the IT web page. If you find a glitch or bug
in this document please contact the helpdesk at ext 1234.
Thanks and may all your e-mail be HAM!



