Creating, Managing, and Using Contacts

Information Technology Services
Rossey Hall, Room 058; Extension 3350

_GOtMail? —

Introduction

This document is for those who wish to utilize the Contacts features of GotMail? to create and manage
email addresses and contact information. GotMail? Contacts is capable of storing a lot of information for
each entry, including Home, Business, and Alternate email addresses, and Notes. Contacts can also be
assigned to “Groups” that allow segregating contacts by categories. As the service is available from any
browser, the contacts information is always handy.
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This document is divided into the following sections:

= Creating a new Contact

= Adding a Contact from a message

= Crating and Managing Contact Groups
= Using and Managing Contacts

Creating a new contact in GotMail? Figure 1. GotMail? Login page

1. Log into GotMail? at http://gotmail.njcu.edu. (figure 1).

2. Click on the Contacts link at the top of most pages throughout the system. The link is circled
in figure 1, from the top of the GotMail? Inbox page.

robinson@njcu.ed Gntac@ Settings Logout
S —

@ New Message P Get Mail Find ?( Delete o |MarkasRead [7|MarkasUnread [P Flag Unflag ;E Properties
« you are using 2% of your 1.9 GE = Move to folder [V” 0ok |

= Smbnae £47 0 0L

Figure 2: GotMail? Inbox page toolbar section.

[Continued Next Page]
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3. Click on the New Contact button on bottom of the Contacts page, at the end of the email

addresses list (figure 2, circled). Viewing the button may require scrolling down the Contacts
page.

by

W GotMaqil?

Lannn™

robinson@njcu.edu  Contacts Settings  Logout

|j\j Mew Message l@lmport Conkacks >( Delete

$ Properties
ALL #4BCDEFGHIJKLMMNOPQRS
| Contact Groups
Friends Mail khis Group Delete
ALL # ABCDEFGHIJKLMMNOP QRS %
] Email Nickname Full Name
] robinson@nijcu.edu robinson@njeu. edu Properties Delete
[ jalexander@comcast.net  Jim Jimmy Alexander Properties Delete
] MMALONZO@MICU.edu Menandro Malonzo

Properties Delzte

[ Selected Contacts -> To; ‘ New Contact )

Figure 2: Contacts Management page.

4. Enter in a Nickname, Title (Mr., Ms., Dr., etc.), Full Name, and Birthday in the Name tab of

the Contact form page, as shown in figure 3. Leave the input box “Default E-mail:” as “not
specified yet” for the moment.

@ https:/fzotmail. njcu.edu - WebMail - robinson@njcu.edu - Address Book - Mozil... g @

Mame Home Business Othet Groups

Default E-mail; Mok specified wek

Mickname: |J|:|hn |

Tie: [ Full Mame:  [lohn Q. Public

Eirthday: V V i

Ilse Friendly Mame {John Doe =johndos@mail.com=)

Figure 3: Contact form page showing Name tab information.

Only the Full Name or Nickname field is required. The rest of this information may be left blank.
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5. Click the “Home” tab on the Contact form and enter the contact’s personal email address and

other personal information, as desired (figure 4).

Mame Home Business Other Groups

Personal E-mail: fjgpublicos7@hatmail,cor|

Street
Address:

Fax: | |

Statef | |
Province:

Zip Code: | |

Countryf | |
Reqgion:

Phone: i

City: |

Mobile: |

‘“Web Page: |

(=

Figure 4: Contact form page showing Home tab information.

No information is required on the Home page unless the contact’s personal email address is the only
information that is being kept for this record. In that case the personal email address is required.

6. Click the “Business” tab on the Contact form and enter the contact’s business email address
and other business related information, as desired (figure 5).

Name Home Business Other Groups

Business E-mail: hpublicEB@njcu.Edu

Company: b‘\.lew Jersey City Uni»{ Job Title: bmdent |
Adgtreesif Lot i Department: | |
Office: | |
City: Nersey City | Phone: | |
F‘ru:f-";lflu'::::l NJ | Eent | |
Zip Code: b?SDSl | Pager: | |
Caunkryf | |
Region:
Web Page: | H o ]

Figure 5: Contact form page showing Business tab information.
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No information is required on the Business page unless the contact’s business email address is the only
information that is being kept for this record. In that case the business email address is required.

7. Click the “Other” tab on the Contact form and enter the contact’s alternate email address and
additional notes on this contact, as desired (figure 6).

Mame Home Business Other Groups

Other E-Mail: |

Mokes:

Figure 6: Contact form page showing Other tab information.

No information is required on the Other page unless the contact’s alternate email address is the only
information that is being kept for this record. In that case the alternate email address is required.

8. [Optional] Click the “Groups” tab on the Contact form and check addition groups that this
contact may belong to, as necessary (figure 7).

Name Home Business Dther

] Friends

Figure 7: Contact form page showing Group tab information.

Each contact can belong to as many groups as necessary. Groups can be used to separate contacts into
various categories, such as “Friends’, as in figure 7. It can also be used to create personal contact lists.
More on using Groups can be found in it’s own section, below.

9. Now that all email addresses for this contact have been entered, click on the Name tab on the
Contact form toolbar to return to that information page of the form (figure 7, above, circled).

[Continued Next Page]
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10. Finally, click the down arrow of the drop-down input box for “Default E-mail:” and select the
default email address for this contact (figure 8, noted in square outline).

‘€ WebMail - robinson@njcu.edu - Address Book - Windows Internet Explorer

Lo

|§, htkps: [ fgotmail, njcu, edufaddress_boaok, aspemode=Formaid_record=751

Py

Name Home Business Other Groups

Default E-mail;

Business: jpublic23@njcu.edu b

Personal: jgpublic987 @hotmail.com

Micknamd:

Business: jpublic23@njcu.edu

Tite:

Full Name: |John Q. Public

Birthday: |

bl (el [

IUse Friendly Mame (John Doe <johndoe @mail.com =)

QDI(LD Cancel ]

Figure 8: Contact form Name tab showing Default Email Address dropdown menu.

11. Click the OK button to return to the GotMail? Inbox folder page (figure 8, above,

circled, lower right corner).

You can continue using the email system. (Hint: Click the Check Mail button on the GotMail? Inbox
folder page toolbar to check for new mail.) To exit GotMail?, click on the “Log Out” button available on

all pages.

To exit GotMail?, click on the “Log Out” button available on all pages.

Adding a GotMail? Contact from a Message
Contacts can also be added to the GotMail? address book directly from a received email message. To do

so, follow these steps:

1. Login to GotMail? , if not already logged in.

Figure 9. Login page.

[
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2. Open the email message of a sender to add to the Contacts list. To read a message click on
the sender’s address (From) or the Subject (figure 10).

robinson@njcu.edu  Contacts

« You are using 2% of your 1.9 GE =

@ Mew Message E{J Get Mail Find >< Delete v |Markas Read [ Mark as Unread F] Flag Unflag 3; Properties

Settings  Logout

Move to folder [+

[ Inbox (13 +53)

" F Date Si Subject
[ Sent Messages (17) Lo e bbb ik ke ]_El: i ined
A Drsfts (1) O . PreciseMail@NICU.edu 3:30:34 PM 04/222007 2K ﬂ::;z‘;’;:'(i"‘]?r’:’atﬁ"_‘;a?_zum)
& Trash (16 +34) Middle States -Academic
B3 [ & UCASL@MTAZ.SRY HCYLNY.CY.NET 1:21:00 PM 04/22/2007 16K Department/Program
ithor ( +14) Assessment Timeline and Inf...
= 2 PreciseMail Quarantined
q o 1
Manage Folders E PreciseMail@NICU.edu 7:01:23 AM 047222007 1K Messages (expire 06-May-2007)
g - 7 e 224 FWD: RE: Academic Program Festival
O robinson 16747 PM 0452002007 K - Spring 2007
ol rohincon 1-54-07 Phd OAFOIPO0T A2 FWH Introdicinn Sothlailz

Figure 10. Inbox Index page.

3. Click on the right arrow (®) located to the right, on the From: line (figure 11, circled). This
action will pop up the Contacts form Name page (figure 12).

robinson@njcu.edu Contacts

Settings  Logout

hove to folder V

Back to List |j3 New Message Qq] Reply @4) Reply Al E;@ Farward VQ Redirect @ Prink B ?( Delete < I - OE
) Ok
Fram: Donna Fiscopo < dpiscopo@HICU.edus {
To! STAFFEMNICU. ey Y

Figure 11. Top of the message page showing toolbars and part of the header information.

Information on the Name page is pulled from
whatever information is available from the
message. In this example, a business email
address and the Full Name of the sender were
taken from the message.

NOTE: GotMail? enters the address information
from the message into the Home (Personal)
address page by default and sets this address as
the default email address (circled). In this
example, the address is actually a business
address, so it will have to be moved to the
correct address page.

4. [Optional] Enter Name information for this
contact (Nickname, Title, Birthday), and
then click the Home tab.

@& https: Meotmail. njcu.edu - WebMail - robinson@njcu.edu - Address Book - Mozil. .. g

Name Hgme Business Other Groups

Default Ern€\I: [Personal: deropo@Micy.edu v
—

Mickname: onna
Tile: Full Name: Donna Piscopo

Birthday: v :v v

Use Friendly Mame (1ohn Doe <johndos@mail.com=)

hittps:ifgotmail njcu.edufaddress_...  gotmail.mjcuedy @ | v FoyTr 2 v (McAfessiteadviser) ~ (&)

Figure 12. Contact form Name page.
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. 3 s:/fgotmail. njcu.edu - WebMail - robinson@njcu.edu - Y
5. On the Contact form Home page (figure 13), =S — =0
highlight the contact’s email address. T e E
Street [ |
6. Shortcut (right-click) the highlighted address | | " = o
and select Cut from the context menu. | o N a
(This step can also be accomplished using the e et H
keyboard shortcut, Ctrl-X.) state] Select 4l
Province: Add a Keyword for this Search,..
Zip Code: @ Stumble within ‘dpiscopo@M1CU.e..."
7. [Optional] Enter the remaining personal oyt [ T e et e
H H H H Region: ell check this Figl
information for this contact, if known. e [ -
. .
8. Click the Business tab.
Done gotmal.njcu.edy (& 5 [MchfesSkendviser ~ (&)
Figure 13. Contact form Home page showing context menu.
. & https://gotmail.njcu_edu - WebMail - robinsen@njcu.edu - Add. .. E] =
9. O_n the C_:ontact form Business page, shortcut T ouances BIE
(right-click) the empty address box and select soss e ||
Paste from the context menu (figure 14). e e
Strest
. . . cldress: ]
Hint: This step can also be accomplished -
using the keyboard shortcut, Ctrl-V. e 1% —
Gy [| oesdl 1
- P - Add a Keyword For this Search...
10. _[Optlona_l] Enter the remaining business | st et os o 1
information for this contact, if known. 2 Codes Fager:
Country)
- - Region:
11. [Optional] Cll_ck the Other tab_ and enter an Webfaga: | =
alternate email address for this contact.
Done gotmail.njcu.edu &% 7 (MecAfeeSiepdvison) - @
12. Click the Name tab. Figure 14. Contact form Business page showing context
menu.
. @ https:/fgotmail.njcu.edu - WebMail - rebinson@njcu.edu - Add. .. E] [
13. The Default Email box on the Contact form e T g
Name page now shows that the default email . E,m@u—‘smss:},Smm@mcu,edu o
address is from the Business page (figure 15, Nk |
CerIQd) e [ | Fulname: Donna Piscopo
Birthday: (] [ae] [+
The Default Email address is used whenever this Use Frisndly Hiame (John Dos <chndos@nal. cor
contact is selected from the Contacts menu by [ Lcmml
clicking the contact name.
14. Click the OK button to close the Contact
form, save the new contact information, and
return to the GotMail? Inbox.
Done gotmail njcu.edy & - @
Figure 15. Contact form Name page showing new default.
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Adding GotMail? Contacts from Outlook

Procedures for this process are covered separately. Please refer to the document titled *“Importing
Contacts from Outlook”, located in the ITS website support page.

To exit GotMail?, click on the “Log Out” button available on all pages.

Creating and Managing GotMail? Contact Groups

As noted in the section on creating contacts, each contact can be assigned to one or more contact
groups in GotMail? The Groups list is displayed at the top of the Contacts page (figure 16). By default,
all members of all groups are shown on the contacts page. This is indicated by the “All” in the Groups
section in bold face (circled, middle of graphic) Members of each group can be displayed separately by
clicking the name of the group in the Group section of the Contacts page.

|t
100 =
W0 GotMail?
E‘&‘ =y .
Elececly
robinson@njcu.edu  Contacts Settings  Logout
|:ﬁ Mew Message Impork Conkacts >< Delete ;E Properties

| Contact Groups

Friends Mail this Groug Delete
‘_Jew Group .

ALL #AECDEFGHIIKLMNOPQRETLUYW XY
[] Email Nickname Full Name
[ robinson@njcu.edu robinson@njcu.edu Properties  Delete
[ jalexander@comcast.net  Jim Jirmy Alexander Properties  Delete
[ MMALONZO@MICULedu Menandro Malonzo Properties  Delete
[ Selected Contacts -> To;

Figure 16: Contacts page.

To create a new Group,

1. Click the New Group button (circled above, on right). This will bring up the New Group dialog
page (figure 17, next page).

\ Continues next page
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robinson@njcu.edu Contacts

Settings Logout

Back to List Back to Address book @ New Message Import Contacts }( Delete

Group Properties

Group Mame: Assessment Committee
All ABCDEFGHIJKELMMNOPQRST
[] Email Nickname Full Name
[] MMaLONZO®@MICU.edu Menandro Malonzo
[0 ipublic23@nicu.edu John John Q. Public
[] admissions@njcu.edu Admissions Office (MICU)
asmith@njcu.edu Alan Smith (NICU)
[] bnewsome@njcu.edu Brandon Newsome (MICU)
[ chunter@MiCU.edu Carolyn Hunter (NICLI)
cshamburg@njcu.edu Chris Shamburg (NICU)
[ eraditz@njcu.edu Edward Raditz (NICU)
fforgett@njcu. edu H. Frandsco Forgett (NJCU)
[[] ggorden2@Micu.edu M. Gary M. Gordon (NJCU)
[J  gegry@nicu.edu George Egry (NICU)
[ helpdesk@nicu.edu MNICU Help Desk
[ jarreyo@njcu.edu E Juan E. Arroyo (NICU)
‘L1! shamlin@aing ad Lyn Hamlin 1010

i Properties

Figure 17: New Group page.

2. Enter a unique Group Name. This example is creating a group called “Assessment

Committee”.

3. Click the Checkbox next to Email address for each contact that is to be included in this group.

4. Click the button at the bottom of the page. The new group will be added to the Group

section of the Contacts page (figure 18, next page).

To delete a group, click on the Delete link on the line of the group.

Continues next page
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1yt
L .
W GotMail?

robinson@njcu.edu Contacts

Settings Logout

Back to List |_F}3 MNew Message Import Contacts >< Delete

¢ Properties

Contact Groups
Assessment Committee
Friends

Wark

AllL =ABCDEFGHI] JPQRSTUYW

Mail this Group ~ Delete
Mail this Group =~ Delete
Mail this Group ~ Delete

Figure 18: Top of Contacts page with new group showing.

Clicking on the Group Name will display the Group Management page, which lists all contacts with
checkboxes showing members checked off. To add/remove members check or uncheck these boxes.

Note: You can also assign contacts to a specific group from the Groups page of the Contacts form, while
creating or managing a contact, as discussed in the section on creating a new contact, above.

To return to the Inbox folder, click “Back to List” button.

To exit GotMail?, click on the “Log Out” button available on all pages.

Using GotMail? Contacts

Click the Contacts link to send a message to contacts and groups.

robinson@njcu.edu Contacts

|jh Mew Message @Import Conkacts >( Delete

| Contact Groups

Friends

[ Email Nickname
[ robinson@nijcu.edu
[ jalexander@comcast.net  Jim

[ mMMALONZO@MICU.edu

[ Selected Contacts -> To: ]

Settings  Logout

?t Properties

ALL #ABCDEFGHIIKLMNOPORSTLUY WYY 2
Mail this Group  Delete
ALL # ABECDEFGHIJKLMMNOPQRETUNW XY Z

Full Name
robinson@njou.edu Properties  Delete
Jimrny Alexander Propetties  Delete
Menandro Malonzo Properties  Delete
Mew Contact

Figure 19: Top of Contacts page showing groups and contacts.
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Refer to figure 19, at the bottom of page 10, for the following instructions:
To send a message to a predefined group, click the “Mail this Group” link for that group.
To send a message to an individual contact, click on the contact’s email address.

To send to an adhoc group of contacts, click the checkbox next to each contact to be included and then
click the “Selected Contacts -> To:” button.

To delete an individual contact or group, Click the “Delete” link on the same line as the group or
contact.

To delete a group of contacts, check each box next to a contact to be deleted and then click the “Delete”
button on the Contact page tool bar.

To exit GotMail?, click on the “Log Out” button available on all pages.

Help & Related GotMail? Documentation

For help or additional information regarding using GotMail? Contacts, please email the university Help
Desk at helpdesk@njcu.edu. Send comments and suggestions regarding this document to
comments@njcu.edu.

Additional GotMail? documentation can be found on the ITS website Support page,
http://www.njcu.edu/dept/its/support.html#webmail
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