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Access Web E-mail

1. Enter URL in the address bar of your internet browser http://mail.umt.edu.pk

2. Enter your Username without @umt.edu.pk and enter Password provided by OTS office.

Step 1. Enter URL in your browser

Step 2. Enter Username and password

: "l mail.umt.edupk € ]

. Unlversity of

: Management and

e Welcome tc
Less

Sign in to your account at
University of Management Welc

and Technology

Usermname: *
@umt.edu.pk .
Password: -

Stay signed in

Buil
Che

Can't access vour account?

@2011 Google Privacy Policy - Terms of Senvice

j‘f‘ﬂ' Unlversity of
H {: Management and
Bl Welcome t
Les
Sign in to your account at
University of Management Wel
and Technology
Usermname: test <:
@umt.edu.pk
Password: eeessese <:=
[] Stay signed in
(Signin [ Ne
— Bu
Ch

Can't access vour account?

22011 Google Privacy Policy - Terms of Service
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Introduction to Inbox
a) Reply, Reply All and Forward an E-mail

1. Signin your UMT E-mail account and click to open the E-Mail you would like to reply.

2. Click on Reply or Reply to All or Forward as required from drop down button on the upper right side of

the E-mail Text. You can also select required option at the bottom of the E-mail.

Step 1. Sign in your UMT E-mail account and click to open the E-Mail you would like to reply

Try on a new inbox: Classic  Important first  Unread first  Starred firsi

me Test Mai=  Test mail new - Flease re
Google Calendar Reminder: Seminar in Boys Comi
[umt.edu.pk] Quarantine Summary 12/10/2011 -
me Test Mails  Test Mail

Tumt.edu. okl Quarantine Summarv 12/05/2011 - t¢

Step 2 .Click on Reply or Reply to All or Forward as required from drop down button on the upper right
side of the E-mail Text. You can also select required option at the bottom of the E-mail.

Test Mail Inbox x Test Mais  x = |E

TEST ACCOUNT 4:29 PM ({0 minutes ago) -,

to OFFICE [+
D
PI ly to confi ipt of this E-mail. :
ease reply to confirm receipt o 15 mal
Kind Regards

Filter messages like this

Print

ﬁ ﬁ ﬁ Delete this message

Report phishing

e

Show original
Message text garbled?

Mark as unread
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b) Attach files to your E-mail
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1. To attach a file while composing E-mail click on Attach a file below the subject line.

2. Inthe browse window search for the required file to be attached, select it and press ok.

Note: File attachment limit is 25MB recommended because it will take huge time and bandwidth to

upload.

Step 1. CLICK on attach a file below subject line

Step 2. Search and select file from search menu.

Mail Calendar Documents Sites Groups Contacts More »

@ Choose File to Upload

(=]
UU ‘ , « Public Pictures » Sample Pictures v | 6',' [ Search Sample Pictures P ‘
Organize v New folder = v [ @

7 Favorites Pictures library Arce s Foldes ¥
. Bl Desktop Sample Pictures
Ma'l M m Save Now Discard & Downloads _—
| Recent Places
COMPOSE To | i Libraries g . -
: 5| Documents Chrysanthemum Desert Hydrangeas Jellyfish
Inbox (1,388) Add Cc Add Bee & Music £~ o e >
Impartant ' L B videos ‘ '
g)insert: Invitation ‘
Sent Mail _ T Koala Lighthouse Penguins Tulips
- 1% Computer
Drafts - B I U T-T-A-T &, Local Disk (C)
Follow up ca Local Disk (D)  ~
Misc Filename: Koala v [AnFites 0 -|
Com Dl e |
Step 3. Confirm filename and status as attached.
Mail Calendar Documents Sites Groups Contacts More »
|'\.,-"|a|| v m Save Now Discard Draft aut
COMPOSE B
Inbox (1,389) Add Cc Add Bee
Starred Subiet
Important .
P ) Insert: Imvitation
Sent Mail
Drafts (1) = €_C-\fakepath\Koala_jpg Remave >
Follow up Aftach another file
Misc
o 7-B 7 U T-T-A-T-@® es=
Chat
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c¢) Managing Spam E-mails

Due to the growing spam issues, we have implemented a solution to improve security and better
performance.

1. Daily E-Mail of your Quarantine Summary will be sent to you in which you will find a list of emails,
blocked by the spam filter.

2. Any E-mail can be unblocked if you are sure that it is not a spam by clicking deliver against the
respective email.

Step 1. Daily E-Mail of your Quarantine Summary will be sent to you in which you will find a list of emails,
blocked by the spam filter.

O More

The Official Google Blog - Lego robots and their young inventors come to Goo

Try onanewinbox: Classic Importantfirst Unread first  Starred fin

me test mail

. i,
[umt.edu.pk] @ne Summary 11%
[umt.edu.pk] Quarantine Summary 11/16/2011
[umt.edu.pk] Quarantine Summary 11/05/2011

Step 2. Any E-mail can be unblocked if you are sure that it is not a spam by clicking deliver against the
respective email.

[umt.edu.pk] faizi@umt edu.pk Nov 28 (2 days ago) -
to me [~

test@umt edu.pk

These messages were quarantined as potential junk or virus-infected messages, and have not been sent to your inbox. To deliver
a message to your inbox, click the Deliver link. To view the message in your Message Center, click the Subject link.

Junk MBSS&QES 1 Message Message Center
From Subject Date
mikeola@kochetov.com mox 1112812011 2:08 am ¢_Deliver
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Compose an E-mail

1. Click on Compose on the top of the left vertical menu.

Step 1. Click on Compose on the top of the left vertical menu.

Mail Calendar Documents Sites Groups Contacts More »

G Univeriity of
r@l Management and
‘\*__f Tachrolegy
Mail - m Save Now Discard

Inbox (4) Add Cc Add Bco

Starred
Attach afile Insert: Invitation

Important

g —

T7-B 7 U T-T-A-T-@eo0i=

Sent Mail
Drafts

Follow up
Misc
Priority
Chat

Search people..
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Understanding E-mail Groups

a) Create E-mail groups

1. Signinto UMT E-Mail.
2. Click Contacts (located above the Compose Mail button) on UMT Email page.

3. Click the New Group link on the left side of the Contact Manager, or select Create new from the Groups
drop-down menu.

4. Enter the name of the group.

5. Click OK.

Step 1. Click Contacts (located above the Compose Mail | Step 2. Click the New Group link on the left side of

button) on UMT Email page. the Contact Manager.
Mail Calendar Documents Sites Groups Cont Mail Calendar Documentis Sites Groups Contacts
- D et
P Manogemont an D

Teth
\"'."-"' wchnalogy

) ) Contacis - -t
_ AAMER NISAR
. NEW CONTACT
Mail
My Contacts (811) AAMIR ALI SHA
m Fool.com Hea
Imported 11/30/11 (811) ABDUHU AHMZ
Tasks
Most Contacted
e ABDUL BASIT
y Other Contacts
Starred Di ABDUL GHAFF.
irectory

]
Important ABDUL GHAFF.

Step 3.Enter the name of the group and click OK Step 4. The new group will appear on the left side
menu.

Mail Calendar Documents Sites Groups Contacts

S Zi. University of
b 4 Management smd
WP Technology

Contacts ~

NEW CONTACT

New group
My Contacts (811)
Please enter a new group name. Imported 11/30/11 (811)
, | <& :
Most Contacted
OK Cancel Other Contacts
o

Directory

b) Add Members to an E-mail Group
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Sign in to UMT E-Mail.

Click Contacts (located above the Compose Mail button) on UMT Email page.
Select the contacts in the Contacts list.

Open the Groups drop-down menu.

Select the group you'd like to add the contact to, or select Create new to create a new group.

o v ok W

If you have multiple addresses saved for a contact, you can choose which address should belong to the

contact group by opening the contact and clicking the small arrow next to the group you'd like to
modify.

Step 1. Click Contacts (located above the Compose | Step 2. Select the contacts in the Contacts list.
Mail button) on UMT Email page.

Mail Calendar Documents Sites Groups Cont

Calendar Documents Sites Groups Contacts More »
- el Sz University of
: L-l mmmlﬁd 4 4 ﬁmm?anﬂ
‘\_‘ __.r Technslogy "".-'.'r wchralogy

- ﬂ Contacts ~ = at -

Mail AAMER NISAR
Fool.com Hea AAMIR ALl SHAIKH

My Contacts (811)
Tasks

.| Imported 11/30/11 (811) ABDUHU AHMAD
Try ona new i
Test Group

Starred ABDUL BASIT
N Most Contacted

Imnnrtant ADMII SUATT AT
Step 3. Open the Groups drop-down menu. Step 4. Select the group you'd like to add the contact
to, or select Create new to create a new group
Documents Sites Groups Contacts More » Sites Groups Contacts More »
Ity of
mant and
i
- - 2y @ - 2+ 28 ., h
s}
v/ AAMER NISAR a v/ AAMER NISAR /My Contacts
@11 AAMIR ALl SHAIKH d AAMIR ALI SHAIKH " Imported 11/30/11
3
3011 (811) v/ ABDUHU AHMAD a v ABDUHU AHMAD
~ ABDUL BASIT 4 +/ ABDUL BASIT C_Apply 2
ted
cts

8|Page Office of Technology Support



University of Management and Technology
Step by Step Guide for UMT E-mail usage

Change UMT E-Mail Password

1. Sign into your UMT Email account at http://mail.umt.edu.pk

2. Click on your account name on the top right corner of the screen and select Account Settings from the
menu.

3. Under the Personal Settings select Changing your password.

4. Inthe new window, enter your Current password, New password and Confirm new password.

Step 1. Click on your account name on the to . .
. P y P Step 2. Under the Personal Settings select Changing your
right corner of the screen and select Account
. password.
Settings.
Personal Settings
TEST ACCOUNT
test@umt.edu.pk . .
_ Security ¢ Ehangmg your gasswurﬂ >
Privacy .
: Authorizing applications & sites
1-50f 5
_— . , Dashboard View data stored with this account
i3 account is managed by
umt.edu.pk. Learn more
_ Email addresses test@umt.edu.pk (Primary emall
Sign out : :
d as potential junk or virus-infe Dec i Multiple sign-in Of - Edt
Nov 30 . .
Connected accounts  View and manage your accounts from other services
as potential junk or virus-infect MNov 28
d as potential junk or virus-infe Nov 16 |

Step 3. In the new window, enter your Current password, New password and Confirm new password.

Web Images Videos Maps Mews Shopping Mail More -

Google accounts

Change password

Mote: you can't reuse your old password once you change it!

Current password:

Password str
Confirm new passworg.

[ Save ” Cancel ]
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Import Contacts to your E-mail

Sign in to Gmail.

Click Contacts (located above the Compose Mail button) on UMT Email page.

Click the Choose File button.

1
2
3. From the More actions dropdown menu, select Import....
4
5

Select the file you'd like to upload and click the Import button

Step 1. Click Contacts (located above the
Compose Mail button) on UMT Email page

Step 2. From the More actions drop down menu, select
Import

Mail Calendar Documents Sites

Groups Cont;

Mail Calendar Documents Sites Groups Contacts More »

:“‘\‘ Univershty of
.J.-“.-L Unlvevsity of l‘-r' Technology
M i Management and
Yy Technology

Contacts ~

My Contacts
" ¥ Cmport >
Mﬂll Most Contacted E
xport...
Other Contacts .
Fool.com Hea , Prnt..
Directory Find & merge ¢
Tasks New Group... Restore contac
: Import Contacts...
Try onanewi
Starred Chat
v First Name
v Search people
|mpﬂna"t Last Name

o TECQT ACTOLIMT

Step 3. Click the Choose File button.

Import contacts

We support importing CSV files from Outlook, Outlook Express
Hotmail, Eudora and some other apps. We also support impor
apps like Apple Address Book. Lean more

Office of Technology Support
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Step 4. Select the file you'd like to upload i.e. address book from the desktop.

& Choose File to Upload L
'\:}'\;J |- Desktop » - |J-,|| Search Desktop Fel
Organize « Mew folder =~ 0O @

n I Systermn Folder A
0 Favorites
Bl Desktop | tuhammad Faiz Chishti

& Downloads '& System Folder

. Recent Places |-

1 ' | Computer
. . X & | ':n}"\-lrn: Folder
7 Libraries ’

3 g

E Documents | Y . Network

ol Music Systemn Folder

(=] Pictures -

E Videos addresshook
Microsoft Excel Comma Separate...
MOKB

B Carmnter X g

File name: addressbook = | AllFiles () -

C_ Open _D Cancel

Step 5. Click the Import button.

Import contacts
We support importing CSV files from Outlook, Outlook Express

Hotmail, Eudora and some ather apps. We also support importi
apps ke Apple Address Book. Leam more

Please selact a CSV or vCard file to upload:
C\Users'6169'Desklopla| Browse.. |

Cancel
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Organize mails using labels

a) Create, Organize and Delete Labels

1. Click More at the bottom of your labels list on the left side vertical menu. If you don't see "More", grab

the gray dividing line with your cursor and drag it down to show more labels.

2. Click Create new label.

3. Type the name of your new label and click Create.

4. |If there's a message in your inbox you want to create a label for, select the message and click the Label

button in the toolbar above your message list. ‘Then, choose Create new.

5. Click the gear iconﬂ, select Settings, then Labels

6. Inthe 'Show in label list' column, click the 'show' or 'hide' link next to each label to choose whether it's
listed. You can also set labels to appear only when they contain unread messages; otherwise, they'll be

hidden.

7. If you see alabel you don't need any more, you can always click remove in the 'Remove label' column.

(You'll have to confirm that you'd like to remove the label by clicking Delete.

Step 1. Click More at the bottom of your labels
list on the left side vertical menu.

Step 2. Click Create new label

Mail Calendar Documents

COMPOSE Ec

Inbox (3)
Starred
Important
Sent Mail
Drafts

0% fu

Chat Using

f o il

o]

earch peop

& TEST AC.COLINT

Mail Calendar Documents

e . Wirvheersity of
b@l Management and
) ¥ Technology

COMPOSE

Inbox (3)
Starred
Important
Sent Mail
Drafts

Less -

Chats

Al Mail

Spam

Trash

Manage labels

reate new labe

Chat

an

0% f
Usin
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Step 3. Type the name of your new label and click Create.

New Label

Plzazse enter a new label name:

[] Mest label under:

Cancel

Step 4. If there's a message in your inbox you want to create a label for, select the message and click the

Label button in the toolbar above your message list % Then, choose Create new.

Calendar Documents Sites Groups Contacts More »

ST Univensity of
4 Management an q
NWr Technslopy

Mail ~ = = 0 ] [ s

Label as:

ESPMN.com - Big Ben exits game (ankle), retums in 2 {3“
| Inbox (3) @

Try on a new inbox: Classic  Important first | Pri
Manage labels

Starred

imoortant @ me Test Mail
mportan
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Step 5. Click the gear iconﬁ, select Settings.

test@umt edu.pk - ¢

Display Density:
v Comfortable
Cozy

Compact

Revert to the old

 ViTUS- look temporarily

r virus-

Report a bua

Step 6. Click Labels. Click the ‘show’ or ‘hide’ link next to each label to choose whether it’s listed.
You can also set labels to appear only when they contain unread messages; otherwise, they’ll be hidden. To
remove a label click remove in the ‘Remove label’ column.

Settings

General Labels Accounts Filters Forwarding and POPIMAP Chat Web Clips Inbox

All Mail show hide
Spam show hide show if unread
Trash show hide

Labels Show in label isD) (Show in message lisD Actions

[ Create new label ]

Test Mails :>5how hide show if unread :>5how hide ::’;yremove edit

0 conversations

Mote: Removing a label will not remove the messages with that label.
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b) Create a Filter

1. Click the down arrow in your search box. A window that allows you to specify your search criteria will
appear.

2. Enter your search criteria. If you want to check that your search worked correctly, click the search
button.

3. Click Create filter with this search at the bottom of the search window.

4. Choose the action(s) you want the filter to take.

5. Click the Create filter button.

Note: To keep organized, many people like to have incoming messages be automatically labeled and

removed from their inbox until they can look at it later at a more convenient time. If you want to do
this, make sure to select Skip the Inbox (Archive it) and Apply the label: when you create your filter.

When you create a filter to forward messages, only new messages will be affected. Any existing
messages that the filter applies to will not be forwarded.

Step 1. Click the down arrow in your search box. A
window that allows you to specify your search
criteria will appear.

Step 2. Enter your search criteria. If you want to check
that your search worked correctly, click the search
button. Click Create filter with this search at the

bottom of the search window.

'D Search
All Mail =
(] Mare From
|fai2@umt.edu.|:|k v

Wired Top Stories - Senator Wants Answers from DHS O To

18]

Try on a new inbox:  Classic  Important first  Unre :
Subject
me Test Mail
u
[umt.edu.pk] Quarantine Si Has the words
u
[umt.edu pk] Quarantine Si

Doesn't have L

[umt.edu.pk] Quarantine £

[C] Has attachment

[umt.edu.pk] Quarantine £

Date within

1day = of

i

amples: Friday, today, Mar 28
@e filter with this search 3»
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Step 3.Choose the action(s) you want the filter to take.

from:(faiz@umt.edu.pk) 'Q: |

« back to search options x

When a message amives that matches this search:

["] skip the Inbox (Archive it)
["] Mark as read v

] Starit

Choose label... &

] Apply the label:
Forward it add forwarding address

| Delete it

"] Never send it to Spam

"] Always mark it as important

"] Never mark it as important

O also apply filter to 4 matching q:
conversations.
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c) Edit or Delete Existing Filters

1. Click the gearicon nand select Settings.

2. Click the Filters tab. Find the filter you’d like to change and click edit or delete to remove the filter. If
you’re editing the filter, enter the updated criteria for the filter in the appropriate fields, and click Edit
filter actions.

3. Update any actions and click the Update filter button.

Step 1. Click the gearicon nand select Settings.

test{@umt.edu.pk ~

1-50f 5 CH- D
| il

Display Density:
v"  Comfortable
Cozy

Compact

Revert to the old

K OF Virus- look temporarily

k orvirus-  &oettingg

Report a bug
ink or virw
Help
ink or virus-infected mess Nov §

Step 2. Click the Filters tab. Find the filter you’d like to change and click edit or delete to remove the filter.

TIRUR DINLET Widss CIedned. LEQL e

Settings

General Labels Atcc:-umsF orwarding and POPAMAP  Chat  Web Clips  Inbox
The following filters are applied to all incoming mail: U, G

Maiches: from:[testi@umt.edu.pk) odt
Do this: Apply label "Test Mails

gelete

Create a new filter
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Adding a Personal Signature

4.

Sign in to UMT E-mail.

Click on thea, icon on the upper left side and select Settings.

Scroll down in the General tab, Enter your new signature text in the box at the bottom of the page next
to the Signature option. As you type, the radio button will shift from No Signature to the text box.

Click Save Changes at the bottom of the screen.

Note: Signatures are separated from the rest of your message by two dashes. You can delete it

manually before sending the message if you don’t want it. Just highlight the text and delete
it before sending.

Step 1. Click on theﬂ, icon on the
upper left side and select Settings.

test@umt_edu_pk ~ | $F

Display Density:
v’ Comfortable
Cozy

Compact

Revert to the old look
temporarily

i Report a bug

m

Help

e

Step 2. Scroll down in the General tab, Enter your new signature text in the box at the bottom of the page
next to the Signature option. As you type, the radio button will shift automatically .Click Save Changes at the
bottom of the screen.

Settings

Lal)els Accounts Filters Forwarding and POP/IMAP Chat Web Clips Inbox

Signature: _) No signature
{sppended at the end of all cutgoing messages) @ ¢

_|
[}
b
[0

i
il

B & U T T A = =

=>
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