To Access your County email account from the Internet:

1)
2)
3)

4)
5)

6)

7)

Open an internet browser window (either Internet Explorer or Netscape)

Browse to the County Website (_http://www.co.sauk.wi.us)

In the center menu bar (light green) find the right most link titled “iNotes” . Click
this link.

You will be prompted for a username and password

In the username field, type in your first initial and FULL last name - no spaces or
commas (all lower case)

In the password field, type your password — (this password is assigned to you by the
MIS Helpdesk (355-3555))

Your email box will open — use the following guide as a reference in using the email
system.

For assistance you may call the MIS Helpdesk at (608) 355-3555 during regular business

hours.



Most Recent
Messages

Quick Links — for
access to other
Informatnion

2§ welcome - Microsoft Internet Explorer =& x|
Fle Edt View Faverites Tooks Help | &
. . | & T e L e =
@ Back - () - |ﬂ @ (o ) Search 7 Favaries 2} | - ) .M ij
Address [&] 1 <o, saukwi Jcome POpenDacumen\(ICALINH=EF 1 331 4951 barap1 Ba7héta / & | unks
[P Doming” Web Access \ Logout | Prafersncas Help
) Welcome ” Mail - ” Calendar - }[ To Do - ” Contacts - "\Jntahnnkv l
Wednesday, April 05, 2006
Welcome Steve Pate / G hd
Hew -~ | Edit Layuut...|@ | \ /
New Mail
| |who | |pates | Time | Size ubject
B 3 I C Agenda
Bonniz Manning 04/05/2006 03122PM /2 Ret April MIS Comnittes
3ally Cabb 04/05/2006 05121PM 1654458 Fui This is cute !t
Corene Ederer-Skiar 04/05/2008 03121PM A515¢2 Fui WI Land Info, Strategic Planning for GIS in W1
Jilline Dobratz 04/05/20086 03110PM 4377 4/11/06 Agenda
ENT Newslins 04/05/20086 02:03FM 11129 ENT Newsline: Appls Launchas Softuars To Run Windows %@
Toni Metutchin 04/05/2006 0156PM 815 Hew Access Authorizstion Requested
schammer, Bob 04/05/2006 OL144PM 16774 Re: Question Regarding Serer Room/Gomputer Room Temperature
Barbara Walsh 04/05/2008 0L21PM 1673 Sauk County Website Respanses
Louis Prista 04/05/2006 0Li1zPM 8202 Ra: Quastion Regarding Server Room/Camputer Reom Temperatura
Quick Links

Unapproved Committee Minut®s Mailbox

—

BTrash
&) pone [T [ [ [ neernet
o] [p@EOO@d 7| @n| e e @] En] @cl[Ew G Do el 2w @5 B D@ ®o | JoL LSNP0 B ELUNTE wem

Figure 1. Initial Welcome Page

Above is the initial welcome page. This is the first thing you will see upon successful
login to the system.

To Access your inbox, select the “Mail” Tab.



Navigating the Inbox

J File Edit ‘iew Faworites Tools Help
| &Back ~ = ~ @D &t | @ Search GEFavoites <AHistory | By S 0] +
JAddT’eSS I@ fiNotes/Mail/?OpenDocumentdPresetFields=s_ViewLabellnboxs_ViewName; %252 24Inbox>29& UNH=vj2gkE95pndl ﬂ2k§7‘/

7

@immm. W aers ;/ Sort by
Name or

Welcome Mail - Galendar - To Do List .- Contacts .- Notebook

Nied Test
Manday
16 ulis, zo01 Date
03:58PM
- 2eply Delzie || Mark Read =
4 Sy b Subject
3 e v meiz 07/16/2001 2634 What's New in QuickPlace meis
¥ Mary Miedringhaus 07/11/2001 1028
SEE MY T A Mary Niedringhaus 07/11/2001  S0561
i 2 3 4 5 6 7 Y Mary Miedringhaus 07/10/2001 1008 Invitation: test (Jul 19 02:00 AM COT)
g 9 1011 12 13 14 D InctesOutlock 07/09/2001 2632 sys adrain maeting
15 16 17 18 12 20 EA Test
22 23 24 25 26 27 28 Glenn Haneock 07/09/z001  9z1 test
29 30 31 dlenn Hancock 07/09/2001 938 test
Kathy iCox 07/09/2001 1177 Re:
Inbosx Gammm 070672001 1982 test
Drafts
Sent
#ll Docurnents Click on an
Trash W y

message to open.
If you right click
you get the same
options as below

I~~~

Click to go to
various folders
Right click to create
a new folder,
rename a folder or
delete a folder

Forward || Refre Move « Mark Read =

To Falder
e Frorn Foldar

Falder

**Quick tip: You can choose to have your mail
permanently go from newest to oldest by clicking
on preferences and choosing




Delivery Raport

Creating a New Memo
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Use these buttons to modify the attachment view
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Add an unlimited amount of attachments by click on the folder or you
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You can format your test in various ways such
as color, indenting, outdenting, bullets,
numbered lists and headlines

You can also insert pictures, links to webpages, spell check and choose your
dictionary



To insert a picture click on the button

You can insert an image either by importing an image file from your computer, or by selecting an image fram the
iMotes image gallery.

Select an image {.jpg or .gif format) to import from your computer by clicking the folder icon below. {You can also drag

an image from your desktop.)
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Click on browse to find the picture or drop and drag a picture
into this area

You can also choose from preset pictures by clicking here

Or, select an image from the ozhiery by clicking the button below:

Select Image

Click the Mext button when you have finished filling out this form.

Insert a link by clicking on the link button

Alink is a "hotspot” that leads to anather page when clicked on by a reader.

¥hat is the Internet address {e.qg., http://www. lotus.com) of the page that you want the reader to go to

when the link is clicked?

(Tip: to identify a page that you wish to link to, browse to the page, copy its address from the top of the
page, and paste it above.)

What is the title of the link? {The title i the hotspot text which, when clicked, will lead to the above address.)

Click the Insert button when you have finished.

You can type the URL or browse for a page and copy the URL once you find it,
then just give the link any name you would like.

H



Navigating the Calendar
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New Calendar Entry
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Enter in the information by clicking on the blue links, iNotes will not automatically
fill in part of the name so it is best to pick them all from the Directory.
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You can
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The scheduler tab lets you view your invitees schedule
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After the invitation is entered you
can change your invitee list, and
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Setting Preferences

Mail Tab -

Mail | Calendar | Work Hours | Delegation | Archive | DatefTime | Other |

This mail file belangs to: INied Test/TestVashingtan University

Display Options
Sort mail:

& pscending (new mail goes to bottom)

" Descending (new mail goes to top) Set mail sorting options

Send and Receive Options
™ automatically append a signature to the bottom of my outgoing mail messages
Signature:

Check above box to add this signature to all

emails
Sending Receiving
Save sent mail W Check for new mail every I 5 minutes
& slways keep a copy ™ Prompt when new mail arrives

© Don't keep a copy
© Always prompt

Folder Management
Select a default folder for the 'Copy and Close' action Folder... |




Calendar Tab-

| v ¥ Remove meeting invitations after I respond to them

B
Mail | Calendar | Wark Hours | Delegation | Archive | DatesTime | Other |
Calendar Defaults
Calendar entry type IMeeting j
appaointment and meeting duration I—EEI minutes Set the default entry type
Anniversaries repeat for |—1EI years

Automatically check for time conflicts when scheduling

" Enable for appaointments and meetings

Calendar Display This will change the hours in your

Start displaying times in Calendar at: ID?:EIEIAM j calendar view
Stop displaying times in Calendar at: ID?:EIEIF'M j
Each calendar time slot lasts: IEEI minutes j

I Autoprocess Calendar Invitations

|D|:| not autoratically process meeting invitations j

Inbox Management You can auto process invites from

all or certain people or delegate the
management of your invitations to
someone else

* Meeting messages appear in my Inbox
" Don't show meeting replies in my Inbox

" Don't show any meeting messages in my Inbox

H

This option will
remove meeting
invitations from your
inbox after you have

responded

By choosing not to show meeting replies in
my Inbox acceptances and declines will
automatically be delivered to your All
Documents folder

Auto process options:

Do not automatically process meeting invitations

Automatically process meeting invitations from All Users
Automatically process meeting invitations from Following Users
Delegate Meeting Invitations to the following person

***Note a Delegate Meeting Invitation means that the meeting is delegated. Not just the
invitations



Work Hours Tab -

Mail | Calendar | Work Hours | Delegation | Archive | DatefTime | Other |

Out of Office
Send an automatic reply to let others know that you are out of the office and when

you will return,  Settings...

Work Hours
My normal office hours are:

™ Sunday |03:0040 - 12:00P, 01:00PM - 05:00PM

M Maonday 090040 - 12:00P, 01:00PM - 05:00PM /Shows the available meeting

W Tuesday |pg:004M - 12:00PM, D1:00PM - 05.00PM ~_~" hours, by default notes adds lunch

¥ wednesday [iz-004M - 12.00PM. 01.00PM - 05 00PM hour from 12:00 — 1:00 you may
want to remove this

M Thursday 090040 - 12:00P, 01:00PM - 05:00PM

M Friday 090040 - 12:00P, 01:00PM - 05:00PM

™ saturday |03:0040 - 12:00P, 01:00PM - 05:00PM

allow only these people to view my availability for meetings

| b

T

***Note: Best practice is to not use this field

If you add names to this field ONLY THOSE people can [
view your free time. This means that anyone not in this list
will not be able to view your free time from the scheduler




Delegations Tab -

Mail | Calendar | Wark Hours | Delegation |Ar|:hixre | Date/Time | Other| The options

Allow the following people to ... set access for
Fead mail, calendar, to do, contact, and journal entries the whole
database,

| J including mail

Fead mail, calendar, to do, contact, and journal entries and send mail on my behalf

| 5] < and calendar
Fead, send, and edit mail; Read and edit calendar, to do, contact, and journal entries;

Delete calendar and to do entries

| hd

Delete draft mail composed by delegates

| hd

Calendar Read Access

© Anyone can read my calendar

& allow only the following peaple to read my calendar
|Mary Miedringhaus/MSCHNS ANWashington University j

Calendar Author and Editor Access
 Anyone can create and edit entries in my calendar

& allow only the following people to create and edit entries in my calendar
Mary Miedringhaus/MSCHSAVashington University j

To give some CALENDAR only access choose from the last two options. Give
access with the 4 top options also give access to your mail.




Syncing Contacts

Your local address book contacts can be synchronized with you iNotes contact
list. To do this go to your inbox and click on Actions — iNotes Web contacts —
Synchronize contacts
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Logging Out
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You are now logged out. all files relating to your mail session have been deleted from your temporary Internet files folder,

Logout for Shared PCs or Kiosk Users

(& Secure: Delete all traces of my personal use of iNotes Web Access and Web pages from this computer but keep pragram elements
(boosts performance when next person logs on).

@& More secure: Delete all traces of ikotes WWeb Access and all other Web pages in the temparary Internet files folder.

If you are using iNotes from a machine other
than in your office or at home you will want
choose the most secure options for logging

off




