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CS101: Algorithms and Programming I, Assignment No. 1, Web-based email service

Purpose of the Assignment:

         This assignment provides you a chance to be familiar with the mail service at Bilkent University.
Overview:

1. Check your settings and address book

2. Send an e-mail message to your friend

3. Designing your Signature (Always attach your signature)

4. Receiving and organizing e-mail

5. Forwarding an e-mail
6. Replying an e-mail

7. Searching for an e-mail


Using Web-based Email at Bilkent

Bilkent allows you to access your email from the web using a standard web browser (such as Netscape or IE.) Web Mail has the advantage that you can keep in touch even when outside Bilkent.

· Open one of the browsers (IE or Navigator) and go to Bilkent’s WebMail Services gateway at http://webmail.bilkent.edu.tr. You can also reach this page from Bilkent University’s main web page at  (http://www.bilkent.edu.tr/) by following the links >Internet Services>WebMail Services.
· Enter your account name, domain, and password, and then press the login button.

Check your settings and address book.

· It is frequently necessary to configure (set up) a program before using it for the first time. Luckily, WebMail requires almost no configuration, but  it is a good idea to take a look at its settings now so that you have an idea of what you can do later. 

· Click on the Settings link. 

· First choose a signature to be appended to every e-mail you send. It may be your name plus some extra information about your position and contact information, or perhaps just a short quotation.

· You can set the default language, message sorting, and miscellaneous options as you wish (but are best left as is!).

· Press the save settings button.

· To add your friend to your address list. Click on address book and enter your friend’s nickname, name, address and some notes if you wish. The nickname can be used instead of the full address while sending e-mails. Note that you can edit or delete address book entries from this page too.
Send an e-mail message to your friend.
· Click on the Compose button.
· Put the nickname or the address of your friend (like yourfriends_username@ug.bcc.bilkent.edu.tr) in the To field.

· Give your e-mail a Subject such as “First Trial”. (Click the mouse in the text field next to Subject or press tab until the text cursor reaches there.)

· Type your message text in the big empty box below, for example “This is my first e-mail”.

· Try to attach a file to your e-mail. Attaching means sending a file to the recipient together with the message. Any file can be attached to and sent with e-mail.

· Use Note Pad to write a text then save it as attachment1.txt. To attach the file to a current outgoing e-mail, click Attach File. The Attach File dialog is displayed. Browse and find the file named attachment1.txt, select it, and click on the Attach File button to attach it to the current e-mail. The name of the document will be displayed automatically in the Attachments field. You can add as many attachments as you want to the e-mail. 

· To detach the attachment Attachment1.txt before the e-mail is sent, click on unattach. Press the done button when you are finished with attachments. You should see the attachments listed below the subject field.

· Click on the Send button to send the e-mail.
Receiving and organising e-mail. 

· First, make sure that at least one of your friends sent you an e-mail, then click on check mail to see any new mail. This shows the contents of your inbox, the folder into which all incoming mail is automatically placed. Click on the subject text to view the actual message.
· Click on Folders to see a list of your folders. Folders allow you to organise your mail so you can locate it quickly. Incoming e-mails stay in the Inbox until they are either deleted or transferred to another mailbox (folder.)  When you delete messages they are sent to the Trash folder. Whenever you send an e-mail, a copy of it is automatically placed in the sent-mail folder (unless you changed your settings!) You can easily create, rename and delete your own folders from this page. Make one called “CS101” 
· Now click on the inbox or check mail link. You can move your mails from inbox to any other folder by putting a check mark next to them, choosing target folder and pressing the do it button.
Forwarding email: 

· Forwarding means sending a message which had come to you from friend A to another friend, B. Forwarding is useful when you think that some other friends may be interested in reading a message that has been sent to you. To forward a message, click on the mail to view it then click on the forward link. Put your friend’s nick name or address in the To field, then press the Send button. E-mails that have been forwarded are identified with an F in the Status column of their subjects.

Replying to a message: 

· To reply to an email means to send a response addressed to the original sender. First, open the Inbox and view a message from there by clicking on it, then click on reply. 

· A new message window is displayed with all of the sender’s original text quoted in the message body with each line preceded by a greater-than symbol (>). This text can be edited as needed. Additional text can be added to the reply just as to any outgoing e-mail, and the reply can then be sent or saved for further changes. Make some changes and click on send. E-mails that have been replied to are identified with an R in the Status column of their message summary.
Searching & deleting e-mail. 

· Select the ones you want to remove then click on Purge selected messages.
· If you receive lots of email, finding a particular message can become difficult. Luckily, WebMail provides a search option. Click on the search button and try to understand the facilities of this tool.
Don’t forget to logout when you have finished!
