College of Marin Email Accounts Fall 2010

marin.edu Email Access, On-Campus

There are two email accounts assigned to each full-time and part-time faculty member,
firstname.lastname@marin.edu, referred to as your marin.edu account and
yourlogin@mycom.marin.edu, referred to as your MyCOM account.

The marin.edu account is your official College of Marin address. It is the address
found in the employee directory, it is on the web, and it is in the college server global address
book. When college email is sent to the faculty and staff, this is the account to which the email
is sent.

You can login to your marin.edu account from any on-campus college office computer
using the following steps:

1. Ifyou are already logged onto your own office computer, you can open Outlook and access
your marin.edu account.

Welcome to Windows

2. Ifyou share a computer and another user is
logged in, use the start menu to logoff the other
user and wait for the Welcome to Windows

screen. If the computer is turned off, turn it on,

S, . &= Press Ctrl-Alt-Delete to begn.
and it will display the Welcome to Windows = ' °

Requiring this key combination at startup belps keep your
screen. comprter sacure. For more informakice, chick Help.

4. Type your user name
(usually firstnamelastname),

Cogorana
type your password iR
(usually your firstname,m S
choose MARIN from the drop-down menu, and —| 15 te: 3

i T

You will see your personal desktop view from the College of Marin server.

press OK. ‘

5. From the Start Menu, open Outlook to access your marin.edu email account.

The first time you open Outlook after you login to the college network on an office
computer, you will see a window asking if you want to set up an email account. Answer yes,
and the account information matching your login will be automatically displayed including
your inbox, all of your email, your sent items, your contacts, and any items you added to the
calendar.
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marin.edu Email Access, Off-Campus

You can login to your marin.edu email account from any off-campus college office

computer using the following steps:

1. Ona PC, type this address into your browser’s address bar: https://mailz.marin.edu/owa.

2. When you see Office Outlook Web
Access login screen,

a. choose the Security level based on
the computer on which you are
working
b. Do NOT select:
Use Outlook Web Access Light
c. Login with:
marin\firstnamelastname
and your password

(the same login and password you use for
faculty email)

5 I Pidosofe :
£ Office Outlook web Access

Security ( sho nation )
& public or shared computer
© Thisis a private computer

his computer

complies with your organizatior

Il Use Outlook Web Access Light

T Ol marin'aliceldieli

Password:

nected to Microsoft Exchange
7 Microsoft Corporation, All rights reserved.

When you login, the default view is your Outlook Exchange inbox with common email

management options.
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mycom.marin.edu Email Account

The mycom.marin.edu account is the email address students see on their course home pages
from the MyCOM portal. It is the one students will automatically use when they follow the
portal instructions, Click an instructor name to send email.

Messages from Admissions and Records about grading, registration, and other course
related items, will be sent to this address.

You can login to your own mycom.marin.edu account from any computer with Internet
access using the following steps:

1. Inyour browser’s address bar type: mycom.marin.edu. When the page is displayed, the
address will change to: https://mycom.marin.edu/cp/home/displaylogin.

/€ College of Marin Login - powered by SunGard Higher Education - Windows Internet Explorer

é @ J % | hitps marin.edy v & [ [*][ x| [*q o~
Ele Edit View Favorites Tools Help

¥ |93 - | § college of Marin Log... X | @ College of Marin Intranet | ¥ Google § College of Marin Login -... fir - bd o - [ @ - @~

~

COLLEGE OF

Welcome to MyCOM Portal

MARIN

Secure Access Login
User Name:

Password:

Login Cancel

Having prablems logging in?

—

Forgot Passwaord?

Need Assistance?
Admissions:  415-457-8811 x8822
DSPS: 415-485-9406
Older Adults: 415-485-9305
ESL: 415-485-9042

para mas informacidn

Welcome to MyCOM Portal.

MyCOM Portal pravides secure access and offers a variety of Intranet and Internet services far
College of Marin students, faculty, and staff.

Students can use MyCQOM to register; search for classes by subject area, campus, dates and times;
pay fees; review academic history and personal information; communicate with instructors by email;
and much more. For more information regarding registration related questions please contact the

Admissions Office at 415-457-8811 x8822.

Instructors will be able to use 3 wide range of portal features, including viewing up-to-date class
rosters, submitting grades onling, sending and receiving email using MyCQOM portal email; and more.
For more information contact the Admissions Office at 415-457-8811 x8822.

FAQs
1. How do I obtain a MyCOM account?
The MyCOM Portal is available to new and continuing College of Marin students; and also to faculty

and staff. If you have never enrolled for credit or noncredit classes at College of Marin, please see
our anline instructions for submitting an application.

2. On this screen, type in your MyCOM username and password. You may have received

those in a letter from the college.

By default, your user name is your first initial last name with no spaces, but if that
combination is in use, you would have been given a different user name. Your user name is
not case sensitive. Your default password is your birthdate in the format of six digits.

The first time you login, you must change your password and setup two security questions.
You can change your password again, anytime, from the My Account link.
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Welcome to MyCOM Portal

COLLEGE OF

MARIN

Welcome Alice L Dieli

ol et | urrantly logged in. = % 9
= E-mail Calendar Logout  Help
ﬁ m August 25, 2010
Campus Announcements BE= | | Spotlight BEE | My Calend HEEEE
The Road to Success ~ < August 2010 [
| s [ ] L w | 7 [ F | s |
01 02 03 04 05 06 o7
Personal Announcements OEE = B R
LAST DAY TO QUALIFY FOR A REFUND/DROP 3 2 22 gy 24 [T250 26 27 EEE
WITHOUT FEES-FALL 2010 CREDIT CLASSES IS 3 ZO 304 3L
MONDAY, AUGUST 30, 2010-CLICK HERE ( ™ _ foday is: 2010/08/25
NEW Payment Plan Pracess & Payment Plan College of Marin Catalog Events:
Qption-CLICK HERE FOR INFO =
p. ” ) 2010 - 2011 v | mone
NEW ENGLISH 150 ADDED — ——
: &l I | 2]
dere: Invitatio
Nene
My Bogkmarks EEE
B B By 853
coM Hookmarks OEE
E+ coffl Public website
5 imflortant Dates
Copyright & SunGard Higher Education 1938 - 2009 Top

SUNGARD’
HIGHER EDUCATION

3. Your Home page will have a number of tabs across the top.
From the Faculty tab, you can manage your Course pages.

4. The link to your MyCOM E-mail is at the top right of the page. The default view is your
inbox. There are common options available including choices to add folders, set up
signatures, and otherwise manage your MyCOM mail.

5. There is also a tab with helpful Tutorials. Look under the Faculty subheading to find the
tutorial explaining how to view your roster and submit grades and attendance, as appropriate.
A second tutorial covers managing your course home pages including posting your syllabus,
announcements, and files, adding links, and using the built-in email system to contact students
enrolled in your class.

NOTE: If you would like more information or have any difficulties accessing either email
account, feel free to give me a call at extension 7540, or email me at alice.dieli@marin.edu.
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How To Forward Email From marin.edu

You can forward your College of Marin email to any other email account by setting up a
rule that will apply to all email you receive. However, if you are using a MAC, you will not be
able to complete these steps via the web, because Microsoft Exchange is not supported in its
full version on the MAC OS. Instead, complete these steps from an on-campus office computer.

(Remember that when you reply to forwarded mail, you are replying to yourself, unless
you type in the original sender’s email address in your message TO: text box!)

1. OnaPC, login to your marin.edu account by typing this address into your browser’s

address bar: https://mailz.marin.edu/owa.

2. When you see the Office Outlook Web
Access login screen,

a. choose the Security level:
This is a private computer
b. Do NOT select:
Use Outlook Web Access Light
c. Login with
marin\firstnamelastname
and your password
(the same login and password you use for
faculty email)

=5 Office Outlook Web Access

a public or shared computer
a private computer
hat this computer

M Use Outlook Web Access Light

=T =l marin \aliceldieli

Password:

E Connected to Microsoft Exchange
® 2007 Microsoft Corporation, Al rights reserved.

3. After you login, the default view is your Outlook Exchange inbox. Choose Options on the

top right of the window.

ice el - S - nter lorer ! E Y
GO - [erws v merncauon 8 |[%[x] [ ecose (o]
File Edit Miew Favorites Tools Help
% [35 | @ice LDiei-Outosk... X | @ College of arin Intanet. | 8 Gosgle |8 colege of MarinLogin ... | | i * bd & ", - 8- - @

-, Migrgsoh
i Office Outlook web Access
Connected to Microsoft Exchange

1]

Yes!

2]

Mail & || Inbox (2528 Items)
= £5 Alice L Dieli BlNew - v
El
[ Search Inbox
£l
Arrange by: [ate -
[ Today
BE =Y
I
[
=%
o 9
[ S
| |
[ =N
[
[
L

=

w3 B Gurepy  GfReplyto Al | 53 Forward

[F3; ‘ FE Options ‘ -Alice L D\e\i-'| Log Off

@ Help

Py

MNeweskt ontop =
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4. On the left of the Options window:

a. Select Rules

b. Choose New Rule
from the top of the page

c. Select Create a new rule
for arriving messages

5. Inthe New Rule window:
a. Select Forward or redirect...

b. In the pop-up box, choose For

\

Dptions 7 Save

Regional Settings &
=% Rules
@ Mew Rule ~

(25 Move messages from someone to a folder

Messaging

Spelling Change Rule... Delete

Calendar Options

..3 Move messages sent to a distribution list to a folder
E-Mail Security

Jurk E-Mail )( Delete messages that have specific words in the subject

Change Password -~ Create a new rule for arriving messages

General Settings

Deleted Items

rd the message to people or distribution lists

-

\

\ )

\
‘€ New Rule - Windows InteNet Explorer
el =

mailz. marin.edu/owa,?ae =

\ 4]

Rule Description

Apply this rule after the message arres
forward it to people or distribution list

Marme:

After the message arrives

If my name is...

If the message was sent or received. ..
If the message indudes specific words. ..
If the message is marked with. ..

If the message is...

If the message size or date range...

Do the following

.

Forward the message to people or distribution lists
[] Redirect the message to people or distribution lists

[] Forward the message as an attachment to people or distribution lists

Save || Cancel

Done

AN

& Internet v ®i0% <~

..3 Move messages with specific words in the subject to a folder

c. Click on the underlined link, people or distribution lists; the Address Book -
Webpage Dialog window will open.
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6. Inthe Webpage Dialog

& Address Book -- Webpage Dialog

window, look for the

&
[a]]

text box at the bottom of
the page.

Type the email address, to
which you want to forward
your marin.edu email, into

the box, and click OK.
S~

O Distribution Lists Adam Wadenius

P/T Journalism Instructor, Modern Languages
Adam.Wadenius@marin.edu
B3 Suggested drministrator

Create Mew Folder Administrator @marin.edu

PJT IEP Instru
Adria.Winfield @marin. e

Aftab Enty

Biology Lab Tech
Aftab Enty @marin.edu

|g, https: //mailz.marin.edufowaj?ae =Dialog &t =AddressBook&a=PickTo
Address Book IERE::| [=] @ Help
[GEh Default Global Address List £ A.Joe Ritchie
[ AlRooms Arrange by: Name ~ Aontop » Contact  Aliss AJoeRitchie
&, Joe Ritchie Y E-mail Aloe.Ritchie @marin.edu
Show other address ists ¥ Office ca7
CIS Instructor Phone 7583
Aloe Ritchie @marin.edu
Aaron Osheroff Information  Job title €IS Instructor
(oS Database Administrator, Information Technology
Aaron, Osheroff@marin. edu i ¥
Show: Organization ¥
Abby Fuller
@a bl
Astronomy Instructor Availability \Wed 8/25/2010 +  [#]show only working hours
OPespie Abby.Fuller @marin, edu
wednesday 8/25/2010

02:00 10;00 11:00 12:00 1300 1400 15:00 16

I

4

Ttems 1 to 50 I4 4 » bl
Message recipients:
*
https: {fmailz.marin.edu/fowa ?ae=Dialogit= ickTo @ Internet [

7. After you click OK, a new
pop-up window will display a
text box to name your rule.

You can name it anything that
will make sense to you.

‘€ New Rule - Windows Internet Explorer
ﬂg, https: /{mailz.marin.edu /owa /?ae=Dialog&t=Rule&tmp=1

Il

T
=
T

Il

Rule Description

Apply this rule after the message arrives
forward it to yourname @yahoo,com

After the message arrives

If my name is...

If the message includes specific war
If the message is marked with. ..

If the message is...

If the message size or date range. ..

Do the following

* Forward or redirect..,
Move, copy, or delete. ..
Perform other actions...

Exceptions ¥
Mame: yourname @yahoo,com Sawve
& Internet 3 v+ ®100% -~

This rule is named yourname@yahoo.com.

8. Finally, select Save.
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9. You will see a warning message alerting you to the fact that ALL of your mail will be
forwarded. That is exactly what you want, so click OK.

# o

Message from webpage E

\ ? ) This rule will be applied to every message that you receive. Is this correct?

: 0K { [ Cancel

10. You will see your new forwarding rule listed on your Rules page.

/€ Alice L Dieli - Outlook Web Access - Windows Internet Explorer (=1
@@ - |g| https: //mailz. marin.edu/owa,?ae =Options&opturl =Messaging Aa_ 5 |§| |z EGC'C'GE ||EE|

File Edit View Favorites Tools Help
w |g8|-

{r, Microsoft
riv.Office Outlook web Access

@ Alice L Dieli - Qutloo... 3 | @ College of Marin Intranet

::'Google |SCoIIegeofMarinLogin—... |_| & T u @ T Iﬁ" @' Q' @'

Connected to Microsoft Exchange

Options 7 Save @ Help

Regional Settings &
. . E“? Rules
Messaging L
Spelling @ Mew Rule = Change Rule. W Delets L 4

Calendar Options Rule {applied in the ordefe Ackions
Out of Office Assistant yourname @yahoo.com = &

Rules

E-Mail Security
Junk E-Mail
Change Password
General Settings
Deleted Items
Mobile Devices

About

E2 P Y S Sl Sl S S T S S S

& Unknown Zone (Mixed) #53 v ®w0% - J

11. You can test the rule by sending an email to your marin.edu address. When it shows up at
your other email inbox, you will know you have been successful!

NOTE: If you would like more information or have any difficulties accessing either email
account, feel free to give me a call at extension 7540, or email me at alice.dieli@marin.edu.
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