Technology Training Services Maricopa Community Colleges
480-731-8287

Netscape 7.1 - MEMO Addressing All Maricopa Via Email

Sending business email with the dl-maricopa-business list

The way you will use MEMO to communicate with the whole District is changing. Presently,
you can send messages to all of Maricopa using the distribution list dl-all-maricopa. This
distribution list will no longer be used. You will now choose between two lists to communicate
with all of Maricopa. The first list is dI-maricopa-business@memo.maricopa.edu, the second is
dI-maricopa-announcements@memo.maricopa.edu. The business distribution list is designed to
communicate messages that are business related, while the announcement distribution list is
designed to communicate Maricopa related information which is not business related, such as
announcements about community related events, campus events, productions, trips, etc.

If you are sending a business related email to all of Maricopa, follow these steps to use the
dI-maricopa-business@memo.maricopa.edu email address.

1. Create a new email message.
2. Address the message to dl-maricopa-business@memo.maricopa.edu.

& Compose: Training Material Information o ] 4|

. File Edit Wiew Insert Faormak Options Tools  Window  Help |
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From: [ Julie Magadan <julie, magadan@damail.maricopa . edu= |"] Attachments:
- To DL-Maricopa-Business =dl-maricopa-business@memo.maricopa.edu =

. Subject: |Training Material Information
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3. Compose your email message.
4. Send your message.

As was the policy with the dl-all-maricopa list, the dl-maricopa-business list will not accept a
reply-all response, a cc (carbon copy), a forwarded message, or a message larger than 1MB.

After you send your message, you will receive a notification email from the delivery manager
that a response is needed before your email can be delivered. The notification will look like this.
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= Response Meeded Re: Training Material Information - Inbox for julie.ma - |EI|5|
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= 5-uhjecl:: Response Meeded Re: Training Material Information
From: delivery, manager@memo. maricopa, edu
Date: 3:11 PM

To: julie.magadani@domail. maricopa.edu  delivery, manager@memno., maricopa, edu
Ll

I

MEMO

This messade is in respaonse ta yaur ariginal message "Training Material Information” sent to the
DL-MARICOPA-BUSIMESS distribution list. Messages sentto this list must be related to Maricopa business.
Your ariginal message has notyet been delivered, and will not be delivered without proceeding as directed
helow.

To immediately delete your ariginal messaoe, please click the "Delete” buttan belowy,

To continue the message delivery process, please click the "Mext" hutton below.

ESS EESS

Shaould yau have difficulty with the huttons akbave, click ar copy and paste the appropriate UREL below inta yaur

hrowser.

To DELETE the message, click the following link or copy and paste it into your browser:
hitp:imemao.maricopa.edwicgi-hinfmoccd-hiz.plYaction=del&queuelD=406E48D4000235CE

To CONTINUE, click the following link or copy and paste it into your hrowser:
hitp:imemo.maricopa.edwicgi-hindmeccd-hiz.pl?action=eco&gueue|D=406E4BD 40002 35 CE

If no action is taken within 24 hours, your original message will be deleted.

Ifyou have any further questions regarding appropriate use, please contact your Technology Leadership
Council Representative.
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If you take no action in regard to this email within 24 hours, your original message will deleted
automatically. You will receive an email confirming message timeout and deletion.

If you are unsure if your message is business related, click the “Maricopa business” link within
the notification email for more information.

In the next few steps, you will be using the Delete or Next buttons. Please click the buttons only
once. If you click the buttons more than once, you may not receive all of the appropriate
notifications. The buttons should work properly in Netscape 7.1. However, if nothing happens
when you click the buttons, click the appropriate URL listed below the buttons or copy and paste
the appropriate link into your browser.

District Support Services Center 2 © April, 2004



Technology Training Services Maricopa Community Colleges
480-731-8287

If you determine that your message is not business related, click the Delete button. If you wish
to delete your message upon receipt of the notification email from the delivery manager or at any
point in the verification process, click the Delete button. Your message will be deleted

immediately, and no further action need be taken. You will be directed to the following District
Memo webpage in your browser.

I.EIJ Districkt Memo - Metscape
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.| File Edit Wiew Go EBookmarks Tools  window  Help
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Thank you for using the Memo System

Your email message has been deleted.

B 8 &F B [oone | = ] P
In addition to the above page, you will also receive an email confirming the deletion of your
message.

@ Attention: Your message “Training Material Information™ has been deleted - Inkb - |EI|5|

. FEile Edit Wiew Go Message Tools Window Help

A| __H Get Msgs  Compose Reply Reply Al Fonward Mext Delate Print
= %Subject: Attention: Your message "Training Material Information™ has been deleted
From: delivery.manager@memo, maricopa, edu
Date: 9:35 AM

To: julie.magadan@domail. maricopa. edu

MEMO

Your message with the subject *Training Material Information™ sent to the
DL-MARICOPA-BUSIMESS distribution list has heen deleted.

A EH el
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If your message does not fall under the category of business, you may resend the message to dI-
maricopa-announcements@memo.maricopa.edu. Please refer to the instructions on sending

announcements for more information.

If you determine that your message is business related, click on the Next button. You will be
directed to the following District Memo webpage in your browser.

I.EIJ District Memo - Netscape
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The following is an excerpt from the Electronic Communications Guidelines:

General Principle

(MCCCD) are provided to support education, research, scholarly

state regulations and MCCCD administrative regulations.

Toread the Electronic Communications Guidelines inits entirety, please click the link above.

If your message does not comply with these standards and you wish to immediately delete your original

message, please click the "Delete™ button helow.

To cantinue, please click the "Mext" button below.

| OELETE |

Electronic messaging senvices at the Maricopa County Community College Dristrict

communication,

administration and other MCECD business. Electronic communication is not different
from any other form of communication and is subject to all applicable federal and

Az iz the case with other technology resources, Electronic messaging senvices are
shared among the entire MCCCDP community. Everyone using electronic messaging
senices should be considerate of the needs of others, and be cerain that nothing is
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This page gives a brief excerpt of the Maricopa Electronic Communications Guidelines, which
defines the purpose of electronic messaging services at MCCCD. Read through the excerpt or

click the link to read the document in its entirety.
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If your message does not comply with the standards, click the Delete button. Your message will
be deleted immediately, and no further action need be taken. If your message is business related
and complies with the standards, click on the Next button to continue. You will be directed to
the following District Memo webpage in your browser.

() District Memo - Metscape -0 x|
.| File Edit Wew Go Bookmarks Tools  Window  Help

|
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MEMO

Selecting YES below indicates thatyou have read, understand, and agree thatyour message complies with
the Electronic Communications Guidelines.

Selecting YES will deliver your original message.
Selecting MO will delete your arininal messade and itwill nat be sent.

Please he aware that by emailing the DL-MARICOPA-BUSINESS distribution list, yvou send your message
to everyone within MCCCD and you agree that your message is related to Maricopa business.

YES (send) ©
NO (delete)
taricopa Business? |

Pleasze click the "Maricopa Business? button anly ance, and then wait until the response page loads.

DA & B [oone | == = P

At this page, you are given a final opportunity to determine the appropriateness of your message.
If you decide not to send your message, ensure NO (delete) radio button is selected and click the
“Maricopa Business?” button. If you decide to send your message, select the YES (send) radio
button and click the “Maricopa Business?” button. It may take a few moments for the message
to be sent. Click the "Maricopa Business?" button only once, and then wait until the following
response page loads in the browser.
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() District Memo - Netscape -0l x|
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MEMO

Thank you for using the Memo System

Your email message has been delivered.

DA & B [ooe | == = =P

In addition to this response page, you will be sent an email confirming delivery of your message.
This is the confirmation email you will receive.

= Attention: Your message "Training Material Information™ has been delivered -0l x|

. File Edt Yew Go Message Tools ‘window Help

- G Y 288 B8 @

A| __H Get Msgs  Compose Reply Reply Al Forward Mext Drelate Print
= Subject: Attention: Your message “Training Material Information™ has been delivered

From: delivery, manager@memo. maricopa, edu
Date: 4:01 PM
To: julie.magadan@domail.maricopa. edu

MEMO

Your message with the subject "Training Material Information™ sent to the
DL-MARICOPA-BUSIMESS distribution list has been delivered.

D24 ey | aal

Your original message may have an earlier time stamp than some of the other messages in your
inbox, so it may not appear as the most recent message.

As mentioned earlier, if you chose to delete the message, you will be directed to the webpage
confirming deletion and receive a similar email.

District Support Services Center 6 © April, 2004



Technology Training Services Maricopa Community Colleges
480-731-8287

If you attempt to process (delete or send) a message that has already been sent, deleted or timed
out, you will be directed to the following webpage.

(®) Memo - Netscape - O] x|
. File Edit “ew Go Bookmarks Tools Window Help
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MEMO

Yol are attempting to process a messade that has either been delivered or deleted. tis possible thatthe
messange has timed out, as messages which are not processed within 24 hours are deleted.

Glestions should he directed to vour campus Helpdesk or Technology Leadership Council
Fepresentative.
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Sending announcements with the dl-maricopa-announcements list

The way you will use MEMO to communicate with the whole District is changing. Presently,
you can send messages to all of Maricopa using the distribution list dl-all-maricopa. This
distribution list will no longer be used. You will now choose between two lists to communicate
with all of Maricopa. The first list is dl-maricopa-business@memo.maricopa.edu, the second is
dI-maricopa-announcements@memo.maricopa.edu. The business distribution list is designed to
communicate messages that are business related, while the announcement distribution list is
designed to communicate Maricopa related information which is not business related, such as
announcements about community related events, campus events, productions, trips, etc.

The announcement distribution list is designed to communicate Maricopa information which is
not business related, such as announcements about community related events, campus events,
productions, trips, etc. Refer to the Electronic Communications Guidelines for a reminder of
acceptable email communication.

If you are sending a non-business related email to all of Maricopa, here are the instructions to use
the dl-maricopa-announcements@memo.maricopa.edu email address.

1. Create a new email message.
2. Address the message to dl-maricopa-announcements@memo.maricopa.edu.

& Compose: {no subject) ;IEIEI

. File Edit Wiew Insert Formab  Options Tools  Window  Help |
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Fromi: [ Julie Magadan <julie. magadan@domail. maricopa, edu = |"] Attachments:

A To: cII-maricopa-announcements@memo.maricupa.edd
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3. Compose your email message.
4. Send your message.

When you send this message, you will not be prompted for further action as you will be when
sending to the dl-maricopa-business list. However, as was the policy with the dl-all-maricopa
list, the dl-maricopa-announcements list will not accept a reply-all response, a cc (carbon copy),
a forwarded message, or a message larger than 1IMB.
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