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Using Trumpeter Webmail at Tufts
Learning Guide

Trumpeter Email at Tufts: An Overview
Below you will find some nomenclature to help familiarize you with the
Tufts Email System.

Term Definition

UTLN Universal Tufts Login Name. You will use your
UTLN and password to access a variety of
resources, including email and the Tufts network.

Email Address firstname.lastname@tufts.edu

Trumpeter The primary email system at Tufts.

Trumpeter Webmail | A web based interface to access your Trumpeter
email. https://webmail.tufts.edu
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Logging into Webmail

Launch an internet browser.

Visit https://webmail.tufts.edu

In the box labeled Username, type your Trumpeter UTLN (for
example, adaley03).

In the box labeled Password, type your Trumpeter email password.



mailto:firstname.lastname@tufts.edu
https://webmail.tufts.edu/
https://webmail.tufts.edu/

e If you wish to display Trumpeter Webmail in a foreign language:
0 Click on the down-facing arrow next to the box labeled
Language.
o0 From the list that appears, choose the language you wish to use
(for example, Espafiol).

£

Language | English (American)
English (Armerican) N
Enalish (British)

English (Zanadian)

Eesti

Frangais

Galego

Greek (EMIKGD)

izlenska

[taliano

Japanese (B FFH

Korean (EF=of) v

e Click on the button labeled Log in.

Username |ada|ea_.rlil3 |

Password |-----u-| |

Language | English (American) W

Lol

e The Trumpeter Webmail window will appear.
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The Trumpeter Webmail Window: An Overview
Once you have logged into Trumpeter, your will be able to view any new
emails you have received.

Trumpeter Message
tonlhar | ist

TUFTS

4 (o] \ ]

Trurnpeter Taols  Help  Filters  Add

Inbox B .® 1 to 1 of 1 Messages

Select: || Mark as: ~ |Maove | Copy to A

Celete | Undelete | Forward
I A# ADate A From A Subject Thread]
i g 1 031533 P TooAndrea.Daley@iufis edu Testinbox &30

@ Unzeen Angswered Important E Deleted Dratt @ Parzonal Aftachment Signed

Hide Deleted | Purge Deleted
A Size

University IT Support Center
wehmail03.usg tufts.edu

Tufts Home | Search Tufts | Tufts Directory | Trumpeter Help

TCCS

e The Trumpeter toolbar contains many of the common functions in
Webmail (compose, search, trumpeter tools, etc.).

e The Message List shows information about each message that you
have received (date, sender, subject, and size).

SEESIT,

5 p
o e 1851
o 4

AXEric

&
Y

5y
NN

w
G



Pnﬂrgg

Using Trumpeter Webmail
Once you have logged into Webmail you can read, reply to, and forward
emails.

Viewing an Email
To view an email delivered to your inbox.

Click on the email subject.

A From

To: Andrea.DaIey@tuﬂs.edHTJ

Your email will open in a new window.

TUFTS
Vs 7

1 Trumpe Help  Filte

GQuota status: 4 GEMB / 75.00MB (6.225%)

Inbox: Test Inbox (1 of 1)

Mark as: ¥ |Move | Copy | This messageto v

Delete | Reply | Reply to All| Forward | Redirect | Miew Thread | Message Source | Save as | Print
Date: Thu, 22 Jun 2006 23:02:03 -0400 [11:02:03 PM EDT]
From: Andrea Daley <Andrea.Dalev@tufts. edu=-&F
To: Andrea Daleyigtufis educdt
Subject: Test Inhox
Headers: Show All Headers
This is & test email that might appear in the inbox.

Back to Inbox 43 G

Thanks!

Dielete | Reply | Reply to All| Forward | Redirect | Wiew Thread | Message Source | Save as | Print
I’:Mark as: v|MDVE|CDDy|Th|s message to v| Back to Inbox 43 &
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Opening and Reading Attachments
Attachments are files that are sent along with an email, rather then in the

body of the message.

Opening attachments

e When you receive a message with an attachment, your email will
appear with a paperclip icon.
\ﬂ% 2 OBI26ME  To: Andrea.Daley@tufts.e.. Excel Filtering \

e Click on the sender’s name or on the subject of the email.

e Your email will open in a new window.

e Click on the Download button (a down-facing red arrow above a disk
drive).

&
e The File Download window will appear.
e Click on the button labeled Open.

File Download x|

Do you want to open or save this file?

@ j Marme: ...nqg In Excel 2003 Learning Guide - Rev 7-18-05,doc
Type: Microsoft Word Document

From: webmail.kufts.edu

Open Cé[ Save ] [ Cancel

harm your computer. [F you do not trust the source, do not open or

@ ‘While files from the Internet can be useful, some Hles can potentially
zave this file. What's the ngk?

e The attachment will open up in the appropriate program.
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Saving an attachment
If you would like to save the attachment and open it later:

Click on the name of the email’s sender or subject to open it in a new
window.

Click on the Download button (a red down-facing arrow above a disk
drive).

e

The File Download window will appear.
Click on the button labeled Save.

File Download X

Do you want to open or save this fle?
@ j Mame: ...rmg In Excel 2003 Learning Guide - Rev 7-15-05,doc
Type: Microsoft Word Document

From: webmail. tufts, edu

Open l[ Save L\\l[ Cancel

harm pour computer. [F you do not trust the sounce, do not open or

@ While files from the Internet can be uzeful, some files can potentially
zave thiz file. What's the righ?

The Save As window will appear.
Navigate to the location where you want to save the attachment.
Click on the button labeled Save.

Save in: |u3 My Documents v| Q==
Y ([DadobestockPhotas:
i :a My Data Sources
My Recent QMY Music
Documents .ﬂMy Pictures
= IL)My Received Files
£ @111y wweb Sites
Deskiop |21 5naglt Catalog
|)Updater
by Documents
My Computer
T File name: |Exce| Filtering V| [ Save I\J
- I
My Network Save as type: | Microsoft Word Document - | [ Cancel ]
JERSIT,
> 2
3 >
R, el
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e The Download complete window will appear.

e Click on the button labeled Close.

Download complete

G

i

== Download Complete

Saved:
Excel Filteting.zip from webmail bufts.edu

Downloaded: S3.0KkEBin 1 sec
Download ko: C\Documents and. . \Excel Filkering. zip
Transfer rate; 53.0 KB/ Sec

] Close this dialog box whet download completes

Open ] [ Open Folder ] [ Cloge RJ

Tip: Never open an attachment from someone you do not know, or an
unexpected or unexplained attachment from someone you do know. This is
how computer viruses spread. If you are not sure, contact the sender to

make sure the attachment is safe.
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Composing and Sending an Email
Composing an Email
e From the Trumpeter toolbar, click on the button labeled Compose.

Compose

e The Message Composition window will appear.

Message Composition

ldentity Andrea.Daley@iufts.edu (Default Identity)

To | |
ce | |
Boc | |
Subject | |
Charset |Western (150-8858-1) v|
FE -
Address Book Expand Mames Spell Check Special Characters attachrnents
¥ | save & copy in | Sent Mail v

Request a Read Receipt
Reguest Delivery Confirmation
= Switch to HTML composition

Text

Attachments

File1:| || Browse. .. ||Aﬂachment v| -

(Maximum Attachment Size: 33,554 432 hytes)
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Addressing your e-mail

In the box labeled To, type the recipient’s email address (for example,
andrea.daley@tufts.edu).

To |andrea.daley@tufts.edu |
1

e If you wish to look up the email address from the Tufts email
directory, click on the button labeled Address Book.

&
Address Boolk

e The Address Book window will appear.

Address Book

Find from | Tufts University E-Mail Directory » -
* Plegse select addressies) * ¢ * Add these by clicking Ok ™
Display Neme v _Delete |

¢ Inthe box labeled Find, type the first name or last name of the person
to whom you would like to send your message.
e Inthe box labeled from, confirm that Tufts University E-mail
Directory appears.
o If Tufts University E-mail does not appear in the box labeled from.
o Click on the down-facing arrow next to the box labeled from
o From the list that appears, select Tufts University E-mail
Directory.

Ffrom | Tuts University E-Mail Directory s

Tufts University E-Mail Directony: k
My Addresshook

e Click on the button labeled Search.

Address Book

| from | Tufts University E-Mail Directory



mailto:andrea.daley@tufts.edu
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e A list of people at Tufts whose names match or contain the name you
entered will appear.

e Click on the person to whom you wish to send your email.

e Click on the button labeled To, to add the person as a recipient of your
email.

*Please select address(es) * * Add these by clicking QK *
Lauren E. Daley
Andrea Daley

hary P. Daley

1!

e Repeat the previous steps to continue adding recipients to your email.

e When you have finished adding all recipients, click on the button
labeled OK.

Tip: You can also make this person a CC or BCC recipient of your email
by clicking either the CC or BCC button.

10




Composing your email message
e Inthe box labeled Subject, type the subject of your email.

Subject |C0rnposing an Emaill |

e Inthe box labeled Text, type the email message you wish to send.

Text |1 an composing an email message!!

Attaching a File to Your Email

Sometimes it is necessary to electronically transmit files with an email.
To attach a file to your email:

e From the Trumpeter toolbar, click on the button labeled Compose.
e Address and compose your email.

e Click on the button labeled Attachments

Attachments

Powered
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i3 .




From the Attachment area, click on the button labeled Browse.

Attachments

File 1:| || Browse._.%Mﬂachment v|

(Maximum Attachment Size: 33,554 432 hytes)

e The Choose File window will appear.

Choose file

Look in: @ Desktop j & &% BB~
" ﬁDMy Docurnents
':J My Computer

My Recent &) My Netwark Places
Documents T el File
= Excel File

S

Desktap

=
=
S
L=
I}
CQ
%3
o
=
o

4y Computer

by Metwork File name: |Exce| File
Places

j Open ;
j Cancel

Files of type: |l Files (.7)

Navigate to and select the file you wish to attach.

Click on the button labeled Open.
The file you select will appear in the box labeled File 1.

Click on the button labeled Attach.

File 1;|C:\Docu.mem:s and SE\:EingS“ Browse... ||Aﬂachmem v|

File 2:| H Browse... ||Arlachment v|
(Maximum Aftachment Size: 33,554,432 bytes)
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Attaching additional files to your email
To attach additional files:

From your Message Composition window, click on the button labeled
Attachments.

Click on the button labeled Browse.

From the Choose File window that appears, select the file you wish to
attach.

Click on the button labeled Attach.

Your additional attached file will appear in the box labeled File 2.

File 1;‘C:\Docu.ments ancd Set,t,mgs“ Browse | Attachment

FiIeZ:‘C:\DDcuments and SettingS“ Browse... | Attachment »
Fileﬂ:‘ H Browse... | Attachrment &

(Maximurm Attachment Size: 33,654,432 bytes)

Repeat this process until you have attached all necessary files.

Removing attached files
To remove a file that was attached to an e-mail:

In the Attachments area of your Message Composition window,
click to place a checkmark in the box labeled Delete? that corresponds
to the attachment you wish to remove.

1. Excel File.xls (applicationfvnd. ms-excel) Size: 13.00 KB [Preview]
Disposition: Atachment «
Description: | |
Delete?

Click on the link labeled Update Attachment Information.

@ pdate Attachment Information

13




Tip: Opening an attachment before sending it
Before sending an email you may want to ensure you have attached the

correct file. To open an attachment:
Click on the link labeled Preview located to the right of your

[}
attachment.
1. Excel File.xls (applicationivnd.ms-excel) Size: 13.00 KB Previe@
e The File Download window will appear.
e Click on the button labeled Open.

X

File Download
Do you want to open or zave this file?

Mame: learningtime account request lisk,doc

] Type: Microsoft Word Document

Frorm:  webmail, bufts, edu

Open D\g[ Save ] [ Cancel

Always ask before opening this type of file

‘while files from the Internet can be useful, zome files can potentially

@ harm wour computer. |f wou do not krust the source, do not open or
zave this file. What's the risk ?

Webmail will open up your attached file so that you can make sure it is

the correct one.
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Checking your email for grammar and spelling mistakes

Click on the button labeled Spell Check.

AE
Spell Checlk

The Spell Checker window will appear showing all words that are
spelled incorrectly.

View the suggested spellings and select the one you wish to change
your incorrectly spelled word to.

Click on the option button labeled Change for all words you wish to
change the spelling of and click on the button labeled Ignore if you
wish to leave your spelling as is.

Spell Checker - 2 spelling errors

Correct "testting” in I am testting speel check Change Change AF  [gnore  [gnore All
Correct "speel"in I am testting speel check Change Change AF  [gnore  [gnore All

- (Discard alf changes and return to the compose screen.)
- Apply these changes and move to next screen)

Click on the button labeled Next to apply your spelling changes.
The Spell check complete window will appear showing your
corrected text.

Spell check complete - No spelling errors
- (Discard aif changes and retuen to the compose screen,)
- (Retin to the compose screen after applying ail changes made thus far. Changes on the current screen wilt NOT be

appiiad)

Corrected Text

I am testing spell check

Click on the button labeled Done to return to your compose email
window.

Sending your email
To send your final email:

Click on the button labeled Send Message.

| send Message

Outlook will send your email to the intended recipient.

SRS
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Replying to an email

When you reply directly to an email your message will include the text of
the original email, which may be useful for the original sender in terms of
remembering exactly what he or she had written to you. To reply to an
email:

e From your Inbox, locate and select the email you wish to reply to.

e When the email opens up in a new window, click on the button labeled

Reply.

e The Reply: Re window will appear.

Reply: Re: Test Inbox

Identity Andrea Daley@tufts.edu (Default Identity)

To ‘Andrea Daley <indrea.Daleyltufts.edu>

Bec |

|
ce | |
|
|

Subject ‘Re: Test Inbox

Charset ‘Westem (1890-8859-1) v‘
& AE
Address Boaok Expand Mames Zpell Check Special Characters Attachments

Request a Read Receipt
Reguest Delivery Confirmation
[ Switch to HTML compasition

Bage a copy in| Sent Mail v

Text |moting Andrea Daley <Andrea,DaleyBtufce.edic:
This is a test email that might appear in the inbox.

Thanks!

e Inthe box labeled Text, type your reply message.
e When you are finished composing your reply, click on the button
labeled Send Message.
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Tip: Replying to All Recipients

If you receive an email that was also sent to additional colleagues, you
may wish to send your reply to all recipients of the email. To reply to all
recipients:

From your Inbox, locate and select the email you wish to reply to.
Click on the button labeled Reply to All.

Feply to All

The Reply to All: Re window will appear.

Reply to All: Re: Test Inbox

Identity Andrea.Daley@tutts.edu (Default Identity)

To ‘Andrea Daley <Andrea.Daleyftufts.edu>

Bec |

\
Cc ‘Andrea.Daley@cufts.edue ‘
\
\

Subject ‘Re: Test Inbox

Charset ‘Westem (180-8859-1) v‘

RE
F\ddrei Book Expand Mames Spell Check Special Characters Attachments

Sae 4 copy in

Requesta Read Receipt

Request Delivery Confirmation

= Switch to HTML composition

Text |quoting Andres Daley <Andres.DaleyBrufts.edus:
Thiz iz a test email that might appear in the inbox.

Thanks!

In the box labeled Text, type in your reply message.
When you are finished composing your email, click on the button
labeled Send Message.
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Forwarding an email
If you receive an email that you would like someone else to read, you can

forward it directly to that person. To forward an email:
e From your Inbox, locate and select the email you wish to forward.

e Click on the button labeled Forward.
Farward

e The Forward window will appear.

Forward: Test Inbox

Identity Andrea Daley@tufts.edu (Default |dentity)

To |lauren. daleyBrufts. edul

Bee |

|
ce | |
|
|

Subject |Fmd: Test Inbox

Charset |Western (150-8863-1) v|
& A,
Address Book Expand Mames Spell Check Special Characters Attachments

Request a Eead Receipt
Reguest Delivery Confirmation
= Switch to HTML composition

[¥| Save a copyin | Sent Mail v

————— Forwarded message from Andrea.Daleyftufts.edu -----
Date: Thu, 22 Jun 2006 23:02:03 -0400
From: Andrea Daley <Andrea,Daleyftufts.edu-
Feply-To: Andrea Daley <indrea,Dalevitufts,edus
Hubject: Test Inbox
To: Andrea.Daleyftufts. edue

e Inthe box labeled To, type the email addresses of the recipients you
wish to forward the email to.

¢ Inthe box labeled Text, type any additional messages that you would
like to include above the original message.

e When you are finished, click on the button labeled Send Message.
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Saving outgoing (sent) mail

By default, webmail will not save messages that you send. Your two
options for saving outgoing messages are saving an individual message
or saving all outgoing messages.

Saving an individual message

e Open up your trumpeter email and compose your new message.

e Click to place a checkmark next to the box labeled Save a copy in.

e From the drop-down menu that appears, select the folder where you
wish to save your email message.

Save a copy in | Drafts

Request a ReAElEIS

. ITS
=
. Reguest Delivg HR-Send
£ Switch to HThL Passwords
| Tech Updates

Onilne Orders

e When you send your email message, a copy will be saved in the folder
you selected.
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Saving all outgoing messages

In order to save all of your outgoing messages, you need to change your
default identity. Your new identity will enable you to attach a signature
with every email you send. To create and set up a new identity:

e From the Trumpeter toolbar, click on the icon labeled Options located
at the top of the page.

e Inthe area labeled General Options, click on the link labeled
Personal Information.

General Options
Personal Informatio
Change the name, addrg 1, and signature that

people see when they read and reply to your email.

Server and Folder Information
Change mail server and folder settings.
Login Tasks

Customize tasks to run upon logon to Mail.

e Click on the down-facing arrow located next to the box labeled Select

the identity you want to change.

e From the drop-down list that appears, select Default Identity.

Select the identity you want to change:
Mone Lv

Mone
Create a new ane
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e Click to place a checkmark in the box labeled Save sent mail?
e Click on the down-facing arrow located next to the box labeled Sent
mail folder

e From the list that appears, select the folder where you would like your
outgoing mail saved.

v Save sent mail?

Sent mail folder:

=g Default Walue w
Mone

Ilge Default Walue
Create a new sent mail folder

Junk E-mail
Saved Stuff

e Click on the button labeled Save Options.

_Save Options |

Creating a New ldentity
e From the Trumpeter toolbar, click on the icon labeled Options located
at the top of the page.

A

Ql:l;:i Eu ns

e Inthe area labeled General Options, click on the link labeled
Personal Information.

General Options
Personal Informatio
Change the name, addrg J, and signature that

people seewhen they read and reply to your email.

Server and Folder Information
Change mail server and folder settings.

Login Tasks
Customize tasks to run upon logon to Mail.
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Click on the down-facing arrow located next to the box labeled Select

the identity you want to change.
From the list that appears, select Create a new one.

Select the identity you want to change:
Mone L
Mone

Default Identity
LCS Prez

In the Identities area, type in the following:
0 A name for your new identity

Your full name

Your email address

A Reply to email address (optional)

O OO

Identity's name:

Andrea's identitcy

our full narme:

Andrea Daley

our From: address:
Andrea.Daleyitufts.edu

our Reply-to: address: (optional!)

In the Identities area, you may also include:
0 Addresses to BBC all messages
0 Additional headers to display when viewing
o0 Your signature text which will be included at the end of all

outgoing email messages.

our signature;
——Aindrea——

Andrea Daley

Senior Training Specialistc
Information Technology Jervices
Tufts University
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e Click to place a checkmark in the box labeled Save sent mail?
e Click on the down-facing arrow located next to the box labeled Sent
mail folder.

e From the menu that appears, select the folder where you would like
your outgoing mail saved.

v Save sent mail?

Sent mail folder:

=g Default Walue w
Mone

se DefaultVYalue

Create a new sent mail folder

Junk E-mail
Saved Stuff

e Click on the button labeled Save Options to save your new identity.

_Save Options |

Changing your default identity

e Click on the down-facing arrow located next to the box labeled Your
default identity.

e From the list that appears, select the new identity you just created.

our default identity:
Cefault Identity
Default ldentity

LCE FPrez
Andrea's identity

e Click on the button labeled Save Options. Your identity will be
updated and you will return to the Options for Mail window.

23
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Creating a Spam Filter

While using Trumpeter email, you may wish to create a filter to sort out

your Spam mail.

e From the Trumpeter Webmail toolbar, click on the button labeled
Filters

.
Filters

e The Existing Rules window will appear.

TUFTS

~

o y: O =

n  Script Trurr||:|‘eter Tools Help Mail Address Book

Existing Rules
Edit Rule Enabled Move

@ Spaim Fill\_}lq:# [DISABLED] x

Click on the link labeled Spam Filter.

e The Spam Filtering window will appear.

e Click on the down-facing arrow located next to the box labeled Folder
to receive spam.

Spam Filtering [ ]

Spam Leuel:

Messanes with a likely spam score greater than or equal to this
numberwill be treated as spam.

Faolderto
receive spam;

Selecttarget folder

Select target folder

Create new folder !
I ko
Dirafts

Saved Stuff %

Sent Mail
Sent Messages
Trash

e From the list that appears, select Junk Email.
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e Click on the button labeled Save.

Spam Filternng | 1
Spam Lexrel:

Messages with a likely spam score greaterthan or equal to this
rurmberwil be treated as sparm.
Folderta

| dunk E-mzil
reCEIvE Spam:

[ Soopl BBt

e Click on the button labeled Return to Rules List.
The Existing Rules window will appear.

e Click on the red X in the column labeled Enabled to enable the Spam
filter.

E){IStII'Ig Rules

Enabled NMove
@ Spam Filter [DISABLED] )ﬁm

— b
\

E}ugtlng Rules

Enabled Move
@ @ Spam Filter 1Y

|

Getting help with your email
For help with your email account on the Trumpeter mail server:
e Come to the ITS Computing Center @ Eaton Hall.
0 Monday - Friday from 1pm - 5pm
o **Excluding university holidays**
e Atall other times, email student-email@ase.tufts.edu
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