SPAM Reduction Program
Personal Message Manager Initial Setup and User Guide

The Personal Message Manager (PMM) is a feature of the MimeSweeper e-mail
processing system. It is designed to enable people to better control which messages
actually reach their mailbox to reduce the amount of unwanted advertising clutter.

These instructions are divided into two parts, the initial setup of your Personal Message
Manager and the regular use of'it.

PMM Initial Setup

1. Once a message has been held for you by the system, you will receive a new
account notification sent by MailWatch@saonet.ucla.edu. This message will
contain your SAONET email address and a password generated by the system.
Click the sign in link in the email that you have received. You will then be
directed to the PMM Logon page.
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Personal Message Manager

A new account has been created that will alow vou to access the Personal Message Manager to manage emails withheld from your
mailbox in accordance with current email policy.

Your account details are shown below:

Email address: rfaust@saonet.ucla.edu
Passwword: hIBEFSCWASFI

You can sign in by clicking here.




2. Your email address will appear in the email address box. The password you
received will have to be entered exactly in the password box.
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Sign In
Type your email address and password to sign in to the Personal Message Manager.
Email address: |dklnnsky@sannet‘ucla.edu |
Password: | | Forgok your password?
[CIkeep me signed in on this computer unless T sign out.
IMPORTANT NOTICE
SAOMET may only be accessed and used if, and as, suthorized in writing by SAOMET. Any other access or use may constitute a Felany under
section 502 of the California penal code. Wiolators shall be prosecuted ko the full extent of the law. For assistance call {310} §25-7552.
@I Done 2 @ Internet

3. After you have successfully logged in, you will be able to change your password
to one of your choosing. This can be accomplished by clicking the preferences
link. Click the change password button on the preferences screen and enter the
new password twice.

Completing these three steps sets up the PMM for your future use. From now on, you
will receive a notification from MailWatch on any day that a message is being withheld
from your mailbox. If you wish to examine your PMM at a time when you have not
received a notification from MailWatch, use your internet browser and point to the URL,
http://spam.saonet.ucla.edu. This will take you to the PMM login page.

Please note: The messages will only stay on the PMM system for seven (7) days,
after which they will be automatically deleted. It would be unwise to use the PMM
as an alternate storage site for e-mail messages that you want to keep.



Using the PMM

When messages are being held for you by PMM, you will receive an e-mail message
from MailWatch@saonet.ucla.edu with the subject line: “MIMEsweeper PMM Update.”
Opening this message, you will see a digest of the messages that are being held for you
and instructions on how to manage them. You will see a link to “Open Your Personal
Message Manager”. Selecting this link will take you to the log in page where you should
enter your SAONET e-mail address and PMM password. Then click the “Sign In”
button.
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From: MailWatch@saonet.ucla, edu Sent: Wed 2/9/2005 5:03 PM
To: Ashtari, Mitra
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Subject;  MIMEsweeper PMM Update

Personal Message Manager Digest for mashtari@saonet.ucla.edu

You have 9 emailis) withheld from your mailbox in accordance with current email policy.
Please manage your messages regularly as they are held for a limited time after which they are automatically deleted.

Click here to Open *our Personal Message Manager o here to Change Your Preferences.

Note: Some subject ines may contain profane or offensive content.

Click here to manage messages for mashtari@saonet.ucla.edu
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You will now see the list of messages being held for you. You will see a small box to the
left of each message. You can select the message for release to your mailbox or for
deletion by clicking on this box. Then you can click the appropriate button (“Delete”,
“Release”) at the top/right of this page. If you want to delete all messages, you can click
on the “Delete All” button at the top/left of the page.

The “Refresh” button will display any additional messages that have arrived since you
entered the PMM.
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Note: When you release a message to your mailbox, you will be asked if you want to add
the address of the sender of this message to your safe list. If you choose to do so,
messages from that sender will no longer be filtered or examined by MimeSweeper and
will be delivered to your mailbox.

When you have finished managing your messages, click the “Sign Out” button at the far
right of the menu bar and close your web browser to end your PMM session.



Preferences

If you select the “Change my Preferences” link from your PMM Update message, you
will see a page with three options shown as links. They are “Delegation”, “Safe List” and
“Change Your Password”. Clicking on these links will allow you to make changes to the
item selected.

Delegation

This item allows you to enter an e-mail address that will have the right to manage your
PMM messages for you. It also shows you those users who have given you the right to
manage their messages. Finally, you have the ability to refuse to manage someone else’s
messages.

Safe List
The Safe List is a list of e-mail addresses that you consider to be always safe and from
which you always want to accept any messages that arrive. Addresses entered into the

Safe List will not be subject to any screening by the MimeSweeper system.

Change Your Password

This selection will allow you to change your PMM password from the one that is
originally generated by the system. You may change your password as often as you
wish.



