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Introduction

The Webmail service is changing, we are introducing some new features and a slightly different look.
All day to day features and user info (e.g. emails, calendars and contacts), are still there but we
appreciate it may take a little while to get used to the new interface.

At KCOM, we pride ourselves on providing the best customer experience and ensuring that you have
access to excellent support, whether it be over the phone or in this case a useful guide.

The following document provides step by step instructions on how to use the system and support
details should you need to get in touch.
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1.Your KCOM webmalil service

Here’s an easy to use guide on how to use your webmail service

1.1. Buttons and shortcuts on the homepage

On the homepage, you'll be able to access your Mail, Contacts, Calendar, and Settings.
Tasks can still be created by setting events in the Calendar.

KCOM —l BEN & contscts [ ca LF settings |4

- +

s . 2 = 5@ )
£ . o

£ oons keom 2015-09-22 12:00

& semt TMPORTANT: upcoming changes to your Webmail service

U Deleted tems

i spam

1.2. Sending an email
On the Mail homepage use the Compose button in the top left corner of the page — see below.

— e
KCOM

: ﬁ"- ‘,& ”#&'v N-.L ﬁ _/v e

Refrash Compaose Reply Reply all Forward Delete Mark More
>
I Drafts KCoM 2019-08-22 11:00

E Sent « IMPORTANT: upcoming changes to your Webmail service

1.3. Adding an attachment

If you need at add an attachment there are two places you can click to attach a file. The maximum
file size is 16MB — see below.

KCOM
| « - .| & N
saf 3 b= -y - =
Comtacts <+ From ame e aroo.co g
[Q ] To frendnameBfriendname. karao.co.uk
L+ [+] [+] Reo L+

i Fersanal Addresses
Subject Hello!

«| Editor tyne [Plantet =]  Priocity [ommal ] [ Retum receipt [ Delivery status notification  Save sent message in [Sent ]

Masimum sllowed file size is 16 MB

Attach a il

v

How are you? Here are some photes from our holiday :)
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Once you've attached a file, you'll see it displayed below the Attach a file button on the right-hand
side of the screen.

[re—— ok () Logout
KCOM R L contacts [ calendsr ¥ Settings |«
Abg 3
- e
caneat Send
Contacts B
2
B bersonal add
totus ot ) EC—
.y —
eger M caorey) o 0

1.4. Sending in plain text or HTML

You have the option to send emails in plain text, or full HTML (allowing you to change font style, size,
and colour, text alignment, etc.) Click the drop-down for Editor type to change to one or the other.

I(COM BEl L contacts [ calendar & settings |-
T .
a

B e d — .

—— Iza.h,.nm priocity [Nommal ~] [ Retumreceit [ Delivery status notification  Save sent message in[Sent ]

Once you switch Editor Type to HTML, you'll see the editor bar appear, shown below

A| Editor type [HTML ~|  Ppriority [Normal ~| [ Return receipt [] Delivery status notification ~ Sawve sent messagain

B I U == == =S EE=E=AX. T 6 A ~ [Al ~ Verdana ~ 10pt v PR E QORBRE OB Y

1.5. Keeping an eye on your mailbox capacity

By checking the mailbox indicator in the bottom left-hand corner of the page, you’ll be able to see
how much capacity you have used and have available. By clicking on the pie chart, you'll see how
many messages you have, and how much space these have used.

Quotatype | Limit | Used |

407 KB (0%)
ﬂv . 0% E = Select ¢] [Threads -
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1.6. Refreshing your mailbox

To refresh your mailbox to make sure you're seeing all your up to date mail, just click the Refresh
button on the Mail homepage, shown here.

— e
KCOM

Sl= L = §F 7 ...

Refresh | Compose Reply Reply all Forward Delete Mark More

"l
#  Drafts KCOM 2019-08-22 11:00
&) sent « IMPORTANT: upcoming changes to your Webmail service
=

U Trash
i Spam

1.7. Adding Contacts

To add a new contact, select Contacts in the top right corner of the screen.

A Mail Calendar ¢ Settings 'A

[a- ]

You'll then see this screen and you will be able to create a single contact. Use the + button at the
bottom of the Personal address column.

B ¢ B kcom webmailzContz X | — [m] X
< = O » & certificate error  webmail.mistral.spnkcom.com,?_task=addressbookeL source=0 {{ j‘g 7 =
I(( OM B Mail Contacts calendar ¥ Settings |~
qe .4
== Q (a- ]
Impart Export Compase  Frint  Advanced
Groups Contacts
2_ Personal Addresses ; Jane Bloggs
&L Family &L Joe Bloggs
&8 Friends

& work colleagues

+ - + 1-20f2
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Here you can fill in all the details for your contact. You can add extra fields by clicking the drop-down
menus shown below.

I<COI I Mail Contacts Calendar Settings |~
2
b ) s

Import Advanced

[ Groups I Family Add contact

¥ personal addresses

Joe Bloggs
B8 Friends
prefix
riddle Name
Suffix
- Nickname
+ad Organization
Department
30b Title
Properies  Personalinformation  Notes
Email
[CEr— . K )
I | pre
01482123456 ]
Addre
1 Hull Road
Hul Hut 1z
East Riding of Yorkshire England ]
‘Add fieid
Emal
Phone
nadress
Weosite

-+ - 4 Ne contacts found

1.8. Creating a contact group

To add a contact group, select Contacts in the top right corner of the screen.

e Mail Calendar ¢ Settings ‘A

[a- l

You'll then see this screen and to create a group of contacts, use the + button at the bottom of
the Groups column.

B - KCOM Webmail : Conta ~ =
B a 3 bmail X+ o x
P O & Certificate error  webmail.mistral.spn.kcom.com/?_task=addressbook8_source=0 pid S 2. =2
linux2000¢ mistral.net Logout
I<( OM Mail Contacts calendar ¥ settings |~
2+ L4
LE OE - Q (a- ]
Impart Export Advancad
Groups Contacts
4, Personal Addresses & ane Bloggs
2 Family & 30eBlogas
&8 Friends

&% Work colleagues

-+ | & o= 1-20f2
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Once you've created a new group, you can either Rename or Delete the group by clicking the

settings button at the bottom of the Groups column.

KCOM

+
=]

Import

Advanced

Groups

Family

o

EEI Personal Addresses

Friends

+

- +

No contacts found

1.9. Edit contacts

To edit or update a contact, click on their name in the Contacts column, and then Edit contact on
the contact card.

Email

Contact properties

Properties Groups

Joe Bloggs

7

Home

To delete a contact completely, click on their name in the Contacts column, and then click the
icon at the bottom of the Contacts column.

==

'i' 1-20f2
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1.10. Calendar

You can access the calendar on the new webmail by clicking the Calendar button in the top right
corner of the screen.

B4 Mail L Contacts ﬁ' Settings 'A

To create a new calendar (for work / holiday / family events etc.) click the + icon in the bottom left
corner of the screen, at the bottom of the Calendars column.

Calendars Q

+ | -

You'll then see this window — you can change the name, colour that the events show on the full
calendar view, and whether to show reminders for events in this calendar.

Create new calendar

I

Mame Holidays

Color [ #5coond

| Show reminders

| m| Cancel |

4

Your custom calendars will then show on the left side of the screen under Calendars.

KCOM
B & d = [ [ — = |

New event  Print Import  Export Day Week  Month  Agenda
4 September 2019 » Mon 9-2
Wk Mon Tue Wed Thu Fri  Sat  Sun all-day

26| 27 28| 29| 30| AN 1
06:00

2 4 5 8 7| 8
9/ 10| 11| 12| 13| 14| 15 GFEE

16| 17| 18| 19| 20| 21| 22
23| 24| 25| 26| 27| 28| 29 08:00

30 1 2 3 4 5 i
09:00
Calendars Q 10:00
11:00

Holidays [ ]

| | 12:00
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To create a new event for the current calendar, click the New event button in the top left corner of
the screen.

KCOM
| B @

Mew event Print Impart Export

4 September 2019

% Mon Tue Wed Thu Fri Sat  Sun

26 27| 28| 29| 30| 3N 1

2 4 5 6 7 8
9 100 11| 12| 13| 14| 15
16| 17| 18| 19| 20| 21| 22
23| 24| 25| 26| 27| 28| 29
30 1 2 3 4 5 6

Next, you'll fill in all the details for the calendar event. You can fully customise your event using the
tabs along the top of the New Event window. Choose how often it repeats this reminder

(Recurrence), share it with other people (Participants), or attach a document or picture to it
(Attachments).

Once you've completed all the details for the calendar event, click Save, shown below.

1ue y-3 wea y-a LR

R SSBB
B

Summary Recurrence Participants Attachments

Summary
Lunch with Jane

Location
Our favourite pizza place

Description

URL
el | 1300 [Jal-day
End | 14:00

Reminder Hone L
Calendar
Category
Status

NI
(<(<33

Showmeas  [Busy

Priority

<

I
<
I

Privacy public

G- =3
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2.Settings

There are lots more settings available with your webmail, allowing you to customise your email,
contacts, and calendar.

Select ‘settings in the top right-hand corner of your webmail. In here you'll find;

2.1. User Interface

Here you can change the language, time and date settings, and refresh frequency for your
mailboxes.

|<COM B mail & contacts Calendar

-

W rolders

User Interface

Main Options

Refresh (check for new messages, etc.)
@ calendar

Browser Options

2.2. Mailbox View

Wandle popups 23 standard windows [

Laopage T —
Tone e e

Trwafomat G T

o ormat [Emiare: )

Pretty dates =]

every 1 minute(s) -

Here you can change how your mailboxes display, read message options, and the number of rows

per page.

KCOM

Settings Section Mailbox View
3 user 1nterfac
M ain options

2.3. Displaying Messages

Here’s all your message display options — meaning you can view your emails exactly how you want

to.

KCOM

W Folders = Mailbox View "
Lavout Viidescren (3-column view) :
A 1dentites B oisplaying Messages
Mark messages as read immediately v
B responses B Compasing Messages
On request for =
B contacts —
Expand messag never <~
8 specal Fold.
Rows per pege s0
& Server Settings
B caendar New Message
Check al folders for new messages [

Settings i Displaying Messages
M x » © Main Options

Advanced options
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= Open message in 3 new window 0
- Shaw email address with disglay name m]
B Responses B composing Messages
- Display HTML =
Al contaces
- Display remote inline images neve
W special Folders
— Display attached images below the message &=
£ server settings
B coa After display the next message [
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2.4. Composing Messages

All your options for writing emails are here — including default fonts, signature options (to create a
signature go to Identities under the main Settings list) and spellcheck options.

KCOM B il L contacts Calendar

Sattings Saction Composing Messages
h 3 ser tntetece wain Options

. Folders 1= Mailbox View

Compose in a new window

2 tdentites Displaying Messages

B responses
P ——
B concs
Always request a retum receipt ()
Alvays request a delivery status notification ()

Place replies in the folder of the message being replied to [

B calendar

Messages forwarding -
Default font of HTML message verdana <] 200t -
Default action of [Reply all] button reply to all

Signature Options

Automatically add signature aiways
Place signature below the quoted message O
when replying remove original signature from message  [7]

Force standard separator in signatures =]

Spellcheck Options
Check spefiing before sending a message
Ianore words with symbeots

Ignore words with numbers

oooo

Ignore words with ail letters capitalized

Advanced options [}

2.5. Contacts

This is where you set which address book is to be used as your default, as well as how your contacts
display.

KCOM T o |

Sattings Saction Contacts
h = e Main Options

W Folders
Defoult address ook Perspnal Addresses IRl
2, identites

B responses

et contacts s [Diiay Hame ]
Sorting column Last Name v

W specal Folders

Skip alternative email addresses in autocompletion (]

B server Settings

Calendar

2.6. Special Folders

You can choose how your folder names display for your mailbox here

KCOM s L cos [] coenssr [

Settings Section Spedial Folders.
h 3 ser tntertace Main Options

W rolders

Show real names for special folders m)

A tdentities
Drafts

W Responses " Compasing Messages
Sent

B contacts
Junke
s ——

Tren [resh ]

£ server settings

Colendar [ere
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2.7. Server Settings

These settings are for deleted items. To turn on the Clear Trash on logout and Compact Inbox on

KCOM

= =

W Folders

2, 1entives

Server Settings

Main Options

Mark the message as read on delete

B responses

Flag the messag instead of deiste
Da not shaw deleted messages
1F moving messages to Trash fails, delete them

Directly delete messages in Junk

2.8. Calendar

All your calendar settings are here — making any changes to your custom calendars, default settings
for events, and what to display within your calendar.

KCOM

Clear Trash on lagout a

Compact Inbox on legout (m}

oooaog

logout, tick the two options under Maintenance to help keep on top of your mailbox capacity.

B Mail & Contacts [@] Calendar Settings |8

usermame @username karon.co.)

B Mal L contacts [ calendar

Settings

. Folders

2 tdentives

Displaving

B responses

Calendar

Main options

G Week -
Time slots per hour (Exal

First weekday Vonday

First hour to shaw [gs:00 -]

5 6600 ] — (1808 ~

Event cnloing [RocorSng to catendar ]
Dafoutt reminder setting ane 15 (mnstes before
o ——— [oefouit ]
Event Invitations

After an invitation of update message « processed Do nothing
categories

Permonai scoco [l

work Moo 5

Famiy Weomo [

Waiday Wovsson [

A categary

Birthdays Calendar

Dusplay berthdays calendar [

e S

Show reminders Wone v]1 [Gayabslors
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2.9. Identities

This is for the Identities that are set up within a KCOM email account. Here you can set an auto-

signature per identity — go to Settings > Preferences > Composing Messages to change the
signature display settings.

Edit identity

Settings

Email

Organization

Reply-Ta

Bec

Set default

Display Name

John Doe

username@username karoo.co.uk

Signature
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3.Support

If you have any queries, please don’t hesitate to contact us using your usual support number.
You can find a list of support numbers on our website here.

Thank you for your continued use of the Webmail service and we hope that this guide has been
useful.
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