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About USA.NET’s Commercial Messaging Services (CMS)
Enterprise Messaging

USA.NET’s Commercial Messaging Service (CMS) is a web-based email system for CENTURY 21. It will allow
you to check your email from any computer connected to the Internet so you can stay connected wherever you
might be. CMS offers you all the basic features that have become familiar to email as well as some unique
features you might not find else where. This document will help guide you through features that will help you get
the most out of your email.

Before you go farther in this document, you should understand the business rules of CMS. The following are
some basic functions and standards of CMS which have been put in place so CENTURY 21 can offer you the
best email experience possible.

Account Creation

New CMS accounts are automatically generated when someone is entered into CREST. Once their data is
entered in CREST, their data is fed into the CMS database and a new account is created. The standard for
creating an account is firsthname.lasthname@century21.com. (Ex: john.doe@century21.com) If there is already a
person in the email database with the same name, a number will be placed after your username. (Ex:
john.doe1@century21.com, john.doe2@century21.com, etc.) Your password is initially setup to be your
Company CREST ID number.

Where to Login to CMS

http://mail.century21.com




Services

To configure your personal white list filters, please follow these steps:

1. Determine what you would like to happen to messages that match one of your filters. This generally fits
into two categories, Override or Exclusive.

o0 Override allows you to override your spam filters, including system spam filtering, and is
handy when you have mail that is occasionally incorrectly marked as spam by the system spam
filters.

o0 Exclusive allows you to limit the mail you receive to only those messages that match your
White List; all other mail messages will either be considered Junk Mail or automatically
deleted. If you choose Exclusive, you will need to specify whether to keep the mail as Junk Mail
or to delete the mail. If you choose to delete all mail that does not match your White List, this
mail cannot be recovered later.

Your options are:

0 Override - matching messages will not be considered spam

o Exclusive - only messages matching White List will be accepted
Store in Junk Mail all messages not matched by White List
Delete all messages not matched by White List

Note: This setting will apply to all personal white list filters that you create.

To Create a New White List Filter

1. Click White list in the left side navigation

White List Filters
Select one of the options below to set-up your white list filtering action.

& Override - matching messages will not be considered spam
If & white st filter s matched, continue processing all filters except Spam Filters,

S Exclusive - only messages matching White List will be accepted
If vou select Exclusive, you must also choose one of the additional options below.

3 Store in Junk Mail all messages not matched by White List.

3 Delete all messages not matched by YWhite List.
Mate: If you choose to delete all messages that do not match a white list filter, these mail messages will not be recoverable.

-[New] [ Activate ” Dizahle ” Delete l
2. Click New to create a new personal white list filter. Parsownd White Lise Fifrar Entiy
Wi albvaald Bei #ction bo peifesinal ..
=i [Guhpct )| Confaing v
3. Designate when the personal white list filter will be 1 MGl Typa | I8 e w
used. You have the following options: | Wil & kst biwean | 120080 g | 1200 A0 =
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0 Subject, Sender, To, CC, or To and CC: Choose which part of the message heading to use in
the filtering process.

0 Contains, Doesn't Contain, Is, Isn't, Starts With, Ends With, Is Empty: Choose which
filtering function to use.

In the third field, fill in your criteria.

e Mail Type: Your choices for filtering by mail type are text, HTML and
contains attachments. Select your preferred option from the pull-down
menu. Note: When you filter by type, the entire message is used to
determine filtering criteria, i.e., signatures and attachments are both
considered part of the message. Therefore, an HTML message with an
attached Word document will not sort as an HTML message.

o Mail is received between/and: If you would like your mail filtered according to a specific time
frame, click this button. Select the time period you'd like filtered from these pull-down menus.

o0 Mail Priority is: You can filter your mail by selecting whether the priority of the message is low,
normal or high

o0 Mail Size is: You can filter your mail by selecting whether the size of the message is greater or
less than a given size. All sizes are in Kilobytes.

You have the option of creating additional criteria on the filter.
To do so click More to choose the additional filtering criteria.



To configure your personal spam filters, please follow these steps:
1. Click Spam Filtering in the left hand navigation

2. Choose an option to enable/disable enhanced spam filtering. Enhanced spam filtering is automatically

done using Brightmail which is constantly updated to counteract the latest spam message trends on the
internet.

System -Wide Spam Filter
The system-wide spam filter allows you to eliminate sparm by blocking a list of known spammers. Select one of the options below to set-up the filter.
3 Enable the system-wide spam filter and delete all messages marked as spam.

& Enable the system-wide spam filter and move all messages marked as spam to my Junk hail Folder,

3 | do not wish to use the system-wide spam filter.

3. You can also mark messages as spam manually when you are reading them (you will click a
button in the message). Determine what the system should do to messages that you manually mark
as spam:

@ Delete all messages that are identified as spam by my persanal spam filters.
(O Store all messages that are identified as spam by my personal spam filters in my Junk Mail Folder.

Note: This setting will apply to all personal spam filters that you set up.



You can also create spam filters that identify any messages that consistently slip through the
automated filters.

4. Click NEW to create a personal filter.

5. Designate when the personal spam filter will be used. [New] [ A rtivats ] [ Dizahla ] [ Dalate ]
You have the following options:

0 Subject, Sender, To, CC, or To and CC:

Choose which part of the message heading to use in the filtering process.

o0 Contains, Doesn't Contain, Is, Isn't, Starts With, Ends With, Is Empty: Choose which
filtering function to use.

. . . Personal Spam Filter Entry
In the third field, fill in your

criteria. When should the action be performed ...
0 Mail Type: Your choices for G [subject  ~|[Contains v |
filtering by mail type are ; : =
9oy yp O Mail Type | Is Text b |

text, HTML and contains s — -
attachments. Select your O Mail is received between | 12:00 AM ¥ and | 12:00 AM »

preferred option from the © Mail Priority is | Normal
pull-down menu. © Mail Size is | greater ¥| than | |k BB

More
@ Cancel

Note: When you filter your mail by type, the entire message is used to determine
filtering criteria, i.e., signatures and attachments are both considered part of the
message. Therefore, an HTML message with an attached Word document will not
sort as an HTML message.

o Mail is received between/and: If you would like your mail filtered according to a specific time
frame, click this button. Select the time period you'd like filtered from these pull-down menus.

o Mail Priority is: You can filter your mail by selecting whether the priority of the message is low,
normal or high.

o Mail Size is: You can filter your mail by selecting whether the size of the message is greater or
less than a given size. All sizes are in Kilobytes.

0 You have the option of creating additional criteria on the filter. To do so click More to choose
the additional filtering criteria.



The Vacation Reply feature allows you to automatically send a reply in response to all incoming mail for a
specified time period.

To create a Vacation Reply setting, follow these steps:

1. Click Services on the Navigation Bar on the left side of your screen.
Click the Vacation Reply option.

The Vacation Reply page will display, showing the current Vacation Reply setting, if there is one. Note:
You may have only one Vacation Reply setting created at a time.

[New] [ Activate ][ Disahle ” Delete ]

X Your current vacation reply entries
Example: When Received between 07 Ak 030451999 and 06 Al 03/05/1299
Send Vacation Reply

] Select all displayed filters

3. To create a new Vacation Reply message, click the New

4. Selec he time period

during which your

Vacation Reply (6] [camd | [Proon ] [ chack Spuiirg_|
message will

automatically be sent to Gean [iage: | -~MAafh— % .Day. | CYaa. ® How- 0 [EET)
incoming mail. Select Ending Dates,—Matth— 5 -0y 09 Yoo SRt B0 RST)

the start and end
dates.

Iiiq T i Esrsry Hme - o L Squd am Hr o

5. Write the content of
your Vacation Reply
message in the large
message area.

If you'd like to send your
Vacation Reply message
as HTML, you must
compose the message in
HTML and click the "Send
as HTML" box.

Mode HTHI gralLTes may anosar e Hiacimasta b measage vaenin
SlgnaTuies |- b i

6. If you'd like to attach a
Signature to your
Vacation Reply message, select from the pull-down menu.

7. Click the "Ok" button when you have finished setting up your Vacation Reply message.

NOTE: Your Vacation Reply message will be listed on the main Vacation Reply page.
It will automatically be activated. To deactivate it, uncheck the Active check box.



The Forward to Email feature allows you to forward selected email from your CMS account to another email
address. To configure the Forward to Email service, follow these steps:

1.

Click Services on the Navigation Bar on the left side of the screen.
Click the Forward to Email option.

X Your current forward to email entries

Example; YWhen subject contains urgent
Forward to YourWorkAddress@domain.com

[ keep Local Copy of Forwarded hail
[F Select all displayed filters

[New] [ Activate ][ Disable ” Delete ]

To create a new Forward to Email filter, click the "New™ button.

Enter the email address to which you Mail filter entry
would like your email forwarded. You

must include the domain name, e.g., Forward To: jshndoe@hotmail.com|

ldoe@doma|n com Enrterthe full email addmess o which vou want mad forwamed (e jdos @aomir.ooam ).
When should the action be performed ...

Next, you must decide when this ® Always

forwarding service will be used. O'when ...

If you select Always, please ® |[Subject || Contains ¥

proceed to step 8. © Mail Type |15 Text 7|

) Mail is received hetween 12:00 AM ¥ | and 1200 A

If you select When, you can create a miosiiaisianoli :
O Mail Priority is | Normal (v

filter to “match” messages that you

MEW

wish to forward under certain criteria: O Mail Size is |greater ¥ than K
0 Subject: Sender, To, CC, or
To and CC:
Contains: Doesn't Contain,
Is, Isn't, Starts With, Ends

With, Is Empty:
o In the third box, type in the text that will be used to flag the Forward to Email service.
o Mail Type: If you would like your mail filtered according to type, click this button.

Your choices for filtering by Mail Type are: Is Text, Is HTML, and Contains Attachments.
Note: When you filter your mail by type, the entire message is used to determine filtering
criteria, including signatures and attachments

o Mail is received between/and: If you would like your mail filtered according to time, click this
button. The pull-down menus contain all hours of the day, both AM and PM.

o Mail Priority is: If you would like your mail filtered according to priority, make a selection from
this pull-down menu. For example, any incoming mail with a high priority flag could be
forwarded to a specific email address.

o Mail Size is: You can filter your mail by selecting whether the size of the message is greater or
less than a given size. All sizes are in Kilobytes.



You have the option of creating additional criteria on the filter, to do so click on the "More" button to choose
the additional filtering criteria.

6. Click "Ok" when you have finished setting up your Forward to Email filter.

Your Forward to Email service will be listed on the main Forward to Email page. It will automatically be
activated. To deactivate it, uncheck the Active check box.

You can also perform the following tasks on this page:

< Edit: Click the "Edit" button to edit a current Forward to Email filter.

e Delete: Check the box to the left of the Forward to Email filter(s) you would like to delete then Click the
"Delete" button.

 Keep Local Copy of Forwarded Mail: Check this box if
you would like to keep a copy of your forwarded email
at your CMS account.

[] Keep Local Copy of Forwarded hail

Notification Filters allow you to forward selected messages (without attachments) from your CMS account to
another email address. Notification Filters are ideal for forwarding messages to SMTP-addressable wireless
devices.

1. Click Notification Filters in the navigation bar.

Your current notification filter entries

Example: When subject contains urgent
Forward to YourWorkAddressgemypager.com

[E Select all displayed filters

[New] [ Activate H Disable ][ Delete ]

e Check afilter and then press
Activate/Disable/Delete to turn it on/off/delete it.
e Click Edit to change a current notification filter.

2. Click New to create a new notification filter.

Note: A local copy of all forwarded mail is
automatically kept on the server. This ensures
that you will receive messages (and
attachments) via your primary email account
even though you have forwarded a copy to a
wireless device.

3. You can create filters based upon when...
messages match certain criteria before

forwarding to your wireless device. Use the filter

Monificarion Fiber Eatry

Feowanl To; Johnd cedGrysh oo com|

Bk e Ak st ddman o wiich v st M B s i s |
Saharwin s e T

When shonld the acsem be peadoimed
() e b
FaTwan
W | Chnbals -

T 1 Eubfeant

5 Muil Type | b5 Tant p

2 Mol iz recmived bopasmen | 1200 AR %0 g | 1200 A0
P | Pty = Momed =
Ml Sizeis | @aEar . jhan K e
'-hn-:-|
E3|ETTN

criteria to setup a filter according to Subject, Mail type, time of day, priority or Mail Size.

4. Click Ok to activate your new natification filter.
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The History File allows you to view an itemized listing of all incoming and outgoing email.
To view your history, follow these steps:

1. Click Services on the Navigation Bar on the left side of your screen.
Click on the History option.

To view information about a particular message in the History list:

3. Click on the mail link in the "Address" column. The following information about your message will
display:
0 The message ID (also called the Internal Tracking Number).
The date and time that the message was received in your CENTURY 21 CMS account.
The sender of the message. (From)
The recipient of the message.
The subject of the message.
The size of the message.
The action taken on the message (each action will have a separate History detail). (Disposition)

O O0OO0O0O0O0

To read a message from the History File,

4. When viewing the information about your message, click the Subject link to read the actual text of the
message. Note: You can only access those messages that are stored in one of your Folders. In order to
read your outgoing mail, the "Save in Sent Folder" option must be selected for your outgoing mail. The
"Save in Sent Folder" option is available in Settings, under Preferences.

NOTE: When a History entry turns 8 days old, it will automatically be deleted from the History File.

11



Preferences

To access Settings, please follow these steps:

1. Click Preferences on the Navigation Bar on the left side of the screen.
2. Click Settings.

General Settings.

| General Settings

Murnber of iterns to display per page: [20 |
Empty Trash an logout: 7]

Default time zone: | America/Mew York (Eastern) ~|

Preferred language:

Disahle warnings when emptying Trashddunk Mail Folders: HEW

Number of items to display per page

Select the number of items you want to display per page from the drop-down menu. The number
selected will determine the number of items that display in Read Mail, History, and other pages.

Empty Trash on logout
Check this box to automatically clear the contents of the Trash folder every time you logout.

Note: Once deleted from Trash, these messages can no longer be accessed.

Default time zone
Choose the preferred time zone for your CENTURY 21 CMS account by selecting from the drop-down
menu.

Note: The time zone selection is reflected on all incoming and outgoing messages. Daylight Savings
Time is applied where necessary, based on the time zone selection.

Preferred language
Select the radio button next to the default language of choice for viewing the CENTURY 21 CMS Web
client.

Note: This setting will not affect the language in which your messages are sent or received.

Disable warnings when emptying Trash/Junk Mail Folders
Check this box if you would like to disable popup confirmation boxes when emptying your Trash or Junk
Mail Folders.

12



| Read Mail

Yiew attached images inside messages:

=

Hide images from the Internet in HTRL messages:
“iew mesgsages using a fixed-width font:

Fop-up read mail window:

e . |

Motify when new messages are received while logaed in:

Resize columns on message list page:

&

View attached images inside messages
Check this box if you want images received as attachments to be automatically opened at the bottom of
your message.

Note: This option allows particular file types such as .gif, .jpeg, or HTML to automatically open. File
attachments that require another application be used for viewing will not open within your message.

Hide images from the Internet in HTML messages
Check this box if you want to hide all images from the Internet when reading HTML messages. If
selected, images from the Internet will be replaced with a gray box when viewing the message. You will
be notified of this change on the Read Mail page and you may select an option to view the images.

Note: This option does not apply to attachments (see "View attached images inside messages" above)
or to certain types of embedded images such as stationery.

View messages using a fixed-width font
Check this box if you want all message text to be displayed with equal space between each character.

Pop-up read mail window
Check this box to display a separate pop-up window when reading a message.

Notify when new messages are received while logged in

Check this box to receive notification via a popup window when new messages are received while you
are logged into the webmail client. There may be a delay between the time a message is received and
the time the notification is displayed since the system will only periodically poll your Inbox for new
messages. You will only be notified of new mail in your Inbox and not in other folders.

Note: This feature may not work on all browsers. If you are using a popup blocker, this feature may not
work unless you allow popups from this site. This feature requires a constant connection to the Internet;
if your Internet connection is lost, your browswer may attempt to reconnect to the Internet.

Resize columns on message list page

Check this box to enable resizing of columns on the message list page. You can change the size of the
Folder, From/To, Subject, Date, and Size columns to meet your needs.

Note: This feature may not work on all browsers. If the Read Mail page does not appear correct after
you select this option, you should uncheck this feature. This feature works best on latest versions of
Internet Explorer, Netscape, and Firefox browsers.
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Write Mail

Mame that appears in outgoing mail:  Tast User]

Save copy of outgoing mail in Sent falder:
FPop-up write mail window:
Quate atiginal message: [

Forward Message: :as :-"k.ttac.hmer{t |

Name that appears in outgoing mail

Choose the name that you want to appear on all outgoing mail, next to your email address.

Note: Even though you changed the name that appears on your outgoing messages, you did not

change your CENTURY 21 CMS login name. Continue to login to your CENTURY 21 CMS account
with your original login name.

Save copy of outgoing mail in Sent folder
Check this box to save a copy of every outgoing mail in your Sent Folder.

Note: Saving a copy of your outgoing message allows you to reference then at a later time. These
messages do count toward your storage so it is recommended that you periodically clear this folder.

Pop-up write mail window

Check this box to display a separate pop-up window when writing, replying to or forwarding messages

allowing you to reference another message or document while composing an outgoing message.

Note: After clicking Ok, you must click Reload or Refresh on your Web browser's toolbar to activate
this feature.

Quote original message

Check this box to include a bracket (>) before each line of the original message when using Reply or

Reply All.

Note: The original message will always be included. The Quote Original Message option simply
highlights that original message with a bracket.

Forward Inline or as Attachment
Select whether you want to forward messages as Attachments or Inline so you can edit them.

14



1" #

To change your password, please follow P —

these steps.

@

No ok

The Passward setting allows you to change your login password for POP and IMAF
. clients. Wve recommend that you change your password on a regular basis. Passwards
C“CK Prleferences on the . must be at least five (5) alphanumeric characters in length. Note: Passwords are case-
Navigation Bar on the left side of sensitive.

the screen. _
Click Password. Current Password: |
Choose a new password that is at

. X New Password: -
least five alphanumeric characters -

in length. Re-Type New Password:
Note: Passwords are case- o e
sensitive.

Enter your current password in the Current Password field.

Enter your new password in the New Password field.

Verify your new password by re-typing it in the Retype New Password field.

Click Ok. Your new password will be required the next time you login to your CENTURY 21 CMS
account.

Note: You may encounter security warnings when changing your password, because CENTURY
21 CMS uses a secure connection for all password transactions. Please refer to Online Help section
How to Disable Security Warnings on Your Browser for information on disabling these warnings.
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Signature files can be created to save you time composing a message. Once created, a signature can be added
to the end of outgoing mail. If a signature file is designated Default, it will automatically be added to the end of
each outgoing message unless you specify otherwise.

How To Create Signatures

To create a signature file for outgoing messages, please follow these steps:

1. Click Preferences on the Navigation Bar on the left side of the screen.
2. Click Signatures.

Business Signature Text [v] Default

I ey

Ball Simature Earry

3. Click New.
4. Enter a name for the signature HameiBumneas Signaes N
file. [l Semd ax HTML | Preaes Spell Chek |
0 Check Send as HTML if O oy cure:
you want an HTML ABC Faml Extwts
signature. You will need B T
to know HTML Timit our webrite wi wew.wmbzite.com

Cull e mny tims st 200-357-33E0

programming to create
this signature.

5. Type your signature information. el T

6. Click Ok to save your signature
file.

How to Edit Signatures

To edit a existing signature file for outgoing messages, please follow these steps:

1. Click Preferences on the Navigation Bar on the left side of the screen.
2. Click Signatures.

Business Signature Text [v] Default

I ey

3. Locate the signature file you wish to edit and click Edit. CMS will display the signature information.
4. Type in your changes. Click Ok to save your changes or Cancel to exit.

16



How to Delete Signatures

To delete an existing signature file, please follow these steps:

1. Click Preferences on the Navigation Bar on the left side of the screen.
2. Click Signatures.

3. Locate the signature file you wish to delete and click Delete.

How to Change Your Default Signature
To select an existing signature file as the default signature file, please follow these steps:

1. Click Preferences on the Navigation Bar on the left side of the screen.
2. Click Signatures.

Business Signature Text [v#] Default

[
3. Locate the signature file you wish to select as the default and click the Default check box.

To remove the default from an existing signature file, please follow these steps:

1. Click Preferences on the Navigation Bar on the left side of the screen.
2. Click Signatures.

3. Locate the signature file currently selected as the default and click the Default check box to inactivate
the default.

17



Read Mail
$

The Read Mail page or Inbox allows you to read all messages received and stored in your account. Messages
are displayed in a list, which show if each one is new, sender, date received, subject and size.

To read your messages on the Web interface, please follow these steps:

1. Click Read Mail on the Navigation Bar on the left side of the Web browser window or the Inbox link on
the Welcome page to view all of your messages.

2. Toread a message in your Inbox, click the sender's name listed in the From column. You can also
access other folders from your Inbox by using the Go To drop-down menu to take you to a selected
folder.

3. Toread a message in another folder, click the (+) box next to Read Mail and then click a folder. The
selected folder will display the messages stored there. Click a sender's name to open and read that
selected message.

Note: If you have selected to use the Pop Up Read Mail Window in Preferences and Settings, a separate
window will open when you click the sender's name in the From column.

$ e
How to Use Mail Functions

After a message is opened, you can perform any of the following functions by using the appropriate buttons
located at the top or bottom of the Read Mail page.

Read Mail: Inbox {1 unread, 1 total )

Inbox(1 unread, 1 total) '+ 'Trash s

Use chediboxes to select messages to mowve or mark as unread. Dizplaying Meszages 1- 1 of 1

e Arrows: Click (>) to move to the next message or (<) to return to the previous message. Note: These
display only if there is a next and/or previous message in the active folder.

e Delete: Click Delete to delete the message.

e Forward: Click Forward to send the message on to another email address. Note: The original
message will appear as an attachment to the recipient.

« Reply: Click Reply to write a response to the sender's message.

« Reply All: Click Reply All to write a response to the sender and all recipients of the message.

e Submit as Spam: Click Submit as Spam to send the selected message(s) to the USA.NET system
abuse manager. You will not receive a response regarding your submission; however, the input will be
used to improve future system spam blocking.

Note: If this button is not available, click on Services found on the left-hand Navigation Bar. Next,
click on Spam Filtering to adjust your spam settings. Select an option in the Enhanced Spam
Filtering section. This will activate the Submit as Spam button.

e Move to: Click the pull-down menu and select the folder into which you'd like to move the message,

then click Move To.

18



When reading an email message, the following additional options are available:

. Add to Address Book | | Block Sender | Allovy Sender
e Add to Address Book: Click Add to I I

Address Book to add the sender of the message to your Address Book.

 Block Sender: Adds this sender to your personal spam filter.
« Allow Sender: Adds this sender to your personal “white list” (always approved sender).

e More Details: Click More Details to see additional : _ _
routing information about the message. More Details ] [ Frint Previews
e Fewer Details: Click Fewer Details to return to the

original view of the message. Note: The Fewer Details option will only be displayed if you have clicked

More Details.

e Print Preview: Click Print Preview to see how the message will print in memo format, with only the

header and message text, excluding all CENTURY 21 CMS buttons and page formatting. Note: Click

File along the top of the Web browser window and select Print to actually print the message.

Note: You can also move and/or delete messages with the Move To
button. Select the message by checking the box next to the message.

hove To: :Sent v

0 move a message, click the drop-down menu next to Move To, select

the appropriate folder and then click Move To. Date: 1 'IS'rZr;th 12
From: . ori

) , Junk Mail
To delete a particular message, click Delete. To: CHRPm ci

Subject: Walcome to yourr
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Write Mail

To compose and send messages, please follow these steps:

1. Click Write Mail on the
Navigation Bar.
Note: If the Pop Up Write Mail
Window in
Preferences/Settings is
checked, a separate Write Mail
window will be displayed. If not,
the Write Mail window will be
displayed in the main frame of
the browser window.

2. Address your message:

0 To: Type in the email
address of all recipients,
or a nickname or group
name. Note: The
nickname or group
name that you enter
must correspond with
the addresses in your
Address Book.
Separate each address
with a comma.

0 Subject: Type in the
subject of the message.

o CC: Type in the email

Winte Mall

| .F.'-m-h.'l.ll | | ;".'v:.- I_:Il.l-ﬁ | |:-"h-ﬁ4-u.| | 2 n.nc.l. E.i.-l.ln.g. | i.' ;ll_rl.:

Fromic Taet Uzart® <fesl userli@ceniuyZ1 oms

Tes | A i 6a Biipd
Siilijat
L=
BLie
] awwinmant reider | nosd Roca
Iy Bleicrary | — MONE - % prigey Momel ® mgge
Rirh =

il dARr D FS EEE SEE

Mot HTML apratires may apnear 39 stacfuments o measage swnests
Signanies -~ H (e g

addresses of any additional recipients you wish to receive a copy of your message.
o0 BCC: Type in the email addresses of any recipients that
you would like to send a copy without the other recipients' knowledge.

Note: You can also use the Address Book to address your message.

3. Compose your message in the large message area provided.

4. Click Send Mail at the top or bottom of the window.
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To address your outgoing messages using the Address Book, follow these steps:\

1.

No o

Click Write Mail on the Navigation Bar on the left side of your screen.

Click Address Book. The Address Book page displays, allowing you select an individual or group
address to be used in your current message. You may switch between the Individual and Group Lists
by selecting your desired choice at the top of the page. You may also display your Personal List, the
CENTURY 21 CMS List, or particular Groups by selecting your desired choice from the drop-down
menu and clicking the "Display Members In" button.

Select the individuals or groups to whom you wish to address your message by checking the To, CC, or
BCC fields.

Click Add Selected Recipients to add the selected addresses to your message. You may proceed to
other pages of the Address Book and add more individuals or groups.

When you have finished making all selections for your current message, click Close.

Compose your message.

Click Send Mail located at the top or bottom of your screen.

Send multiple files with each outgoing message.

To attach files to your outgoing message, please follow these steps:

prODN~

Noo

Click Write Mail on the Navigation Bar on the left side of the Web browser window.

Address and compose the message.

Before sending the message, click Browse at the bottom of the window.

Select the file you would like to attach. Note: You may need to change the file type to All in the pop-up
window.

Click Open when you have selected the appropriate file from the pop-up window.

Click Attach to attach the file to your message. Click Remove to detach the file from your message.
To send your message, click Send Mail located at the top or bottom of the Write Mail window.
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Address Book
T " #

Use your Individual Address Book (Personal List) to enter the names and email addresses of the people to
whom you send messages. To view all previously entered users, click the All link. You may view users who fall
under a particular letter of the alphabet by clicking the link for that specific letter.

To add individuals to your Personal List, please follow these steps:

Login to your CMS account.

Click Address Book on the Navigation Bar on the left side of your screen.

Click the Individuals link.

Click the "Add Address" button. The Address Book page displays, allowing you to enter the
individual's name, email address, physical address, phone number(s), etc.

Enter any other information or notes associated with this person.

6. Click the "Ok" button when finished. Your Personal List is updated to include the person you just added.
Click the "Cancel" button to exit the

current page.

Craaie an favfeuiuy Snidrean

Pobd=

I Dimawssdl Imffonins e

Bl Pelylrasa Micknama:
Fsl Has Loaa Mt
e You may edit an entry by CIiCking Additiemad Informaties | Cptismadl
the "Edit" button on the main et Aldrpes AptEE
Individual Address Book page. Ciry: Srata Pecvista;
* To delete an entry, simply click the FiPaiad il i
"Delete" button.
Dy Flioia: Evaniing Plhamac
Calliilar Pliona: Pagai:z
Fan: Home Pege fddiass

Maras:

(o] [Goree ]

Add Address ][ Irmport/Export 1|

Al AB CDETFGHIJEKELM®©NGOGZPORSTTUY W XY Z Al
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Address Name Nickname

matthew ferrara@cendant. com hatthew Ferrara

22



Groups allow you to use a single email address when sending to multiple recipients.
To create groups, please follow these steps:

1. Login to your CMS account.

Address Book Options

Individuals: Add, edit, or delete individuals in your Individual Address Book. You can view Personal Lists in your Individual Address
Eook, as well as access the Directary Search and Import/Export feature.

Groups: Add, edit, or delste groups in your Group Address Book. You can view Personal Groups in your Individual Address Book.

2. Click Address Book on the Navigation Bar on the left side of your screen.
3. Select the Groups option.

ETZIC
Al ABCDETFSGHIJELM©DNIN®E=QRST Y W X ¥ Z AN

Dizplaying Page 1 of 1

=

Group Hame Group Size

Farm Mailing Group a Add Members Rermove Members Details

To create a New Group, click the "Add Group™ button.

Enter the name of the group in the pop-up window and click the "OK" button.
Your new group will display.

ook

7. Click "Add Members" to add addresses to your group. Click "Remove Members" to remove
addresses from the group.

You can also rename and delete your Personal Groups with the "Edit" and "Delete"” buttons.
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You can import your address book from other email clients to your CENTURY 21 CMS Address Book, or export
your CENTURY 21 CMS Address Book to other email clients.

Importing:

aorON =

Export your address book from your other email client to an area on your hard drive.

Login to your CENTURY 21 CMS account.

Click the Address Book option on the Navigation Bar.

Click the "Import/Export" button.

Click the "Browse" button next to the Import Address Book feature, and select the exported address
book file. File extensions must be either .csv or .Idif.

6. Once you have selected the file containing the address book you want to import, click the "Import
Address Book" button.
Exporting:
1. Login to your CENTURY 21 CMS account.
2. Click the Address Book option on the Navigation Bar.
3. Click the "Import/Export" button.
4. Click on the pull-down menu next to the "Export using" feature and select the email client to which you
are exporting.
5. Save the address book file to your hard drive.
Notes:

If importing/exporting address books from a PalmPilot, it is important to use the default configurations
on your PalmPilot.

When importing an address book from another mail client, some information, such as group names
and/or lists, nicknames, or physical addresses may not be imported. We recommend verifying all the
information in your imported Address Book before use.
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Email Client Settings

To configure your POP (Post Office Protocol) compliant email software to retrieve email from your CENTURY
21 CMS account, please follow these steps:

prON~

Go to the set up section of your email software.

Set the protocol (or mail server type) to POP.

Change the Incoming Mail (POP) information to: pop.century21.com

Change your POP User Name or Account to your new User Name, including the domain name, using
the following format:

login name//domain name, e.g.,
jsmith//century21.com

Change your "Reply To" address to your new CENTURY 21 CMS address (for example,
jdoe@century21.com).

For your Outgoing Mail (SMTP) information, you may use our SMTP server address,
smtp.postoffice.net, or your ISP's Outgoing Mail server address, which you must obtain from your ISP.
Note: If using our SMTP server, you must use secure authenticated SMTP.

You may have the option of leaving a copy of your mail on our mail server. Please note, if you select
this option and POP your mail, we can not warn you if you exceed your storage quota. Accounts which
surpass storage quota will not be eligible to receive incoming mail. CENTURY 21 CMS suggests
deleting mail stored at your CENTURY 21 CMS account on a routine basis.

All of your outgoing (sent) email will now contain your new CENTURY 21 CMS address in the "Reply To" line of
the header. All "replies" to your email will now be sent to your CENTURY 21 CMS email address.

Note: Your password for POP mail is the same as your CENTURY 21 CMS password.
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