Law Society Web-M ail System Guide

LAW SOCIETY'S WEB-MAIL SYSTEM

1.1. Policy
Starting from 1st January 2001, the Law Society will distribute the weekly circulars by e-mail in

place of hardcopy. A mail server will be set up by Peernet Company Limited ("Peernet") for the
Law Society with the following domain name:
username@mail.hklawsoc.org.hk

The policy of the web-mail account :
a. all members will be entitled to open one e-mail account;
b. each account will be allocated 3MB storage space;
c. username will be assigned to members on first-come-first-serve basis;
d. username and password for web-mail account will be used to gain access to the Members'
Zone of the restructured web site (members are allowed to change their password); and

Members' Zone of the web site:
a. all members, associate members, student members and registered foreign lawyers are
allowed to gain access to the Members' Zone;
b. username and password will be the same as these of web-mail account; and
c. members may change to a different password for access to the Members' Zone.

1.2. Reqistration Procedure :

a. Members may apply for e-mail accounts through the Internet at the following URL address:-
www.hkpeernet.com/hklawsoc/registration.html
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The Law Society of Hong Kong
‘Web-Mail Registration Form

It has been announced by the Law Society of Hong Kong that the official restructured web site of the Society
will be launched on 1stJanuary 2001 and that atthe same time, the "Weekly Circulars and Yellow Pages" will
be delivered to its members electranically. Each member is allowed to open one web-mail account in arder to
collectthe circulars,

Ifyou are a member of the Law Society, your username will he assigned to you on firstcome-first-serve basis
upon completing this registration form with Peernet Company Limited. You may also gain access {o the
Members' Zone of the Law Society's web site with the same username.

Ifyou wantto access to the Members' Zone only and do not require the web-mail account, please indicate your

choice at the next registration page.
Sign Up Now

Copyright ) 2000 Peernet Company Limited. All rights reserved.
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Surname I(;han—
ety ascpory |02 b.  Aregistration form has been
Firm { Company / School Name IW bu|lt on the Web Slte Of Peernet
Member Type Pa— where you are required to enter
Prattice Certificate Mo, ; [S0#999 {Optional) your name, your firm's name and
 Registareo Foreign Lawyer other necessary data so as to
Registration Mo, {Optional) y . .
enable the Law Society to verify
© Associate Member .
€ student Member your memberShlp'

Account Information

Your username is assigned to you on firstcome-firsk-serve basis. Please enter your choice in
desending order. If preference is not indicated, we will assign vour username automatically,

Username

1stChoice . [m_chan @mailhklawsoc.org.hk
—_—

BES] | e Intemet

[ |
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C.

You may enter 3 usernames in
the appropriate boxes. The Law
Society will assign one
username to you according to
your choice so long as it is not
registered by other members. It
is recommended that you use
your initial and surname to
make up your username, for
example, "ssmith" for "Sam
Smith" or "tmchong" or
"jason_chong" for "Jason
Chong Tai Man".

Press the [Submit] button after
entering all the data. The
system will acknowledge your
application and immediately
forward your application to the
Law Society.

After your membership is
confirmed, the Law Society will
send you a letter with your
password. If you do not receive
any response after 14 days,
contact Ms. Winnie Leung of
the Law Society at 2846-0520.

Starting from 1st January 2001,
all members may login to the
web-mail system to activate
their accounts and also to gain
access to the Members' Zone of
the restructured web site with
the username and password.

1.3. Retrieving Weekly Circulars:

a.

Login: You may login to the
web-mail system using one of
the following two ways:

1. Login from the members'
zone

2. Login from the website :
http:/mail.hklawsoc.org.hk

- You will find the menu on the
left hand side which is divided
into 3 sections:
hklawsoc.org.hk Mailbox,
User's folder and Options.

- The centre part tells you
whether you have any new
e-mail and whether there are
any announcements from the
Law Society

/ iTrited n o - Microsnft Intered
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Account Information

| #BED) [] hitp:tivww hkpeemst comsignupsigaupnow himl

Your username is assigned o you on first-come-first-serve basis. Please enter your choice in
desending arder, If preference is not indicated, we will assign vour usernarme autornatically.

Username .
1st Choice : [ chan @mail.hklawsoc.org.hk

2nd Choice : [chan.tal.man @mailhklawsoc.org.hk

3rd Choice © |faimanchan @mailhklawsoc.org.hk

User name should be between 3 to 15 characters in length and must start with a letter. Oy
Iefters (5-2), numbers (0-) and some special characters ( -, _and .) can be ussd

account (ifvou later decided to have the web-mail account, an administrative charge will be
required).

eser

Privacy Policy : The personal deta collected about you in this web-page wil be kept confidential by us for the purpose of
communication amang you, the Lav Society of Hong Kong and us. Undsr the Personal Data (Frivacy) Ordinance, you have
the right to request access ta and corraction of psrsanal data held by us related to you. If you wish to make accessta or
correction of your personal dats held by us, please contact us at 2540 2678 or Info@hklsvwpage.com

Copyright © 2000 Peernet Company Limited. All rights reserved.
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The Law Society of Hong Kong
Web-Mail Registration Form

Thank you for registering. Your application will be forwarded to the Law Society to verify your membership.
Upon verification, the Law Society will send you a notification letter with your password,

Ifyou do not receive any response after 14 days, you can send your enguiry to adadmin@hklawsoc.org hk or

call Ms. Winnie Leung at (852) 2846 0520,

Copyright © 2000 Peernet Company Limited. All rights reserved.
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Welcome
chantaiman @mail.hklawsoc.org.hk

-]

) Today's Schedule

1) New Message Information Mail Space Usage (Total Memory

Size: 3.0MB}

- Mo new messages -
Space Used: 0.0KB (0.0%)
0 &0 on{%]

Date: 1001142001 (Thu)

1206pm | Total Available Space: 3.0MB
£100.0%)
0 a0 00{%]
=2 Announcements for Announcerments
= Download Circulars & el qoes  10/08/20071(Mon;) 29 -
(08.10.2001) 04:57pm chantaiman’s login information
= Download Circulars & Yellow 10012001 (Man)

a7 Login Time: 10/11/2001 Thu)
12:05pm

(03.10.2001)
+ Download Circulars & Yellow P
(24.08.2001)

+ Download Circulars & ellow
(17.08.2001)
= Download Circulars & Yello
(10.08.2001)

02:48pm

03/2472001{Man)
01:18am

84 Login Count: 1

Thisisyour

Today’s Biorhythm
e-mail address T

5 LU T T
q » 10408 10411 10/16 LI

BEL | 4 Intemet

- On the right hand side, you can find the existing status of your account, such as the [Space
Used] and [Total Available Space] and the login information. By checking it, you can see
whether your account has been accessed by any unauthorized person(s).
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b. Check E-mail : Click on the
icon [Check mail] on the left
menu, the system will check
your account and bring you to
your Inbox where all your
e-mails will be displayed.

- Theicon" = " indicates an
unopened e-mail and the icon
"iZ" indicates an e-mail you

have read
- You may click on the heading
to sort the e-mails as well.

c. View Weekly Circular
(10.9.2001)" of the [Subject]
column, the content of the
e-mail will be displayed:-

- Click the [View File] button.

- Right Click the File Name to
download the circulars e.g.
"c010910.doc".

- You will also find a full set of
circulars on the web site of the
Law Society where you can
search and browse as you
wish. It is therefore not
necessary for you to keep your
own copy in your e-mail
account.

/2 Web Meil: Th r

[

Br

| BEE HERE HR0 HHHBW IAD HE

I - |

e 9 0348w 3| IE - B [ETcomiigans =l ez |
Inbo! The Law Society of Hong Kang @ Help
& [1Page New Messages 1/ Total Messages 2
Folder Size: 4187 8KH Available Space: 2.5M8
V= m Sent Date Size Subject File
& | info@hkpeern... m”ﬂﬁgglﬂ”””) 482.8KB GiEiIARS 118 30T ®

1001172001 (Thu)

+
[mli=] info@@hkpeern 12:07pm

5.0KB Circulars (08

Click to view

Select Al Unselect All| | Forward || Delete || Delete All Ti
W ¥ From W Subject P
| M To W Contents
&7 You have | wnreod message(s) ][4 Intermet

same as reading other e-mail, simply click on e.g. "Circulars

il T

YR I I

From: I(HElpDESk) info@hlipesmet oom LI Add Address || Sparn Mail Reg. || Add to Filter
To:| |chantaiman@mail hidawsct.crg bl v | | Add Address
ce: [ [Add Address
Subject: Circulars (10.03.2001)
Sent: 10/11/2001(Thu) 12:13pm  Message Type: HTML flle Priority Level: Normal

Dear Members,

After consultation with the Law Society, the Circulars and Yellow Pages are now
being sent to vou in MS Win'Word format (version 97 or abowe). The file size will
be much larger and it will require longer time to download, however, this format
has been usad to enable members to print the circulars separately or to forward
them and the Yellow Pages within the office.

The steps to download the documents are as follows:-

1. click the [View file] button on the right hand side;

2. right click on the filename such as "c010910.doc", "v010910.doc";
3. select and click "Save target as.." to save the file to your harddisk.

If wour MS WinWord is older than version 97, you may need to upgrade vour Win Word
or alternatively vou can download the circulars in Adobe Portable Document Format
(PDF) at the front page of Members' Zone.

If wou are using 56k dial-up service to gain access to the Internet, it may take
over 15 minutes or more to download the material. In wiew of the large file size
of the documents, vou may have difficulty in downloading the abowe files. Please Ll

Reply || Reply All | Forward | Delete| | Close

* & B Inbox = || Copy | Mowe

RS AEB - SE-EAoraBn

- Since each member is
allocated a 3MB storage space

To: |chantimin@mal hidawscccrg bt || Add Address

[ ~ | | Add Address
Subject: Circulars (10.08.2001)

Attachmentfgf Click the filstwgie(s) to dovwnload
File Nfme | £ii7i57 0 dod
FAEF O}
TR R I

FiFEEL

FUIENEE®

=T
FEECY
HERUEE (D
EERe(E)

NEHFRIRE S
B FlashGet T &

AER

) Es Reply | Reply All | Forward | Delete|| Close

0412241116

From: |(HglpDak) nfo@hkpeemet oom Ll Add Address || Spam Mail Reg. || Add to Fitter

Sent: 10/11/2001(Thu) 12:13pm  Message Type: HTML file Priority Level: Marmal

2 AREA Flashbet TE

only, you are therefore required
to delete your e-mails from time
to time. If your account is full, a
warning message will be shown
when you login the system and
the system will stop accepting
further e-mails until there is
available space.

Vigw file

File Size 477 5KB

- If you want to keep your own
copy of the circulars on your
hard-disk, the following section
about the "forwarding” function
is your solution.

e D
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1.4. Forwarding your E-mail:
a. Forwarding: If you have another personal e-mail account, for example, an e-mail account
provided by your ISP or a free web-mail provided by other well-known portal web-sites, such as
hongkong.com, Yahoo or Hotmail, the system allows you to automatically download your e-mail
from the system to your personal e-mail account or directly to your computer. In other words,
you can have total mail management in one account W|thout the need to log into each account to
check and read your mail. l

[e-=- @Iﬁ\@@@ﬂ% é% E”Hﬁﬁt@@c-org“ i-aulivlogin egiemd =thal &l @n=

Forwarded e-mails using this
"Forwarding” function will not
occupy storage space in
your webh-mail account
therefore you are not
required to delete your
e-mails from the web-mail
account.

Preferences The Law Society of Hong Kong @Help |

@ Spool Mail - simultaneous support with Outlook Express: Messages to retrieve: [New Messages], After
retrieving messages: [Save]
jieve ®
Spool Mail: Messages to retrieve Only new messages @ All messages After
retrieving messages @ Delete ©© Save

@ Name for outgoing messages - This Name will appear on every single message.

Name for outgoing 0 [Chan T2 Nan
messages : I

@ Character Set - Character set for Oulgoing Message

Enter your
personal e-mail
account

Character Set : |English(I30-2350-1) -

@ REPLY-TO - Select an e-mail address to receive replies.

REPLY-TO: [

The system offers various
methods of "Forwarding" :

@ Forwarding - Enter e-mail address to receive forwarded messages.

Forwarding : Itannan::han@hoﬁnall‘oom

@ Page Size - Mumber of messages to be shown on one page.

Page Size: [10

i) Forwarding to other

e-m a'l I S Stem @ Automated Mail Check - Sets time intervals for new message refrieval. (Mew mail notice will appear at
the bottom ofthe browser.)
Automated Mail Check: 20 sac ¢min, 20 sec) LI
7 @ Tatermet

Suppose you have a personal
e-mail account in MSN Hotmail :
taimanchan@hotmail.com

| #=E #8E ® #HREW TAD HADm
e NE e e ]

MSN Home \Hﬂtmail Search  Shopping Chat  Communities | Horoscope iy 8

»

| #BHED) [ hi: 1268 law 12 hotmail msn comibgibinHoTMall, v | P1EE

a. Click on [Options] >
[Preference] from left menu

Address Book Options Help Calendar

Compose

tailr\anchan@h'utmail,[um Hotmail Servi

b. Enter your personal e-mail
account in the box [Forwarding]
and type taimanchan@hotmail.com

b << Hide Folders |

Delete | | Block | [Putin Folder.., =]

B From Subject

¥ Inbox (1)

0 Junk Mail

| Sent Messages J |_ pDesk Circulars (10,09, 2001} Oct 11
:‘ Diae l_ Hotmail Staff Welcome New Hotmail User! Oct 11 Top HK channel
e c. Scroll down to the bottom and
Create Folder

pP—— click on the [Save] button.

d. Then you will receive all your
e-mail in your personal e-mail
—account.

ii) Forwarding to your
Outlook Express
Suppose you are assigned

ﬁmzma@ i
- . ‘ al
- L SEERIRE)... CultfhiftB
"simon E1 WP (1035) i ‘ % SRER. .
G witm ( e TR ey

@mail.hklawsoc.org.hk" 3wt
(3 WAL (10 . @ > i [T W
& =R | Emo. i“* FHEME - R
2 AdwisorTips i BHHEE T EEE
a. Launch your Outlook L B mrymrEs BHEeRT R
{21 ChinsLawInfo -
Express e it
{2 CHET @7}
. 5 ComputerWorl | grmsrs
b. Click on [Tools] (Z £!) > @en
[Accounts] ([iF%k) ety i
L e-Cerl
b‘{ 2 elady (30)
TR ERA
{2 FindLaw (31}
{2 Hotlinks
B M3
(B ilmart o
.5F2 LawSociety (1) B g8
{2 Legal Newsletter >
p | dastek Express EENSHEIERIBOONAHE(L) -1 T8

SEEATAIREE -

%ﬁiﬁ# |f§;§f;§w(\L swaspde
w5 Dutlook Express

BARTIRERER . . .
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]
W TAD WM HBEE

H 7 E==i]
c. Select [Mails] (Z[%) and |
- e e | B & -
[Add] (D) wEe | mEmn | e o

= Quilook Express

: : rr i BE o -
d. Click on [Mails] (Z[{F) [ Outook Exgrs - , freg

) AT ax
G IePEER (1035)
< BHE
B BRI
(3 MUBREOEEPE (10
& FiR i
B AdvisorTips
[ S BookStore
5B ChinaLawlnto
{2 CityT (4)
< CHET (97}
5 ComputerWorl
SEET
i DevX (IT)
B e-Cert (1)
2 elady (30)
S22 Femily X
2 FindLaw (31}
55 Hollinks
B M8
(B ilmart )
0§72 LawSoeiety (1) B ging.
SE LegalNewslemi'LI
»

E=2)
T

E=ED
Bk (EE

BT mHHE

Bk
) RS R BB
EAD
EBHE..

S|

BARTIRERER . . .

¥ Outlack Express BBMEIEEIBAMIEEE(L) (- Ty
[EHETrE  [A#R

e. The Internet Connection Wizard (ig_la'“ébfﬁ%é—‘) will appear. Enter the following information :
- Your name (%= £/#) : "Simon Tse" or the name which you want to display in your e-mail
- E-mail Address (f5= Zf {4 #94B : "simon@mail.hklawsoc.org.hk"
- Incoming mail server ([*|[4*Z[{F (i) (POP3) : "mail.hklawsoc.org.hk"
- Outgoing mail server (1 7 Z({ [l 7 #5) (SMTP) : as provided by your ISP
e.g. [f your ISP is Netvigator (ifff =), it will be "mail.netvigator.com"
- Accounts ([[<%£) : "simon”
- Password (";f;’ .5) : as provided by the Law Society
- Click on "Finish" (5¢'%%) at the end.

. []
| 520 #®%E BED IO S HID \ﬂ

You will now have a new
account in your Express

15 G B
i R Pt 3 =i
Outlook Express

Outlook e
(451 Outlook Express
=) ) AR inaa
T W PEEE (1087 L
T HHEE 28 W |#E | BsEER| W »| Aobast %
T FHR _ _

[ (3 MIRRMIRBEE (1 i B [ER FERR) [ e | P AEREn
& =R 2 i iE{aTiEmA = RAH . iEtiE
e a0t GA) gamemn | PE0 | [akss raes

i snpamsn EESETH IR

- 523 BookStore EREHTEERIED)

21 ChinaLawlnfo EAD..
T Ciyl 1)
2 CNET (37 EHE
21 ComputerWorl
S CTI ¥ — _
2 DevE (17) | Bl e
2 e-Cert (7)
2 elady (30) [ me ]
2 Family I
3 FindLaw (31)
2 Hotlinks B3 -
oo [
S St e
21 LawSociety (1) B simAs...
2 Logal Newslstter  ~
| = | - _:lJ ¥ Dutlock Express EEISEIERISEAMHEL 1@ F—E S
WmETrE N ER

| BRE #HO #A0 TAD W HEE |
and may download your e-mail 2= fe g & X 5 & - @5 - @ 0|mw 8 08 G

; = fFHE ES)
rcom r directly. -
to you co pUIe d ect y B * itk EIER Fol | Ml -
%7 Outlook Express = i 013 Tas|
EREE:: itk Cireulas (15.09.3001) 2001/9/16 AM 02:20 628KE  The Law §
B YR pEE (151 O oy The Law Sosie.. Girulszs (24.09.2001) 2001/9/23 AM 04:45 A09KB  Thes Law S
(0 T o e TR T8O Catalonct DA Giitals I CONGA T AN DV 1A-2T WD DoVt
o R i =
2 T
(3 MURATERE TPEE: HelpDesk W PF2: Simon Tse
&l & FH: Circulars (10.09.2001) @
[+ 5EY _unclassified =
52 _webimail Dear Members,
$E ActivePro
S AdvisorTip: After consultation with the Law Society, the Circulars and Yellow Pages are now
T2 Ale being sent te you in MS WinWord format (version 97 or abowe). The file size will
&) BookStore be much larger and it will recuire longer time to download, however, this format
23 Celin has been used to enable members to print the circulars separately or to forward
g ChinaLawInft them and the Yellow Pages within the office.
Cityll
{2 CNET The steps to download the documents are as follows:- s
g ngIm]mhrW 1. click the [View file] button on the right hand side;
1 Devk 2. right click on the filename such as "c010910.doc", "y010910.doc";
@ e-Cort 3. select and click "Save target as.." to save the file to your harddisk.
lad.
g ;an:ly I your M3 WinWord 15 older than version 97, you may need to upgrade your Win'Word
B1-CF) FindLaw or alternatively you can download the circulars in Adobe Portable Document Format
2 Frisnds « || (PDF) at the front page of IMembers' Zone
Ll » =l
(2157 £ATRfF » 151 EH P |E s ETE |
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iii) Forwarding to your Netscape Messenger
Suppose you are assigned e
with an e-mail address

BEG M Communicsior(C) SHIAE

i e B % . .
"simon ~=i A i u% Lo m}% @E
@mail.hklawsoc.org.hk" S ELIS [E3 C[EREE [

e GLTT
Tl S D:IIJr
a. Launch your Netscape s
ZHE CtlF
Messenger s o
b. Click on [Edit] (&) > R P, NEW Netscape 6.1 Browser. B
i ad!
[Preference] (?th[-j‘?é) . FREE Download

6.1 Browser.
FREE Download!

[N]Netscape

Weddine Favor: Use
'hu: clim: boars o socprise

m:'us:rmﬂu.:u:hnnld mr.k h:lﬂnmu'm nnnaln::‘:nd
b called the iﬂ—mwynﬁu! Erand Dmd
problems. 136
?:m.ﬁﬁmf.zai;a o
EHEEREAER ST ERE
c. Select [Mail Servers] (Zf{% PE—— SEIES
,» ﬁﬁﬂ?\ iﬁmm t?ﬁm 1520 EEM) Commmistor(C) ER8HHE)
EJBELE,) from Mail & %N a g E
Newsgroup Category (ﬁl] ﬁ: [ e EEE EE E!?Eﬁ‘éﬁ iy e Sl iz i sl
#E [l [E[=2 BN [E% [ExEE [
HIEH]TER") and enter- BN
Outgomg SMTP server (: = e " 5
[F(SMTP){f§ ) : as & T | _IP [ A
JrOVIded by your ISP @ i:;h =-:§§;§:J;ﬂﬁz¥ﬁﬁ Pt LS
news \ EHSE
HiHERRS
eg.ifyourISPis el T -
Netvigator (iiff =), it —
will be (SMTE) [AEERO):  [bweigmocom
n . . " ClEREEAEEM: el
mail.netvigator.com B, G50 T IR R e :
=_:‘ & FEED CNSEHEEEE O AEE
il FREER:
|C \Progsam FilestNetstape Tststhkls_teambrail EEC J Netscape
Lyrz2 MP3: The
wE | ma | sma | '?é'.,‘ﬁu“”“‘_";‘m
lz nall:d 'hz all m-wnndl:r' beand prodects e urn A
.w’%l‘:fl’"ﬁ‘}%.ﬁ" ﬁm
e rans | o
d' C“Ck [Add] (%‘i—%l) to dlspla‘y ﬁ‘ﬁﬂ:\ AR E) L"ﬁf’_) EE G fiis} Cummwawr@ SHHAE)
the [Mail Server S e
- . = B Ur{s e EF e e R Tt il il e
Properties] dialog box ([ [ [ElE= T I [EmEs [
TP : F
2= Unsent Mess;
3] Drfts FraEaRS
. 5 (] Templates ,
e. Click on [General] (- Qﬁ% Qs o —
@ a.nd EF news E iﬁ\ i 2 hk]
- enter or change Server P R— — I
=R BE & Y5 emzasw |
Name (I IHF‘/‘EE E[fg}) to i
n H r n B [ iRESmE -
mail.hklawsoc.org.hk i
_ select "POP Server" (POP ma | ESEERCR e
SeF TqCJ ) s T i e | B )
H §)" on Server e o : 5
( }? ) yp L o - |‘ e
i Ff ( )i 89 sl
- enter 'simon” on User Name \S 7 focgd b1 1
L I - L
(=1 &) - s o
- click on "OK" (ji£t) at the eshare | (G i | e
problers.
end. pfmtian, | =
Yoor phoae bill with Qevest. =
& FP=| Sl e oF R oA

You will now have a new

account in your Netscape Messenger. When you are asked for the Password (";f;’ﬁ%), you may
enter the password provided by the Law Society and then download your e-mail to your
computer directly.

Note: Netscape Messenger only support one pop3 account. You have to upgrade to Netscape
Messenger 6 to enjoy the function of multiple email accounts.
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iv) Forwarding to your Netscape Messenger 6

Suppose you are assigned with an e-mail
address "simon @mail.hklawsoc.org.hk"

a. Launch your Netscape Messenger 6

b. Activiate the Account Settings. Click on
[New Account] to add new account.

Account Wizard [ x|

New Account Setup

This 'izard will collect the information necessary to setup a Mail or Newsgroup
account. If you do not know the information requested, please contact your System
Administratar or Intemet Service Provider,

Select the type of account you would like to setup:

@ ISP or smail provider
O Metscaps WebMall [For sxample, jsmith@netscaps. net]
O AL account (For example, jsmith@acl.com)

O Mewsgroup account

- enter your ldentity

=
_ File Edt View Seach Go

Message Tasks Help

o 5 2o
K ¥ 9 @ [N |
Y .o unt Settings
Mail Fo
b simo. | ¥ smen@hongkang com [ Account Setings |
b o) Server Seltings
8 Copies and Folders The fallowing infarmation is nesded before you can send messagss. If you do not
Adhessing Know the inforiation requested, please contact yout system administiator ofIntemnet
Disk Space Service Provider.
Local Folders Account Name: | m |
Outgoing Server (SMTP)
Each aceount can have its own idenlits, which is the information that other people
388 when they 185d you messades
e “Pour Mame [simen ]
My Side Email dddress | m |
Hews Fiepl-to Address: [ |
Stocks Organization: | l
Buddy List /_\ () Attach this signature:
This tab ¢ [ ]
[ | [(Choose.
[\ Hewdooom J]
- - Compose messages in HTML format
Fiemove Accourt

o] O [ER | Document Dene

Unread 0] Total 0|20

b. Follow the Wizard and enter your information:

- select"IS

i. Your name (%1 £}#) : "Simon Tse" or the name
which you want to display in your e-mail

ii. E-mail Address ('ﬁ‘i%éﬂ##ﬁiﬁ :

"simon@mail.hklawsoc.org.hk"

Account Wizard

Server Information

~ Incoming Server
Select the type of incoming server pou are using.

@ FOP O IMaP

Enter the name of your inceming server [for example, "mail example.net)
mail.hklawsoe. org bk |

- Dutgoing Server [SMTP)

Setver Name:

Enter the name of your oulgaing server [SMTP) (for example,
“smtp example net")

Server Name: mall.netvigator.com
Cancel | [ Back ] [ Newt
- enter User Name : "simon"
Account Wizard

Account Name

Enter the name by which you would fke ta refer to this account (for example, "work,
Account”, "Home Account” or "News Account').

Account Name: | smtse@mail hklawsoc. org bk |

Cancal | [ Back ) [ Mext

- The Wizard will display a Congratulations
message to confirm your setting. You will
now have a new account.

0412241116

P or email provider"

Account Wizard

Identity

Each account can havs its own identty, which is the information that identifies you
1o others when they recsive your messages

Enter the name you would like to appeat in the "From” field of your outasing
messages (for example, "John Smith'],

Iﬂnon tse |

Enter pour email address. This is the address athers will use to send email to you [for
example, "User@example. net').

smise@mail hilawsoc. org.hid |

“rour Name:

Email &ddress:

[ Cancel ) [ Back ] [ Memt

- enter the Server Information

i. Incoming server :
"mail.hklawsoc
ii. Outgoing server :
e.g. if your ISP

select "POP3" and enter

. org.hk"

as provided by your ISP
is Netvigator (fff_"7), it will be

"mail.netvigator.com”

- enter Account
Name :

Account Wizard [ ]
User Name

Enter the user name given ta pou by your email provider (for example. "jsmith'")

User Name smtse |

"simon@

[ Cancel | [Back ] [ HMext |

mail.hklawsoc.
org.hk" and click
"Next" at the end

Account Wizard

Congratulations!

Please verity that the information below is comect.

Account Name:;

User Name:

Email Address:

Incoming Server Mame:
Incoming Server Type:
Outgoing Server Name (SMTP)

smtsed@mail hklawsoc. org.hk
smtse

smtsed@mail hklawsoc. org.hk
mail hklawsac. org hk

FOP3

mail netvigatar.com

Click Finish to save these settings and exit the Account Wizard.
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1.5. Tips on Using e-mail :

a. External mail: You may forward your e-mail in your account to another e-mail account. Similarly,
you can also bring e-mail from other e-mail accounts into your account provided that the mail
server of those e-mail accounts support the POP3 service.

To register and modify External Mailbox:-

- click on [Options] > [External mail]

- then click on the ( ) button to register the external mailbox, a form for the external
mailbox registration will appear as shown in the Figure below. In this form, you will be required to
enter a name of the external POP3 server, ID and password to be used for the server.

- in [Messages in
Server], you must set POP3 Server II‘I‘IEI”.SI’SDﬂ.I:Dm
the retrieval option .
and decide whether to D [testd Password [-~=+

save the e-mail from
the external !
mailbox(s). in Server
- For example, if you

use Netvigator as the Folder to Save M-

POP server, if you Messages

need to input Save Cancel

"pop.netvigator.com”

in POP3 server field, enter the ID and password, and store this value. You can bring an unread
mail by choosing the [Only New Messages] option. The final step is to log in POP3 server by
clicking the [Check New Mail] button. All incoming mail from external accounts will be brought
mail and saved to the [Inbox].

Messages | Messages to Retrieve @ Only Mew Messages ' All Messages

After retrieving messages ™ Delete € Save

b. Changing Password: This function is used to change the login password. If the password is
disclosed to others, your important personal information and mail may be at risk therefore, the
management and security of this information is important.

- A password is Current )
generally recommended urrent Password |

to. be Ionger_than 6 digits New Password I****** Must be four or more letters + numbers
with a combination of
letters and numbers. Password |HHH

Confirmation

You should not use a

word that can be

guessed or easily kA odify Reset

detected. It is possible to

guess passwords shorter than 4 digits or which can be seen upon entering the password at log
in.

- Click [Options] > [Password]

- Enter your current password

- Enter your new password twice

- Click the [Modify] button at the bottom.

C. Signature : The Signature is w‘ Signature The Law Saciety of Hang Kang (@ Help
an individual prOﬁle, which ﬁ B * Enter a message or personal signature you would like to attach to each outgoing message.
Compose Simon Tse —
ool < -0 [ ——
) Sent Tel No.: (852) 2540-2878 Fax No. (852) 2877-0878
phone number, and e-mail (E) Trash [fou can send e-mail to ne anrting :>)
address as shown. 2t
The Signature function is a @) Aurass Book -
feature that will allow you to i
attach your own signature to (5 Preferences fove || Reet || Bovviw
the end of each out-going ;‘jfn’a,m
message. When you (B Fitlr
[Compose] a message, the [ Ga
pre-inputted signature will be (2) Signature
included at the end of each :::”jj,'rj””
sent message when you click B
the [Attach Signature] box. .
- To pre-input your signature,
0412241116 P8/8
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click [Options] > [Signature]
- Type the signature
- Click the [Save] button to save the signature.

After adding your signature, you EOMESSAGE compose The Law Socisty of Hong Kong ﬁ
may [Compose] an e-mail with or LTI MO [ 5 vari JFrovie [ Gance ]
without the signature by checking or .g ' ' i ™ —
un-checking the [Attach Signature] &l &l | & Py Levs!
box below the "Contents" space. = i &

o

Subject [This mail gets my signature |

Dear Sir,

User's folder

0 EeE

" Options

Contents

o)
()
@) Fair
() Ex
&) Fi
(%) ant
@)1
(2} &

= 0c

otice Board

[}

an

attach Signature @ LSERE] Gave & copyto Sent flder ¥ Charaster et [EREIShIS0-8356

4 — \ Lﬁl

Your signature will be included in T ;
; X . I Fhizat eL
your e-mail automatically if you sl 0D AE I B I -2
have checked the [Attach : From: [(Sion 1 sizon@roail Ewsocorgli = | AU ALCress | Spam Mal Reg.| Add to Fiter]
Signature] box. & o [P g ] Ao s
T ce: [[=] [ Add Address |
Subject: This e-mail has my Sianature
Sent: 11/24/2000(Fri) 05:03am  Message Type: HTHL file Priority Level. Normal MG Dawnioad |
RS LI | Dear i, =
‘This e-mail get my signature,
mon Tse
‘This is my e-madl address : simon@medl hidawsoe.org hk
Our finn's web-site: www hkpeermeteom
TelMo.: (852) 2540-2874 Fax Mo. (852) 2877-0878 -
Youcon send e-mail o me anytime =)
Uk Delete Cisse [ = Con |[ sow |
BOSTE  CopyTo  WH  Adobe Aerobat PasConnect '
Internet 40

@
d. Address Book : The =
[Addresss Book] provides the
function to manage addresses in
the web-based interface. You can
register people who you will send
e-mails frequently by clicking on the
[Address Reg] button.

. . Addresses
KLAWSOCG.org.hk

The Law Society of Hong Kong ®H9|P

E o ~[;01 > = Search Cgufl: 4 Total Search CoumthNg

[AN]AECDEFGHIJKLMNOPQRSTUYW Xv Z[0-9]

E-mail Address List +

¥ Modify Name E-mail Dept.Team Phone Number
W £ |Tim Tim@hangkang.com | BE HE |
IF &  Hing Hinog@hklawpage com [ BE BE |

User's folder
W & | Jeff Jeff@hklawpage.com | BE §E |

FENE) L (EHE)(E) @) ()

W | & |simon simoni@hklawpage.com (852)2540-2878 | W | W

[Select AN [Unselect 1| Delete | [Compose
Notice Board

out I Name ¥ E-mail

seachior | Seemn |
¥ Organization ¥ Contact Point -

Options

0412241116 _ _ _ _ _ P9/9
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This feature can also be used to
send e-mail to many people at the
same time by clicking the group
menu [Group List] after the
addresses are added into registered
groups.

You can select/unselect the people
into the registered group as you like.
When you want to send e-mails to

all of them, simply click on the
[Compose] button.

e. Scheduler: When using the
scheduler, the user's schedules can
be entered, modified or browsed by
day, week or month easily.

You may add any appointment/To
Do Items by clicking the time on
[Daily] or the Add icon () of
[Weekly] or [Monthly].

0412241116

@m

[ ____gmer
KLAWSOC.org.hk

)

]

(&) (E) o (@) (= (@) @) ()(@) =2

User's folder

= Options
7 Notice Board

@ Log out

Addresses The Law Society of Hang Kong (@ Help

® -1 Page

[AN]A BCDEFGHIJKLMN O PORSTUYW X v 2[0-8]

1) 0|01 Search Count,#Total Search Cb

Group List

W Modify

Name E-mail Dept.;Team Phone Number 0 CC BCC
T &  hkawpage | E-mail Group [ BE. BN |
[Setect ANl [Unselect 1| [ Delete |[Compose ] [Address Ren. || Group Reg
W name B E-mail
seachiios| | Sem |

¥ Organization M Contact Paint

D
]

)

User's folder

©(E) N EE @RI GNE)E

# Options

2 N

Address Book Group Registration / The Law Society of Hong Kong

3

=
-

User's folder

HENE) LA E R

Options

Notice Board

Qut

~______ " Modification Help
KLAWSOC.org.hk
Group Name: |W3WP‘°\%E
Hing(Hinz @hklawrsge com)
simon(sirmon@hklawypaze.corm)
bk Add =
<< Delete
Weekly Schedule The Law Societ @Help ||
| v 2
KLAWSOC.org.hk = { \
:11I12r2[l[l[l(5unday1 11/18/2000 (Saturday) ( e e
.
11/2000 =
1112 Su|Mo| Tulwe|Th|Fr|sa
(Sunday) 4 102034

Court Hearing: HCMP

1234/00 Summans for
Direction X 26|27 28| 28|30

From 10:00am Until

e 11/13/2000{Mon) 11:00am

(Manday) &

From 10:00am Until
11/14/2000{Tue) 11:00am

1114 Conference ABC Co, X

(Tuesday) 4
Search Schedule
11115
(Wednesday)
&

Previous Schedule
1171272000

From 01:00pm Until

e 11/16/2000{Thu) 02:00pm

(Thursday) 4k

Lunch Joseph - HK Hotel %

11T (Friday) fon
&+
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J
3

. ' Edit Schedule The Law Saciety of Hong kong (@ Help

(2

N
KLAWSOC.org.hk

You may click on the appointment
to edit and modify it

Subject |ConfmmAECCo‘

Date 2000 voar |11 | ponth [14 = | Day
Starti

a-";:g Hour [102m ~| Minute |0 =

puration: [T +| Hours [0 =] Minutes

Conference with ABC =
Director Mr. &
Agenda : Action against CDE Co.|

Hi
(=)
(&)
)
(&)
(@)
(2)
@
@)

User's folder

Contents

You may also view schedule in 3
different ways, such as Daily,

Weekly or Monthly @MESSAGH @che@ A LELLEAN N H,B:

(=
‘ 4= 11/ 30/ 2000 {Thursday) = Daily [ el |
12:00 am 4= 112000 W
1:00 arm Su|Mo Tu/\We ThiFr Sa
o 1234
el 5678 81011
S 12]13]14]15/16]17/18
4:00am 19)20|21| 22|23/24)25
S00am 26/27/28) 2930
6:00 am |—lmoamo
700 am
8:00 am
3:00 am Search Schedu\e|
10:00 am
)
11:00am
Until = 11/30/2000¢{Thu)
Contents: TaDo - §T123/00 Defence
1200pm | 12:00pm Previous Schedule
1:00 pm TLE07000
2:00 pm
3:00 pm

There are many other functions
provided by the system. You may
click the [Help] icon on the right

Until ~ 11/30/2000(Thu| .
400pm | o7:00pm Contents: Duty Lawyer Meeting

5:00 pm
200 pm

top corner any time to find out
what it can do for you.

Members may contact Peernet at 2540-2878 if you have any problem in the web-mail registration
process or the retrieval of the weekly circulars or the Law Society at 2846-0500.
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