GLPV Provincial e-mail System User Guide

Dear Brother GLPV Account Holder,

To access your Provincial email please open your normal web browser (Explorer, Google Chrome, Firefox, Safari etc.) to
access the Internet and then enter the address for the login page of our Provincial Website: http://glpvalencia.com we
recommend the use of Firefox.

You will then need to login using your Username and Password for this site. If you don’t have a Username and Password you

can obtain these from itsupport@glpvalencia.com - %
“BE 9 3+ a0 =
Once verified please bookmark this location so that you can return to it easily the next time.

Once in the Provincial Website you must navigate to ‘Webmail / Databases>Webmail’ where you must enter your logon
protocols, which you should have already received.

You will be greeted by a Roundcube login page (see image onthe right). '

Enter the GLPV email address that you have been given, use the address in-full, including the

‘@glpvalencia.com’ extensioneg. ‘sec999@glpvalencia.com’. For all accounts your passwordis g | iapportagipvatenciacom =
generated automatically by the system, should you not have this then please email

itsupport@glpvalencia.com from your private email address.

& eeveconceece I

Once entered correctly your Username and Password will bringyou directly into the Inbox of My Rolndoube Mail + Get support
your email account.
(see image below).

By selecting the ‘Contacts’ in the left Menu Bar you can
............ = LR S S G UL input addresses needed in the normal operation of your
. account.

000AND

tsupport@glpvalencia.com

@ o
& vratis

4 sent

o Archive

3 Deleteatiems

0 Junk Exmail

Selecting the ‘Create’ symbol in the Top Menu Bar
brings up a new entry into which you write the details
of the person.

Select ‘Save’ to save the contact.

A number of contacts can then be compiled

into a ‘Group. For example, all Lodge

members. To do this select the ‘three little dots’ to the

right of the ‘Groups’ Column in the Top Menu, then click Add Group. Give your new
Group a name of your choice (ie. ‘Lodge Members’ followed by ‘Save’). You can then
drag-and-drop the required names from the ‘Contacts’ into this Group. You can drag
the same name into multiple Groups, therefore create as many Groups as you need for
various distribution lists.

GLPV Provincial e-mail System User Guide Page | 1of 6
V5.1 - September 2016


http://glpvalencia.com/
mailto:itsupport@glpvalencia.com
mailto:sec999@glpvalencia.com
mailto:itsupport@glpvalencia.com

To send to a Group simply go back to the ‘Mail’ page select ‘Compose’, then click the Add contact icon (see the red
square below) from your ‘Personal Addresses’ select the required Group and then press the blue Insert button.
Remember to use ‘Bcc’ for general Lodge communication with your assigned GLPV address in the ‘To’ address field

Options and attachments

Fon itsupport@alovalenciacom f F
Subject

Using the ‘Settings’ at

at the bottom of the Left

Menu Bar you can change many things such as the language used and thereby change the Roundcube account to work
in any language of your choice (under Preferences - User Interface) as well as set a Signhature to be added automatically
to every email (under Identities and then select your email).

In the bottom-right corner is a small icon that allows you to turn on a ‘Preview Pane’ so that you can view emails directly
from the Inbox without the need to open them individually, this is a useful feature to allow you to quickly sort incoming
messages.

8

A complete Roundcube help forum is available at http://docs.roundcube.net/doc/help/0.9/en_US/ where you will find
help and instructions for all functions related to your Roundcube webmail.

You can now continue to use this Web based client for all Provincial email activity. However, should you prefer to use a
Tablet or more traditional mail client it is possible to access the email system by using an Apple Tablet or Android or PC
using an email client such as Microsoft Outlook, Mozilla
Thunderbird, Opera, Windows Live Mail etc. The typical setup
instructions are on the following pages, but, before switching
your mail account to such a client please follow the instructions
above and ensure you can gain access via the Internet cPanel
before switching to the email client setup.

itsupport@glpvalencia.com
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Provincial email ‘iPad/iPhone’ Client Set-Up

o nar T

satiings € il Contacts. .. Add Agoount

=  (Cloud To add your account to an iPad/iPhone go to ‘Settings’ and ‘Mail, Contacts, Calendars’
g - g8 Exchange and ‘Add Account’
@ s Google . i fra
g — YAHOO! In the list of account types (shown on the o | e B T
0 oy Aol. left) select ‘Other’ and then ‘Add Mail B oo e
B4 Outiook com Account’ (the top option on the menu @ et )
. B waibaper
iz (shown on the right) S e [TRTyw—
a = - Add CardDAV Account
B sstery o
) privacy | Add CalbY Accoun:

dd Subscrined Calendar

SeRveRs

Add 03 X Server Account

Reminders

Enter the ‘Name’ as you want it to

(J Messages
appear, ‘Email’ is your full GLPV & woos
address (yours not the example B s
£ Chiees shown here), plus your assigned .-
Name Lo s 7, Sy Password and then a ‘Description’ 7 e
i i i which is how it will be named in the & v

Password  esssssee

list of the email accounts on your device.

Descripfion Las Sainas 79, Secretan/

Make sure ‘IMAP’ is selected as the type of account and enter the ‘Incoming
Mail Server’ and ‘Outgoing Mail Server’ as shown (left)

Incoming Mail Server

Host Name: mail.glpvalencia.com

Username: [your GLPV address in-full including the ‘@glpvalencia.com’
N (sl SARe extension]

Bl S Password: [your GLPV account password]

Description Las Safinas 79, Secratary

PEOUNG MAL SERVER

e Outgoing Mail Server

T R Host Name: mail.glpvalencia.com

Username: [your GLPV address in-full including the ‘@glpvalencia.com’
extension]

Fost Name  mail glpvalencis com

S —— Password: [your GLPV account password]

Passvord  essssses

(These are marked ‘Optional’ but you must fill them in to correctly
send your emails)

When finished select ‘Done’ on the last screen
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Provincial email ‘Outlook’ Client Set-Up

The examples shown on this page are for Microsoft Outlook,but may vary according to your version of Outlook.

==
Email Accaunts:
You

i e Yot g =« Toadd your GLPV account to your Outlook, from the ‘File’ menu at the
o et e s e mcsotn s top left of the Home Screen select ‘Account Settings’, select ‘New’ then
e 2 e <] ‘Next’ and at the bottom of the box ‘Manually configure server settings
or additional server types’ (see image left) then ‘Next’ and select
O e ‘Internet E-mail’ and ‘Next’.

The required IMAP settings are as following;

Your name: [enter what you want people to see as your email account
D hi e e ~name when they receive your messages]

E-mail address: [your GLPV address in-full including the

e | [ ‘@glpvalencia.com’ extension]

L]
1-mail Accounts

Server Information

Account Type: Select IMAP (IMAP setup is always preferred =, == oo s seswiiss e tuies fises comies sitestots
as it provides full synchronisation between the GLPV mail and =~ . | @
your PC client) e |4 Lot of these setings se requred 9 pe your £ mal accont warng
Incoming mail server: mail.glpvalencia.com nes st et Acemuntsetings
. . . L. four Name: T Support - GUPY After WG ot the formaton on th screen, we
Outgoing Server: mail.glpvalencia.com o || st = 2 petn
. s e [(rrms]
Logon Information 1 r—— e o At s b et
. o Cvoomg el s 4T o o
Username: [your GLPV e-mail in full] sk P ——
Password: [Your GLPV account password as covered e e account details, not the email
- i o address shown here.
. ) g
preVIOUS|Y] | Regure logon usng Secure Password Authenscaton (SPA) More Settngs
Once all entered click the ‘More Settings...’ button as seen ™% O] o
in the image on the right. T —r T ———— P

Outgoing Server Tab
Ensure you select that it ‘requires authentication’ and Use same
settings as my incoming mail server’

Intarnet t-mad Settimgs
Each of thess satinos ava recued o 0

e bt
Intemet E-mail Sedtings

Gonl ot ey

Advanced Tab o |
Server Port Numbers a4
Incoming Server (IMAP): 993 o
Authentication: SSL o S
Outgoing Server (SMTP): 465 | s | [ o

Authentication: SSL/TLS

CoE ]
Select ‘OK’ which takes you back to the first setup screen, select -

‘Next’ and the system will automatically test your settings and Wi
should return a ‘Success’ message.... e 11 pem——

¢ Each of these settrs v reed 0 g2t your e-med sccmunt workig,

i

P Yot Berount Settings
Fio == Internet E-mail Settings x IR e e -

You st your account by dkdng the buton
ez rtmork connecon)

= o o s sveen, me.
et by cickang e bumon
porrecton

it Settngs ..

ot Settrgs by dicking the Hext button

o by i e ettt

FEERP TR LTS

119 M

More Zecarge
08 At

. = o= i i [ coment

T

Following this set-up, you should be able to securely send to any email client, add folders and completely manage
your email environment. Please send test messages and ensure you receive replies. If you experience any
problems, please contact support as indicated on the first page providing as much information as possible so that
they can assist you.
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Provincial email ‘Thunderbird’ Client Set-Up

The examples shown here are from Mozilla Thunderbird which is the widest used stand-alone email client and is
available for free at https://www.mozilla.org/en-US/thunderbird/ however the settings shown here and for the
previous Outlook setup are applicable across all of the popular email clients.

After installing or opening the client you should select ‘Create a new account Email’ you will be asked if you want a
new email address, select to ‘Skip this and use my existing email’ because we want to add your existing GLPV email.

Puire Bire Bt o | % i ik e 5= w EETIERREEP R T Pt S dck i % D=
¥ Lot Pe———
Thunderbird Mail - Local Folders D namets Trandsbod x
rr— Would you like a new email address?

View settings &

s sercumt

S crestea new accours

el GOt Newsaroups [ Femds.

Advanced Features

Mansge ressaqe lters |

e

On entering the Provincial email Username and Password
Thunderbird will automatically contact our hosting company ‘Host
Gator’ and add the required information automatically....

g

Password: . E - E3
[ Remember password Mail Account Setup X
Your name: | IT Suppart Vour name, as shown to others
NOTE:
et Email sddres
Ensure that you enter your own Password:
e-mail details, not the example shown Remember password

Configuration found by trying common server names

e oinee s " @ IMAP (remote folders) () POP3 (keep mail an your computer)

Incoming:  IMAP, mail.glpvalencia.com, STARTTLS
Outgoing:  SMTP, mail.glpvalencia.com, STARTTLS

Username:  itsupport

Even though it does we still want to check the
settings. The required IMAP settings are as
following but first you will need to click the
‘Manual config’ button as seen in the image right.

Get anew account | | Manual config Done Cancel

B Auus buuk | iy Guer ruer eurer < o=

(IMAP setup must be used as it provides full p— T
synchronisation between the hosted mail and your L W pperrmr
. Server Settings
— Server Type:  IMAP Mail Server
remote email). B narsing et pore [ o9f2] Detauts o0
Your name: [enter what you want people to see as your Wil | r—— | S >
email name when they receive your messages] | ey Authentccion method: | Encrypted pesverd
Email address: [your GLPV address in-full including the ouf | JukScttings Servr sttngs
Disk Space Check for new messages at startup.
‘@glpvalencia.com’ extension] this address is also your T\ | Ougoing Server MTP) | [P Checkformew messsgss vy | 105 minites
. When | delete a message:
Username: for the Incoming Server. e © Mave ttothi folder: |15 Trsh on supperi@gpualencia<om <
Password: [your GLPV account password] 3 A
- Advanced...
‘an
— Message Storage
sea [ Clean up (“Expunge’) Inbox on Exit
[ Empty Trash on Exit
Ma Message Store Type: | One large file (mbox)
. . . o Local directary:
Incoming Server: mail.glpvalencia.com b [ odasorh 73] [Browses
IMAP Port: 993 [should already be set automatically] o
Authentication: SSL/TLS ‘on’ and ‘Normal Password’ =K 5|
Outgoing Server: mail.glpvalencia.com T — —
e
IMAP Port: 465
SSL (Authentication): STARTTLS and Normal Password
Outgoing Username: [your GLPV address in-full including the ‘@glpvalencia.com’ extension]
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If required, then ‘Edit’ the Outgoing Server to match these settings

Thund:
Sarve Sarings
4 : . e managmg yun ety e e e fom e ot by seecting
Email Copies & Folders s g ), o you can use s
Composition & Addressing | kst by saecting "Use Default Servar”.

Rea
Agd.
TP Sarver X
wri - .
Local Foiders Descriptions |
unk Sesings Server Name: | mal g senca.com g Detoun
© | Dakspace pot W75 Deteu 387
NCCOM | uagaing Semvs 54
Securty and Authentrcation
Vies e
Copnectonsecurty. | STARTTLS
. e Authenticabon methad:  Encrypted pasomord
User Nagme: [ ——"
'
O] [ o
Server Narme: madgipaiencia.com
Por 87
Advan User Mame asupport@glovalencia com
1 Authantication method: Encrypted passwerd
Sed Cannection Sacurity: STARITLS
Mai
Mat Account Actions
oc Cancel
W om

- =

The first time you try to send and receive an email you may be asked
to validate the Certificate please check the ‘Permanently store this
ey . exception’ box and select ‘Confirm Security Exception’. So long as you
have elected to permanently store it should only ask the first time.

Add Security Exception

You are about to override how Thunderbird identifies this site.

p !_\\ Legitimate banks, stores, and other public sites will not ask you to do this.

Server
Location: | ENR[IEICHTAERGTAEE

Certificate Status
This site attempts to identify itself with invalid information.

| I Get Certificate

‘Wrong Site

The certificate belongs to a different site, which could mean that someone is trying to
impersonate this site.

‘Outdated Information

The certificate is not currently valid. It may have been stolen or lost, and could be used
by someone to impersonate this site.

Unknown Identity

The certificate is not trusted because it hasn't been verified as issued by a trusted
authority using a secure signature.

Permanently store this exception

Confirm Security Exception Cancel

If you experience any problems in setting-up or gaining access, then please contact support at the IT Support email

address shown on the first page.

[End]
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