Account Management Console

Quick Reference Guide

Log in
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The Account Management Console Quick Reference Guide will show you how
to do the following:

Understand Account Information

Understand Mailbox Usage

Change your Password

Forward your Email to other email addresses
Set a Vacation Message

Log Out

Should you have any questions about the Account Management Console, contact the Help
Desk at 994-5530.

Logging In

The Account Management Console is located at http://amc.gwu.edu. Once there, follow the steps below.

1. Enter your User ID
and Password.
Your User ID is
your email address
without the
@gwu.edu.

2. Click the Login
button.

GW Account Management Help is available for

every paage. \
WELCOME
Help

You may have noticed that the Account Management Console looks different! The Account Management Console has heen
improved with a new look as part of the GWDhail Upgrade Project. All functionality remains the same. Please refer to the
online help for assistance or contact the ISS Help Desk at ithelpi@ gwu.edu, or 202-994-5530, option 2. Thanks you.

The Account Management console allows you to modify settings for the following systems: GWhMail, aSnap, GWired, GWeb, Acad,
Research? and Merlin

Erier your username and password io access the systam.

User I

Ij loooper

Password:

|mnﬁn
Login
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http://amc.gwu.edu/

Understanding Account Information

The ACCOUNT INFORMATION screen displays basic account information such as your name and email address.

1. Click the Mailbox
Usage button to
view your mailbox
guota information.

GW Account Management

ACCOUNT INFORMATION

Jennifer Cooper
jlcoopen@gwu.edu

Logout | Help
First Name: Cooper

Initials:

Last Name: Cooper

@!] Tid: jleooper

Mail: jlcooperi@gwu.edu

Mailbox Usage
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Understanding Mailbox Usage

This screen displays the percentage of space your messages have taken up.

broken up by folder.

The George Washington University Delegated Administrato

hailbox usage for kim

Mailbox limit
(quota) used used

Total kilobytes Total percentage Mailbox Name

This line contains the
number of messages, the
total kilobytes, the date of

the last message
received, the partition,
and the quota limit for

the given folder.
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If you have folders, you will see the percentage

Folder Name

maga Foytea last mag partition gquotaroot maillbox

»E T2 11997 2003/03/721 07:43 primary no gquota user/ kim/ INBOX E
0 none primary user,-.‘}cun.-‘Dr:afts
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a 0 2003/02/15 20:03 primary user/ kim/ Trash
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Changing Your Password

You may want to change your current password to a new password. The PASSWORD CHANGE screen enables you to do
just that.

1. Click the
Password GW Account Management Jennifer Cooper
Change link. PASSWORD CHANGE i cocRetElraer

Logout | Help
. The password should contain exactly 8

2. Type your current Use this form to change your password. characters.
password in the . The password should contain 2 non-
Current I Curreat Password alpha characters. One of the 2 non-

l— Mew Password
P d field alpha characters should not be at the
assword field. | New Password (Agam) end or the beginning of the password.
It should be embedded in the
3. Type your new __ Save Changes | password itself.

= The password should be changed at
least once every 90 days.

© 2002 The George Washington Uhiversity
2121 Eye Sweet, MW . The User ID should not be used as the U

Washington, DC 20052 password. "
. The user’s name should not be used ;

as the password.
. The password should not be shared
with anyone.

password in the
New Password
field.
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4. Type your new
password again in
the New
Password
(Again) field.

5. Click the Save
Changes button.

Enabling Forwarding

If you need to forward your GW Mail to another email address, you will need to enable forwarding. The FORWARDING
RULES screen will enable you to turn forwarding on and off and to determine which accounts you would like to forward your
messages to. can forward yo different accounts as you'd like.

1. Click the =
F " GW Account Management Jennifer Cooper
orwarding jlcooper@gwu.edu
Ru|eS I|nk FORWARDING RULES
! Logout | Help
2. Select Forwardi ng Ulse this form ta enable forwarding email to another address.
on to activate & Forwarding on
Forwarding. © Forwarding off
[ Deliver a copy to inbox when forwarding email
3. Select Deliver a (dutomatically selected if "Forwarding off" is chosen)
Copy to inbOX Forward each message to (enter one address per line)
when forwarding crineciguu e El WARNING: Be careful when
email tO a|SO 123§lcaipﬁr@ernls.cl;m Spe(:ifying a forwarding address' If

there is a typo in the address, the
mail cannot be forwarded and will
be discarded by the system.

deliver the mail to
your inbox for this
GW email account.

1 _>l_I
Save Changes

4, Enter each email
address in a
separate line in the
Forward each
message to field.

2121 Eye Street, FTW .f_; | WASHINGTON
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5. Click the Save
Changes button.




Setting A Vacation Message

When you go on vacation, it's a good idea to set a vacation message so that those persons sending you messages will know
that you aren’t replying to email.

1. Select Check this
box to enable

6. Enter your
personalized
vacation
message for

7. Enter your
personalized
vacation
message for
internal senders.

8. Click the Save
Changes button.

Logging Out

GW Account Management

WLCATION MESSALE

Jennifer Cooper

i edi
paran

Logout | Help

Vacation e "'__1~__'.'."~-: o el np automatic replles w ri‘l'.-'.p'l:. AFE WY,
messages. I Check thiz bos fo auable oeaion MeEsages. This field determines how
many days can pass before
2. Select the Wacation Start Diate: [Jan =1 [107%] im0 sending another message to
) Vacation Start Wacation Start Time: [sF4 =] a person who has sent you
aca IOS ar Vacation Fad Date: [Fee Bl [T [0 more than one message
Date gn e ————— T | while your vacation message
Vacation Start ] is enabled.
Time Tnterval Tar reply to repeat sencers (days): [7
Subject Eine; [Fie S9UBJECT \ When you have requested that you want
to send a response to senders (either
3. Select the DT Sy N e ek L external senders, internal senders or
Vacation End r:"“‘”D'“?;W‘f"'”“‘dl““‘:"“:”m*t‘“w" for extermal g both), the person sending you a
Date and za04. ’ message will receive a message back
Vacation End e ————— stating what you have specified in these
Time text boxes. Wherever you see

Do mot send a response (o intemnal senders
Or write your personalized vocation messnge here for j

$SUBJECT, text is automatically entered
based on the message sent to you. It

4, Enter the Interval S oy o S E will contain the text in the subject line of
for r9p|y to fhould you nsed information on EAS Training, =| the Originator’s email message.
repeat senders —

(days) Soom Chorges |

5. Enter the Subject You can select to not send a

line response to external senders or
: internal senders by clicking in the
anprooriate check box.

external senders.

If at any point you want to log out of the Account Management Console, simply click the Logout link in the upper right

corner.

1. Click the Logout
link on any screen
to log out of the
Account
Management
Console.

GW Account Management

VACATION MESSAGE

Logout link -
jlcooper@gwu.edu

Logout | Help

-

Jennifer Cooper_
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