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About this document 
This Area 78 Email Tutorial is intended as a help document to assist users unfamiliar with the 

SmarterMail Email Utility. It provides information on how to setup and configure users email account. It 

is intended to be a living document, in the sense that it should be continuously updated to ensure 

lessons learned can be passed on to future users of the SmarterMail system. 

Major updates should get an increment in the footer Version number, with the initials of the editor and 

the last update date always reflected in the revised footer. 
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Introduction 
The email system used by Area 78 is called the SmarterMail email system.  It is part of the package that 

Area 78 purchases annually along with our website hosting from DiscountASP.net.  SmarterMail itself is 

a very feature rich email system and it has many options beyond what is covered in this tutorial.  

To begin with, SmarterMail has two types of email accounts one of which we must choose to associate 

an email address with.  These account types are: 

1. User Account – this is an email account that stores email in a server mailbox which you can 

access directly or download via the IMAP protocol to an email client on your local PC.  Think of 

the mailboxes in a manner similar to our Canada Post community mailboxes which we access to 

get letters.  The mailboxes are limited in the amount of correspondence they each will hold.  

This type of account should be used by individuals who will be doing Area 78 business which 

needs to display our domain (yourposition@area78.org ) in an email from address.  It is best if 

table officers and committee chairs use this type of account, and by default they are all 

configured to do so. 

2. Alias Account – this is an email account that will forward any incoming email to another email 

account. The email is never stored on the server. This type of account works well for our DCM 

email accounts (i.e… district1dcm@area78.org) where we simply want to redirect emails to a 

private email address. 

Note: A user account can also be configured to also forward email to a private email account. With this 

setup you get the best of both; automatic forwarding to your email account on your mobile device plus 

you can login to the mailbox at any time and reply to specific emails where you want the response to 

come from an Area 78 domain account. 

The Area 78 Email Administrator will need to know at the beginning of a user’s term how they want to 

access their email.  Do they want it simply forwarded to their private email account or will they want to 

access it via SmarterMail or an email client.   

We always recommend using an email client like Microsoft Outlook, which we think gives the best user 

experience and it allows the user to manage how they preserve emails received during their term. 

  

mailto:yourposition@area78.org
mailto:district1dcm@area78.org
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Using SmarterMail 
Area 78 email users can access SmarterMail through a webmail interface in addition to connecting their 

mailbox to an email client such as Microsoft Outlook, Apple’s MacMail, or even using an email client on 

your mobile device. The major advantage of using the webmail interface, however, is that users can 

login to their SmarterMail mailbox from any computer with an Internet access, anywhere in the world. 

Logging in to SmarterMail's Webmail Interface 
SmarterMail is accessed directly by entering the address http://webmail.area78.org in your web 

browser.  The desktop Login page where you enter your login credentials looks like this: 

 

At the beginning of a panel’s term, Area 78 table officers and committee chairs can expect to receive an 

email from the Area 78 Email Administrator (or the E-Services chair) in their private email inbox 

providing them with a login email address and password they can use to login to their Area 78 mailbox.   

To stay logged in to SmarterMail even after closing the browser, you can select the Remember Me 

checkbox. This will allow SmarterMail to encrypt the email address and password. Note: Browser cookies 

must be enabled for this feature to work. Also, don’t select the Remember Me option if you are using a 

public or shared computer. 

The first time you log in to SmarterMail, you will be prompted to select the Time Zone where you live. 

  

http://webmail.area78.org/
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Mobility Note 
We are a mobile society. Having the ability to access information on-the-go is becoming increasingly 

important.  We can login to SmarterMail on our mobile devices/phones by entering 

http://webmail.area78.org/mobile/ in the phones’ browser address bar.  This is a light, yet fully 

functional interface that allows access to your email. The following screens are similar to what you 

might see when accessing a specific message in the mailbox on your mobile device:  

    

 Login Screen          SmarterMail Features    Your Inbox  Select Email View 

 

  

http://webmail.area78.org/mobile/
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Configuring SmarterMail 
There are many internal features available to user accounts. The following sections outline how to setup 

and/or use some of these features. 

Greylisting 

Greylisting is a popular tool in the fight against spam. It will temporarily block incoming mail from a 

sender and then returns the mail to the sender's mail server with a message saying effectively, "try 

again later." The sending server must then retry sending the mail, at which time it is accepted and 

delivered to the appropriate mailbox.  

Greylisting is effective because spammers will not usually bother to attempt a second delivery, but 

legitimate e-mail servers will.   

Note: We now recommend that you do Disable Greylisting. More and more servers are no longer 

making a second delivery and this is causing some frustration with our users who are not receiving 

legitimate emails. 

How to reset your own email password 

To be able to reset the password to your SmarterMail account, you will need to make sure you specify a 

backup email address for that account in the webmail interface. Your password cannot be reset unless 

this has been done. 

 

If you have forgotten your password and do not yet have a backup email address set for the account, 

then you will need to contact the Area 78 Email Administrator to have the password reset. 
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To add a backup email address, follow these instructions: 

1. Log into the SmarterMail web interface (http://webmail.area78.org ) with the email address you 

want to add a backup email address to. 

2. Click the Settings icon (2 gear type cogs) on the menu to your left. 

3. Expand the "My Settings" folder and click on the Account Settings menu link. 

4. Click the User tab. 

5. In the Backup Email Address textbox field, enter the email address you want to use as a backup. 

This email address should not be another email address on the Area 78 domain. 

6. Click on the "Save" button. 

When you have a backup email set, follow these instructions to reset your email password: 

1. Open your webmail interface's URL (http://webmail.area78.org ) in a web browser. 

 
2. Click on the Forgot your Password? link on the right side above the Password field. 

 

http://webmail.area78.org/
http://webmail.area78.org/
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3. In the Email Address field, type in the full email address of the email account for which you 

are trying to reset the password. 

4. Enter the CAPTCHA text in the blank field under the CAPTCHA image. 

5. Click the OK button. 

The password reset email will then be sent to the backup email address specified for the email account. 

Please Note: The email password is entirely separate from the password used to access the website, 

although you may choose to keep them in sync by changing both when you change either one of them. 

How to set up an auto-responder 

Each individual email user has the ability to set up an auto-responder that will automatically respond to 

email messages sent to that address. You will need to log in to the webmail interface as that user to 

configure the auto-responder. 

To enable the auto-responder on an email account, follow these steps: 

1. Log into to your SmarterMail webmail interface (http://webmail.area78.org ) with your email 

address. 

2. Once in the SmarterMail interface, click the "Settings" link on the left-hand side navigation 

menu (it is an icon that looks like gears). 

3. Click to expand the "My Settings" folder. 

4. Click "Auto-Responder". 

5. Select the "Options" tab if it is not already selected. 

6. Check the box next to "Enable auto-responder". 

7. Check or uncheck the other boxes according to how you want the auto-responder to behave. 

"Disable responses to indirect mail" will prevent the auto-responder from responding to email 

not directly addressed to you (for example, an email you get because you are listed in the CC: 

field). "Limit responses to once daily" will prevent the same sender from being sent an auto-

response more than once a day. 

8. Click "Save". 

9. Click the "Auto-Responder Message" tab. 

10. In the "Subject" field, enter the subject you want the automated response email to have. 

11. Select "HTML" or "Text" from the "Compose Format" dropdown box. Note that some email 

providers may be more likely to mark HTML email as spam, so you may want to select "Text" to 

make sure the recipient sees your response. 

12. Enter the body of the automated response in the "Message" text field. 

13. Click the Save button and you’re done. Below is an Auto-Responder example. 

http://webmail.area78.org/
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Auto-Responder Example 
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Mail Client Synchronization 
The Area78 email server supports synchronization of email with desktop applications like Microsoft 

Outlook and over-the-air synchronization for most popular mobile devices.   

Message Retrieval 
To set up an account within an email client, you are usually given the choice of using either the IMAP 

or POP3 protocols.  Basically the difference between the two is this: IMAP keeps all messages and 

folders on the server synchronized with your email client whereas POP3 only downloads all messages to 

the email client. The use of IMAP is the recommended protocol as it enables cleanup of your mailboxes 

from the email clients (i.e.… when you delete mail from your inbox it is also removed from the server).   

Some of the email clients you may choose to use: 

 Microsoft Outlook is an email client developed by Microsoft Inc. for managing messages and is 

commonly distributed as part of the Microsoft Office suite. Outlook is offered on both the 

Windows and Mac OS X platforms.  Only Outlook 2003 or higher is supported. 

 Mozilla Thunderbird is a free, open source email client developed by the Mozilla Foundation. 

 Opera is a slick and flexible interface that will satisfy almost all your email needs. 

 Windows Live Mail offers solid spam filters, fast search and a few ready-made search folders. 

 Mobile devices supported: 

o Apple iOS devices include the iPod Touch, iPhone and the iPad.  
o BlackBerry is a line of smartphones developed by Research In Motion. 

o Google Android is an operating system designed for use in a variety of smartphones 

and mobile devices. 
o Windows Phone is a compact operating system developed by Microsoft and designed 

for use in a variety of smartphones and mobile devices. 
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Folder Auto-Clean & Email Storage 

 

 

On the logout dropdown (under your email on the top right), keep an eye on the amount of storage 
space still available.  You may need to do some cleanup from time to time: storing emails that you want 
to keep externally, and deleting emails in the Deleted folders.  Please note the following: 

 Auto-clean acts daily to remove all emails that are more than 2 months old from your Inbox, 
Deleted, Junk E-mail, and Sent folders. 

 Any emails that you want to store for a longer period need to be saved externally. 
o One suggestion for long term storage: 

 Forward to your private email address 
 Create a rule to put all forwarded Area 78 emails in an appropriate folder 
 Blind copy yourself on all emails sent 

o Another suggestion for long term storage: 
 Use an Outlook Client to handle your Area 78 email account 
 Move incoming emails to an appropriate folder 
 Again, blind copy yourself on all emails sent 
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Setup Outlook 
To configure your Outlook client to connect to our Area 78 email server: 

Open Outlook. 

Click on the File tab. 

On the Account Information screen click on the Add Account button. 

 

 
 

In the Add New Account window, you should fill in the name, email address, and password (twice) for 

the assigned mailbox you want to setup. Click the Next button to proceed. 

 
It may take a minute or two to configure your IMAP server settings, during which time the following 

screen displays. 
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If you get a security warning about the site certificate not validating, you can safely ignore it. Click the 

“Yes” button to proceed. After a minute or two you should receive the following display letting you 

know that most of the configuration was successful but the test email could not be sent. We need to fix 

some settings and then rerun sending the test email. 

 

 
 

Make sure you check the “Manually configure server settings” and then press the Finish button. 
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Your “Add New Account” page should look similar to the above. Before clicking the Finish button we 

need to do some More Settings… first. 

Make sure the Advanced tab is configured as follows: 

 

Note that on the Advanced tab you will change the Outgoing server port from 25 to 587.  When you’re 

done click the OK button to return to the Internet E-mail Settings main screen. 
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Clicking the Finish button will Test the account settings. 

 

Two green arrows indicate success. Click Close.  Click Next and then Finish.  You’re done. 

Things to Watch Out For 
1. Attachments – this is common sense. Never open an attachment unless you know the sender, that 

the sender sending you an email with an attachment makes sense (like you asked for the 

attachment be sent to you), and the title of the attachment lines up with something that makes 

sense to you (i.e. Agenda for January ACM).  When in doubt, contact the sender to confirm that they 

sent you an email with an attachment and that it is safe to open. 

2. Website links – same as above.  Always check the link by hovering over it and looking at the URL 

which displays in the left bottom corner of your screen, before clicking on it. 

3. If an email doesn’t address you by name, especially if it supposedly came from a known sender, then 

be suspicious.  Don’t take a chance on opening a virus laden attachment or clicking on a link which 

could take you who knows where.   

4. Any email that contains a request for sensitive or personal information.  That is just not done. Ever. 

Always be alert and on the lookout for trouble.  It’s not an if, but when you receive a virus in an email. 

Feedback 
It’s important that we receive suggestions from the membership on the function and usability of the 

email system.  Please send your feedback to the eservices.68@area78.org. 

mailto:eservices.68@area78.org

