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BNBU mail is currently using the professional email service provided by Tencent

n Security and Stability

« Unlimited storage per account

CQ iRV R

« Wecom integration to provide more convenient and efficient
work experience

+ International mail sending and receiving

ﬂ « Powerful spamfiltering

« Strict data encryption and backup




Mail merges automatically
]
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Folder manag( e, folder

Create a folder and set rules to automatically merge incoming mail into the folder, e.g. ITSC
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Preview b - You can create receiving rules
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Select an email, click the right mouse button on the subject,
In menu, choose Create a receipt rule.




Sending and receiving rules - More Settings

Self-Servi
Mi Duic.edu.cn>
Homepagé | Set - Change skin | Link to WeChat
./ Compose MailbUx Settings
_~| Receive General Account Change skin| EEEOFENCIEENMUPLNGES | Anp s BEEE E B B
[ | Contacts Remil ||
Inbox(1)

My Sending and receiving rules
Starred Email
Notice

Timing of execution; Receive m
Draft(2)

You can customize more email rules
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n Maximum number of folders: 2000
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Folder & Tag

+| My Folders(6)
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#l Tag

Folder has a higher display
priority than the Tag
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Holiday auto reply
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Homepage: | Set - Change skin | Link to WeChat

1

Zi\Compose Mallbox Settings When you're on a business trip,
_*| Receive d General | Account CIumEl M OISO OIS o T .
[ Contacts S ] I — on vacation, You can Enable [Auto Reply]
Inbox(1)
Starred Email Auto Reply during Leave
Notice
Draft(2) @ Close
Sent O Enable What is Auto Reply during Leave?
Trash B 7 U WA B = = 5 e (& <HML>
‘. SO LS W - 8 . i= 2. - * .
— S This is from TencentThe enterprise mailbox CUStomlze your reply tO 400 WOrdS or l.eSS
H atitamatirallhv ranliae +a amaile An halidave
o]
= H to
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p.
Auto reply during the following time period — n Only one automatic reply Will be Sent
Import contacts from the fo
to the same sender on the same day

Reply only to emails in Contacts
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Add Cc, Bcc

]
Ordinary mail Meeting Notice
Schedule Send Save as Draft Close
Recipient
Add Cc - Add Bcc | Recipient
Subject

n Add Cc Add Bcc

All recipients can see the sender of the email -
The sender and other recipients of the

and the email addresses of other recipients . o
message cannot view the recipient address of the

BCC.
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Send Separately

Ordinary mail Meeting Notice

Schedule Send Save as Draft Close

Recipient |
Add Cc - Add Bcc | Recipient o

Subject | - | _— _ - n Send Separately

Each recipient will only see that the email

was sent to them individually, and will not be

Schedule Send Save as Draft Close

Recipient “

able to see other recipients' email addresses

cancelRecipient
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~/ Compose Sent(Tota
+ Receive | Delete |
| | Contacts O . Recipient Subject
Query C

Inbox(1)

Starred Email TOdav (2seal)

Notice D b=d & Mr ¢ test 9 . . « "

: For sent emails, you can click “Recall” (support the

Draft(2 0O & & Mr
m Last Week (10seal, withdrawal of emails sent within 24 hours)

. You can wait for the result to be displayed on the

/| Compose | «return | | Edit Again | Recall || | | D
- Receive rost . - e page, or close the window and then view the result
LJ Contacts h 1@uic.edu.cn> epe . .
| notification sent by the system email.
Inbox(1) 1 8 PM
: ) in@uic.edu.cn>
Starred Email
Nofice Delivered [see details]

Draft(2)

test
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Recall Email

Recall message

Recall this email?

If recalled, the recipient will only see mail and receive a recall reminder. n NOtlce

If the recall is successful for the recipient, the message
will become a message with a certain subject has been
recall, and the message content and attachments will

m Cancel be cleared

« It only supports the emails sent to Tencent corporate

Recall message mail and QQ mailbox, and does not support recall
Recalled emails sent to other third-party mailboxes such as
Gmail
S @uic.edu.cn recalled.

« Cannotrecall email that has been saved to the

recipient's local client

Close
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Efficiency improvement - Tips

The important content of the title is quoted with []

The actual topic prefix cannot contain more than three Re or Fw

When sending a help email to someone, put what needs the recipient's help first, then the

context of the matter

ﬂ Describe the attachment. Take a few seconds to write a few keywords in the attachment
instead of [FYI] when writing the body, so that you can type the keywords in the search bar and

find the attachment faster.
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Email Client Software

Foxmail

Tencent mail management

software, the interface is simple Part of the Microsoft Office suite
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Mobile Terminal APP
]

Mobile devices such as mobile phones are recommended Use WeCom to receive
emails
Refer to https://itsc.uic.edu.cn - User Guide - Email

Home AboutUs IT Service

Guide for Using Tencent Mailbox Some Other AppS e.g.

Email User Guide Student

Email User Guide Staff /

Mailbox to bind with Wecom
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Outlook and Client Setting
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Email Client Software

Because the Tencent Mail supports the client software to receive emails from the last 30 days by
default, if you use Outlook, Foxmail, or mobile APP to receive emails through IMAP, POP, etc., please
adjust the relevant options:

Log in to the mailbox through a computer web browser, click [Set] - select [Client Settings]

Mr. § N=s \@uic.edu.cn=

Homepage | Set - Change skin | Link to WeChat

/. Compose Mailbox Settings
- | Receive General Account _Change skin ding and receiving rules  Anti-spam Folders and Tags (
| | Contacts Reminder Service | Client Settings| WeCom Letter Paper
Inbox Receiving Options
Receive Emails in "My Folders"(va

Receive notifications for spam blockingvalid |
Save sent emails to server|v:

Restrict inbox software from deleting emails

Collect] Al v E-mail -
} " Al
Mobile Client

Last 2 years

r

Last year

| N D Jup Last 3 months ant
Last 30 days
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Security - Phishing Emails
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Hello Wangl S| < —
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From: "L C"<LingChenDZH@outlook.com:;
Date: Tue, Mar 26, 2024 11:.03 PM
T4 A - To: "itsc_support@uic.edu.cn” <itsc_support@uic.edu.cnz;

Subject: [EF: EIT HHIFVAVLET IEEAERS SR EERAIFERN— N REFEINER

FESHIAR13002 2 18

Dear How are you doing today? |§4¢A= L C <LingChenDZH@outlook.com>
| hope you're doing well? TIOITE S To e 2307

WA : itsc_support@uic.edu.cn <itsc_support@uic.edu.cn>
Have a good day. EH: B ROEITNME T RS S ST RE TR EvEES

£ 67
HAMFFEE: 130
FIERIFAEERFNIEE 17
Regards FER R SRR BRI S AT E T e AR o O AS R — s
Su BRE Sy 123456
FRTEIG 7

Fake mail




Black and white lists
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Homepage|| Set - /Change skin | Link to WeChat

~/ Compose mail setup

_+| Receive General Account Change skin Sending and receiving rules | Anti-spam Folders ar o

| | Contacts Reminder Service Client Settings WeCom  Letter Paper

Inbox
Stal

Not
Dra Blacklist

blacklist

Ser
Tra:

Spe whitelist

I My F
# Oth Set up whitelist
i Tag

To-l

u If you don't want to receive some Mail, You can add email address to the blacklist

Letters from the mail whitelist, Only affected by your custom mailing rules,
The system does not automatically block
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Mail Security Tips

-

n Don't reply E-mail provide account password

If the sender address is an external email address, but
the content is impersonating someone on campus, it is

likely a phishing email

u The email address of the sender of phishing emails can
be added to the blacklist; Mark the message as "spam"

Change the system account password regularly, do not
use your birthday or mobile phone number and other

common information as a password
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Self-Service Search to retrieve Email blocked by the system

Mr. Duic.edu.cn=

Homepage | Set - Change skin | Link to WeChat

/. Compose Self-Service Search
+| Receive Login record Send record | Inbox record +elete record Reportrecord Other Mailboxes Moving record
| | Contacts

. Receiving records in the last 180 day(s) 9
nbox
Stan All | Inbox and Folder | Spam [EYCTR:INs 1]

Notic

Drafi time Sender Subject Deposit location Operation

Sent 1.6 e

Tras | . " L .
Morning 10:06 subscriptions Blocked (Blocked by system) Add to Whitelist | Retrieve

Spar |
1.4

[ My Fi

= Othe Night 10:54 ar Ml Top Q... Blocked (Blocked by system) Add to Whitelist | Retrieve
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