DELL EMS
EMAIL MANAGEMENT SYSTEM

2011

Things You Should Know When Dell EMS is Active:

1. Your username will be your full UHD email address (i.e.
doej@uhd.edu)

2. When regular service is returned, all of the emails you received in
the EMS will be restored into your Outlook Inbox

3. You will have access to your current emails and 60 days of email
history

4. You will be able to access your calendar in read-only mode (cannot
set or change calendar appointments)

5. You will be able to view your contacts in read-only mode (cannot
edit or add new contacts)

6. Previously deleted emails will appear in the EMS inbox

Any rules you applied to Outlook will not be active in the EMS

8. Once regular email service is restored, you may run any rules you
may have created:

In Outlook, go to the Home tab

Click Rules

Select Manage Rules & Alerts

Click the Run Rules Now... button

Place checkmarks beside which rules you wish to run

Click Run Now
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Not Available Once EMS is Active:

Regular Outlook service (Outlook client and Outlook Web Access)
Access to your Outlook Deleted folder

Access to your Outlook Sent folder

Access to your Outlook Drafts folder

Access to your Outlook personal folders

Previously created signature lines

Email history beyond 60 days
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Dell EMS (Email Management Services)

In case of an emergency or school closing, faculty and staff will have access to their calendar, email, and 60

days of historical email.

LUHD home | Search UHD

l I Dl University of Houston-Downtown

Site Overview

Home

Resources | Logon

Register for UHD's text alert
system using the links below.

Important UHD Contacts and
Campus Information
UHD uses many methods to notify the campus community

of emergency situations. In the event of flooding, a Hurricane| Ta call Campus Police, dial
m or other emergencies, information will be distributed wia the | 713) 2218911 or 911.

UHD homepage, this page, by email,
voicemail, Facebook and text messaging.

Wednesday, April 6, 2011

Welcame to the University of Houston-Downtown's
emergency website. UHD uses this site to communicate
information about emergencies, weather-related schedule
changes and closings

UHD Students: Update your
emergency contact

If UHD's main website http:/vwww.uhd edu would go down, | information here.
this emergency site http:Atwwww. uhdemergency. info will

remain active

UHD Faculty & Staff: Update
your emergency contact
Visit the National Weather Service for information here.

updates.

On-Campus Emergency (713) 2218911
On-Campus Non-Emergency (713) 221 8065

Resources

E M s by Dell MessageOne ™

Please Login

e

Email address: doej@uhd.edu

Password: ........|

Fargot your password?

Mobile brawser lagin

In the event of an outage,
information will still be available on
UHD’s emergency site.

UHD’s Emergency Site:
http://www.uhdemergency.info

Dell EMS Login:
https://dell2.messageone.com/

Use your full email address to login.

Note: You will not be able to access
mail through the Dell EMS when
regular email is in service.

In the event of a planned outage when email will be rerouted, you may receive this message in Outlook:

An Email Management Services

(EMS) account has been set up for you. The EMS is a

backup communications system (including email)
an emergency. To set up your account,
browser and enter the requisite information.
minutes.

Doed.

The entire process takes only a few
The EMS requires you to enter a user name and password. Your user name is:
Your password is the same as your Windows login password.

In the event of an unplanned outage, your email may be automatically rerouted to the Dell EMS system.

which will be activated in the event of
go to https://dell2.messageone.com/ from any web


http://www.uhdemergency.info/
https://dell2.messageone.com/
https://dell2.messageone.com/

Log into Dell EMS

1. Visit the URL: https://dell2.messageone.com/

2. You will arrive at a login page. Type in your full email address, and network password.

E M s by Dell MessageOne ™

Please Login

Email address: doej@uhd.edu

Password: ........|

3. Once you have successfully logged in, read the welcome message and click Next.

E M s by Dell MessageOne™

Welcome

Welcome to EMS

Welcome to the EMS Email Continuity for University of Houston Downtown. In the event of an outage of the primary
email system, Email Continuity will be activated to provide you with access to email and critical information while the
primary system is being recovered.

It is wery important that we have a method by which you can be notified that Email Continuity has been activated.

Please take a few minutes to complete the registration process and configure your personal notification options. Enter
as many options as you can right now -- you can always come back to modify these options later.
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https://dell2.messageone.com/

4. You will be taken to the main Dell EMS area where you may click the red CHECK EMAIL button to access
your current mail messages and 60 days of past emails (including the ones you have deleted).

E M s by Dell MessageOne™

The Email Continuity for University of Houston Downtown is active.

_ CHECK EMAI
v | Email Cont\ix‘/mn\ /

Email Continuity provides emergency access to your email and other critical information when your primary email system is unavailable,

Tou have successfully registered. The Email Continuity for University of Houston Downtown is active at this time,
Click F2re to access your emergency mailbox,

Access Your Email

5. The inbox of the Dell EMS system looks similar to the online version of Outlook. In this area, you may
check your mail messages, create a new mail message, and expand each of the folders on the left menu
(Mail, Contacts, Calendar, Options).

Note: Personalized features of your Outlook will not be available.

EMS by Dell MessageOne™ | Inbox @ﬂew Message 4y Search Current Mail -, Search Qlder Mail Jb Dptions QJ Exit: @ Log out

| Doe, John 4 H Inbox {1} — -
M Lol ._g Refresh ) Se: o Select= S Mark - [ Mowve = L) Capy = QDelete @ Delete Al =) Wiew Messages
- 7] Mail [111) ‘||— From Subject | Received ¥ size
- 87 Contacts E4 Garza, Jon Dell EMS welcome text - 10:32 AM 5KB
‘ﬂ(_alendar 11 of 1 Messages \\ [ ——)
‘_}bOptions | N
O gl Exit
- @ Log out

In the near future, you may receive an email as a part of the UHD roll-out of the Dell EMS system:

Subject: Dell EMS welcome text

An Ermail Management Services (EMS) account has been set up foryouw, The EMS is a backup communications systermn (including email)
wehich wiill be activated in the event of an emergency, To set up your account, go to httpsiffdelld messageane.com) from any web
browser and enter the requisite information, The entire process takes only a few minutes, The EMS requires wou to enter a user narme and
passweord, Your user narne st Doel@uhd.edu  “our password is the sarme as your Windows login password,

Note: Once UHD returns to regular email service, the emails you received in the Dell EMS will be routed back
to your Inbox (not into any personal folders you may have created rules for). Restoration of Outlook will
include all functionality.




Search Older Mail
6. To search through old email messages, click the Search Older Mail button at the top.

 Inbox Ii_f] Mewr Message L Search Current Mail b Search Older Mail (j}’ Options ﬂ Exit ﬂ Log out

Inbox (4) o’

L%Refresh —4 Search | o Select~ Efi' Mark = [ Move = [ Capy/\ e @ Delete Al EView IMessages
I From Subject Received ¥ Size
[ B¢ emsadmin@uhd.edu University of Housto ntown Email Manage... 10:49 AM 4 KB
r & Smith, Jennifer FW: Your name is there now!!! 10:48 AM 35 KB
r 8¢ Srrith, Jennifer Your ems login page 10:45 &kd an ke
r Harvey, Loshon HOLAI! 10:44 AM 3KB
r Jon Garza Testing for Dell EMS from Jon 10:42 AM 5KB
r El Garza, lon Dell EMS welcome text 10:32 AM S KB
1lto 6 of 6 Messages

7. Fillin the appropriate search fields to find specific messages received or deleted in the last 60 days.

Searching:  Messages Onty | Messages & Attachments | Attachments On §.Doe, John (Personal search)
¥ Dell MessageOne™

ﬂ Return to your EMS Simple Query Query Language
Home

tosast o

Search actions

m

/ Llear this search Rank Date From Recipients Subject \ /{Hename

[use date range] | | |

Key phrases 1 i sroszo11 Emily Logo attempt #1 image0l,ipg
1. original message 2 B4 s/1o/z011 Ernily UHD Logos
2. web post

3 0 snorzoi Laura UHD Logos image001.jpg

8. Double-click an email message to display the contents below.

response conference 37 B4 s/as2011 "Gunnels, R | Mot read: Megan is out Ma..,
california school 38 Q S/9/2011 "Gunnels, B , Mot read: [PR] Invitation: ...
friendly reminder 30 B4 sf9/2011 "Gunnels, R
mmonthly cleaning
10, baby shower

11. school response
12. los angeles

13, office staffs

Mot read: [PR] Invitation: ..

(=IO = T =

“Gunnels, F 5 Not read: Thursday - out of..

Results 31 - 40 of 4536 (0.1190 seconds)

Mot read: Thursday - out of office staffs

Wiew Meszage Information Download Messzage

APrevious 123456789 HNext:

14 office staff [Reply ” Reply to All ” Forward ” Forward to Self

15, staff sent From: "Gunnels, R
rate: Monday, May 09, 2011 4:32:25 PM

four message

To: DT_Information Resources

Ce

Subject: Thursday - out of office staffs
Sent:  Thu, 5 May 2011 09:15:14 -0500




9. To get back to your Dell EMS inbox, click the Return to your EMS Home link at the top left.

Searching:  Messages Only | Messages & Attachments | Attachments On| £ Doe, John (Personal search) —
by Dell MessageOne™
ﬂ Return to your EMS Simple Query Query Language
Home
Logout GO ®
Search actions
/ Llear this search From Recipients Subject Filename =
[use date range] | | | | | | |
Key phrases 5/10/2011 Emily UHD Logos image001,ipg
1. original message 2 B4 s/1o/z011 Emily Please fill out survey
2. web post 2 G srio/zoit Lewra Logo attempt #1 imaged0ljpg

Calendar - Your already-scheduled calendar entries are available within the Dell EMS.
Note: Calendar items are read-only.

-

— roday Egoto 4 Search @Erint fgptions ﬂExit ﬂLogout
| Doe, John d‘ ‘ May 2011

[E] Mew Message

) Previous ) Mext | |5 Day [0 Work week |10 Week || Month |55 vear

- [ Mail [578)

[El- =5 Contacts

@ Wy Contacts

25 Global Address Book

~, Search |

=] Day

=[] Calendar
I wimrk e ek

[ 7] Month
Iﬂyear
~, Search
ﬁOptions
O g Exit

- 4d1nnnut

Sunday Monday Tuesday Wednesday Thursday Friday Saturday
1 T ek 16 3 4 5 & 7
1 Coeds 25 Blind Coeds 25 Blind Wideo! Wacation Day! Wacation Day!
Draw Tournament  Draw Tournament DynamicPalicy weeekly reports due  Room Check o &
Rewiew Blackboard Presentation 4%
MG ACE (Adopters
Cornverting Early)
Course
Lucille Painter -
= poster drop-off
] 9 'Week 19 i 11 12 13 14
Cindy Stevwart - DELL Ernergency | ACE wweekly reports due  Room Check of 2
Cantribute Mail Systermn/ Review NG Videos @ & Transitioning to
Carntasia Training Review and i =] Office 2010
Daocurmentation o T
Softchalk? o =it
15 16 Week 20 17 18 19 0 21

Contacts - Your contacts are available within the Dell EMS.
Note: Contacts are read-only.

m

l Doe, John 4 ‘ ‘ Search Contacts
@ Meww Message |, Search Contacts | 5 Basic % Advanced
- 7] Mail (5/8) Frorm: My Contacts -
[l 25 Contacts _ = Find: Mame -
----- @My Conté\_ X
Matching: |
----- £ Global Address Book
----- i, Search |Contacts displayed: 1to 20 of 75 (1) 2.3 4 Mext= |
= [ Calendar L . . L
Eo ‘ This list has too many entries and has been truncated, Please use more specific search criteria,
..... ] Day
""" | wrork vieek Mame Email
""" | wieek = AmandaH
""" 7] Month 2 Anabel G _ _
|—-| Vear 2 Aneeta 3
----- ~, Search Lo




Create a New Message

1. To send a new mail message in the Dell EMS system, click the New Message button at the top.

EMS by Dell MessageOne™ | Inbox @ Mew Message —4 Search Current Mail —4 Search Older Mail ﬁ Diptions ﬂ Exit: @ Log out

Doe, John 4 || Inbox (6)
M LEile g La Refresh 4 Search | o S [ Move - CCopy - @ Delete @ Delete All EIView Messages
- EA Mail [6/] - Fram \ Subject Received W Size
B [ Contacts r = Harvey, Loshon A717 Room Check 5/10/2011 10:56 AM 7KB
[#- |5 Calend
= "fb Flenaar r = Davila, Grace RE: 4723 (Fishbowl) - Student Password Reset Testing  10:54 AM 15KB
[F- o~ Options
O- ﬂ Exit T ¢ emsadmin@uhd.edu University of Houston Downtown Email Management ... 10:49 AM 4KB
- €dlog out - & Smith, Jennifer F¥: Your name is there now!!! 10:48 AM 35 KB
[T [ Smith, Jennifer Yaur ems login page 10:45 &AM 40 KB
gin pag
&) This is your backup mail, for use | = Harvey, Loshon HOLA!! 10:44 AM 3KB
h i il system i
e TR e Jon Garza Testing for Dell EMS from Jon 10:42 AM SKB
[ EI Garza, lon Dell EMS welcome text 10:32 Ak 5 KB
For mare information, contact
aur netwark administrator 1t & of & Messages

2. Inthe “To” field, type the recipients’ last names first and a listing will populate from the address book.

EMS by Dell MessageOne™ | Inbox IZ] Meww Message ., Search Current Mail ., Search Older Mail Jb Diptions ﬂ Exit: ﬂ Log out o

»

Doe, John 4 H New Message
[&] Mew Message [ Send Message ESa\re Draft (@ Cancel | M Check Spelling + 4 Rich Text | [ Address 3ook i Special Characters
|
- (2] Mail (5/5) Fram: “Doe, John”
[#- 25 Contacts To.. sanchezl )
- [&F] Calendar "Sanchez, i
& 7 Options "Sanchez, i
- ﬂ Exit = "Sanchez, Li
ubject:
0~ €d log out "Sanchez, L
Priarity:
(iR "Sanchez, M m
i) This is your backup mail, for use .
wehen wour primary mail system is Sanchez, 1:

3. You may type in a subject line, choose a priority level, type your message, and add an attachment.

Hello Luis!

High

Doe, John 4 ‘ Subject:

Priority:

[ Mews Message

[~ Requesta Read Receipt

- ] Mail [5¢8)
- @5 Contacks
- [ Calendar
‘}3 Cptions

- ] Exit

@ Log out

HHHMH
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Sending a test email from the Dell EMS system. N

\

/
/
| \/\/ /

~

i) This is your backup mail, for use
when your primary mail swstem is
unavailahle,

For mare information, contact
wour netwark administrator,

& webmail Help

i

A

| Attachments

Maximurm: 12,582,912 bytes

Aftach:




4. Once you have completed drafting your email message, scroll up and click Send Message. You may also
save drafts, but they will become unavailable when regular Outlook service returns.

EMS by Dell MessageOne™ || Inbox @ Mewr Message —4 Search Current Mail ~, Search Older Mail ‘_}3’ Dptions ﬂJ Exit @ Log out

| Doe, John 4 || New Message

[&] Mew Message [l Send Message /@ Cancel | e Check Spelling = <07 Rich Text| [ &ddress Book 5 Special Characters

oe, John” <
TDuhd.edus

- [ Mail (6/3) Fram| Send Mess

a7 Contacts "San
.ﬂ:? Calendar cc
‘_)bOptions

- Bcc
O- mExit
- 4d Lag out Subject: Hella Luis!
Priority: High -
I~ Request a Read Receipt

Sending a test email from the Dell EMS system. -

»
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When Regular Outlook Service Returns

When regular Outlook service is restored, you will receive a system message above your Dell EMS inbox.

EMS by Dell MessageOne ™ | Inbox 4, Search Current Mail —, Search Older Mail Jbgptions iJ Exit: a Log aut

Doe, John 4

‘v Your backup mailbox is read-only because your account is in the Recovery state, Use your regular mail systern to send and receive new
messages, The mail in your backup mailboxwill be restored to your regular mailbox shorthy

[&] Mew Message

Inb )

- [ Mail [6/10] ‘ by (G)

[#- == Contacts LﬁRefresh -, Search | o Select~ [ View Messages /»\

- [ Calendar ) y )

p r From Subject wed ¥ Size

‘_)b Options _ /

O m Exit ™ ¢ emsadmin@uhd.edu University of Houston Downtown EMS5 test is compl. <09 AM 2KB

O € Log out = Harvey, Loshon A717 Room Check 57102011 10:56 AM 7KB
r = Davila, Grace RE: 2723 (Fishbowl) - Student Password Reset Testing 10:54 And 15kB

i) [ ¢  emsadmin@uhd.edu University of Houston D, t Email Manag t.. 10:49 AM 4KB

[~ &  Smith, Jennifer FW: Your name is there now!!! 10:48 AM 35 KB

Depending on how much email you have received while being on the Dell EMS system, there may be a slight
delay in repopulation of your regular Outlook inbox.

You may try to access the Dell EMS system while service is not down to save the URL to your favorites, but
your mail will not be available in the system until a system outage occurs.

E M s by Dell MessageOne ™

Email Continuity is not Active

The Email Continuity for University of Houston Downtown is not active at this time. In the event of a disaster or mail system outage you can use this web site to access
yvour corporate mailbox from any web-enabled location.




