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HOW TO LOGIN TO YOUR EMAIL ACCOUNT:

1. Go to the Heard County Government's Home Page by typing www.heardcountyga.com into
your Internet Browser's address bar.
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2. Scroll to the bottom of the Home Page and click on the text to the far right, labeled
"EMPLOYEES".
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3. Click on the text labeled “Employee Email” in the Employee Menu pane on the left.




4. Enter in your assigned email address. The ""@heardcountyga.com' is required.

I Welcome to SmarterMail

| example@heardcountyga.com

J» Remember Me

Forgot your password?

5. Enter in your password. First time users will have an assigned password. Contact the IT
Department for your assigned email password.

l Welcome to SmarterMail

example@heardcountyga.com

B Remember Me

Forgot your password?

6. Click the button.



7. Confirm the settings below are correct on the “Getting Started” menu.
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8. Confirm you are at the following screen:
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0 KB Used ® 0 unread / 0 items




HOW TO ACCESS YOUR INBOX:

1. Complete Steps #1-8 of "How to Login to Your Email Account.”

2. Click on the mail icon . in the listing on the left side of the browser window.
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Deleted Items

Q Search

Drafts
Junk Email

Sent ltems

0KB Used ® 0 unread / 0 items

3. Click on “Inbox” in the Email windowpane.

Inbox
Deleted Items
Drafts

Junk Email

Sent ltems



4. Confirm you are at the following screen:
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Deleted Items

Q_ Search
Drafts test
Junk Email Brad Smith 10:37 AM 2/4/21 10:37 AM Trusted Sender (Domain)
nk Emai
& test From: @Brad Smith
5.1KB ~
Sent Iltems To: example@heardcountyga.com
Message &

Test. ] have an email.

Brad Smith
Assistant IT Director & Website Administrator

Heard County Government

CONFIDENTIALITY NOTICE: The contents of this email
message and any attachments are intended solely for the
addressee(s) and may contain confidential and/or privileged
information and may be legally protected from disclosure. If
you are not the intended recipient of this message or their
agent, or if this message has been addressed to you in error,
please immediately alert the sender by reply email and then
delete this message and any attachments. If you are not the
intended recipient, you are hereby notified that any use,
dissemination, copying, or storage of this message or its
attachments 1s strictly prohibited.

0 KB Used ® 1unread/ 1 item
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5. To see additional folders under your inbox, you can click the plus icon * nextto “Inbox”.

» Inbox
Deleted Items 4 Inbox
Drafts Reports
Junk Email Deleted Items
Sent Items Drafts
Junk Email
Sent ltems



HOW TO VIEW AN EMAIL:

1. Complete Steps #1-5 of "How to Access Your Inbox."

2. Click on the message you want to read. This will open the email to the right of your
selection. See the following:
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Deleted Items

Q, Search Saich
Drafts

Brad Smith 10:37 AM 2/4/21 10:37 AM Trusted Sender (Domain)
Junk Email

test From: @Brad Smith

5.1 KB ~
Sent Items To: example@heardcountyga.com

Message %4

Test. I have an email.

Brad Smith
Assistant IT Director & Website Administrator

Heard County Government

CONFIDENTIALITY NOTICE: The contents of this email
message and any attachments are intended solely for the
addressee(s) and may contain confidential and/or privileged
information and may be legally protected from disclosure. If
you are not the intended recipient of this message or their
agent, or if this message has been addressed to you in error,
please immediately alert the sender by reply email and then
delete this message and any attachments. If you are not the
intended recipient, you are hereby notified that any use,
dissemination, copying, or storage of this message or its
attachments 1s strictly prohibited.

0 KB Used ® 1unread / 1 item

3. To view the full email address of the sender emailing you, click on the email address in the
“From:” field.

test
2/4/21 10:37 AM Trusted Sender (Domain)
From: @Brad Smith
To: exi it@heardcountyga.com
Message Email @

Add Contact
Test. I have an em
Invite to Appointment
Brad Smith
Assistant IT Directc
Heard County Gove
Create Filter

CONFIDENTIALI s this email
Add Sender to Filter
message and any atf for the

NOTE: It is extremely important that you are wary of any email you receive. Always know
the sender and intent of any email message you receive. Never interact with anything in the
body of an email or any attachments of an email if you are unsure of its sender.
Report suspicious activity to the IT Department.



4. To view any attachments in your message, click on the tab labeled “Attachments™.

Message  Attachments [K}) 4

Capture.PNG

|' ;" 151.0 KB

NOTE: Be wary of attachments you receive in an email. If you are unsure of the sender and
reason for the email you received, do not open any attachments from that from email. If in
doubt, report it to the I'T Department and let them approve it.



HOW TO SEND AN EMAIL:

1. Complete Steps #1-5 of "How to Access Your Inbox."

2. Click on the m

button in the upper left corner of your inbox. This will open a new
window. See the following:
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3. Enter in the email address of who you are sending the email to in the "To" text box.

o it@heardcountyga.com x |

4. Enter in a subject in the ""Subject" text box.
Emall Tutorial Test Subject
5. Type the contents of your email into the large white message text box.
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This is a test]
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6. Ifyou need to attach a file to your email such as a word document or PDF, click on the

U]
“Attachment” - button.
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7. Select the file you wish to attach and click the “Open” button.

B4 Open X
« i » ThisPC » Desktop » Email Guide v O 2
Organize « Mew folder + [H 0
& 5 Capture PNG _lﬂ Capture2 PNG
&| Capture3.PNG &| Captured PNG
|s] Capture5.PNG
ﬂ Capture7.PNG i Captured.PNG
&| Captured PNG &| Capture10.PNG
|s] Capture11.PNG l-j Capture12.PNG
[ This PC |&] Capture13.PNG i_.] Capturel4.PNG
_i._l Capturel13.PNG |&| Capture16.PNG
[&] Capture17.PNG |&] Capture18.PNG
[&] Capture19.PNG |w] Capture20.PNG
b Metwork o
File name: | Capture PNG | | AilFiles v

] ==




8. Verify your file attached by viewing the bottom of the new message window.
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9. Click the "Send" button.

B4 example@heardcountyga.com - Google Chrome

@ premium.fastmailserver.com/interface/root#/popout/email/
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HOW TO REPLY TO AN EMAIL:

1. Complete Steps #1-4 of "How to View an Email."

2. Click on the "Reply"
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» Inbox
Deleted Items
Drafts

Junk Email

Sent ltems

427.1 KB Used ©®

Reply

Q_ Search

Brad Smith 10:39 AM
Test w Attachment

213.0KB @
Brad Smith 10:37 AM

0 unread / 2 items

Test w Attachment

2/4/21 10:39 AM Trusted Sender (Domain)
From: @Brad Smith

To: example@heardcountyga.com

Message  Attachments [} &z

See attached.

Brad Smith
Assistant IT Director & Website Administrator

Heard County Government

CONFIDENTIALITY NOTICE: The contents of this email
message and any attachments are intended solely for the
addressee(s) and may contain confidential and/or privileged
information and may be legally protected from disclosure. If
you are not the intended recipient of this message or their
agent, or if this message has been addressed to you in error,
please immediately alert the sender by reply email and then
delete this message and any attachments. If you are not the
intended recipient, you are hereby notified that any use,
dissemination, copying, or storage of this message or its
attachments s strictly prohibited.

3. Follow Steps #4-9 of "How to Send an Email."
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HOW TO LOGOUT OF YOUR EMAIL ACCOUNT:

1. Complete Steps #1-8 of "How to Login to Your Email Account.”

2. Click on the icon (this is usually the first letter of your email address) in the top right corner.
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Q Search Test w Attachment

Brad Smith 10:39 AM 2/4/21 10:39 AM Trusted Sender (Domain)
Test w Attachment From: @Brad Smith

213.0KB

To: example@heardcountyga.com

Message Attachmentsn @

See attached.

Brad Smith
Assistant IT Director & Website Administrator

Heard County Government

CONFIDENTIALITY NOTICE: The contents of this email
message and any attachments are intended solely for the
addressee(s) and may contain confidential and or privileged
information and may be legally protected from disclosure. If
you are not the intended recipient of this message or their
agent, or if this message has been addressed to you in error,
please immediately alert the sender by reply email and then
delete this message and any attachments. If you are not the
intended recipient, you are hereby notified that any use,
dissemination, copying, or storage of this message or its

attachments 1s strictly prohibited

427.1 KB Used ©® 0 unread / 2 items

3. Click the "Log Out" button in the menu that drops down.

Q B & E
o

example@heardcountyga.com

@ Available
® Away
Do not disturb

Offline

Online Help

About SmarterMail

Logout
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HOW TO CHANGE YOUR EMAIL ACCOUNT PASSWORD:

1. Complete Steps #1-8 of "How to Login to Your Email Account.”

2. Click on the settings icon n in the listing on the left side of the browser window.

Account Change Password

Profile

User
Autoresponder
Calendar Settings Lirgusge
Connectivity English B
Content Filtering (U'I:C_-O-S:OO) Eastern Time (US & Canada) B
Events
Sharing f
Signatures
Spam Filtering

bisab!eg : .

Notifications

Browser notifications have been disabled in this browser.
More Information
Folder Auto-Clean

I Override auto-clean settings

Junk Email

3. Click on “Change Password” button in the Settings windowpane.

L
L]

The new password must meet the following guidelines:

Not a common password

Cancel
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Type your old password into the “Old Password” text field.

Old Password

Type your new password into the “New Password” text field.

Type the same new password into the “Confirm Password” text field.

Click on the “Save” button.

Old Password

]

The new password must meet the following guidelines:

Contain one UPPERCASE letter
Contain one lowercase letter

y
Contain any numt

Does not m our username

er 0 through 9
Is at least 5 characters long

Not a common password

Cancel

L)

%
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8. Confirm you receive a green “Action Succeeded” notification in the bottom right of your
browser window.

J Action Succeeded
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