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How To Set Up an AOL 9.0 Account to receive City of Irving Email List Notifications

In order to help users of City of Irving Discussion Lists who use AOL (and other ISPs which use
similar techniques to filter spam) ensure receipt of email from the City of Irving, the Web Team
has prepared the following document.

While this document was written for users of the City of Irving discussion lists, the settings below
could also be used by businesses or residents that interact with the City by email, including, but
not limited to, board and committee members.

Specific problems with AOL or any other service should be directed to the customer and technical
support personnel at those vendor’s offices.

This document does not endorse AOL or any other ISP or Vendor.

All copyrights remain those of their owners.

There are three basic spam filter settings in AOL 9.0. Each of these settings has different
implications for reception of email from the City of Irving or any other discussion list source.

The three choices are:
0 Allow mail from all senders
0 Allow mail only from people I know
O Use a custom sender list

How these choices affect your email delivery depends on the kind of emails you want to get from
the City; this is discussed in detail below.

Two additional choices exist in the software:
0 Allow mail only from AOL senders
a Block mail from all senders

These settings will not allow City of Irving email through as the first only allows AOL to AOL email
(the City does not use AOL) and the second allows no email through.

There are several option/check boxes which can also affect delivery of City of Irving email to your
AOL account. These are:

0 Block mail containing pictures or files

0 Control What is in the Mail I Get: Mail with clickable hyperlinks (URLS)
These are discussed at the end of this document.
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Unknown Senders and People I Know

Reading this section is very important; each of the three settings below is impacted by this
information.

City of Irving email will NOT appear in the default view of your email. By default AOL 9.0 will
only show you mail from “People I Know.”

&3 Mailbox

New ' M Manage Mail ®5 Search Mail

[ Mail options v | [ Help | |

(Quitk Find

Show me mail from: [Peuple 1 Know

Date & E-Mail Address Subject

& 107262003 AOLWWelcome AOL E-Mail Brings You Closer to People You Care About
5] 10/20/2003 AOLWelcome Tips for Staying Connected to AQL
& 10/16/2003 AOLBroadbandinfo Welcome to AOL for Broadband 9.0 Optimized!
= 10/15/2003 AOLBroadbandinfo Order Confirmation - AOL Broadband
(& 10/15/2003 AOLWWelcome Benefits of Your AOL Membership
| S 10/15;2003 AOLvvelcome Welcome to AOL
& 10/15/2003 AOLWelcome Privacy Security and Online Help
o
[ Read | [ Save v | [KeepAslew | [ Status | | Report Spam | [ Delete |
L Spam Controls  Recently Deleted Mail | :

Unless you have added all email addresses you are receiving email from to your Address Book,
your City of Irving Email will appear in the Unknown Senders box.
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.%Mailhox [ mail options v | [ Help |

New 29 old Sent B Manage Mail ®E Search Mail

| Unknown Senders | Quick Find: |
&

e
ch N T e R R A S L L G GG g3 tﬁ‘ﬁ- B e TR

-

Type Date & E-Mail Address Subject

102472003 councilagendas... City Council Agendas Posted {(10024/2003)
10/24/2003 engineering@hist... 1 New Public Works Bid (10/24,2003)
10/24/2003 bidding@listserv.... 1 New Bid {10,24/2003)

10/24/2003 bidding@listserv.... 1 New Bid {10/24/2003)

1 003 employm bl
10/20/2003 bidding@listserv.... 1 New Bid Award {10/20/2003)

1001772003 council-agendas-... [council-agendas-committees] Planning and Zoning Commission Agenda Poste...
10/16/2003 hris@listserv.cii.. Welcome to the City Council Cormmittee Agendas List

10/16/2003 Wris@listserv.cli... Re: artsevents

10/16/2003 hrisglistserv.cii.. Re: bidding

10/16/2003 hris@listserv.cii.. Welcome to the Sexual Offender Motification List for 75038

10/16/2003 Wrisfolistserv.cii.. Re: egov

10/16/2003 hris@listserv.cii.. Welcome to the Sexual Offender Notification List for 75062

10/16/2003 hris@listserv.cii.. Welcome to the Sexual Offender Motification List for 75060

10/16/2003 Wrisgolistserv.cii.. Re: resident_sunvey

10/16/2003 hris@listserv.cii.. Welcome to the Sexual Offender Notification List for 75063

10/16/2003 hris@listserv.cii.. Re: classes

ANMRINNT  hrie@lictcones rii | Bor cromcilanondac
Reatl ] [ Save ‘l'] [Keepns Hew] { Status ] [Reportﬁpﬂm] [ Delete ]

 Spam Cortrols  Recently Deleted Mail
T T T e 113

BERE

*

mlzlEln === =] = = =] = =)

AR AR

You must select Unknown Sender from the Show me mail from: menu to see this email.

%Mailbox [ Mail options  w | [ Help |

New 29 Old Sent M Manage Mail %% Search Mail

* Everyone .
Type Date & [ People | Know

& 1002672003 Bulk. Senders ail Brings You Closer to People You Care Ahout
& 10:20/2003 | [27 Unknown Senders Staying Connected to AQL
& 101672003 1l Aelated Mai e to AQL for Broadband 9.0 Optimized!
= 10152003 SlElb AT onfirmation - AOL Broadband
& 101572003 AOLWelcome Benefits of Your AQOL Membership
S 10/15/2003 AOLWelcome Welcome to AOL
& 101572003 AOLWelcome Privacy Security and Online Help
| Read | [ Save w | [KeepAslew | [ Status | [Report Spam | [ Delete |
~ Spam Contrals Recently Deleted Mail

In order to have City of Irving Email delivered to “People I Know” folder, you have to type each
and every email address into your Address Book. For users of announcement lists, this may
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work. These users can add the specific address of the annoucement list. (Examples of list
addresses include: employment@listserv.ci.irving.tx.us, 75060@listserv.ci.irving.tx.us and
inw@listserv.ci.irving.tx.us.)

However, for the majority of users it will be better to not add these email addresses to the
Address Book, but to look in the “Everyone” folder for these emails. This is because the email on
discussion lists comes “from” any member of that list (or from multiple City staff members) and
only the emails written by other users in the Address Book will be filed in the “People I Know”
folder. Additionally, if users rely on email addresses being in their Address Book for delivery they
will not receive expected email when city staff changes, when different staff email the list(s), or
when the list administration tries to contact the users.
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If you choose “Allow mail from all senders”

I Mail and Spam Controls ¥ 3 -]

Mail and Spam Controls

Zelect a Screen Mame in the dropdoywn menu belowvy to set controls for:

|_ -l [E 2oy thiz Screen Mame to view, cortents of Spam Folder

Control Who | Get Mail From Control What is in the Mail | Get
% Allowy mail from sl senders Deliver the following to the Spam Folder:
: Mail from senders in your Address Book and
" Allowe mail only from AOL members Buddy Lizt will alvways be delivered to your main
miailkbo

" Allovee mail only from People | Know

] 7] e ; :
(Vo are People | Know v tdail fitered by A0L's Advanced Spam Fitter

" Block mail from all senders
A0L's Advanced Spam Filtering will automatically

(" Usea Custom Sender List maove junk mail and urvanted mail into your Spam
[ Block mail containing pictures or files Fdei

Blocked mail should be: [~ Mail with clickakle hyperlinks (LURLs)

" Permanently deleted [ Mail containing wards on my Custom Word List

{¥ Delivered to the Spam Folder

lusave ] s [ Cancel |
ADL Keyword: Spam Controls

With this setting ALL City of Irving Email as well as all discussion group email will arrive.
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If you choose “Use a custom sender list”

Custom Sender List

g] Mail and Spam Controls Allovy or block screen names, e-mail addresses, and domains.

A daomain iz the pottion of an e-mail address that comes after

S5 Mail and Spam "

€ Block all senders and domains listed below
Select a Screen Mame in the dropdoven meny

| Bl ¥ sl this

& Allave only the senders and domains listed below

I | (L Add |
T | =

 Allawy mail from all senders ciirdng tius
listsereciirving tous

€ Allovy mail only from ACL members

£ Allawy mail only from Peaple | Know: e
(Wwho are People | Know? Tips
" Block mail fram all senders [T Use &A0L Smart Block to make room for additional addresses.

¥ Uze a Custom Sender List

& Cancel
[ Block mail cortaining pictures or files [ ot J [ nes J

Blocked mail should be: T Tore ve T S e T I IS (o= T
= Permanently deleted [ Mail cortaining weords on my Custom Word List
{* Delivered to the Spam Folder

[save,] | semmiesy | [ Camcel ]

ADL Keyword: Spam Controls

The Custom Sender List option will operate in one of two different ways, depending on which
option is selected.

1. If “Block all senders and domains listed below” is selected, all email will get through to
you except those you enter in the screen. This is not very different from “allow mail
from all senders” and, unless you choose to actively block City of Irving email or email
from a discussion member, has the same result as that setting.

This type of Custom Sender List is sometimes called a “blacklist.”

2. If “Allow only the senders and domains listed below” is selected, only email from specific
users and domains will be delivered. This is different from “Allow mail only from people I
know” because entire domains (companies, government agencies, schools, or ISPs) can
be set to be allowed through, not just specific individuals. This type of Custom Sender
List is sometimes called a “whitelist”.

Under the “whitelist” setting, you must enter the City of Irving domains ci.irving.tx.us
AND listserv.ci.irving.tx.us to receive email.
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0 There are special considerations that users of City of Irving hosted discussion
groups must take into account. Often the members of the list will email to these
discussion lists. These members may or may not be known to the AOL user
ahead of time. Zfa member of a discussion group wishes to use the “Use a
Custom Sender List” setting, they will not be able to receive email from
individuals on discussion lists that they do not know to add to their Custom
Sender List.

(For privacy considerations the City of Irving cannot provide the list
membership(s) to AOL users so they can add all members to their Address
Book).

Unfortunately, the filters available are not sophisticated enough to differentiate
between other members of a discussion group emailing the discussion list and
strangers trying to email your AOL account.
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If you choose “Allow mail only from people I know”

_E!Hail and Spam Controls a3 0] =

@ Mail and Spam Controls

Zelect & Screen Mame inthe dropdoywn menu belowy to set contrals for:

I j [ 2llovwy this Screen Mame to views contents of Spam Folder

Control Who | Get Mail From Control What is in the Mail | Get

" Allowe mail from all senders Deliver the following to the Spam Folder:
Mail from senders in your Address Book and
Biuddy List will alvways be delivered to your main
miilkbo.

" Allowe mail only from ACL members

% Allowy mail only from People | Know:

---------------------------------- [V hil fitered by AOL's Advanced Spam Fiter

= Block mail from all senders

A0L's Advanced Spam Fitering will automatically

©Use a Custom Sender List mave junk mail and unvvanted mail inta your Spam
[ Block mail containing pictures or files FERET

Blocked mail should be: [ Mail with clickable hyperlinks (URLS)

{~ Permanently deleted [ Mail containing words on my Custom Word List

% Delivered to the Spam Folder

[ Save J | Gmwedh foes [Canr_el J

AOL Keyword: Spam Controls

This setting will deliver City of Irving announcement list email only under the following
circumstances:
1. The AOL user knows the email address of the list itself (usually this is the
listname@listserv.ci.irving.tx.us) for announcement lists
o Examples of list addresses include: employment@listserv.ci.irving.tx.us,
75060@listserv.ci.irving.tx.us and inw@listserv.ci.irving.tx.us.
2. The AOL user adds this address as well as lyris@listserv.ci.irving.tx.us to their Address Book

There are special considerations that users of City of Irving hosted discussion groups must take
into account.

o Often the members of the list will email to these discussion lists. These
members may or may not be known to the AOL user ahead of time. Ifa
member of a discussion group wishes to use the “Allow mail only from People I
Know" setting, they will not be able to receive email from individuals on
discussion lists that they do not know to add to their Address Book.

(For privacy considerations the City of Irving cannot provide the list
membership(s) to AOL users so they can add all members to their Address
Book).
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Unfortunately, the filters available are not sophisticated enough to differentiate
between other members of a discussion group emailing the discussion list, and
strangers trying to email your AOL account.

If an AOL user wishes to use this filter, they must also add the following to their

Address Book:
o The email addresses of all City of Irving staff whom they want to receive

email from.
o The email address of all discussion group members which they want to

receive email from.

As discussion group membership and City staff and staff responsibilities may change often, this
setting is not recommended.
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If you check “Block mail containing pictures or files”

While the majority of City of Irving emails will not contain pictures or files, specific emails will.

0 News releases often contain the City of Irving logo (which would be seen as a picture by

the AOL software)

0 Some emails are formatted in such a way that text is actually a picture

O Many lists are used specifically to send attachments (files). For example, City Council
Committee Agendas sends agendas as attached files.

Checking this setting would block much useful email from the City of Irving.
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If you check “Mail with clickable hyperlinks (URLS)"”

Checking this box will block the majority of City of Irving emails.

Most announcement lists contain links to pertinent web pages on the City of Irving Web site.
Checking this setting would block any such emails from being delivered.

Additionally, many users of City of Irving discussion groups have links to Web sites in the
signatures they place at the bottom of their emails. Checking this will block those emails, too.

To ensure delivery, this box should not be checked.
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Implications for other ISPs

As spam continues to be seen as a problem by ISPs, more and more IPSs will put similar tools in
place.

By reading these steps and the help documents and instructions available from their own ISPs,
users of Internet Service Providers other than AOL should be able to apply the same logic and
reasoning to their own settings.



