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Creating a desktop shortcut to the new NCMail L ogin Screen

Please find instructions below on how to create a shortcut to the new NCMail Login
screen on your desktop. Thiswill provide a quick and easy way to access this site.

1: Minimize al applications that are open so you can view your desktop. Alternatively, In
many operating systems, if you right click on the task bar, you can select the * show
desktop” option.

2: Right click on ablank space on the desktop. On the menu that pops up pick new and
select shortcut as indicated below.

Arrange Icons By #
Refresh

DD Folder

Properties

E Briefrase

,_‘_'ﬂ, Bitrnap Image

B Microsoft Word Document

E}_] Microsoft Office Access Application
E—B Microsoft PowerPoink Presentation
] Microsoft Office Publisher Document
@ WinR AR archive

|~§_'| Texk Docurnenk

[ visio 2000 Drawing

Winamp rmedia file

B Microsoft Excel Worksheet

B winRaR ZIP archive

3: Thiswill create asmall short cut on your desktop and will pop-up the dialog window
shown below.
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Create Shortcut [z|

This wizard helps vou to create shortcuts to local or
nebwork programs, files, folders, computers, or Inkernet
addresses.,

Tyvpe the location of the item:

|| | [ Browse, ..

Click Mext ko conkinue,

Cancel

4: Choose browse. Y ou will see a screen similar to the screen shot below.

Browse For Folder

Select the target of the shorbcuk belov:

5B HP Instant Share Setup -~
Eﬁ iTunes
m Mainfrarne
E- Mozilla Firefox
9 rMozila Thunderbird
2% MM Explorer
=¥ METGEAR '"WGE11 Wireless Assistant
@' Metscape 7.0
B Metscape Mail & Mewsgroups
\#] PowerPaint 2003
ﬁﬁ QuickTime Player
] word 2003
7 hiosts o

[ Make Mew Folder ]

5: Choose the web browser that you normally use to access web mail. In this example
Netscape is selected.
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Browse For Folder

Select the target of the shortouk below;

M= HP Directar i
E‘g_ﬁl HP Image Zane

55 HP Instant Share Setup

EF.J iTunes

8 Mainframe

ﬁ- Mozilla Firefox

ﬂ Mozila Thunderbird

2® MsM Explorer

= METGEAR WGE11 Wireless Assistant

\#] PowerPaint 2003
ﬁﬁ CuickTime Plawver w

[ Make Mew Folder ] [ (0] 4 ] [ Cancel ]

6: Click ok. Thiswill take you to a screen such as the one below.

Create Shoricut le

This wizard helps vou to create shorbcuts to local or
netwark, programs, files, Folders, computers, or Internet
addresses.

Type the locakion of the ikem:

Z:hMekscapeifletscapeiietscp, exe | [ Browse. .,

Click. Mext ko conkinue,

[ Mexk = ][ Cancel ]

7: Click at the end of this line and add a space. Then paste in the text on the line below.

https://cms.ncmail.net: 8443/cp/ps/Main/l ogin/Login?d=ncmail.net
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8: Click next. Thiswill take you to the next screen.

Select a Title for the Program

Type a name For this shaorkouks

Click Finish ba create the shaorkeut,

[ < Back ” Finish

] [ Cancel ]

In the box above you, type in the name for the link. Thisis the name you will see on your
desktop. Pick something that will make it easy to tell what it is. In the example below,

NCMail Web loginis used.

Select a Title for the Program

Type a name For this sharkouk;
RICMail Weblogin

Click Finish ba create the shaorteut,

&

[ < Back. ” Firish

][ Cancel ]

9: Once the new shortcut is named, click finish. Theicon for you' re the browser will
appear with the name you selected. Clicking this link will take you directly to the

NCMail web mail login screen.
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