HOW TO USE

INBOX
For the PC

18™ February, 2004
Version 1.2

If you require any assistance, please contact the IT Helpdesk on x5825.

For more Questions and Answers regarding the new E-mail policy,
please refer to http://ipc-intranet/
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InBox

Introduction

InBox provides users with a method to send and receive large files over 16Mb in size. In
order to gain access to InBox, a unique user name and password must be created. Account
requests are to be emailed to KRT_Helpdesk@ipcmedia.com, with authorisation from an
Editor/Department Head attached. Upon receipt of the necessary authorisation, an account
will be created and the login details supplied by the IT Department.

Points to remember

* Each directory has a limit of 2Gb.

¢ There are no size limits to the individual files sent via InBox.

* User Names and Passwords are case sensitive.

* Files older than 30 days are automatically purged.

* File names must not contain spaces or special characters.

e ltis advised that files sent across MAC platforms be compressed prior to sending.

* Please ensure that you have supplied your external client with instructions on how to
use InBox.

* Your external client will require a user name and password. This can be created
upon request to the IT Helpdesk. The Service Level Agreement for an account
creation is a 1 hour response and 8 hour fix.

*  Your external client will require details of the directory where the file will need to be
picked up or dropped off.

e If using Netscape 6.2, users may experience a problem downloading files. If so, use
Netscape 4 or Internet Explorer instead.

Need help? Please contact the IT Helpdesk x5825 (020 7261 5825)
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InBox

Access to the InBox system can be gained using the following instructions:

Logging In

1. To access InBox,
launch Internet Explorer

/3 IPC Media inbox - Microsoft Internet Explorer

File Edit \iew Fawortes Tooks

o Back - = - @ ot | @Search [3e] Favorites @Media @l%v =] 2 ﬁ LW

Address I@ http: finbox. ipcmedia.com

-

ipc — .
mee_dla'

2. Type the following URL into the
Address window
http://inbox.ipcmedia.com

Mote: FPlease use the Time Inc. IT standard web browser in conjunction with the Inbox

application.
o 3. Click on the link which will take you to
. 19 o DWW orld the directory of your desired department.
* 25 Beautiful Homes s Mizz

e 20 Beautiful Gardens
o 25 Beautiful Kitchens
. dud

* Apgroplane

o Amateur Gardening

o Amateur Photographer

o Angler's Mail
s Better Digital Photography

» Bird Keeper

o CALRM Adverising
« CALM Onling

o CALM Production
o Cange & Aviary Birds
& Caravan

o MModel Collector
o Motor Boat & Yachting

s Motor Boats Monthly

+ Motor Caravan Magazine

« Mountain Bike Eider

« NME

o MNow

o Iuts

+« Park Home & Holiday Caravan
+ Practical Boat Owner

+ Practical Parenting

« Prediction

s Bacecar Engmeenng

s Bughy World

Need help? Please contact the IT Helpdesk x5825 (020 7261 5825)
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InBox

; http:/finbox_ipcmedia. com/Chat/ - Microsoft Internet Explorer

File Edt “iew Favortesr Toolz Help

= Back ~ = - I@ i | l@Slﬁearch (3] Favoarites @Media

Address [€] hitp: //inbox ipcmedia.com/Chat/

4. Click on the necessary link to login to
W —

Note: Accounts must be requested from

Editor level via an e-mail to the

Helpdesk.

+ Lo ; to 2k Your account details will be provided
. Logg; as (uest upon completion.

Addrezs :'E:l hittpe: # finbow. timeinc. comAdpplications /| PClnbos/

5. Enter your departments Username
and Password in the space provided.

'Fhedia

i N B x Click on the Enter InBox button.
ABaoura !

/ Note: If logging on a Guest, the user will

loaded | not be prompted for a Login Name and
Name | Password | Password.
Enter InBox When accessing the directory as Guest,

users will be able to ‘drop off’ files only.

Accounts can be created upon request to
provide further privileges.

6. Click on Drop Off, Pick Up or Delete
to manage your files.

J Addrezs I@ https:.-".-"inl:u:u:-:.timeinwgi-bin.-’php.u:gi.-".-'i‘-.pplicati-:uns.-"lnl:u:u:-:a"h:ugin.html

S

INBEX B e |

F.AII files older than 30 days Drop Off _Pick Up _Delete

NO FRAMES

(are automatically purged.

MNota: Metscape 6.2 users may experience a problem downleading files.
If 20, uze Metscape & or Internet Explorer instead.

Need help? Please contact the IT Helpdesk x5825 (020 7261 5825)
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InBox

Dropping off a file

|Drup off files to:

{Guest{loadedogu <

1. After clicking Drop Off, highlight the
path where you wish to drop the file.

=elect Directany <

2. Click the Select Directory button.

Drop off file to /ipcmedia/loaded:

Enter file information

|File to send

| Browse. . |

|Filename Oh Server

3. Click the Browse button to locate the file
to be sent.

Send File

Chooze file

Lok ir: | £ Final PDF

= +@EckE-

) AIM for the PC

@.&DL Business Accounts

(T5) Attaching PC Archives [XF]
Creating PC Archives [%P)

'@ Falders within perzonal folders (Mac)
. @ Folders within perzonal falders [PC]

B (T InBox for the MAC

ty Documents InB ox for the PC

= [ OwAl
i - '@ Perzonal folders [Mac]

[ &M for the MaC TE| Personal folders (FC)

4. Highlight the file to be sent and click

Open.

NOTE: File names must not contain
spaces or special characters.

File: narme: IDWA

j Open I

Filez of type: I.-’-‘-.II Files [%.7]

Need help? Please contact the IT Helpdesk x5825 (020 7261 5825)
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Drop off file to /Guest/loadedgu:

= = 5. The file will appear in the File to
Enter file information vond box.

Click on Send File.

|File to send

I"'ZI".F:T':']-E':'t Managermen  Browse.. | IMPORTANT: If sending across

the file to be sent has been
compressed prior to ‘drop off’.
Possible formats include .sit, .zip.

. Mac platforms, please ensure that
|Fllena.me On Server

Send File

6. A page confirming the file upload
will then appear.

Thank You g

Thanls for the upload. You uploaded one file, which was 143326 bytes i size.

Need help? Please contact the IT Helpdesk x5825 (020 7261 5825)
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Picking Up a file

1. After clicking the Pick Up link,
highlight the appropriate
directory.

Pick up files from:

2. Click the Select Directory
button.

3 I_i =] Ij

3. Your mailbox will open.

Click on the filename link to
download the necessary file.

IMPORTANT: All files older than
30 days will automatically be
purged.

downloading files.

1

1ol I

File Download

downile from inbox. timeine. comm

&+ Save this file to disk

*You have chosen to download a file from this location.

What would you liketo do with il

" Dpen this file from its curent location

» selact Directany

Pick up file from /ipcmedia/loaded:
Select a file to pick up

Minimum Download Times

| Filename [Last Modified| Size | 288 | ISDN | TI

2] Book 1 xls [01/15/04 05501433 Kb |3 98 sec [0.89 sec |0.07 sec

x|

4. Select Save this file to disk.

5. Click OK.

Ok I Cancel | tore Info |

6. Select the relevant area in which
you wish to save the file.

Click Save.

21|
Save i [l Oifice1D = « £F EE-
11033 CLibrary Blaccess pe [®] BLWMGF.DLL
1103 (1 Maros ACCWIZDLL BLNMGRPS.DLL
13082 CdMeda B ACWZDAT MDT COOOFFDLL
I_1 fccessweb (] Migration EBACWZLIBMDE &P CGMIMPIZHLP
[ sdding C1 Queries (8 ACwZMAIN MDE 8 CLIPPIT ACG
{1 Bitmaps 1 Samples ACWZTOOLMDE & CLIPPIT ACS
=1 Borders 1 Shartcut Bar £ ACWZUSR.MDT DESIGNERXML
-1 Broadeast C startup ASFCHOP.OCK DLGSETR.DLL
|20 Convent %S Runtime [] sw.DLL & DOT.ACG
|1 forms 0 Hators [Mlbackapplese B DOT.ACS
[ THTHL CIxLstan [»] BIDI32DLL [»] EEFONTS.DLL
KN — 0|
File name; = [Csae |
Save as ype | Document | Cancel

Need help? Please contact the IT Helpdesk x5825 (020 7261 5825)
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InBox

Deleting a file

|Delete files from:

1. After clicking on the Delete

« option at the top of the screen,
highlight the appropriate path under
Delete files from.

crmediafoaded

Hip

=elact Directory

ﬂi 2. Click on Select Directory.

Delete files from /ipcmedia/loaded.
Select files to delete:

3. Locate the file you wish
to delete.

Place a check in the box
next to the corresponding

file. |DEL| Filename |I.ast Mudjﬁed| Size
'®  [E1Bookl.xls|[01/15/04 05:50 [14.33 Kb

Delete Selected Files

4. Click on the Delete
Selected Files button. —»

Address I@ httpz: A finbax imeine. comdogi-bindphp.cai/Applications A nboslagin bkl

N ouT

5. A page confirming this
action will then appear.

INBQ X

are automatically purged.

F.nll files older than 30 days

Actions

Drop Off  Pick Up  Delete

MNota: Hetseape 6.2 users may experience a problem downloading files
If £0, uze Metscape 4 or Internet Explorer instead.

Files deleted

Need help? Please contact the IT Helpdesk x5825 (020 7261 5825)
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Changing Passwords

INBEX

m our NO FRAMES
o |l oerions | ¢
] Drop Off  pick Up  Delete HELP

All files older than 30 days
are automatically purged.

MNota: Metscape 5.2 users may experience a problem downloading files.
If =0, uge Netscape 4 or Internet Explorer instead

1. Click on the Options
button.

InBox Options

User profile for: Loaded

User loaded Group ipcmedia

1 Cwrrent New New (Again)
Password || |

Use frames by default? * Yes © No

2. Type in the relevant boxes
to change your password.

Update User Profile |I

3. Click on Update User
Profile.

Need help? Please contact the IT Helpdesk x5825 (020 7261 5825)
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