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In any moment of decision, the 
best thing you can do is the 
right thing, the next best thing is 
the wrong thing, and the worst 

thing you can do is nothing. 
—Theodore Roosevelt

As part of our continuing 
efforts to improve the 
functionality and reliability 
of email, Communication & 
Information Services recently 
upgraded our Exchange 
environment 
to the latest 
version. The 
email servers 
will still be 
housed here 
at UICOMP 
and should 
allow for 
new features 
down the 
road.

CIS and another 
department piloted this new 
version of Exchange for about 
a month. Many employees 
were unaffected by the 
change, other than possibly 

having to close and reopen 
Outlook.

Webmail has a new 
address, https://exalpha.
peoria.uic.edu/owa,  and a 
slightly different look. 

If you 
experience 
any problems, 
please contact 
the Help Desk 
at 671-3400.

If you 
do not 
know your 
UICOMP 
email 
password, 

you can reset it if you are 
on site by going to the CIS 
department page at peoria.
medicine.uic.edu/cis and 
clicking the link Set Outlook 
Password. 

All About Email Changes

Mobile Settings
If you get email on your phone 
and haven’t already changed the 
server address, see inside.
 
Page 2 – iPhone instructions
Page 3 – Android instructions

Prepare Today. . .Succeed Tomorrow!
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Email Setup Instructions – iPhone

1. Go to Settings > Mail, Contacts, Calendars. 
Then tap Add Account.
2. Tap Exchange.

1. Enter your email address and password.
2. Tap Next and wait for Mail to verify your 
account.
3. Choose the content you want to sync. Tap Save.

Make sure that you know your email settings, 
which are indicated below:
1. Tap Add Account, tap Other, then tap Add Mail 
Account.
2. Enter your name, email address, password, and 
a description for your account.
3. Tap Next. Mail will try to find the email settings 
and finish your account setup. If Mail finds your 
email settings, tap Done to complete your account 
setup.

If Mail can’t find your email settings, you need to 
enter them manually. After you enter your email 
address and password, tap Next, then follow 
these steps:
1. Choose IMAP.
2. Enter the information for Incoming Mail Server 
and Outgoing Mail Server. Then tap Next. 

Add an account manually

3. If your email settings are correct, tap Save 
to finish. If the email settings are incorrect, 
you’ll be asked to edit them. If you continue to 
have problem please contact the Help Desk for 
assistance.

Choose your account Add an account automatically
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Email Setup Instructions – Android

First click the mail App.
Click the lines to open the 
menu Click Settings Click Add Account

Choose Exchange and 
click next

Enter your full email 
address (netid@uicomp.
uic.edu) and click next

Enter your email 
password and click next

Enter the server address 
exalpha.peoria.uic.edu 
and click next

When the pop window for 
Remote Administration 
comes up just click OK

Make sure all options are 
checked and click next

Once everything has 
finished click Activate
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Feel free to name the 
account whatever you 
would like.
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Spam Titan is UICOMP’s email 
spam blocker and email security.  
Sometimes the sophisticated 
filtering used by Spam Titan blocks 
email that we believe should not be 
blocked.  By default you will see a 
spam report once every 24 hours 
sent to your email that shows 
what has been quarantined, but 
you need to be able to access these 
items at any time.  

The Spam Titan website can be 
accessed by all UICOMP employees 

at https://cloudc.spamtitan.com/.
When this system was 

implemented, a mass email was 
sent out on how to set up your 
account.  If you remember your 

password, log in with your entire 
UICOMP email address and the 
password you created.  If you have 
never accessed this site or forgot 
your password, please select forgot 
your password. Here you will enter 
your UICOMP email address, and 
instructions will be emailed on 
how to reset your password.   

Once you are able to log in you 
will be taken to the web interface 
and shown all of the quarantined 
items.  

If you have any issues getting into your Spam Titan account, please contact CIS at 671-3400 
and we will be happy to assist you in getting your account set up.

Spam Titan 101

Release means that it is 
a one-time release and 
any email that comes 
from that address in the 
future will continue to be 
blocked.

Whitelist means that mail from the listed 
email addresses, domains, and/or IP address 
will always be allowed. (However, there are 
reasons why an email from a whitelisted 
address may get blocked in the future, so it is 
best practice to check Spam Titan regularly.)  

If the Quarantine tab 
is not selected, please 
select it to view items. 
Here you can see emails 
that were blocked, and 
don’t have to wait for 
the report to be sent to 
your email. There will 
be checkboxes next to 
every email, and when 
you select it you can then 
Release, Whitelist or 
Delete.  
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Delete just 
deletes the 
message from 
quarantine 
and the daily 
report.
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There’s a reason Notepad is a Windows mainstay 
that’s outlasted Solitaire and Internet Explorer. 
It’s a useful little program. 

This is especially true for web page editors, who 
can use it to write HTML code or to convert content 
to plain text.

Oftentimes, the text for web pages is written in 
Word. You can copy and paste from Word to your 
web page, but that usually doesn’t look right. 

Let’s say the Word document uses the font Comic 
Sans – and it’s pink and sized at 24 points.  On the 
UICOMP website, this would look out of place. Only 
a small number of font styles and sizes are available 
in our editing program – Paragraph, Heading 1, 
Heading 2, and so on. This is to keep the site looking 
professional and consistent across different pages 
and sections.  

The most effective way to get rid of the pink font 
is to copy it from Word and paste it into Notepad. 
Then copy the type from Notepad and paste it into 
the web editor. (Think of it kind of like removing 
your old nail polish before painting your fingernails 
a different color.)

Your web page will look clean and uniform – and 
probably load faster, too. If you paste the pink text 

directly from Word, a lot of extra coding – essentially 
garble – is automatically generated to make the page 
to look similar to the Word document. This can slow 
down the site.

You don’t have to be a website editor to benefit 
from Notepad. If you’re working on a document or 
an email and you are having trouble getting your 
line spacing just right or your bullets to indent, try 
“starting over” by cutting the content and pasting it 
in Notepad.

To make it easy to access, you can pin Notepad to 
your taskbar. (Right click on the icon and select “Pin 
to Taskbar.”)

Notepad is a Handy Tool for Web Editors

As shown above, Notepad strips out formatting, such as font size 
and color. Then, the plain text from Notepad is easier to modify on 
the UICOMP website.

Quick-Key Quiz: How Many Windows Shortcuts Do You Remember?
1. To select all text in a document, press:
(a) CTRL + S 
(b) F1 
(c) CTRL + A

2. The F5 key can:
(a) Refresh a web page
(b) Make missing icons on your Desktop reappear
(c) Both A and B
(d) None of the above

3. To quickly view your desktop, press:
(a) CTRL + O
(b) Windows Key + D
(c) CTRL + ALT + DELETE

4. To copy text, highlight the text and press:
(a) CTRL + V
(b) CTRL + A
(c) CTRL + C

5. To paste text that you have cut or copied, press:
(a) CTRL + P
(b) CTRL + V
(c) Windows Key + D

6. To open a new tab in a web browser:
(a) CTRL + T
(b) F5
(c) Both A and B
(d) None of the above

7. To undo your last action, press:
(a) CTRL + U
(b) CTRL + Z
(c) Power button
(d) CTRL + Y

1-c, 2-c, 3-b, 4-c, 5-b, 6-a, 7-b
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