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We have designed the Technology Survival Guide to include the basics: getting your 
computer account activated, using email, connecting to the network with your computer, 
and ýnding computer-related help. Weôve moved things such as application-speciýc help 
to the web. If youôre looking for something in this guide but canôt ýnd it, visit our website 
at
http://web.reed.edu/cis/help

If you still canôt ýnd what youôre looking for, let us know by emailing Computer User 
Services at cus@reed.edu, calling extension 7525, or visiting the Help Desk in the 
Educational Technology Center (ETC). Weôll be happy to help you out. 

We often refer to ourselves as CUS, short for Computer User Services, and pronounced 
ñcuss.ò  In fact, though, our language is quite proper.

We have introduced a few technological changes this year. Below youôll ýnd the highlights. 
We hope these changes make things easier for you. 

A New Computer Registration System

Before you can surf the World Wide Web, you must register your computer. Weôve 
switched to a new system for registering called Bradford that should make things faster 
and more efýcient. Bradford Campus Manager ensures that users of our network are Reed 
community members. See page 4 for information on how to register your computer.

Tiger in the IRC’s and Labs

The public Macs have been upgraded to Mac OS 10.4 (Tiger) from Mac OS 10.3 
(Panther). This upgrade brings with it a slight increase in speed and stability, as well as a 
few new features that are outlined on page 12. We have also installed the latest versions 
of several IRC applications.

Improvements in Off Campus Access

The library proxy server has been upgraded so that you no longer have to go through 
several steps each time you need to connect. For information on connecting to Reedôs 
off-campus services see page 32.
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IF YOU READ AnYTHInG, READ THIS!
Although we hope you ýnd the entire Technology Survival Guide useful, we know you 
might not have time to read it all, what with wading through the Iliad, writing up a bio lab, 
or researching for your thesis. So, if you read anything, read the following survival tips.

How to survive:

• Make frequent backups of all your important data or ýles. We can help you get your 
computer working again, but we canôt help you recover a lost ýle. Only good backups 
protect you from data loss. See page 33 for detailed instructions on properly backing 
up your data.

• Protect your computer from virus attacks. Viruses arenôt just annoying, they can 
also destroy your important ýles. Reed College provides anti-virus software for every 
computer user who is part of the Reed community. For more information on installing 
and using anti-virus software see page 35.

• Visit our online help for details on creating your thesis, using software, using UNIX, 
and more.
http://web.reed.edu/cis/help

• Sign up to get important announcements. CIS uses two mailing lists to provide 
important information to computer users. The lists are very low trafýc since only CIS 
(Computing & Information Services) staff post to them. Announcements to the lists 
cover such topics as network changes on Reedôs campus that will affect computer 
users, information on virus threats, and information on important security or system 
updates.

To subscribe to the Macintosh-announce mailing list, go to
http://www.lists.reed.edu/Mailman/listinfo/macintosh-announce
To subscribe to the Windows-announce mailing list, go to
http://www.lists.reed.edu/Mailman/listinfo/windows-announce 

• Call us. Most importantly, donôt hesitate to call or email us if you have a question or 
concern.

Contact information is on the back cover.
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General Information
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Welcome back to Reed! Or, for ýrst-year students, welcome! Youôre probably all set to plug 
your computer into the ethernet port and start surýng the Internet. Well, hold on for one 
more minute.  This year, weôve made a change to the way you get on the network.

Returning students can skip to the next section. If you are a new student, activating your 
computing account is one of the ýrst things youôll want to do when you arrive at Reed. You 
must have an active account in order to register your computer on the network, access your 
Reed email, print to college-owned printers, use most computing facilities, and access other 
networked services.

You may activate your account and get your password by following the instructions at the 
Web page below.  You will need your Reed ID for this process.
http://info.reed.edu/account

You can quickly and easily activate your account in the IRCs. You may also use your personal 
computer to activate your account from your dorm room. When you connect your computer 
to the network you will be taken through the registration process (see below), during which 
you can activate your account.

If you encounter any difýculty while activating your account, or if you forget a password, 
come to the Computer User Services (CUS) ofýces in the ETC building with picture ID and 
we will be happy to help you out.

Even if you are a returning student, you will need to register your computer.

To register, youôll need to know your network username and password. If you have forgotten 
your password, please come to the help desk in the ETC with your Reed ID. For new students 
activating their accounts from the their own computers, there is a link to the account 
activation page from the net registration page.

If you know your network username and password, you can continue with the process of 
registering your computer. (Note: If you have multiple network cards, e.g., a wireless and an 
ethernet card, youôll need to register both cards for use on the network.)

To register your computer, simply connect it to the ethernet or wireless network and open 
a Web browser.  For more information on connecting your computer to the ethernet and 
wireless networks, please see page 17 for Macs and 23 for Windows. Your browser will be 
redirected to a Web page that will lead you through the registration process. It is important 
to note that you must register with your username and password. Do not register your 
computer as Guest or you will have limited access to the network. If you experience any 
difýculties getting to the page or completing the registration process, please donôt hesitate 
to contact CUS at x7525.

REGISTERInG YOUR COMPUTER On THE NETwORK

AcTIVATInG YOUR REED AccOUnT
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Once youôre ready to start browsing the network and surýng the Internet, please drop by the 
CIS webpages to view the policies and practices that create the framework within which we 
all compute at Reed. The purpose of these policies is to help ensure that students, faculty, 
staff, and other members of the Reed community have maximum access to computers and 
network services and are aware of the rights and responsibilities associated with computer 
usage. 

Policies are found at 
http://web.reed.edu/cis/links/policies.html

Of particular interest are:

The Computer User Agreement

The Student Body Web Server Policy 

The Mass Mailing Policy

How Policy Violations are Handled

Oversight and development of policies, guidelines, and long-term strategies for technology 
at Reed are the responsibility of the campus-wide Computing Policy Committee (CPC). 
The CPC is composed of the following: ýve faculty members (one from each curricular 
division), the dean of the faculty, the vice president/treasurer, the director of CIS, the 
college librarian, the director of institutional research, three staff members, and three 
students.

Each year the CPC deals with policy issues relating to student, faculty, staff, emeriti, and 
alumni use of the collegeôs computing and network resources.  Current and past agendas, 
the roster of committee members, and other information about the CPC can be found on 
the web at
http://web.reed.edu/cis/links/cpc.html

If you have questions or suggestions about Reedôs computing policies please send email to 
computing-policy@reed.edu

COMPUTInG POLIcY COMMITTEE (CPC)
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What do Harry Potter and Lord of the Rings have in common other than having wizards 
as main characters?  They are examples of copyrighted materials that were made available 
in past years via Reedôs residence hall network without legal permission.  In each case a 
complaint was lodged with Reed by the copyright owners under the terms of the Digital 
Millennium Copyright Act (DMCA). The result was that the students lost network access
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for a while and generally had an unpleasant time of it.  It could have been much worseð
these students were not sued for tens of thousands of dollars, a possibility that is becoming 
increasingly likely as copyright holders become more aggressive in protecting their legal 
rights. To help you understand the legal environment, hereôs a little FAQ on digital 
copyright issues at Reed.

Is it really illegal to share music and movies from my computer?

Yes. Rather, itôs illegal to do so if you donôt own the copyright on the work or have permission 
from the owner to distribute it. You can legally distribute music that you have the rights to, 
for example, music you create and publish yourself, or music that is in the public domain. 
The unauthorized serving of copyrighted material is also a violation of Reedôs computer 
user agreement. A copy of the agreement is available at 
http://web.reed.edu/cis/policies/acceptable.use.html

Isn’t it okay to share just within the Reed community?

No. Several students at other colleges have recently been sued for illegal sharing that was 
limited to their campus. They settled out of court. 

Is it legal to just download music, as long as I don’t serve it?

No, it isnôt legal; a useful analogy is receiving stolen property. And, in most cases the 
software you use to download ýles automatically makes your machine into a server, so you 
may be serving ýles without even realizing it.

Isn’t sharing music protected as “fair use” under copyright law?

The doctrine of fair use is an important one, especially in an academic setting.  But the 
vast majority of online music sharing is done in ways that do not constitute fair use.  More 
information is available at the websites listed below.

Will Reed protect my identity or defend me if I am sued?

No.

But sharing is good for the record companies—their sales keep going up!

Thatôs a good point to raise if you are arguing to change the governing law. But it doesnôt 
change the current legal setting.

Where can I learn more?

The Consortium of College and University Media Centers (http://www.ccumc.org) and 
the Music Library Association (http://www.musiclibraryassoc.org) both have sites that 
address copyright issues, including fair use, in college and library settings.

For some insight into how some copyright holders view these issues, visit the sites of the 
Recording Industry Association of America (http://www.riaa.com) or the Motion Picture 
Association of America (http://www.mpaa.org).

See also the United States Copyright Ofýce at the Library of Congress
http://www.copyright.gov
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Email

As a member of the Reed community you receive an email account for sending and receiving 
email within Reed and beyond. For more information on setting up and using your Reed 
email account, please see page 13.

Mailing lists

For information on creating and subscribing to mailing lists, see page 14.

Internet access

You can use our public computing facilities or plug your own computer into our network to 
access the Internet and browse websites, download software, check email, and more. 

Wireless connectivity

With an ñAirportò or wireless card you can access Reedôs network and the Internet without 
plugging in.

Over the past few years, weôve seen the dorm network go down a number of times due to 
misconýgured student-owned wireless access points (WAPs).  As there is no immediate 
technical solution to this problem, our policy is not to allow personal WAPs on campus. 
We have installed wireless hot spots in all of the residence halls, and are committed to 
expanding coverage. In short, if you need to use wireless in the residence halls, please use 
ours.  Thanks for understanding.

To learn more, visit
http://web.reed.edu/cis/help/wireless.html

PRInTInG, STORAGE, AnD OTHER SERVIcES

ex Viih

Detailed instructions for connecting to servers and using the networked services are found 
in the operating system speciýc instructions under ñGetting on the network.ò

Printing

Reed maintains printers in various locations on campus, most prominently in the IRCs, 
the library, and the individual dorms. Printing to a black and white printer costs 10 cents 
per page. Printing to a color printer costs 35 cents per page, whether or not you are 
actually printing in color.
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Personal storage

All students are allotted 100MB of storage on the Home Server. You can store and 
back up important ýles here. Your Home Server is directly accessible from any computer 
connected to the campus network.

If you wish to access your Home Server from off campus, you can 
use an SFTP client.  Our recommended SFTP client for Macs is 
Fugu; you can learn about SFTP clients at
http://web.reed.edu/cis/help/sftp.html

If you need more space on your Home Server, please contact CUS.

Course materials

The Courses Server is for course-speciýc work. Unlike the Home Server, you cannot 
store personal work here.

Classes may have folders on the Courses Server for course materials and handouts. A 
professor can distribute assignments and related readings using their class folder on the 
Courses Server. If your professor chooses, you can submit your papers or other documents 

for sharing by putting them in a special folder on the Courses Server 
shared by you, your classmates, and your professor. In-class projects 
can also be saved to this space.

College-owned software

Computers in public labs (like the IRCs) already have most of the software you will need 
for your coursework. If you have trouble ýnding a particular application, contact CUS. 

If you have  a Mac, you may install some of the applications licensed to Reed on your own 
computer because they are ñkeyed,ò allowing users to share the limited number of licenses 
Reed has purchased for these programs. (We do not currently have any keyed  applications 
for Windows.) The ñkeyedò software you install will only work while you are on campus 
and connected to our network. If you must use a keyed application off campus contact 
CUS. We may be able to help you. 

Utilities, free software & updates

If you are a Mac user, you can ýnd freeware applications such as Fugu and BBEdit Lite, 
system updates, and security updates for older programs such as Mac OS 9 versions of 
Internet Explorer and Microsoft Ofýce on the Tool Chest.

Campus organizations

The Grifýn Exchange is a space for campus organizations to share and distribute 
information. Organizations can create publicly accessible ñdrop boxesò so that anyone 
in the Reed community can drop ýles for submission to the organization. They can 
also use the Grifýn Exchange as a way to distribute information to the rest of the Reed 
community. 

Persons in charge of a campus organization can request a drop box or other space on the 
Grifýn Exchange by going to
http://web.reed.edu/cis/links/requests.html

We strongly recommend 
using the Home Server 
to back up copies of your 
important work, as opposed 
to emailing it to yourself.

You will only see folders on 
the Courses Server for which 
you have access privileges.
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THE EDUcATIOnAL TEcHnOLOGY CEnTER (ETC)
Reedôs Educational Technology Center (ETC) houses variety of computing resources for 
students, faculty, and staff.

Publicly accessible computers: Information Resource Centers

The IRCs on the ýrst þoor of the ETC are open 24 hours a day, 7 days a week. During the 
evenings and weekends, youôll need your OneCard to get into the building and the IRCs. 
The three IRCs are equipped with  iMac computers and seating for up to 60 people.  One 
of the IRCs is conýgured with projection to serve as a training room when needed. Talking 
is also permitted in this IRC, so itôs great for group work.

All the systems run Mac OS 10.4, and a wide range of software is installed. Professors may 
request that new software or data ýles be installed.

Tips for working in the IRCs

• Log on using your network username and password.

• Save your work often. Itôs a good idea to keep the last couple of versions of any given 
document on the Home Server.

• Don’t work off of the Home Server. Instead, drag a copy to the desktop. When you are 
done working with the desktop copy, drag it back to the Home Server.  Be careful not 
to copy over ýles you wish to save (see page 33 for details).

• Log out when you are done. If you donôt, the next person to use the computer may have 
access to your ýles and email. They can also print on your account.

• Ask if you need help. The Help Desk is across the hall from the IRCs. Weôre there for a 
single reasonðto help you. Donôt hesitate to ask for help.

Printing in the IRCs

The IRC computers are set up to print to the black and white IRC printers. In most cases 
you can print without manually connecting to the Print Server or running PrintAuth. To 
print to a color printer, simply select the appropriate color printer from the applicationôs 
print dialog box, send the print job, and then okay the print job by visiting
http://printing.reed.edu

There is a 10 cents per page charge for printing, or 35 cents per page for printing to the 
color printers, billed to your Business Ofýce account.

IRC rules

There arenôt many! The rules we do have are aimed at making the IRCs a good place to 
work. They boil down to: be nice, be quiet, be neat. We allow food and drink, but please be 
careful not to spill them. We immediately discard unattended food and drink. Neat piles 

The Reed College Information Gateway and SOLAR

Both of these Web resources are administered by the Registrarôs Ofýce. You can create an 
account on the Gateway by going to the site and clicking ñCreate Account.ò Your advisor 
will give you the SOLAR account information you will use to register for classes.  This 
information changes every semester.  Please visit
https://gateway.reed.edu
https://solar.reed.edu
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of work will be left alone for a while, but messy computer stations will be cleaned quickly. 
Please do not stake a claim at a computer and leave it unattended for longer than ýfteen 
minutes. Others also need to use the IRC computers and may move your belongings.

Writing Center and Quantitative Skills Center

The Writing Center and Quantitative Skills Center, located in room 112, is a multi-purpose 
facility designed to provide a setting where staff and student tutors can assist students 
with verbal and quantitative skills improvement.  The room houses computers for hands-
on instruction and can accommodate small meetings.

Wireless lounges

A comfortable lounge area for student use is available on the ýrst þoor of the building. It 
is conýgured to provide wireless access to the campus network.

Help Desk/CUS ofþces

The Help Desk is located on the ýrst þoor, opposite the IRCs. Computer User Services 
staff and student ofýces þank the Help Desk, making it easy to obtain assistance with 
computer problems. Our consulting (and consoling) services are available at extension 
7525,  twatch@reed.edu, or in person at the Help Desk until late at night. For current 
hours see
http://web.reed.edu/cis/help/helpdesk.html

Computer Hardware Shop

The Reed Computer Hardware Shop is an Apple Authorized Service  Provider, deemed 
worthy to perform warranty repairs on Apple  Powerbooks, iBooks, PowerMacs, eMacs 
and iMacs, either owned by Reed  or by members of the Reed community (students, 
faculty and staff).   We also service Reed-owned printers and non-Apple computers.  ñBut  
hardware shop,ò you implore, ñwhat about my broken iPod?  Can you ýx  that?ò  The short 
answer: nope.  Apple prefers to do it themselves.

Based on the number of people who come into the shop, we have to  assume you really 
like hanging out here in ETC 114.  Thatôs cool,  because we like seeing you and ýxing your 
stuff.  Still, some of you  seem a little stressed out when you come to visit and ask us how to  
prevent some of the stuff that brings you to our door.  Like when,  during an exuberant arm 
gesture, you knock over your cup of Stumptown  right into your Powerbookôs keyboard.  
The obvious answer here is,  ñWell, donôt do that.ò  But if itôs already happened and youôve  
grabbed your trusty copy of the TSG from the shelf and frantically  þipped to this page for 
advice from the shop, hereôs what to do:

1. Turn the computer off.  Right now.  The Nower the better.

2. Unplug the machine and remove the battery.

3. Open the laptop and turn it over so that itôs resting on a þat  surface like a little tent.  A 
tent with a keyboard.

4. Allow machine to air dry, preferably at least 24 hours.

    a. If the spill is anything other than water (soda/pop/coke,  coffee, etc.), DO NOT TURN       
ON THE MACHINE.

5. If at all possible, donôt spill any more stuff on it.

6. Bring it down to the shop so we can assess the damage.
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OTHER PUBLIc cOMPUTERS

LOTTERY MAc PROGRAM

Of course, there are a lot of other things that can go wrong with  your computerôs hardware 
and weôre more than happy to help ýgure  that out for you.  Weôre pretty good at ýxing 
broken stuff and when  we canôt ýx it, weôll either tell you who can or lend a shoulder to  cry 
on while you cradle your once proud stallion of a machine.

Computer Store

The Computer Store, on the ýrst þoor, allows members of the Reed community to examine, 
test, and purchase new computer hardware and peripherals. The Reed Computer Store is 
an Apple Authorized Dealer.

CIS maintains a number of computers around campus for quick checking of email. There 
are also a number of computer labs maintained by other departments. Some of the most 
frequently used are:

• LibraryïWindows and Mac computers for library research. Most have basic software 
such as Word and campus mail installed. A few allow library catalog searching only, 
without the need to log in. There is also a classroom for library instruction. For more 
information, contact Dena Hutto.

• Public Policy Workshopïfor public policy research. For more information, contact 
Paul Gronke.

• Computational Chemistry Labïfor chemistry research. For more information, contact 
Alan Shusterman.

CIS maintains a small pool of laptops for loan for the entire academic year to seniors and 
students on ýnancial aid. Since there are always more applicants than computers, we run 
a lottery. For more information about the lottery, contact Rabeca Reese in the Computer 
Store at rabeca@reed.edu.

In addition, for a fee, CIS can sometimes loan laptops to students for short periods. If 
you are interested in borrowing a laptop, contact the Hardware Shop at chs@reed.edu or 
extension 7277.



12

General Information

[ipgsqi xs
Xmkiv

NEw FEATURES

This year we will be introducing Mac OS 10.4, also called Tiger, to all lab and classroom 
computers.  

If you are familiar with Mac OS 10.4 and are simply looking for instructions on how to access 
networked services, see ñGetting on the Network: Mac OS 10.4ò on page 17.

If you are familiar with older versions of Appleôs operating system, you will ýnd OS 10.4 to 
be slightly different. In this section we brieþy introduce you to some new features of OS 10.4. 
Further information is located on the web at
http://web.reed.edu/cis/help/osx.html

Spotlight

Spotlight is a super-fast search engine for your computer. It automatically indexes everything 
on your computer, such as emails, documents, pictures, and applications, so it returns results 
very quickly. You can access Spotlight either by clicking on the blue magnifying glass in the 
far upper right corner of the menu bar, or by typing in your search in the box with the gray 
magnifying glass in any ýnder window.

Safari RSS

ñRSSò stands for ñReally Simple Syndication.ò It is a format for syndicating news and the 
content of news-like sites, including major news sites like The New York Times, news-
oriented community sites like Slashdot, and personal weblogs. An exciting new feature of 
Safari 2.0, which is only available with Tiger, is the built in RSS reader. Just like visiting 
a web page, you can browse to an RSS feed, which is displayed as a list of headlines with 
short article summaries. If any headline catches your eye, just click on it to be taken to the 
full article. In your Safari preferences you can set your feeds to update every 30 minutes, 
every hour, or every day, giving you convenient, timely access to your favorite news sources, 
without having to dig through crowded web 
pages to ýnd the information you want.

Dashboard

Dashboard is a window that superimposes 
itself on top of your screen which contains 
small, useful applications called widgets. 
You can add or remove widgets on the screen 
by clicking on the plus sign in the lower left 
of the screen. This will open up the ñWidget 
Barò. To add a widget to your dashboard screen, simply click on the icon of the widget. Most 
widgets have options and preferences which can be accessed by clicking on a small lower 
case ñiò (for info). You can access Dashboard by hitting the F12 key or clicking on the icon 
in the dock. The Dashboard icon in the dock will always have a black arrow underneath it 
because it is always running in the background.
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Reedôs email system uses the IMAP standard, accessible via Webmail and via recommended 
clients, Apple Mail and Thunderbird. There is extensive documentation on how to use 
IMAP and manage your mail on the web:
http://web.reed.edu/cis/help/imap.html

What is my email address?

We recommend that you use your network (or ñKerberosò) name as your email address. This 
name, which you already use to log into IMAP, as well as the academic and administrative 
servers, IRCs, Banner, or other systems, is usually based on your last name and ýrst initial-
for instance, ñsmithj@reed.eduò is the typical Kerberos name for John Smith.

You may also use ñýrstname.lastname@reed.edu.ò However, since names arenôt always 
unique, this form is sometimes ambiguous.

Either form of your address will also work with ñ@directory.reed.edu.ò If you would like 
to request additional email address (for instance, to accomodate nicknames), you may do 
so at
http://myinfo.reed.edu/

How do I send email to other Reedies?

 IMAP lets you ýnd email addresses by typing in all or part of a personôs name. Though it 
varies a bit depending on which system you are on, it is usually as easy as typing part of a 
name, and picking a result from a list of matches.  For documentation on how to use this 
lookup feature, see the CIS web site
http://web.reed.edu/cis/help/imap.html

For Mac OS X, we recommend using Appleôs own Mail program or Mozilla Thunderbird. 
Mail requires a bit of setup to use, but we have complete instructions for setting up and 
using it. Thunderbird is pre-conýgured to work with Reedôs IMAP. Visit one of the websites 
below for more information.

Mac OS X Mail
http://web.reed.edu/cis/help/osx-mail.html

Mozilla Thunderbird for OS X
http://web.reed.edu/cis/help/thunderbird.html

For Windows XP users, we recommend Mozilla Thunderbird.

Mozilla Thunderbird for Windows XP
http://web.reed.edu/cis/help/thunderbirdwin.html

You can also access your IMAP account by using Webmail, a web-based client. All that is 
required for access to Webmail is a web browser.

Webmail
http://web.reed.edu/cis/help/webmail.html

Iqemp
IMAP (InTERnET MESSAGE AccESS PROTOcOL)

AccESSInG IMAP

By default, all of your 
messages will be stored 
¥¤ gzzy%© ©z¨¬z¨©A v¤y v¨z 
therefore accessible from 
any computer.
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IMAP bulletins

An IMAP bulletin is similar to a bulletin boardðit is a place where people can leave messages 
for the community. In practice, an IMAP bulletin is an email folder which is shared by 
everyone.

Where to ýnd IMAP bulletins

In Webmail and Thunderbird, the new folders for bulletins will not automatically show up 
in your folder list; you must subscribe to the new folders.

1 To subcribe to a bulletin in Webmail, you must ýrst log in and click on the Folders icon 
to view your folders.

2 In the Folder Navigator, click Show Unsubscribed and click Expand All.

3 All bulletins are located under the bulletins folder. Check the box next to the folder(s) 
you want to subscribe to.

4 In the Choose action: pop-up menu, select Subscribe to Folder(s).

5 The bulletin will now show up in your Folder Navigator.

For instructions on subscribing to bulletins in Thunderbird for Mac OSX, visit
http://web.reed.edu/cis/help/thunderbird.html#bulletins

For instructions on subscribing to bulletins in Thunderbird for 
Windows, visit
http://web.reed.edu/cis/help/thunderbirdwin.html#bulletins

How to read IMAP bulletins

Subscribe to a bulletin to see the postings. Open them to read as you wish, just as you would 
your mail. You cannot delete or change these bulletins, so nothing you do can cause any 
damage. Bulletins do not use any of your IMAP quota, even if you subscribe.

Mailman mailing lists

Mailing lists let you easily send a message to a group of recipients. They are especially useful 
for courses and campus organizations.

To see the mailing lists at Reed you can subscribe to, visit
http://web.reed.edu/cis/links/lists.html

To request the creation of a new mailing list, go to
http://web.reed.edu/cis/help/lists-overview.html

MAILInG LISTS AnD BULLETInS
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Mail program, you have no choice 
about subscription; you will be 
able to see every bulletin folder.
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MASS MAILInGS

Mass mailings are messages sent to large segments of the Reed community such as all 
faculty, all staff, the entire student body, a whole division, and so on. While such messages 
may seem like a good way to spread information to a wide audience, many recipients 
perceive them as junk mail and ýnd them offensive.

If you are considering sending an email to a lot of people, or to a mailing list, please visit 
our guidelines developed by the Computing Policy Committee (CPC) at
http://web.reed.edu/cis/policies/mass.mailing.html

In concert with the release of IMAP mail services, we are now using spam detection 
software to ýlter spam before you have to look at it.

How spam detection works

Unlike you, a computer can only follow a set of rules; it cannot make sophisticated 
interpretations. Spammers exploit this fact, working hard to create spam that 
avoids detection, by changing ñFromò addresses, subject lines, and other message 
characteristics.

Our spam detection software gives all email sent to you a score. If this score is high enough, 
an email ýlter, which can be adjusted through the Webmail site, will move the spam to the 
ñSpamò folder on your IMAP account.

For more information on spam and spam detection, visit
http://web.reed.edu/cis/help/spam.html

Filters

Filters can be used to automatically sort your email.  Your IMAP account comes with 
a number of standard ýlters with different functions. Filters are managed through the 
Webmail interface, but will take effect no matter how you access your mail.

1 Your Spam ýlter is automatically set up to move messages that are probably spam 
into your spam folder.  You can edit this ýlter. For instance, you can set the threshold 
score higher or lower, or you can discard high-scoring messages instead of ýling them. 
Just remember: our spam detectors will make mistakes! It is quite possible that some 
email you want to read will be given a high scoreðthatôs why we donôt just throw away 
messages marked as spam. Also, itôs almost certain that some spam will sneak through, 
but chances are that youôll be pretty happy with the default ýlter. If you want to tweak 
the setup a bit, feel free to visit our online documentation on setting up Webmail ýlters 
at
http://web.reed.edu/cis/help/ýlters.html

2 Whitelists allow you to keep a message from being discarded. For example, you might 
sign up for a daily list of specials from a website. Our spam detectors might mark these 
as spam, even though you really want to see them. You can still leave your spam ýlters 
in place, but add the ñFromò address for these messages to your whitelist. That way, 
such messages will not be thrown away.

JUnK MAIL


