Note: This document is constantly changing; check later for new updates.


EIMS/MEMO Email General FAQ
Where can I learn about the Anti-Spam device?

You can learn most about this device from the documentation which also references a different FAQ for that device only.

What should I do if an attachment is unreadable?
We have seen this happen when the originator sends the attached message/file in-line instead of as an attachment (especially when sending pdf files using Netscape messenger). Please have the sender mail this to you again as an attachment and not in-line.
Why did I get the message: ‘Your link to access quarantined messages has changed?’
You should only receive this message once for your own address and once for every distribution list you are on.  The quarantine link on previous versions of the software expired automatically.  With the installation of a new version, an administrative configuration setting was added so that we can remove the expiration.  Unfortunately, the previous expiration still remained.  Therefore, you will get the message above but after that the link should never expire.

Why is only one Enterprise account allowed per person?
This is required for the Identity Management system so that only one unique Enterprise ID is configured for each employee. The most recently created of the duplicated accounts will be deleted.

When using Outlook, why can't I see a folder which I created in Webmail?
Please run the following procedure to synchronize Outlook with all folders on the system: Tools, IMAP folders, Query. Select all folders by clicking the first and shift-clicking on the last. Click subscribe.
What does the error "distribution list expansion prohibited" mean?
This error occurs when you attempt to send to a distribution list of which are you are not a member when the owner has configured the list to only accept e-mail from list members.  You can contact the owner of the distribution list to have them remove this setting in the personal administration tool.  The setting in PAT is labeled " Allow only list members to send to DL?”  You can also request that the owner add you to the list.
What does the error "Unable to deliver the message because the originator prohibited the expansion of distribution lists <email1.dist.maricopa.edu #5.7.2>” mean? 
A recently installed Anti-Spam feature is affecting the PAT setting ‘Allow only list members to send to DL?’  If you are receiving this error message and you are a member of the distribution list, you will need to turn of the feature in PAT.

What is the message size limit of the EIMS/Memo Email system?

According to best practices, it is best to keep the total size of a message, including any attachments under 5 MB. Please keep in mind that a message will be larger than the total sum of its attachments; so if you have an attachment that is 5 MB, the total message size will be larger than 5 MB.
What are other limits of the EIMS/Memo Email system?

· The total size limit for messages sent to distribution lists for each site (dl-cgc, dl-rio, etc. as well as distribution lists for all faculty, all psa, etc. is 1 MB, including any attachments. Please keep in mind that a message will be larger than the total sum of its attachments; so if you have an attachment that is 1 MB, the total message size will be over the limit.

· Due to the proliferation of spam, messages sent to site lists (dl-cgc, dl-rio, etc.) must be sent internally from maricopa.

· An e-mail message must address 100 or fewer recipients in order to be delivered properly. Messages sent to more than 100 addressees will be flagged as spam and quarantined. If you have a personal distribution list with more than 100 members, you will need to create a system distribution list to replace it.
· System distribution lists can only contain 1265 addresses.  Lists with more than this number of members will need to be divided into multiple lists.

· In order to reduce spam, distribution lists cannot be used in a blind copy.

Why can’t I send a message to the Maricopa-Business or Announcements list?
· You must be an approved designee to use these lists.

· Messages sent to these lists must be sent from a EIMS/Memo e-mail account.

· A message cannot be forwarded to these lists.

· These lists cannot be cc’d on an e-mail message.

· Messages sent to these lists must be less than 800 kilobytes in size.

· Both lists cannot be addressed in the same message.
I set my autoreply but non-Maricopa addresses do not receive it. Why?
· So your auto reply does not notify spammers that your e-mail address is valid

· So your auto reply is not sent to a forged spam e-mail address causing more unwanted mail
· If you require an exception to this rule, escalate your request to a helpdesk ticket with your justification for the exception.
When I set my autoreply using PAT, why does forwarding to my campus server get removed?
The software does not allow a forward to be configured with an autoreply. This is in part a spam prevention technique so that autoreplies are not sent to spammers.  If your Memo account is forwarded to a campus server, you should use your campus e-mail server to send your autoreplies.
What characters can I use in Email folder names?
It is best to limit character usage to 0 to 9, a to z and A to Z. Spaces are allowed. 

What characters should I avoid in Email folder names?
Please AVOID using the following characters when creating folder names: > ! \ | " . /
How many folders deep can I organize?
It is best to limit folder depth to only two levels, however we have seen up to 5 levels used successfully. 

What should I do if I get the following or similar message when trying to email someone outside MCCD?
Delivery status : Failed. Message could not be delivered to the domain - <domain name>. Failed to accept the recipients. MTA Response :5xx
This error may also mention spamcop.

It is possible that some individuals have erroneously reported that our servers are sending spam and therefore the servers may be placed on a blacklist temporarily. This may happen intermittently. You will need to attempt sending the message again the next day.  Also, the person you are trying to email should contact their mail administrator and request that they either stop using the RBL as a sole criterion for labelling spam or white-list your email address.

When should an EIMS/Memo Service Account be used?
A Memo Service Account should generally be created for those individuals who serve MCCD but who are not employed by MCCD. This would include but may not be limited to persons such as consultants and employees hired through a temporary agency (e.g. Kelly Services).  The exception to this rule would be if the individual required a corporate time calendar account.

An EIMS/Memo Service Account should also be created if one contact email is required for a specific department (e.g. financial aid).
Why can’t I use autoreply when I have forwarded my account to another address?
These two features are mutually exclusive within the email options portion of the EIMS/Memo e-mail system. The assumption here is that if you are forwarding to another account, the destination account can provide the autoreply message.

If you need to forward your EIMS/Memo account to another address in conjunction with providing an autoreply message from EIMS/Memo, you will need to create a Webmail filter which performs those two options simultaneously. Please see the Training site for information on how to ‘Filter Incoming MEMO Messages.’
When and how long are email aliases allowed?
In order to accommodate name changes and incorrect documentation, EIMS/Memo aliases can be created and are allowed to exist for 30 days.

How can I access an EIMS/Memo distribution list?
If you need to change the members on a list, contact the list moderator. The moderator can be found by using the Maricopa Directory to show the properties of the list. If you need to send a message to a list, simply type the address of the list in your message compose screen.
What is the Issue Escalation Process?
Issues should be routed to the District Office via work orders using the Help Desk System links that the colleges already use for escalations in the EIMS/MEMO area.  The front line is familiar with the processes on this.  (CGC should use the District Wide Menu for the Rio Salado College Work Order system.)
What mail clients are officially supported?
Please contact your site helpdesk to discover which mail clients they support.  They may not support the same clients as the Memo team.  The Memo team officially supports Netscape 7.2, Outlook 2003 and Entourage.  We will also attempt to assist with other mail clients used at the campuses.
We highly recommend that you do not use message archiving or junk email options/feature on the Outlook client (or any client for that matter). These two features are not supported; the first because we already provide message aging on the server and the second because the junk e-mail feature is too likely to mark legitimate messages as junk.

Remember, by default Outlook 2003 puts sent messages on the local hard drive.  If the user would like these messages put on the mail server a special rule will need to be created. This rule would be disabled if the account exceeds its allotted quota. FYI, these rules are deleted whenever the mail client information is removed.
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