
 

 

Accessing and using Email VIA the Web  

Stonehill College Information Technology 
Help Desk 508-565-HELP (4357) helpdesk@stonehill.edu 

Employee Access 
Logging In   

Browse to 
webmail.stonehill.edu  
 
Enter your Stonehill 
username and 
password.   
 
Click Log On 
 

 
 

 

Navigating  

 
The Outlook Bar, 
located to the left of the 
main folder viewer, 
offers a number of 
shortcuts to your 
personal folders, as well 
as a listing of your 
private and public 
folders.  
 
The two views available 
in the Outlook Bar are 
Shortcuts and Folders.  
 
 

   

 

  

At the top right of the 
Outlook Bar is how you 
navigate through email 
pages.  
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The Toolbar displays 
icons for the most used 
tasks.  

 
 

Composing  

Composing an Email 
 

 
 

  
 
 
 
 
The toolbar at the top 
are options for the email 
you are sending out. 

 
 



 
 

The toolbar above the 
body of the e-mail 
message controls the 
appearance of the text, 
much like in Microsoft 
Word.  

 

 
Calendar  

The Outlook Web Access 
Calendar allows you to 
create and track 
appointments. You can 
also organize and 
schedule meetings with 
faculty and staff 
members, then update 
or modify the 
information (time, 
location, attendees) as 
required.  
 

 

Create and Modify an 
Appointment 
Select Appointment 
from the drop-down 
New menu. 

 



 
 

Creating and Modifying 
Contacts  
 
In any window of 
outlook, click on New - 
Contact.  
 
You can enter in as 
much information as 
you want, all fields are 
optional. 

 
Deleting Messages  

When you delete an 
item in outlook, it is 
moved to your deleted 
items folder and you 
must remove it from 
there to remove it 
permanently.  
 
Select your Deleted 
Items Folder and select 
individual items to 
delete, or press the  
 
Empty Deleted Items 
button. 

 
 
 
If you are receiving messages that your mailbox is over its quota, make sure your Junk E-
mail and Sent Items folder are both empty.  
 

 


