Accessing and using Email VIA the Web

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

Browse to
webmail.stonehill.edu

Enter your Stonehill
username and
password.

Click Log On

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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Log Out of your e-mail

Opens up the Help Window
Opens your address book
Search for an e-mail with a specified keyword
Manually refresh for new e-mails

Forward an e-mail
Reply to All
. Reply to Sender
The Toolbar displays B
icons for the most used e
tasks. g_ﬁNew.
g:] Message
E Appointment
8  Contact n
&1 Distribution List
Z Task Right iewing Pane Split Vertically- Messages on Left, full e-mail displayed on right
%) Post in This Folder E_ Bottom 'Viewing Pane Split Horizontally- Messages on top, full e-mail displayed below
[_4 Folder = off Viewing Pane Disabled - Must click on message to display it
Composing
[___To.. _||lAddress of recipient |
[ e || carbon-Copy for additional recipients |
[___Bec... ]| Biind-Copy for recipients that you don't want to see other copied addresses |
Composing an Email Subject: | Subject Line visible before opening the e-mail |
Additional E-Mail Options
Lower the Importance of the E-Mail (Toggle)
The toolbar at the top Mark as High Importance (Toggle)
are options for the email e 'C:et;(ctl:lames" ;evteﬁttri\% é‘:ﬂ“‘:ss is Correct
you are sending out. = ADANLENS: 2 0. E
Spell Check What has been Written
Insert A Pre-Made Signature
Print This E-Mail
Save A Copy to Your Drafts Folder

Send Your Message Out




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

Word.

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.
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Help Menu
Open Network Address Book
View Created Reminders
Search for an Entry

Refresh Calender

Monthly View (31 Days)

Weekly View (7 Days)

Daily View (1 Day)

Jump to Today on the Calender

Delete Entry

Print Entry

Create an Entry on the Calender

Write from Left
Increase Indentation
Decrease Indentation
Numbered List

Write from Right

Create and Modify an
Appointment

Select Appointment
from the drop-down
New menu.
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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.
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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.
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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.




