Accessing Your Account Using Webmail (Advanced I nterface)

We advise most users to access their email through our Webmail facility. Thisis
particularly useful if you will be accessing mail from several different machines, or if
several users will be sharing amachine. To log in to an email account using Webmail,
in your Internet browser go to:

http://webmail .hants.gov.uk/

Thiswill present you with the screen shown below. Enter your e-mail addressin the
two E-mail boxes. Thefirst box isfor your name or id and the second box is for your
domain. Enter your password in the password box and chose your interface. 1f you
are using Internet Explorer (IE) 6, select Advanced I nterface or else select Simple
Interface. To determine which version of |E you are using click on Help and About
Internet Explorer. Now click onthe Login button.
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There is a Secure Login option that allows you to access your mail using * https
(encrypted web pages). By the default the login is set to in-secure log on. To activate
the secure login click on the ‘ securely’ link in the Secure Login section on the login
page (as shown above).



Changing your Email Password
There are two ways to do this:

1. Log in to your account via Webmail and click User Profile from the Utilities
folder and then select Change Password on the right of the screen.
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Y ou will then be presented with a screen similar to the one shown below. Enter your
new password and click on Change Password.
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2. Alternatively you can click the password utility link that is located on the login
page.

Thiswill take you to a new page where you can either change your password or ask to
be shown your password hint.



Disk Quota

By default your account has a 50Mb limit. If your account exceeds the quota, it will
be unable to receive any new email until it has been brought back below its limit.
For this reason, remember to delete old emails that are no longer needed.

Viewing Your Inbox

To view your mail, click on inbox on the left hand side. The first few items of your
inbox will also be displayed on the summary page when you log on.
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Deleting Your Email from a Folder List

The red X button on the main toolbar operates only on emails opened in a preview
pane. It does not operate on email in the folder list.

To delete email in the folder list: Check the box to the left of each email you wish to
delete. Choose “ Trash” or “Erase Selected” from the drop-down list at the bottom of
the folder list and click the “Move” button to its left. Moving emails to Trash will
place them in the Trash folder, where they will be del eted the next time you log out.
Moving emailsto “ Erase Selected” will immediately remove them.

To delete an email shown in the Preview Pane, click the red X button on the main
tool bar.



Composing and Sending an E-mail

Click on the envelope on the left-hand side of the tool bar and select New M essage
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This will open another window, in which you can compose your e-mail. Once you
have composed your e-mail simply click on the Send icon.

Please see the guide to Importing an Address Book for instructions on how to import
an existing address book from the old Hantsmail system.



Creating New Folders

To create anew folder (for storing items of mail about a specific subject for example),
right click on Folder s and select New Folder.

In the new window that will appear enter the name of the folder you wish to create
and click on Add Folder. Your new folder will now appear under the Personal
folder.



Setting an Out of Office M essage

If you are not going to be able to check your email because of sickness or leave, it is
customary to put an Out of Office message on your account to let people know that
you will be out of touch for awhile.

To set up an Out of Office message click on the Utilitiesfolder on the left of the
screen and click on Email Settings. In the main window click on Mail Settings and
in the AutoReply M essage box enter your Out of Office Message. Then click on
Save Settings. Now when anyone sends you an e-mail they will automatically
receive areply containing your Out of Office message.
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To remove an Out of Office message just click on the Delete AutoReply button.
Setting up Email Forwarding

Occasionally you may want to forward all your email to another account - if you are
going to be off for along time, for instance, and want someone else to be able to
handle your mail in your absence.

Please note: Unlike the old webmail system, a Forward in Webmail will only forward
mail on to the specified address, it will not deliver it to your account aswell. (To
setup a Forward that behaves in the same way as the old webmail system, ask your
ICT Coordinator to setup an Alias as specified in the Subadmin guide.)



To put forwarding onto your account, navigate to the screen above. Inthe Forward
To Address enter the e-mail address you wish your mail to be forwarded to. Then
click on Save Settings.

To remove forwarding, go to the same page as before but |eave the Forwar d-to
Addressfield blank and then click on the button labelled Save Settings.



Using the Calendar Facility in the Advanced I nterface

After logging on to Webmail using the Advanced Interface option, click on the
Calendar icon to the right of the top tool bar.
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Thiswill take you to the Calendar page. On the right of the screen you will see a
quarterly view of the calendar and alist of tasks you currently have. Y ou can click on
any date to see your calendar entries for that day. The calendar layout can be changed
by clicking on the Select View icon on the tool bar.
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Adding a New Calendar Entry

To add anew Calendar Entry select the day you want the entry to occur on and either

right click at the appropriate time slot and select New Calendar or click on the time
itself.
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An Add New Entry window will pop up and here you can select the date, time and
type of meeting.



Adding Recipientsto a Meeting

If you wish to invite other people to a meeting, click on Group appointment and
then Participants. To add recipients type their e-mail address or name in the search
box and click on Search. The recipient will be listed down the left-hand side. Once
they have been added to the desired group, click on Add Entry to send.
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If you click on the date that you have just added the calendar entry to, you will see the
new entry. To alter the details for that entry, click on the entry name.
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Adding a New Task

Thisissimilar to adding a new calendar entry and can be done in two ways:

1. Right clicking on the date and time you want to task to be listed for and
selecting New Task.

2. Clicking onthe Add New link on the right-hand side.

Thiswill bring up a similar box to the ‘ Add New Calendar Entry’ box. Once you
have filled in the detail s for the new task, click the Add Entry button to add thisto
your task list. You will now see your task listed on the left-hand side of the screen.
Click the Read Mail icon to return to your inbox.



