
Accessing Your Account Using Webmail (Simple Inter face) 

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

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

This will present you with the screen shown below.  Enter your e-mail address in the 
two E-mail boxes.  The first box is for your name or id and the second box is for your 
domain.  Enter your password in the password box and chose your interface.  If you 
are using Internet Explorer (IE) 6, select Advanced Inter face or else select Simple 
Inter face.  To determine which version of IE you are using click on Help and About 
Internet Explorer .  Now click on the Login button.  

 

 
 

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  Webmail Account Password in the Simple Inter face 

Click on the Settings link at the top of the page or the icon with a cog in the top left 
and then click on User Profile. 

 

 

Now click on the Change Password icon on the left 

 

 



Now you will be given the option to change your password.  Enter your old password 
and confirm you new one, entering a reminder question if you wish.  Then click on 
Change Password. 

 

 

Alternatively you can click the password utility link that is located on the login page.  

 

 



This will 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 

Your Inbox is displayed as default when you log in with the Simple Interface.  To 
return to your Inbox at any time click on the highlighted icon. 

 

 



Composing and Sending an E-mail 

To compose an e-mail click on either Compose link at the top of the screen or on the 
envelope icon at the top left of the screen. 

 

 

Once you have composed your e-mail, simply click on the Send icon 

 

 



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

Creating New Folders 

To create a new folder (for storing items of mail about a specific subject for example), 
click on the folders link at the top of the screen. 

 

 

From this screen you can view and organise your default folders (here a folder is 
referred to as a mailbox).  To create a new folder/mailbox enter the new folder name 
in the Mailbox Name box.  To delete a folder just click on the related trash can to the 
right of the page. 

To move an item of mail into a folder, navigate to the Inbox and select the item of 
mail you wish to move.  This is done by placing a tick in the Tag box to right of the 
item of mail.  Then from the drop down box to the right of the Move button select the 
folder you want the mail in and click on Move. 



 

 

Setting an Out of Office Message  

To set an Out of Office message navigate to the E-mail Settings page and scroll 
down to the bottom of the page.   

 

 



In the Auto-Reply Message box type in your desired message and then scroll up the 
page and click on the Save Settings icon on the left. 

 

 

Setting up Email Forwarding 

Occasionally you may want to forward all your email to another persons e-mail 
account.  To do this you will need to navigate to the same screen as setting an Out of 
Office message.  Then scroll down to the Email Diversion - Send your Email to 
another account and enter the e-mail address you wish your mail to be forwarded to 
in the Forward to Address box. 

 

Then scroll up the page and click on the Save Settings icon on the left. 

To remove E-mail forwarding, delete the Forward to Address and click on the Save 
Settings icon again. 

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 as well. (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.) 



Using the Calendar  Facility in the Simple Inter face 
 
Log in to the Webmail system using the Simple Interface.  Click on the Calendar  link 
towards the top of the page.  
 
 

 
 
On the right of the screen you will see a list of tasks you currently have and above it a 
quarterly view of the calendar.  You can click on any of these to see your calendar 
entries for that day.  
 
 

 



Adding a New Calendar Entry 
 
To add a new calendar entry, click on the time slot you want that entry to start.  This 
will take you to a screen similar to the one shown below.  Here you can enter the 
meeting description and set the duration.  To save a calendar entry click on Add 
Entry. 
 
 

 
 
Adding a New Task 
 
This is similar to adding a new calendar entry; on the right hand side of the page 
select Add a New Task.   
 
 

 



Enter the task information in the required fields and click on Add Entry. 
 
 

 
 
Your task will now be displayed in the task list. 
 
 

 
 
 
 
 


