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Webmail Upgrade Orientation 

Log In 
The login page for Webmail is 
http://webmail.hws.edu and is accessible from on or 
off campus. 

To log in to Webmail, you simply need to type your 
HWS username and password into the fields and 
click Log On. 

The available options when logging in include: 

• Are you on a public/shared or a private 
computer? The Private option extends the 
inactivity time before automatic logout 
from Webmail. You can switch between 
these choices by choosing either 
corresponding radio button at the login 
screen. 

• Do you want to use the Full or Light 
version of Webmail? The Light version is 
faster and runs on most Web browsers. 
The Full version has some additional 
features that are currently only supported 
by Internet Explorer.  Both the Full and 
Light versions offer enhanced 
functionality over the previous version of 
Web mail.  You can switch between these 
choices by checking or unchecking the “Use Outlook Web Access Light” check box. 
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Inbox 
After logging in to Webmail, you will see your Inbox. Depending on which browser you are in, the interface and available 
options differ. 

Firefox 
• To refresh the current mail box, click “Check Messages” in the top middle 
• To compose a message, click “New message” in the top left 
• To access all folders, click “Click to view all folders” on the left side and select the one you want from the drop-

down menu 
• To scroll through pages of messages, click the arrows in the bottom right corner 
• To check or change options click “Options” in the top right corner 
• To securely log out of Webmail, click “Log Off” in the top right corner 
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Safari 
• To refresh the current mail box, click “Check Messages” in the top middle 
• To compose a message, click “New message” in the top left 
• To access all folders, click “Click to view all folders” on the left side and select the one you want from the drop-

down menu 
• To scroll through pages of messages, click the arrows in the bottom right corner 
• To check or change options click “Options” in the top right corner 
• To securely log out of Webmail, click “Log Off” in the top right corner 
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Internet Explorer 
• To refresh the current mail box, click “Check Messages” icon in the top middle 
• To compose a message, click “New message” in the top left 
• To scroll through pages of messages, click the arrows below the list of messages 
• To check or change options click “Options” in the top right corner 
• To securely log out of Webmail, click “Log Off” in the top right corner 

 

 


