Webmail Upgrade Orientation

Log In

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

HOBART AND WILLIAM SMITH COLLEGES

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

O Th public or shared computer
The available options when logging in include: :

e Areyou 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.

e Do you want to use the Full or Light

version of Webmail? The Light version is rassocr: [
faster and runs on most Web browsers. [ logon |
The Full version has some additional
features that are currently only supported 55 Commectint o Shcromsfl Exchings

by Internet Explorer. Both the Full and @ 2007 Miorasoft Corporation. All ights reserved.
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
e To refresh the current mail box, click “Check Messages” in the top middle
e To compose a message, click “New message” in the top left
e Toaccess all folders, click “Click to view all folders” on the left side and select the one you want from the drop-
down menu
e To scroll through pages of messages, click the arrows in the bottom right corner
e To check or change options click “Options” in the top right corner
e To securely log out of Webmail, click “Log Off” in the top right corner
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Safari

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

down menu

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

@r - |E| https: | fwebrmail s edufovwal# A | |‘}|| A | |Live Search ||"f:l ‘|
1 ” »
W [gHWSLP'BI - Dutlook Web Access I l il i v [ Page - O Tonk -
webmail by
5 I i! y 4
HOBART AND WILLIAM SMITH COLLEGES ~ o [T (| = ovtons | HusLB1 - | Log OFF
‘Connectad to Microsoft Exchange
Mail & Inbox (37 Trems) @ Help
= £ HWSLAB1 @ l[. o X - @ i Reply @ Reply to All | {3 Forward
[ calendar
C"I’”BT Search Inbox £ -'¥  Buy Mom flowers and we’ll give you WinZip!
o Deleted Items
L7 Drafts [5] Arrange by: Date ~ Mewest ontop = WinZip Computing [winzip-announce@winzip.com)
F_3f1 Inbox Two Weeks Ago “ | Sent: Monday, May 05, 2008 9:33 PM
['@ Junk E-mail 51 HWSLABL 6/24/2008 To:  Testlab 1, HWSLABL
[ Motes "
est
(3 Outhox . ;
1 RSS Feeds (5 Chris Gregory &/24/2008 > _ _ . .
ESent Items fest ‘ l I‘ ii ,. . ﬁ
[ Sent Messages (=1 DeVuyst, Jeff 6/24/2008 T LAY S =
3 Sync Issues testl 1136 A Corel’ company
] Tasks Last Month
Search Fold
ClEmEE s (= Bartels, Frank 6/2/2008
RE: WO # 85793 -
Older
........ =3 Martini Student Newspaper 5/7/2008 7 Send flowers
[g:ﬂ Mail ; ;
- ;ﬂ:ﬂ:o?;;z\lf:rr;gand well give you WinZip! Sfel00e / g i (
@ Calendar _ : 7 f !
&l peval, Ronnie 4/28/2008
g; Contacts Out of Office AutoReply: phonecall
‘E ﬂ Lyons, Andrew 4/23/2008 %
| Tasks Out of Office AutoReply: WO # 64463 - needs help setti... H H
72 o " (=1 McLaughlin, Kelly 4/13/2008 G et WI nZI p 1 1 - 2
r% oruments Thank you - 'l
9 Ppublic Folders € fems | todFoid 144 b bl | [

I & Internet F100% -

Page 4 of 4



