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Overview 

What is WebMail 6.0? 

 
WebMail 6.0 is an online email client which runs in your web browser. WebMail 
6.0 allows you to access your email, contact list, and calendar from any computer 
with an internet connection and a web browser. 

Login to WebMail 6.0 

1. Enter your full email address  
2. Enter your  email password  
3. Click the ñLoginò button to access WebMail 6.0. 

 
 
 

 
 
 
 

If your user information is incorrect, the login page will be re-
displayed stating: ñIncorrect username/password. Please try again.ò  
Please verify that you are using your full email address such as 
johndoe@domain.com and that you have the correct password. 

Webmail 6.0 Login 
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The WebMail 6.0 Main Screen 

The Main Screen allows you to navigate through a Main Menu, access Quick 
Links and view Statistics. 
 
 
 
 

 
 

 

 

WebMail 6.0 Main Screen 

Help 

Logout 

Statistics 

Feedback 
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Main Menu 

 

 

Main Menu 

 
On the top left of the screen of the WebMail 6.0 interface there is a static Main 
Menu:   

 Home 

 Inbox 

 Contacts 

 Calendar 

 Notes 

 Mobile 

 Preferences  

 
 
 

 
 
You may access any one of these functions by clicking the tab on the Main Menu 
bar. 

  

Secondary Menu 

 
The Secondary Menu is located directly under the Main Menu.  The Secondary 
Menu changes with each selection made within the Main Menu   
 

 
 
 
 

Clicking the ñHomeò icon from any feature screen will take you back 
to the WebMail 6.0 Main Screen. 

 

 

Feature Details 
 

The Main Menu in WebMail 6.0 navigates you through several options: 

 Home 

 Inbox 

 Contacts 

 Calendar 

 Notes 

 Mobile 

 Preferences 

 

Secondary Menu 
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Each section is described in detail below. 
 

Home 

 

 

 

The ñHomeò section displays information about your calendar and the account of 
your new messages. 

 

Inbox 
 

The Inbox section is used to view, send and manage email messages. 
You are able to perform the following tasks in the Mailbox: 
 

1. Organize Inbox Layout 
2. View Messages 
3. Compose Messages 
4. Check Mail 
5. Delete Mail 
6. Find Messages 
7. Manage Personal Folders 
8. Move or Copy Messages 

 

 
 

Secondary Inbox Menu 



 

 8 

1) Organize Inbox Layout  

The layout of the WebMail 6.0 Inbox interface is comprised of 3 Panels by default  
A) Mail Folders Panel: situated on the left of the screen. 
B) Mail Listing Panel: situated at the top right of the screen. 
C) Mail Preview Panel: situated at the bottom right of the screen. 

 

 

 
 

 
A) Mail Folders Panel 
The messages contained in the selected folder will be displayed in the Mail 
Listing Panel.  To switch to a different folder, click the folder icon or name. 
 
 
The Mail Folders Panel displays the following default folders: 

 Inbox 

 Sent Mail 

 Junk Email 

 Trash 

 Drafts 

 Personal Folders 
 
 
 
 
 
. 

You can increase the loading speed of your WebMail 6.0 account 
by limiting the size of your Inbox.  To do this you may wish to 
delete unwanted messages from your Inbox or place them in 
personal folders. 

 

Mail Folders 

Mail Listing 

Panel 

Mail Folder 

Panel 
Mail Preview 

Panel 

Inbox 



 

 9 

 
 
Folder Options 
To display the folder options, right-click the folder icon or name.  For all 
folders except ñPersonal Folders,ò the following options will be displayed: 
 

 Mark All Messages as Read: This option will mark all messages in 
the folder, including any new messages, as having been viewed. 

 

 Mark All Messages as Unread: This option will mark all messages 
in the folder, including any old messages, as not having been 
viewed. 

 

 Empty Folder: This option will move all messages into the Trash 
folder.  You may still view and recover the messages from the 
Trash folder.  

 
 

 
 

 
Hide or Show the Mail Folders Panel: 

 

 Hide: Click the down-pointing arrow in the ñMail Folders Panelò title 
bar.  This will hide the ñMail Folders Panelò. 

 

 Show: Click the down-pointing arrow in the ñMail Folders Panel,ò 
title bar. This will show the ñMail Folders Panelò. 

 
 
 
 
 
 
 
 

 

Right-Click 

Folder Options 
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None 

 
 

 
 
 
 
 

 
 

B) Mail Listing Panel 
The Mail Listing Panel displays email information, by clicking on ñFrom,ò 
Subject,ò ñDate,ò and ñSize,ò you will be able to sort in ascending or 
descending order.  
 

 
 

Message Listing 
Bar 

Description 

Select All  You can select more than one message by using the 
Shift key on your keyboard. 

 
Will display the message source. 

 
You can click on this icon in order to mark messages for 
follow up. 

Message status The message status will be indicated with an icon in the 
second column. The following icons may be displayed: 

o Seen: indicates the message has 
been seen. 

o Unseen: indicates the message 
has not been seen 

o Deleted: indicated the message 
has been deleted 

o Answered: indicated the message 
has been replied to. 

o Draft: indicated the message has 
been saved as a draft. 

o Attachment: indicates the 

Click to 
Hide 

Hide Mail Folders 

Click to 
Show 

Show Mail Folders 

Message Listing Bar 
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message contains an attachment. 
 

From 

 

The sender of the message will be displayed in this 
column. 

Subject 

 

The subject line of the message will be displayed in this 
column. 

Date 

 

The date the message has been received by the server 
will be displayed in this column. 

Size 

 

The size of the message, including all body text and 
attachments, will be displayed in this column. 

 

Horizontal view of the email message. (Mail Listing 
Panel on top and Mail Preview Panel on the bottom) 

 

Vertical view of the email message (Mail Listing Panel on 
the left and Mail Preview Panel on the right) 

 
C) Mail Preview Panel 
Click on an email you wish to view in the Mail Listing Panel. The Mail Preview 
Panel displays the contents of a selected message.  For the selected 
message, the following information is displayed: 

 Header Fields (i.e. To, From, Subject, Date) 

 Attachments 

 Message Body 
 

 

 
 
 

Click on  to add the contact to your address book.  

Click on  to hide/show the Header fields of the email message 
 
 
 
Resizing Panels 
You man change the size of the panels by dragging the bars that separate each 
panel.  

Mail Preview Panel 

Attachment 

Message 
Body 

Header 
Fields 

Show image/styles, Message source, 
Print 
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2) View Messages 

 
To view a message, click on any part of the message listing in the Mail Listing 
Panel.  This will display the message in the Mail Preview Panel. 
 
To view a message in a new window, double click any part of the message listing 
in the Mail Listing Panel.  This will open a new window and display the message. 
 
To view or save message attachments, click the attachment link icon in the 
Message Preview Panel while the message is displayed. 

New 

 
 When you click ñNewò the Compose new message window will be displayed. 

 
 

 

Drag Bar 
Up or Down 

Drag Bar 
Left or Right 

Resize 
Panels 
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Composing Mail 

 

Here you will be able to compose an email message and send it to selected 
recipient(s). 
 

3) Compose Messages 

 
From the Secondary Menu you may select one of the available ways to begin 
composing a message: 
 
 

 
 
 
 

Secondary 
Menu 

Description 

New To compose a new message, click ñNewò from the Secondary 
Menu.   

Reply To reply to a received message, you must first select the message 
from the Mail Listing Panel. Once a message is selected, click the 
ñReplyò button in the Secondary Menu.   
 
This will open a Compose window with the following fields 
completed: 

 The To field will contain the senderôs email address 

 The Subject field will contain the messageôs subject line 
preceded by ñRe:ñ for ñReplyò 

 The Body field will contain the messageôs body indented to the 
right 

Reply All It has the same functionality as ñreplyò except that in this case the 
ñToò field will contain the senderôs email address and all the email 
addresses that appear in the ñCCò field of the received email 
message. 

Forward To forward a received message to other recipients, you must first 
select the message from the Mail Listing Panel. Once a message 
is selected or displayed, click the ñForwardò button in the 
Secondary Menu.   
This will open a Compose window with the following fields 
completed: 

 The Subject field will contain the messageôs subject line 
preceded by ñFw: ñfor ñForwardò. 

 The Body field will contain the messageôs body. 
 

Junk To move a message to the junk folder, you must first select the 
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email message and then click on ñJunkò. The email message will 
be moved to the ñJunkò folder. 

Delete To delete a message, you must first select the email message and 
then click on ñDeleteò. The email message will be deleted and 
moved to the ñTrashò folder. 

 
The Compose Window 
 
The Compose Window allows you to perform the following tasks: 
 

a) Select Recipient(s) 
b) Type Subject 
c) Select Message Format (HTML, Text) 
d) Save Message Copy 
e) Type Body 
f) Spell Check 
g) Include Attachment(s) 
h) Save Draft 
i) Send Message   
j) Priority setting 
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a) Select Recipient(s) 
There are three locations where you can place the email addresses of your 
recipients: 
 

Recipient 
Locations 

Descriptions 

To: In the textbox to the right of the ñTo:ò field, place the email 
address of your recipients. 

CC: In the textbox to the right of the ñCC:ò field, place the email 
address of the recipients you would like sent a copy of your 
message to. 

BCC: In the textbox to the right of the ñBCC:ò field, place the email 
address of the recipients you would like sent a copy of your 
message to without the other recipients (To: or CC :) seeing 
the addresses placed in this field. 
 

 
 

Auto complete remembers your email contacts you have previously 
entered into the TO, CC, BCC Fields.  Type in a portion of the email 
address, a drop down menu with matching or similar contact will be 
listed, click on the email address to accept.  
 
 
 
 
 
 

Compose Window 
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b) Type Subject 
Type the subject of your message in the textbox on the right of the ñSubject:ò 
label. 
 
c) Select Message Format 
There are two formats in which you may compose your message: 

 Text: This option allows you type your message in plain text without any 
special formatting. 

 HTML: This option allows you to type your message using HTML code 
to specify special formatting.  You may change the font face, size, color 
and weight as well as include bullets, indents, text justification and 
background color. 

 
d) Save Message Copy 
To save a copy of the message you are sending, check the ñSave a copy in óSent 
Mailôò.  This will place a copy of your message in the Sent Mail folder. 
 
e) Type Body 
In the main text area, type the content of your message. Any spelling errors will 
be underlined with red. 
 
g)   Include Attachment(s) 
To attach a document to your message, click the ñAttachò icon. This will display 
the ñUpload Attachmentò menu.  Click ñBrowseò to the select the document from 
your computer.  Click ñAttachò to attach the document to the message or click the 
ñAttachò icon again to cancel the attachment process. 

 
 
 
 

Click to 
Close 

Click Add 
Contact 

Select 
Contact 

List 

 Contacts 
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If a file has been attached, the ñUpload Attachmentò menu will close and the path 
to the document will appear next to File. 
 
 

 

 
 
 
 
 
 

To remove an attachment, click the Remove button located besides 
the attachment name. 
 
 
 

h) Save Draft 
To save your message without sending it, click the ñSave Draftò icon at the top of 
the Compose window.  The message will be placed in the Drafts folder. 

 
i) Send Message 
To send your message, click the ñSendò icon at the top left of the Compose 
Window. 
 

4) Get Mail 

Click the ñGet Mailò button on the Secondary Menu.  
 
If you are already logged into WebMail 6.0 and would like to see if you have 
received any new messages since you logged in.  This will reload the interface 
and display the Inbox Folder in the Mail Listing Panel.   
 
New messages will be displayed in the Inboxôs Mail Listing Panel. 
 

5) Delete Mail 

To delete messages, you must first select the message(s) by holding the SHIFT 
key down and selecting the messages that you wish to delete. Once one or more 
messages are selected, click the ñDeleteò button in the Secondary Menu.  

Click Browse to 
Select File 

 Attachments 

Attachments 
Listed 

Attachment List 
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Deleted messages will be sent to the Trash folder.  Messages sent to the Trash 
folder can still be viewed and recovered by displaying the contents of the Trash 
folder. 
 
 
Permanently Delete Messages 
To permanently delete messages, right click the Trash folder and select ñEmpty 
folder. 
 
 

Permanently deleted messages from the Trash folder cannot be 
recovered.  Messages in the Trash folder can be set to delete after 30 
days.   

 

6) Mark as spam 

 
Mark as Spam from the Inbox 

1. Select the email message and right clik on it.   
2. From the drop-down menu select ñMark as junkò. 
3. The email message will be moved to the Junk folder. 

 

7) Move Messages 

To move a message from one folder to another, you must first select the 
message in the Mail Listing Panel.   
 
Once a message is selected, you can: 
 

Move the Message 
Click and drag the selected message to the folder you wish to move it to.  
Release the mouse and the message will be dropped in the folder to which 
you have dragged it. This will move your selected message to the chosen 
folder.  
 

Contacts  

 
The Contacts management feature allows you to perform the following 
tasks: 

1. View Contacts 
2. Create Contacts  
3. Edit Contacts 
4. Delete Contacts 
5. Create Groups  
6. Edit Groups  
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7. Delete Groups  

1) View Contacts 

The layout of the WebMail 6.0 Contacts window is comprised of 3 Panels:  
a) Contacts Panel 
b) Preview and Editing Panel 

 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
a) Contacts Panel 
The Contacts Panel allows you to choose which contacts to display in the 
Contacts Listing Panel.   
 
There are four options to choose from: 
 

 

 Groups: This will display only the contacts belonging to the selected 
group in the Contacts Panel.  To display the contacts from a specific 
group, select that group name from the selection box and its content will 
load in the Preview and Editing Panel. 

 
 

Contacts 
Panel 

Preview and 
Editing Panel 

Contacts 

Secondary Contacts Menu 
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Groups are used to sort and manage your contacts for easy reference.  
You can create groups for such contacts as ñFriendsò, ñCoworkersò, 
ñFamilyò, etc. 

 

 Shared Contacts are email addresses being shared across a domain.              
You can view this contact list via your WebMail 6.0 Contact list.  This 
feature can be toggled on or off when editing a contact.  You cannot 
remove a shared contact that has not been added by you.    

 
Collaborative Services such as Shared Contacts, Calendars, Tasks, 
and Notes must be enabled for a domain.   

 
b) Preview and Editing Panel 

The Preview and Editing Panel allows you to display, create, and edit contact, 
group, and list information. 
 

2) Create Contacts 

To create a contact, click the ñNew Contactò icon in the Secondary Menu.  This 
will display a blank New Contact form in the Preview and Editing Panel.  You 
must provide a Name and Email Address for your new contact.  All other contact 
information is optional.   
 
 
 
 

 
 
At the bottom of the New Contact form, click ñSaveò to create the contact. Click 
on Work tab, Home tab if you want to enter more specific information regarding 
the contact.  

3) Edit Contacts 

 
To edit an existing contact, select the contact.  This will display the Edit Contact 
form in the Preview and Editing Panel.  This is the same as the New Contact 
form however the contactôs current information will be displayed in the fields.  
You may edit any of the contactôs information fields. 

New Contact Form 

Fill in Fields 

Shared 
Contact 












































































