MASS HIWAY WEBMAIL 2.0 QUICK REFERENCE GUIDE
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Please enter your user ID and password

User ID | Ron.Weasley

Forgot password
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i i & (Ron.Weasley)¥ LOGOUT
Main Mailbox: ) (20)
. (12) (13)(14) (15) (16) (17) (18)
Weasley, Ron Q, Search Inbox (10) |E| ‘ - | - | | F= H 2 H T |
My Mailbox
MY MAILBOX Sortrecentattopv | (11) o
(2) Granger, Hermione Fri 16:19 eet me...
. Re: Test -- sending attachment Granger, Hermi Granger@direct.hogy .nets to -
3) [ Archive e Ron. y@direct.hog hiway.net, ! Mark as Unread || 25-Oct
[ Follow-up Hermicne.Granger@direct... & r 15.50 Harry.Potter@direct.hogwarts.masshiway.net
(4) i Drafts Dispatched: Re: Test - sending attach... Hey Guys,
(5) o sent Granger, Hermione & Fri 10:10 Meet me outside of the Room of Requirement at dusk tomorrow. Harry, send over the outline of needs we
— + Test — sending attachment drafted, by replying-all here. This mailbox is secure for the attachment.
6) W Trash
(6) Albus.Dumbledore@direct... @ 14-Nov Hermione
Dispatched: Fwd: Test CCD
Dumbledore, Albus & 14-Nov
“ Test CCD
Potter, Harry & 25-Oct
Re: Meet me...
Hermione.Granger@dir... 25-Oct
Dispatched: Re: Meet me...
Granger, Hermione 25-0ct
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« %F Preferences
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1 | Mass Hlway webmail login screen 6 | Discarded messages 11 zigtvzf;ﬂifiji?rtii?];e;felcﬁd folder; Drop- 16 | Print selected message

2 | Inbox for incoming mail 7 | Add a new subfolder (customization) 12 | Create a new message to send 17 | Move selected message to another folder
3 | Subfolders created via customization 8 | Address Book management 13 | Reply to selected message 18 | Discard selected message

4 | Draft messages pending to be sent View/Update your preferences 14 | Reply-all to selected message 19 | Menu to adjust notification settings

5 | Sent messages 10 | Search your inbox for messages 15 Forward selected message 20 | Log-out of the application
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Reading Incoming Mail Q Search Inbox

1. From the Main Mailbox, you will default to the Inbox, which displays the list of messages. B |
a. Atthe top of this list, you can toggle the means in which the messages sort, by clicking on the
downward arrow next to Sort...
b. You can also use the Search Inbox function to find a specific message. Click into the field and type any
keyword such as a subject or sender, and hit Enter on your keyboard to find your message. Sort by sender
2. Select the message you would like in the list.
3. The message will then display in the reading pane to the far right of the screen.

Sortrecentattop  Sort oldest at top

Sortstarred at top  Sort unread at top

Replying to Message

1. From the Main Mailbox, select the message from the list of messages.

Q Search Inbox |E| ‘ﬂﬂ-ﬂ |a”a” W‘

. . . . Sortrecent attop ¥
2. Click on the single arrow facing left to Reply or the double arrows facing left to Reply-all. < — 77 Meet me...
. . . ranger, nermione
3. This will launch a new message window called Reply Message or Reply-all Message, & Meet me.. Granger, Hermione <Hermione.Granger@direct.hogw
. .. . . Ron.Weasley@direct.hogwarts.masshiway.net,
which works similarly to the New Message window, but also contains the quoted text Hermione.Granger@direct... @ [y 15.50 | | Harry.Potter@directhogwarts.masshiway.net
from the message you received, in the Message field. Dispatched: Re: Test - sending attach... || ey Guys,
i i Granger, Hermione & Fri 10:10 Meet me outside of the Room of Requirement at dusk
4. Compose your résponse in the Message fleld' * Test —- sending attachment drafted, by replying-all here. This mailbox is secure fo
5. Click Send. i _
Albus.Dumbledore@direct... @ 14-Nov Hermione

Creating a New Message

™), to launch a new

1. From the Main Mailbox, click on the envelope icon (

B2 New Message

tab in your browser called New Message. Weasiy, Rom o - Y prrm—
2. Search for a recipient for your message in the To field, or click on Show 104 Qa® frsname )
Provider Search to open the advance search function. © s Recpint ‘ estame
3. Once you find the individual, you can Add To Address Book, add them to CCJ e Z:Iw a
the To field of your message, or add them to the CC field of your message. 2 )7 (2] (2] (@) [paragronn 5] Location
Do not type or paste an address into the “To” field unless you are sure it is a secure Direct Address. N © Show 10 results O Show maximum resules | Q

4. Add a Subject to the message and complete the Message field.
5. Add any secure patient data to the Attachments field, by clicking Browse
(toward the bottom, under the Message field) to search your computer’s

hard drive for the desired documentation to share.
Be sure to remove sensitive information from your computer’s hard drive after sending a
message through the Mass Hlway.

ATTACHMENTS

Browse...

6. You can come back to your message to send later, and click on Save Draft, (save asDraft | Lastsaved a few seconds ago Discard
or click on Send once you have indicated the recipients and completed the
message.
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