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WebMail Basics 

 

WebMail is the web-based e-mail program which allows access to St. Norbert College e-mail accounts through a web 

browser, from either on- or off-campus computers. Because WebMail is web-based, you do not have to install an 

e-mail program on your computer in order to use it. You use Netscape or Internet Explorer to go to the SNC 

WebMail address, http://www.snc.edu/webmail, and log into your account. If you are currently using another e-mail 

program, and wish to move to WebMail, contact the Help Desk for assistance in converting your saved messages and 

folders. This handout assumes that you are familiar with the basic concepts involved in using electronic mail. 

Logging in to WebMail 

1. Open your web browser (Netscape or Internet Explorer) and go to http://www.snc.edu/webmail. 
2. In the “Login ID” box, type your 6-character login ID. Click in the “Password” box. 
3. In the “Password” box, type your password. 
4. Click on the Log In button. 

Configuring WebMail 

If you have not used WebMail before, you should first set it up. This only needs to be done once. 

1. Click on the Options button.  

2. In the “Full Name” box, replace your login ID with your full name. 
3. Click the OK button (at bottom of screen) to save your changes. 

Reading Messages 

When you log in to WebMail, you will see your New-Mail folder, or inbox, containing your new messages. Unread 

messages are shown in bold. Messages are saved in your New-Mail folder until you delete them or move them to 

another folder. 

To open a message, click anywhere on the “Subject” or “From” line. 

To return to the list of messages, click on the  in the upper right corner or the Index button.  

By default, WebMail will display the 20 most recent messages in date order on the first screen. To get to the next 

page of messages, scroll to the lower right corner of your message list and click on the down arrow. 

Deleting Messages 

To delete a message, open the message and click on the Delete button. WebMail will save the most recent 20 

messages you have deleted in the Deleted folder. To delete messages from the Deleted folder (remove them 

permanently), open the Deleted folder and delete them. To delete more than one message at a time, when viewing a 

list of messages, check their boxes in the “Status” column, then click on the Delete button. 

Printing Messages 

To print a message, first open the message, then use the Print button in the browser window (i.e., the Netscape or 

Internet Explorer print command). 

Saving Messages 

To save a message in a folder, open the message, then click on the File button.   From the Folder list, select 

the folder to which you want to move the message, then click the Select button to move the message. 
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Composing & Sending Messages 

1. To compose a message, click on the Create button.   

2. Type the recipient’s e-mail address on the “To” line. When sending to an SNC e-mail address, you do not need to 

type the “@snc.edu” (for instance, to send a message to Donald Duck, you could just type donald.duck). If 

you want to send the message to more than one person, use commas to separate them on the “To” line. To select 

an address from an address book, see the section Using Address Books, on page 3-4. 

3. Type the subject of the message on the “Subject” line. 
4. Use the “Add Signature” check box on the right to add your signature file, if you have one.  
5. Type the text of the message in the “Message” box. 
6. To spell-check the message, click on the Spell button.  

7. To add an attachment, see the section Sending Attachments, below. 

8. When you are ready to send the message, click on the Send button at the top of the window.  

Replying to Messages 

1. To reply to a message, open the message, then click on the Reply button.  

2. The text of the original message will automatically be included in your reply (you may delete it if you wish). 
3. Type your reply and send the message as described in the previous section. Before sending, check the “To” field 

to make sure the message is being sent to the correct address (especially important with discussion lists). 

Forwarding Messages 

1. To forward a message to someone else, open the message, then click on the Forward button.  

2. Type the person’s e-mail address on the “To” line. 
3. Any attachments included with the original message will automatically be included with the forwarded message. 

(To remove them, click on the Attach button, highlight them, and click on the Delete button.) 

4. Edit and send the message as described in the section Composing & Sending Messages, above. 

Sending Attachments 

1. To attach a file, first make sure that the file is closed. 
2. In the message composition window, click on the Attach button.  

3. Click on the Browse…, button. 
4. Change the “Files of type” box to All Files. 

5. Locate the file, click once on it highlight, and click the Open button. 

6. Click the Add File button. Warning: The file is not attached until you click the Add File button! The file must 

appear in the “Attached Files” box, as shown below. 

        

7. To attach more files, repeat steps 3-6 for each one. 
8. When all of the files you want to attach are in the “Attached Files” box, click OK. 

9. Edit and send the message as described in the section Composing & Sending Messages, above. 

 

Warning:  You cannot send a file as an attachment if it is currently open in another program. Make sure you have 

closed the files you are attaching before you attempt to send the message to which they are attached. 

 

Note:  You should indicate in the body of the message what the attachment is, and what program was used to create 

it. It is also helpful to find out ahead of time if the person has a program with which the attachment can be viewed. 

Avoid sending large attachments unless the recipient has approved them in advance. 
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Receiving Attachments 

Attachments are shown at the bottom of the message body by a disk icon and the name of the attachment. 

1. To save an attachment, right-click (CONTROL+click on the Mac) on the file name and select Save Link As…/Save 

Target As… . 

2. Choose the drive and folder in which you wish to save the attachment, and click on Save. 

3. Virus-scan the file you just saved (on campus, right-click on the saved file and select Scan for Viruses). 

4. Once you have determined that the file is virus-free, you may then use the appropriate program to open it. 

Managing Messages & Folders 

WebMail automatically creates three folders for you - New-Mail, Outbox, and Deleted. You can create other folders 

as you need them. All of your folders are shown in the Folder list (pictured at the bottom of page 1). 

To work with your folders, first click on the File button to get to your folders menu.  

To create a new folder, at the bottom under “Create a New Folder with the following form:” type a name for the 

folder and click on the Create button. 

To delete a folder, select it from the Folder list at the top, then click on the Delete button (pictured at the bottom of 

page 1). You will be asked “Are you sure you want to delete this folder?” Click on Yes to delete it. 

To see the messages in a folder, select it from the Folder list, then click the Select button (pictured at the bottom of 

page 1). Work with the messages in the folder as described in previous sections. 

SORTING MESSAGES 

You can sort the messages in any folder by date or sender (“From”). Click on the appropriate column heading to sort. 

Creating and Using Signatures 

A signature is text that is automatically added to the end of messages you send, which is normally used to provide 

contact information such as your name, title, e-mail address, and phone number. 

1. To create or edit your signature, click on the Options button.  

2. In the “Message Signature” box, type your signature. 
3. If you want your signature to be automatically added to all messages you send, check the “Add Signature to 

Outbound Messages” box. If you do not check this box, you will add your signature to each outgoing message as 

needed by checking the “Add Signature” check box in the message composition window. 

4. Click OK (at bottom of screen) to save your changes. 

5. You may want to test your signature by sending a message to yourself, so you see if it looks acceptable. Realize 
that, due to font differences, your signature may look somewhat different to other people. 

Using Address Books 

WebMail provides a personal address book, which you can use to store names and e-mail addresses, as well as a 

College-wide address book, in which you can look up e-mail addresses for people on campus. 

SNC ADDRESS BOOK 

1. In the message composition window, click on the Address button.  

2. To look up an SNC e-mail address, type the person’s first or last name, or both, into the first box at the top and 
click on the Search button. (see large picture on next page) 

3. Highlight the name you want from the Search Results list on the left, then click on the TO button to add the name 

to the Selected Recipients list on the right. This puts the address on the “To” line of your message. To add the 

address to the “Cc” or “Bcc” line of your message instead of the “To” line, click on the corresponding button. 

4. When finished adding addresses to the Selected Recipients list, click the OK button at the bottom of the window. 

5. Edit and send the message as described in the sections above. 
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PERSONAL ADDRESS BOOK 

1. In the message composition window, click on the Address button.  

2. To add an entry to your address book, at the bottom of the screen under “Add or update personal address book 
entry,” fill in the “Name” and “E-Mail Address” boxes, then click on the Save button. 

        

3. To permanently delete an address book entry, highlight it in the list on the left and click on the DEL button (see 

picture below). 

4. To use your address book entries, highlight the name you want in the list on the left, then click on the TO button 

to add the name to the Selected Recipients list on the right. This puts the address on the “To” line of your 

message. (Although the address seems to disappear from your address book, don’t worry – it really is still there.) 

To add the address to the “Cc” or “Bcc” line of your message instead of the “To” line, click on the corresponding 

CC or BCC button (see picture below). 

5. When finished adding addresses to the Selected Recipients list, click the OK button at the bottom of the window. 

       

Creating Distribution Lists 

WebMail allows you to create distribution lists for groups of people/addresses to which you regularly send e-mail, 

such as all of the people in your department. 

1. To create a distribution list, move the people from your address book to the Selected Recipients list, as described 
in the previous section (as if you were going to send them all a message). 

2. At the bottom of the window, in the “Save "Selected Recipients" as a personal distribution list named” box 
(pictured at the top of this page), type a name for the list, then click on the Save List button. 

3. To send a message to a distribution list, select it from your address book, just as you would any other entry. 

Questions and Assistance 

If you have any questions or need more information, please call the Help Desk at (920) 403-HELP (4357), contact us 

via e mail at helpdesk@snc.edu, or stop by the Help Desk in Cofrin 101. The Help Desk is for St. Norbert College 

students and employees only. 

B.B. King[bb.king@snc.edu] 
Donald Duck [donald.duck@snc.edu] 


