Student WebMail Instructions

How to Login
1. Accesstheinternet and open the school web site: www.goldenvalleyhighschool.com
2. Click on the button titled “ Student Mail”, which is found at the bottom left.

3. Login. Your “Username” is your 8-digit Student 1D, but without your year of graduation. Y our
“Password” is your six digit birthdate. Y ou will want to change your password as soon as possible

William S. Hart Union High School District

Student WebMail System

Please enter your 8-digit Student ID and password, then click the Log In button to enter the system.

Usermane: |

Password: | LO_gan

4. Thefollowing are the options you have.

o]

Delete “Bet= : This allows you to get rid of any old emails you no longer want.
-

File =& _: This allows you to save emails in another location besides the email program.
Create M: Thisis the button to make a new email.

aﬂ . . L .
Check “Steck|: This button will check for any new email since you logged in.

e}
Sear ch ‘Se2ch: Use this to ook for emails you have received but can't find.

-
Options _EM*J: Use this to change the way the window |ooks or more importantly to change your
password.

L ogout L@: When you leave, make sure you logout.

il
Help “Hee : If you have any questions, thisis an excellent way to get the answers.

F WebMail - Joe Grizzlie's New-hiail Folder

oibe| 8 | b | | o] ] |
Asams)  Bem Sl Due  Tme

Folder: | Mew-Mail - Mail Inbox | El I Check all displayed messages Mezzages: 0 (0 thru 0)

5. Your email addressisyour 8 digit student id with <@hart.k12.caus> at the end or
12345678@hart.k12.ca.us
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How to Create a New Email
1. Login to your email.

fir|
2. Click on “Create” (&2 | Type in the appropriate information below.

2
Suddress

F WebMail - Create Message
= I &)

Atack | Spel Drraft

L] A R

Typein the email
address here.

. Urgent [
= ={ Check
cefe—j CC=CarbonCory M cneoing. _—=FLRA
Bee| | AV y in the CC wi = Ul :
get a copy of the email | will put Add Signatury 7
pres ' your email
L \ 7 firstin Checking
BC = Blind Copy therr list. Registered
Anybody in the BC will get will m?lirl;
a copy of the email, but no : you will be
one else will know they got ggﬁi&r‘rgep‘dd mg]'ﬁe
Subject makesit easier for m.eanstheemall emall Is
: will opened.
peopleto quickly know automatically be
what the email is about. signed by you.
The Message area iswhere you write your email.
&

3. Click the “Send” button to send your email.
4. The buttons shown at the top of the window above can be very important:

=)
Addressi#=s=: Y ou can store addresses of people you send emailsto alot.

H
Attach ‘##sshi: This alows you to send something to another person. This can be a PowerPoint
presentation or typed paper or a picture or anything else.

v
Spell “Se=t|: Check the spelling of your email.

£
Draft "B If you don't have time to finish your email you can use this button to finish it later.
Send [Sedl: Click this button to mail the document.

3
Inbox - l:hm : This button allows you to check any emails people have sent to you.

il
Help CHee : This is where you can learn how to use the program.
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How to Change Your Password
1. Login to your email.

2. Click on “Options’ -

[¢5] WehMail - Change Options

DEFAULT - Default Large Webbail Yersion 3 Templates =

[
.

3. Type your new password in the space “ Change Password”.

4. Re-type your new password in the space “Re-type Password”.
5. ClickoK” K|
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How to Use Your Address Book

Choosing People to Email
1. Login to your email.

2. Click on “Create” -
3. Click on “Address’ H

2| WehMail - Address Book

[ Seach
PERSONAL - Personal Address Book !

VictoriaViking@hart k12.ca.us
CoryCenturian@hart k12.ca.us
Katrinalndian@hart k12.ca.us
CowboyJake@hart kl12.ca.us
WillyWildeat@hart k12.caus CowboyJake®@hart. k12 .caus
Katrinalndian®hart k12.ca.us

WillyWildcat@hart k12.ca.us

m
-

_cc |

VictoriaViking@hart k12.ca.us

m
-

Click on the email of the person you want to send the email to.
Click the“TO"

0 | putton to send the email to that person.

Click the“CC” €€ | putton to send acopy of the email to that person.

Click the“*BCC” _BS€_ putton to send acopy of the email to that person wit hout anyone el se knowing.
Click the “DEL” P& | putton to change your mind about sending the email to that person.

© © N o g &

Click the“OK” ﬂ button to put the email addresses you have chosen into the email you are going to
write.
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Adding People to your Address Book Manually
1. Login to your email.

2. Click on “Create” -
3. Click on “Address’ -

2| WehMail - Address Book

I
PERSOMAL - Personal Address Book =| Change

VictoriaViking@hart k12.ca.us
CoryCenturian@hart k12.ca.us
Katrinalndian®@hart k12.ca.us
CowboyJake@hart k12.ca.us
WillyWildcat@hart k12.ca.us

HH
m
—

|

m
—

4. Type in the name and email address of the person you need to add at the bottom of the Address Book
window.

5. Click the “Save’ S22 | button.

6. Click the“OK” ﬂ button if you want to go back to your email. Select people to send the email to if
you need to.
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Adding People to Your Email Using Emails You Received
1. Login to your email.

2. Open an emall.
3. If you want to add this person to your Address Book, click on the button“Add to Address Book”
Add o Adchess Book |

[ WebMail - Grislies Getting Strong

ﬁr||:| a'r~a|€o|ﬂ| n et .-.':r|‘i>|
Dislste | File Ceeste | Reply | Rephdl] Foowaid  Poewous|  Med | Swgrr | Index | Help
Date Sent: | Friday, Apnl 25, 2005 10:23 AM
From: Cowgicl Kape Add to Address Book

Ta: | Cary Grizzlic
Subject: Gnzzhes Getting Strong

Status: I [~ Trgent [ MHew

Golden Valley's wiewtop locanon 12 excellent. How does it feel locking
dowm at the rest of the valley?
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