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LOGGING IN 
 

 
1. Go the West Chester homepage and under the Application Access heading  

click on Webmail and log in . 

 
  
OR 
 

1. Open up your web browser and type the following address in the address bar: 

webmail.wcupa.edu 

 
2. The Welcome to the WCU Webmail & Network Account Management page 

will open  
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3. Click on the Webmail Login    icon. 
 

2. You will come to the Phishing Email Alert page, click Click Here to continue 
to the login page 

4.  
 

5. Type in your username, which is your first initial last name @wcupa.edu (ex. 
jsmith@wcupa.edu) and then type in your password.  Please Note:  This is 
also the user name and password you type when you login on campus.  
 

a.  Note: Under Security select either This is a public or shared 
computer or This is a private computer 
 

i. Select This is public or shared computer, if you use Outlook 
Web Access on a public computer. Be sure to log off when you 
have finished using Outlook Web Access and close all windows 
to end your session 
 

ii. Select This is a private computer, if you are the only person 
who uses this computer. Your server will allow a longer period 
of inactivity before logging you off.  
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6. Click Log On.   
 

WEBMAIL SCREEN 
 

 
 
 
 

Navigation Pane   Folder List     Main Screen 

Toolbar  

Options 
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NAVIGATION PANE 
 

¶ Mail- Select this option to display mail in your Inbox. 

¶ Calendar- Select this option to display your calendar.  

¶ Contacts- Select this option to display the contact folder.  

¶ Tasks- Select this option to create and track a project or an assignment 

¶ Public Folders- Use this option to create, delete, move & copy public folders.  
 

FOLDER LIST 

¶ The Folder List displays all of the folders under your mailbox.  To display all 

folders click on the down arrow to the right of the Folders icon.  
 

¶ Click the specific folder you want to view. 

¶ To add a new folder, right click on the folder that you would like to add the 
subfolder to and select Create New Folder... 

 
 
OPTIONS 
 
Customize your webmail by using the following options.  When you change any 

settings for the following options, you must click on Save  in order for your 
settings to take effect. 
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Regional Settings  
 

1. Above the toolbox click Options, then select Regional Settings 
 

2. In this section you can select/ edit your Language and Date and Time 
 
Messaging Options 
 
You can set how many messages you would like displayed per page in your Inbox 
or other folders.  This option also allows you to display a notification message 
when new mail arrives.  Finally you have the ability to add a custom signature to 
your messages and set the font for new, replied to and forwarded messages, a 
long with Message Tracking Options and Reading Pane Options. 
 

1. Next to Number of items to display per page click on the down arrow to set a 
number.  The higher the number the longer it will take for the page to 
refresh. 
 

2. Check the Display a notification message when new mail arrives for a 
message to appear. 
 

3. Select Play a sound when new mail arrives if you want to be notified by 
sound. 
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4. Email Signature-  
In the Signature text box type the signature you want to use and click on Save 
and Close.  Check Automatically include my signature on outgoing messages 
if you want your signature to appear on every message. 
 

5. Message Format- 
Click on Choose Font button to select the font for new, replied to and 
forwarded messages.  In the font dialog box select a font, style and size, and 
then click ok. 
 

6. Message Tracking Options-  
Select how to respond to requests for read receipts.  
 

7. Reading Pane Options-  
This option allows you to determine whether items displayed in the Reading 
Pane will be marked as read or left as unread. 

 
a. Mark item displayed in Reading Pane as read: this allows you to mark 

an item as read.  You can set a delay for when an item is marked as 
read by selecting a number in the Wait seconds before marking item 
as read box (5 seconds is the default). 
 

b. Mark item as read when selection changes:  this allows you to mark 
items viewed in the Reading Pane as read after you select another 
item from the list.  This is the default setting. 
 

c. Do not automatically mark items as read:  this allows you to leave 
items viewed in the Reading Pane as unread. 

 
Spelling 
 
Use this option to customize your spelling checker. The Automatic Spell check will 
automatically underline potentially misspelled words before you send an email. 
 

1. To automatically check spelling before a message is sent click the box next to 
Always check spelling before sending which is located under Options- 
Spelling. 
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To spell check a message in another language under Select the language of the 
dictionary to use while checking spelling click on the down arrow and select the 
language. 
 
Calendar Options  
 
This option allows you to customize how your calendar is displayed. 
 

1. To select the day the calendar displays at the beginning of the week click on 
the Week begins on list and select a day. 

a. If you would like the week number to appear select the option from the 
First week of year list. 
 

2. Calendar Work Week- 
For times that will display for each business day make your selection from the 
Day start time and Day end time lists. 

 
Out of Office Assistant 
 

1. Above the toolbox click on Options.  
 

2. Select Out of Office Assistant select Send Out of Office auto-replies or 
select Send Out of Office auto-replies only during this time period and 
select the time period.  
 

3. Compose your message in the text box. 
 

4. Click on Save. 
 

Note: You have the ability to set separate Out of Office messages for internal 
and external senders. Internal are senders from inside your organization, and 


