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LOGGING IN

1. Go the West Chester homepage and under the Application Access heading
click on Webmail and log in .

Application Access Library f
Webmail Blackboard

Username

Password
] Forgot Passward
Login Change Password 2

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

West Chester Universi W "‘

Welcome to the WCU Webmail & Network Account Management

Other University

Change vour Systems
Password / Passphrase

wipweanall For access to Blackboard,
Webmail Login MyWCU and other semvices,
Click here.
WCU Webmail and myWCU use the same username and password
combination.
Remember: Passwords Expire Every 90 Days! Suppert
How old is mv password/passphrase?
Student Helpdesk
610.436.3349

Unable to Login?
Eacully & Staff Helpdesk
+ Did you add "@wcupa.edu" after your username? 610.436.3350
(e.g., ID123456@wcupa.edu or BSMITH@wcupa.edu)

7
= Did you mistype your username or password/passphrase? Junk Mail Management

» Has your password/passphrase expired? Postini
Change your expired password/passphrase g How to manage your

X junkmail settings - PDF
» Did you lose or forget your password/passphrase?
Online Password Reset Tool

» Did you recently change your last name?
Online Update Tool




Webmail

wen webmail
el

3. Click on the Webmail Login ¥ebmailLogin joqpn,

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

Phishing (FAKE) E-Mail Alert

There have been a number of email messages appearing on campus that give the
impression to be from "CAMPUS WEB EMAIL TECHNICAL SERVICE" or other similar
addresses.

These messages are requesting you to submit your username, password, etc. These are
fake messages. The staff from the Help Desks would never ask you to submit your
password or any other personal information online.

DO NOT RESPOND TO THESE EMAILS.

Click here to continue to Webmail login screen.

4 Notice Active: 5/27/2009 to 6/30/2009

5. Type in your username, which is your first initial last name @wcupa.edu (ex.
jsmith@wecupa.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.



Security ( show exp

E-mail Address:

Password:

West Chester University
Outlook Web Access

© Thisis a public or shared computer

@ Thisis a private computer

Use Outlook Web Access Light

%] :
Connected to Microsoft Exchange
© 2007 Microsoft Corporation. All rights reserved,

6. Click Log On.

WEBMAIL SCREEN

4 Mail :

5 calendar

E Contacts
z Tasks

@ Dm:umentsA

& || Inbox (33 Items, 32 Unread)

BiNew -

Search Inbox

¢ )@/ From | subject

| Received

Account, Dummy
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We... QuarantineS... 4:00 AM
We... Quarantine ... Sun 4:01 AM
We... West Chest... Sat 8/15
We... Quarantine ... Sat 8/15
We... West Chest... Fri8/14
Lux... miley wears... Fri 8/14
Rep... replica han... Frig/14
San... Finance news Fri 8/14
Ton... Guru-Graph... Fri 8/14
San... I'm your blo... Fri 8/14
Blyt... Failed to m... Fri8/14
Rep... purses Frig/14
Sau... Give us a ca... Thu 8/13
Rob... Interesting ... Thu 8/13
Lin... New itemsi.. Thu8/13
Yan... For da123456 Thu 8/13
Jan... Improve m... Thu8/13
©V... Dear da123... Thu 8/13
Eun... Ridiculous O... Thu 8/13
Seu... Callme =) Thu8/13
Lat... Icopied our... Thu 8/13
Mel... Attract fem... Thu 8/13
Dar... Files on dep... Wed 8/12
EXQ... watches wit... Wed 8/12
Sex... These FREE ... Wed 8/12
Rol... absolutely.. Wed 8/12
Cheers Wed 8/12
Thanks to u... Wed 8/12

edu
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@ Help

EhReply <
West Chester University of PA First Junk Email Safely Quarantined

West Chester University of PA Support [acc1@wcupa.edu]
Sent: Friday, August 14, 2009 6:39 PM
To:  Account, Dummy

QReplyto Al | (3 Forward

Dear dal23456@wcupa.edu,

West Chester University of PA's new junk email protection service has
quarantined its first suspected junk email message directed at you.
Since you have not signed in at your personal West Chester University of
PA

Message Center, we are sending this notification informing you of the
service's initial action. After this notification, we will begin the
standard practice of sending notifications of gquarantined

messages on a regular basis.

You can inspect your suspicious email at:

http://login.postini.com/exec/login?email=dal23456@wcupa.edu

Your temporary password is: id+aa8lK

Suspicious email is kept in your West Chester University of PA Message
Center

for 14 days, after which it will be automatically deleted.

Please visit your West Chester University of PA Message Center to
deliver

valid email or delete messages you do not want.

For help accessing and configuring your West Chester University of PA
Message Center, please visit:

http://www.postini.com/séPvices/help.html

Thank You!

. : : : =

Navigation Pane Folder List

Main Screen

Options

Toolbar
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NAVIGATION PANE

1 Mail- Select this option to display mail in your Inbox.
9 Calendar- Select this option to display your calendar.
1 Contacts- Select this option to display the contact folder.
1 Tasks- Select this option to create and track a project or an assignment
1 Public Folders- Use this option to create, delete, move & copy public folders.
FOLDER LIST
1 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. K
1 Click the specific folder you want to view.
1 To add a new folder, right click on the folder that you would like to add the
subfolder to and select Create New Folder...
Mail L
= 53 Account, Dummy
j Calendar
8:| Contacts
4 (o Deleted Items
7| Drafts
U] Inbox (30)
L @ Junk E-mail
I_L Notes
U] Outbox
=7 Sent Items
/] Tasks
3 Search Folders
OPTIONS

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

settings for the following options, you must click on Save

|zl Save

in order for your

settings to take effect.
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Opkions

Regional Settings
Messaging
Speling

Calendar Qptions
Out of Office Assistant
Rules

E-Mail Security
Junk E-Mail
Change Password
General Settings
Deleted Ttems
Mabile Devices

About

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



