Quick Guide

MECnet Portal:
Using Web-Based Emall

MEChet Web Portal - Authorized Use Only

Password:

B Remember my email address
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Logging in at School or at Home

B 1. Launch your web browser.

B 2. Goto http://portal.miltonps.org

Enter your Email address and Password as requested. Click on login.

1. Enter your complete email address;
i.e. jsmith@miltonps.org

MECHet YWeb Portal - Authorized Use Only

Password: — 2. Enter yOUF password

Bl Remember my email address

3. Click to log in

TIP: Click here to avoid typing in your username every time you log in. (NOTE: you must have the ‘accept
cookies’ feature enabled on you browser for this feature to function properly).




The Top Navigation Bar

The Navigation Bar shown below is located at the top of the page.
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The Folders Tab

This is where you will create folders to help with organization of your email messages. Creating folders to
organize your email will save you a great deal of time and it's easy to do. Note, however, that mail moved out
of the Inbox will no longer be hosted on the mail server and therefore not available to other SMTP/POP3
clients.

By default, the Inbox is created for you. The Sent folder is created the first time you send an email, the Trash
folder is created the first time you delete an email, and the Draft folder is created the first time you save a draft
message.

To create additional folders

B Select ‘Create Folder’ from the drop-down menu.

B Type the name of the folder in the pop-up box.
B Click the ‘Ok’ button

*By default, the new folder will be created under the Inbox.
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) ¥ou are mreating a toplevelFoder.
Flease enter the name of the new Folder:




The Side Navigation Bar

The Navigation Bar shown below is located on the left side of the page. We will discuss only five of the
selections offered in the Navigation Bar below. We will discuss the Options, Mail Folders (Inbox, and
Compose), Address Book and Logout tabs.

v Options for Mail Folders

Edit options for: ChooseAppl[catiun:ivl Go |

 Mheaks G

|Personal Information

1Message Composition

|Mailbax and Folder Display Options

‘Change the narne, address, and signature that

|people see when they read and reply to your ermail. |

Login Tasks

Customize tagks to run upon logon to Mail Folders.

!'Custonﬁze.huw-\,rou send mail.

|message viewing

(Change display options such as how many
messages you see an each page and haw
messages are sorted.

].Cunﬂgure how messages ate displayed.

Search Options

Deleting and Moving Messages

Control options relating to messages searching.

Set preferences for witiat happens wher you rmove
and delete messages.

Filters

New Mail

Create filtering rules to organize your incoming
mail, sort it into folders, and delete spam,

Contral when new mail will be checked far, and
|whether or not to notify you when it arrives.

Password

Change your passward,

Vacation

(Change your Vacationtfway message.

Forward

Forward your email to another address.

Address Books

Select address book sources for adding and
searching for addresses..




The Options Tab

To set general features:
From the navigation bar shown above, click on the Options Tab.

Under the Other Options column click Mailbox and Folder Display Options.

B Determine which page in the mailbox view will be displayed when you access a mailbox for the first
time.

B Default the sorting direction for email

B Determine the number of messages per page in the mailbox view.

To set an auto-reply message: Under the Other Options column click Vacation
B Type your away/vacation message in the box provided.

B Click the Save button

To change your password: Under the Other Options column click Password
B Type your old password in appropriate box marked ‘Old password’.
B Type your new password in the appropriate box, ‘New password’.
B Confirm your new password by entering it in the appropriate box, ‘Confirm new password’.
B Click the CHANGE PASSWORD button.
B To test, log in using your new password.

*All e-mail that was there under the old password will still be there!




The Inbox Tab

This is the default folder for all your email. After reading an email you have several options, i.e. respond to it,
move it to another folder, delete it, etc.

Unread messages are in bold. Click to read.

Quata status: 0.01KMB FA00.00MB (0.00%)
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In order to Delete, Flag, or Move messages, you must first select the message using the small check box.
In the view above, only the first message is selected. If you now select Delete, only that message will be

deleted. *This will move the selected email into your ‘Trash’ folder.
TIP: You may select more than one email at a time.

To move an email to another folder:

B Be sure the message you want to move is selected (a check mark appears in the check box)
B Select a folder from the drop down menu located to the right of the Move link

B Click on the Move link

TIP: Keep an eye on your Quota Status. If this goes over 75%, you should empty your trash or delete
some of your old files.
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The Compose Tab

Follow the steps below to create and send email messages.

5. Click on Send

[ Send Message _H Save Draft H Caneel Message | 1 . Type the reC|p|ent’S emall
annelvse@salemM -
To (3]

Cc =
N 2. Optionally, type addresses in

the Cc: field and the Bcc: field(s)

fE &
Address Book Expand Maries Spell Check Special Characters Attachments
Save a capy in"Sent’

O Reguest a Bead Receipt

[ Switch to HTML composition

3. Add a subject

4. Tvpe vour messaae in the white space

After you click on the Send Message button, a confirmation message will appear to indicate your email has
been successfully sent. If you want to turn off this option, see the Option Tab > Under the Message Options
column click Message Composition.

TIP:

B If you have email addresses stored in the Address Book, clicking on the To:, Cc:, or Bee: link will
bring up your address book and Shared Directory. If you are looking for the address of someone in the
Milton Public Schools but not in your Address Book, select the Shared Directory to find that address.




To add an attachment to your email message, click on the Attachments link.

i Message Composition

_Send Messsge | Ssve Draft | Cancel Messags |
annelyse@salern .kl 2.ma.us (Default [dentity)
To || |
ce | | Gl
Becc | | (@]
| | a
FE, l
Address Book Expand Mames Spell Check Special Characters Attachments b
[v] Save a copyin"Sent G
[ Reguest a Read Receipt
[ Switch to HTML composition

You will be brought to the bottom of your composed email. Click on the Browse button and locate the file you
would like to attach.

Attachments &

File 1:| |[ Browse... ]TAtlachment M| - &

(Maximum Attachrment Size: 2.0 MB})

Link Attachments?

The location of the file you select will automatically appear. Click on the Update button; the name of the file
will display in this section. *If necessary, add additional attachments.

You will be returned to the top of the Compose Email screen and will see the name(s) of your attachment(s)
Added in the yellow box above the Send Message button.




The Address Book Tab

Your Shared Directory is located under the Address Book tab and is already set up with all of the e-mail

accounts for [the Milton Public Schools To e-mail an MPS individual, click on the Address Book tab > then the
Shared Directory and sort the list by Name. Choose the person you are e-mailing-by clicking the box next to
the name.

Shared Directory M

O [ E2 & & Name
Mew Contact C0[#Ed Diane Boyajian
S My Address Book [ [FEd  deunningham
----- £f Shared Directary O @ device

b...fD Search C1[#Ed  dforhan

w311 Calendar O[#EA  dmoormann

The Logout Tab

To leave the mail portal, simply click this tab and you will be logged out of your mail account. It is important to
do this especially at school where computers are shared with students as well as other faculty members.
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How to change your Email
password.

MECnet Portal:
Using Web-Based
Email

MEChet Web Portal - Authorized Use Cnly

assword:

s 2cevors: |

B Remember m




Log in to the web based interface

«* 1. Launch your web browser.

e¢ 2. Go to http://portal.miltonps.org

Enter your Email address and Password as requested. Click on login.

1. Enter your complete email address;
i.e. johnsmith@miltonps.org

MECnet Web Partal - Authorized Use Cnly

password: ||| = 2. Enter the default password

Bl Remember my email address

3. Click to log in

TIP: Click here to avoid typing in your username every time you log in. (NOTE: you must
have the ‘accept cookies’ feature enabled on your browser for this feature to function

properly).




Reset Password

Once you have logged into the Portal, the Navigation Bar shown below is located at the
top of the page. Click on the Options icon, (located at the top of the page) to view your
lists of options.
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Inbox  Empty Trash Compose  Folders Search  Filters  Options  Help  Log out

) Choose Application: |«
General Options Message Options Other Options
Personal Information Message Composition Mailbox and Folder Display Options
Change the name, address, and signature that Custamize how you send mail. Change display options such as how many
people see when they read and reply ta yaur email. messages you see on each page and how
Message Viewing messages are sorted.
Login Tasks Configure how messages are displaved. —
Custornize tasks to run upon logon to Mail Folders. Search Options
Deleting and Moving Messages Control options relating to messages searching.
Set preferences forwhat happens when you mave =
and delete messages. Filters
Create filtering rules to arganize your incoming
New Mail mail, sortitinta folders, and delete spam.
Control when new mail will be checked for, and —
whether of not to notify you when it arives. Password

Change your passward.

Vacation

Change your Yacationifway message.

Forward
Forward your email to another address.

Address Books

Select address hook sources for adding and
searching for addresses.

To change your password: Under the Other Options column click Password
«¢ Type your default password in appropriate box marked ‘Old password’.

¢ Type your new password in the appropriate box, ‘New password’.

o Confirm your new password by entering it in the appropriate box, ‘Confirm new
password’.
e Click the CHANGE PASSWORD button.

e* Totest, log in using your new password.




