How to change your Email
password.
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Using Web-Based
Email
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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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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 filteting rules to organize your incarming
New Mail mail, sortitinta folders, and delete spam.
Contral 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 erail 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’.

«* Confirm your new password by entering it in the appropriate box, ‘Confirm new
password’.

¢ Click the CHANGE PASSWORD button.

o¢ Totest, log in using your new password.




