NWOCA WebMail 


To access NWOCA WebMail 

Within your web browser, enter the correct URL https://webmail.nwoca.org in the Location box.  (You might consider creating a shortcut in your personal toolbar.)  After entering the correct URL, your Web browser will display the WebMail Login screen.  In the Username: field, enter your NWOCA username.  Use the TAB key to advance to the Password: field.  In the Password: field, enter your valid NWOCA password.  

Click the IMAP radio button.  (You should not switch between IMAP and POP mail client.  If you use IMAP, you should always use IMAP).  IMAP is an Internet standard mail access method, which allows you to access mail remotely.  When you read a message using IMAP, the mail will stay on the mail server (it is not automatically downloaded to your PC).  This permits you to switch between WebMail and other mail clients (e.g., Netscape, Outlook, etc).

You will need to change your password immediately after accessing WebMail the first time.  You will also be required to change your password periodically - NWOCA will send you a reminder if you forget - you might change it each grading period to be on the safe side.

Recommendations:  

Delete messages often - click on the box in the Subject area 


then click Delete in the Toolbar

Sort messages by double clicking  the Field name at the top of the directory screen
Set up to quickly access your NWOCA email from any computer 



(including your home computer)

1.  You must be connected to the internet

2.  Have your browser open 

3.  Go to the NWOCA email page (http://webmail.nwoca.org)

4.  Drag the bookmark icon (to the left of the address bar) for that page to your personal toolbar (links) 


within the browser

5.  You may change the name to include "NWOCA" by going to Edit Bookmarks


a.  Right click bookmark properties


b.  Add NWOCA to the name of the bookmark

After setup you will just have to click on the bookmark or link to immediately go to the NWOCA email login window.

Add a shortcut to NWOCA email to your desktop

When you are at the login screen for NWOCA webmail, right click on the address in the location box


Click on “Create Shortcut” which appears in the menu

Viewing/Reading your mail
After accessing NWOCA’s Webmail you will see a directory screen (seen below).  It contains the navigational toolbar and a directory of messages stored in a particular folder.
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Description

Status

A sealed or closed envelope indicates the message has not been read.  An open envelope indicates the 

message has been read.  Both an opened and closed envelope can remain in the New Mail folder.

From

States who the message is from

Subject

The subject of the message

Date

The date the message was sent

Time

The time the message was sent

Folder

By clicking on the drop down arrow, you will be able to select a different folder to view


Reading a message
From the WebMail directory, click on the sender’s name in the From field or the subject of the message listed in the Subject field.  The message will open and appear on your screen.
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Navigational Tools
WebMail provides the tools that you will need to create, send, receive, and manage e-mail messages.  It is recommended that you use WebMail’s tools rather than your Web browser’s tools during a WebMail session.
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Click this x to close the message and return to the directory screen.
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