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Logging in 
 
WebMail is 
restricted to 
authorised users 
of our networks 
and e-mail 
system. 
 
You should use 
your User Name 
and network 
password to 
login to WebMail. 
 
WebMail runs 
within your web 
browser so you 
must first 
connect to the 
internet. 
 

With this web-based email you can read, respond to, and manage 
your e-mail from any computer that has a Web browser and access 
to the Internet.  
 
Either 

·  Go to our home page at: http://www.canterbury.ac.uk 
·  Click the WebMail link at the bottom of the page 

 

 
Or 

·  go to the address bar in your web browser and type 
https://email.canterbury.ac.uk/webmail then press enter.  Because 
you are using the https web address, your session will be 
secure. 

 
The following screen will appear: 

 
Type your Username (e.g. abc1) and Password (your network 
password) then click the Log In button. 
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Opening Screen and Menu Buttons 
  

WebMail opens in your Inbox. 
 

 
 
On the top bar is a row of menu choices:  
Compose - Make and send an email which may include attachments.  
Addresses - Holds a list of addresses that are contained in your personal address book.  
Folders - All folder manipulation takes place under this. You can delete, create, rename, 
subscribe, and unsubscribe folders.  
Options - Change settings of how WebMail responds and looks.  
Search - With this tool, you can search through a mailbox for given criteria.  
Help – This opens with information relevant to the area you are working in. 
Sign out will safely log you out of the program when you are finished.  Please use this 
rather than shutting down the browser (eg Internet Explorer).  If you close the browser 
and do not log out, you are keeping a connection open to the server for some time 
afterwards which affects the service generally and your next login particularly.  The 
'goodbye' screen will automatically take your browser back to the University home page 
after 5 minutes.   Please note that WebMail will automatically disconnect you after 30 
minutes of non-use.  
 
 
The left frame lists the currently subscribed folders.  The right frame is where you work. 
 
 

 



 

 3 of 8 

Your Inbox 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 
 
To read a message click on it. 
Use the Forward button to forward an email. 
 

 
 
Tick the box beside a message and use the tools on the right to 
delete it or mark it.  You can select several messages at once. 
 
Once you have deleted your messages they will remain in your 
Deleted folder until you empty it. To empty (purge) your deleted 
folder click on (Purge) in the left hand frame. 
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New message 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Using the 
Address Book 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Click on the Compose button to create a new message: 
 

 
Type the user’s email name in the To: box, put in a Subject, then 
type your message in the box below.   
 
To keep the amount of email traffic to a manageable amount, please 
do not use the receipt buttons. 
 
To save time finding people’s email addresses, you can set up an 
Address Book.  To do this, click on the Addresses menu button on 
the top toolbar. 

 
Type in the details for the person in the lower boxes, then click on 
Add Address. 
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Attachments 
NB Attachments 
take up a lot of 
space in your 
Inbox.   If you 
receive a 
message with a 
file attachment 
that you need to 
keep, you should 
save the 
attachment to a 
shared drive or 
your N drive and 
then delete the 
attachment from 
the message, so 
it is not being 
kept in your 
email folders. 

When you click on Compose, you can now use the Addresses 
option. 
 

 
 

When you click on  the following screen appears: 
 

 
 
Tick against the To: Cc: or Bcc: boxes to select a recipient, then click 

on .    
 
 
To add an attachment to your message, move to the bottom of the 
Compose screen to find the blue Attach area.  

 
 
Use Browse to find the file you want to attach, then click on Add. 
 
The file will appear beneath the Add button: 
 

 
You can select and delete the attachment should you change your 
mind. 
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Folders 
 You can store messages in different folders. This is especially useful 

if you have a lot of email and want to keep it organised.   Having less 
mail in your Inbox improves the speed at which the system works 
and ultimately affects the response that YOU get from it.  The folders 
option allows manipulation of your folders. 
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To move messages to a folder go to your Inbox.  Tick in the box 
beside the message, then select the folder, then click on Move: 
 

   

 
Managing your quota 
All users have an 
email quota of 
100MB. This limit 
is to ensure that 
a reliable and 
manageable 
email service is 
maintained for all 
users. 
 
If you go over 
quota, a warning 
will be displayed 
when you log in 
to WebMail and 
you will not be 
able to send or 
receive any 
emails until you 
have deleted 
some messages 
to free up space 
in your account. 
Undelivered 
messages will be 
held for 14 days, 
after this they will 
be returned to 
the sender with a 
message that 
you are over 
quota.. 

To check the size of your mailbox: 
·  Click on Folder Sizes in the left 

frame.  
This will show the sizes of all folders 
in your mailbox, which all contribute 
to your overall email usage. You will 
need to ‘housekeep’ your mail folders 
on a regular basis, deleting any 
messages you no longer require. If 
you need to keep a message, or 
attachment, then save this to your n: 

drive first and then delete the message. 
·  Delete any messages you no longer need 
·  Purge your deleted folder 

Your deleted folder contributes to your overall mail quota and any 
deleted messages left unpurged will still be counted towards your 
overall mail quota. 

 
Note: messages with attachments will use up proportionately larger 
amounts of space so should not be stored within your email. 
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Options - to set your full name and signature 
 
To set up 
WebMail so you 
have a signature, 
click on the 
Options menu 
button, then 
Personal 
Information 
OR 
Click on 
Personal 
Information 
under Options in 
the left frame. 

 
 
Type your name in the top box so people can easily tell who your 
message is from. 
 
Type a signature to appear at the end of your messages in the lower 
box. Then select the Signature options you require at the bottom.  
Note that you can tell WebMail to add a line above your signature, or 
you can type in a line yourself. 
 

 
 

Help 
 The Help in WebMail is very clear to use and is sensitive to the area 

in which you are working.  Click on Help and it will tell you what to 
do! 
Eg Click on folders, then click on Help.  It will explain how to set up 
folders to store your emails. 

 


