f\'ﬁ;nchester

Using your student email account College

Using your student email account

How to log in, open, and send emails from your student email account

1) Logging in to student email

a) Go to the College Homepage:

http://www.themanchestercollege.ac.uk

Click on the Learning Resource Centres (LRCs)

Courses
Student support
Departrnents

Learning resource centres
[LRCs)

v

Jabs

Projects and partnerships
MNews and events

ahout us

How to find us

Contact us
A new page should now open.

b) Click on the “Student email” button on the Virtual Learning Resource Centre homepage

@ Virtual Learning Resource Centre STUDENT EMAIL

A pop-up window appears....

Your email address is: yourstudentnumber@stu.themanchestercollege.ac.uk
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c) Enter your Username and Password and click on the OK button. Your email Username and
Password are the same as your College Network Username and Password.

Connect to mail.stu.thema

LA

2%

12558465961

Liser narne: Iﬁ j

Passwiord: I

™ Remember my password

[a]4 I Cancel

If you are a student at One Central Park (OCP), your Username is the same as the number on your
student ID.

d) You will now see your email Inbox, showing the latest messages you have received, including the
Subject, Date received, file size, and who the message is from.

To open and read an email message, click the subject of the email you wish to view.
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£ MNBOR i2) PROBLEMS
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e) A new page opens showing the contents of the message. There are buttons at the top of the page,
which you can click to Close the message, Forward, Reply to, Delete, and other standard email
options.

Mail Message 2 of 7

Close  Previous Mext Forward Reply toSender  Reply 8l Mowve Delete  Read Later  Accept  Decline  View Source  Print

From: Paul 2

To: = gstu themanchestercollege.ac.uk

CC:

Date: 11/05/09 11:10 pm

Subject: G355 Level 2: MEW Email accounts now working
Attachments:

CSS Level 2 » Forums » NEWS » NEW Email accounts now working

&% | MEW Email accounts now working
= | by Paul &= Thursday, § Movember 2009, 11:39 P

http://mail.stu.themanchestercollege.ac. uk

e

Password and username is yot
numbers

2) Composing an email message

a) Click on the “Pen and Paper” icon in the Mailbox.

WebAccess

)] @ AddFolder
=1 Delete Falder

Benarme Folder

Mailbox Used:

0.0OME (1%
=

A new page opens

Your email address is: yourstudentnumber@stu.themanchestercollege.ac.uk 3



b) What to type:

Type in the recipients’ email address in the “To” box

Using your student email account

Type in the title of the message in the “Subject” box.

Type in your message in the “Message” box.
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If you want to send a file along with your message, click the “Attach” button and a new window

appears where you can select the file to attach.

Click the “Send” button when you are ready to send the message. The page will then close.

Mail Message

Appoiniment | Task | Mote |

To

ccC

BC

Send

Address Book

Subject

heszage

Attach
Cancel

3) Saving “Sent Messages”

The email program does not automatically save “Sent” messages (i.e. messages that you have sent
to other people). If you wish to keep a copy of any “Sent” messages, you should type your own email
address in the “CC” box of the message you are sending before you click the “Send” button.

4) Closing the email program

Click the “Open door” (Exit) icon at the top of your Mailbox to exit the program.

A “Session logged out” message appears to show you have closed the program.

If you have any problems accessing your email please talk to your tutor in the first instance or email
eservices@themanchestercollege.ac.uk please do NOT contact IT Services.

Your email address is: yourstudentnumber@stu.themanchestercollege.ac.uk



