USING YOUR SHEAD EMAIL ACCOUNT

The mail service is through the Maine Schools and Library Network (MSLN) and
is called Horde. The service can be accessed from www.shead.org and following
the link on the right side of the page named MSLN Webmail or directly at
https:/ /mail.msln.net/horde-3.0.12/imp/login.php

Once at the login screen:

Welcome to Horde

Username

Password| |

Language | English (American) ~|

Maine Schools and Libraries Network

O University of Maine
System

1. Enter your username. This is your account without the @shead.org. (For
example: dconsalvi2010 )

2. Enter your password. This is the unique code that you were given if you
submitted a signed Internet and Computer Use Form. If you have not
received your account yet, see Mr. Consalvi to obtain your username and
password.

3. Click onlog-in and you are there.
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Fill in the required information and click on change password.



Checking your mail:
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1. Click on the Inbox icon or the Mail tab to be able to see your list of
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messages.
2. Click on the message and you are there.

Creating new mail:

1. Click on the Compose icon

®en0e6 https://mail.msln.net - Mail :: Message Composition =1
Message Composition
Identity dconsalvi@shead.org (Default Identity) @]
To |
Ce | | G
Bec | |
Subject | ]
Charset |Western (ISO-8859-1) j
& RB, =
Address Book Expand Names Spell Check Special Characters Attachments
v Save a copy in "Sent"
|~ Request a Read Receipt @]
|~ Reguest Delivery Confirmation
|~ Link Attachments
[ Switch to HTML composition
Text

Send Message Cancel Message (s

@)

Attachments

Done

@

Fil 1: Browse... | [Attachment <] o

(Maximum Attachment Size: 8,388,608 bytes)

mail.msin.net @
Enter the address to send the email in the To:
Enter a subject that explains what the email is about in the Subject:
Enter multiple recipient addresses under the Cc (carbon copy) or Bec
(Blind carbon copy if you don’t want everyone to see the addresses of

everyone else)
Compose your message.




6. Use the Attachments option at the bottom of the page to connect files to
your email. You must hit the Attach button on the right side before hitting
the Send Message button or the file will not send with the email.

7. If that is all you need to send, click Send Message and you are done.

You may send test emails to yourself to practice. Just use your own email
address in the To: space.

Customizing your MSLN Webmail:

Choose the Options icon and follow the instructions on the pages.
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Personal Information Message Composition Mailbox and Folder Display Options
Change the name, address, and signature that people see Customize how you send mail. Change display options such as how many messages you see
when they read and reply to your email. on each page and how messages are sorted.
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Log out
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Server and Folder Information Configure how messages are displayed. Filters
Change mail server and folder settings. Create filtering rules to organize your incoming mail, sort it

leti .
Dalaringlend[Soying|iesusgns into folders, and delete spam.

Share Folders Set preferences for what happens when you move and delete

Share your mail folders with other users. messages. Address Books
s New Mail zzfrz;:ggvess book sources for adding and searching for
Customize tasks to run upon logon to Mail. Control when new mail will be checked for, and whether or not "

to notify you when it arrives. S/MIME Options

Fetch Mail Control S/MIME support for Mail.

Customize accounts for fetching mail from other accounts.

This is a good way to transfer files and save backup copies of work. But
remember it is a good idea to always have multiple copies just incase something
goes wrong.

Good luck and have fun but remember this is a school environment, so use this
for appropriate material only. You can be held accountable for inappropriate
material on Shead email accounts. Shead’s Internet and Computer Use Policies
are in affect with this resource.



