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Hermes Webmail

Logging into your Email - Hermes Webmail
To access your Hermes Webmail open your Internet
Browser and go to the following web address -

www.webmail.hermes.cam.ac.uk

A Webmail service: Hermes Webmail Service - Microsoft Internet

File Edit %ew Favorites Tools  Help
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Address .-E;L[ hittps: {fwebmail. hermes. cam, ac, uk/

y Search y 3 Favorites 6-,

Hermes Webmail Service

TTsername

Password

)

Click in the Username Field

3. Type your CRSID

4. Tab down or click in the Password field.

5. Type in your University provided email password.
6. Click Login.

You will now see the main window appear.

Click on the Subject of the email or the From address to
open it.

44 4 b Pp[copymarked  ~[ Gol “mail “ with 2

# ma Date From Size  Subject
1. [0 = Jan §2004 fanf@@vireo.cus cam.acuk 1K /home/fanfS/M ail/onemse

2. [0 = Sep182003 Tony Finch 1K c-testl
4 4 ) Pp[Copymarked ] Gol Page: |1 ,-’IEI

8. The screen below displays how email will look when
opened, you see the content and any attachments. There
are options at the top to Copy, Delete, Reply or Forward
the email.

2l Hermes Webmail service: Message Display - Microsoft Internet Explor

File Edit View Favaorites Tools Help

@Back - ﬁ IEL| .._\_. ’ ) Search ‘?:'_'E:;-'Favorites @?

Address @] https:ffwebmail hermes. cam.ac, ukfsession/tw292 ARBE@display@1@1970

M & & [ B

Message | Mailbox | Folders | Compose | Addressbook | Manage

Reminder: Logout when you have finished.
4 P | Copy | Delete | Reply | Forward
Reply-To: it-support@homerton. cam. ac.uk
From: Homerton LT, Dept <it-support@homerton. cam. ac ule>
To: Tristan Warbey <tw292@cam. ac.ulk>

Date: Thu, 27 Jan 2005 11:32:18 -0000
Subject: Website Access

Regards,

Tristan Warbey

Homerton College I.T. Department
http://www. homerton. cam. ac. uk/itdept/

Adding to your Address Book
1. Click on the Address Book icon at the top of the page

Lddrezshoole

2. Click Add Add

3. Add an Alias ie. What you want them to appear as, the
contacts full name, a comment if necessary, then their
email address. Then click Add Entry

Alias \Dave
Mame :lDauid Cunningharm
Comment |

Addressies) :ldjc@ cam.ac.uk

Add entry )

4. You will then be directed to the Address book. In here
you can now see that your recent addition now appears in
the list of recipients.

Cancel

‘A Hermes Webmail service: Addressbook - Microsoft Internet Explorer

Fie Edt View Favorkes  Tools  Help

@Back > | ﬂ E] gl ) search ¢ Favorites o] -z =H

Address [] hermes.cam.ac..

B DB &

Message | Mailbox | Folders | Compose | Addressbook | Manage

Qpabock_lst

Change to | INBOX

Status: Updated address boek entry: "Dave”

DR

Addresshook (1 entry)

. - . . #  Alias Mame Comment Address(es)
7. Any email you have waiting for you will be listed as be- ey el T e Bt e
low with the date it was sent next to it. WA P W[ ddmekedouer | et It
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4. To send an email to contact in your address book
check the To: box for each recipient you wish and then
click on Add to Marked to Draft
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5. Click on Compose and a new email will open with your
chosen recipients already added, simply enter the content
of the message as you wish and click Send

A Hermes Webmail service: Draft message - Microsoft Internet Explorer

File Edit Wiew Favorites Tools Help

@Back - gd ﬂ !E] ;“ /-.‘ Search ‘:jI:I::'FavUrites 6_-‘__’? = < 4
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Message | Mailbox | Folders | Comgcomposefidresshook: | Manage

Remnder: Logout when you have finished

To: | Dawid Cunningham <djic@cam.ac.uk> '
ce [Epore]
Susje (o reader
I Large ] I Clear Headers ]I Clear Body I I Import ” Attachments (0) ]

2. This is the Compose email screen which contains all : 2. Click Browse, and select the document that you wish
the standard options. Enter the email address you wish to : to attach, the path will appear in the File window, Click
send to and a subject. Once you have completed the body : Attach File and then Back to Compose Screen

of the email click Send :

2 D &

Message | Malbox | Folders | Compose | Addressbook | Manage

Attach file:

File f\My DocumentsiMNetwork FACQ doc |[ Browse._. Attach File

Status: Composing fresh message

To:  |stm2E@camacuk [Epd ) | Back to Compose Screen |

Ce :

Subject.:Testing 1-2-3 _
¢ 3. On arriving back at the Compose screen you will see

[Lovge ] [ lerHeaders | GleerBody J[Unda]  [tmpon [ Atechments @ ] : : : . :

- - .t that attachments has a 1 next to it. This confirms the item
i is attached just complete the email as normal and click
Send

A Hermes Webmail service: Draft message - Microsoft Internet Explorer,

File Edit Wiew Favortes Tools Help

@Eack > | ﬂ E‘ “;\; }.-ESearch '-jt_/Favorites @‘7 B2 iz =

adidress | @] https:ffwebmail, hermes. cam. ac, Ukjsession/tw29z/ AAAP@compose

[ Check Spelling ] [ Cancel ][ Postpane ].Save copy @ % %
Message | Mailboz | Folders | Compose | Addressbook | Manage
Attachlng Documents to an Em al | Reminder: Logout when you have finished
1. At the Compose email screen click Attachments : To: [[Expand |

H G Expand
A Hermes Webmail service: Draft message - Microsoft Internet Explorer . i ‘
. Subject] | PichHeaders

File Edit  View Favorites Tools  Help :
@Ba[k = O = lj Iﬂ ; /-1Search ‘i‘_‘z’Favuritas &‘T = | Large [ Clear Headers ][ Clear Boy ]

Address EJ https:ffwebmail, hermes. cam, ac, uk/session/tw29Z2 | [ABAMDcompose

Logging Out

Composing Email i B & Bl : 1. After you have finished with your email it is extremely

1. If you just want to send an email to a recipient as a one Message | Mailbox | Folders | Comgose | Addrasshook | Manage i important that you log out using this Logout icon.

off and don't wish to add them to your address book click Rctailins Dogouhwhanysd have Siisbed : ﬁ

on Compose from the top of the page. T == Logout
Ce: | | Expand . . i
Subject| [ FichHesters | i 2. You will then be asked to confirm whether you wish to
[Largel [ Clear Headers ][ Clear Body ] Imiort Aftachments (0 Log OUt C“Ck Okay \/

Cotnpose Olecay
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