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Webmail Usage Quick Reference Guide 
 

Webmail is an option that allows you to send and receive email through the web 
browser.  Even if you are away from your office, you can use any computer with Internet 
access to check your mail. 
 
 
I. The webmail service website 

 
1. Double-click on your internet browser icon to connect to the internet. This may look 

like any one of the following: 
 

     for internet explorer, 

  for mozilla firefox, and 

     for netscape navigator.  
 

2. In the address box of your chosen browser, type: 
http://webmail.domainname.com/webmail - Located at Welcome Kit.  
 
The example below shows the anticogroup webmail service located at 
http://webmail.anticogroup.com/webmail: 
 

 

 
Note that instead of typing http://webmail.domainname.com/webmail, the user 
typed in http://webmail.anticogroup.com/webmail. 

 
 
II. Logging in to Webmail Service 
 

 To use the webmail service, you must access email account. Your account details 
will be provided by Antico Contact Person.  To do this, 

 
1. Type your e-mail address into the box right beside the words: ‘Email Address’. 
2. After, type your password into the box right beside the word: ‘Password’. 
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3. Click <LOGIN> button. 

 
 
 After the <LOGIN> button has been clicked, the browser will then display the 

contents of the webmail account and the other settings that can be done with the 
account. Refer to the example below. 

 
 

 
III.  Changing Passwords 
 

 This feature enables users to give their own passwords for their e-mail accounts. 
This is to avoid users forgetting the passwords given to them by the webmail 
service. To change the current user password: 

 
1. Click on the word ‘Options’ located on the upper part of the page. 
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2. On the ‘Options’ page, click on ‘Account Administration’. 

 
 
 Note: User will be asked to re-login to the webmail service, prior to password 

changing.  
 
3. When asked to relog-in, enter password in the box beside the words: ‘Your 

Password.’ Then click <LOGIN> button.  

 
 
 Please make sure that you enter the correct password; otherwise, you will 

receive a notification that you have entered the incorrect username or password. 
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 *** In case login problem occurs, please feel free to contact us at 
helpdesk@anticogroup.com or kindly refer to your contact person for the correct 
username and password.  

 
4. Enter your new password in the box beside the words ‘New Password’ (1). 
 
5. To be sure that the entered password is the desired new password, you will have 

to re-enter the same password in the box beside the words ‘Password (again)’ 
(2). 

 
 
6. Scroll-down the browser to see the rest of the page then click <MODIFY USER> 

button on the lower portion of the page for the new settings to take effect. 
 

 
 
 After applying the settings made, the user will have to re-login to the webmail 

service.  
 
IV. Automatic Forwarding of E-mails 
 

1. Click on the word ‘Options’ located on the upper part of the page. 
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2. On the ‘Options’ page, click on ‘Account Administration’. 

 
 
 The user will be asked to re-login to the webmail service, in order to access 

account management pages. 
 
3. When asked to relog-in, enter your password in the box beside the words ‘Your 

Password.’ Then click <LOGIN> button. 
 
 Please make sure that you enter the correct password; otherwise, you will receive 

a notification that you have entered the incorrect username or password. 
 
To enable automatic forwarding of e-mails: 
1. Click on the circle on the left side the words ‘Forward To:’ 
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2. Specify the e-mail address where received e-mails are to be forwarded to in the 

box on the right side of the words ‘Forward To:’ 

 
 
3. The user can opt to save a copy of the message on the webmail service by clicking 

the box beside words ‘Save a Copy.’ Once clicked, a check mark will appear inside 
the box. 

 
 
4. Scroll-down the browser then click <MODIFY USER> button on the lower portion of 

the page for settings to take effect. 
 
 After applying the settings made on the Account Administration, the user will have 

to re-login to the webmail service. 
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V. Opening New Messages 
 

As soon as the user gets logged in to the webmail service, the user will 
immediately see messages on his/her inbox.  

 
 

To read a message on the message list, click on the subject of the message to see 
the entirety of the message. 
1. Click on the word ‘Compose’ located on the upper left portion of the   
    currently opened folder. 

 
 
2. On the next window, type in the recipient’s e-mail address(es) inside the box 

beside the word ‘To:’. If you are sending the same message to several people, 
separate their e-mail addresses with a comma. 

3. To send a carbon copy (Cc) or a blind carbon copy (Bcc) of the message  you 
are composing, type in the e-mail address(es) in the box beside ‘Cc:’ or ‘Bcc:’. 
Once again, separate multiple e-mail addresses with a comma.  

4. Enter a description of the message in the ‘Subject:’ text box. The subject  
briefly describes the entire contents of the e-mail message.  

5. Enter the text of your message in the Message Dialog window as illustrated in 
the following figure. 
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6.  When you are ready to send your message, click <SEND> button.  

 
 
VI. Replying on an Email Message 
 

To reply on an e-mail message: 
1. Click on the word ‘Reply’ located on the upper-right corner of the message 

screen. 

 
 
2. After clicking on reply, simply type-in message in the Message Dialogue box, 

ideally on the top of the original message. After composing the reply message, 
click <SEND> button. 
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A.  Sending Draft or Unsent messages 
 

To send draft or unsent messages:  
 
1. Open up the ‘Drafts’ folder by clicking on word ‘Drafts’ located on the left 

portion of the browser screen. 

 
 
2. After clicking on ‘Drafts’, it will open the Drafts folder showing the unsent 

saved messages. On the saved draft messages, choose a message to be 
sent by clicking on the subject of the message, as shown on the following 
example. 
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3. The draft message will then be shown and the user is presented with a 
few options at this point: 

 
B.  Forwarding Messages 

 
 Message forwarding feature enables sending of the received mails to 

another e-mail address.  
 
 To forward a message: 
 
1. Click on the word ‘Forward’ located on the upper right portion of the 

message screen. 

 
 
2. Specify the e-mail address(es) of the recipient inside the box beside the 

word ‘To:’. Remember to separate different e-mail addresses with a 
comma. 

 
 
3. Click <SEND> button. 
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 In the previous type of mail forwarding, the original message is sent as 

part of the new message. There is another way of forwarding a message 
which is by sending the original message as an attachment to the new 
message. In this way, a separate message can be written apart from the 
original message.  

 
C.  Printing Messages 

 
If you want to print an e-mail, these are the steps you have to follow: 
 
1. Open the message that contains the attachments by clicking on the 

message’s subject located at the right side of your inbox page. 
2. Click on the words ‘View Printable Version’ located at the right side of 

the word ‘Options.’ 

 
 

3. Click <Print> button located at the upper right side of the screen to 
start e-mail printing. 
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D.  Deleting Messages 
 

To save up on mailbox space, unnecessary e-mail messages will have to be 
deleted.  
 
To delete a message:  
 
1. Select the message(s) to be deleted by clicking on the box(es) on the left 

of the message list.  
2. Click <DELETE> button found on top of the list. 

 
 

If your attempt to delete the message is successful, the next screen will show 
the updated message list. 
 
To delete all messages in the message list:  
 
1. Click on the words ‘Toggle All’ located on the upper part of the message 

list. This will select all the messages inside the currently opened folder.  
2. Click <DELETE> button. 
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VII.  Attachments 
 

To attach a file to the e-mail message: 
 
1. Click <BROWSE> button located at the bottom of the ‘Compose 

Message’ Screen. 

 
 
Upon clicking the <BROWSE> button, a pop-up window will be displayed 
wherein you can locate and select the file(s) you want to attach. 
  
To attach a file, the user can simply double-click on the file to be attached or:  
1. Click on the file to be attached.  
2. Click on <OPEN> button. 
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If there’s more than one file to be enclosed in the e-mail message: 
1. Click on the button that says <ADD> located beside the <BROWSE> 

button.  

 
 
 
2.  After clicking the <ADD> button, the name of the recently attached file will 

be shown below the box of the word ‘Attach’. The box beside the word 
‘Attach’ is cleared so that the user may attach another file. 

 
The user can attach as many files as desired, given that the files attached 
will not collectively exceed the 50MB attachment limit. 
 


