Webmail for NewHorse User Instructions 

https://webmail.hq.nasa.gov
NASA Headquarters now has a new web-based application to access email on NewHorse via the web from anywhere on the Internet. This document shows how to use Webmail for NewHorse.

Webmail for NewHorse is only intended for those NASA HQ e-mail customers who are configured to send and receive e-mail from the NewHorse e-mail server. Customers using the older e-mail server (mail.hq.nasa.gov) can not use Webmail for NewHorse – the web-based application for that server is EMUMail, and is available on the Secure Nomadic Access (SNA) website.

If you are not a NewHorse user and would like to be, call the NASA HQ IT Help Desk at 358-HELP (4357), 1-866-4NASAHQ (462-7247), or mailto:service@hq.nasa.gov and request a NewHorse account.
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Launching Webmail for NewHorse

1. Using Netscape or Internet Explorer, go to the following link: https://webmail.hq.nasa.gov/ (Remember to bookmark this link after your first visit.)

2. Sign in using the same e-mail username and password you use at the office using Eudora, Outlook, or Entourage (see Figure 1, below)

3. Click login to proceed.
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Figure 1
Note: Webmail does not currently allow a user to change their e-mail password through the web interface. To change your e-mail password go to the NewHorse web site at: https://NewHorse.hq.nasa.gov/NewHorseadmin/. Log in with your current e-mail user name and password, and select Change Password option on the left side bar.

Viewing the INBOX

1. After logging in, you will see your INBOX, and a folder structure located in the left hand window. (See Figure 2, next page)
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Figure 2
2. There are 6 options at the top of the INBOX window for your convenience (circled in Red in Figure 2, above).

a. Compose – to create a new message (more information in the next section)

b. Addresses – to create an a Personal Address Book entry in Webmail*

c. Folders – Allows you to create and manage folders for mail storage on the server

d. Options – Mail options

e. Search – Allows you to search all messages with selected criteria

f. Help – Provides a table of contents of all help items as well as takes you directly to help for the screen or option you are using (also known as "context-sensitive" help)

* Please note: Entries you create in the Webmail address book will NOT appear in your e-mail client (Eudora, Outlook, etc.) at your office or home. Nor can you transfer address book entries from your e-mail client into Webmail -- you must create a new entry in Webmail.

Composing a New Message

1. To create a new e-mail message, click the Compose link at the top of the window. A new message screen will be displayed (See Figure 3, next page).
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Figure 3
2. There are 3 ways you can enter a recipient’s address:

a. You can type it directly into the "To:" field;

b. If you created one or more Address Book entries in Webmail, you can select the address book by clicking on the Addresses link at the top of the window (in blue) to enter (see Personal Address Book details on the next page); or

c. You can click the Addresses button (in gray, below the Subject field) to search for e-mail addresses (See Page 5 for details).

**The Address option in gray opens a new window. This allows you to search in all address books to include: Personal Address Book; LDAP: x500; LDAP: ldap.hq.nasa.gov.

3. While 4omposing a message there are several new features for your convenience. Each feature is selected by clicking one of the gray buttons shown in Figure 3 above:

a. Signature – a footer you design that will be including in every message you send

b. Addresses (see Page 6)

c. Save Draft – allows you to save the message to the Draft folder return to later

d. Send – Sends message

e. Check Spelling (see Page 8)

f. Cancel – cancels message creation/delivery

Adding an Attachment to Your Message

1. At the bottom of the screen is a section you can use to attach messages (see the bottom of Figure 3, above). By clicking the Browse… button, you can search your hard drive for the file you wish to attach (See Figure 4, next page)
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Figure 4
2. Once the file name (including directory path) is in the Attach: field, click the Add button to add the file as an attachment to your message (see Figure 5, below).
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Figure 5
3. The file name will appear below the Attach: field (see Figure 6, below). If you need to delete that attachment before sending the e-mail, click the empty box to the left of the file name so that a check mark appears in the box. Then click the Delete selected attachments button to delete the attachment. (Note: this will NOT delete the file from your hard drive!)
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Figure 6
Using the Personal Address Box

1. By clicking on the Addresses link at the top of the screen, you can create personal address book entries for e-mail recipients to whom you regularly send messages. This is similar to the Contacts list in Outlook and the Address Book/Nicknames feature in Eudora. [Please note: Entries you create in the Webmail address book will NOT appear in your e-mail client (Eudora, Outlook, etc.) at your office or home. Nor can you transfer address book entries from your e-mail client into Webmail. You must create a new entry in Webmail.]
2. Clicking the Addresses link will display the following screen (Figure 7, below):
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Figure 7
3. Complete the fields using the example below (Figure 8). The more information you add, the easier it is to find it while searching for an address later. We recommend you use a "Nickname" to save time in entering an e-mail address – the nickname can be entered in the To: field directly when composing a new message (Figure 3, Page 3). After completing the fields, click the Add Address button to create the new entry.
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Figure 8
4. Once you click on the Add Address button, you will see the new entry (Figure 9). If you need to delete or edit a Personal Address Book entry, click the empty box to the left of the file name so that a check mark appears in the box. Then click the Edit selected or Delete selected button to perform the appropriate function.
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Figure 9
Searching for E-Mail Addresses

1. While composing a new e-mail message, you can search for e-mail addresses in your Personal Address Book or by way of NASA e-mail directories by clicking on the Addresses button (circled in Red in Figure 10, below). A separate window will appear (Figure 11, next page).
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Figure 10
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Figure 11
2. Type a name, or portion of the name in the Search for field, and then click the Search button. In the example above, the search will be for the name "arnold" – Webmail will search all of the NASA directory listings for this name, and will display all names where the first name or the last name is arnold. The results will be displayed in a table below the Search button (Figure 12, below).
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Figure 12
3. In the example above, the e-mail address for "Dave Arnold" was found. By clicking on the To: link to the left of the entry, the e-mail address will be added to the To: field in the new e-mail message.

4. You can refine your search by adding more data in the Search for field (in the example above, if you searched for Dave Arnold, it would have produced a much shorter list).

5. If you are searching only for HQ-specific e-mail addresses, you can further refine your search by clicking on the "pull-down" list labeled "All address books" and selecting the HQ-specific directory labeled "LDAP: ldap.hq.nasa.gov" (See Figure 13, next page).
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Figure 13
6. By refining your search, you will more quickly find the e-mail address (see Figure 14, below).
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Figure 14
7. After you complete your search and select your recipients, click the Close button to close the search window and return to your new e-mail message.

Using the Spell Checker

1. After typing the text in a new e-mail  message, you can check and correct any typographical errors by clicking the Check Spelling button. This option will open a new window and allow you to review the content of your message and correct any misspellings (See Figure 15, next page).
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Figure 15
2. Once you click the Close and Commit button, all changes will appear in the email.

Managing Folders

1. When you first log-in to Webmail, the system automatically displays three mailbox folders for your account (see Figure 16, below):

a. INBOX – all incoming mail is displayed here. It is also the mailbox that is displayed as a default when you first log in.

b. Drafts – a folder to save un-sent messages if you wish to send them at a later time using Webmail.*

c. Sent – a list of all out-going mail you've sent using Webmail*

d. Trash – messages you've deleted during your current open session with Webmail (these messages will be purged when you sign out.
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Figure 16
*NOTE: Only the INBOX messages will be displayed in your e-mail client (Eudora, Outlook, etc.) the next time you check mail with that client. Messages moved or saved in Drafts, Sent, and Trash will not appear in your Eudora or Outlook folders or mailboxes, even if you have folders/mailboxes by the same name in those applications.

If you wish to have a copy in Eudora/Outlook of any out-going messages you send using Webmail, we recommend that you cc: or bcc: your own e-mail address when composing a new message.

2. To create a new Folder for mail storage, click the Folders link at the top of the page. The Folders menu will appear (Figure 17, below). Type the name of the folder you wish to create. In the example below, a new folder called "Work Control" is being created:
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Figure 17
3. Click the Create button. The new folder will appear on the bottom of the screen (Figure 18, below). Note: you will not immediately see the folder on the left side Folder list. In order to see that folder, click the link above the INBOX list on the left labeled "(refresh folder list)."
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Figure 18
4. You can also use this screen to delete existing folders. Mail messages in those folders will be permanently deleted if you delete the folder.

5. To move mail to another folder, click on the box to the left of each message you want to move, so that a check mark appears. Pull down the "Move Selected To:" list and select the folder to which you want to move the messages. In the example in Figure 19, below, the "Work Control" folder has been selected.
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Figure 19
6. Click the Move button. The messages will be moved to the selected directory, and will no longer show in the INBOX. By clicking on the folder to which you moved those messages (in the left column), you can see those messages on the right portion of the window.

Other Useful Information

What does "+" and "A+" and "+!" next to the messages in the message list mean?

Mail is listed in a bar containing three fields (From, Date, and Subject). These headings separate the message table into logical parts:

From tells you who sent you the message, or at least what email address it came from.

Date shows the day the email was sent.

Subject displays what the sender typed as the subject.

A small, unlabeled column appears between the Date and Subject columns. There could be a "+", "!" or an "A" in that column next to the Subject:

"+" means that the message has attachments; 

"A" means that you have replied to the message using Webmail; and

"!" means the message was marked as urgent!

These symbols could appear in any combination next to the Subject field in your INBOX.

Personal Options

1. There is a range of personal options available to you, by clicking on the Options link at the top of the screen (See Figure 20, below).

2. These options can allow you to control display preferences, spell-checking options, sounds, and folder preferences, among others. We encourage you to explore these options, and configure Webmail based on the best way you like to work. Remember, any changes you make to your Webmail display will NOT change your settings in Eudora, Outlook, or other e-mail client you use at home or in the office.
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Figure 20
Getting More Help

Should you have any questions regarding Webmail for NewHorse, please contact the IT Help Desk at 358-HELP (4357), 1-866-4NASAHQ (462-7247), or mailto:service@hq.nasa.gov.
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