
Outlook Webmail 

 

Signing In 

1. Start by opening a web browser (Internet Explorer) and going to the 

Webmail homepage. 

 

2. Sign in using your e-mail address and password. The Windows Live ID is 

your entire e-mail address (firstname.lastname@maplemount.org) and 

your password. Tip: Do not check the “Keep me signed in” box unless you 

are using your personal computer. 

 

mailto:firstname.lastname@maplemount.org


3. Click the Sign In button and your e-mail will load. This is what your Outlook 

Webmail looks like:

 
 

Send and Receive Mail 

1. To open an email make sure the correct folder is selected on the left 

(navigation) pane. In the above picture Jane Doe’s Inbox is selected. The 

center pane will list your messages. Double click a message to open it. The 

right pane in the above picture is the preview pane. It will show a preview 

of a selected message. 

 

2. To send a new message, click the New button in the message pane. 

 



3. Fill in the To: and Subject: boxes. The To: box will contain the email address 

of the intended recipient. Separate multiple recipients using a semicolon.

 
 

4. To add an attachment simply click the Attach button at the top of the 

message and follow the prompts. Click Send 

 

5. Other common mail options can be found across the top of the message 

screen. 

 
 

 
 

 

 
 

 

 

 

 

 

 

 

  

  

Mail Options 



Contacts 

1. To add contacts to your address book, select Contacts in the Navigation 

(Left) Pane.  

 
2. To create a contact, select the New button and fill out the information. 

3. To work with groups, select the Groups option on the left. To add a new 

Group, select the down arrow beside the New button and choose Group. 

4. Add members to the group and select Save and Close. 

 

Global Address List 

1. The Global Address List contains all of the members of the Maplemount.org 

email group including Sisters and employees.  

2. To view this list and select from it you can select the book symbol next to 

the Find Someone area at the top. 

3. The To: button can also be selected from a new message to view the Global 

Address List. This list is separate from your contacts but members of the 

Global Address List can be added to your contacts and groups. 

 


