Helix Email using the Internet

(This is how you access your email when you are NOT on campus)

Logging into you Helix Email

1. Launch Internet Explorer version 4.5 or
higher.

1. Type in the URL hitp://www.helixcharter.net
and click the link labeled *Helix Email Helix E-mail Access
Access” (bottom right of screen)

1. A dialogue box should appear

et 0 Connectto "www.helixcharter.net” as:
T 1 Ezii:l "
ype the following: \

User ID: | 44176478

|
* User ID: your ID number Password: | |
* Password: your password Domain: [netixcharter R
» Domain: helixcharter 0 Remember Password

To send an Email

1. Select MESSAGE from the pull down meny_  |E New/| Message 3
Ond C“Ck The NEW icon /> Ta: |scottie@he]j:o:ha.1‘tel‘.net

1. Type the persons email address in To: Ce: |
section oo |

] . Type in a SUbjeCT heOding Subject: |Questiom; dhout class assigmnenﬂ

1. Type message in the email body section

1. Click SEND icon (top left of email window).  [[=]Send | [E] Save
. . —p

when finished)

To reply to an Email

1. When the email is displayed, Click the |m Eh
REPLY icon

2. Click once in the email body section Tope cesponat hese
and type your response ——— | originas Kessage -

3. Click SEND icon e et Mot s auick posecolio 2
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Outlook web access Options. The options on web access are slightly different

than Outlook at sch

ool.

Inbox — displays new messages,
messages already received. Create New[ Message i”
new message here.

Calendar- displays your monthly =
Calendar as well as your daily Calendar. i New[ Appointment ¢~||

Calendar .
% Create new appointments here.
Contants Contacts - displays all your =]
=] ™
@ Contacts. You can create, edit, and | NE“"[ Contact b I
delete contacts.
Folders
L Folders - displays and allows you to view O & Inbox
Q your Outlook folders; Calendar, Contacts, | 7 Joumal
Options Deleted Items, Drafts, Inbox, Journal, [0 <& Notes
Notes, Outbox, Sent Items and Tasks.
Outlook Toolbar Options
| New| Message _:J %“Ealﬂ ‘ b |@‘E}iew Messages il| |
Ko b -
C d e

. Will give you a New screen of whatever you selected in the

pulldown menu (b)

Depending on the area you are in (inbox, calendar, contacts
etc,), this pull down menu displays what you can create (new
message, hew appointment, new contact, etc)

. This deletes a selected item
. Depending on the area you are in, this pull down menu

changes your view

. This selects your Address Book
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