Using MyPCC E-Mail

As a PCC student, you are given a free e-mail address within the student web-portal “MyPCC”".

Accessing E-Malil

1. Open an Internet Browser window, either through Internet Explorer or Firefox. When you are
connected to the Internet, type in the following address http://my.pcc.edu. Then press the Enter key.
Please disable your pop-up blockers in order to use MyPCC properly.

You will see the MyPCC Login page.
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2. If you have never used MyPCC before, click on the link First Time User? and follow the instructions
to determine your User Name and Password to access the system.

Please be aware that your password for MyPCC, your password for WebCT, and the
password you use to access the computers in the CRCs are possibly all different,
depending on how you set them up. For help resetting your MyPCC password, you must
contact the Admissions or Registration office.

3. Once you have entered your User Name and Password, click . You will then see the
MyPCC Home Page.
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4. New mail messages appear in the middle of the screen in bold print. You can go directly to new
messages, to compose a new message or to your address book from here.

5. For other E-Mail options, it is necessary to click the E-Mail link. A new window will open up, looking
like this:

my.pce.edu - Campus Pipeline E-mai rosoft Internet Explorer
mypce|email
m Address Book Options ® exit 2 Help
6@ astmail | @Wcompose | HrEFMove | G searh Foelete
Folders INBOX folder has (0) messages, (0) unread this page page of 1
Subzcribe
e o [ selet All Displayad Messages
From: Subject: Size: DatefTime:
~ &5 PCC Mail
) INBOX
4 Deleted (14)
&j Drafts
& Search Results
B sent
Copyright @ Sundard 1998 - 2005, Top | powered by
NGARD'
< | > 5CT - HIGHER EDUGATION
&] pane 4 mternet

Student Handout My PCC Email.doc 6/20/2007 2.



6. From here you can access your E-Mail folders, which appear in the left-hand pane. Inbox contains
your incoming messages list. Deleted contains messages which you have sent to the trash. Drafts
contain messages that have not yet been sent. Search Results will allow you to search your
messages for a particular phrase. Finally, Sent contains copies of e-mails that you've sent which
you have marked to save.

Sending a New Message

1. Clickthe B ¢emPese pution. A new window wil pop up, like this:
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2. Inthe To: field, type the address of the person to whom you wish to send your message. Cc: is used
for someone to whom you want to send a copy of the message, and Bcc: will allow you to copy the
message to another person without the knowledge of the other recipient(s).

You can use the button to view your address book entries.

4. Use the Subject: field to type a brief summary of what the message will contain so that the recipient
knows what to expect in the contents of your message.

5. After typing your message, there are several options to go over before sending. Put a checkmark in
the box next to Save a copy to the ‘Sent’ folder if you wish to have a copy of the message for your
own records. Put a checkmark in the box next to Add Signature if you have created a signature file
to use.

An e-mail signature is a block of text that is appended to the end of an e-mail message
you send. Generally, a signature is used to provide the recipient with your name, e-mail
address, business contact information, or Web site URL. Some people, however, will use
a signature to sign off their e-mail message with a closing statement, funny quote or other
message (webpodedia.com).
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6. Put a checkmark in the box for Request Read Receipt in order to receive a message notifying you
when your recipient has opened and read the e-mail message you've sent them (this doesn’t work
with all e-mail systems).

7. If you want to stop working and save your email to send later, you can select ————— which
will place the message in the Drafts folder for later retrieval.

8. When you are ready to send, click @ . A confirmation window will pop-up to confirm that
your message has been sent. Click OK to return to the E-Mail screen.
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There are various reasons why an e-mail will not successfully arrive at the intended
recipient’s inbox. Usually, there is a mistake with the address as it was typed, or your
message was sent to the recipient’'s Spam box by accident. If your e-mail does not get
delivered correctly, usually you will receive a message in your inbox from “mailer-daemon”
explaining why it did not go through.
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Sending a File as an Attachment

. . Attach )
1. To send afile as an attachment, click the button on the Compose E-Mail screen. A new
window pops up like this one:

2. Click on and navigate through the pop-up window to the location of the file.

3. Click Open once you have selected the proper file. You will be taken back to the Attach File(s)
window.

4. Next you must click on . This action uploads the file to the E-Mail server.

Student Handout My PCC Email.doc 6/20/2007 5.



5. Repeat the prior three steps in order to attach multiple files. You are allowed to attach up to 5 files
as long as the size of the combined files does not exceed 5,120K (5 Megabytes).

6. If you need to remove a file, select it from the list and click the button.

7. When you've attached all the files necessary, click OK and you will be sent back to your original
message which can either be sent or worked on further.

To Run Spell Check

1. Click the button and a new window will pop up displaying your spelling errors (or
stating that there are none).

2. Select the correct spelling of the word from the list of suggestions and choose Change. If the word
is correct or choose Ignore to leave it the way it is.

3. When the Spell Check is complete, it will automatically take you back to your message.

Student Handout My PCC Email.doc 6/20/2007 6.



Using the Address Book

1. Click on the Address Book tab once you have opened the E-Mail screen.

2. To add a new contact, click

3. A new screen opens up in which you fill out the contact information:

4. Click OK when finished.
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5. To edit or delete a contact that is already in your Address Book, click on the person’s name (not
their address) and the address form appears.

6. To send a message to a single recipient, click their E-Mail address and a new window will pop-up
with a blank E-Mail form ready to be filled out.

7. Inthe Address Book, you also have the option to create Groups, which is a list of several recipients
you can create from the contacts currently in your address book. In order to E-Mail everyone in the

group, make sure your View is set to the group name, and then click

Create New Folders

1. To create a new folder as a place to organize and store your messages, click the Add link in the left-
hand pane.

You can create sub-folders within the PCC Mail folder, the Deleted folder, and the Sent
folder, but cannot create sub-folders for the Inbox.

2. Onthe next screen, select the folder you wish to create the sub-folder in. It will highlight in yellow.

Type a name for the new folder in the provided box and click OK. You can then repeat the process if
desired.

4. When you're done creating folders, click on Done.
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Forwarding Your PCC E-Mail to a Different Address

MyPCC offers a way to forward all mail sent to your PCC address to another address should you prefer it.

1. From the E-Mail screen, click on the Options tab.

2. Click on the Auto Forward link.
3. A new screen opens in which you will type the address you want your mail to go to from now on.
4. Click OK

There are many other great features that MyPCC E-Mail offers, feel free to explore!
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