
How to read e-mail using web mail on line.

1.Open your Internet Explorer (Mozilla Fire Fox, Safari, etc.)

2. In the address bar, type in www.<your domain name>/webmail
Eg. www.myowndomainname.com/webmail 

3. Follow after will be a pop up as shown below 
Eg.

4. The means of the pop out window is to request your “User Name” and “Password”. 
The username column will be your full email address (<username>@<your domain 

name> and password.
Eg. 

http://www.myowndomainname.com/webmail


5. Once that is done, the web page will load into the following screen. Please click on the 
“Read Mail Using SquirrelMail” icon. 

 *Please note that the background colors will differ from each user.
Take note of the E-mail disk usage. If it exceed the E-mail Disk quota, you are not able 
to send and receive anymore e-mail. You will need to delete e-mail especially the old 
or some e-mail message with big attachment to free up quota or increase this e-mail 
disk quota. 

Eg.

6. After you click on the icon, the page will load into your account to read e-mail in box.
*Please note that the background colors will differ
Eg.



7. To delete e-mail message free up some e-mail space or quota, click on the message. If 
not go to the last step to sign out from your web mail.

8. Click delete if you are confirm to delete the e-mail message.

9. Click on check e-mail

10. Click on purge. This is the only way the deleted e-mail message space will be free up.

11. Click sign out at top right page once not in use to log out.


