
Webmail Cheat Sheet



Navigation  
bar

Manage the preferences 
and display options of 
your emails

Advanced  
search  
options

Add to contacts  
or compose a new  
message to this sender

Search folder

View storage 
capacity

Navigate through  
existing emails

Folder  
menu options

Folder navigation

Email action 
menu

Open email in 
a new window

Expand 
header

Access  
in-depth  
Webmail  
guide

Leave your  
account

Mail overview



Compose overview

Save your message, attach a 
file, insert a pre-made response 
or spell-check

Identity  
preferences

Switch 
identities

Adjust the formating  
of a message

Add an  
attachment

Add a recipient, attached with  
a specific level of mail visibility

Search  
contacts

Send  
options

Switch between  
HTML and plain 
text editors

Add Cc, Bcc, Reply-to 
and Followup-to fields



Contacts overview

Contact  
action menu

Select  
multiple  
contacts

View additional 
search options

View 
contact 
details

Manage 
contact 
groups

Search  
contacts

Navigate through  
contact list

Add name and 
department fields

Add name and 
department fields



Admin overview

Admin  
action menu



RSS overview

Settings to organize 
and sort articles

Select, star or  
publish an article

Feed  
action menu

View feed  
as RSS

Score  
an article

Manage different 
types of articles



Files overview

Files action menuFile share linkFile folder management File selector



Calendar overview

Calendar selector

Hide/Show  
calendar

Select 
month and 
year views

Selectable 
dates

Add, edit or  
delete a calendar

Search  
calendar

Change  
calendar view

Create, print, or  
import/export a calendar

View past or upcoming 
days, weeks or months



Secondary  
settings menu

Tertiary settings menu  
that allows customizations

Primary settings 
menu. The following 
can be configured: 
 
• Preferences 
• Identities
• Responses
• Password
• Autoresponder
• Spam Settings
• Mail Forwarding
• Filters

Settings overview

For more information, contact  
Support@NetINS.net or call 1-800-205-1110.


