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Tutorial – RCI WebMail 
 
Introduction: 
The preferred way to checking e-mail on University computers is via “webmail,” web-
based e-mail “clients” that have been set up by Eden and RCI.  Staff and faculty are 
given RCI accounts, which include e-mail accounts and web space.  To check your 
RCI e-mail, you can use the RCI Webmail found at: 
 
http://webmail.rci.rutgers.edu 
 
Logging In: 
Enter in your RCI username in the “Name” text-box, and your RCI password in the 
“Password” box.  Click “Login.” 
 

 
 
The Main Screen: 
On the left side of the main screen you will see a brief overview of your e-mail 
account.  There is an explanation of how much space is currently being taken up in 
your mailbox and a list of all the folders you have set up (by default, this will include 
Inbox, Drafts, Sent, and Trash). 
 
On the right side you will see your Inbox; any e-mails you have received will show 
up here. 
 

 
 
Compose a Message: 
Click the “Compose” link near the top of the main screen. 
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The right side will change to a new window in which you can compose a message.  
Enter the recipient’s e-mail address in the “To:” box, and enter a “Subject” into the 
appropriate place.  Type out your message in the large text box below the buttons.  
When you are done, click “Send,” which is at the bottom-right of the screen. 
 

 
 
Reading and Replying to a Message: 
When you sign in, you will automatically be taken to your inbox.  If you are not, and 
you would like to view your inbox, simply click the link labeled “Inbox” on the left 
side of the screen.  If you have any messages, they will appear as such: 
 

 
 
To read an e-mail, click the subject message; it appears as a blue hyperlink.  The 
message will open in the right side frame. 
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To reply to a message, click the “Reply” link, located near the upper-right of the 
message. 
 

 
 
When replying, it is considered courteous to include the text you are specifically 
replying to in your message.  WebMail will automatically quote the content of the e-
mail you are replying to; you can edit out parts you are not responding to. 
 

 
 
Just as you would when sending an e-mail on your own, type your message and click 
“Send” when done to send the message. 
 
Creating Folders: 
You may find it useful to create “folders” on your e-mail account to file specific types 
of e-mail into (such as for specific classes, for example).  To create a new folder, 
click the “Folders” link at the top of the main screen. 
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A new screen will appear asking you to enter the name of a folder you would like to 
create.  Let’s create a “Class” folder for this example.  Type the name of the new 
folder, and click “Create.” 
 

 
 
The left side of the screen should update listing the new folder you have created. 
 

 
 
If you want to move a message to a folder, it is quite simple.  In your Inbox, open 
the message you wish to file.  At the bottom of the message’s screen, you’ll see a 
small “Move to” option.  From the drop-down menu, select the folder you wish to 
move it to, and click “Move.” 
 

 
 
Deleting Messages: 
You have a set limit of storage space on your RCI account.  You may wish to clear 
out unnecessary messages from your e-mail account from time to time.  To delete a 
message in your Inbox (or any other folder), click the box next to the sender’s 
name. 
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Next, click the “Delete” button to remove the message. 
 

 


