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SoHosted Outlook WebMail   

Objective 
This document instructs the user on the use of online email accessible via: 
https://mail.sohosted.biz/exchange

  

This will allow you to read/send e-mail and attachments as well as access to 
Calendar, Contacts, Tasks and Public folders.    

Software Requirements 
Access to a web browser like Internet Explorer or Mozilla FireFox    

https://mail.sohosted.biz/exchange
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Accessing your WebMail  

You can access your email through your mobile phone but if you have access to a pc 
and don t wish to install our Windows client or use Outlook you can access your email 
through any internet browser. 
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Connecting to 
WebMail 
Open your browser (in 
this case Internet 
Explorer) and use the 
following email address: 
https://mail.sohosted.
biz/exchange

 

Enter your User name

 

and Password  as you 
do on you mobile 
device and select Log 
On

                                     

https://mail.sohosted
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2  Web Outlook 
To display all your email 
folders, you need to 
select the Folders 
banner on the left pane. 
This will display your 
folder list, including your 
email folders. If you 
have created sub 
folders, you will have to 
click on the + sign 
adjacent to the top level 
folder in order to 
expand the folder list.       
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Sending a 
message 

Click in the   
Enter the subject for the 
message. 
If you want to attach a 
file, click on 
Attachments  to open a 
window which will allow 
you to browse your 
directories for the file to 
attach to your message. 
You must then close 
this window.  
Click on the Send 
button to send the email 
to the recipients. Click 
the Close  button to 
shut this window 
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Reply to or 
Forward a Message 
You can Reply  to an 
email by clicking on the 

 Icon or Reply All

 

using the  Icon. You 
can forward using the 

. Right clicking on 
the email will also give 
you the same options.    
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Viewing your 
Calendar 
To view your own diary, 
select the Calendar

 

icon either from the 
Shortcuts pane or the 
Folders pane.          

6  Calendar Views 
You can change the 
view by clicking Today, 
Daily, Weekly or 
Monthly button on the 
toolbar. 
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7 - Creating 
Appointments  
In Calendar, click the 

 

Icon on the 
toolbar. In the Subject

 

field, type a brief 
description of the 
appointment. In the 
Location  field, type the 
place where the 
appointment occurs. 
Add an attachment if 
required.  
In the Start Time  and 
End Time  drop-down 
lists, select the 
appropriate dates and 
times. In the Show time 
as  drop-down list select 
one of Busy , Free , 
Tentative  or Out of 
Office . As a default the 
alarm is set to remind 
you 15 minutes 
beforehand. Type any 
additional information in 
the space provided, 
such as a list of 
necessary materials to 
take to the meeting.  
Click Save  and Close
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5  Inviting others to a 
meeting 
In Calendar, click New

 

on the toolbar. Click 
Invite Attendees  on the 
Appointment toolbar.  

In the Required  and 
Optional  text boxes, 
type the names of the 
people you want to 
receive this meeting 
request. If necessary, 
type in the Resources

 

box to specify a 
conference room or 
special equipment, such 
as an overhead 
projector. You can also 
click on Required  etc 
and you can select from 
you contacts list. Fill in 
the rest of the 
information for the 
meeting in the same 
way as creating 
appointments. In the 
message text area you 
can add any additional 
information about the 
meeting and attach an 
agenda or reports.  
Click on Send  to send 
the meeting request    

             



    

7

 


