The Basics of Your Access Account
Logging in to Your Access Account

1. Double click “Internet Explorer”

2. Go to the following address:

http://access.k12.wv.us:1081
3. Type in your username and password

4. Click “Log In”

5. If you get a message asking if you want windows to remember your password, click “No”

6. To open a mail message, click on the blue subject.

Replying to an email message
7. To reply (send a message back to the person who sent the original message), click “Reply” at the top of the message (you may have to press and hold CTRL on the keyboard while you click).

8. Type in your message and click “Send” in the lower right corner.

Creating an Original Message

9.  Click on the “Inbox” tab.
10. Click “Compose” (you may have to press and hold CTRL on the keyboard while you click).

11. Type in the email address of the person you want to send the message to.

12. Type a subject in the subject box.

13. Click in the lower box and type your message.  When you are finished, click “Send” in the lower right corner.

Logging Out of Your E-Mail Account

14. Click on the “Logout” link in the upper right-hand corner.

