
How to Log Into Email  
 

1. Type in the address https://email.vs30.org in your browser 
After you have typed that hit enter and then you should see a 
screen similar to this: 

 

 
       2. After you have typed in your Valley Stream UFSD 30 
network user name and credentials you will see the screen 
change to the one below:  
 



 

 

Here is what the main page after you look in should look like.  
 
On the left you have your Inbox, Drafts, Sent Items, Notes, Junk Email, Deleted 
Items, and Search Folders. 
 
In the middle you have the viewing pane from which you can see all your inbox 
messages.  
 
Next I will describe what all the icons on the middle top mean.  
 

 - This is where you compose new email to send out. 



If you click the drop down arrow next to the new button it will show you this: 

 - From here you have the choice of sending a new email or 
request a meeting for future purposes.  
 

- This button deletes any emails  
 
The drop down arrow you have the choice of deleting the message or ignoring 
the conversation:  

 

 

 

- This button lets you move any piece of email in your inbox from one 
folder to the other. The drop down button gives you the choice of moving to folder 
or copying to folder. The difference between these two is that the moving from 
folder to folder you literally move the email from one place to the other so the 
email is not left in its original location. If you select copy folder it will copy the 
folder from one location to the other – it will not delete the original place from 
where the folder was being copied from.  
 

 

 

 

Now the next button is Filter which when you click the button itself without 
clicking the drop down button it does this:  



 

 

This means you can filter out items from your messages and it is self explanatory 
; if you select sent to me those are the items in that specific folder that will show 
up.  
 

 

 

 

- The view button you can either have a viewing pane to the right or 
turned off. 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

This is the viewing pane turned off:  
 

 

 

 

If you want to turn on Viewing Pane click the View button to the right and then hit 
the Right button under Viewing Pane. After that is done the Viewing Pane should 
look like this:  
 



 

 

 

 

 

 

The next piece of information about this webpage are the icons on the top right. 
Follow the Legend below to see:  
 

 - This is the Reply button; if you click Reply, your reply will only go to 
the sender of the original message. 
 

- This is the Reply All button; if you click Reply All, your reply will be 
addressed to the sender of the original message and all other recipients of that 
message. Also, your message will go to the address in the from: header and to 
all addresses in the To: and Cc: header lines — except for your own address.  
 
 



- This is the forward button; forward means to send the same email that 
you’ve received to a different recipient.  
 
 

- The drop down arrow for Forward gives you the 
option for Forward and Forward as Attachment – with forward as attachment you 
can forward the whole email itself as an attachment.  
 
 
 
**The option button are more advanced features which let you set up inbox 
rules – which email address you want your mail to be forwarded to, etc.  
 
 
 


