
Robertson County Email 

 
Go to http://webmail.rcstn.net      
 

(You can also get to it from the http://www.rcstn.net  site.  Click  on the stamp icon  
on the homepage or click on the link to the left called ÒWebmail Login Ó.) 

 
When you enter the above website, your screen should look like the picture 
below. 
 

 
 
Enter your complete email address and password.  Then, click LOG-IN.  
Your screen will look like the picture below.  
 
 
 

 
 
 
   
 
 
 
 
 
 
 
 
To change your password 
 

1. To change your password, click the Settings link, located in the upper right corner.  
2. Click ÒChange PasswordÓ on the left.  Then, enter your old and new password and 

confirm  your new password.  
3. Click the ÒSaveÓ button and then click ÒOKÓ. 

 
 
 
 
 
 
 



To open an email 
1. Click once on the email to view it on the same screen.  Click twice on the email to open it 

in a new window.  
 
To reply to an email 
 

1. Select or open the email to which you want to reply.  
2. To reply to the sender only, click the Reply link. Or, to reply to all recipients, click the 

Reply All link.  
3. Enter your reply message in the message body. 
4. Click the Send button. 

 
 
To send an email 
 

1. Click the Compose Email button.  
2. Enter recipient email addresses in the Top box, separating multiple email addresses with 

a comma or semicolon. 
3. Enter a description of the email in the Subject box. 
4. Enter the text of your email in the message body. 
5. Click the Send button. 

 
Sending an “Auto-Reply” message (Vacation Message) 
 
 Notifying those that send you an email when you are out for several days 

1. Click the Settings link, located in the upper right corner.  
2. Click the ÒIncoming EmailÓ  link on the left side of the screen. 
3. Click the ÒOnÓ button beside the word ÒStatusÓ, then type your message in the 

ÒAuto Reply MessageÓ box. 
4. Click the ÒEnable Only during the following time frameÓ button and enter the 

dates you will be gone. 
5. Click the Save button.   

 
Creating a Signature 

 
1. Click the Settings link, located in the upper right corner.  
2. Click on ÒComposing EmailÓ on the left side, then click the ÒSignaturesÓ tab at 

the top of the box. 
3. Click ÒAdd New SignatureÓ and enter the type (Professional, personal, etc.).  

Click ÒSet as DefaultÓ. 
4. Check the box to determine where you want the signature to appear in the email. 
5. Click the Save button. 

 
Creating Folders 
 

1. Click ÒEmail FoldersÓ on the left side of the screen. 
2. Click  the ÒAdd FolderÓ button. 
3. Enter the name of the folder and click the pull down menu to determine where  

the created folder will be placed. 
4. Click the ÒSaveÓ button. 

 
Creating Mailing Groups  
 

1. Click the ÒContactsÓ tab  - Then click ÒAdd GroupÓ 
2. Name the group 
3. Click the pull -down menu by ÒMy ContactsÓ and highlight ÒCompany DirectoryÓ to  

access everyone in our school system. 
4. Select the people you want in that group and click the arrow to move them over to the 

group.  
5. When finished, click ÒOKÓ. 

 
 
 


