
Getting Started – Logging In 

1. To utilize library email, hover your cursor the “Site Logins” dropdown menu at the top right hand side of MyMetrolibrary. Click 

on “Email and Calendar.” 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

2. You must login to access your e-mail.  Depending on when you were hired to work for the Metropolitan Library System, your 

username will either be the first initial of your first name followed by your last name or your first name, period, last name.  

For example, Jane Doe’s e-mail is jdoe@metrolibrary.org, so her username is jdoe. If she is a more recent hire, her email 

would be jane.doe@metrolibrary.org.   
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Getting Started – Inbox & Viewing Messages 

When you log in, the first thing you will see is your inbox.  The screenshot below is the general view of the inbox. Click on any 

message in your Inbox to view the message. The message will appear to the right in your viewing pane.  

  

 

 

 

 

 

 

 

 

 

 

 

 

 



 

Basic Tasks 

Composing a Message: Click the “New’ button at the top to compose an e-mail.  A blank email template will appear. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

Composing a Message: Once the email template appears, you can begin composing your message.  When you are finished 

composing, hit “send.” 

 

 

To: type in the recipient’s name. It should auto-populate.  

CC: “CC” means carbon copy. You may utilize this feature  

of email if you would like someone to “be in the loop”  

but not necessarily address them directly.  

They will receive a copy of the email.  

 

Subject: This is the subject line where you will  

type what the email is about.  

 

Body: This is where you will type your message.  

 

 

 

 

 

 

 

 

 



 

Reply & Reply All: When you receive a message and want to reply to it, you may reply to the sender or to all recipients of the 

original message.  Please be advised that “reply all” should be used only when appropriate and not used to reply to an “all 

correspondents” email. Click on the reply button as shown below.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

Forward: When you receive an e-mail and would like to forward it to another person, simply press forward.  You have the option of 

adding your own message to the email or sending it as you received it.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 


