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Domino Web Access - Mail DWA02 
 

Perquisite learning card: To learn how to login to Lotus Notes webmail (Domino Web Access) please see 
Overview of Lotus Notes Webmail (Domino Web Access) (DWA01). 

 
This learning topic outlines how to: 

 compose an email, 
 add a recipient, 
 add an attachment, and 
 send the message. 

 

1. Select the Mail tab. 

2. Click the New button on the action bar. 
 
 
 
 
 
 
 

 The message window will open. 
 

3. Type the name of the recipient in the To field. 

Tip: To search for the recipient in your local contacts and the Monash directory, begin typing their name in 
the To field and then press the F9 key on the keyboard. 
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4. Type a subject for the email message in the Subject field. 

5. Type the content of the email message in the body text field. 

Note: If you do not need to add an attachment to your email, proceed to step 11. 

6. To add an attachment to the email, click the word Attachments at the bottom of the window. 

 

 
 
 
 
 
 
 
 
 
 
 
 

 

7. Click the Browse button to locate the attachment on your computer.  

 
 
 
 
 
 
 
 
 
 

8. Once you have found the file you wish to attach, click Open. 

9. The filename of the file will be displayed. Click the Add to List button to add the attachment to the mail 
message. 
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10. The filename of the attachment is displayed in the list field. 

 
  
 
 
 
 
 
 
 

Tip: To remove an attachment, highlight it in the list and click the Remove button. 

11. Once you have completed your email message, select Send or Send & File. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


