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Step 1—Go to our website and click on Webmail on the top menu bar 



Step 2—Sign-in to your @metc.net email account with your full email address and password 

metc.net 



Step 3—Get to know your email capabilities 

Inbox is where your new 
email messages will be 

Compose is where you would write a 

new email message 

The Sent folder is where 
you can find all emails 
you have sent from your 
email address. 



Step 4—SPAM & Allow Sender 

You can find your SPAM folder on the left 

hand side and the # in parentheses shows 

how many SPAM messages you have. We 

block these for various reasons, and most 

of them should be “junk”.  

In this area you can see who the message 

is from. If you don’t recognize a name or a 

familiar name is spelled incorrectly, then 

it is best to leave it as SPAM.  

If you see a message in the SPAM 

folder that you determine is a mes-

sage you should have received in 

your inbox, then you can click this 

tab “Allow Sender” will allow future 

emails from this email address to go 

to your inbox.  

Periodically check your 

SPAM folder and Empty if 

you deem all are actually 

SPAM 



Step 5—Block Sender & Deleting Messages 
If you’re in your inbox and see a message that you think is 

SPAM or JUNK, then you highlight the message and click 

“Block Sender” to block all future emails form that sender. 
To delete an individual email, first high-

light the message and then on the top 

navigation bar, click delete.  

To delete ALL messages in 

your inbox, you can select all 

and then the delete button.  

Please make sure you Logout of your 

email account when you’re finished 




