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Logging in 

Your student email can be accessed from anywhere there is internet access; home, library, and/or another campus.  You 
have been given a 10 gigabyte email box.  The 10 gigabytes will include messages in your Inbox, Sent Items, and Deleted 
Items.  If you exceed your mailbox limit delete messages in your Sent Items first, then your Deleted Items, and then from 
your Inbox if applicable. 

 
Go to http://students.globeuniversity.edu 
 
Click on the Email Login link (right side of the page) 
 
 
 
 
 
 
 
 
Click the ñLogin Hereò Green Arrow 
 
 
 
 
 
 
 
 
 
 
Username = 
firstname.lastname@students.schoolbrand.edu 
(Ex:  Jane.Doe@students.globeuniversity.edu) 
 
Password = The password you were given 
 
Check the Boxes (If Applicable) 

¶ Remember me on this computer (Do you want it to 
remember your username?) 

¶ Remember my password (Do you want it to 
remember your password?) 

 
Click on the Sign In button 
 
 
 
 
Add Birth Year 
Add Country/Region 
 
 
 
 
 
 
 
Click on the I Accept button 
 
 
 

 
 

 

 
 

 
 

http://students.globeuniversity.edu/
mailto:firstname.lastname@students.schoolbrand.edu
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Select a Language 
 
Select a Time Zone 

¶ MN, WI, SD = Central Time (US & Canada) 

¶ UCC = Mountain Time (US & Canada)  
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Navigate 

Once you have logged into your account you will be able to send emails, create appointments, add contacts, and/or 
change your email options. 

 

1. Folder List Contains all of the Outlook folders; Inbox, Drafts, Sent Items and Deleted Items. 

2. Instant Messaging Log in 
Use the same password you used to log into your email to gain access to Instant 
Messaging.  This will allow you to communicate in real time with your fellow 
classmates. 

3. Other Web Folders This is a way to access Mail, Calendar and Contacts 

4. Toolbar 
*  New button ï Create New Messages, and Appointments 
*  Black X ï Delete Button 
*  Reply, Reply to all, & Forward 

5. Search/Email List 
The ñSearch Inboxò function allows you to search for a specific email.  The email list, 
contains a list of emails in the Inbox or in any of the email folders. 

6. Displayed Email Email selected in the email list. 

7. Find People/Options 
You can search for people and display an individualôs information.  The options button 
contains various email settings. 
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Signature 

Signatures are used to identify you at the end of an email.  Formal signatures will contain elements such as title, business 
address and business phone.  Signatures can be added automatically to all emails. 

 
Click on the Options link (top, right corner) 
 
 
 
 
 
Click on the Settings link (left side of the page) 
 
Make sure the Mail tab is selected (top of the page) 
 
Scroll down to the Email Signature section 

 
 

 

 
Type in your Signature (information below) 
 Name 
 Title 
 Business name 
 Business address 
 Business Phone Direct 
 Business Phone Main 
 Business Phone Fax 
 Email Address 
 Web Site 
Format your Signature 
  * Use fonts and colors that are easy to read. 
 
Check Automatically include my signature on messages I 
send (If Applicable) 
  * This will add your signature to the bottom of all your new email 

messages. 
 
Click the Save button (top, left corner) 
  * The signature has been created. 

 
 
 
 
 
 

 

  
















