
Step 1. Create an account on https://uronline.net/students (or login) 

 
Select “New user registration”. 
 
Step 2. Complete the new user registration form. 

 
Password must be 8 characters. One uppercase letter, one number.  
 
Step 3. User will get “welcome” screen. Please note that you will receive an email confirmation 
once your registration has been processed. This is to ensure security of alumni and student 

https://uronline.net/students


information that is displayed on profiles. 

 
 
Once you have received an email that your registration has been processed, please follow the 
directions displayed on the Directory Homepage.  
 
Step 4. Search for a user(s) in the directory. Select “search”. 
**NOTE: If there is a specific person you cannot find, they may have opted their profile out of 
the directory listing. 
 

 
 
Step 5. View Profile/Message user. Click on the name of a user to view the profile. Click on the 
“envelope” icon to message a user. 
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View a user profile 

 
Select “back to search results” to return and message this user. 
 

Message a user 

 
 
Click on the envelope icon to start a message. When constructing a message, filler text will 
appear, and you will be able to adjust this text as needed. Please do not remove the Email 
Preferences and privacy policy links at the bottom of this email. 



 
Once you are done constructing your message, select “send message”.  
*Note: The “from email address” field is the email typed in upon registration. Please use a 
Richmond.edu email address, instead of a personal email (such as gmail, yahoo, or aol) to avoid 
getting sent to junk folders, deleted, etc. 
 
You will get a pop up window that says “congratulations, your email has been successfully 
sent”, if the user has an email address associated with the account. 

 
 
Message the user will reply to: 



 

 


