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Administration of Imail Accounts


The following notes take you through…

· Creating new accounts

· Editing and deleting existing accounts

· Changing passwords

Creating New accounts
1. Double click on the Internet Explorer icon on you desktop
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2. In the address bar type mail.cccpublic.gov.uk and press Enter
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This will take you to the iMail log on screen.
3. Type in your account name which has administrative rights, this should be in the format…. accountname@schoolname.cheshire.sch.uk then type in your password and click ‘Logon’
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4. This will take you to your main menu; from here select User Administration from the drop down menu…
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From here you can create/edit accounts by selecting the account from the drop down menu and clicking on the respective button…
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5. To create a new account click on ‘Add’
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6. Now fill in the fields appropriately…
· Give them a unique USERID e.g. Class1 (this will be the section before the @ in the email address) It must be more than 3 characters.
· Fill in their name (again could be Class1) 
· Give them a Password and then retype the password in the Confirm Password box. Again must be more than 3 characters.
· Leave the Max Mailbox size blank

· Leave Max Num Messages blank

· Leave the default ticks – see above
Now click on ‘Save’

7. This will take you to a new screen (below) confirming the new account has been added…
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Use the links to go back to User Administration or back to your Main Menu

Deleting an Account
In User Administration section, select the relevant account from the drop down menu and click Delete…
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Changing Passwords
In User Administration section, select the relevant account from the drop down menu and click Change Password…
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Type In the new password (must be between 3 and 30 characters) and then confirm it.
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