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Imail User Guide


The following notes take you through…
· Accessing your iMail account

· Understanding the menu screen

· Managing your emails
· Composing an email from a blank template

· Sending, replying and forwarding emails
· Printing from iMail

· Creating a Personal Address Book

· Creating and editing a signature

· Setting up an Out of Office

1. Double click on the Internet Explorer icon on youy 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

In User ID type yourusername which should be in the format….
accountname@schoolname.cheshire.sch.uk

3. Type in your chosen password
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Once this has been done click Logon

An auto complete box will appear.  Select Don’t offer to remember any more passwords and then click No.  
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It will now take you to your iMail account Main Menu, which should look like this…


[image: image5.png]s o O ) 0| Qe arowes G 3 - [ mmenns et Seas Sl

Menu Corposa Seach [P remrpims =] P Logout
e Masssg Comi- S )
M s 5945
Dt 0 o









[image: image6.png]



Editing your mailbox
To manage your emails you can create new mailboxes (Folders) within your account, this will help to organise/file your emails.  For example, if you receive emails from governors you could create a mailbox called Governors and move all their emails to it.

1. From the main menu screen click on Edit Mailbox…
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2. Type in the name of the new mailbox you want to create e.g. Governors…..
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3. Now click Create

The screen will now refresh and the new mailbox will appear in the table at the top of the screen…..
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If you want to rename an existing mailbox select it from the drop down menu on the Rename a Mailbox section
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Then type in the new name and click on Rename...
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The screen will then refresh and the mailbox name will have changed.
To delete a mailbox select it from the drop down menu in the Delete a Mailbox section and click delete….
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Composing and Sending Emails
1. From the Main Menu click on Compose or select a recipient from the drop down menu
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This will take you to a blank email template……
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2. In the To box type the recipients email address e.g. Name@isp.co.uk 

Or select an address from your address book from the drop down menu and then click on To CC or Bcc.

· If you need to send a courtesy copy to anyone else type their email address in the CC box.

· Or if a blind courtesy copy (the recipient can not see a copy has been sent to this address) type the address in the Bcc box

3. Put a tick in the box that says Add all recipients to my address book if the addresses are new and you want to store for use again.

4. Then type in the subject and type the content of the message in main box called Body.

5. To attach a file click on Browse this will then take you to a choose file screen where you can browse to the file you want to attach and click Open.
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You will now see the path of the file in the Attach box, now click >>Attach>> and the file will appear in the Attachment list.  To remove click on the attachment in the attachment list, then click on Remove.

6. If you have added words into the dictionary you can click on Spell Check.  To add words click on Spell Check then go to Options and click Edit User Dictionary. 
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7. The email should now be complete; if you want to save a copy of this email put a tick in the box Save message in sent folder 
8. If you have created a signature tick Include Signature and now click on Send.
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Replying to, Forwarding and Moving Emails to different mailboxes.

1. Scroll to the bottom of the email you have received……
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2. To reply to just the person who sent it you click Reply, this will take you to an email template with the address filled in, type your reply and click on send.

3. To reply to everyone who received the email and the sender click Reply All, this will take all the addresses from the To and From fields and put them in the To field ready for you to type your reply and send.

4. To forward the email click Forward, this will give you an email template with the body of the text and blank To, CC and BC fields.

5. To delete the email from your account click on Delete.
6. To move this email to a folder (this could be one that you have previously created – see Editing your Mailbox section)click on the drop down menu…
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7. Select the folder you want to move it to then click Move to…
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This email will now be stored in the folder you selected from the drop down menu.

How to print an email

1. Down the side of the email you want to print click on Print…
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2. This will open a new window with a printer friendly version of the email

3. Now print one of three ways...
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Adding Addresses to Your Personal Address Book
1. In your accounts main menu click Address Book.
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Setting up a Signature
1. On the main menu click on the drop down menu and select change my signature…
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2. Type in the signature of your choice….
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3. Once you have finished click on Save.

A change signature status screen will appear…
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4. Click on Menu to return to the main menu screen or Back to edit your signature again.
5.  If you need to change your signature at a later date repeat steps 1, 2 and 3
Setting up an Out of Office Message
1. From the main menu Click on Change Vacation Message from the drop down menu
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2. The following screen appears, type in your Out of Office message. This will then send a reply to anyone that emails you saying that you are unavailable.
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3. This will bring up the following screen.
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4. To remove the Out of Office message, follow the same procedures but just leave the message blank.  
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Using the Calender

There is a function for using an online Calender for appointments.

This can be found from the main menu
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1. To add an appointment just click on the relevant date
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2. This then brings up the daily calendar.
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3. Click on the time that you would like Appointment and the following screen appears
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Scroll down the page to continue with the appointment
[image: image36.png]2 Add An Event - Microsoft Internet Explorer =18 x|

P —— |

ok - = - D [ 4| Qsearch (aravorss Gveds 3| B b ] - =

Pioss [ i cecpble. v 40 150523 eeven, 4115 g CorCol—Psen il _Caronbiow—DATL YO btem2tiA e 7ean_on <] G |Uis ”

€ This event should occur Himes (enter a numben.

© Repeat this event until [May =] [T =] [2004 %]

Reminder
Set first rerninder to ocour [0_=] day(s) Set second reminder to oceur [0 =] day(s)
0= hours) 0= hours)
00 =] minutes 00 7] minutes
Before ] the event occurs Before ] the event occurs.
E-ail (Add new E-Mail address on net fine) My Address Book
[Schoo LadminBocopub 1ic. gov. uk << [NoAddresses
I |
Invitee List
E-ail (Add new E-Mail address on net fine) My Address Book
= [<<| [NoAddresses
I |

Add Save & Add Another Cancel

Eloore [T @ meme:




4. Once complete just click on Add or Save & Add Another
5. To Return to the Main Menu click on Imail Web Messaging.
This shows the number of emails that you have sent and saved a copy of.








This shows the number of emails in your account.








Click here to create and send new mail.





Checks for new emails on the server





Shows read and unread emails 





View or edit your address book





Create mailboxes to manage your email account.





Displays new emails.





This table shows the contents of your iMail account.





Type the new mailbox name here.





Click Create 





New mailbox 





Select from drop down menu.





Click delete





To logout click here.





Compose 





Select existing recipient from your address book.





Save Message in drafts folder





Send Message





Click to run Spell Check





Type email content here





This keeps a copy of this email in the sent items folder.





Type here the address E.g. Helpdesk@cheshire.go.uk





Select addresses you have added to your address book 





Select this to add address to your address book





2. Hold down CTRL + P and then select your printer and click Print.








1. Click File and then Print, select your printer and click print





3. Click Print





2. Type new address…


head@school.cheshire.gov.uk





1. Type in name of new entry.





3. Click add to add details to address book.





Click modify to save changes or click delete to remove from address book.





Edit name and email address of chosen entry.





Select existing entry to edit.





Click Menu to be taken to the main Menu screen





Type the title of the Appointment





Description of the Appointment





Where it is to take place





The type of Appointment eg Anniversary, birthday, business etc





The date/time of start/end of the Appointment





You can set reminders 





This will send an email to your account (or any other you choose either from the My Address Book or just typed in) as a reminder





You can invite others to your appointment via email





Once Complete Click Add or Save & Add Another





Click Imail Web Messaging to return to the main menu
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