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education and microtechnology unit

Using the Web email
service



This booklet describes the web based email service used by Sandwell schools.

The web based email service was introduced in January 2005 to replace an earlier
webmail system.

This email service is currently for the use of Sandwell schools teaching and school
admin staff, and for supervised use with groups of students.

A number of extra facilities are planned for the service, including email filtering to allow

more open use by students, as well as address books, disk transfer space and IMAP
(POP3-like) access. These facilities will become available later.
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Logging on

The webmail system is a web based email system. You will need an Internet browser

such as Internet Explorer to use the system.

You can send and read emails from any suitable computer connected to the Internet,
whether it is in school, at home or elsewhere in the world.

To access your email, open an Internet browser window, and type the URL for your
school’s email address in the address bar. These will differ between schools, but are
made up from your school’s domain name (the same as the domain part of your email
address) prefixed with mail., so: mail.yourschoolname.sandwell.sch.uk

A full list of domains can be found at www.schools.sandwell.net/email

This website contains the URL for

your school’s webmail.

You should add this link to your
favorites list on commonly used
computers; right click on the link
and choose Add to Favorites
from the menu. Give the link a
suitable name such as New
Webmail

ZJ about:blank - Microsoft Internet Explorer. _1of x|
Flo Edt Vew Favortes Toos Help | &
Qoxck - )+ %] (2] (n| POsewch Slprevories @meda 2| 2 @ | ) B @
Address [{€] hetp: /imalwarleyhich, sandvel.sch.uk] BRI
i 32
|
|
&0 [ @ e %

Once you have located the link, click on it to go to the login page.

/201/21/2005 12:23:10 am--0000 - Dpen WebMail - Microsoft Internet Explorer

=10l x|

Ble Edt Vew Favortes Tools Help |

Q- - [x] & 7;“‘/ Jsearch | Favarites @Y Heda &2‘ - |- E el
]

Address [ €] el et c

EERE

".f Sandwell

Metropolitan Borough Council

UserlD:
Password:
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Open WebMail version 230 Help?
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Your user ID is the first part of
your email address
(up to and not including the @))

Your password has not changed
from the password stored on the
old webmail system.

Click the Login button to log in.




Reading your mail

The first time that you log in the system allows you to configure some of the preference
settings that will be used. These can be changed later if necessary. You can either set
up your preferences now or change them at a later date.

Once you are logged in, the inbox will be displayed

Z§ keith@mailboxs.sandwell.net - 01,/21,/2005 12:45:17 am-+0000 - Open WebMail - Microsoft Internet Explorer 13l x|

Fil=: Edit Wew Favorites Tools Help | #

@Back - Q - \_LI IELI ;\‘ | /.-\i Search ‘v-‘:/ Favarites @Media 6‘-‘2| Jw | = A - E ﬂ

Address l@j ell. netjcgi-binfopenwebmailfopenwebrmail-main. pl?sessionid=keith*-session-0,010031 2243021 14 38&sort=datedf older=INBOX&action=userrefreshipage=12userfresh=1 LI ﬂ GO | Links **

l\nbox(48f51) vl 48 unread / 51 messages /| 5.4MB

Mew | | Folders||AddrBook| [BdwSearch|(Refresh| [ Pref || Logout ToTrazh
415 b

ISubject j! Search I F'ageI1 - ISaved -| Move | Copyl

Y

H  Date a Sender Subject Size [~
164 01/19/2005 04:51:36 pm 7 Dave Leach 7 RMEBETTOS virtual exhibition available until 31 January 1MKB O
2= 01/15/20035 12:45:40 am 7 keith 7 NiA 827 [
3 011472005 11:47:22 am 7 keith 7 hello 74 T
4= 01/06/2005 08:07:20 pm 7 newsletter 7 EEC ity Newsletter, J y 6 2005 149KB
bl | 01/06/2005 04:57:46 pm 7 #FU-UKLI-SME 7 Happy New Year from NEC 10KB [~
60  D1/06/2005 02:40:07 pm ? Suzanne Kinton 7 g;f;‘:ﬂ:luw"'g:'?x;;“m“ Betkizfobynt 74KB
1M 12/23/2004 04:44:37 pm 7 Suzanne Kinton 7 Microsoft Windows XP Service Pack 2 CDs 15KB [
8 12/23/2004 01:39:23 am 7 newsletter 7 EE Community Newsletter, December 22 2004 3ZKB [
96 1241742004 05:06:58 pm 7 rabina begum 7 feelings 4B O
10 = 12/15/2004 02:01:25 pm 7 Lucy Heneghan 7 RM Origami Tools for BETT 2005 12KB [
415 b

COpen Ywebiail version 230 Help?

<]
] [ Bemneme:

The inbox gives the following information:

Whether the email has been read or not (is the envelope open)
Whether the email has any attachments

The date and time of receipt of the email

Who sent the email

The subject line of the email

The size of the email

There is also a button bar at the top of the page allowing you to create a new message,
file the messages in sub-folders, go to the address book, search for messages, refresh
the inbox (in case new messages have arrived), change preferences and log out.
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To read a message you should click on the message title. (Other systems allow you to
click on the sender, if you click here you will move to the send message dialogue
window)

mailbox8.sandwell.net - 01,/21/2005 12:50:48 am-+0000 - Open WebMail - Microsoft Internet Explorer - 13l x|

File: Edit ‘ew Favorites Tools Help | ;r'

@Back il > B \ﬂ lELI ;\‘|/' Search ‘5‘\'{'Favnrites @Media 63_}| - "_ A - . E ﬁ

Address l@j =%3C416F34 7BFSBACE40ESFAAAG494 2221 2ZE048DAEAD Y 40ex-mal2 . inkernal rmplc. net % 3Eaction=readmessagedheaders=simplefattmode=simplefdb_chkstatus=1 j Go | Links **

Message Display Inbox : 51 messages| I

o
Eack| | Mew || Repl ply Bl || Fonnvard | [Fuod 0z 04 || i s P Pref |[Logout ToTrazh

Charset |iso-8853-1* =l [Saved ~] Mave | Copyl
47p  -html-

Date: Thu, 23 Dec 2004 16:44:37 -0000 @ All headers
From: "Suzanne Kinton" <skinton@tm.com> €, B By

To: <aac@northleamington.co uk>, <abashie@aol.com>, <abaumber@rbhs.co.uk=, & .....

Subject: Microsoft Windows P Sewvice Pack 2 CDs All attachrments

Dear Custoraer,

e recently sent you a copy of Microsoft Windows XP Serviee Pack 2 for your Cormurity Connect 3 network. We belisve an error may have ooouzed duting the
ratafachate of 1 small proportion of these CD ROMs and, as 1 result, they may be faulty. Therefore, [ would like to adwise you to delay the installation of this pack. We are
wsroshing with oug suppliss to investizate this and will provide a Fuethes up dibe in ] suasy.

Please amept sy apologies for any inconvenience this has caused
Best Regards

Su Kinton

Product ¥Manager

Metwaork Solutions Business Group
EM plc

Email: skinton@rm.com

Tel 01235 854965

Fau: 01235 854945
MY, PIT, COIT

For mare information about my products please see the Product Portals:
SchoolShare & Store Box: <http:/frmifinternal/Primary/ProductFPortals/ProductPortal asp?cre=PP20087 4 =
Frimary ¢o3:_<http: Armidinternal/Primary/ProductPortal s/ProductPortal. aspPorefEPP7 2428

|&] Dore [ |3 [ mternet i

From this window you can read the email. Buttons here allow you to reply and forward
the message to other email addresses.
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Sending a message

From the inbox, click on the New email button.

1o/
| &

3 keith@mailbox8.sandwell.net - 01/21,/2005 12:53:53 am+0000 - Open WebMail - Microsoft Internet Explorer

File: Edit ‘ew Favorites Tools Help

@Back > B \_LI |EL| ;\‘|/-l Search ‘5‘\'{'Favnrites @Media 63_}| {Jw ? n - , E ﬁ

Address I@ plraction=composemessagedseassionid=keith*-session-0,010031 2243021 1 438sort=datefkeyword=8searchtype=subject&f older=INBORX&page=18compose_caller=main j Go | Links **

Compose Message
=) W U >
R Charset for comp05|ng.l|so 55591 J

From: |"keith" <Keith@mailboxﬁ.sandwell.net)j Priority:INormaI 'I

To: I\ |
cc: | G
BCC: | (v
Reply-Tn:I Confirm Reading ™
Attachment; | Browse.. |Add
Suhjec‘t:l Backup sent message [

Send Sawve Draft Ilenglish vI Spell Check | MngormatITe)d 'I Cancell

E

=
|.§'| javascript:document. composeform, addbutkon. clickr); ’_ ’_E £ Internet "

You can fill in the To:, CC: (carbon copy) and BCC: (blind carbon copy) fields either by
manually entering an email address or by the use of the address book.

Enter a suitable subject on the subject: line, and type in the text of the message in the
mail message box at the bottom of the window.

Once complete, click Send to send the message to its recipients.
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Attachments

An attachment is a file stored on your computer that you wish to send to another user.

 keith@mailbox8.sandwell.net - 01,/21,/2005 12:53:53 am-+0000 - Open WebMail - Microsoft Internet Explorer 13l x|

File: Edit ‘ew Favorites Tools Help | ;r'

@Back > B \_LI |EL| ;\‘|/-l Search ‘5‘\'{'Favnrites @Media 63_}| {Jw ? n - , E ﬁ

Address I@ plraction=composemessagedseassionid=keith*-session-0,010031 2243021 1 438sort=datefkeyword=8searchtype=subject&f older=INBORX&page=18compose_caller=main j Go | Links **

Compose Message
& [ | P S
R Charset for comp05|ng.l|so 55591 J

From: |"keith" <Keith@mailboxﬁ.sandwell.net)j Priority:INormaI 'I

-

To:I Q:_'I
cc: | G
BCC: | (v
Reply-Tn:I Confirm Reading ™
Attachment; | Browse.. |Add
Suhjec‘t:l Backup sent message [

Send Sawve Draft Ilenglish vI Spell Check | MngormatITe)d 'I Cancell

=
=
&l [l Wr—r—
[httos:timailbox. sandwel. netfcai-binfadminimailadmin/indes. real - Microsoft In

There is a line for listing attachments above the Subject: line in the Compose Message
window.

To attach a file to your email, click on the Browse button on this line. A find file window
will open.

Browse your computer’s drives to locate the file that you wish to send and then click on
Open.

Click the Add button (next to browse) to ensure that the file is attached to the email.
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It is possible to add multiple files to an email. At present, file size is not limited although
some size limitations may be placed on email attachments in the future to protect
network bandwidth and shared disk space for all users.

4 keith@mailboxs.sandwell.net - 01,/21,2005 01:01:25 am+0000 - Open WebMail - Microsoft Internet Explorer - 13l x|

File: Edit ‘ew Favorites Tools Help | ;r'

@Back il > B \_LI lELI ;\‘|/' Search ‘5‘\'{'Favnrites @Media 63_}| - "_ A - . E ﬁ

Address l@j plraction=composemessagedseassionid=keith*-session-0,010031 2243021 1 438sort=datefkeyword=8searchtype=subject&f older=INBORX&page=18compose_caller=main j Go | Links **

Compose Message
& [ | P S
R Charset for comp05|ng.l|so 55591 J

From: |"keith" <keith@mai\boxﬁ.sandwell.net)j Priority:INormaI 'I

-

To: I ml
cc: | L
BCC: | i8]
Reply-Tn:I Confirm Reading ™
10036708, jog 49KE [Delate]
10053850 jog 45KE [Delete]
Attachment: juiomet settings for Click clients vB.doc BOOKE [Delete] [Preview] 698KE of 50000 KB
I Browse...
Suhject:l Backup sent message v

Send Save Draft ||eng|ish VI Spell Check | MagFDrmatlTE)d ‘l CanCBll

=
[
- el e
D
|.Ej R [httos:/imailboxs. sandwell . neticai-binfadminimailadminfinde:.real - Microsoft In

It is recommended that when sending attachments you should include a note to the
recipient to indicate the software used to create the file, so that they can be sure that
they have access to the correct software to view the file. Compatibility issues are
becoming less of an issue recently but it is possible to use more common formats
where they still exist. Use .txt or .rtf formats for word processed documents and .csv for
spreadsheets if necessary.
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Address Books

The address book can be accessed from the AddrBook button on the Inbox window, or
by clicking on the book icons by each of the To:, CC:, and BCC: lines in the Compose
message window.

Compose Message

wh i I 5 2
Charset for composing:| iso-8859-1

From: I "keith" <keithi@mailboxd. sandwell.net j Priuriw:m

Tu:|| M

CC:| \address book|
BCC: | (4

Reply-Tu:| Confirm Reading [
TONAATOG ine 48KR MNelptel

Clicking on these links will take you to the address book. Choose the email users that
you wish to send to, and click the Add/Modify button to place them in the message.

J helen.shepherd@st-johnbosco.sandwell.sch.uk - 01/21/2005 01:12:02 am+0000 - Open WebMail - Microsoft Ink rer =10l x|
Fle Edt Vew Favortes Took Help | &
Qoo - ) - ¥ [B] 0 ‘ ) semch 5 Favortes @ teds 42 | e E e
Address [&] dwell.netlc book.pl B [uks »
Edit Address Book 32 KB Availablef
& i -
] il
Name (Click to edit) E-mail Address(es) (Click to mail) Note Action
& Add/Modify
Adam Doughty adam. doughty@langleyhigh sandwell sch. uk Delele
Ahrned Karwear ahrmed. kanwang@watleyhigh. sandwell. sch.uk Delete
Global AddressBook (ReadOnly)
Abbi Phillis abbi philis@peryfields-pri sandwe .
Abdul Hasnath abdul hasnath@tividalehigh sandweet ..
Ada Eggleton ada.eggleton@cronehills. sandwell gchok e
Adam Doughty adam doughty@langleyhigh sandwell schuk
Adam Doughty adam doughty@langleyhigh sandwell schuk
Adam Hallyhead adam.hollyhead@ockerhill-jun. sandwe... e
Adam Hughes adam hughes@woodgreenhigh sandwell .
Adele Lewis adele lewis@menzies sandwell schok
Adele Whitehouse adele.whitehouse@cronehills. sandwel... e
Adtian Banner adrian.banner@rowdeyhall sandwell gchouk e
Adrian Greenhalgh adiian greenhalgh@menzies sandwell .
Adrian Payne ADRIAN PAYNE@alexandra sandwell schuk
Adtian Pembleton adrian.pembleton@tividalehall sandwe... e
Adrian Spitzkowski adrian spitzkowski@st-pauls sandweel .
Ahmed Kanwar shmed kanwarn@warleyhigh sandwell schuk
Aileen Thompson aileen.thompson@devonshire-inf.¢and... e
Aisha ladri aisha kadri@menzies sandwell schue
Al Shephard al shephard@causewaygreen sandwell ..
Alan Boden alan boden@tividalehigh sandwell schok
Alan Brookefeather alan.brookefeathen@manar. sandwell schak e
Alan Braokes alan brookes@menzies sandwell schok
Alan Daniels alan daniels@hargate sandwell schue
Alan Darby alan darby@woodgreenhigh. sandwell.schuk e
Alan Davies alan davies@tividalehigh sandwell schou
Alan Gullock alan gullock@uwillingsworth sandwell . 5
A Pl S e e e T S b Pt
& T 7

#istart| 71 @ (O] @ > )6 Windows Explorer =] 1] email 2.doc - Microsoft ... |[EThelen & d [« BB o114

Please note that currently (20/01/05) work is underway to improve the address book,
including the transfer of personal address lists from the old system.
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Preferences and Advanced features

From the Inbox, click the Prefs button.

ZJ keith@mailboxs.sandwell.net - 01,/21,/2005 01:18:41 am-+0000 - Open WebMail - Microsoft Internet Explorer 13l x|
b skt dban b e :
I

File Edit ‘iew Favorites Tools Help

@Back il B \_LI IELI ;\‘ | /.-\i Search ‘:} Favarites @Media 6?_3| = ‘."r' n T E ﬁ

Address I@j ‘net,rcgi-bin,l’openwebmail,l’npenwebmail-prefs.pI?action=editprefs&sessionid=keith*-sesswon-0.0100312243021143B:.FDIder=INBOX&sort=date&page=1&prefsfcaller=mainll GO | Links **
-

Back ChangePaszwd]| History || Info

Personal Information

Language:IEninsh j CharggtliaD—BBEH—l Ll
TimeZone oﬁset:|+DDDD 'l D
Daylight Saving Time:IAuto switched 'I

From:l"keith" <I<eith@mailboxB.sandweII.net)_vJ

Reply-tu:l
Signature (300 characters or less)

Display Preference

Style: I Default x

lcon SEt:ICDDBD.EnghSh L‘

Background image:ICursive.gif j URL|

Background image repeated: [

Font size:lWD Puoint =
Date format:lmmjddfyyyy 'I

Hour format: |12 | hour

Folder browsing Jid|

|&] Dore [ [ [ miemet i
& startl Jd @ O] @ * )6 windows Explorer v| 8] email 2.dac - Microscft ... ”@ keith@mailbox8.sand... & | https:{imallboxs.sandwe. .. | | «HABl & 0119

This page contains a large number of settings. Most importantly:

e The Signature box. This allows an automated signature to be placed at the end
of each message that you send

e The Style menu, this allows you to customise the “look and feel” of the system
when you are using it.

e The font size for displayed information

e The number of messages per page in the Inbox

e The New Mail pop up windows

Please change other parameters with care (!)
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Your Password

The new Freedom of Information act requires that Public sector email addresses refer
to a named individual. It has been Sandwell Council’s policy that all email addresses
contain the user’s preferred first name and their surname.

Email addresses based on job title (such as headteacher@yourschool.sandwell.sch.uk)
are only permitted as Alias email addresses; they do not exist as users on the system,
but forward email to a named individual’s email address.

You should not pass your email address or password to another user as this would
open the system to possible abuse. You should change your password from a
password that is easily determined as soon as possible.

Passwords are changed from the Change Password button on the Prefs page.

Change Password

UserlD:W

Qid Passwurd:ﬂ—

Mewe Password:l—
Caonfirm MNew Passwurd:r—

Change Password I Cancel I

Open WebMail version 230 Help?

Choose a password that has letters and numbers. Some people replace certain letters
(such as 0’s and I's) with zeros and ones (eg ma1lb0x). Others use two word
passwords separated by a random number (eg mail45box) (Please don’t use this
example)

Choose a password that you will be able to remember without writing it down, or if
necessary, store a written copy safely.
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Security

The Internet is inhabited by all manner of individuals, some helpful, others malicious.

It is possible for malicious people to scan information sent across the Internet, and to
profit from any gleaned information.

To secure against this, a security system is in use on the Internet called “secure http”.
Secure websites URLs start with https:// instead of http://.

Banks use this system for online banking. All data transferred between your computer
and the bank’s web server is encrypted to make it unreadable, so that the
conversations cannot be eavesdropped by hacking tools.

The webmail server uses https://. At present, you are asked to accept the Security
certificate in order to use the webmail service. You must click Yes in order to proceed.

Security Alert X|

] |nfarmation you exchange with thiz zite cannot be viewed or
fy changed by others. However, there iz a problem with the site's
gecurity certifizate.

C:B The zecurty certificate waz izzued by a company you have
not chozen to trust, View the certificate bo determine whether
wou want ko trust the certifving autharity,

o The zecurity certificate date iz valid.

ﬁ The zecunty certificate haz a walid name matching the name
aof the page pou are tving b view.

['a you want to proceed?

Wiew Certificate l

Older Internet browsers (such as Internet Explorer 2 and early versions of Internet
Explorer 3) are not compatible with https: and so will not connect. In such
circumstances, please upgrade your browser or find a more recent computer system to
use.

The security covers the transfer of data between your browser and the server. Once
you click on the send button, the server locates and sends the message to the intended
recipient. The server will send the message in a similar secure way if possible, but
relies on the target email server’s ability to understand encryption. If necessary, the
message will be sent unencrypted. Be careful when sending sensitive information by
email.
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New users, and lost passwords

There is an admin system for adding and deleting users, changing alias users and for
resetting lost passwords.

Someone in your school (often the IT coordinator, IT Technician or school secretary)
will be able to carry out these tasks.

Contact EMU for details of this system.

3 https:/ /mailbox8.sandwell.net/cgi-bin/admin/mailadmin/index.real - Microsoft Internet Explorer = IEI ﬂ
File: Edit ‘ew Favorites Tools Help | :,'
. A » L - % T, - | ] -
@Back - -J - \_LI lg Tyl | 7 Search ./\\/ Favaorites @Medla {_‘3| T g ﬁ] - .___: F ﬁ
Address I@ https: fimailboxs. sandwell netjcgi-binf adminmailadminginde:. real j Go | Links **
=

Sandwell Webmail Admin

Add an email user for yvour domain

Delete an email user from vour domain

Change an email user's password for your domain

Setup email aliages for your domain

List registered users for your dotnain

=
€] pane [T 8 gneme
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Notes:
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