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Managing 

Your School’s 

Webmail 

Accounts
This booklet is written for managers of Sandwell’s Webmail email service provided for staff in Sandwell schools

The webmail server hosts email for Sandwell school staff, and requires a web browser and internet access on your computer.

Because webmail is an Internet service, your email can be accessed from school, from home, from elsewhere.
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Logging on
You will need a computer that will connect to the Internet. 

Double click on the Internet Explorer icon (or Netscape if you use that), and wait for your home page to load.

In the address bar, type in the following website address:

http://www.schools.sandwell.net/admin and press enter

You will be asked to log in. Your login ID and password were provided to the school with the original user list when the school originally requested webmail accounts. You need to find the login id and password from this letter (alternatively, contact Broadband Sandwell to be readvised of your username and password).
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When you have logged on successfully, you will see the following page:
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Adding Users
Click on the Add an email user for your domain link.

You will see the following page:
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Accounts that you set up should be for the use of a named school staff only.  You should not set up departmental or job related accounts as these may be misused without traceability or accountability. If necessary, extra aliases can be created to link job titles to certain individuals.

Usernames need to be in the format forename.surname, eg tony.blair or keith.chandler

You should use the person’s preferred first name wherever possible, eg chris instead of christopher.

Enter all of the details in lower case. The account name that you enter will form the basis of the user’s email address and their logon id to allow them to access their webmail account.

Usernames are of the form forename.surname@yourschool.sandwell.sch.uk
Passwords should initially contain only text and number characters. Passwords are case sensitive and should be changed by the new user as soon as possible: they should log on and go to the options page to set a new password.

When you have entered the information, click the Add User button. The resulting page will advise you whether you were successful or not. If you have problems adding users please check that the user is not amongst those listed (see Viewing your school’s users below).

The admin system updates the mail server periodically. The user should be added by midnight of the same day.

Please note: the webmail service is for staff only. Contact Broadband Sandwell for details about email addresses for children.

Deleting Users
Click on the link Delete an email user from your domain.

You will be presented with this page:
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The users of your domain will be listed in the drop down menu. 

Choose the user that you wish to delete from the list offered

Click on delete user to delete that user.

You will be presented with a page advising you whether the user was deleted successfully. If you have problems deleting users please contact Broadband Sandwell.

The admin system updates the mail server periodically. The user should be deleted by midnight of the same day.

Changing a user’s password
There may be times when email users of your domain will lose their password.

Click on the link Change an email user's password for your domain
You will be presented with this page:
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The users of your domain will be listed in the drop down menu. 

Choose the user whose password you wish to change from the list offered.

Passwords should initially contain only text and number characters. Passwords are case sensitive and should be changed by the new user as soon as possible: they should log on and go to the options page to set a new password.

When you have entered the information, click the Change Password button.

Setting Up Aliases
Aliases are used to specify user names without identifying the named individual by their real name.

Aliases exist on the system for the following users:

headteacher@yourschool.sandwell.sch.uk

sec@yourschool.sandwell.sch.uk

senco@yourschool.sandwell.sch.uk

itcoordinator@yourschool.sandwell.sch.uk
When these are set up, any email sent to, for example, headteacher@yourschool.sandwell.sch.uk will be delivered to the inbox of the user for whom that alias is allocated, such that when that user logs into the webmail system, they will see all email that has been sent to the alias user, headteacher@yourschool.sandwell.sch.uk. 

Note: You do not need to set up users called headteacher@yourschool.sandwell.sch.uk, and you cannot log in to the webmail system as headteacher@yourschool.sandwell.sch.uk.

Click on the link Change an email user's password for your domain
You will be presented with this page:
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Choose the alias that you want to set up, then match it to the username to receive email addressed to this alias. Finally click update alias list to make your selection.

Viewing your school’s users

Click on the link List registered users for your domain

You will be presented with this page:
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Please check that all names listed are valid users from your school. If any are incorrect or have left your school they should be deleted as soon as possible. 

It is possible to transfer accounts from your domain to another domain if a member of staff moves between participating schools and wishes to retain existing emails in their account. Please contact EMU to carry out this function when required.

Authentication Passwords
There is web space for each Sandwell school on the Sandwell schools web server. Visit www.schools.sandwell.net or www.yourschool.sandwell.sch.uk to see if your school website has been set up here.

To administer the website you need a number of usernames and passwords. These were provided to each school when the email accounts were first set up. They allow information to be uploaded by FTP to the server, and protect two private directory spaces allocated for each school, /users and /login, such that any attempt to browse to work stored in these folders will result in a password challenge dialogue before the work can be displayed.

Changing any of these passwords is achieved by choosing the Change an auth password for your website link.

You will be presented with this page:
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Please note that you can have multiple usernames for the users and login folders, but the given username cannot be changed for the ftp login or for this admin system. You can change only the passwords for these two functions.

For more information about uploading a website using FTP visit 

www.schools.sandwell.net/emu/webtools
Glossary of terms
	Email

Authentication

Domain

FTP

Alias
	A message sent from one computer user to another computer user, usually at another location

Entering a valid username and password so that a computer system can identify whether you are allowed to request associated resources

A computerised address, such as emu.sandwell.net or yourschool.sandwell.sch.uk

File Transfer Protocol, a system for transferring information between computers on the Internet

A name that represents another name, such as headteacher@yourschool.sandwell.sch.uk
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