Student Mail — An Introductory Guide.

In order to access your student mail
account simply dick onto View Email
from the College Intranet as shown on
the right (http/1eam.solihull.ac.uk) or
alternatively, you can also access
your account by double dicking the
Student Mail icon that appears on
your student desktop.
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I you experiance any problems using the intranet then plesse do not hesitate in contacting
out ILT Assistant team who are located in the Open Access Cendre.

I a1 any time you wish to change your page settings then select the accessibility icon at the
1op of the page and follow the on screen instructions.

On the leftisthe first screen that youll see.

Yourlogin details are as follows:

Name: StudentID@studentmail.solihull.ac.uk

Eg: DYS04358384 @studentmail.solihull.ac.uk

Password: Simply use your network

password.
Then dick Login.

Should you have any problems getting into
your mail account then please do not hesitate

in contacting one the ILT Assistants located in
the open access centres at either the Blossomfield or Woodlands campus.

The menu bar belowis one that you will become extremely familiar with as you start to use
your mail account. The choices are fairly self-explanatory, but the first one that we will look at

isCom

pose. Compose allows you to create an email message ready for sending.

Compose )addresses Folders Options Search Help




By clicking onto Compose you will be presented with the screen below.

TU.I — Step 1
ce Key in the recipients email
Boc| address
Suhject'l

F'nnritleDfmm 'I Receipt [ On Read [ On Delivery \

Step 2
Signature I Addresses Sawve Draft | Sendl

Type in what the message is
about.

Step 3
Compose yourmessage.

A

NB: If you wish to add an
attachment, you'll notice at the
foot of the message area an
attach option, simply browse for
the file of your choice then add.

=
Send | <—Step 4
Click on send.
Atach: | Browse | Add | imax 2m)

Your In-box.

Now click onto INBOX to the left of your screen. You will now see the contents of yourinbox
displayed asillustrated below.

Current Folder: INBOX Sign Out

Compose  Addresses Folders Options Search Help

Toggle aAll Wiewing Messages: 1 10 4 {4 tofal)

Move Selected To: Transform Selected Messages:

IINEIOX vl howe | Forward | Read | Unread | Delete |

From O Date & Subject O

[~ Admin User Sep 6, 2006 Welcome to Student Resources

[~ Admin User Sep 6, 2006 Welcome to Learning Objects

[~ Admin User Sep 6, 2006 Welcome to elibrary

[T Admin Yser Sep 5, 2006 Welcome to StudenhBesources

Toggle All Yiewing Messages: 110 4 (4 total)
Who the message is from date message sent the subject of the message.

Reading new malil

When a new message arrives in your inbox it will appear in bold. In order to read it simply
click onto the subject.

Toggle All Yiewing Messages: 1 to 4 (4 total)

Move Selected To: Transform Selected Messages:

||NE|O>< vI Muvel Forward Readl Unread | Delete |

From O Date & Subject &
[T Admin User Sep 6, 2006 Welcome to STudent Resources
[T Admin User Sep 6, 2006 Welcome to Learning Objects
[T Admin User Sep 6, 2006 Welcome to elibrary
[T Admin User Sep 5, 2006 Welcome to Student Resources
Togagle All Yiewing Messages: 1o 4 (4 total)



The screenshotbelowis a typical view of a received item. Notice that you can forward, reply
or delete the message as appropriate.
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t: \elcome to Student Resources
From: "Admin User" <webmaster@solihull.ac.uk>
Date: ‘wed, September 6, 2006 4:09 prn
To:
Priority: Maormal
Options: Yiew Full Header | Wiew Printable Version | Download this &5 a File

Message List

Welcome to %tudent Fesources!

If vou hawe any gquestions regarding the "Resources for all™ area please contact
an ILT Assistant on:

Telephone: 0121 678 7111

Email: openaccessfsolihull.ac.uk

Otherwize wour tutor will be ahle to guide you through all other course
specific content.

Tharnks
HMoodle adnin

Using the Address Book.

Alternatively if you wish to save an addressin yourpersonal address book simply select
Addresses from the menu bar.

Addresses JFolders Options Search Help

Again complete the address book as fully as you can and then submit the new addition by
clicking onto Add address.

Add to Personal address hook

Micknarne: | MLzt be Lnigue

E-mail address: |

First name: I

Last narne: |

Additional info: |

Add address

Options

Let'stake a quick look at the choices available within Options.

Compose  Addresses  Folde Options YSearch Help




Choicesindude: Message
highlighting, Index Order, Display

Options - Display Preferences

General Display Options Preferences and Folder
Theme: | Powder Blue Preferences. You are advised to
Custom Stylesheat: Itahoma 10 I\ change your display preference to
the Powder Blue and Tahoma-10
Language: IEngIlsh J option.

Lse Javascript: IAuthetec:t 'I

Note: In this area you are able to change the settings of your mail account to one of 45
different languages, including Arabic, Chinese, Japanese, Russian or Welsh.

Do remember that when you have finished, make sure thatyou Sign Out appropriately. Look

out for the following icon located at the top right of the screen.  Sign Out



