
  

Choir e-Mail system

 In your browser: 
Type     mail.one.com
This will take you to the log-in screen
(next ) 



  



  

Type in your login details:
This will take you to the inbox page as seen on 

the next screen 



  



  

The left hand column has icons for :
Mail
Calendar
Contacts
Settings

Of these Mail will be the most used:Click on the 
blue ‘Compose’ button to write mail



  



  

As you will see, a composition window appears on 
the right. This has all the usual features 
expected in an e-mail system 



  



  

Here we are sending an e-mail to the choir:
In the ‘to’ box we put our own (choir)address.
We then click on BCC and start typing in the word 

choir. When Choir(number) appears then click 
on it and the whole group’s addresses will be 
selected. 



  



  

The rest of the input is self-explanatory.
Fill in the subject field.
Click in the message pane and put in your 

message.
If there are attachments then click and add as 

usual.
Click on the ‘send’ button- job done



  

Contacts:
Click on the contacts icon to bring up the contacts 

page
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