Choir e-Mail system

In your browser:

'ype mail.one.com

his will take you to the log-in screen
(next )
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ype in your login details:

"his will take you to the inbox page as seen on
the next screen
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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 mall



D J @ Webmail 2) X I+ -~ o X
N ()  httpsy//mail.one.com/chair@stdonats.org/INBOX/1/?compose=new A G los) (-] O b a3 o= w
= one.cw Searct nbox ) @ What's new chair@stdonats.org v
— Dec
@ Attach ol Save draft [H] Select layout ~ £ 27
£é . b
} =g Inbox 2 Inbox To: | Cc Bee
i [&¢ Drafts )
b .
I Filters ~ 1-20f2 Subject:
5 Sent : :
@® chair@stdonats.org :
T Attachments: Add
Ti[ Trash test 4/12/202
© spam @® one.com Customer Service :
Welcome to your email chair@stdonats.org 25
FOLDERS + : . ;
Welcome to your email chair@stdonats.org Congratulations o...
Normal v~ aav B | U A 2 =TT E3 == = =
X~
@ T A oo
0
ie]
o
20 MBused @ (No subject) >4

13:32
Q, search .

27/12/2022



As you will see, a composition window appears on
the right. This has all the usual features
expected in an e-mail system
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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.
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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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You can enable automatic forwarding for your email account. You can add several email
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