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Using Northumberland County Email

Sighing in

Start Internet Explorer. e

Internet
Explorer

< http://fznt-coul0/fexchange/ - Microzoft Internet Explorer provided by Northumberland County Council-S1'w3

J File Edit Wiew Favortes Tools Help |

j@.».@ﬁﬁ@@@@-@.

Back. Friryard Stop  Refresh  Home Search Favortes  History Fail Print Edit

¥
In the address line type in http://fsnt-coul0/exchange

| @to || Links »

J Address I@ hittp: 4 ffsnt-coul 0/exchange’

OR " click on the e-mail button on the ngfl.northumberland.qgov.uk website

[-[e1x]

Type in your user name, eg

2215class1N

Web

for Microsol

Access
ft (B) Exchange Server
Log On|

This is not case sensitive.

050 Exchange per
yourInbox from any Web Bro

T also allows you o view
ddess World

iessages anonymously to public folders or
55 Book For more information ebout this

" = Then press the Return key.
s | @ 51 2 A 7| Bt oo | € Yesveswino, | e
you wil be asked fo log oh
Please wpe your uzer name and pazsword, Type in your
Site: fsmt-coull
Fiealm fsrit-coul 0 ___— user name again

Uszer Mame |221 Bolazs1M / and

| password

Pazswiord I““““ N .
(case sensitive so be careful )

[T Save this password in your passwaord list Gnd Then C“Ck on OK

] I Cancel |
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Sending messages

[

SRS Mail Message

To send a message, click on

or use the icon on the menu bar.

A new window will appear ready for you to write your message.

/q Hew Mescage - Miciosabt Intemet Explonet - [wodking Dffline]

| Fie Edt Vew Favomes Todk Help

3| @& ¢|2

e T I You can send copies
Type the email > /affhe email to
address here. _ others by writing

| Susjost W the addresses here.
Give your -
message a title
<\ .
which will help Write your message here.
the reader.
To send the message, click on the 'Send icon on the top left of the

message window.

Reading your mail

Your email account will now open and you'll see any messages that you have
received in your Inbox.

| Pyt I e r omm | You'll see who the
nbox Gt [T message is from and
o - = B what it is about.

A paper clip icon
next fo a message
means that there is
an attachment.

= B B e e e e M B e e B e e 1 7
R‘-EZL\ZL{[([(KEEEIKL(L(KI-:

Fead .'.\:..'J'.i:s.-" and Bikey o sehin ol w cl'l
]
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Reading your mail continued

J File  Edit “iew Favortes Toolz  Help

Click on a message to

B0 W %W 8 B X e w2 read it.
A new window will
From: Iloat, Pat Oppeﬂr‘.
To: Mloat, Pat
Ce: If a file is attached

suhject:  test

to the message as
Sent: 17401400 19:31

shown here, clicking
__— onit will give you the

test .
/ option to open or
" logodaz. gif save it.

Replying to messages

To reply o a message rather than
composing a new message, click on

3 test - Microsoft Internet Explorer - [Working Offline]

J File  Edit “iew Fawortes Toolz Help

the | 8¢ 'Reply to Sender' icon

Co | S %W B X |« w92
at the top of the email you have || AR AIR S |

A window will appear as before,
r‘eady for‘ you 1.0 Type your‘ meSSage. <] RE: test - Microsoft Internet Explorer

J File Edit Wiew Favortes Toolz Help

You can choose to leave the original  [F0g e 4 |2
message on the page or delete part Mossgs | Adechmms | Opons |
Or‘ a” Of lT To: |M0at Fat [SMTP.PMoat@northumberland. gowv.uk]
The email address will automatically  |e |
be added for you and the subject Sject: [FE.tost
will show as a reply to the original

o - Original Message--——-—
SubJeCT. From: Moat, Pat

. To: Moat, Pat

When you have written your reply, gent: 17/01/00 19:51
click on the 'Send' icon =
as before.
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Sending an Attachment
You can send a file such as a picture, a spreadsheet, a Word document or a
sound file with an email. To do this, first click on the Attachments tab.

a Mew Meszage - Microsoft Internet Explorer

J File Edit Miew Favortes Toolz Help

||E|E¢ !lr|? / Clusel

Attachiments | Crptions

Iilessage

To add an attachment, type i a path or hit the Browse butten. Then tut the Add Attachment
WNeow button to add the attachment to the hst below.

Now click the Browse
button, find the file on
your computer you want
~ to attach, then click
Add Attachment Now.

[CawINDOWS\DE SKTOPAngfllogo gif

Add Attachrment oW~

You'll see your file transfer, then see it listed, along with its size.
You can attach more than one file, but try to keep the file size down.
The Attachments tab now has a paper clip symbol on it.

e
™ jpefllogo o OEB

To send your message, click on the Message tab, then on the Send button.

- ~ o

Ilessage | Attachments | | Options
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