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BIS Help Guides

How to send an email using Webmail

Learn how to write emails from any Internet connected device.
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._ _ + | Q@ https @ webmail.bis-school.com/?_task=mail&_mbuox=INBOX ¢ | Reade

i 5{ E Mail  #2H Address Book EI:I Settings e Logout
@ @ = i @; @" Filter: (4l ]| (Qr [5)

Folders R Subject # From Size P
m + School is out, time to do some work! Mevers, Frederic 2014-06-27 19:26 7 KB
_,;? Drafts + Sec Teachers: All-Staff: Correction: Julie Metzlaff Today 17:00 4 KB
[&] sent + Sec Teachers: All-Staff: PS: Return dates: ADMIN staff Julie Metzlaff Today 15:12 4 KB
a Junk + Sec Teachers: All-Staff: Return dates for the next schoo- - Julie Metz|aff Today 15:09 6 KB
E Trash * Re: Troy's Laptop Krenczewski, Marcel Today 15:05 Z0KE
3 Deleted Messages * Troy's Laptop Krenczewski, Marcel Today 14:59 9 KB
Mentor + Sec Teachers: All-Staff: Leaving Staff Laptop Return Krenczewski, Marce| Today 14:47 9 KB
&5 Notes + Sec Teachers: Yearbook Hannigan, Sara Today 14:20 22 KB
g s — * licencing Tia Martin Today 14:19 20 KB
+ Sec Teachers: All-5taff: Handy tips for setting up an aut-- Paul Dawes Today 14:18 31BKB
%Studenls + Re: [Technology in the IB Curriculum] Summer Update: --- Projestus Mutalemwa Today 13:13 16 KB

ﬁ e * Re: Anna Stevens Today 12:59 103 KB @

3 student 2 + Re: 1:1 Laptop CIG - Slam Sessions Anna Stevens Today 12:59 6 KB
'J‘E Technology + Re: 1:1 Laptop CIG - Slam Sessions Anna Stevens Today 12:59 6 KB
3 104 [ + Re: Re: 1:1 laptop slam sessions Anna Stevens Today 12:58 11 KB
ﬁ 10C + Re: Re: 1:1 laptop slam sessions Anna Stevens Today 12:58 13 KB
38D + Re: 1:1 laptop slam sessions Anna Stevens Today 12:58 4 KB
+ Re: Re: 1:1 laptop slam sessions Anna Stevens Today 12:58 11 KB
+ Re: Re: 1:1 laptop slam sessions Anna Stevens Today 12:58 13 KB
+ Re: 1:1 laptop slam sessions Anna Stevens Today 12:58 4 KB
+ Re: 1:1 laptop slam sessions Anna Stevens Today 12:58 5 KB
+ Re: Re: Sec Teachers: All-Teachers: Mac keyboard short-- Anna Stevens Today 12:58 6 KB
+ Re: 1:1 laptop slam sessions Anna Stevens Today 1258 5KB
+ Re: Re: Sec Teachers: All-Teachers: Mac keyboard short--- Anna Stevens Today 12:58 6 KB
+ Re: Re: Support with laptop distribution Anna Stevens Today 12:57 5 KB
+ Re: Re: change of direction for CIG group Anna Stevens Today 12:57 5 KB
+ Re: Learning with technology PD Day - 2nd May 2014 Anna Stevens Today 12:57 19 KB
+ Re: Re: Support with laptop distribution Anna Stevens Today 12:57 5 KB
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INTRODUCTION

Although the IT team do a great job of setting up the email client on your Mac laptop, there will be
times when you need to access your school email account from a different machine (e.g. phone,
iPad, etc.). This guide will show you how to use Webmail, the Web browser friendly email client for
your school email account.
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Step 1 — Visit the Webmail page

o Visit http://webmail.bis-school.com

«./ BLE tebma o Type your username and password

) _ Click 'Login’
Username l'!'g‘!“f'—l

Password [sessesssnses |

Step 2 — Visit the ‘compose’ page

@06 Roundeube Webmail :: Inbox

e Click on the 'Compose new

) BS tebmal d— e bl Dl B B message' icon
M ] SRS - R '@ 5 & Filer: [ Al s (o )

Eokdae 3 38 Ecom, Dil—y &
= School Is out, time te do some work! Nevers, Frederic 2014-06-27 19:26 7KB
& Drafts * Sec Teachers: all-Staff, Correction: Julie Merzlaff Today 17.00 4KB
Sent * Sec Teachers: All-Staff; PS: Return dates: ADMIN staff Julie Metzlaff Today 15:12 4KB
8 Junk * Sec Teachers: All-Staff: Return dates for the next schoo Julie Metzlaff Today 15:09 6KB
T Trash * Re: Troy's Laptop Krenczewski, Marcel Today 15:05 20K8
3 Deleted Messages = Troy's Laptep Krenczewskl, Marcel Today 14:59 KB
2 Mentor * Sec Teachers: All-51aff. Leaving Suff Laptop Retwrn Krenczewski, Marcel Teday L4:47 9KE
3 Notes *+ Sec Teachers: Yearbook Hannigan. Sara Today 14:20 22KB
£3 Sem Messages * licencing Tia Martin Today 14:19 20KB
B i * Sec Teachers: All-Staff: Handy tips for setting up an aut-~  Paul Dawes Today 14:18 318KE
« Re: [Technology in the I8 Curriculum] Summer Update: - Projestus Mutalemwa Today 13:13 16KB
iy srutered s Anna Stevens Today 12:59 03k8 &
5 studers 2 + Re: 111 Laptop CIG - Slam Sessions Anna Stevens Today 12:59 5K
£y Technalogy « Re: 1:1 Laptop CIG - Slam Sessions Anna Stevens Today 1259 5K8
= 108 [« Re: 1 laptop slam sessions Anna Stevens. Today 12:58 11KB
& 10¢ 1 laptop slam sessions Anna Stevens. Today 12:58 13KE
=1 laptop slam sessions. Anna Stevens. Today 12:58 4KB
* Re: 1laptep slam sessions Anna Stevens. Today 12:58 11K
. 1 laptop slam sessions. Anna Stevens Today 1258 13KB
. laptop slam sessions Anna Stevens. Today 12:58 4KB
. laptop siam sessions Anna Stevens Today 12:58 5K
- Rec Teachers; All-Teachers: Mac keyboard short Anna Stevens Today 12:58 GKE
* Re: 1:1 laptop slam sessions. Anna Stevens Today 12:58 5KB
. Teachers: All-Teachers: Mac keyboard short Anna Stevens Today 12:58 6KE
. pport with laptop distribution Anna Stevens. Today 12:57 SKB
. nge of direction for CIG group Anna Stevens Today 12:57 5KB
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Step 3 — Enable HTML messages (optional)

ane Roundcube Webmail :: Compose a message el
B2 [+ [ Q htips & webmailbis-school.com/?_task=mallk_id=131778885253ada9726ae2b

a
20
5

B tebnal = | e B B B sent as plain text, which makes it
e S R difficult to add links, bold text, etc.

To ‘ ‘

g [ — | @ You can enable fully formatted
messages by clicking on the drop
down box at the bottom right of the
compose window, and select the
HTML option

+ Sevinow ] [ Cancel] prrepr= A

Step 4 — Choose the recipients and compose your message

8006 Roundcube Webmail :: Compose a message el

LD O e -~ 2| @ Type the main recipient's address.

778885253ada97abae2bi

Qs und .~ S Bess Do 8o You can add more recipient§
e | ———— separating each address using a
comma
|
S e o You can add CC, BCC, REPLY-TO,
i e R FORWARD-TO addresses using the

You can write anything you like here. You can add links, pictures, the lot

red links below the input textboxes

Type a subject for your message.
This is what the recipient will see
first

z st Lo wese e | @ GOMpOSse your message. You can
| | use the formatting options available
in the formatting bar. Hover your
mouse over each icon to see what
they do.
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Step 5 — Attach a file (optional)

Roundcube Webmal : Compose a message
|Q hutps @ webmail.bis-school.com 7 task-mallé_ic~ 13177888525 3ada07at

2z 8 s oo 5 e A T
HIONEH|=ND-9 HIONSEH|~ND-9

Jctures, the ot meoiA

eaior ype [HTML__<)

@ There are two ways to do this
e Click on the paperclip icon at the top of the window
» OR Click on the + icon at the bottom left of the window
Select a file
o Click 'Choose'
@ Check the file details are correct

o Click 'Upload'. This may take a while depending on your connection
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Step 6 — Send your message

Roundcube Webmail :: Compose a message ol

m @n https @ wnbmal!.bis-school.mm,'?,msk--man&,w—137353s)auarasaz&,a:-on—(omsz — & |Reader, !,_ . Click lSend NOW'
\) BE / o @Ma.\ B ndoresssook (i ] serings (@ Logou
CEY Y LmE (@) You won't get a confirmation your
Attachments rom [ Inevers <Lnevers@bis-school.com> + | Edit identities .
@ Screen Shot 2014-06-27... | 1o i house@bis-school.com . message haS been Sent’ but you Wl”
- i be sent to the main page. You will
o B get an error message if the email
s couldn't be sent.

You can write anything you like here. You can add links, pictures, the lot

Cancel

Editor type | HTML 2]
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