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Purpose
The purpose of this document is to enable volunteers to Log in to their BHS volunteer email
account securely and send and receive emails from a BHS Volunteer email address.

Pre-requisites
Accessing your BHS Volunteer email will take approximately 1 minute, you will access the
email account through your internet browser using the email address and the password

you created.

Before you access your email account you will need the following:

e Alaptop, desktop computer or Apple/Android tablet

e Access to aninternet browser, this can be any with the most popular including:
o 9 Chrome
o i Edge
o g Safar

This item is for use in the course of BHS business use only
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1: Log in to email.

To access the Volunteer email either Click or copy and paste the link below into your
Internet browser.

https://outlook.office365.com/

You will be presented with one of two possible log in pages.

If your device has remembered your email account you will see the page below, click on
your BHS email address.

B2 Microsoft

@bhsvolunteer.org.uk >

+ Use another account

Terms of use  Privacy & cookies -

Alternatively, if your device hasn’'t remembered your email account, you will see the page
below. Enter your BHS Volunteer email address in the field provided and Click next.

B Microsoft

Sign in
< Email, phone, or Skype >
No account? Create one

Can't access your account?

Next

Q Sign-in options

Termsof use  Privacy & cookies -

This item is for use in the course of BHS business use only
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Then you will be asked to enter your password. Enter the password you have set up Click Sign
in
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P

Enter password

3: Accessing Outlook emaill

After logging into your BHS Volunteer email account, you will be presented with your
Inbox where you will see messages you have been sent. To create a new email message,
Click New Message.

it Outlook Q Search

‘Q = Home View Help

¥ Quicksteps ~ £ Mark all as read © Copilot ~

o “ Favourites Focused Other O [ = T
&3 Inbox
B> Sent ltems

Z7 Drafts I

=D a0

Z Drafts

B> Sent ltems

P > & <

W Deleted ltems

E3 Junk Email Select an item to read
(# Notes Nothing is selected
T Archive

B9 Conversation Histo...

EQ Search Folders

283 Go to Grouns
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A window will open up on the page, similar to all other email systems, where you can enter
the email address of the person you wish to send an email to along with the subject of the
email and the message you wish to convey.

Outlook Q, Search
= Home View Help essage  Insert ormat text raw ptions
(=] = | M F Di O
-] Aptos 12 B 7 U S =~ - & ooy -0 B M © B B & 2 ¥ | Copilot v
~ Favourites ocus ther = = w @ i
o Favourite Focused Oth o ™ B> Send ® U e
&3 Inbox
2 Bec
P> Sent ltems
= Ce
+ 77 Drafts I
& & Inbox
a 7 Drafts
B> Sent items
11/ Deleted Items
E3 Junk Email
(2 Notes
& Archive

B3 Conversation Histo..

£R Search Folders
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Once you have completed your email Click Send.

i1 Outlook Q, Search

=  Home View Help
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S a

» >+ & <
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=  Home View Help

D

o0

P > ®E <

B

o

Aptos

* Favourites
& Inbox
B> Sent ltems

7 Drafts

¥ @bhsv...
& Inbox
# Drafts
B> Sent ltems
W Deleted items
£3 Junk Email
@ Notes
B Archive
B3 Conversation Histo...

£R Search Folders

M Insert Format text Draw Options
12 B 7 U § =Z]v = Ay ~ ? e Py v B e &
Focused Other O { = TU @
To
Ce

Add a subject

4: Signing out of BHS Volunteer emall
When you have finished and you are ready to sign out. Click the icon in the top right-hand

corner

Aptos

~ Favourites
&3 Inbox
B> Sent ltems

7 Drafts

2.6 @bhsv...
& Inbox
7 Drafts
B> Sent ltems
T Deleted Items
B3 Junk Email
[ Notes
& Archive
B3 Conversation Histo...

A Search Folders

282 G tn Grauine

m Insert Format text Draw Options
12 B 7 U S5 =+ - - -1 B Mt © O
Focused Other O { = T
To
Cec

Add a subject

Select an item to read # (No subject) b &
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1 ® Sign in with a different account
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Then Click Sign out on the window that appears.
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@bhsvolunteer.or.

Vie

account

Open angther mailbox

Sign in with a different account
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You will then see a screen indicating that you are being signed out of your email account.
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Hang on a moment while we
sign you out.

Followed by the screen below indicating that your have been signed out of your account.
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You signed out of your account

It's a good idea to close all browser windows.
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