A&E RECEPTION GROUP E-MAIL ACCOUNT
A&EReception@cht.nhs.uk
· All Reception staff need to log into their own e-mails and the group e-mail at the beginning of every shift.  All staff must regularly check the group e-mail inbox during their shift and action e-mails as they come in. When you action an e-mail, you need to allocate your name to it so that everybody else knows that you are dealing with the e-mail and we don’t duplicate work. 
Please see instructions below for accessing the group e-mail, utilising it properly, using the templates and allocating your name to received e-mails.
TO ACCESS THE GROUP E-MAIL ACCOUNT:
1) Log in to your own e-mails through Webmail 365
2) Click on your initials in the top right corner of the screen then select ‘Open another Mailbox’
[image: ]
3) Type A&E into the text box that appears then select A&EReception from the list that will appear then click Open
[image: ]
4) This will open the group mail account in a separate window, you can switch between the group one and your own e-mail by clicking on the relevant tab
[image: ]
The group account works in exactly the same way as your own account – you send, read and action messages in the same way. 



ACTIONING EMAILS IN THE GROUP ACCOUNT

1) Click on the e-mail once then click on Categorise on the task bar

2) A list of our names will appear. Click once on your name. 

3) If your name isn’t visible in the list, click All Categories to bring full list up


[image: ]

The e-mail will now have a flag on it to show that you are dealing with it, your name will appear on the e-mail as below….

[image: ]

4) Action the e-mail as necessary

5) Once actioned remove your name flag from the email by clicking the small X on the name flag. Then delete the email. 

[image: ]

6) You can change the colour of your Name category if you wish….click on an e-mail, click Categorise then click Manage Categories. Click on the colour next to your name, select a new colour. Click the X to close the categories window. 
image5.png
i 38 - .G |Gl e S Oneh | G

oo S spn e et O crngn < G
v o O arousss szoo e Potint 656058 v
o we PR Bep pr—
7 e e o g P S i
[ o -




image6.png
O~ P quicksteps v € Read

1 edref

Hi,




image1.png
My account x

Natalie Stott
Natalie stott@chtahs ok
Appear anay
My Ofice profle

o Myaccount
‘Open another mailbox
sign out




image2.png
Open another mailbox x

AsE

.
:
.

Search Directory pe





image3.png
|38 il Natlie Stot = Ouiook. | (3 Mail - ABEReception - Out.. | Health Roser
— I—— O P —




image4.png
<

wemv NGB

B ok Dne ©soam v o Swep D hiowro v O Coaese v © Sroae v

O areses v e

© I .
o

Coemerin e 19 5 s

Paten 35
S g

[ e
20y
o g1y
oo i
" o
™o
*ow
e
pe—

B sl 22





