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Lifelong Learning
Initial Teacher Training

Using University email addresses

Students who have a ‘@bathspa.ac.uk’ email will retain that email address
Introduction to '@bathspa.org' 

Here's information on how to get going with '@bathspa.org'. Note that when setting this up, you do not have to create a Windows Live account from scratch, your task is to log into the email account which has been set up for you and change your password from a default setting to your own password.

· Open a web browser and visit http://login.live.com/  

· Your Bath Spa email address will be of the form firstname.surname followed by @bathspa.org for example: john.smith@bathspa.org At first, your password is    abc-123   This is simply to let you on to the system - you'll be asked to change this default password immediately. 

· Once you've provided the username and password as above, click the 'Sign in' button. 

· In the 'verify your information' section, enter your initial password again. 

· Underneath, in the 'Change your password' section, enter the password you wish to use - twice to confirm it. Perhaps set the same password that you've set for your Bath Spa account. 

· Select a secret question and type your secret answer. 

· You have the option to provide an alternate email address - a Gmail, Hotmail, Yahoo email address is fine - do provide one - you'll need this should you forget the password you've set for your Bath Spa account. 

· In the 'Your information' section, change the country to 'United Kingdom'. 

· For 'Postcode' enter the University's 'BA2 9BN'. 

· Enter your 'Birth year'. 

· Click 'Accept' to confirm everything you have entered. 

· You will then be prompted to logon again - use your new password. 

Q: What if I’m not sure what my bath spa email address is?

A: Email addresses are of the form firstname.familyname@bathspa.org To confirm your email address, log into the student portal and you'll see it listed along with other personal information.
Q: Will it be possible to forward email messages from another email account to my @bathspa.org account?

A: Yes, you may prefer to have all messages which come into your Bath Spa email account sent to another email address - it's easy to arrange this yourself:

· Open your '@bathspa.org' email account. 

· Select 'Options' - it's at top right of the browser window, then, at the bottom of the list, 'More options'. (Look in the web page itself, don't use your web browser software's 'Options' menu for this.) 

· Select 'Forward mail to another e-mail account' and provide an email address. 

· Send an email to yourself to test that everything's ok, check that your forwarding address receives the email. 

· Remember, somehow, to log into your '@bathspa.org' account at least annually so that it is not thought to have been abandoned and deleted. 

(If you need to set up a forwarding rule from Webmail at Bath Spa, or other systems, that's easy too, here's how)

Q: Where do I go if I need further help?

A:  Mark Annand has developed a website to aid staff and student's use of IT, from which many of the hints and tips in this booklet have been taken.

Mark's help pages are located at:

http://it-help.bathspa.ac.uk 
You can also ring 01225 8756500 between 08:30 and 5:00 pm
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