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Student Help Notes 

Using University email addresses

All new students starting year 1 or year 2 during 2008/9 will have been given an '@bathspa.org' email address when registering. 

Year 2 students who had an ‘@bathspa.ac.uk’ email last year will retain that email address during 2008/9.
Instructions for using the old email system follow this section 

Introduction to '@bathspa.org' 

For students starting in 2008 and thereafter, the University's student email system is hosted externally, by Microsoft. We know this service as '@bathspa.org'. For the time being, we'll also maintain the University student email server for existing accounts.

'@bathspa.org' is free at point of use, and offers you a range of tools as well as web-based email with plenty of storage space:

Web based. 

Use any browser, from anywhere with an internet connection. You'll simply need to register, and then use your username and password. 

An email address that doesn't expire when you graduate 

Your address will look like this: firstname.surname@bathspa.org 
Plenty of space 

No need to delete email to make room for more. '@bathspa.org' gives you other tools as well as email - including a calendar, instant messaging, and space for file storage (branded as 'Skydrive' and currently providing 5 gigabytes) 

Getting going with '@bathspa.org'

Q: How do I access my new @bathspa.org email account?

A: Please follow these instructions:

1. Open a web browser and go to this web address: http://login.live.com 
2. Enter your username and password.  Your username will be in the format of firstname.surname followed by @bathspa.org for example: john.smith@bathspa.org.

3. The initial password will be abc-123 - don't worry, you'll be asked to change this during the next stage.

4. Click the 'Sign in' button.

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

6. Underneath in the 'Change your password' section enter the password you wish to use, be sure to enter it into both fields.

7. Select a secret question and type your secret answer.  Remember your answer and password!

8. Enter an alternate email address.  Use your BSU email address if you have one, the one that ends @bathspa.ac.uk, if you do not have a BSU account then use a third party one like Gmail, Hotmail, Yahoo etc - basically one that you will always have access to.

9. In the 'Your information' section, change the country to United Kingdom and the other fields will adjust to become more relevant.

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

11. Enter your 'Birth year' - this is purely to check that you are over 18 and is not used for any marketing purposes whatsoever.

12. Click 'Accept' if you agree with everything you have entered.

13. You will then be prompted to logon again.  Make sure you use your new password from this point on.

14. That's it - You're done.  Welcome to @bathspa.org.

Q: How long do I have to wait until my @bathspa.org account will be activated?

A: Once you have signed up and the account has been set up you will have to go through a synchronisation process which will create the LiveID on Microsoft's servers.  The anticipated timescale for this would be 24 hours maximum before you can start using the new email service.

Q: Will it be possible to forward email messages from another email account to my @bathspa.org account?

A: Yes, You can forward messages from other email accounts e.g. Outlook to your @bathspa.org email account.

Q: Does @bathspa.org include SPAM filtering?

A: Yes.  Security and safety have been crucial to the design of Student Live.  It protects your account and stops harmful emails before they make it to your inbox.

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

A: Please check IT Help or Microsoft Windows Live Help Central support pages.  Alternatively talk to a S.O.A.C. (Student Open Access Computer) helper based in Newton Park and Sion Hill Open Access suites.  You could also contact the IT Helpdesk at Bath Spa University.
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Using University Webmail

Use the University webmail server on this link: 

https://npwin-exchstud1.bathspa.ac.uk/exchange
When you log in, you'll be asked for your user name and password, a pop up box will appear, with either two or three text fields. 

Popup with two fields

The text boxes need academic\your_user_name in the first box, and your password in the second. 

Popup with three fields

The first text box needs your user name, the second your password and the third academic. 

If things don't work the first time, it's probably that passwords are meant to be tricky - check that you're using the domain/user name correctly - follow that green link for more on this.

Warning! Once you've logged in, you're in until you log out once more (use 'Log off' from the column at the left hand side of the browser window) - remember to do this before leaving the machine - close the browser too and if you are using an open access machine, log out of your account ...
Bath Spa Webmail Forwarding

You'll need to log in using Internet Explorer for this - so if you don't have this browser you'll need to use a machine with a recent version of Internet Explorer for this. You can borrow a friend's machine or use a Windows-based open access pc to set the rule. Here's how:

· Log into your account using Internet Explorer 

· In the left hand column, select 'Rules' 

· Use the 'New ...' button to create a new rule 

· Give the new rule a name such as 'Forward' 

· Leave everything else alone, but select 'Forward it to' and type your alternate email address 

· Check the email address carefully 

· Deselect the 'Keep a copy in my inbox' - this will delete the copy in your bathspa account and prevent your email account from overfilling 

· Choose 'Save and close' - you'll see an unnerving message warning you about a potential rule conflict - the Exchange server needs to do some housekeeping to make 'Rules' work in this way, you can accept this. 

The completed new rule dialogue will look something like this:

Select the image for a bigger version, use your browser's back button to return.





Test that this is working by looking out for email arriving in your 'Primary' email account from your Bath Spa webmail account. If nothing comes through, get suspicious, check the forwarding rule's settings or ask a Student Open Access Computer Support person for help. You'll find them in the University libraries.

Hotmail or '@bathspa.org': set up message forwarding

Set up a forwarding rule from Hotmail to your primary account as follows:

· 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. 
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