AFSUSA.org email setups – Group Accounts

Signing on for the first time

· Go to http://mail.google.com/a/afsusa.org
· Sign on using your new username and the password which was sent to you.  

· You will be prompted with set of security words (to ensure that this is not an automated robot and that you are a real person)

· There will be two emails already in your in box with some instructions/helpful hints for you – you can read them, archive them, as you desire

· We recommend that you save the page you are on in your favorites to make it easier to get back here in the future without having to remember the above URL

Setting up forwarding
(note that you can only forward email to a single email address.  So if this account is going to be shared by several volunteers then you should probably not do this)

· Click on “Settings” in upper right hand corner

· Click on “Forwarding and POP/IMAP”

· Enter your personal email address in the appropriate box and click on the “Forward…” button

· A message will be sent to your home email address to verify that you have entered it in correctly and that you actually own that address

· You will need to sign on to your personal email address (in another window/tab) – you can either click on the link in the message, or copy the confirmation code into the appropriate field in your new afsusa email account

· Click on “Save changes” button at bottom of screen

Resetting your password
· The password you have been sent the first time  is just a generic password, you should choose something you can easily remember

· Click on “Settings” as above

· Click on “Accounts”, then on “Google Account settings”

· A new screen will appear where you can click on “Change password”

· If this is a shared account, then remember to share the new password with all the volunteers who will be using this email address

Setting up your signature block

· Click on “Settings” as above

· In the Signature field, enter separate lines for your group name (e.g. Team, Chapter, etc.), any contact information you wish to share, and the URL www.afsusa.org
· Click on “Save changes” button at bottom of screen

Mailbox usage conventions

· Mailbox should only be used for mail associated with the AFS-USA, not for personal email 

· Inbound mail – since only thing exposed is the name of the mailbox, the naming conventions are all that is necessary for appropriate branding

· Outbound mail and responses – If you do not have a signature block that is inserted automatically, include the signature block items above in your messages.

· Auto-reply – Any auto-reply message should follow rules for outbound mail

Help? – Contact emailhelp@afsusa.org for assistance, resetting forgotten password, etc.

