How to set up your IONOS work email account

 
 

Before you can begin using your work email to communication with members of the public, the company requires that you first set up your work email account as indicated below.  To set up your work email...click on settings wheel (TOP RIGHT of SCREEN)      
1. Email signature
How to set up your work and agency email signature
· Click on ALL SETTINGS (just left below settings wheel) 
· Click on EMAIL
· Scroll all the way down to SIGNATURE
· Copy and paste below email signature into space, and save
 
 Regards, 
 
(Your name) 
 (Landline number taken off website or your work mobile number) 
 (website address) 
 (Full Company/agency legal name) 
 The privacy notice on our website outlines how we may process, store and disclose personal information collected about individuals, including candidates, agency / temporary workers, job applicants, employees and business contacts. Candidate names, email addresses, and phone numbers are retained until after 30 days after the screening process has been completed, with home addresses, bank details, and personal identifiable data being retained for up to 30 days after employment termination. Recorded interviews are retained for 180 days. If you request that your data is deleted, we will fulfil your request within 3 days. We do not sell, trade, swap, or transfer any data within or outside of the United Kingdom. By acting on any email messages, or by continuing employment, you are confirming, accepting, and agreeing to this notice, and to the terms of business posted on our website to which this domain is pointed. We cloud record all calls between you and us for staff training and lead generation purposes. We verify candidate information by contacting selected previous employers regarding experience and work history. We do not verify all representations made by candidates and recommend that clients perform such additional verification as may be considered appropriate. The information contained in or attached to, this e-mail, is intended solely for the use of the addressee and may contain confidential and/or legally privileged information. If you are not the intended recipient, you are not authorised to copy it or use it for any purpose. If you have received a message in error please notify the sender immediately by reply e-mail, and delete the message from your system.  The views or opinions presented in this e-mail do not necessarily represent those of our Director(s).We reserve the right to act in any and all capacities interchangeably, agency, employment business, direct employer pursuant to the Employment Act 1996, or marketing enterprise for generating leads in respect to any online advertisement sponsored by us without additional notice.    

2. ADD the LOGO (if available)
How to add a LOGO to your email signature
· Save logo to pictures library on your laptop 
· Click on settings wheel
· Select signature
· Edit


· 
Click on insert image 
· Click on pictures
· Select logo
· Place cursor where you wish to place logo
· SAVE 

3. AUTO RESPONDER
How to set up the auto responder in your agency/work emails
· Click on SET UP WHEEL
· Scroll down to VACATION NOTICE
· Activate VACATION NOTICE
· Add message
· Apply changes

RESPONDER message.... Email received by (company/agency name)

4. Create Folders
How to create email folders as listed below
· Click email
· Right click folder ICON below trash
· X-SUB
· D-SUB
· SUB
· Proof of work
· Management
· NEW CVs 
· USED CVs
· STALE CVs 


5. Adding CONTACTS
Please add all company emails as contacts to avoid bounced/blocked email delivery in the future. 
 
 
 
6. EXTRAS
 Please use the following information in setting up your IONOS email account
a. Preferred email font selection
· Select Times Roman

b. Suggested font size
· Select size 12
 
c. How to set up your work email calendar
· Click on Calendar
· Adjust work times to 9:00 AM - 5:00 PM
· Adjust time scales to:  every 15 minutes 
· Compose Click Email Select COMPOSE
 
 
 
7. How to enter items in IONOS calendar 
· Click on calendar
· Select New appointment
· Enter Title
· Add start date 
· Enter time
· Click on REPEAT
· Select frequency as Daily on Weekdays
· Click on APPLY
· Click CREATE

8. Create templates
· Click on new email
· Click on TEMPLATES (at bottom)
· Edit templates
· ADD NEW TEMPLATE
· Enter template name
· Copy/paste or enter content
· SAVE
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