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1. % Login
BEEZHNMIT: https://portal. bnbu. edu. cn , #E¥#fH A Chrome, Firefox

Please login portal, https://portal.bnbu. edu. cn

Sy,
3!5

© Englsh v

BNBU Authentication Service

(1) %\ BNBU HL 7K 5,
Enter the BNBU account
(2) A BN EE Y
Enter default password
(3) Rl
Click Sign in
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In the Application area, click the Mail system icon
E Application
\ Eavorites) |
Management
InfceTralion System
Mail System MIS iSpace
2.9 i 4 Receive Mails
\ s —
FNE A EEEE T
The page will be as following after login:
_//_Compose 4 Good morning,Mr. S .
- _Receive You have 0 seal Unread Emails.
Ll contacts Enter the Inbox Mr.st T
Inbox FRFEAT-SERRAT. .
Starred Email -
Notice Mailbox Recommendation Mailbox Information
Draft
Sent -~ Link to WeChat to make your mailbox move with you. Unlimited (used:1.13G)
Trash(1) [Empty] =« Y Want to view and reply to new emails anytime? More secure login with one-time ? Quickly query Paid Version
o {Empy] Link to WeChat now. 3montnsday
SLAR LA = 5 Calendar Reminder File Transfer Station r Contact Customer Service

[=] Company Cloud Disk

Update Log | WeCom | ClientSet| Mailbox Clear Assistant| Self-Service Search | Qutlook Assistant | Feedback

wo MR PR, 2R T B

Click ‘Receive’ to receive mails.

/| Compose

_~  Receive
| | Contacts /
[g]elekt

Starred Email

Motice
B, Tk
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Click on the Inbox to display the mailing list:

Inbox(Total 1 seal)

| Delete H Delete Permanently || Forward H Report || Mark All as Read | Mark As..v Move to.. v 1page
(m] | Sender Subject Time]|
| Last Week (1zseal)
[m=] Ms. L L @s: 01U HEER V13- Dea geme Mar 1
=ci All - None - Read - Unread

HE: FTLAMER. #R. RELFE . ARICHE, B ul i B 48 R U R

Remarks: delete, forward, report junk mails, flag mails, move mails to specified folders are available.

3. %X e Send Mails

| / Compose |

Receive

| | Contacts

Inbox
& i Compose 5 Hif 1 :

Click ‘Compose’ to create a new mail.

(1) Yt A4k recipient
AU EDE, FH, BHEAR
You can add CC, BCC or Recipient (Sending separately)

Send Schedule Send Save as Draft Close

Recipient

Add Cc - Add Bcc | Recipient

Subject

(2) Subject: #r N\ Hff £+ £ £ Email Subject
Q) AT BEHERAZEMYE (B XF2GHH, AREWHARHAFEURRRE TN E) ;
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New functions: send large size attachment (current 2G, the validation for the Oversized attachment is

subject to the reminder of the system),

&' Add attachments|+|  Oversized attachment | & phot

REWHA 2R AR (1) —HMHE (SOMEEUT) (2) BAMHE (LHFEHRA2GEE)
BR R B A U B B R LA SOM DL BV TR R, ESIERAE(E T - AT EEE B T ) X
£ 35 (File transfer station) & & F1 T # [t 1

There are two ways to send attachments in staff mailbox :(1) general attachments (less than 50M
capacity) (2) Oversized attachments (supports maximum 2G capacity)
If staft/Student receive mail containing more than S0M attachments, please go to the File Transfer

station of mailbox to view and download the attachments

To-Dos | Calendar
Motepad
Company Cloud Disk

File Transfer Station

4.# R HL M Search
() E& LA, BXR:
The Searching button is in the upper right corner
Q) REEBER, TUEAMEAN, A, WHEAZ, EFEREE

Click Advanced Search to search with sender, themes, contents and time.
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=] View all messages

(/] View all notes

Advanced Search...
M ‘“

5.5x 2 A KBk & A4 Contacts and Contact group
BBk & A Contacts, & HEE 45k 2 AE R

Click ‘Contacts’

/| Compose

« Receive

| | Contacts

Inbox

Starred Email
Notice =
Draft

Sent

to manage the contact information.

Personal Directory

| All Contacts =

Email Depariment

annieye@uic.edu.cn

cindyxzhwu cindyxzhwu@uic edu.cn ITSC

() MABRRAHAEAR, LR RA, BRAAL

Contacts and contact groups can be managed in Personal Director

(2) &+ (BNBU) #4634k & Corporate Directory
(3) TA: MLURH, FAKRAARR

Tool can be used to import and export contacts information

| Tools » | |

Corporate Directory Public Directory

‘ Add a mail group || Tools -

Import from Other Mailboxes

Import Contacts
Export Contacts

Merge Contacts

Intelligent extraction contact
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6. H /& Calendar
EHAFIUFEH AfRE, S X EREMNY, HBAMEEREA,

You can manage your event and reminder in the calendar, to send reminder mail in the specified time,

DAY or MONTH display is selective

] £ = H /5 Share calendar is available:

Set u month day remind
L P

calendar: Calenda

calendar Share this modify

calendar
| Add calendar

7.4 E Preference Settings
M Set, ] LAHATMMEMAIRE:

Click Set and for the preference setting:

Mr. € B @uic edu.cn=

Homepace | Set - Change skin | Link to WeChat

%1 e.g.:
(1) FHEE, FlBRiINES, 7&K, BHEEL, Bx1EHE

Regular setting: language, font, signature and auto-reply.

Q) WHHN: B FHIEHF 6 & ey af 5 N\ 38 & X &

Receipt Rules: Automatically move the filtered emails to specified folders.
(3) & & 4 % Anti- Spam

(4) Xt Al AR 4 E 2, Folders and tag

(5) BERHTURESVHE, HENAME, QQHEEHIRE

Reminder Service to set WeCom, WeChat binding and QQ email reminder
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8.4 % %% Change Password
(D wRMREFESCKREE, HEFXAMWITFJE (https://portal.bnbu.edu.cn) , & LALLM A
TMAETKT, EXEAFLRED
if you need to change your password, please login portal, https://portal.bnbu.edu.cn , In the

toolbar, click to view personal login account, Choose to Change Password

English v ‘ . b A
|

] EH X en student

student/207°

Language

Font settings

& Change Password

It

) Logout N
Change Password

———
(2) BR A Portal BREH G, F—RANGMAHFRIE, FRTRIEHEA

Every time the password is changed in Portal, To verify is required when entering the mailbox

for the first time, Click To verify button

Fast login
verification

Go todt BT AS SR FRAERFRFAENS
Email homepage login verification, Quick login to the
mailbox next time.
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Enter the Tencent Enterprise email web page and click “Account Password Login”

Register new business | Client send and receive | Chinese

CQ BEiRElEp

Scan code login

Support Wechat Work and WeChat scanning

Not just mailbox,
a new efficient office experience

O auto / the mailbox within 5 days
Account password login Mobile number login

(4) S A PKIK) BNBU H S 58 BE L IE AN 7S, BEAT A

Enter the BNBU email address and password , login for the verification, eg:

Account password login

staff@bnbu.edu.cn

DA 25 B R 5 i BNBU M 3% A 251 [ 25

The above steps complete the BNBU mailbox activation and password verification.
HE: WAZEEMME REUEEN, SNGERL BNBU BT R4

Note: Please do not change the password in the mailbox system, otherwise all

BNBU systems cannot be synchronized.

The End.

Prepared by ITSC
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