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1. Go to the website and enter the login credentials. https://me(E.9m18(E. o

£ H C @A 900 spcemmde A« a - n(: UpdateReady & [l @

Microsoft Offic.. [ NewFolder [J New Folder BB DPIELTS BB DPIELTS @ home [ SpeedDial [J NewFolder [ NewFolder & Color Finder Ex.. (@l ChatGPT i Please Verify Y.. @ Unable to load...

= | kanchana

LOGIN

Roundcube Webmail




2. Welcome to the main interface. We have completed your main profile

3. Setting up the interface. — language change
go to settings = Preferences - user interface

Settings
Bookmarks

— n Js - -
Preference ’ ) user Interface Main Options

Folders E4 Mailbox View leTEge English (US)

B8 Identities &2 Displaying Messages
Mail Time zone Auto

- # Responses A composing Messages
=

Contacts 233 Contacts

Q 3 Special Folders Date format 2023-07-24
Help

]

Settings & Encryption Display next list entry after delete/move

Time format 07:30

= Server Settings Pretty dates

Refresh (check for new messages, etc.) every 1 minute(s)

Browser Options

Handle popups as standard windows

‘ « Save ‘

&

Light mode

Setting up the interface. — check user profile

Settings
Create

= Preferences -
reler Settings

B Folders Display Name

Email
# Responses
Organization Theekshan R&D

Reply-To
Bee

Settings Set default

Signature

#

Light mode

b d

About

@ successtuly saved.




5. Sending email to another Sinhala account.

- first go to contacts > Create

Q

Search Import

&

(This procedure is only applicable when sending to a Sinhala email address. Other email services
such as Gmail, Yahoo, Outlook can send email normally, without creating a contact.)



-
Groups a Q =

Create Search Import
[2} Personal Addresses Q search...

Address Book Personal Addresses
[2} collected Recipients

First Name ol Al
[2} Trusted Senders

Mail - Last Name oba
v [& static List

Contacts &t Testgroup Addfield.. #

20
ﬁp = e Properties Personal Notes

.3 Email
Settings
Home 55DER (@G- Eomm

The list is empty. Use the Create button to add a
T Phone
new record

Home

Address

Street

City
#

Light mode Country State/Provi

Add field...

| « Save ‘

No contacts found.

fill the fields according to the above picture. (minimum)
click the save button.
Now go to the Compose section.

B é [ ]

Options and attachments
Save Attach Responses

002 <med> @O E. Como> A
@2m=c.c Maximum

To “

@& Atach afile
= Subject

&
Contacts 0

o

Help

<

Settings

Return receipt

Delivery status notification
Keep formatting

Priority

Save sent message in

&

Light mode

?

About ‘ 4 Send ‘ Open in new window

enter “©&z” in the To field.
It will popup the contact from address book.
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Mail

292
Contacts

(=]

Help

<

Settings

#

Light mode

B & .

Save  Attach Responses

From

To

Contacts ]

]

Help

o

Settings

#*

Light mode

?

About o send

= @ o

Save Attach Responses

0002 <d@emyd.Com>
To DEm wlis X
Subject =0 20 dad @B,

Dear Mr.SHady0x

Thank you.

Dear Mr.8ewd502,
0 DO 6w Aed e BLE® @cmnd,
BEND 2008w ¢ @DEHND EOHDD

8313 RO GId®BIEL EZNGHD C1eD),

B Doeom0DBIB, e0® e DO D0 @0Ds! JYy

Thank you.

Open in new window

Open in new window

Options and attachments

& Attach a file

Return receipt
Delivery status notification
Keep formatting

Priority

Save sent message in

L3

L]

L ]
Normal

Sent

Options and attachments

Return receipt

& Auach afile

Delivery status notification

Keep formatting
Priority

Save sent message in




-press send button.

6. You can have other options too,

- Draft mail

o @ ]

Options and attachments
Jookmarks Attach Responses

3

- Attach files

Options and attachments

& Attach afile

Return receipt
Delivery status notification
Keep formatting

Priority Normal

Save sent message in Sent




Should you encounter any technical difficulties, please do not hesitate to contact us. Our technical
support team is available to assist you with any issues that you may have. You can reach us through our
website, email.lk, or by calling our hotline.

Thank you for trusting us with your email needs. We hope you have a great experience using our service.

For more details please contact us

Email : - rathnayakawkj.theekshana@gmail.com
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