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Intended Audience  

This document is intended for all students at Edmonton County School who will use and access their 

email using LondonMail and any member of staff at Edmonton County School who interacts with 

students using the aforementioned LondonMail. 

 

Prerequisites  

It is assumed that the readers of this document meet the following prerequisites: 

Á Have basic IT literacy 

o ¦ƴŘŜǊǎǘŀƴŘ ǿƘŀǘ ƛǎ ƳŜŀƴǘ ōȅ Ψ/ƭƛŎƪΩ 

o ¦ƴŘŜǊǎǘŀƴŘ ǿƘŀǘ ƛǎ ƳŜŀƴǘ ōȅ Ψ{ŜƭŜŎǘΩ 

o ¦ƴŘŜǊǎǘŀƴŘ ǿƘŀǘ ƛǎ ƳŜŀƴǘ ōȅ ΨIƛƎƘƭƛƎƘǘΩ 

o Understand what is meant by a drop-down menu 

Á Have some familiarity with an Internet browser and Internet browsing. 
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Introduction  

Edmonton County School has recently moved its email system to a new hosted service called LondonMail. This hosted service also provides additional benefits 

to cloud based services: 

- Microsoft Office 365 

o Word 

o Excel 

o PowerPoint 

- Microsoft One Drive  

o 25 GB storage 

 

The new email system is provided by London Grid for Learning (LGFL) and access will be possible through an LGFL USO (Unified Sign On) that will be used to 

access all LGFL services, including LondonMail ( the new email system). 

 

To access LondonMail for email, all students will be provided with their USO account information (username and password) and school email address. This will 

be communicated to them through their Tutor or Student Manager.  

This document will outline the basic steps for accessing LondonMail. 
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Accessing LondonMail  

 

To access LondonMail and other services: 

1) Open ΨInternet ExplorerΩ and navigate to the following web address to take you to 9ŘƳƻƴǘƻƴ /ƻǳƴǘȅ {ŎƘƻƻƭΩǎ  ǿŜōǎƛǘŜΥ 

http://www.edmontoncounty.co.uk/ 

¶ NOTE:  

 It is possible to use other browsers but LondonMail and Office 365 are optimised for use with Internet Explorer. 

 

 

2) On the main web page click on the Ψ{ǘǳŘŜƴǘǎΩ  link to take you to the Edmonton County School Student area as shown in the screen shot. Proceed to 

the next step. 
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3) In the Student Area click on the link to ΨWebmailΩ  link ǳƴŘŜǊ ǘƘŜ ΨmyUSOΩ icon, as shown in the screenshot.   

¶ This will take you to a login web page shown in the next step. 
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4) At the login page you will need to enter your USO account details provided to you by your TUTOR or STUDENT MANAGER. Enter your USO username  

and USO password  into the relevant input boxes shown in the screenshot and click Ψ[ƻƎƛƴΩ. This will take you to your myUSO area.  

¶ NOTE: 

 Your USO account username will have .308 at the end.  

 An example USO account for a student with name John Smith is : 

 

Á USO Username:   jsmith979.308@lgflmail.net 

Á USO Password:     myname75  

¶ TIP: 

 Alternately, you may access the email site directly with the following URL: 

¶ http://londonmail.lgfl.net  
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5) In your myUSO area, click on the shortcut to access all your LondonMail with Office365, ΨLondonMail 2Ω . This will take you to your Office365 Home. 

¶ NOTE: 

 Please feel free to explore the other aspects of your USO account at your leisure. 
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6) The first time you login, you will see a webpage similar to the screen shot below. Please set the parameters as outlined below. After which you will be 

taken to your Office 365 Home. 

 

 [ŀƴƎǳŀƎŜ ΧΧΧΧΧΧΧΧΧΧΧΧΧΦ English (United Kingdom) 

 ¢ƛƳŜ ½ƻƴŜΧΧΧΧΧΧΧΧΧΧΧΧΧΦ (UTC) Dublin, Edinburgh, Lisbon, London 

 Ҧ ΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΦsave 

 

¶ NOTE: 

 You should only see this webpage when you log-in the first time you do so. 
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7) On your Office 365 Home webpage, you will see  many options including the following: 

¶ Links to access your Office 365 from your personal ΨPC & MacΩ and your ΨPhone & TabletΩ .  

¶ Links to tutorials and information on Office 365 .  

¶ Links to Outlook and other services. 

Click on the link to access your ΨhǳǘƭƻƻƪΩ . 
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8) hƴ ȅƻǳǊ ΨhǳǘƭƻƻƪΩ ǿŜōǇŀƎŜΣ ȅƻǳ ǿƛƭƭ ƘŀǾŜ ƻǇǘƛƻƴǎ ǘƘŀǘ should be familiar to you, in Outlook: 

¶ Navigation pane of entire Outlook  

¶ Options for viewing emails  

¶ New Email option  
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9) To access your OneDrive, click the ΨOneDriveΩ link as shown in the screenshot. This will take you to your OneDrive webpage. 
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10) On your OneDrive webpage you can create a new document as shown in the screen shot . You will be provided a list of options covered in the next 

step.  
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11) Click one of the options presented to select the type of new document you wish to create, as highlighted in the screenshot. 

¶ NOTE: 

 You will have other options such as: 

Á Creating a new folder  

Á Uploading an existing folder  
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12) ¸ƻǳ Ƴŀȅ ŀƭǎƻ ŀŎŎŜǎǎ ƻǘƘŜǊ ƻǇǘƛƻƴǎ ōȅ ŎƭƛŎƪƛƴƎ ƻƴ ΨCƛƭŜǎΩ . 

¶ Creating files and folders ς New  

¶ Editing files - ΨhǇŜƴ ϧ/ƘŜŎƪ hǳǘΩ  

¶ Managing files ς ΨaŀƴŀƎŜΩ  

¶ Collaborations ς Share & Track  

¶ Managing copes of files ς Copies  

¶ Other options ς Workflows, Tags and Notes  
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13) When you are finished and ready to do so you may Ψ{ƛƎƴ hǳǘΩ as shown in the screen shot . 

 

 

 

  




