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Important Information

NOTE: Always Logout of the system when done, and NEVER SAVE your login and
password on untrusted computers and devices!!!

Staff Webmail Access

https://tlcstaff.com.au

login: use your assigned email address and password

For IT support:

Contact your TLC supervisor / HR team / or the TLC IT team
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Staff Webmail Access

https://tlcstaff.com.au/

To make staff access easy, we have created a simple welcome page that directs staff to access their
webmail and other future services that would be useful for staff for quick access.

Simply click the image in the welcome page. Staff are required to provide a valid email address and

password.

855 Web Hosting, Domain Names, | X | \{¥ TLC Staff Central - services port X + @

2
I

(Sl (8 L)) https://ticstaff.com.au e © O

Tender Loving Care Disability Services

STAFF SERVICES

click image to access your mailbox

visit TLC main website
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Staff webmail login page

Provide valid email address and password. The email MUST be valid for the domain name(s) being
registered and hosted on this platform. As of the day of publishing this document, the following

domains are registered: tlcstaff.com.au and tlcstaff.au.

5% Bluchost Portal b4 | €P Webmail Login x + @ e O *
€« - C O 8 o httpsy/ticstaff.com.au:2096 O w =
Web /J
Email Address
‘l myemail@tlcstaff.com.au
Password
B ceererececes
Reset Password
English Al Gunrapcku testina dansk Deutsch EAMVIKG espafiol
<P
Copyrightg 2022 cPanel, LL.C.
Brivacy Palicy
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User mailbox

This is a fully featured mailbox, along with Calendar and Contacts address book.

Mail delivery is in real time.

¢ cPanel - Email Accounts b Q (1) Roundcube Webmail :: InboxX + @ e O #
« = C O & O~ https://ticstaff.com.au:2096/cpsess5534578265/3rdparty/roundcube/?_task=mail&_mbox=INBOX 5:? ® Q ™ =
About hello@tlestaff.com.au (1) Logout
rOUndCUbe . - Contacts Calendar # Settings Webmail Home
— =+
— mﬁ _I, T All * Q ~ search...
Refresh  Compose Mark More
D Inbox o £~ Subject % | From Date Size ™ &

Drafts [tlcstaff.com.au] Client configuration settings for ... cPanel on tlcstaff.com.au 2022-08-10 18:52 85 KB ﬁ

ﬁ - E - Select | & Threads = Meszages 1 to 1 of 1 H 4 1 L |
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Logging Out

It is important that staff do LOGOUT and CLOSE the browser when finished accessing their email.
Leaving email open in browser pose security risks to the information being open to abuse or
unauthorised access.

¢ cPanel - Email Accounts = o (1) Roundcube Webmail :: Inbox X + @ — O =
« = - O 8 o https://ticstaff.com.au:2096/cpsess5534578265/3rdparty/roundcube/?_task=mail&_mbo: b ® © ¥ =
About h ym.au., () Logout
rOUndCUbe . L Contacts Calendar ¢ Settings Webmail Home
— +
- D) _/, eee All B Q- search...
Refresh Compose Mark More
D Inbox o £~ Subject % From Date Size W
/’ Drafts [ticstaff.com.au] Client configuration s-.. cPanel on tlcstaff.com.au 2022-08-10 18:52 85 KB &
m Sent
ﬁ Junk
j Trash
— .
K Archive
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Configuring mailbox for Windows Mail or for a mobile device

Staff can configure email onto their Desktop/Laptop computer or on a mobile device (Android/Apple)

Simply start the setup process for a new email account. For Windows computers, the settings would
be automatically retrieved when staff provide the valid email address and password. If prompted for
additional details, specify the mail server type IMAP.

Example below:

Client Configuration settings for "hello@tlcstaff com_au”.

Mail Client Manual Settings

Username: hello@ticstaff. com.au

Password: Use the email account's password.

) mail.tlcstaff.com.au
Incoming Server: IMAP Port: 993 POP3 Port: 995

. mail. ticstaff.com.au
Outgoing Server: SMTP Port: 465

IMAP POP3, and SMTP reguire authentication.
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Changing your Password

You can change your email password at any time or when required.

To change your email password, first login to your email. on the top-right corner, click Webmail Home.

On the Webmail main screen, click Password & Security as shown in 2™ picture below.

Enter your new preferred password OR click Password Generator to create a random password, then click Save.

Please note: password must meet minimum security level to be accepted. A green bar will show below the
password to indicate acceptable password strength as you type. (see 3™ picture below).

& Roundcube Webmail : Inbox X +

<« = G O B 52 https:/fwebmail-box2327.bluehost.com/cpsess0144968747 3rdparty/roundcube/?_task=n i:? a @ H u‘ & oM =
About

hello@tlcatalin-Com,au ) Legout

roundcube . 3 contacts Calendar # Settings cp\.ﬂfebmail Home

: m“‘ _/, cee All & Q. ~ Search...
Refresh Compose Mark Mare
D Inbox L~ Subject * From Date Size n | S
/’ Drafts [tlcstaff.com.au] Client configuration settings for "hello@tlcstaff.com.au”. cPanel on tlcstaff.com.au 2022-08-10 18:52 85 KB &
E Sent
B3 unk

T Trash
E Archive
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P Webmail - Main x + - o X

<« > C O B & httpsyfwebmail-box2327 bluehost.com/cpsess0 144968747 fwebmailfbluehost/Zlogin= 1 P ® 0 O i 9O 2 @

Webmmail @28491KB/1MB L hello@ticstaff.comau »  GrLOGOUT

Open your inbox Set up email on your device

Select the device you will use:

Apple® (iPhone®, iPad®) ~

ro U n d ‘ U b e Enter an email address that you can access from your device:

open source webmail software

Select the configurations that you would like to set up:

m Open my inbox when | log in Email

Calendar

il cli Contact:
Change your webmail client ontacts

Ichorde

Send

Automatically configure my device

Manage Your Inbox

7o Autoresponders OEmai\Fmers 2~ Forwarders

Are you going on vacation? Use this feature to Create and manage email filters for your main Automatically send a copy of any incoming
configure your automated emails. email account. email from this email address to another.

Edit Your Settings

CEED (Configure Calendar and Password & Security = Contact Information
® Contacts Client

Update your webmail password.

Set up a different email address to receive
account notifications and password reset
confirmations.

Set up your calendar and contacts.

Account Preferences
L} Change your Webmail account settings.

P Webmail - Pas rd & Security X +

< > C O E] 52 O- https:/fwebmail-box2327 bluehost.com/cpsess0144968747 fwebmail/bluehost/m

Bl Password & Security

Enter a new password for this account.
New Password

Confirm New Password

LLIZ AL L L]

Password Strength @

Very Strong (100/100) Password Generator

cPanel 1oz
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Adding a Signature

You can add or update an email signature as follows:

From your Inbox view, click Settinngs.

On the left-side pane, click Identities, then click your email address in middle pane.

Enter your personalised details in the “Edit Identity” box and click Save.

cPanel - Email Accounts X Q Roundcube Webmail «: ldentitic X +

« > C

About

roundcube e

Settings Identities Edit identity
I D Preferences TLC IT Support <! o@tlcstaff.com... .
! Settings
i rolders
i . 3 Display Name

- Identities 4"—-.___
N Email
. Responses 2 mat

Organization

) Reply-To
Bece
Set default
Signature
| Signature

HTML signature

O E] &2 https://webmail-box2327 bluehost.com/cpsess0144968747 /3rdparty/roundcube/? tas ﬁ

EZA Mail A Contacts Calendar

TLC IT Support
hello@tlcstaff.com.au

Tender Loving Care Disability Services Pty Ltd

kind regards,

IT Support Team
Tender Loving Care Disability Services
Bankstown HSW 2288

e

Y

hello@tlcstaff.com.au

) Logout

cp Webmail Home

TLC Casual Staff Webmail Access and Management

page 11 of 11



