University of Sussex

Governance Office

Instructions for Using Committee Email Aliases

The following guidance is for using Committee email aliases. The guidance explains:

1. How to log onto Sussex Direct.
2. How to find an email alias.
3. How to send an email to an email alias.

If you have any questions please contact Alan Soutter (A.Soutter@sussex.ac.uk) Ext
3732.
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The following is the logon for staff members — the same procedures apply to the student

homepage:
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Click on the Searches banner and then click on email aliases from the drop down
list.
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a Sussex Direct: Email Aliases - Microsoft Internet Explorer

=& x|
File Edit ‘iew Favorites Tools Help | ﬂ'
A - | . ' ; e A Ay [ f
@ Back - '\ﬂ; - \ﬂ @ -,'_lj ‘J;.)Search s Folders 5. Fawarites @| E(-:_gv é-v = x Ll_l] d ﬂ .ﬁ
Address I@ hktps: ) fdirect, sussex, ac.ukinlefpage . phprrealm=searchestpage=email_aliases j Go
S
= = 5 < L -
rSUSSEX Dire Cl i University
-t Alan Soutter, last login 25/04/08
— of Sussex
Suszex Direct [(Searches) = Ernail Aliases
Admin » | Searches » | Research » | Teaching » | Library » | Personal » | Help » | Logout |
Email Aliases
Page Contents: Find Email Aliases _
External Links: IT Services Mail Lists | University Policy on Proper Use of Mailing Lists
This search facility displays email aliases maintained by the central Administration. For aliases created
and maintained by individuals, please see the IT Services Mail Lists,
If you cannot find an email alias you are looking for, but have used the alias in the past, please contact
bishelpd@its.sussex.ac.uk with details of the email group.
Find Email Aliases
alias Alias Type Description
| |l = L 4 \_ -
| \
@ To get a list of all email aliases, click on the Search button above wfthout entering any tedt into
the form.
|@ Diane ’_|_|_|_|E_|° Interl\ft
sa| G@WHS B | Eu|EEs BIES 20| YEoR

Type in the name of the Committee or Group in the Description box (you don't need

to type in the full name). For example type in “Committee” and click on the Search
Button to display the following results:
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The Alias is the emgil alias you should use to send an email to the Committee or
Group. The protocol\for the email alias address is:

ittee>@admin.susx.ac.uk
ittee>@admin.sussex.ac.uk will also work)

<name of com
(NB <name of com

For example, to send any email to the Human Resources Committee, the email alias
is HRC@admin.susx.ac.\uk.

(NB - The email will be sgnt to all persons in the Committee or Group as set out in
Sussex Direct which will include the members, those\in attendance and the
Secretary. To see who the email will be sent to click on Description).

To send an email, click on the Alias address. The following screen will display:
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Click on the Use Local Email Client button and this will take you to your email client
(for which most users will be Mulberry) and you can send the email in the normal
way.
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