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How to forward your nyey.co.uk email to another email address.

The preferred option is for funded providers to log in and check their @nyey.co.uk mailbox directly using the link; Microsoft
account | Sign In or Create Your Account Today — Microsoft However, if this is not practical, you may choose to set up the
email forwarding facility so that messages are automatically sent to another email account approved by your provision.

If you use email forwarding, we strongly recommend that emails are forwarded only to a designated business email
account that is used specifically for the management and administration of your early years provision. The receiving email
account should be accessible only to authorised members of staff and managed in accordance with your organisation's
data security procedures.

Please do not forward emails to personal email accounts unless you have considered and are satisfied that appropriate
security arrangements are in place, this includes childminders.

Please follow the steps on page 2 to access your NYC nyey email address.

If you do not have the password to get into the nyey email account, NYES Digital will be able to help, their telephone
number is 01609 536086 - tell them you are an early years funded provider and give them your provider specific nyey email
address xxxxx@nyey.co.uk

Itis your responsibility to ensure that:

e The @nyey.co.uk email account remains active and monitored.

e Access to both the @nyey.co.uk account and any forwarding email account is restricted to authorised staff.

e Passwords are changed when required, for example when a member of staff leaves the provision or
changes role.

e Forwarding arrangements are reviewed regularly to ensure emails continue to be sent to an appropriate
business email account.

e Spam and junk mail are managed appropriately.

Please note that, even where forwarding is in place, your provision remains responsible for receiving and acting on
information sent to your @nyey.co.uk email account.

Please be aware that the nyey email account is the same as every email account and will receive SPAM/Junk, you should
manage this accordingly. It is your responsibility to ensure that you access the nyey email account to keep up to date with
relevant and key information for all aspects of early years funding as well as information relating to early years. Please be
mindful of data security and change the password, when necessary, e.g., if a member of staff who had access to the nyey
email leaves your provision.

There may be some email addresses that go straight to your SPAM/Junk folder, so it is advisable that the email addresses
listed below from Families Information Service, School Improvement Team and Early Years Funding Team should be
added to your safe senders list,

eyft@northyorks.gov..uk fis.Information@northyorks.gov.uk Helen.Smith@northyorks.gov.uk
Sarah.blake@northyorks.gov.uk Elizabeth.roberts@northyorks.gov.uk Elaine.broadbent@northyorks.gov.uk
John.banks@northyorks.gov.uk Joanne.webster@northyorks.gov.uk Amanda.bradley@northyorks.gov.uk
Maddy.atkinson@northyorks.gov.uk Rosie.mackay@northyorks.gov.uk Kate.povall@northyorks.gov.uk
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https://eur02.safelinks.protection.outlook.com/?url=https%3A%2F%2Faccount.microsoft.com%2Faccount%2FAccount%3Frefd%3Dwww.bing.com%26ru%3Dhttps%253A%252F%252Faccount.microsoft.com%252F%253Frefd%253Dwww.bing.com%26destrt%3Dhome.landing&data=05%7C02%7CJoanne.Webster%40northyorks.gov.uk%7Cd166460c0b884891f8b608df04f8856d%7Cad3d9c73983044a1b487e1055441c70e%7C0%7C0%7C639235137569169712%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=On%2Ffo3GGjXR%2B3OR%2FMEm4eG%2ByqautiK5t1CVKzv%2F9jK0%3D&reserved=0
https://eur02.safelinks.protection.outlook.com/?url=https%3A%2F%2Faccount.microsoft.com%2Faccount%2FAccount%3Frefd%3Dwww.bing.com%26ru%3Dhttps%253A%252F%252Faccount.microsoft.com%252F%253Frefd%253Dwww.bing.com%26destrt%3Dhome.landing&data=05%7C02%7CJoanne.Webster%40northyorks.gov.uk%7Cd166460c0b884891f8b608df04f8856d%7Cad3d9c73983044a1b487e1055441c70e%7C0%7C0%7C639235137569169712%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=On%2Ffo3GGjXR%2B3OR%2FMEm4eG%2ByqautiK5t1CVKzv%2F9jK0%3D&reserved=0
mailto:ev626@nyey.co.uk
mailto:eyft@northyorks.gov..uk
mailto:fis.Information@northyorks.gov.uk
mailto:Helen.Smith@northyorks.gov.uk
mailto:Sarah.blake@northyorks.gov.uk
mailto:Elizabeth.roberts@northyorks.gov.uk
mailto:Elaine.broadbent@northyorks.gov.uk
mailto:John.banks@northyorks.gov.uk
mailto:Joanne.webster@northyorks.gov.uk
mailto:Amanda.bradley@northyorks.gov.uk
mailto:Maddy.atkinson@northyorks.gov.uk
mailto:Rosie.mackay@northyorks.gov.uk
mailto:Kate.povall@northyorks.gov.uk

How to forward an email account in Office 365
You must be connected to the internet and click on this link; Microsoft account | Sign In or Create Your Account Today —
Microsoft

You will be taken to a screen where you should input the email address xxxxx@nyey.co.uk and password.

If you have any problems accessing this, please contact NYES Digital, their telephone number is 01609 536086.

How to forward an email account in Office 365 < C oo @ hitps://myaccountmicrosoft.com

1. Loginto your account using the 3 My Account v
link in the email and select the 9 dots >
at the top left of the screen.

Microsoft 365
2. Fromthe options select the ‘Outlook’ app,

this will take you to your email account.
——

Apps
ﬁ Qutlook ‘ COneDrive
ﬂ Word I' Excel

& PowerPeint u OneMote
& SharePoint ﬁ Teams

3. Inthe next screen select the ‘cog’icon
at the top right of the page.

Select the ‘forwarding’ option from the list.
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Smart suggestions @ can
& Account "Ace
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Conditional formatting Do you wa
Calendar Sweep O sort
= e Junk email @® Don'
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https://eur02.safelinks.protection.outlook.com/?url=https%3A%2F%2Faccount.microsoft.com%2Faccount%2FAccount%3Frefd%3Dwww.bing.com%26ru%3Dhttps%253A%252F%252Faccount.microsoft.com%252F%253Frefd%253Dwww.bing.com%26destrt%3Dhome.landing&data=05%7C02%7CMaddy.Atkinson%40northyorks.gov.uk%7Ca4616a3e7d4a490f294208dc701aa338%7Cad3d9c73983044a1b487e1055441c70e%7C0%7C0%7C638508508145672673%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C0%7C%7C%7C&sdata=JURtZM4AmPV8mr8mnrCyHzEf7XoFZc%2FrenTgT4Cf4U4%3D&reserved=0
https://eur02.safelinks.protection.outlook.com/?url=https%3A%2F%2Faccount.microsoft.com%2Faccount%2FAccount%3Frefd%3Dwww.bing.com%26ru%3Dhttps%253A%252F%252Faccount.microsoft.com%252F%253Frefd%253Dwww.bing.com%26destrt%3Dhome.landing&data=05%7C02%7CMaddy.Atkinson%40northyorks.gov.uk%7Ca4616a3e7d4a490f294208dc701aa338%7Cad3d9c73983044a1b487e1055441c70e%7C0%7C0%7C638508508145672673%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C0%7C%7C%7C&sdata=JURtZM4AmPV8mr8mnrCyHzEf7XoFZc%2FrenTgT4Cf4U4%3D&reserved=0
mailto:ev626@nyey.co.uk

4. Clickthe ‘enable forwarding’ button and enter the email address you wish to use to forward to.

Settings Layout Forwarding

Q. Search settings Compose and reply

) You can forward your email to another accou
Smart suggestions

O Account

=~ Attachments D Enable forwarding

§33 General

; fles Forward my email to:
| Email

Conditional fermatting - ] -~

Tk Enter an email address
Sweep

92 People Keep a copy of forwarded messages

= Junk email D P o g
Quick steps

Customise actions
Sync email

Message handling

Forwarding
Retention policies
S/MIME

Groups
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