2 AirEmail

Getting Set Up

Once added to the AirEmail system, you need to follow these steps:

1. You will receive an email
containing a blue button
for you to click, that says
“Click here to get started”.
In the pop-up, click “Sign in
with your NHS account”.

2. Watch the resulting video,
using the icon to make it
full screen if you wish to

Welcome to AirEmail!

You're just one step away from reducing your email stress
and improving patient care..

Connect your Microsoft 365 NHS account

After you connect, Airémail will colour categorise your inbox emails for

the last 100 days.

Watch a quick Welcome Video

Learn the basics and confirm setup to get started.

Start Reducing Email Stress Today

Once setup is complete - we'll automatically begin prioritising
your inbox, and highlighting patient IDs.

Y28 Sign in with your NHS account

Welcome to AirEmail!
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Welcome to AirEmail!

More from AirEmail  + Follow
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3. Click‘Continue’. ’ﬁ- “
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Terms and Conditions

21. Any incidents involving data deletion, adverse email performance, or other technical
issues that may affect email functionality or data security must be reported immediately
to support@airemail.co.uk

22. When reporting an incident, please provide relevant details including:

4. Once you have read the . The nature of the incident
Terms and Conditions, Yihen itoccured
Cl_|C k “AC Ce pt Term S,, Any impact on email functionality or data

Any immediate actions taken
Access Removal

23. If you wish to remove access to the AirEmail add-in, please
contact support@airemail.co.uk. The support team will l

Decline Accept Terms.

s s Concibons
Setup - Department & Role

Finally, please select your current Area of Work. Main Role and Clinical Specialty. Setting these now will greatly assist
with reporting and evaluation.

5. Please enteryour

Department and Role Work Area
details, then click
“Continue”. This helps to i

ascertain which areas of
the Trust are benefitting
from AirEmail, and in what
way.

Clinical Specialty

You can update your selections via the Department and Role tab in Settings



Complete the introductory
survey.

6. And now, you are set up on
AirEmail. Close the pop-
up, to return to your inbox.
You will now have another
email, confirming that you
are set up. This email
explains how to access the
add-in, which opens
AirEmail on the right-hand
side of Outlook.

7. Once opened, the AirEmail
panel looks like this:

And that’s it! AirEmailis all set
up for you, and ready for you to
use.

Setup

The Aim
* Please complete this short survey and be as honest as possible.

* Your survey resp will provide formal
AirEmail should be made widely to all NHS Staff.

e to decide whether

* All responses and data are ymised and indep ly y
The Strategy Unit of the NHS, led by Paul Mason and commissioned by
the NHS England’s Health and Growth Accelerator.

Your answers will help answer 3 key questions on does AirEmail:
* Help you manage patient or key emails better?

* Help you manage tasks more easily or quickly?

Improve your work-life balance with respect to managing your work

Laritd lysed by

emails?
Go to Survey (~7 mins)
Skip Survey ’
Setup
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Setup - Complete

Your AirEmail Addin is now ready to use.
Please return to Outlook
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