
 

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 

 



3. Click ‘Continue’. 

 

4. Once you have read the 
Terms and Conditions, 
click “Accept Terms”. 

 

5. Please enter your 
Department and Role 
details, then click 
“Continue”. This helps to 
ascertain which areas of 
the Trust are benefitting 
from AirEmail, and in what 
way. 

 



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! AirEmail is all set 
up for you, and ready for you to 
use. 

 
 


