What to do if you are not receiving Beauchmail. The following are instructions for adding Beauchmail as a contact in various email service providers.

Outlook 

1. Go to your Contacts page. 

2. Select New and enter the email address you wish to receive messages from in the E-Mail field. BeauchMailService@beauchamp.org.uk 

3. Save and Close to confirm your changes.

Hotmail 

1. Select Contacts on the left hand side of the screen. 

2. Select New and enter the email address you wish to receive messages from in the E-Mail field. BeauchMailService@beauchamp.org.uk
3. Save to confirm your changes.

Yahoo 
1. Select Contacts from the top of the screen. 

2. Select Add a new contact and enter details of the contact you would like to add. BeauchMailService@beauhamp.org.uk
3. Save to confirm changes.

Gmail 

1. Select Contacts on the left hand side of the screen. 

2. Select the picture at the top left hand of the screen with the title tag New Contact. 

3. Type in the details of the contact you would like to add. BeauchMailService@beauchamp.org.uk
4. Save to confirm changes.

AOL 

If you are a new subscriber to BeauchMail:

1. Add the “From” address from the email you’ve received to your address book. 

2. Select the Mail menu and select Address Book. 

3. Wait for the Address Book window to pop up, then select Add. 

4. Wait for the Address Card for New Contact window to load. 

5. Once the window has loaded, cut and paste the email address you wish to add. BeauchMailService@beauchamp.org.uk
6. Make the From address, the Primary E-Mail Address by ticking the associated check box.

7. Select Save to confirm your changes. 

If you are an existing subscriber to BeauchMail and are seeing the BeauchMail messages ending up in your spam (junk mail) folder: 

1. Open one of the email’s and select the This Is Not Spam option. 

2. Add the sender’s email address into your Address Book as outlined in the information for new subscribers above.

3. Select Done when you’ve finished making your changes.

Sky Mail

These instructions are for using Sky Email on the Sky.com website:

1. Open the message and copy the sender’s address. 

2. Follow the Contacts link in the left-hand menu. 

3. On the Contacts page, follow the Create Contact link. 

4. On Add Contact page, paste the address into the Primary Email field BeauchMailService@beauchamp.org.uk
5. Save your changes. You should see the message “The contact was successfully added” and a list of the messages you’ve received from that contact. 

Virgin/NTL

1. Click Contacts along the left side of any page.

2. Click the New Contact button in the top-left corner of the Contact Manager.

3. Enter your contact's information in the appropriate fields. BeauchMailService@beauchamp.org.uk
4. Click Save to add your contact.
If you unmark the BeauchMail as Spam then  your Contacts list is automatically updated so that future messages from that sender are received in your inbox.

Disclaimer
Whilst the information contained within this document is believed to be accurate, no guarantee will be given by Beauchamp as to the accuracy or completeness of this information contained herein.
Beauchamp is not liable for any loss or damage including without limitation, indirect or consequential loss or damage, or any loss or damage whatsoever arising from loss of data arising out of, or in connection with, the use of these instructions.

