
 

Administering LGfL StaffMail using the LGfL Support Site 

Administration for the LGfL StaffMail system is available via the LGfL Support Site.  From 

within this site you have the ability to: 

 Create/Delete/Edit users 

 Create aliases for users 

 Change passwords 

 Activate/De-activate spam digest e-mails 

 Create and manage shared mailboxes 

Accessing the LGfL Support Site 

 Open Internet Explorer and browse to https://support.lgfl.org.uk 

 The Support Homepage will appear.  From here you can: 

o Find details of how to obtain an LGfL USO username and password 

o View the support FAQ section for LGfL Services 

o Change your USO password 

o Enter the secure administration area 

 

https://support.lgfl.org.uk/


Access the Secure Administration area 

To access the secure administration area you will be required to log into the site. 

 Click on the Blue Padlock option on the support homepage. 

 You will be directed to a logon page. 

 Enter your LGfL USO username and password and click login. 

You will be presented with a screen which will look similar to the one below. 

 

 

 

This guide will describe the administration functions of some of the staffmail-related tabs in 

the following pages. 

 

My Account 

The „My Account‟ section of the LGfL Support site should be your first port of call for 

administration of your LGfL USO account. 

From here you can access the following items: 

 

 

 

 

 

 

 

 

 

 

Account Details – allows elements of the user‟s individual USO 

profile to be modified 

School Details – gives information about your school 

Change Password – allows you to change your USO password 

Email – Allows you to view and select an alias email address (If 

applicable) to be used as a default From address. Daily spam 

digests may also be enabled for one or more addresses linked 

to your account. 

Register OTP – if you are in possession of an OTP tag this 

option allows you to register it for enhanced security. 

ECC Cluster logs – this links you to the content control site and 

allows you to review your email such as spam etc 

 



 

 

Change Password 

 

 

Email 

 Here you can select the Email address (or alias (if applicable) you would like to use 

as your “Use as „From‟ address”. On the right have side you can turn on/off the 

daily spam digest for each particular alias. 

 

 

Complete the form 

as requested to 

change your LGFL 

USO password. 



 

User request (single). 

 Select the „User Accounts‟ tab 

o Select User request (single) 

o At Login prompt enter your LGFL USO details 

o Follow the instructions on the right hand side 

o Note that some fields will be marked as compulsory 

o All requests are vetted for accuracy – requests with inaccurate data or for 

duplicate accounts will be rejected or queried, as appropriate. 

o Explanatory text is available by hovering over the Help icon which 

accompanies many fields. 

 

 

 

 

 



User request (bulk). 

 Select the „User Accounts‟ tab 

 

 If you require a bulk creation spreadsheet 

o Select User request (bulk) 

o Follow the instructions at the top of the page 

o Click „Bulk creation spreadsheet‟ to obtain a copy to modify to your 

requirements 

 

 If you have a populated bulk creation spreadsheet 

o Select User request (bulk) 

o Select your Authority 

o Select your School 

o File – Browse to your populated bulk creation spreadsheet and select „Open‟ 

o Add any optional notes 

o Click the „Submit‟ button 

 

 



LGFL StaffMail Accounts 

 

 The LGFL StaffMail accounts area allows you to: 

o Create Aliases 

o Turn on/off Spam Digest 

o Select „Use as From‟ for mailboxes 

 

 Select „Email‟ 

o Select LGFL StaffMail accounts from the menu 

 

 Select the domain you wish to modify 

 

 

 

 

 This will display the list of users‟ aliases and the mailboxes to which they point. 

o Select edit on the mailbox you require to edit. 

 

 Edit option allows you to: 

o Change your mailbox name (alias) 

o Select the destination 

o Select „Use as From‟ 

o Turn on/off Spam digest 
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 Once you have completed the required task select „Update‟ and all changes will 

be saved, equally if a mistake has been made or you do not want to commit the 

changes select „Cancel'. 

 If you wish to create a new alias, type the name for the new alias in the writeable 

box at the foot of the alias list and then select the account to which the alias is to 

be assigned fro the drop down list in the destination column. Tick the Use as 

„From‟ and/or Spam Digest boxes as required. Then click on the Add link. 

 If you need to create more than 10 aliases on a particular domain you can upload 

a prepared spreadsheet and Atomwide will carry out the operation on your behalf 

as a bulk request. A blank spreadsheet can be downloaded for this purpose from 

the LGfL Staffmail Bulk Processing page accessed from the User Accounts 

menu. The same page is used for uploading completed spreadsheets. 

 

Shared Mailboxes Creation 

 

 Select „Email‟ 

o Select LGFL StaffMail accounts from the menu 

o Select your domain 

o Select Administer aliases 

 

 Scroll to the bottom of the page 

o Next to „Add‟ Type in the name of the new shared mailbox 

o In the Destination column there is a drop down list of users. Select „new 

shared mailbox‟ at the very bottom of the list. 

o Click „Add‟ 

o You will receive a message saying “Your Shared mailbox has been 

created”. 
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Managing Shared Mailboxes  

 

 Select „Email‟ 

o Select LGFL StaffMail accounts from the menu 

o Select your domain 

o Select „Manage Shared mailboxes‟ 

 

 

 

 You will get the list of shared mailboxes 

o Click manage on the mailbox you require to edit 

 Now you can edit the follow attributes of the shared mailbox: 

o Allow other User access 

o Change the owner 

o Turn on/off the spam digest 

o Delete aliases 

o Delete the shared mailbox 
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