Guide to SOISmail for new parents

Senri and Osaka International Schools (SOIS) provide each student, and each student’s family, with a
SOISmail email account. This is a Gmail account from Google created within the school's own SOIS
mail system.

Teachers and business office staff, sports coaches and other school staff use these SOISmail addresses to send messages
and reminders to students, and to send news, reports and invitations to families. Because all families have an active and
easily recognisable SOISmail account, the school uses these addresses rather than trying to keep track of individualised
personal email addresses to communicate with parents and guardians. As part of our efforts to reducing the amount of
paper that is used in the schools, most information to parents is now sent through this system rather than in the form
of printed handouts. The SOISmail account should therefore be checked regularly for incoming messages.

Each student’s email address is made up of three elements;

. . o the year of graduation
{ 251 099@SOI5maI|.jp } « whether the student is in SIS (1) or OIS (2)
o the grade number

For example 251099@soismail.jp indicates that the student will graduate in 2025, they are an SIS student (1), and they
are the 99th (099) student to have joined that grade. Family email addresses are the eldest son or daughter’s SOISmail
address with an ‘F prefix, e.g. 250199 @soismail.jp.

Your address and password
Your family SOISmail address and password are printed on the reverse side of the Parent ID card you are issued with
when you join the school.

Important announcements and emergency alerts

Senri and Osaka International Schools use the SOISmail system as our main channel of communicating
emergency notices with parents and guardians. For example, when the school needs to close during a
typhoon. For that reason, we ask parents to add their SOISmail account to the email application on
their computing devices and/or smartphones.

Accessing your SOISmail messages
There are four main ways to access your SOISmail messages:
1) view your mailbox using a web browser such as Chrome or Safari
) use Google’s Gmail app
) add the account to your regular email application
) set up message forwarding so that messages are automatically forwarded go to another email address.
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Option 1) Web browser

Once you access your SOISmail account (at https://mail.google.com) in a web browser, you can adjust several settings
for the account, including changing the default language. Just click the gear icon - at the top right of the browser
window to see your options.

Option 2) Gmail app
The Gmail app for iOS and Android can be downloaded for free from the App Store.

Option 3) Adding SOISmail to Mail app on i0S G o
To add the SOISmail account to the Mail app on your iPhone or iPad: ~ iCloud
1. Go to Settings > Mail, Contacts, Calendars.
2. Tap‘Add Account. Google
3. Select ‘Google: YAHOO!
4.  Sign in with your family SOISmail address and password. That’s it! Aok

@4 Outlook.com



mailto:251099@soismail.jp?subject=
mailto:f250199@soismail.jp
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https://itunes.apple.com/us/app/gmail-email-from-google/id422689480?mt=8
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Option 4) Automatically forwarding your SOISmail messages to another account ===
You can setup your SOISmail account so that messages are automatically forwarded to another @ h
personal email account that you commonly use; that way, you can ensure that you receive all <4

school mail without having to login to Gmail directly, or add the account to your regular email 4
applications.

1. Go to http://www.soismail.jp in the address bar of your web browser.

2. Log in with your family SOISmail address and password Google o
(available on the reverse of your parent ID card). If you are
already logged into a different Gmail account, then please
select Add Account’

One account. All of Google.

Sign in to continue to Gmail

3. You may need to complete a few security questions, such as
providing a backup email address or mobile phone number o

where Google can contact you if you forget your password, S

etc. -

4. Click the gear icon - at the top right of the browser
window to see your Settings. R
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5. You can configure a number of

settings here, including the Settings (5)
language of the email interface; this , , _

A General Labels Inbox Accounts Filters and Addresses For g and POP/IMAP Chat Labs Offline
WIH Change the language Of the Language: Senri and Osaka International Schools Mail display language: English (US)
buttons, options and instructions in Show al language options
your browser (and other Google Phone numbers: Default country code:  Japan B
appS that are aSSOCiated Wlth your Maximum page size: Show 50 a conversations per page
SOISmail account, such as Google Show | 250 | contacts per page
Docs, Chrome, etc.)

6. Select the ‘Forwarding and Settings o
5 .
POP/IMAP tab’ and CIICk the General Labels Inbox Accounts Filters and Blocked Addresses Forwarding and POP/IMAP Chat Labs Offline
(Add a forwarding addl‘eSS’ Forwarding:
Learn more
button. Type in the addreSS ()f Tip: You can also forward only some of your mail by creating a filter!
the regular email account Leammore’ " Enalo PO for all mall oan al atsaeacybean dourloacec)
. . Enable POP for mail that arrives from now on
where you would like to receive Disable POP
SOISmall messages, SuCh as 2. When messages are accessed with POP  keep Senri and Osaka International Schools Mail's copy in the Inbox
your Apple’ soﬁbank) regular %oﬁ:gn:irg:;i ‘i’lfs‘::uecaani;c”em (e.g. Outlook, Eudora, Netscape Mail)

Gmail, or work email account.

7. Itis recommended that you leave option 2 with the default setting ‘keep Senri and Osaka International Schools
Mail’s copy in the inbox’

8. SOISmail will send a message to your forwarding email account for confirmation that the address is correct and
you wish to go ahead with the forwarding. Look for a message from ‘mail-noreply@soismail.jp’ and click on the
verification link in the mail. When you see the ‘Confirmation Success!” message, you can close it. (If you did not
receive the email, your account might have blocked it as spam. Please look in the Junk mail folder, or change the
settings on your other account to allow messages from ‘@senri.ed.jp’ and ‘@soismail.jp.

9. Finally, go back to the SOISmail account, select Forward a copy of incoming mail to..." and select your
forwarding address. Make sure to save your changes. That’s it!

If you have any SOISmail questions, please send a message to soismailsupport@soismail.jp. Also, check out the
technology support website at http://technology.senri.ed.jp for more information about the technology resources at
SOIS.
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3. Configure your email client (e.g. Outlook, Eudora, Netscape Mail)
Configuration instructions
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