Webmail
Our webmail is available from any internet connected computer in the world. While this is enormously useful at times, it’s also a security risk, which is why we require a second layer of authentication beyond the usual username and password.
Connecting
Open your web browser (usually Internet Explorer or Firefox) and in the address bar, type:

http://Remote.AccessCapitalAdvisers.com.au
When that page loads, click the Webmail link.

Note: We recommend using Internet Explorer to access webmail. IE supports the ActiveX controls that give webmail some of its features. Webmail will still work in FireFox, Opera and Chrome, but it works much better in Internet Explorer.

Logging In

On the first screen you will be prompted for a username and password. This is the same username and password that you use to log on to your work computer each morning - usually firstname.lastname.

If you are on your home computer or a work laptop, you can also tick the “Remember me on this computer” box. Please only ever use this on computers you own or we own, not on any shared computers.

On the next page you will be prompted for a secondary authentication code in one of two ways.

· If you have been issued with a token for remote access and this token is activated against your account, you will be prompted to enter the 8-digit code from the token.

· If you have not been issued with a token, or if your token had been marked as lost or inactive on our system, an SMS will be sent to the mobile number we have on record for you. 
If you have a token issued against your name, but don’t have it with you, you can still log in via SMS by reporting your token as lost (see below). 

Features

There are a few small features in webmail that can make it even more useful.

Change Password
Click the Options button in the top right corner, then the “Change Password” option from the menu on the left. Put in your old password, then the new password twice and click the Save button at the top of the screen.

This is a great thing to do if you’re out of the office for several weeks and receive an email telling you that your password will expire before you get back.

Out of Office Assistant

If you go on leave and forget to set an out-of-office auto-reply message before you go, you can set it from Webmail.
Click the Options button in the top right corner, then the “Out of Office Assistant” option from the menu on the left. You can choose to have different responses to internal staff and external senders.

Signature

You can set webmail to use your standard signature too.
Click the Options button in the top right corner, then the “Messaging” option from the menu on the left. Enter your email signature and tick the “Automatically include my signature on outgoing messages” box.

Shared Mailboxes

This one only works if you’re using IE.
Click the drop-down arrow next to your name in the top right corner, then type in the name of any shared mailbox you have permissions on. That mailbox will open in a separate IE window. You may need to tell your popup blocker to allow all pop-ups for this site before it will work properly.
Tokens and SMS

Tokens are the primary method of logging in to webmail, and the only method for the Remote Access server. As a fallback, the system can send you an SMS with a code to enter instead of the code from your token. SMSs are sent to the mobile number listed for you in our internal directory. If we have the wrong mobile number recorded for you, you will not be able to log into webmail without a token. Mobile numbers can be checked by going to http://sharepoint.access.local/phonelist.html while inside the office.

If you lose you token (or just need to log into webmail by SMS and have left your token at home) you can deactivate your token by marking it as “lost” on our system.  

Go to http://remote.accesscapitaladvisers.com.au/ and click the Token Self Service link at the bottom. Log in using your username and password, then click “OK” to have a code delivered to your mobile. Once you’ve successfully authenticated, click the link for “I've temporarily forgotten or misplaced my token.”

You can leave your token flagged as “lost” as long as you like and just use SMS codes for webmail. Tokens are required for the full Remote Access system however, so you will need to log back in and mark your token as “found” again if you ever need to work from home.

