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INTRODUCTION

ln an e fcrt to increase the efficient distribution of critical information to all faculties, staff and

researcners, and the University's administrators, it is recommended to utilize the ui'liversity's e-maii

services, for formal University communication for academic and other official purposes.

lnstitutional E-nrail for formal communications will facilitate the delivery of messages and docurnents to

University academic stakeholders, extended communities and individuals. These comrnunications may

include administrative content, such as information on human resources, poiicy nressages, generai

U niversity irlessages, officia I a nnou ncements, and comm unications etc.

To receive these notices, it is essential that the e-mail address be kept active by using it reguiarly.

Administrative units, faculty members and research students may use the emailfaciiity by logging on to

https://ma il.nbu.ac.in with their individual I ogin credentials (user lD and passwor"d)

For obtaining the university's email account, user may contact Cornputer Centre, lrlBU for enrail account

by subrr,itting an application in a prescribed proforma given in the Download Centre of the iJniversity

official website. For any other support related to emall access the existing institutionai ernaii account

hoider should contact cchelpdesk@nbu.ac.in.
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GENERAL POLICY GUIDELINES
i

Users may be aware that by usrng the email facility, the users are agreeing to abide by the following

policies:

personai purposes.

facility that allows him to receive such large attachments.

r Use:" should keep the r"nail box used space within absut 80% usage threshold, as'rnail bcx fuil'cr
'malibox alrnost full'situation will result in bouncing cf the malis, especially wL:erl the incorring mai!

con:ai ns large attachments.

- User shculd not open any mail or attachment that is from unknown and suspicious source. tven if it

ls fi'orn known source, and if it contains any attachrnent that ls of suspicious natu:'e or looks

d:b cus, user should get confirrnation from the sender about its ai.rthenticity before opening it" This

rs very mi.:ch essential from the point of security of the user's cornputer, as such messages rnay

co:,ain viruses that have potentialto damage the valuable ir"Ltorrnation on your compiiter.

- Us3:s shci.rlcl configure nnessaging software (Outlook Express/Netscape messaging ciient etc.,) on

the compirter that they use on permanent basis, so that periodicaiiy they can download the mails in

the maiibox r:n to their computer thereby releasing the disk space on the server. lt is user's

responsibility to keep a backup of the incoming and outgoing rnails of their account.

i Usei shoL:id not share his/her email account with others, as the individual accour'!t hr:lder'is

personaily held accountable, in case of any misuse of that email account'

F User should refrain from interceptlng, or trying to break into others ernail accor.*r':ts, as it is

infringing the privacy of other users.

accidentally left open by another user, should be prorr"rptly closed v,iithout peeping into its ccntents,

by the user who has occupied that computer for its use.

security policy.

'F -tt is ultimateiy each individual's responsibility to keep their e-mail account free fron": vioiatior:s pf

university's ernail usage policy.
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CONCLUSION

Us:ng the facilriy for illegallcornmercial purposes is a direcl violation of the university,s lT pr:licy and mayentali wrthdravrai of the fac!iity. The illegal use includes, but is not iimited to, the unficensecj and il;egalcopying or distributlon of software, sending of unsolicited buik e-rnail messages.,And generation ofthreate r, ing, ha :'assi ng, a busive, obscene or fra udurent messages/i mages.

Key Takeaways
This policy applies to all faculty members, administrative offlcers, non-teaching enrployees and
research students to whom the institutional email account is assigned
For email ids, not individual in nature, assigned to any departrnents or orgarrizational units,
accountability for adhering to the policy lies with the Head of the departrnent.
The above laid down policies are broadly applicable even to the ernail services that are provided byother sources such as Gmail, Hotmail, Yahoo etc., as long as they are being used from the
university's campus network, or by using the resources provided by the university to the individual
for cfficial use even from outside.
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