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Staying in touch with friends and family helps to
maintain personal relationships and contributes
to the mental wellbeing of people in prison and
their loved ones. Many secure establishments are
far from home often making it difficult for loved
ones to visit due to the travel time, transport
issues and costs involved.

Unilink provides affordable text, voice and video-
based communication, specifically designed for
use in custodial institutions. Our communication
services have over 600 000 registered users.

We operate in all UK prisons, in The Netherlands
and Australia.

66

We keep families connected, provide them with a
way to communicate easily and frequently. This
leads to improved mental health, better parenting
and assists rehabilitation.

From all corners of the World you can now stay
in contact with your loved one in prison, all for
40 pence per message. Certain establishments
give you the option to receive a reply from your
recipient for which there is an extra charge of
25 pence. Some sites operate our attachment
service too where you can upload up to 4 photos
per message, at a cost of 30p per image.

“To you all. Thank you so much for this wonderful service. | found
myself in this situation where my son was imprisoned. This was
all alien to me and so upsetting, and | am not even in the same
country. Then covid came so | had no chance of even going to visit.
| found your service on the internet and it was a blessing. | could

sit down and write to him whenever | needed to. It is a very sad,
lonely and also shameful time when something like this happens
but | had great comfort knowing that your support was there. He
Is due to be released soon so thankfully | won't need your fantastic
support any more. Thank you from the bottom of my heart.”

A very grateful Mum

Help and Support:

Tel: 03333441816 | Email: support@unilink-technology-services.com
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frsion: 2.4.55 (Base: 2.3.1-test)

Welcome to Email a Prisoner -8 rgdom

@ Sgnup  Logln
e Sign up to Email a Prisoner
Hom 1T Wrks
FADS T h rm {f e Signi U
Locations
Customar Comimins
k ke tha L nfir ar
Establihenent Staft
Legal Prodession Wour full name
Rasouress Contact Us
Spormors and Attilats Your email address
contactus+testiiuniink.com
i and agree to the ferms and conditians, pr NMRICY PoHIcy, teErms of website
se tick the bow below to confirm that an
fe |
e rmimcta rosat
aZARTIRL
et
e 1o the terms and conditions, privacy pelicy, terms of wel
unt and associated services

a  You will need to fill out the form as requested, including your Full Name,
Email Address and choose a password.

b Your password will need to be at least 8 characters long and include at
least one capital letter, at least one lower case letter and at least one
number or special character (for example: 1£$%&*@#). You will need to
repeat the email address and password.

¢ Youwill then need to read and agree to the Terms and Conditions.
d  Youwill also need to complete the reCAPTCHA ‘I'm not a robot’.

e  You can also choose your marketing preferences before clicking ‘Sign Up’.

Help and Support: Find us on:
Tel: 03333441816 | Email: support@unilink-technology-services.com
www.emailaprisoner.com ﬁ @ o .
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Address and Settings

Once you have completed your registration, you will need to fill in your Address
and Settings. (It is a requirement from the prison service that all ingoing mail
should have the senders address.)

My Profile and Settings is also the place to choose your confirmation
preferences. You can choose to receive an email confirmation when you send
your messages and you can choose whether to include the content of your
message in that confirmation email.

You also have the option for additional security for your account. The Multi
Factor Authentication (MFA) requires you to enter a code (sent to you via
email] when there is a log in attempt. The MFA is optional and mostly used by
organisations and legal professionals.

e ™
My Profile and Settings » Address and Settings

Thank yau far accepting the new terms and conditicns and choosing your mailshot preferences.

¥eaur registration has been completed, Befare you can snd your first messege, youll need to fillin your cantsct
indormation below. Wiell alsa ask you to canfirm your email address by clicking the nk we have sent to you via

¥eaur name and amy ackdress information yeu provide below will be displayed on the message that are defered fo your
recipients.

Flease enter your own persanal address details and nat those of the Prison. Using incorrect detais may result in
your message being delayed or rejected by the Prisan.

Addness {line 1)

PO Bax 1288
Addness {line 2)

Addness {line 2)
Addness {line 3)

Addness {line 3)
Tawn

Bishap Sutton
County

Courity
Postrade

BS3g 5]

Country
Unites! Kingdam Av3
Telephone numbes

DFIR4IGGO5E

B Send confirmation emails

\_ ¥ you sk thin b we will sensd s amai n yeur egnsened sddiwas i eonfm the) pour masss ha Seen e )

H Send confirmation emails

¥ yeu Sk thin boe we will sand an smail i yeur wgidersd sddmwas o confem hal pour me g hn been sk

E Includie message content

lick than b i inclucee s copy of the messege thal you s fo you recipent o e confreeion eeel
Multi Factor Authentication

Disabled A

Lhoous typs of mulh Sacinr sustmnbeaban I yos chooaw o suSherscabs v smsil you will be senk an s=ail ssch Sma pou kg n. Thet smsl wil conien
bk hast you reed fo clck i acoess your sceounk

Save Changes

& J
Help and Support: Find us on:
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e Home Page / Activation Link

Homa Welcome to Email a Prisoner - United Kingdom When yOU 'Save Changes',
My Raciplencs Your profile has been successfully updated . L.
e — you will be notified that your
o NPS Users H
= e o profile has been successfully
o e b _ i
s e Bt updated. You will be directed
T R
= Gt S e et s s to the home page where you
Ci L;mmmsmmg can see the latest news and
Aga craan | . .
e updates regarding the email a
s prisoner service.
— You will see the menu down
= the left hand side of the screen
i
Advertisements Displayed On Qur Site

When you registered with Email a Prisoner, we sent you an email with an
activation link. You will need to click on the link in the email to confirm your
registered email address.

me to Email a Prisoner

s
[EXTERNAL] Email a Prisoner: Welcome

support@unilink-technology-services.com
To contactus +test@unilink.com

Retention Policy 6 Year Email GDPR/DPA Period (6 years)

o fully activate your account, we need
Please click on (or copy and paste to you

**+ THIS IS AN EXTERNAL EMAIL: do not click any links or open any attachments unless yol

https://www.emailaprisoner.com/acco

Welcome to Email a Prisoner

To fully activate your account, we need to confirm your email address.
Please click on (or copy and paste to your browser) the following link:

e hope you enjoy using Email a Pris

https: isoner b34d285-1d00-4351-b65c-b7557d5eb3

ome to hassle free communic

We hope you enjoy using Email a Prisoner.
Welcome to hassle free communications!

AN /
4 R
Welcome to Email a Prisoner - United Kingdom
Your profile has been successfully updated
v

You are now fully registered.

Help and Support:
Tel: 03333441816 | Email: support@unilink-technology-services.com

www.emailaprisoner.com
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Adding Credit: Credit Card

There are a few more tasks to complete before you are able to send your first
message to your recipient.

You will need to add credit to your account. You can either do this using a
credit/debit card (minimum £5), Cash/Cheque/Postal order, or Overseas
payment (bank transfer).

aTs to Prisoners.

Amount to add

5.00

e Add Credit
Add 3 prometional cods

s

el Select payment method
o g !

i Add credit to send emails Send money to a Prisoner

Select payment method

Debit/Credit Card

Postal Order/Cheque/Cash

Cverseas Payment

Soonrs e

To add credit using a Credit/Debit card, enter the amount you wish to add
(minimum £5) then select the payment method 'Debit/Credit card’.

s e =) You will then need to check your
Add credit to send emails Sen billing address before selecting
e e e eSS B ‘Add credit to account’.
B - You will then be shown the amount
RS— - = you have chosen to add and can then
BE i choose to ‘Proceed to card details’.

appear on your bank or card statement. If the
details oo nat match thoss the card ssuer hold

then the payment will fail. If you have a problem
iszuer to check the exact address for the card you
are sirg

Add Credit » Credit/Debit Caryq

Full name af cardhalder

You are adding £5.00 to your account.

Adtiness line 1) -~ ]
Proceed to Card Details
PO Box 1280

Address {line 2)

Adéress (line 3)

Terwrn
Bishap Sutton
Prsteade
538 5v)
Crantry

United Kingdam A

A J

Help and Support: Find us on:
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You will be prompted to enter your card details and then click ‘PAY NOW’. Once
you have done this, you will be directed to your banks 3D Secure System to
confirm your payment.

Once the payment is processed, your credit will be added immediately.

Logged in as Contact Us {co

Change password  Log out

Home Add Credit » Credit/Debit Card
My Recipients You are adding £5.00 to your account.
Inbox

Card Number L — |
Drafts

Card Number |

Sent ltems Expiry
SMS Messaging |

Security Code

neatPhone

Security Code | €] |

Cardholder Name

My Profile and Settings

Cardhalder Name |

Add Credit 0.0

Credit History
& PAY NOW

How It Works

FAQS
Locations
Customer Comments f you have any problems then please contact us.
Establishment Staff
Legal Profession

Resources

Sponsors and Affiliates

- J
Help and Support: Find us on:
Tel: 03333441816 | Email: support@unilink-technology-services.com ﬁ @ o .
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Adding Credit: Cheque / Cash / Postal Order

If you do not have a Debit/Credit card or would prefer to add credit with Cash,
Cheque or Postal Order, you can enter the amount you wish to add (no minimum
amount for this option) and then choose the payment method Postal Order/
Cheque/Cash.

Add credit to send

Funds will be added to your account an

L= Add Credit

emails to Prisoners,

Amount to add

5.00

Add a promotional code

Postal Order/Cheque/Cash

Add credit to account

Once you click ‘Add credit to account’, you will be given a reference number for
your payment and the address you need to send your payment to. Please make
sure you include the reference number along with your name and address,
when you post your payment. If you are sending cash, we would recommend
posting it with recorded delivery. Your credit will be added to your account as
soon as it is received at our office.

Logged in as Contact Us [contsctus+test@unilink com).
ant 1D 1

Change password  Log out

Home Add Credit » Cheque / Cash / Postal Order

My Recipients You have chosen to add £5.00 to your account using 2 cheque

Your reference number is 22779560.

Write New Message A .
Inbx You must include this number when ] d C red It » C h e (] ap of paper

but it must be included, along wit]

Drafts
i You should make cheques or pos
ems

Vou should send your paymery/ 10U hawe chosen to add £5.00 to your accol
SMS Messaging

Unilink Software Ltd. .

PO Box 1288 Your reference number is 22779560,
neatPhone Bristol

B539 5Y)

UNITED KINGDOM

Profile and Setti - -

e You must include this number when you

fyou have any problems the
e Creait e but it must be included, along with your
Credit History

should make cheques or postal oy
How It Works
FAQs
< send your payme

Locations

Customer Comments

Establishment Staff
Legal Profession
\ Resources /
Help and Support: Find us on:
Tel: 03333441816 | Email: support@unilink-technology-services.com ﬁ @ o .
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Adding Credit: Overseas Payment

If you are unable to purchase credit using a Debit/Credit card due to being
located outside of the UK, or if you would prefer to make a bank transfer, you
can choose the payment method ‘Overseas Payment’.

Add credit to send em»

e Add Credit - -
Funds will be added to your account and usa

emails to Prisoners,

Amount to add

e Add credit to send emails Send money to a Prisoner

5.00

Add a promationzl code

Overseas Payment

Add credit to account

Once you click ‘Add credit to account’, you will be given a reference number, as
well as the bank details you need to transfer your payment to. Your credit will be
added as soon as we receive the payment in our account

Logged in as Contact Us (contactus+test@unilink.com).
Account 10 16

Change password  Log out

fizea Add Credit » Overseas Payment
My Recipients You have chosen to add £5.00 to your account using an overseas pasw

Your reference number is 22779574.
Write New Message .
- Ve s T T e d d 'C red |t » OVE 3
Drafts To make your payment quote this re
Sent Items BAN number GBS8ABEY0902221

BAN BIC ABBYGE2LYOX You have chosen to add £5.00 to your acco
SMS Messaging

 you have any problems then
S Your reference number is 22779574,
My Profile and Settings . B

You must include this number as a referer
Add Credit 0.00
fredEey To make your payment quote this refereny
How It Works
Y number GBBBAEBY090222101
FAQs
BEYGE2LXX
Locations
Customer Comments
Establishment Staff
Legal Profession
Resources
N J
Help and Support: Find us on:
Tel: 03333441816 | Email: support@unilink-technology-services.com ﬁ @ o 10
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e Adding Recipients

My Recipients

To be able to send messages via Email a Prison
You currently have the following people registd

Please note that we are not notified when Pris
ate to make sure your messages are delivere

Recipient name Prisoner Numl|

Billy Bob A1234BC

Billy Bob A1234BC

Write New Message

Donald 22631/

Now you have credit on your account,
you need to complete a further

task before you can send your first
message. You will need to add your
recipient’s details. You will need

to select ‘My Recipients’ from the
menu. You then click ‘Add Recipient’.

You will need to fill in your recipient’s name, location and prison number in the
required fields. Then confirm by clicking ‘Add Recipient’.

4 R

Home Add Recipient
My Recipients Full name of recipient

User Guide
Write New Message

Prison

Inbox

Test Prison Staging v
Drafts
Sent Items Test Prison Staging uses Prisoner Number f7
WS Messaging Recipient's Prisoner Number Please note that we 2

at23484 Prisoner Number or Pr
neatPhone

Messages can't be delivered witho u pda t | ng th ose deta I|S |
. If the Prison you need is no pntly operate in that Prison, please
Video Sessiens check our locations page to ns.
» Past Sessions ..
Please note that we are NO Add Recipient [OETRLLE.... 10 rccipient details such as
Prisoner Number or Prison. Ect and you are responsible for
My Profile and Settings updating those details if they &2 moved Prison.
Add Credit (801 Add Recipient
Credit History
AN J/

The details will then be added to the list of recipients, as below. You will be able
to edit or delete your recipient from this list.

4 R

Your recipient has been added

To be able to send messages via Email a Prisoner you need to register Prisoners with the system.

Add Recipient

Please note that we are not notified when Prisoners are moved to a different Prison, so remember to keep this list up to

You currently have the following people registered to receive messages from you.

date to make sure your messages are delivered to the correct Prison!

Recipient name Prisoner Number

Billy Bob A1234BC Test Prison Staging
Billy Bob A1234BC Test Prison Staging
Donald A2263LL VV Test Prison Staging

Prison Actions

Help and Support:

Tel: 03333441816 | Email: support@unilink-technology-services.com

www.emailaprisoner.com

Find us on:
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Send a Message

Now you can send a message. Choose ‘Write New Message’ from the menu.
You can then choose your recipient from the dropdown list or you can add a new
recipient here too.

' N\
= write New Message
(s Choose Recipient
Select from saved recipients
Wr ’ User Guide (412348C) v l
_ Identifier: A12348C
_ Establishment: Test Prisan Staging
_ Full name of recipient
Full name of recipient
Ess——— ..
e @ T “
_ Recipient's Priscner Number
Recipient's Prisoner Number
[ e e ot o e
_ If the Prison you need is not in the drop-down list then Email a Prisoner does not currently operate in that Prison, please
_ check our locations page to find out which services we currently operate in which Prisons.
_ Please note that we are NOT part of the Prison service therefore we do not have access to recipient details such as
Prisoner Number or Prison, You must ensure that the details you enter are correct and you are responsible for
_ updating those details if they change - for example if any your recipients have moved Prison.
EE
G )
Once you have chosen your recipient, their details will appear on the page and
«
you can select ‘Message’.
4 N\
Write New Message
Choose Recipient
Select from saved recipients
User Guide (4123480} b e
Mame: User Guide
Identifier: 4123480
Establishment: Test Prison Staging
E Request a reply from your recipient
Pleane chect this bar of you wocld lice 1o alow yoor recpent fo reply
2 your message
Type your message here
Hi User Guide..
- J
Help and Support: Find us on:
Tel: 0333344 1816 | Email: supportf@unilink-technology-services.com ﬂ @ o 12
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Send a Message

The message box will then appear and you can tick to request a reply and add
up to 4 photos if the options are available in your recipient’s establishment. You
can check the locations services here:

www.emailaprisoner.com/content/locations

There is a character count at the bottom of the message box so you can see
when your message will go on to a second page. You can also see a price
breakdown before you choose to send your message.

4 R

Write New Message

Choose Recipient

Select from saved recipients
User Guide (4123480} AT

Name: User Guide Edit Recipient
Identifier: A12348C

Establishment: Test Prison Staging

E Request a reply from your recipient

*imane check this bos f you wocld ke io allow yoor recpient io eply
mEazage

Type your message here

Hi User Guide..

49 lines rernaining an this page

To attach photas to your message, just drag them on to this page, or cick the Bomermes. You can send a makmum of 4
photos with each message.

omin irege [N e e JRN 0o

Message cost
Reply sheet

Tatal

4 Actomaticaly vawed an & drati at 1052

. J
Help and Support: Find us on:
Tel: 0333344 1816 | Email: supportf@unilink-technology-services.com 9 @ o ‘
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Send a Message

Once you have pressed ‘Send’, your message will go into your ‘Sent Items’ and

you will receive an email confirmation (depending on the options you chose in
‘My Profile & Settings’. When you receive a reply, this will show in your Inbox

and you will receive an email to notify you.

e N
Homa Sent ltems
H Paciplon. four messagpe has been sent to Test Prison Staging
Wirite Mew Messaga
Inbox 2
Queued for delivery
Drafrs
I == =
A User Guide 21402 . ’
Test Prison Staging 10:32 e e
nea PR
Widon Sessioang
s Delivered to Prison
To Delivered Message Actions
My Profile and Semtings
Billy Bo: g/ . —
Add Craate (7.30 | Test Prisan Staging 1710 = e
A J5im Happer a8 s T
Test Prisan Staging 17:10 o -
How It Waoirks
Sobin Smith 280921 Helia b o
ot W Test Prisan Staging 17:10 sl =5
Lo 2o
Billy Bob 248/09/21 e e
Customes Commants Test Brisan Staging 17:10 o =R
Establishmaent Seast
Dok 1040821 s -
Logal Frotission W\ Test Prisan Staging 17:10 Severy, Carly Obedl's V. View
Resources
S Smith 24/06/21 i o —
Spansors and At e e 16:22 sory Lot R Ve
N J
e N
*** Do not reply to this email, responses will not be read ***
This email is to confirm that the message detailed below has now been sent.
Recipient: User Guide (A1234BC)
Prison: Test Prison Staging
Date: 21/10/21
Time: 10:32
If you have any problems please contact us.
N J
Help and Support: Find us on:

Tel: 03333441816 |

Email: supportf@unilink-technology-services.com

www.emailaprisoner.com
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Emap FAQs

Do prisoners have to pay for
the emails?

The Emap service is completely free of charge to
the prisoners and the establishments.

How do | change my
password?

To change your password first log into your
account and then select the “Change Password”
option from the top left-hand side. On this page
you will be able to enter your new password.

My message has gone to the
wrong location

We unfortunately cannot guarantee that the
establishment will forward messages sent to the
wrong location, so advise that you update your
recipients details and send the message again. to
the correct location.

The email | have sent to my
recipient was late/was not
delivered, why is this?

Once you click “Send”, the messagel(s) are either
pending - ready to send to the chosen location in
the daily batch. Or, if delivered electronically to the
kiosk/in-cell device, they are sent immediately.
They do not come to us to forward on - they go
directly to the prison. Thereafter, we rely on the
establishment staff, (as with all correspondence],
to process and deliver the messages.

Help and Support:

Tel: 0333344 1816 | Email: supportf@unilink-technology-services.com

www.emailaprisoner.com

Some establishments do not
deliver emails at the weekend
or Bank Holidays

If you are aware that a message has not been
delivered or are delivered later than 2 working
days, please contact the support helpdesk.

| wish to contact a prisoner
but do not know where they
are and what their prison ID
number is, can you assist?

Due to Data Protection we do not hold any
information about prisoners. You can try locating
someone in prison or obtaining a prison ID
number by going to the Prison Service Website -
https://www.gov.uk/find-prisoner

Can | cancel a message once it
has been sent?

We are afraid that we cannot cancel a message if
you have already sent it. Once you press “Send”,
the message(s) are delivered directly to the prison
of choice, within minutes. They do not come to us
to forward on - they go directly to the prison.

Can | book a visit?

You cannot book visits via Emap service, you must
call the prison you wish to visit, directly.
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Emap FAQs

Can the prisoner see my
address and email address?

All ingoing correspondence, Emap messages
and letters alike, must have the sender’s address
clearly visible, therefore we automatically add
those details to your message when it is sent.
Your email address will not be publicised on any
of the messages.

Can | send attachments?

Customers are unable to send document
attachments via the service. The Photo
Attachment service is for photo’s only.

How secure is my
www.emailaprisoner.com
account?

We have security measures in place to protect
your account. Multi Factor Authentication (MFA)
requires you to click on a link in the email that is
sent to you when you attempt to log in with your
email and password.

This is a optional step which can be Enabled/
Disabled by going to "My Profile & Settings” when
you are logged in to your account. The account
remains inactive for 4 hours, after which time you
will be automatically logged out.

If you attempt to log in to your account 5 times
with an incorrect password, you will be locked
out for 60 minutes. You can lift the block on
your account immediately by clicking on the link
we will send in an automated email when your
account is locked.

If you have forgotten your password, you can
click on ‘Forgotten Password’ and you will
receive an email with a password reset link.

You can find more Frequently Asked Questions on our website:

www.emailaprisoner.com/content/frequentlyaskedquestions

Help and Support:

Tel: 03333441816 | Email: support@unilink-technology-services.com
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