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How to Join the Service 

 

This document shows you the process of applying to become an organisation within the CJSM community.  

During the application process, a number of practical and technical questions relating to your existing email 

configuration will be asked in order to validate your organisation’s suitability to join the community. 
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Application process and assigning an organisation administrator 

The CJSM homepage screen, www.cjsm.net is displayed.    

 

 

 

Click on the ‘Apply now’ button. The Join the CJSM community screen is displayed. In order to start the 

application process, some basic details are required. 

Enter ‘Email Address’. The email address field is used to capture the applicant’s normal business (non-

secure) email address. This address will be used to contact the applicant during the application process 

and as a secondary point of contact in the future.  

Enter ‘Organisation Name’. The applicant will enter their organisation name in this field. 

  

An existing account 

holder uses this screen 

to log into their Secure 

eMail mailbox.  

An organisation or 

company that wants to 

enrol can start the 

application process 

here. 
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• Click on the ‘Apply now’ button 

• The ‘Next Steps’ screen is displayed. Then click on the ‘OK’ button to exit the screen 

An email will be sent to the applicant’s email address provided containing instructions on how to proceed 

with the application. 

 

  

The Parent Organisation should 

be completed if you are a 

department or a sub-organisation 

of a larger organisation 

‘Yes’ button: The Parent 

Organisation should be written in 

full in the box. 

If your Parent Organisation 

already exists, you will be 

informed via your non-secure 

email address.  
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The email sent contains a link (‘Start application process’) to a web page that will enable you to start the 

process of application. 

  
Based on the information submitted, if your organisation has not already joined CJSM it won’t appear in the 

list below.  

However, if your organisation details are similar to those of another, a list of matching detail organisations 

will be shown.   

Click on the ‘View’ button to check and determine whether your organisation is already part of the CJSM 

community. 

If your organisation is not on the list, then click on the ‘None of the above’ button to proceed to the next 

screen.  

 

 

 

  

Click View to see if 

your organisation is 

not duplicated. 

mailto:cjsm.helpdesk@egress.com


 

 

 

If further help is required please contact the CJSM Helpdesk on 0207 604 5598  

between 08:00 and 19:00 Monday to Friday, or email: cjsm.helpdesk@egress.com. 

Return Address: The CJSM Administrators, Egress Software Technologies Ltd,  

The White Collar Factory, 1 Old Street Yard, London EC1Y 8AF. 

 

The ‘Application Sponsor’ screen is displayed. Applicants have to nominate an individual they intend to 

communicate with who holds one of the secure government domains in the list provided and can verify that 

the applicant’s organisation has a legitimate business need to access CJSM.  

• All fields marked with * are mandatory  

• In the Primary Contact screen, enter the correct information in the field 

• To add more than one contact, click on the ‘+’ icon to open another Contact tab 

• Click on the ‘Next’ button to proceed to the next page 
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The ‘Business Requirements’ screen is displayed. Here the applicant states why they need the access 

to CJSM and how many individuals intend to use the system in their organisation. 

• All fields marked * are mandatory before processing to the next page 

 

 

Click on the ‘Next’ button 
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• The ‘Mail Server’ screen is displayed  

• Click on the drop-down arrow on the right to select your organisation’s mail server setup 

• Click on the ‘Next’ button to proceed to the next page 

 

The ‘Mail Server’ screen is displayed.  

 

 

  

This screen is used to 

determine whether or not 

your mail server is located 

on your premises.  
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The ‘About You’ screen is displayed. The organisation/company details should be entered here.  

All fields marked * are mandatory. 

 

 

Click on the ‘Next’ button to proceed to the next page 

  

It is possible to auto-populate the address fields by 

clicking on the ‘Lookup Address’ button.  

This performs a search and displays a list of 

matched addresses based on the postcode entered.  

Click on the ‘OK’ button once you have selected the 

right address. 

Or you can enter the address manually. 

The Organisation 

address should be 

the operational 

location of the 

organisation or 

company. 

Click on the drop-down arrow to select 

your office ‘Geographic location’ 

Click on the drop-down arrow to 

select your ‘Practice Area’ 
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The ‘Organisation Administrator’ screen is used to enter the details of the nominated Organisation 

Administrator, who could also be the applicant.  

The Organisation Administrator is responsible for maintaining the organisation’s contact details and 

managing the organisation’s user accounts.   

More organisation administrators can be added (and deleted) throughout the time the organisation is part 

of the CJSM community. 

All fields marked * are mandatory. 

 

 
Click on ‘Next’ to proceed to the next page. 
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The ‘Webmail Configuration’ screen is displayed. This screen is used to apply for CJSM mailboxes and 

when mailboxes are required in addition to the SMTP registration.  This section determines the CJSM 

email addressing for the organisation.  

All fields marked * are mandatory 

Select ‘Yes’ from the list to apply for a Secure eMail mailbox. Or you can choose ‘No’; it’s possible to apply 

for the mailbox accounts at a later date.  

 

If the domain name you selected is available, the confirmation screen below will appear. If not, you will be 

asked to nominate another domain name.  

 

Click on the ‘Next’ button to proceed. 

To make any changes to the information on your application, click on the ‘Previous’ button to take you 

back to the page. 

  

Click on the ‘Validate’ button to see a 

preview of the format of the email 

address 
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The ‘Terms and Conditions’ screen is displayed. This screen contains the contractual part of the 

application.  

 

If for some reason the Terms and Conditions do not print, they are available at the website address below: 

http://cjsm.justice.gov.uk/terms.html.  The document can then be printed, signed and sent to the CJSM 

Administrator. 

Click on the ‘Finish’ button to submit the completed application.  

 

 

 

 

 

 

 

 

 

 

The Name(s), Email(s) 

and Position(s) of 

those who will sign on 

behalf of your 

organisation must have 

the authority to sign 

contracts.  

The Terms and Conditions should be 

downloaded and printed as a hard 

copy, then signed and returned to 

Egress. 
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