Mailset2 Userguide

To access your Manage Email Accounts window:
1. Start your Web browser.
2. Type http://www.mailset.yourdomainname.com/stats in the address bar, then press Enter
The Control Panel Login window appears.
| Control Panel Login |
User ID: | |

Password: |
| Login E

3. Type your user ID and password in the appropriate fields.

{User ID) |

User ID:

Password: E------
| Login E

4. Click Login.
Mﬂil Login |
User ID: ||_|Ser 1D |

|-------- |
I m—
Login

LI

=,

Passwaori:

The Control Panel window appears.
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5. Click Configure Email. The Mailboxes window appears.

Mailboxes ‘& . | Settings

mManage Email Accounts = Mailhoxes
Search by: | UserlD

Domain: your_daomain

Usage: Fof 10 mailhoxes configured. Configure Bew
Incoming Mail Server: mail.mailserver.com
Citgoing Mail Server:  mail.mailserver.com

ﬁ Clear |
O T

rmaster_user_id master_user_id@your_domain
] Jack JackiE@your_damain
[] Joan Joang@your_domain
[] Paul paul@@your_domain

ﬁ Clear |

Important: When you have used all of your allotted mailboxes (email accounts), the Configure
New link will be replaced by the Purchase More link. Click Purchase More to learn how to add
more mailboxes to your hosting plan.

Manage Email Accounts = Mailboxes
Search by | UserlD
awoes

Domain: your_daomain

Usage: 100f10 mailboxes cnnﬂgured

Incoming Mail Server: mail.mailserver.com

Ouegoing Mail Server:  mail.mailserver.com

ﬁ Clear |
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Changing Your Password

You can change your main email account password, or you can change a user's email account password
using this feature.

To change your password:

1. Click the Options tab and click Password.

COptions

by fail = Options

I Webmail Options

Instruction: The following aptions are stored in Wehmail and apply ta all Webir
Options: Chntooindg mail

Personalize your outgoing Webmail messages.

Messaqge display
Customize the dizplay characteristics of vour Webmail messages.

Lodgout
Define automatic session logout and auto-empty trash options.

I Mailbox Options

Instruction: The following options are stored an the mail server and are indepe
Options:
EPrere=rOLr email password.
Mail Hanidling

Configure POP delivery, Mail Forward and Autoreply options.

The Change Password window appears.

2. Type your new password in the New Password field.

oo ]

Instruction: Change your email password.

WO m_ (4-5 alphanumeric characters)

Confirm Password: | |

3. Type your new password again in the Confirm Password field.

Instruction: Change your email password.

New Passworil:

sssssses | (4-8 alphanumeric characters)

Confirm Passworil: m_
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4. Click Save.

% Save f Canfigure Another H Cancel ]4

-

The Change Password window refreshes with a message informing you that your changes have
been saved.

Note: When this window refreshes, it displays blank password fields. If you forget the password for
your master email account (and your Shared Hosting Control Panel) you cannot recover or change
it; you must call customer service to get a new password. If a user forgets his Webmail password,

use the Mail Handling feature in your Options window to edit their account and issue them a new
password.

Configuring User POP Mail Delivery

The Save incoming messages for POP delivery checkbox is selected by default. When you edit a mailbox,
you can uncheck the checkbox to stop POP delivery; then, later, you can select the same checkbox to restart
POP delivery. You might want to uncheck this box if you have decided to suspend the account, or if you
want to use the Autoreply or Forwarding feature and you do not want to have mail saved on your server.
Note: If you decide to turn off POP delivery for an individual account, and you do not want the person who

has access to that account to turn POP delivery back on, you must also change the password for that
account.

To configure a user's email account for POP delivery:

1. On your Shared Hosting Control Panel, click Configure Email, or click Mail Handling in your
Master Webmail account.

The Mailboxes window for your master email account appears.

2. On the desired User ID row, in the Actions column, click Edit.

Configure Mew ]5

master_user_idiZ@your_domain Edit

Jackifyour_damain Edit | Clear
Joanig@your_domain Clear
pauli@your_daomain Edit | Clear

Configure New [

The Edit Mailbox window for that account appears.

N
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T Mail Settings .

mManage Email Accounts = Mailbhoxes = Edit Mailbox

I Mailbox Settings

Instruction: Change the email address or password far this email account.
User ID: |Juan |
Email Adidress: |j|:|an | @your_dormain

Pl e | | [2-30 alphanumeric characters)

Confirm Password: | |

In the Mail Handling section next to POP Delivery, uncheck Save incoming messages for POP
delivery if you want to stop POP delivery, or select the box if you want to start POP delivery.
Important: If the Save incoming messages for POP delivery checkbox is not checked, no malil

messages will be delivered to this email address; the intended recipient will not be able to retrieve

messages that are sent to this email address.

Mail Forward: &) Do not forward.
) Fareeard to:
[zeparate email addreszes by commas)
POP Delivery: ave incoming messages for POP delivery.
4. Click Save.

-

(S;% oave [ Configure Another H Cancel ]4

The Edit Mailbox window refreshes with a message informing you that your changes have been
saved.

/'_\
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Configuring Your POP Mail Delivery

Note: By default, Webmail saves incoming messages for POP delivery. The following procedure is
unnecessary unless you have previously specified that you do not want messages saved for POP delivery.

To configure your master email address for POP delivery:

1. On the master ID row, in the Actions column, click Edit.

Configure MNew ]§

master_user_idi@E@your_domain

®

jack@your_domain Edit | Clear
joan@@your_domain Edit| Clear
paulEyour_domain Edit | Clear

Configure Mew |5

The Edit Mailbox window appears.

Mailboxes oL Ll .

hanage Email Accounts = Mailboxes = Edit Mailbox: master_user_id

I Mailbox Settings

Instruction: Chanoge your email, Control Panel and FTP password.
User ID: master_user_id
Email Address: rmaster_user_id@your_domain

Password: | | [2-30 alphanumeric characters)

Confirm Password: | |

2. In the Mail Handling section next to POP Delivery, select Save incoming messages for POP
delivery.
Important: If the Save incoming messages for POP delivery checkbox is not checked, Webmail will
not deliver mail specifically addressed to your master email address. By default, your master email
address is your catchall address for misspelled or misdirected mail. If you do not want any mail
saved for your master email address, you must change the catchall address in the Undeliverable Mail
section of the Mail Settings window. Be aware that if you do not change your catchall address, your
master email address might possibly collect and store hundreds or even thousands of email
messages because Webmail will still be using it as the catchall address.

AT T Communica
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Mail Forward: &) Do not forward.
) Forward to |
[zeparate email addreszes by commas)
POP Delivery: ave incoming messages for POP delivery.
3. Click Save.

EM‘_SEWE %Cancel ]4

-

The Edit Mailbox window refreshes with a message informing you that your changes have been
saved.

Configuring New Mailboxes
You can configure new mailboxes until the maximum number allotted to your account is reached.

Important: When you used all of your allotted mailboxes, Configure New link will be replaced by the
Purchase More link. Click Purchase More to learn how to add more mailboxes to your account.

To configure a new mailbox:

1. Click the Mailboxes tab. The Mailboxes window appears.

BN T S iy Mail Settings .

ianage Email Accounts = Mailboxes
Search by | UserlD

Domain: your_domain
Usaqge: 30f 10 mailboxes configured. Caonfigure Mew
Incoming Mail Server: mail.mailserver.com

kgoing Mail Server:  mail.mailserver.com
3 Clear |
O T

taster_user_id master_user_idE@your_domain
[ Jack Jacki@your_domain
[] Jdoan Joan@your_domain
[] Paul paul@@ your_domain

ﬂ Clear |
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2. Click the Configure New button.

Configure Mew ]E

Edit

master_user_idi@your_domain

Jackifyour_domain Edit | Slear
joan@yaur_domain Edit | Clear
paulE@your_domain Edit | Clear

B e

| Configure New )

(

The Configure Mailbox window appears.

3. In the Mailbox Settings section type the new user ID, email address, and password in the
appropriate boxes.

Note: The user ID is limited to 1 to 10 characters with no spaces and the password is limited to 4-8
characters with no spaces.

Manage Email Accounts = Mailboxes = Configure Mailbhox

r Sawe H_ S

I Mailbox Settings

Instruction: o email account on your domain.

User ID: |Genrge \ |
b
Email Address: |gen:|rge ) |@3.f|:|ur_l:|tlmaiﬂ
Passworil: ||::|ElSS'-.-'-.-'Drd ||:4-Ei slphanumeric charscters)
i

Confirm Password: passwaord

4. After you are finished, click Save.

Note: If you are creating several new user mailboxes, click Save / Configure Another and repeat
steps 3 and 4 until you are finished.

% mave / Configure Another H Cancel ]4

o oy
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The Mailboxes window appears with a message informing you that your new user ID has been
configured. The usage total increases by the number of mailboxes you added and the new users
appear in the mailbox list.

Mailboxes “SNETRAS0TE

Manage Email Accounts = Mailboxes
Search by: | User D

Domain: your_damain

Usage: @ﬂ 0 mailboxes configured. Configure Mew
Incoming Mail Server: mail.mailserver.com

Citgoing Mail Server:  mail.mailserver.cam

ﬁ Clear |
e e -

master_user_id master_user_idiZyour_domain
|:| georged@your_domain
[ Jack jacki@your_domain
[] Joan Joani@your_damain
[] Faul Emailer pauli@any_domain

ﬂ Clear |

Note: If you want to configure Autoreply, Mail Forwarding, and POP mail delivery for this user, see
Editing a User's Mailbox in this help file.

Important: When you have used all of your allotted mailboxes, the Configure New link will be
replaced by the Purchase More link. Click Purchase More to learn how to add more mailboxes to
your account.

Manage Email Accounts = Mailboxes
Search by | User|D
wawoess

Domain: your_damain

Usage: 100f 10 mailboxes cnnﬂgured

Incoming Mail Server: mail.mailserver.cam

tgoing Mail Server:  mail.mailserver.com

ﬁ Clear |
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Clearing (Deleting) a Mailbox
Caution: You cannot retrieve information for a mailbox that you have cleared.

To clear a mailbox:

1. Select the checkboxes for the mailboxes you want to clear (or select the top check box to clear all
mailboxes) and click Clear.

Mailboxes “g [ Settings-

Manage Email Accounts = Mailboxes
Search by | User|D

Domain: your_damain
Usage: 3 0f 10 mailboxes configured. Configure Mews
Incoming Mail Server:  mail.mailserver.cam

kgoing Mail Server:  mail.mailserver.com

™
g Clear =
O T
master_user_id master_user_id@your_domain
Jack Jack@your_domain
[] Joan Joani@your_damain
[1 Paul paul@your_domain

g Clear |

A message appears asking if you are sure you want to clear the selected mailbox and all of its
contents. Click OK.

2. The Mailboxes window refreshes with the usage total decreased by the number of mailboxes that
you cleared. The cleared mailboxes are deleted from the User ID list.

= Mailboxes "5 L1l Setlings-

Manage Email Accounts = Mailboxes
Search by | UserlD

Domain: your_domain
Usage: {Zpf 60 mailboxes configured. Confiaure Mew
Incoming Mail Server: mail.mailserer.com

Owtgoing Mail Server:  mail. mailserser.com
g Clear
| mlvser0 [emaindress ~

master_user_id master_user_id@your_domain

joan@your_daomain

pauli@your_domain
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Editing a User's Mailbox
You can edit a user's mailbox in the following ways:

e Edit a user's ID, email address, or password.

e Set up an autoreply text message for this mailbox.

e Use a text file when setting up an autoreply.

e Forward all mail sent to this mailbox to another email address.
e Configure this user's POP mail delivery.

To edit a user ID, email address, or password:

Note: If you do not want to edit a user ID, email address, or password for this mailbox, skip down
to: To set up an autoreply text message for this mailbox.
1. On the desired user ID row, in the Actions column, click Edit.

Configure Mew ];

master_user_id@your_domain Edit

Jackigyour_domain Edit | Clear
Joan@your_domain Clear
paul@@your_domain Edit | Clear

Configure Mew 5

The Edit Mailbox window for that user appears.

In the Mailbox Settings section, type any changes you want in the User ID, Email Address,
Password, and Confirm Password fields.

To set up an autoreply text message for this mailbox:

Note: If you do not want to set up an autoreply for this mailbox, skip down to: To forward all mail
sent to this email address to another email address.

1. In the Mail Handling Options section, select Autoreply with the following text message and
type your message in the large text field.

| Mail Handling Options

Instruction: Change the Autareply, Mail Forsard and POP Delivery settings fory,
Autoreply: ) Do not autoreply.
utnreplywith the fallowing text message:

Ehanks for wour interest in our product.
ou will receive a reply within 24 hoursd

2. Type a reply to address for your autoreply in the 'Reply to' address: field. You must place a properly
formatted email address in this field if you want to use the Autoreply feature. If you place a real
email address in this field, persons who want to send a response to the autoreply can send their
message to the address you specify in this field. If you want Webmail to automatically delete

AT T Communica
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responses to this autoreply, type devnull@mailset.yourdomainname.com in this field. If a person
viewing the autoreply message tries to reply to it, Webmail delivers the message to devnull,
effectively deleting the email message before you see it.

Note: The Reply To address must be a valid email address, either within your domain or outside of
it; however, it must be an address that you own. You cannot use the original autoreply address as
the reply to address, because a person clicking "Reply" in their email client would get the same
address as the original mail, thereby creating a loop.

Responses to Autoreply messadges may be routed to an alternate address.
Reply tD'Addressdrita@ﬂﬂ}f_dﬂmai”:s |
Important: Forwarding email to an account that (a) you do not maintain, (b) is over quota or (¢)

does not exist violates our Acceptable Use Policy (AUP). Violations can result in the immediate
termination of your account.

To use a text file when setting up an autoreply for this mailbox:

You can configure a text file on your computer, and then use Webmail to upload it to a server. That
way, you can use whatever text editor you want to create larger files, instead of typing the message
manually in the text message field. If the file you want to use does not exist, create it and then
upload it using this procedure.

1. Select Autoreply with the following text file.

utnreph,r with the fallowing text file:
| |[ Browse.. |

Wiew current file | Bemowe file

2. Type the directory path and file name in the Autoreply with the following text file: field, or
click Browse and search for the file on your computer.

(&) Autareply with the fallowing text file:

|C:\M}f AutorepliesiProduct Reply Message txt (| Browse...

Wiew current file
Note: To view the file, click Save, then click View current file.

(&) Autoreply with the following text file;
|C:\M1,f Autareplies\Product Reply Message.tut |[ Browse.. |

(Eiew current file)

A window appears displaying the contents of the file. To close the window, click the X in the upper-
right corner.

Note: After you click Save and upload a .txt file, that file remains on your server until you remove
or replace it. To use another .txt file, upload it using this procedure; the old file is no longer used.
The Remove file link does not appear when you have the Autoreply with the following text file radio
button selected, because you cannot remove a file already associated with this feature. If you want
to remove an autoreply text file, select a different Autoreply option, and click Save. When you
access the email account again, the Remove file link appears again. Click the link to delete the file.

3. Type a Reply To address for your autoreply in the 'Reply to' address: field. You must place a
properly formatted email address in this field if you want to use the Autoreply feature. If you place a
real email address in this field, persons who want to send response to the autoreply can send their
message to the address you specify in this field. If you want Webmail to automatically delete
responses to this autoreply, type devnull@mailset.yourdomainname.com in this field. If a person
viewing the autoreply message tries to reply to it, Webmail
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delivers the message to devnull, effectively deleting the email message before you see it.

Note: The Reply To address must be a valid email address, either within your domain or outside of
it; however, it must be an address that you own. You cannot use the original autoreply address as
the reply to address, because a person clicking "Reply" in their email client would get the same
address as the original mail, thereby creating a loop.

Fesponses to Autoreply messages may be routed to an alternate address.
‘Reply t.;.'gddresgdrita@any_dumaini |
Important: Forwarding email to an account that (a) you do not maintain, (b) is over quota or (c)

does not exist violates our Acceptable Use Policy (AUP). Violations can result in the immediate
termination of your account.

To forward all mail sent to this mailbox to another email address:

Note: If you do not want Webmail to forward email sent to this address to another address, skip
down to: To configure this user's POP mail delivery.

1. In the Mail Handling Options section next to Mail Forward, select Forward to: and, in the Forward
to: field, type the address where you want Webmail to forward email messages that are sent to this
mailbox.

Note: If you leave the Save incoming messages for POP delivery box checked, all email messages
sent to this address can be accessed from this address and the address you are forwarding the mail

to.
Mail Forward: () Do not forward,
Drward to: |geurge@any_dl:lmain
[zeparate email addresses by CoMmmMas)
POP Delivery: Save incoming messages far POP delivery.

Important: Forwarding email to an account that (a) you do not maintain, (b) is over quota or (c)
does not exist violates our Acceptable Use Policy (AUP). Violations can result in the immediate
termination of your account.

To configure this user's POP mail delivery:

Note: If you do not want to configure this user's mail for POP delivery, continue with the last step
to save your changes.

The Save incoming messages for POP delivery checkbox is selected by default. When you edit an
account, you can uncheck the checkbox to stop POP delivery; then, later, you can select the same
checkbox to restart POP delivery. You might want to uncheck this box if you have decided to
suspend the account, or if you want to use the Autoreply or Forwarding feature and you do not want
to have mail saved on your server.

Note: If you decide to turn off POP delivery for an individual account, and you do not want the
person who has access to that account to turn POP delivery back on, you must also change the
password for that account.

1. In the Mail Handling section next to POP Delivery, uncheck Save incoming messages for POP
delivery if you want to stop POP delivery, or select the box if you want to start POP delivery.
Important: If the Save incoming messages for POP delivery checkbox is not checked, no mail
messages will be delivered to this account. The intended recipient of the messages has no way to
retrieve them.

. NTTCommunications
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Mail Forward: &) Do not forward.
) Forward to |

[zeparate email addreszes by commas)

POP Delivery: ave incoming messages for POP delivery.

2. After you are finished editing the account's user 1D, email address, password, autoreply, malil
forwarding, and POP delivery, click Save.

% mave ! Configure Another H Cancel ]4

s

The Mailboxes window appears with message informing you that your changes have been saved. If
you click Save/Configure Another, the Edit Mailbox window refreshes with blank fields.

Editing the Master Email Account
You can edit the master email account in the following ways:

e Change the master email account password.

e Set up an autoreply text message for the master email account.
e Use a text file when setting up an autoreply.

e Forward all of your mail to another email address.

e Configure your POP mail delivery.

To change the master email account and Shared Hosting Control Panel password:

Note: If you do not want to change your password, skip to: To set up an autoreply text message.
1. On the master ID row, in the Actions column, click Edit.

Configure Mew ]5

master_user_idiZ@your_domain

©

jacki@your_domain Edit| Clear
joani@your_domain Edit | Clear
pauli@your_daomain Edit | Clear

Configure New [

The Edit Mailbox window for the master email account appears.
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2. Type your new password in the appropriate fields.

Mailboxes

mManage Email Accounts = Mailboxes = Edit Mailbox: master_user_id

I Mailbox Settings

Instruction: Change your email, Contral Panel and FTP passward.
User ID: master_user_id
Email Address: master_user_idg@your_damain
T ——
Password: """"\ | (2-30 alphanumeric characters)

|
Confirm Password: .
o/ |

Important: If you change the master email account password, you are also changing the password
used to access your Shared Hosting Control Panel. If you forget this password you must call
customer support to have it reset.

To set up an autoreply text message:

Note: If you do not want to set up an autoreply, skip to: To forward all of your mail to another
email address.

1. In the Mail Handling Options section, select Autoreply with the following text message and
type your message in the large text field.

| Mail Handling Options

Instruction: Change the Autareply, Mail Forsard and POP Delivery settings for,
Autoreply: Do naot autareply.
utnreplywith the following text message:

Ehanks for wyour interest in our product.
ou will receive a reply within 24 hours.d

2. Type a Reply To address for your autoreply in the 'Reply to' address: field. You must place a
properly formatted email address in this field if you want to use the Autoreply feature. If you place a
real email address in this field, persons who want to send a response to the autoreply can send their
message to the address you specify in this field. If you want Webmail to automatically delete
responses to this autoreply, type devnull@mailset.yourdomainname.com in this field. If a person
viewing the autoreply message tries to reply to it, Webmail delivers the message to devnull,
effectively deleting the email message before you see it.

Note: The Reply To address must be a valid email address, either within your domain or outside of
it; however, it must be an address that you own. You cannot use the original autoreply address as
the reply to address, because a person clicking "Reply" in their email client would get the same
address as the original mail, thereby creating a loop.

Responses to Autoreply messadges may be routed to an alternate address.
Reply to' Address{fital@any_domain
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Important: Forwarding email to an account that (a) you do not maintain, (b) is over quota or (c)
does not exist violates our Acceptable Use Policy (AUP). Violations can result in the immediate
termination of your account.

To use a text file when setting up an autoreply:

You can configure a text file on your computer, and then use Webmail to upload it to a server. That way,
you can use whatever text editor you want to create larger files, instead of typing the message manually in
the text message field. If the file you want to use does not exist, create it and then upload it using this
procedure.

Note: Autoreply text file messages must have a .txt extension.
1. Select Autoreply with the following text file.

utnreply with the following text file:
| |[ Browse.. |

Wiew current file | Remowe file

2. Type the directory path and file name in the Autoreply with the following text file: field, or click
Browse and search for the file on your computer.

&) Autoreply with the fallowing text file:
|C:\M}r sutorepliesyProduct Reply Message.txt I:I Browse...

Wiew current file
Note: To view the file, click Save, then click View current file.

() Autareply with the following test file:

|C:EM1,r autorepliest,Product Reply Message. txt |[ Browse.. |

(Eiew current file)

A window appears displaying the contents of the file. To close the window, click the X in the upper-
right corner.

Note: After you click Save and upload a .txt file, that file remains on your server until you remove
or replace it. To use another .txt file, upload it using this procedure; the old file is no longer used.
The Remove file link does not appear when you have the Autoreply with the following text file radio
button selected, because you cannot remove a file already associated with this feature. If you want
to remove an autoreply text file, select a different Autoreply option, and click Save. When you
access the email account again, the Remove file link appears again. Click the link to delete the file.

3. Type a Reply To address for your autoreply in the 'Reply to' address: field. You must place a
properly formatted email address in this field if you want to use the Autoreply feature. If you place a
real email address in this field, persons who want to send a response to the autoreply can send their
message to the address you specify in this field. If you want Webmail to automatically delete
responses to this autoreply, type devnull@mailset.yourdomainname.com in this field. If a person
viewing the autoreply message tries to reply to it, Webmail delivers the message to devnull,
effectively deleting the email message before you see it.

Note: The Reply To address must be a valid email address, either within your domain or outside of
it; however, it must be an address that you own. You cannot use the original autoreply address as
the reply to address, because a person clicking "Reply" in their email client would get the same
address as the original mail, thereby creating a loop.

Responses to Autoreply messadges may be routed to an alternate address.
Reply to' Address{fital@any_domain
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Important: Forwarding email to an account that (a) you do not maintain, (b) is over quota or (c)
does not exist violates our Acceptable Use Policy (AUP). Violations can result in the immediate
termination of your account.

To forward all of your mail to another email address:

Note: If you do not want Webmail to forward email that is sent to the master email address to
another email address, skip to: To configure your POP mail delivery.

Important: Forwarding email to an account that (a) you do not maintain, (b) is over quota or (c)
does not exist violates our Acceptable Use Policy (AUP). Violations can result in the immediate
termination of your account.

In the Mail Handling Options section next to Mail Forward, select Forward to:.

2. In the Forward to: field, type the address where you want Webmail to forward email messages that
are sent to your master email address.

Note: If you are forwarding to more than one email address, separate each address with a comma.

Mail Forward: (7 Do not forward.

nrward to: |geurge@any_dumain

[zeparate email addrezzes by Commas)

FOP Delivery: Save incorning messages for POP delivery.

Important: If the Save incoming messages for POP delivery checkbox is not checked, Webmail will
not deliver mail specifically addressed to your master email address. By default, your master email
address is your catchall address for misspelled or misdirected mail. If you do not want any mail
saved for your master email address, you must change the catchall address in the Undeliverable Mail
section of the Mail Settings window. Be aware that if you do not change your catchall address, your
master email address might possibly collect and store hundreds or even thousands of email
messages because Webmail will still be using it as the catchall address.

To configure your POP mail delivery:

Note: If you do not want to configure your mail for POP delivery, continue with the last step to save
your changes.

1. In the Mail Handling Options section, next to POP Delivery, select Save incoming messages for
POP delivery. (This is the default setting).
Important: If the Save incoming messages for POP delivery checkbox is not checked, Webmail will
not deliver mail specifically addressed to your master email address. By default, your master email
address is your catchall address for misspelled or misdirected mail. If you do not want any mail
saved for your master email address, you must change the catchall address in the Undeliverable Mail
section of the Mail Settings window. Be aware that if you do not change your catchall address, your
master email address might possibly collect and store hundreds or even thousands of email
messages because Webmail will still be using it as the catchall address.

Mail Forwar: %) Do not foreard.
() Farward to:

[=zeparate email addreszes by commas)

POP Delivery: ave incoming messages for POF delivery.
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2. After you are finished editing the master user password, autoreply, mail forwarding, and POP

delivery, click Save.
P e
E\i-_Save M\%

-~

The Edit Mailbox window refreshes with a message informing you that your changes have been
saved.

Forwarding a User's Mail To Another Address
You can choose to have all of a user's email messages forwarded to another address.

Important: Forwarding email to an account that (a) you do not maintain, (b) is over quota or (c) does not

exist violates our Acceptable Use Policy (AUP). Violations can result in the immediate termination of your
account.

To forward a user's mail to another address:

1. On the desired User ID row, in the Actions column, click Edit.

Configure MNew ]E

master_user_id@your_domain Edit

Jack@your_domain Edit | Clear
Joanigyour_domain Clear
paul@your_domain Edit | Clear

Configure Mew |5

The Edit Mailbox window for that user appears.

T O Mail Settings .

Manage Email Accounts = Mailboxes = Edit Mailbox

I Mailbox Settings

Instruction: Change the email address ar password far this email account.
User ID:

|Juan |

Email Address: |j|:|an | @your_domain

Password: |

| [2-230 alphanumetic characters)

Confirm Password: | |

2. In the Mail Handling Options section next to Mail Forward, select Forward to:.

AT T Commanica
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3. In the Forward to: field, type the address where you want Webmail to forward email messages that
are addressed to this account.

Note: If you are forwarding to more than one email address, separate each address with a comma.

Mail Forwarl: () Do not forward.

nrward tar: |geurge@any_dumain

[zeparate email addresses by Commas)

POP Delivery: Save incoming messages for POP delivery.

4. Click Save.

o e s areu Conto Aot Cancel
_\i -'a"."E] dve onTgure nother ]3 ance ]4

L

Note: If you leave the Save incoming messages for POP delivery box checked, all email messages
sent to this address can be accessed from this address and the address you are forwarding the mail
to.

The Manage Email Accounts window appears with a message informing you that your changes have
been saved.

Forwarding Your Mail To Another Address
You can choose to have all of your email messages forwarded to another address.

Important: Forwarding email to an account that (a) you do not maintain, (b) is over quota or (c) does not
exist violates our Acceptable Use Policy (AUP). Violations can result in the immediate termination of your
account.

To forward all of your mail to another address:

1. On the master ID row, in the Actions column, click Edit.

Configure MNew ]§

master_user_idi@E@your_domain

jack@your_domain Edit | Clear
joan@@your_domain Edit| Clear
paulEyour_domain Edit | Clear

Configure Mew |5
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The Edit Mailbox window for your user ID appears.

Mailbhoxes

Manage Email Accounts = Mailboxes = Edit Mailbox: master_user_id

I Mailbox Settings

Instruction: Chanoge your email, Control Panel and FTP password.
User ID: master_user_id
Email Address: master_user_idg@your_damain

Password: | | (2-30 alphanumeric characters)

Confirm Password: | |

In the Mail Handling Options section next to Mail Forward, select Forward to:.

In the Forward to: field, type the address where you want Webmail to forward email messages that
are addressed to this account.

Note: If you are forwarding to more than one email address, separate each address with a comma.

Mail Forward: (7 Do not forward.

nrward to: |geurge@any_dumain

[zeparate email addrezzes by Commas)

FOP Delivery: Save incorning messages for POP delivery.

Important: If the Save incoming messages for POP delivery checkbox is not checked, Webmail will
not deliver mail specifically addressed to your master email address. By default, your master email
address is your catchall address for misspelled or misdirected mail. If you do not want any mail
saved for your master email address, you must change the catchall address in the Undeliverable Mail
section of the Mail Settings window. Be aware that if you do not change your catchall address, your
master email address might possibly collect and store hundreds or even thousands of email
messages because Webmail will still be using it as the catchall address.

4. Click Save.

ixfave %Cancel ]4

e

The Edit Mailbox window refreshes with a message informing you that your changes have been
saved.

Handling Undeliverable Mail

Sometimes mail is sent to you that cannot be delivered to your Inbox for one reason or another. For
example, if your inbox email address is george@mailset.yourdomainname.com and an email message arrives
that is addressed to an email address that you have not set up like sales@mailset.yourdomainname.com or
joe@mailset.yourdomainname.com, or if someone sent an email message addressed to

N
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jorge@mailset.yourdomainname.com, you can direct those messages to one of the four targets listed in the
Undeliverable Mail section.

To choose how you want to handle undeliverable mail:

1. Click the Mail Settings tab. The Mail Settings window appears.

Manage Email Accounts = Mail Settings

| LUndelverable Mail

Instruction: Setthe policy for handling undeliverable mail.
Setting: (& Forward to: [master_user_idl@your_domain
) Forward t|:|:| |

" Return to sender
i Delete permanently from system

2. Webmail provides four choices for handling undeliverable mail.

o] Forward to master user id@mailset.yourdomainname.com (all undeliverable mail goes to
your Inbox)
o] Forward to any email address (all undeliverable mail goes to that address)
o] Return to sender (all undeliverable mail goes back to the sender)
o] Delete permanently (all undeliverable is deleted before it is read)
Select one.

Important: In the Mail Handling section of the Mailboxes window, you can choose to save or delete
incoming messages for your master email account, by checking or unchecking the Save incoming
messages for POP delivery checkbox. Checking or unchecking this checkbox does not change the
catchall functionality of your master email account; if you have unchecked the Save incoming
messages for POP delivery checkbox for your master email account, your master email account still
receives undeliverable mail. If you want to make sure that your master email account does not
receive undeliverable mail, do not select the first choice, Forward to master user
id@mailset.yourdomainname.com.

| LUndelnverable Mail

Instruction: Set the policy for handling undeliverable mail.
Setting: () Forward to: [raster_user_idl@your_domain

Dn.-.,.'ard t.;.;|jack@ynur_dnmain |
() Return to sender
{1 Delete permanently from system

3. Click Save.

:_\“‘_Save %Cancel ]4

-~

Important: Forwarding email to an account that (a) you do not maintain, (b) is over quota or (c)
does not exist violates our Acceptable Use Policy (AUP). Violations can result in the immediate
termination of your account.

The Mail Settings window refreshes with a message informing you that your changes have been

saved.
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Mailboxes Window Overview
The following illustration is a numbered overview of the Mailboxes window.

Choose the number for the element you want to learn about and read its description in the table below the
illustration.

@ My Control Panel

a @ rew

g alextestspamd.com

TR TTO P Mail Settings - Filters - Distribution Lists

Manage Email Accounts = Mailboxes [ %amhtr_r Usar 1D

[SETTHE 10

Dormain: m aledestzpami com
Usage: [ 20r5 maitbones congured. Configure New ]
Incoaning Mall Server:  pop aledestspaml com m
Outigoing Mail Server:  smilp aledestsparn corn [
toa v 1 cnst s <20
aipd? B aled2@alexestspig 1. com Edd
] alex abex] aiDalexdestspaml com Eui | Clear ]
O atexz alex@aleate sispami com Edl | Chear
(Clear JE [ _Coniue New |
|Element Description
1 Mailboxes Tab Main Navigation Element. Click on the tab to go
to the mail feature you want.
2 Bread Crumb Path taken to get to this window. Click another
tab to exit the Mailboxes window.
3 Search By Menu Contains the options for searching mailbox
accounts, either by UserID or email address.
4 Drop-down Arrow Click to display search options.
5 Search Value Type your search value in this field.
6 Search Button Click to search the mailboxes window for a
particular mail account.
7 Reset Button Click to clear the Search Value field.
8 Domain Name Dopmain name for these mail boxes.
9 Help Icon Click to display online help.
10 Mailboxes Section Contains the domain and usage information
pertaining to the mailboxes.
11 Domain Domain name for the mailboxes.
12 Usage Displays number of mailboxes configured, plus
the Configure New hyperlink.
13 Configure New Click to display a blank Configure Mailbox
window.
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14

Incoming Mail Server

Name of the POP server handling incoming mail.
Needed when you set up a third party mail client.

14

Outgoing Mail Server

Name of the SMTP server handling outgoing mail.
Needed when you set up a third party mail client.

16

Clear Button

Click to clear information from selected email
accounts, making them available as new
mailboxes.

17

Configure New Button

Click to display a blank Configure Mailbox
window.

18

Select All Checkbox

Click to select all mailboxes in this window.

19

User ID Column

Contains the user ID information for each
mailbox.

20

Email Address Column and
Sort Option

Contains the email address of each mailbox. Click
to sort in ascending or descending alphabetical
order.

21

Actions Column

Contains actions to perform on individual mail
accounts, either to edit them or clear them.

22

User ID Field

Contains the user ID that corresponds to the
email address for the mailbox. Used to access the
account through Webmail or a third-party client
program.

23

Email Address Field

Contains the email address for the mailbox.

24

Edit Button

Click to edit the selected account.

25

Select Mailbox Checkbox

Click to select one mailbox. Not available on the
account created at provisioning.

10

Clear Link

Click to clear information from the email account,
making it available as new mailbox. Not available
on the account created at provisioning.
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Making the Most of Mail Handling

Default mail handling options are set so Webmail holds onto incoming email messages until the user POPs
the mail box.

Webmail provides three mail handling options: Autoreply, Mail Forward, and POP Delivery. Save incoming
messages for POP delivery is selected by default.

Mail Handling Options Window

{Save ]{ Cancel ]E

| Mail Handling Options

Instruction: Change the Autareply, Mail Forsard and POP Delivery settings for your e
Autoreply: () Do not autareply.

) Autoreply with the following text messange:

(3 Autarephy with the following text file:

| |[ Browse...

Wiew current file | Bemove file

Fesponses to Autoreply messages may be routed to an alternate addre
‘Reply tu'.ﬂxddress:| |

Mail Forward: & Do not forward.
() Forward to: | |

(=zeparate email addresses by commas)

POP Delivery: Save incoming messages for POP delivery.

{Save ]{ Cancel ]E

Note: There are 20 possible mail handling option combinations available for each email account; five are
described in the following table.
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|To handle Mail like this: \Perform these actions:

1 Default Setup: POP Delivery,
No Autoreply, No Mail
Forward:

Mail is delivered to the POP Inbox folder. Webmail retrieves email
messages using the user ID and password created in the Mail Settings
section. If the mail account user retrieves mail using a third party
email application, the incoming and outgoing server information
(available on the Mailboxes window) also must be provided to the
client program.

Webmail does not send a response to the person who originally sent
an email message to this account.

Webmail does not automatically forward email messages to another
email address.

Autoreply: Leave the Do not autoreply button selected.

Webmail stores, but does not use any text that might be in the
Autoreply with the following text message: field, or any file uploaded
using Autoreply with the following text file: field, when the Do not
autoreply button is selected.

Webmail stores, but does not use any address that might be in the
Reply To Address: field when the Do not autoreply button is selected.
Mail Forward: Leave the Do not forward radio button selected.
Webmail stores, but does not use any information in the Mail Forward
field.

POP Delivery: Leave the POP Deljvery: checkbox selected.
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2 POP Delivery and Autoreply,
No Mail Forward:

Mail is delivered to the POP Inbox folder. Webmail sends a text
response to the person who originally sent an email message to this
account.

Webmail retrieves email messages using the user ID and password
created in the Mail Settings section. If the mail account user retrieves
mail using a third party email application, the incoming and outgoing
server information (available on the Mailboxes window) also must be
provided to the client program.

When the person who sent the original email message receives the
autoreply, the text in the Autoreply with the following message: field
or in the selected Autoreply file makes up the body of the reply.

The Reply To: field of the autoreply message contains an email
address that you specify.

Webmail does not automatically forward email messages to another
email address.

Autoreply:To create an autoreply using a text message, select the
Autoreply with the following text message radio button and type a
message in the associated text field (or cut and paste text from
another source). This field must contain plain text only.

To upload and use a text file on your computer for your autoreply,
create or store a plain text (.txt) file on your computer. Then type the
full path name of the file in the Autoreply with the following text file:
field, or click Browse to locate the file you want to use.

Type a valid email address in the Reply To Addressfield. (This must
be an address that you control.)

Mail Forward: Leave the Do not forward radio button selected.
Webmail stores, but does not use any information in the Mail Forward
field.

POP Delivery: Leave the POP Deljvery: checkbox selected, or
uncheck the checkbox if you want to just use the Autoreply feature
without POP delivery. Unchecking this box allows you to save disk
space.
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3 POP Delivery and Mail
Forward, No Autoreply:

Mail is delivered to the POP Inbox folder. Webmail automatically
forwards incoming messages to an email address you specify.
Webmail retrieves email messages using the user ID and password
created in the Mail Settings section. If the mail account user retrieves
mail using a third party email application, the incoming and outgoing
server information (available on the Mailboxes window) also must be
provided to the client program.

Webmail does not send a response to the person who originally sent
an email message to this account.

Autoreply: Leave the Do not autoreply button selected.

Webmail does not use any text that might be in the Autoreply with
the following text file: field when the Do not autoreply button is
selected.

Webmail does not use any address that might be in the Reply To
Address: field when the Do not autoreply button is selected.

Mail Forward: Select the Forward to: radio button, and type a valid
email address in the associated field.

Note: Webmail only checks to see if the address is properly
formatted.

POP Delivery: Leave the POP Delivery: checkbox selected, or
uncheck the checkbox if you want to just use the Mail Forward
feature. Unchecking this box allows you to save disk space.
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4 POP Delivery, Autoreply,
and Mail Forward:

Mail is delivered to the POP Inbox folder. Webmail retrieves email
messages using the user ID and password created in the Mail Settings
section. If the mail is retrieved using a third party email application,
the incoming and outgoing server information (available on the
Mailboxes window) also must be provided to the client program.

Webmail automatically forwards incoming messages to an email
address you specify.

Webmail sends a text response to the person who originally sent an
email message to this account.

When the person who sent the original email message receives the
autoreply, the text in the Autoreply with the following message: field
or in the selected Autoreply file makes up the body of the reply.

The Reply To: field of the autoreply message contains an email
address you specify.

Autoreply: To create an autoreply using a text message, select the
Autoreply with the following text message radio button and type a
message in the associated field (or cut and paste text from another
source). This field must contain plain text only.

To upload and use a text file on your computer for your autoreply,
create or store a plain text (.txt) file on your computer. Then type the
full path name of the file in the Autoreply with the following text file:
field, or click Browse to locate the file you want to use.

Type a valid email address in the Reply To Address: field. (This must
be an address that you control.)

Mail Forward: Select the Forward to: radio button, and type a valid
email address in the associated field.

Note: Webmail only checks to see if the address is properly
formatted.

POP Delivery: Leave the POP Delivery: checkbox selected, or
uncheck the checkbox if you want to just use the Autoreply and Malil
Forward features. Unchecking this box allows you to save disk space.

5 No POP Delivery, No Note: You can use this setup if you want to turn off an account that

Autoreply, No Mail Forward: |you might want to reactivate later. If you are turning off a user
account and do not want the user to turn it back on again, change the
user ID and password for the account.

Mail is not delivered to the Webmail Inbox folder.

Webmail does not send a response to the person who originally sent
an email message to this account.

Webmail does not automatically forward email messages to another
email address.

Autoreply: Leave the Do not autoreply button selected.

Webmail does not use any text that might be in the Autoreply with
the following text file: field when the Do not autoreply button is
selected. Webmail does not use any address that might be in the
Reply To Address: field when the Do not autoreply button is selected.
Mail Forward: Leave the Do not forward radio button selected.

POP Delivery: Uncheck the POP Delivery.: checkbox. (Unless another
delivery is set up, email messages directed to this account are sent to
devnull@your_domain (the messages are deleted) when the POP
Delivery checkbox is unchecked.)
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Searching Your Mailbox List
You can search your mailbox list by user ID or email address.
To search your mailbox list:

1. Click the Mailboxes tab. The Mailboxes window appears.

Mailboxes

Manage Email Accounts = Mailboxes
Search by | User|D

Domain: your_damain

Usage: 3 0f 10 mailboxes configured. Configure Mews
Incoming Mail Server:  mail.mailserver.cam

kgoing Mail Server:  mail.mailserver.com

g Clear |
e e~

master_user_id master_user_id@your_domain
[] Jdack Jack@your_domain
[] Joan Joani@your_damain
[1 Paul paul@ your_domain

g Clear |

2. To search by user ID or email address, click the Search by drop-down arrow button and make your
selection.

Search by: | User D v ] |[ Search ” Reset ]

Email Address

3. In the blank search text box, type the text you want to search for.

e
Search by | User D | Jack |earch || Reset |
4. Click Search.
B
Search by | User D w || Jack ( search || JReset ]
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The email address containing the searched text appears.

g Clear |
O T

[] Jack JackE@your_domain

g Clear |

Note: If the search item does not exist in the mailbox list, a message appears informing you that
your search did not return any results.

Setting Up User Autoreplies

The Autoreply feature enables you to send replies to incoming email messages with no intervention on your
part. Our Autoreply feature works like this:

1. A user sends an email message to an email address that you have configured as an autoreply
address. (The autoreply uses a text file that you can configure in the Mail Handling section of the
Options window.)

2. Webmail immediately responds by sending an email message containing the autoreply text file to
the incoming email message's return address.

3. The sender receives the autoreply email message. (The return address on this message might be
different from the address that the user sent the message to, in step 1.)

4. If the sender then responds to the autoreply email message, Webmail receives that message and
handles it according to your selections in the Mail Handling section of the Options window.

You can use autoreply messages to provide an automated preliminary response to visitor inquiries,
comments, and suggestions. For example, an autoreply message might contain the following statement:
"Thank you for your request. One of our sales associates will respond within 8 hours with an answer to your
guestion." Autoreply messages also can used for vacation messages, out-of-office messages, price lists,
sales contact information, and so on.

To create a new autoreply message for one of your user IDs:

Note: If you want to use a text file for you autoreply message, skip to: To set up an autoreply that uses a
text file.
1. Click the Mailboxes tab.
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- Mailboxes m

Manage Email Accounts = Mailboxes
Search by: | UserlD

Domain: your_domain

Usage: Jof 10 mailhoxes configured. Configure Mew
Incoming Mail Server:  mail.mailserver.com

htgoing Mail Server:  mail.mailserver.com

ﬂ Clear |
Lo onat e~

fmaster_user_id master_user_id@your_domain
[] | Jack jack@your_domain
[] Joan Joan@your_domain
] Paul paul@ your_domain

ﬁ Clear |

The Mailboxes window appears.

2. On the desired user ID row, in the Actions column, click Edit.

Edit | Compose

Create Contact H Create List ]E

jacki@your_domain Edit | Compoze
Joanig@your_domain Cnmgnse
pauli@your_domain Edit | Compose
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The Edit Mailbox window for that user appears.

Mailbhoxes

Manage Email Accounts = Mailboxes = Edit Mailbox

I Mailbox Settings

Instruction: Change the email address ar password far this email account.
User ID:

|Juan |

Email Address: |j|:|an | @your_domain

e | | [2-230 alphanumetic characters)

Confirm Password: | |

3. In the Mail Handling Options section, select Autoreply with the following text message and
type your message in the large text field.

| Mail Handling Options

Instruction: Change the Autareply, Mail Forsard and POP Delivery settings for,
Autoreply: (> Do not autareply.
utnreplywith the fallowing text message:

Ehanks for wour interest in our product.
ou will receive a reply within 24 hoursd

4. Type a Reply To address for your autoreply in the 'Reply to' address: field. You must place a
properly formatted email address in this field if you want to use the Autoreply feature. If you place a
real email address in this field, persons who want to send response to the autoreply can send their
message to the address you specify in this field. If you want Webmail to automatically delete
responses to this autoreply, type devnull@mailset.yourdomainname.com in this field. If a person
viewing the autoreply message tries to reply to it, Webmail delivers the message to devnull,
effectively deleting the email message before you see it.

Note: The Reply To address must be a valid email address, either within your domain or outside of
it; however, it must be an address that you own. You cannot use the original autoreply address as
the reply to address, because a person clicking "Reply" in their email client would get the same
address as the original mail, thereby creating a loop.

Fesponses to Autoreply messages may be routed to an alternate address.
'‘Reply tn'Addressdrita@any_dumaini |
Important: Forwarding email to an account that (a) you do not maintain, (b) is over quota or (c)

does not exist violates our Acceptable Use Policy (AUP). Violations can result in the immediate
termination of your account.
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5. Click Save.

/}’S;e]é mave / Configure Another H Cancel ]4
Ve

-

The Manage Email Accounts window appears with a message informing you that your changes have
been saved.

To set up an autoreply that uses a text file:

You can configure a text file on your computer, and then use Webmail to upload it to a server. That way,
you can use whatever text editor you want to create larger files, instead of typing the message manually in
the text message field. If the file you want to use does not exist, create it and then upload it using this
procedure.

Note: Autoreply text files must have a .txt extension.
1. Click the Mailboxes tab. The Mailboxes window appears.

T Mail Settings .

ianage Email Accounts = Mailboxes
Search by | UserlD

Domain: your_domain
Usaqge: 30f 10 mailboxes configured. Caonfigure Mew
Incoming Mail Server: mail.mailserver.com

kgoing Mail Server:  mail.mailserver.com

3 Clear |
o oo

taster_user_id master_user_idE@your_domain
[ Jack Jacki@your_domain
[] Jdoan Joan@your_domain
[] Paul paul@@ your_domain

ﬂ Clear |

2. 0On the desired User ID row, in the Actions column, click Edit.

Create Contact H Create List IE

Edit| Composzse

jack@@your_domain Edit| Compose
Joan@yaour_damain Cnmguse
paul@@your_dormain Edit | Campose
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The Edit Mailbox window for that user appears.

Mailbhoxes

Manage Email Accounts = Mailboxes = Edit Mailbox

I Mailbox Settings

Instruction: Change the email address ar password far this email account.
User ID:

|Juan |

Email Address: |j|:|an | @your_domain

e | | [2-230 alphanumetic characters)

Confirm Password: | |

3. In the Mail Handling Options section, select Autoreply with the following text file.

utnreply with the following text file:
| |[ Browse.. |

Wiew current file | Remowe file

4. Type the directory path and file name in the Autoreply with the following text file: field, or
click Browse and search for the file on your computer.

&) Autoreply with the fallowing text file:
|C:\M}r sutorepliesyProduct Reply Message.tut I:I Browse...

Wiewn current file
Note: To view the file, click Save, then click View current file.

(&) Autoreply with the following text file:

|C:EM1,r autorepliest,Product Reply Message. txt |[ Browse.. |

(Eiew current file)

A window appears displaying the contents of the file. To close the window, click the X in the upper-
right corner.

Note: After you click Save and upload a .txt file, that file remains on your server until you remove
or replace it. To use another .txt file, upload it using this procedure; the old file is no longer used.
The Remove file link does not appear when you have the Autoreply with the following text file radio
button selected, because you cannot remove a file already associated with this feature. If you want
to remove an autoreply text file, select a different Autoreply option, and click Save. When you
access the email account again, the Remove file link appears again. Click the link to delete the file.

5. Type a Reply To address for your autoreply in the 'Reply to' address: field. You must place a
properly formatted email address in this field if you want to use the Autoreply feature. If you place a
real email address in this field, persons who want to send response to the autoreply can send their
message to the address you specify in this field. If you want Webmail to automatically delete
responses to this autoreply, type devnull@mailset.yourdomainname.com in this field. If a person
viewing the autoreply message tries to reply to it, Webmail delivers the message to devnull,

effectively deleting the email message before you see it.
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Note: The Reply To address must be a valid email address, either within your domain or outside of
it; however, it must be an address that you own. You cannot use the original autoreply address as
the reply to address, because a person clicking "Reply" in their email client would get the same
address as the original mail, thereby creating a loop.

Fesponses to Autoreply messages may be routed to an alternate address.
‘Reply t.;.'gddresgdrita@any_dumaini |
Important: Forwarding email to an account that (a) you do not maintain, (b) is over quota or (c)

does not exist violates our Acceptable Use Policy (AUP). Violations can result in the immediate
termination of your account.

6. Click Save.
/}’S;elé mave / Configure Another H Cancel ]4
Ve

-

The Manage Email Accounts window appears with a message informing you that your changes have
been saved.

Setting Up Your Autoreplies

The Autoreply feature enables you to send replies to incoming email messages with no intervention on your
part. Our Autoreply feature works like this:

1. A user sends an email message to an email address that you have configured as an autoreply
address. (The autoreply uses a text file that you can configure in the Mail Handling section of the
Options window.)

2. Webmail immediately responds by sending an email message containing the autoreply text file to
the incoming email message's return address.

3. The sender receives the autoreply email message. (The return address on this message might be
different from the address that the user sent the message to, in step 1.)

4. If the sender then responds to the autoreply email message, Webmail receives that message and
handles it according to your selections in the Mail Handling section of the Options window.

You can use autoreply messages to provide an automated preliminary response to visitor inquiries,
comments, and suggestions. For example, an autoreply message might contain the following statement:
"Thank you for your request. One of our sales associates will respond within 8 hours with an answer to your
question." Autoreply messages also can used for vacation messages, out-of-office messages, price lists,
sales contact information, and so on.

To create a new autoreply message for your master user ID:

Note: If you want to use a text file for you autoreply message, skip to: To set up an autoreply that uses a
text file.
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1. Click the Mailboxes tab.

Mailboxes ‘e[| Settings

ilanage Email Accounts = Mailboxes
Search by | UserlD

Domain: your_domain

Usage: Fof 10 mailhoxes configured. Configure Mew
Incoming Mail Server: mail.mailserer.com

kgoing Mail Server:  mail.mailserver.com

Clear |
O T L
fraster_user_id master_user_id@your_domain
[] Jdack jack@your_domain
[] Jdoan Joan@your_domain
] Paul paul@ your_domain

i

Clear |

The Manage Email Accounts window appears.

2. On the master ID row, in the Actions column, click Edit.

Configure MNew ]E

master_user_id@your_domain

g

jack@your_domain Edit | Clear
Joanigyour_domain Edit | Slear
paul@your_domain Edit | Clear

Configure Mew |5
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The Edit Mailbox window for the master ID appears.

- Mailboxes & L [l

hManage Email Accounts = Mailboxes = Edit Mailbox: master_user_id

| Mailbox Settings

Instruction: Change your email, Control Panel and FTP password.
User ID: master_user_id
Email Address: master_user_idg@your_domain

Password: ‘ | [2-30 alphanumeric characters)

Confirm Passworil: ‘ |

3. In the Mail Handling Options section, select Autoreply with the following text message and
type your message in the large text field.

4. Type a reply to address for your autoreply in the 'Reply to' address: field. You must place a properly

| Mail Handling Options

Instruction: Change the Autoreply, Mail Forward and POP Delivery settings for
Autoreply: () Do not autareply.

utureplﬁ,r with the following text message:

Thanks for wour interest in our product.
fou will receive a reply within 24 hours.
formatted email address in this field if you want to use the Autoreply feature. If you place a real
email address in this field, persons who want to send response to the autoreply can send their
message to the address you specify in this field. If you want Webmail to automatically delete
responses to this autoreply, type devnull@mailset.yourdomainname.com in this field. If a person
viewing the autoreply message tries to reply to it, Webmail delivers the message to devnull,
effectively deleting the email message before you see it.

Note: The Reply To address must be a valid email address, either within your domain or outside of
it; however, it must be an address that you own. You cannot use the original autoreply address as
the reply to address, because a person clicking "Reply" in their email client would get the same
address as the original mail, thereby creating a loop.

Respanses to Autoreply messades may be routed to an alternate address.
Reply tn'Addressdﬁ;@any_dumain |

Important: Forwarding email to an account that (a) you do not maintain, (b) is over quota or (c)
does not exist violates our Acceptable Use Policy (AUP). Violations can result in the immediate
termination of your account.

5. Click Save.

4

The Manage Email Accounts window appears with a message informing you that your changes have

been saved.
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