Getting Started Guide Managing Email Products

Managing Your Email
Accounts

Become an Expert at Email Account Management

Manage your Email, Calendar, and Online File Folder accounts in a few simple clicks.
Account management is effortless with the Email Control Center's intuitive design and
user-friendly technology.

The Email Control Center lets you set up new accounts for your Email products and update existing
account preferences. Quickly update your mailbox size, SMTP Relay settings, and password
information. Or add an Auto Responder your email account so all of your senders receive an instant
greeting. In addition, you can modify the email addresses associated with your Calendar or Online File
Folder accounts.

What is Email?

Electronic mail, email, is the method of composing, sending, receiving, and storing messages over an
electronic communication system. With email, it's possible for people across the Internet to
communicate with one another in virtually instantaneous fashion.

Setting Up Free and Paid Email Accounts

You may have received free email credits with your domain purchase or purchased an email plan to fit
your personal or business needs. Either way, setting up your new email account in the Email Control
Center (ECC) is a snap. Follow these simple steps, and you'll be sending and receiving email messages
in no time!

» NOTE If you want to use a free email credit, and the Email/Email
Forwarding option does not display in your My Products area, click
Free Product List and then select Email Account List. Then click Use
Credit and from the list on the right, select the domain you want to
use and click Continue. The account displays as a new account in the
Email Account list.

To Set Up Your Email Account

1. Login to your Account Manager.
2. In the My Products section, click Email.
3. Click Setup Account for the account you want to manage.

4. (Optional) To use a free email credit when the Email option does not display in your
My Products section, click Free Products, and then click Email Account List.
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Click Use Credit and select the domain you want to use from the list. Click
Continue and the account displays as a new account in the Email Account List.

Select the Domain account(s) you wish to associate
this Emaill Account with

0

=

Hote: Each Domain account(s) you salsct aclivates
one (1) account

Free Account Setup

5.  Click the Setup Account hyperlink. The You have new or un-used email
plans! Pop-up displays. Click the Add Address button. Click the Add button for
the account you want to set up.

6. The Create Mailbox page displays. On the Settings tab, in the Email Address
fields, enter the user name and domain you want to use. In the Set Password and
Confirm Password fields, enter and confirm your password.

7. Specify the amount of mailbox storage space you want to assign to your email
account in the Space for this mailbox area.
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Create Mailbox B8
Seflings Relaled Products Advanced AUty Reply
——
Email Adgness "
l:l‘l‘ﬂ-’fl'.l‘ ] }:errne-mm
Sel Password:* Confirm Password:®
Illll.... LEL UL LR
Zpace for tus maibox™ (1000 MB Availsble)
|5EE- ug

¥ Waie s maibox @ catchal What s the®

oK | Cancel

Create Mailbox
8. (Optional) select Make this mailbox a catchall.

9. Catchall accounts automatically forward email messages sent to an unknown address
at your domain to this account.

10. Click OK.

After you set up your Email account, you can manage your settings to make the most of your mailbox.
In this section, you'll learn about:

* Setting Up Email Forwarding — You can set up email forwarding to direct in-
coming messages from one email address to another existing email address.

* Adding an Auto Reponder — You can set up an Auto Responder to send an
automatic response to senders.

» Updating SMTP Relay Settings — You can change the amount of SMTP Relays
available to your email address each day, and purchase additional relays.

Setting Up Email Forwarding

Forwarding email messages enables you to direct incoming messages from one email address to your
existing email address. When someone attempts to send an email message to your forwarded email
address, our mailservers redirect the message to the email address you specify.

To Set Up Email Forwarding
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1. Log in to your Account Manager.

2. Inthe My Products section, click Email. The Manage Email page opens.
3. Click Email Forwarding Plans.

4. (Optional) To set up a free email forwarding account, select Use Credit for

the free account you want to use. To set up a paid forwarding account, click
Manage Account for the account you want to use. Click Add.

Create Forwarding Address a

Sattngs Bulk Auto Reply

Forwand Address:"

Jebriemih & [eonlexample com

Fasrweand Wad To* (saparabe addreases with comma) (254 char max)
bd'n!'nlhﬂ:ll'rﬂm’.l‘ com
(Warning: Auvto-Responders send a response back 1o the sender.)

¥ Mak= this mailbox a catchall yhat is this?

[ox] cancel

Create Forwarding

5. The Create Forwarding page displays. On the Settings tab, in the Forward
Address fields, enter the user name and domain you want to use. In the Forward
Mail To field, enter the email address to which you want to redirect your messages.

P NOTE To add multiple forwarding accounts, go to the Bulk tab. Enter the
user names for your forwarding addresses, separated by commas, and
then enter the domain you are using in the Domain field. In the
Forward Mail to field, enter the existing email address to which you
want to redirect messages.

6. (Optional) select Make this mailbox a catchall.
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Create Forwarding Address B

Seftings Bulk Aulo Reply

Comma geparabed ugsmames "

johnsmith, marysaich,john, mary, _"j
=

Domain*

}:udmnph com

Forevard Mail Tec® (s=parale address=s with comma) (254 char max)

[etremin Exmnenin com
(Warning: Auto-Responders send a response back fo the sender.)

(o] conce

Bulk Forwarding

» NOTE Catchall accounts automatically forward email messages to an
unknown address at your domain to this account.

7. Click OK.

Adding an Auto Responder

You can create an email response that is automatically sent to people who send you an email message.

To Use the Auto Responder

1. Login to your Account Manager.
2. Inthe My Products section, click Email. The Manage Email page opens.

3. Select the email address you want to manage. The Edit Mailbox page displays.
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Edit Mailbox a8

Settings Fielated Froducis Advanced Auto Reply

F| use auts Responder
Wesaags:

Thanks for your email. I'll be back with you in a flash! ;I

From Name: & you@youremal com (default) 0 Cuséom name
Subjeck = Original subject € Custom subjscl

Start Time: % Siart Mow
r"q_hrt:!nl-' _'" dl —'I
EnaTime: & yg End time

Clendon |50 .;"jl-;l

[ox] cance

Auto Responder

4. Select Use Auto Responder. In the Message area, enter the message you want
senders to receive.

5. (Optional) In the Custom name and Custom subject fields, enter the name and
email subject that displays for your recipients.

6. Inthe Start Time and End Time fields, specify the start/end times.
7. Click OK.

Updating SMTP Relay Settings

You can select the number of Relays per day that you want to allow for email addresses.

To Update SMTP Relay Settings

1. Login to your Account Manager.

2. Inthe My Products section, click Email. The Manage Email page opens.Select the
email address you are managing, and then go to the Advanced tab.
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Edit Mailbox <]
Sattings Related Producis Agvanced Auto Reply
Ay lrad
Send CC To: (separabe addressss with comma) (254 char max)
[d'nwl.h@jmr'ﬂﬂ com

(Warning: Auto-Responders send a response back to the sender. )

SHTF Relays per day:

250 1-| 0 used foday

‘¥our oubgoing mad server s smipout secureserver.net

EEN————ew 1]

Edit Mailbox

3. (Optional) If you you can create a Carbon Copy for the account to send copies
of the messages you receive to second email address. In the Send CC To
field, enter the email address you to which you want a copy of your email
messages sent.

4. From the SMTP Relays per day list, select the amount of relays you want
to allow the address per day.

P NOTE 300 relays is the maximum amount of relays you can use per address
per day.
5. Click OK.

Working with Calendar Accounts
You can set up new Calendar Accounts and manage existing ones from the Email Control Center. Go to
the Calendar tab in the ECC header to get started.

m

Calendar Tab

To Set Up Calendar

6. Log in to your Account Manager.
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7. Inthe My Products section, click Calendar. The Manage Calendar page opens. Go
to the Calendar account you want to set up, and click the Setup Account hyperlink.
The control center displays.

8. Click the Add button for the plan you want to use.

| Create Calendar Account B
"RAequined
Specify the emai account you want bo assocate with the seiectsd Calendar plan

Caiendar Planc

[ Pacic 2 {Linkmited Us=rs) - Bxpies 117172005 =)

Enler Email Addrasa:”

hﬂwﬂfrh@cndmnpk com

Measage:

John created a Calendar account for jou. _‘I

Hote: The Message fiebkd will appear inthe Calendar Account Set Up ivvitation email that will be
sent to the user.

[on| cance

Create Calendar Account

9. The Create Calendar Account page displays. From the Calendar Plan list, select
the Calendar plan you want to use to set up this account.

10. Inthe Enter Email Address field, enter the the email address you to which you
want to associate the account.

11. Inthe Message area enter a message to invite the new user to this Calendar account.

12. Click OK.

P NOTE An email message is sent to the new Calendar user with account
details.

To Manage Your Calendar Account

1. Login to your Account Manager.
2. Inthe My Products section, click Calendar. The Manage Calendar page opens.

3. Goto the Calendar account you want to set up, and click the Manage Account
hyperlink. The control center displays.
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4. Select the email address associated with the Calendar account you want to edit. The
Calendar Account page displays.

Edit Calendar Account ]

“Ryguirsd

Specify the email account you want io associste with the ssleciad Calendar plan
Calendar Plan:*

| Pack 1 (Unlimted Users) - Expires 087212010 =]

Enter Email Address ™

i’.ﬁl‘ﬂ-"‘l’.ﬁ Ecoclexample com

[ox] cance

Edit Calendar Account

5. From the Calendar Plan list, select the account you want to associate with your
Calendar account.

6. Inthe Enter Email Address, enter the email address you want to associate with
your Calendar account.

7. Click OK.

Working with Online File Folder Accounts

You can set up new Online File Folder Accounts and manage your password for existing ones from the
Email Control Center. Go to the Files tab in the ECC header to get started.

EMAIL CONTROL CENTER -+ zn

Online File Folder Tab
To Set Up Online File Folder
1.  Log in to your Account Manager.

2. Inthe My Products section, click Online File Folder. The Manage Calendar page
opens. Go to the Calendar account you want to set up, and click the Setup Account
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hyperlink. The control center displays.

1 Account(s) Available

3. Active Account
4. Click the Add button for the plan you want to use.

5. The Online File Folder page displays. In the Online File Folder Plans header,
click the Activate Button to activate your account.

Activate Online File Folder Account B
"Reguind
Select Fan'
| Dinbne File Foldee 1 GB - Experes 81342003 =]
Emai:
| Hone azsociated =]
Lbsser hdsrme:*
Jininsmith
Set Passyord '

[reneaees

Cortfim:*

[rensaeed

Oiriginal Space: 1 GE
Addfonal Space: il ME

Total Space: 16GE
Speace Used il ME
Fiemaiirg Space: 1 GE

[on] cance

6. Activate Online File Folder
7. From the Select Plan list, select the Online File Folder plan you want to use.

8. (Optional) If you want to associate Online File Folder with your email account, from
the Email list, select the appropriate email address.

9. Inthe User Name field, enter the user name you want to use for your Online File
Folder account.

10. Inthe Set Password and Confirm fields, enter and confirm your password.

11. Click OK.

Changing Your Online File Folder Password
You can update your Online File Folder Password at any time.
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To Change Your Online File Folder Password

1.  Log in to your Account Manager.

2. Inthe My Products section, click Online File Folder. The Manage Online File
Folder page opens.

3. Goto the Online File Folder account you want to manage, and click the Manage
Account hyperlink. The control center displays.

4. Select the user name for the account you want to manage.

Ediit Online File Felder Account .

“Reguired
e Fila Folder Plan:
‘Onlime File Foldes 3 GB
Ertaail
marketing@conkxamgpie net
Lisar Mame

i betirg o okes amgie: red
Changs Pagsword

[rannnnas

Confinm

T

Original Space: 2GE
Ackitional Space: I MB

Todal Space 2GE
Spane L I ME
Remsining Space: 2GE

5] came

Edit Online File Folder

5. Inthe Change Password and Confirm fields, enter and confirm your new
password.

6. Click OK.
You're on your way to becoming an expert at managing your Email products. You can manage account

passwords, mailbox storage space, SMTP Relays, and other advanced settings from the comfort of one
easy location. Thanks for stopping by!
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