Web Impressions

Because first impressions last

Mailbox control Panel

USING THE MAILBOX CONTROL PANEL
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Introduction

The mailbox control panel allows you to manage your own mailbox. It provides you with a location in which you can
manage your own mailbox settings including options for changing passwords, obtaining software settings, spam filters,

forwarding and auto-responders.

Each mailbox has its own Mailbox Control Panel. When you access the Mailbox Control Panel, you will be accessing
the settings of that individual mailbox. To change the settings of another mailbox, you will need to login again. This

allows you to distribute the Mailbox Control Panel to all end users and each can manage their settings separately.

The Interface

Overview

The Mailbox Control Panel will adapt to the type of mailbox it is currently managing. For instance, only the Hosted
exchange mailboxes will show options to download the Outlook client, and the means by which email can be accessed
via a web page will also be different. Most settings are in common locations such as the settings used for setting up

an email client on a computer or device.
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- C' & httpsy//mcp.prositehosting.co.uk

& Vewome. ralph@ralphsdomainname.com it

Ralph #

Display: Ralph X SE s

Incoming Mail Server (POP3IMAR)
maillivemail_co.uk
CHANGE FASSWORD

QOutgoing Mail Server (SMTP)
smtp livemail co.uk

Exchange Semver
1.exchange2013.livemail.co.uk

MOBILE EMAIL

SETUP GUIDES

¥ MANUAL SETUP GUIDE
el

MAILBOX MAMAGEMENT ACCESS CREDENTIALS

Outlook amywhare Usemame
ralphi@ral phadomainname_com

Spam Filtering n s

GO TO OUTLOOK WEB APP

SOFTWARE SETTINGS ’

o D]

A AUTO DISCOVER GUIDE
B

The screen is divided into two main areas. One the left is the contextual menu. This will remain constant and can be

used to navigate and access the various mailbox settings. The right hand side will provide access to the relevant

settings.
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Left side

There are options to allow you to change the welcome message, display name and password. This area will also display

the type of mailbox being configured. This is useful to know as the setup steps required for each can vary.

Below these options is the primary navigation menu. This menu will vary depending on the type of mailbox.

Right side

As you navigate the menu, the right side of the screen will change to provide the intended settings. At the top of this

page the email address will constantly be displayed together with a log out button.

Menu

Dashboard

Mailbox settings

MAILBOX SETTINGS

Incoming Mail Server (POP3/IMAF)
mail.livemail.co.uk

Outgoing Mail Server (SMTP)
smip.livemail.co.uk

This section will display the POP3/IMAP and SMTP server settings.

e Ensure SSL authentication is enabled on the computer/device
e POP3 port—995
e |MAP port—993
e SMTP port —465
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Mailbox management

Mailbox management summarises the status of

MAILBOX MANAGEMENT current mailbox settings.
Auto reply n 4 It will display if Auto reply is disabled, what the
Spam Filtering “ p current Spam Filtering setting is set to, if Outlook

Anywhere is enabled.

Outlook anywhere 4

Access credentials

ACCESS CREDENTIALS

Usemame
ralph@ralphsdomainname._com

GO TO OUTLOOK WEB APP

This displays the Username of the mailbox together with a quick link to the appropriate web app.

Mailbox space

MAILBOX SPACE - USED 0% OF AVAILABLE 100MB

This displays a summary of how much space is being used together with an option to manage emails stored in the

mailbox.
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Manage space

If you have chosen to retain email in the mailbox, your only option for reducing the space you are using is to delete

email from the account. You will be offered two options:

There are currently 1 items n this Mailbox_

0% =0 F100MB used Delete old emails (default)

This option expects you to enter a number of days. The Mailbox
We recommend downloading emails to your computer Control Panel will then delete any emails older than this.

before using this tool.

Emails will be deleted from our system permanently. i
Delete all emails

Delete emails that are older than

This will delete all emails in the mailbox regardless of age.
® days

O Delete all emails in this mailbox

When you press the Delete emails button, a conformation will appear which warns you that the deletion is irreversible.

Delete Emails Confirmation

Waming: You cannot undo this action.

L Check to confirm that you have backed up your data and wish to delete these emails.
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Outlook Webapp

Outlook'Web App

Email address:

-]

ralph@ralphsdomainname.com ‘

® signin

This will provide you with a quick link to viewing your email online. The email address will already be entered, but

once the password is entered and the sign in button is clicked, you will then access an unbranded webmail product.

ﬂi Outlook Web App Mail Calendar People Tasks RalphSmith~ ¢ 2
@ New mail £ Search mail and people
INBOX COMVERSATIOMS BY DATE -
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Outlook 2010 Web App

Outlook Web App

Security { show explanation )

®  This is a public or shared computer
This is a private computer

[ use the light version of Qutlook Web App

E-mail address:

Password: ‘

Connected to Microsoft Exchange
€ 2010 Microsoft Corporation, All rights reserved,

This will provide you access to Microsoft Outlook Web App (OWA) for viewing your email online. Enter the email

address and password and click Sign in.

The email address will already be entered, but once the password is entered and the Log in butting clicked, you will

then access an unbranded webmail product.

Comversations by Date = PMewest on Top

E@ Drafts
@ Sent Items
@ Deleted ltems

Thera are no items to show in this view.

Eg@ Junk E-Mail
i_\;_] Motes

(=4 mail
[EI Contacts

5"&|mk-web App sign out || starterplus = -
Mail > Inbox O lItems 8 Find someone Options -~ @ -
favourites Mew - Delete ~ Move~ Filter ~ View - L
4 starterplus Search .E.'?t.'re Mailbox 2 %
@ Inbox
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Webmail login

Email Address

ralph@ralphsdomainname_com

Password

Exchange Mailbox users will be logged into Microsoft Outlook Web Access.

LOG IN

This will provide you with a quick link to viewing your email online. The email address will already be entered, but

once the password is entered and the Log in button is clicked, you will then access an unbranded webmail product.

BE Webmail : Inbox b4

& C | [} webmail.promailbox.net/?_task=mail&_mbox=INBOX 9 =
E—
@ Webmail it
-
s ~+ 97 LD Al + Q-
Refresh Compaose Mark More
I nbox £~ Subject * From Date Size LI
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Software settings

The software settings tab will list the configuration settings needed for setting up email on a computer or mobile

device.

Incoming Mail Server (POP3 or IMAP) Incoming Mail Server (POP3 or IMAP)

mail livemail co.uk mail livemail.co uk

Outgoing Mail Server (SMTP) Outgoing Mail Server (SMTP)

smitp livemail.co.uk smitp.livemail.co.uk

Username Username
ralph@ralphsdomainname.com ralph_exchange@ralphsdomainname.com

Exchange server

CHANGE PASSWORD 1.exchange2013 livemail.co.uk

CHAMGE PASSWORD

e Ensure SSL authentication is enabled on the computer/device
e POP3 port—995
e IMAP port—993
e SMTP port —465

Mobile access

The mobile access menu will provide the settings
ACTIVESYNC SETTINGS you can use to setup Active sync.

Server: hitps://1_exchange2013 livemail co.uk
Username: ralph@ralphsdomainname.com

SSL: Required
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Spam Filtering

Filter

FILTER OPTIONS n
Spam Filter Strength

5 - Recommended

Action on spam

Take no action

Take no action

The filter level can be set anywhere between 1 (strongest) and 15
(weakest). We recommend a filter setting of around 5. If you are
still receiving spam using this setting, you can always adjust to be

stronger.

You can also decide what action should be taken when spam is

detected. You have 3 choices:

This is the default setting. Emails will be checked for spam and your email headers will reflect the checks however

the emails will not be blocked.

Delete Email without notification

Delete will delete and suspicious emails. The is the most aggressive action and we advise caution if using this

setting. Should a legitimate email be thought to be spam, it will be deleted without warning.

Include “SPAM in the Email Subject Line

This will not delete the suspicious email, but will add “SPAM” to the email subject line.
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Trusted sender list
Any email sent from addresses in your Trusted Sender list will be delivered and will be ignored by spam filtering.

To allow an individual email address to send you mail, enter the full email address into the add an email address text

box and press Enter.
To allow all email from a particular domain, define it using the format @domainname.com and press Enter.

Wild cards are not accepted.

You will not be able to use *domainname.com, @*.xyz, *@*.com, *@* or even *
You can only trust specified email addresses or whole domains, not whole domain gTLDs.

TRUSTED SENDER LIST n
Enter email addresses of trusted senders and press enter after each one. If you enter an Invalld entry’ your mlStake WI" be hlghllghted. Here a
“@asthosts.com wildcard is being used.

TRUSTED SENDER LIST [

Enter email addresses of frusted senders and press enter after each one.

e EERy ot an emall address Once you have entered a valid selection, it will be acknowledged.
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Block list

Any email sent from addresses in your Block list will be deleted by your spam filters, regardless of content
or filter level.

If you have defined any email addresses in your trusted senders list, they will still be allowed to send email, even if
you have blocked the domain.

To block an individual email address, enter the full email address into the add an email address text box and press

Enter.
To block all email from a particular domain, define it using the format @domainname.com and press Enter.

Wild cards are not accepted.

You will not be able to use *domainname.com, @*.xyz, “@*.com, *@* or even *
You can only trust specified email addresses or whole domains, not whole domain gTLDs.

BLocK LIST @

Enter email addresses of known spammers and press enter after each one.

2000

BLOCK LIST @

Enter email addresses of known spammers and press enter after each one.

| @spammingdomain.xyz X | add an email address

If you enter an invalid entry, your mistake will be highlighted. Here a
wildcard is being used.

Once you have entered a valid selection, it will be acknowledged.
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Email forwarding

Email forwarders can be used to forward a copy of the email to one or

Forward Email To. .

Destination Addresses

add an email address

more additional email addresses.

simply forward the email and delete the original.

¥l Keep a copy of each email in the mailbox.

SAVE

Destination Addresses

You can also opt to leave a copy of the email in the current mailbox or

bob@ralphsdomainname.com % | @ralphsdomain.com Once you have entered a valid selection, it will be acknowledged. If

you enter an invalid selection, it will be highlighted requiring your

correction.

Auto reply

AUTO-REPLY MESSAGE

Set up an auto-reply message (e.g. Out of Office) for all emails sent to
ralph@ralphsdomainname.com.

® Autoreply ON O Auto-reply OFF

Message

Thank you for your email, however | am currently out of the office. A
I will return on Monday January 1st at 9:00 am

In the mean time please contact Bob@ralphsdomainname com if
your query is urgent

| Thanks, Ralph

SAVE

Only full email addresses will be accepted. Wild cards cannot be used.

You will not be able to use *domainname.com, @*.xyz, “@*.com, *@* or even *

Auto replies or Out of Office templates will automatically

reply to an email until disabled. By default this will be set to

OFF and you can easily enable this feature by selecting Auto-

reply ON.

In this scenario, you could even set up an email forwarder to

forward all email to bob@ralphsdomainname.com.
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Exchange CP

Exchange mailboxes provide more detailed and complex options. This

Log in fo your Exchange Conirol Panel using the details below:
Exchange Control Panel Address menu option will take you to the OWA mailbox options where you can

HTTPS:#4 EXCHANGE2010 LIVEMAIL CO.UK/ECP

configure these.
Username
ralph@ralphsdomainname.com

Password
Your Mailbox Password

FEATURES OF EXCHANGE CONTROL PANEL
+ Create auto-reply messages
¥ Manage email settings
+ Mail Forwarding
« Auto-reply Message
« Address Book Entry

Outlook download

This option will provide you with links to download your own copy of the Outlook application if your mailbox

includes it. There are also link to the Autodiscover guide, setup configuration file and manual setup guide.

Outlook Software Configure Outlook

+ Outlook 2013 software for PC (64 bit) Before using Outlook with your new Exchange 2013 mailbox you will need to
This software license is for use with derek.2013-2@addon-momentum.com configure it, which you can do using one of the following options

only. If you delete this mailbox, the license will not be valid.
+ Option 1 - Use Exchange Autediscover Service

We recommend you try the Autodiscover service, which connects directly to
our Exchange Server for setup. To use Autodiscover you must have your DNS

DOWNLOAD

« Qutlook 2013 software for PC (32 bit)
i . . records managed by Fasthosts
This software license is for use with derek.2013-2@addon-momentum.com

only. If you delete this mailbox, the license will not be valid.

DOWNLOAD

Option 2 - Set Up Outlook Using a PRF Configuration File

For users that are unable to use Autodiscover, you might be able to set up
Outlook via a PRF import. To use the PRF method, each user will need fo log
into the Control Panel to download a personalised PRF (Outlook Profile)
configuration file, which they can then import into Outlook

+ OQutlook 2010 software for PC (32 bit)
This software license is for use with derek.2013-2@addon-momentum.com
only. If you delete this mailbox, the license will not be valid.

DOWNLOAD

1. Download your personlised PRF configuration file.
« Qutlook 2011 software for Mac DOWNLOAD CONFIGURATION FILE

This software license is for use with derek 2013-2@addon-momentum.com
only. If you delete this mailbox, the license will not be valid.

2. Click the Save button, and save the file to your root C2\ system folder.

3. Type the following in the command line:

DOWNLOAD outlook.exe /importPRF c:\{username}.prf

4. Replace {username}.prf with the exact name of the _prf file you
downloaded above.

Option 3 - Configure Outlock Manually

If you are unable to access your DNS or download files, you can set up

Outlook manually by performing the following steps.

DOWNLOAD GUIDE
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