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Introduction 
 

There are two options to read/write email from a different email id. Option 1 is to logon to the 

webmail server itself and access the email from there. Option 2 is to configure your local PC to 

support more than one user account. Both options are covered in this document. Under options 2, 

there are two different methods to configure the local PC.  

Client Webmail and password settings 
 

Webmail  Webmail password 

email1@domainname.com Passwd1 

email2@domainname.com Passwd2 

email3@domainname.com Passwd3 

 

Incoming Mail Server: mail.yourdomainame.com 

Outgoing Mail Server : mail.yourdomainame.com 

OPTION1 : Log onto Webmail 
The first option is to access the webmail for that user directly. Just login with the email id you wish 

to access or send email as. 

Go to the webmail login page - http://yourdomain.com/webmail . Login box will appear. 
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Log in using the webmail address and the relevant password. Details of these Client Webmail and 

password settings  can be found at the top this document. 

Example : 

USERNAME : email1@domainname.com 

PASSWORD : Passwd1 

Webmail Control Panel 
You will see the Webmail Control Panel. 
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Read Your Email Online 
 

 

There are 3 choices of applications to read email with. 

You can choose from horde, squirrel mail or roundcube 

It is entirely up to you which application you prefer. 

OPTION 2:  Configure the local PC  to Accept Emails as Different Users. 
Your local email application on your PC/MAC can be configured to accept and send emails from as a 

different user.  There are two methods to do this, either through webmail or locally on your PC. Both 

methods are straightforward.  Both methods are discussed. 



Method1: Auto configure email client 

 

You may be using an email client on your pc or mac. You can automatically configure your 

application if you are using - Outlook 2000, Outlook express or Mac Mail 

To do this - Click on configure your mail client. 

You will then see a list of applications 



 

Click on your application and follow the prompts. 

If your application is not listed under the auto-configuration list, you will need to manually configure 

your email using the Manual Settings listed in this page 



 

Still need help? 
If you need additional help – please look at the help section on the screen: 

 

 or contact us on support@wellsites.com.au  
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Change Your Email Password 
You may at some point wish to change your email password. 

Click on the Change Password Icon 

 

Type in your new password or you may wish to auto-generate a password 

Click Change 

 

 



Method 2: Configuring webmail on local PC/MAC 
You can also configure the client directly through Outlook or your local email application on your PC 

or MAC. This example assumes that Outlook is being used on your PC/MAC. 

Manual Email setup for Outlook Express 

Please note that the instructions may differ slightly according to the version of Outlook that is being 

used. 

These instructions should be repeated for each webmail account listed Client Webmail and password 

settings. 

1. Start Outlook. Select Tools menu. From here select Account Settings.  

 

 
 

2. Create a new account by clicking New.

 
 

3. Choose Email Service. Ensure Microsoft Exchange, POP3 etc is selected. Click on Next. 

 



 
 

4.  “Manual configuration” box at the bottom of the Auto account set-up window MUST be 

selected. Then click NEXT. 

 

 
 

5. Make sure “Internet E-mail” is selected. Click on Next. 

 
 

6. Internet E-mail settings window will open. 



 

The information in this example should be substituted with the webmail and password details as 

given at Client Webmail and password settings. 

Your Name   is the name you would like to appear when people receive emails from you.  The 

following MUST be selected: 

Remember password 

Require logon using Secure Password Authentication 

 

7. Click on Test Account settings to ensure everything is now working. Click on Next. 

8. That’s it !!! 

 

 Click On Finish. Under account settings, the new email account is now listed. 



 

Repeat the process for all other accounts. Click on Close when finished completely. 

Under Personal folders in outlook, there will be a new folder created with the new webmail account 

name. The folder will have its own inbox, sent and delete structure. So you can send and receive 

email as normal from each email account created. 

To Send Email as a Different User 
Open a new message box as normal. In the message box, pull down the Account menu and select 

the relevant email address. 

 



Stop Automatically Forwarding Emails 
It is very likely that all your webmail accounts are being automatically forwarded to your local email 

account. If you no longer wish to get duplicate emails (webmail client and your local email account) , 

you can delete the auto forwarders. 

Logon to your webmail account as shown Read Your Email Online.   

 

 

Select Forwarding Options. Click on Delete against the email you no longer want autoforwarded.

 


