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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
emaill@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 : emaill@domainname.com

PASSWORD : Passwd1

Webmail Control Panel
You will see the Webmail Control Panel.
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HELP  LOGOUT
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CPANEL 11

You are logged in as

Xkhorde

Read Mail Using Horde
[ Enable Autoload ]

&Squinewoil

Read Mail Using SquirrelMail
[ Enable AutolLoad ]
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Read Your Email Online
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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

HOME HELP  LOGOUT

Accelerated

CPANEL 11

You are logged in as

Xkhorde sauirsil . -

Read Mail Using Horde Read Mail Using SquirrelMail Read Mail Using RoundCube
[ Enable Autoload ] [ Enable AutolLoad ] [ Enable AutoLoad ]
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& 24 _ 2] \J Configure your ‘A
Change Forwarding Auto Configure il client Ernail Filterin
Password Options Responders  Mail Client email clien g
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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



Auto-Configure
Auto-Configure
Auto-Configure
Auto-Configure
Auto-Configure
Auto-Configure
Auto-Configure
Auto-Configure
Auto-Configure
Auto-Configure

Please select an application:

Micrazoft Sutlook
Microzoft Sutlook
Micrasoft Outlook
Microsoft Qutlook
Microzoft Sutlook
Micrasoft Outlook
Micrasoft Outlook
Microsoft Qutlook

Mail Client Configuration for

When accassing an emmail account through 5 deshiop email application suck a5 Qublock Express®, the email application will
require spacific Information sbout that email socount, Vou can ura the suto-configure options balow ¥o abtemot to
sutomatically configura pour emall aoplication. If the available options are not compatible with yeur application, yeu will need
o use the Manusl Selings information Yo configure the apolication.

MNoke: IMAP ermmail soccess coordinates bebweaen the rarver and pou mail application. Massages that have been readddeleted
Areplied-to will show a5 readideleted raplied-te both on the server and in the mail application. PORI doar rot coordinate with
the sarver. Mesrages marked a5 readideletedireplied-to in the mmail application will rot show a5 readideleted/raplicd-to on
the sarver. This means that future dowrloads of your inbox or other mailboxes with POF3 will show all messages as unread.

20008 for IMAP fAccess

2000@ for IMAP Access [SSL)
Z000@E for POP3 Access

2000@ for POPE Access [S5L)
Expreszi® for IMAP Access
Expreszi@ for IMAP Access (S50
Expressi® for POPS Access
Express@ for POP3 Access [S5L)

Choose your email

application from

Mac Mail app@® for IMAP Accezs
Mac Mail, app® for IMAP Access (5500

* Mac Mail IMAP Mote: The "IMAP Path Prefix" needs to be set to IMBOH otherd
deleted, draft or sent mail on the server, click for moare info

ize Mail,app will not be able to stare

Manual Settings

Mail Server Username: .

Incoming Mail Server:

Incoming Mail Server

Outgoing Mail Server:

Outgoing Mail Server .

Supported Incoming Mail Protocols: POP3, POP3S [SSL/TLS), IMAP, IMAPS [(SSL/TLS)
Supported Dutgoing Mail Protocols: SMTP, SMTPS (SSLATLS)

[ Go Back ]

Haorme ® Tradermarks ® Help ® Docurnentation ®  Logout

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



Mail Client Configuration for

When accassing an emmail account through 5 deshiop email application suck a5 Qublock Express®, the email application will
require spacific Information sbout that email socount, Vou can ura the suto-configure options balow ¥o abtemot to
sutomatically configura pour emall aoplication. If the available options are not compatible with yeur application, yeu will need
o use the Manusl Selings information Yo configure the apolication.

MNoke: IMAP ermmail soccess coordinates bebweaen the rarver and pou mail application. Massages that have been readddeleted
Areplied-to will show a5 readideleted raplied-te both on the server and in the mail application. PORI doar rot coordinate with
the sarver. Mesrages marked a5 readideletedireplied-to in the mmail application will rot show a5 readideleted/raplicd-to on
the sarver. This means that future dowrloads of your inbox or other mailboxes with POF3 will show all messages as unread.

Please select an application:

Auto-Configure
Auto-Configure
Auto-Configure
Auto-Configure
Auto-Configure
Auto-Configure
Auto-Configure
Auto-Configure

Micrazoft Sutlook
Microzoft Sutlook
Micrasoft Outlook
Microsoft Qutlook
Microzoft Sutlook
Micrasoft Outlook
Micrasoft Outlook
Microsoft Qutlook

20008 for IMAP fAccess

2000@ for IMAP Access [SSL)
Z000@E for POP3 Access

2000@ for POPE Access [S5L)
Expreszi® for IMAP Access
Expreszi@ for IMAP Access (S50
Expressi® for POPS Access
Express@ for POP3 Access [S5L)

Auto-Configure Mac Mail, app® for IMAP Access
Auta-Configure Mac Mail, app® for IMAP Accesz (S5L)

* Mac Mail IMAP Mote: The "IMAP Path Prefix" needs to be set to INBCH otherwise Mail. app will not be able to store
deleted, draft or sent mail on the server, click for moare info

Manual Settings

Mail Server Username: .
Incoming Mail Server:
Incoming Mail Server
Outgoing Mail Server:
Outgoing Mail Server .
Supported Incoming Mail Protocols: POP3, POP3S [SSL/TLS), IMAP, IMAF
Supported Dutgoing Mail Protocols: SMTP, SMTPS (SSLATLS)

Your manual email
settings will be
here

[ Go Back ]

Horme = Cocurnentation =

Tradernarks ® Help =

Logout

Still need help?

If you need additional help — please look at the help section on the screen:

Manual Settings

Mail Server Username: .

Incoming Mail Server:

Incoming Mail Server

DOutgoing Mail Server:

Outgoing Mail Server .

Supported Incoming Mail Protocols: POPZ, POP3S (SSLITLE), IMAP, IMAPS [SSL/TLS)
Supported Dutgoing Mail Protocols: SMTR, SMTPS (SS5LITLS)

[ Go Back ]

Horme ® Tradermarks = fHezlp Logout

Crocurmentation

| —

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

HOME HELP  LOGOUT

I Accelerated

CPANEL 11

You are logged in as

Xkhorde L

Read Mail Using Horde Read Mail Using SquirrelMail Read Mail Using RoundCube
[ Enable Autoload ] [ Enable AutoLoad ] [ Enable AutoLoad ]

Change Your = 2
— Password >
Ghange , kg BUr®  BoxTrapper Ernsil Email Filterin
Password Op v ’ lient pp Delivery Route g

Home ® Trademarks ® Help ® Documentation ® Logout

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

Click Change

HomE HELLP  LOGOUT

‘Panel Accelerated

CPANEL 11

| Change Mail Account Settings

Changing password for support@livejourney.com.au

New Password: l ’ Generate Password

Password Strength:
|

C ] Type in your new
Very Weak (0/100) password
Password (Again): [ ’

Change

[ Go Back ]

Home ® Trademarks ® Help ® Documentation ® Logout




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.

Tools | Actions Funambal Help

Send/Receive

Instant Search

Address Book... Ctrl=5Shift=B

Organize

Rules and Alerts...

Mailbox Cleanup...

Empty "Deleted Items” Folder
Forms

Macro

Accpynt Settings...

Trust Center...

Customize...

Options...

3

3

2. Create a new account by clicking New.

m@
po ndl.co.uk

j Mews... ‘# Repair... fﬁ' Change...

E-mail |Eata Files | R55 Feeds | SharePaint Lists || Internet Calendars || Published Calendars | Address Books

7 Remove 4

Tvpe
POPRYSMTR (send From this account by default)

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



Add Mew E-mail Account El

Choose E-mail Service

(=) Microsoft Exchange, POP3, TMAP, or HTTP
Connect to an e-mail account at wour Internet service provider (ISP or your
organization’s Microsoft Exchange server.

) Other
Connect to a server type shown below,

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

Add New E-mail Account &|

Auto Account Setup

Manually configure server settings or additional zerver bypes

[ ek [ ez ] [ conel ]

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

Add New E-mail Account El

Choose E-mail Service

() Internet E-mail
Connect to your POP, IMAP, or HTTP server ta send and receive e-mail messages.

() Microsoft Exchange
Connect to Microsoft Exchange for access ko your e-mail, calendar, contacts, Faxes and voice mail.

) Other
Connect to a server bype shown below,

[ < Back ” Next > I[ Cancel

6. Internet E-mail settings window will open.



Add New E-mail Account

Internet E-mail Settings

Each of these settings are required to get vour e-mail account working,

User Information

our Mame: |‘r'|:|ur Marme |

E-mail Address: |email1@dumainname.mm |

Server Information

Sccount Type: |FOP3 [

Incoming mail server:

|mail.yu:uurdu:umainname.u:u:um |

Cukgoing mail server (SMTP: |mail.ynurdnmainname.cnm

Logon Information

ser Mame: |email1@dumainname.mm |

Password: |********* |

Remember password

Require logon using Secure Password Authentication (P&

Test Account Settings

after Filling out the information on this screen, we
recommend you test vour account by clicking the
button below, (Requires network connection)

[ Test Account Settings ... ]

O

Mare Settings ...

< Back, ” Mext = ][ Zancel ]

given at Client Webmail and password settings.

Remember password

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

Your Name is the name you would like to appear when people receive emails from you. The
following MUST be selected:

Require logon using Secure Password Authentication

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

8. That'sit !!!

Add New E-mail Account

Congratulations!

<sfully entered al the informatior

click Finish.

[aarew Emaitaccowne ]

required ko setup your

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



X

Account Settings

E-mail Accounts
You can add or remove an accounk, You can select an account and change its setkings,

E-rnail |Data Files | RS35 Feeds | SharePaint Lists | Internet Calendars | Published Calendars | address Books

o Mew... & Repair... %50 Change... @ Set as Default ¢ Remove 4

Mame Type

pop. landl.co.uk POPSMTP (send From this account by defaulk)
ernaill @domainnarne. cam POPISMTP

emailz@domainname. cam POPISMTP

Selected e-mail account delivers new e-mail messages ko the Following location:

Change Folder | Personal Folders' Inbox

in data file C:\Documents and Settingsiannal, . \MicrasofE Outlaak) Outlaok, pst

Close

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.

=N B R Untitled - Message (HTML) - = x
0 .
Message Insert Options Format Text 7]

2 BB @ 0 L9 &) ||| &

- |A™ a7||i= - 5=

Paste - |® U ”ab/ A | == 25| Address Check Attach Attach Business Calendar Signature Follow 3 Spelling
F = : Book Mames File Item Card ~ - Up~ -~
Clipboard ™= Basic Text Mames Include Options ™ || Proofing
(v |

(o)
Cee

E Account ',:1 Subject:

-
w 1 pop.landl.co.uk

Send ‘

4 emaill @domainname.com

5 email2@domainname.com

5]




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.

HOME HELP LoGOUT
You are logged in as anna@wellsites.com.au

PLhhorde @St g

Read Mail Using Horde Read Mail Using Squirreliail Read Mail Using RoundCube
[ Enable AutoLoad ] [ Enable autoLoad ] [ Enable AutoLoad ]

gﬂ o , ™~ |
Change Farwarding Auto Configure Ernail

Passwaord Options Responders  Mail Client BoxTrapper Delivery Route Email Filtering

Home | Tademarks | Help | Documentation

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

HOME HELP LosOuT
Q ' Q
4 Forwarders

Eﬂ Wideo Tutarial |

Email Account Forwarders
Forwarders allfow you to send a copy of all mail from one email addvess to another, For example, i you have two different

emall sccounts fos@domaln.com and joseph@dornain.corn, pou could forward joe@domain.com fo joseph@domain.com so
you do not need to checl both accounts, Mote that the mall for a forwarded email address will still be delivered to that

Fddvess a5 well,

ADDRESS ForwaRD TO FuncTIONS

emaiH@mydomain_Com to emai|@|oca|pc_com Trace Delete

&dd Forwarder

Home | Trademarks | Help | Documentation




