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Webmail

Introduction

Webmalil is a powerful tool that allows you to securely read and send e-mail

from any PC connected to the internet. It0 & program that you access like a
webpage so i t@si ck and simple to use and you
anything.

Getting started

1. To get started you first need to open a browser widow and go to
ukmailexchange.comé $ogin page. To do this, enter the web address
fwww.ukmailexchange.com/ | ogi no i n to your addr

2. Now enter your username (which is your mailbox e-mail address) and
password in to the appropriate text box. If you are unsure what they are
you can find then on your invoice or by logging on to your control
panel.

Search

3. Sel ect i Re admainldo semd el :iifeydu afe orga n . Not e
private PC you may want to s e | eRcetmefinb e r me on this PC
your password will be stored by downloading a cookie (file) to your PC.
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4. You should now be logged in and the webmail screen should be
displayed.

Search

Deleted Items )

#) Deleted Items
Drafts

@

Compose

Reading and sending e-mail

1. Your inbox is the default page this is where your e-mails will arrive you

can also open your inbox using the menu on the right.

~<+—— Reading Pane

2. To read an e-mail simply click on it with your mouse once to open in
the reading pain. To open the emails in a larger window double click
the email.

3. You can also delete unwanted mail by clicking on the email and
dragging it to deleted items or search for an e-mail using keywords or
phases.

4. To send a message select AComposeo
page.
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Account Usage

B s rge.con -

Folders Compose
EE=Y ﬁnbox.mm = Send & Cancel o SaveasDraft @ Attachments {3 Message Options
Tnboy
& CM;_E From: tom@test.com %
To..:

#) Deleted Items :]J cZ 5

@ rafis 0 Bec..:

?d Sent Items Subject:

{3 calendar Attachments..:

) Tasks
53 Compose
2y Manage Folders
&3 Shares

5. You will then be able to add all required information e.g. To, Subject,
message etc. You can also add attachments and set the e-mails
priority.

6. When you are happy click send, a copy will be saved in your sent items
folder which can be found in the menu on the right.

Advanced tools

1. Webmail is not just about sending e-mail you can also use it to help
stay organi Calahdanwi ttto ot hevhii c hinthealeft be f our

hand menu.
Account Usage
| I
Nnh;/((rmqegm T
Calendar | Manage Calendar
Bl swieyows Bl Day Week Month Year

Sunday, 27 January 2008

2. 0O0ne of your most useful advanced featul
can be found in the top menu and allows you to save your contacts so
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you can quickly send an e-mail to a friend or business colleague
without carrying around their details.

3. Options: The options tool allows you to customise webmail to your
own specifications.

a) Login; you can change your password to anything you want.

This screen allows you to change your password. To change your password, please enter your current password, new
password and a confirmation of your new password.

New Password:

i Confirm New Password:
{23 My Directory Entry

{2 Settings

b) Mailbox Redirection; redirect your mail to another mailbox
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This page allows you to specify an SMTP address where your messages should be forwarded to.

7] Keep a copy in mailbox.

22 My Drectory Entry
2D settings

e ]

c) Auto Response; If you are going away on holiday set an auto
response to let people trying to contact you know.

This page allows you to specify and le/di a that is i to those sending messages to
this mailbox.

Auto Response Enabled

Subject:

Message Contents:

d) Spam; if you are receiving a lot of spam email you can change your
settings here. If you still receive a lot of spam please contact us.
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Account Usage
|
mail ;/é\onge.com 6KB of 250MB

Options Spam Rules
= Email - Optons

When messages are defivered to your Maibox, they may be assigned a value to indicate the likelyhood of the message being Spam. These

O Logn messages are ranked according to rules defined by the mad server administrator.
O POP Retrieval
{2 Maibox Redrection You can configure actions that can be taken when a message is delivered to your mailbox with the dassifications outlined in the following table.
2 Auto Response
{3 Filtering Spam Filtering =]
10 shares
{5 Spam Rules [¥] Enable Maibox Spam Filtering
O whitelist Spam Filtering Policy |Action to Perform
{3 My Directory Entry ‘Low Risk' Spam Messages:
Messages that have some characteristics of
) Settings Spam. Action: No Action v

Typically, these are Messages that fail at least
one Spam test.

‘Moderate Risk’ Spam Messages: > =
Messages that are likely to be Spam. Action: Move Message to Junk Mail Folder

Typically, these are messages that significantly
fail Spam tests.

'High Risk' Spam Messages: S i
[Messages that are very ikely to be Spam. Action: Move Message to Junk Mail Folder -

Typically, these are messages that severely fal
Spam tests.

o]

e) Settings;

I. Set your friendly name this will replace the e-mail address as the
A Fr o mo wheaemaailing.

II. Signature; set a default signature to go on the bottom of each e-
mail you send.

Logging out

1. When your finish click log out from the top menu and your session will
be terminated, you will then return to the ukmailexchange.com main
site.

support@ukmailexchange.com 6 of 7



