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Manxnet E-Biz Support

Mail Admin

This document is designed as a guide to show you the available features that you can use to customise
your email accounts using Manxnet E-Biz.

To log in to your email Control Panel you should go to http://www.mydomain.com/mailadmin (replacing
mydomain.com with your domain). This will take you to this screen:

™
VA

Please enter vour email address and password to logon.

Erterprise A

[

Enter the email address and password that was sent to you when your hosting account was activated
and click ‘Log In’

A =4 e LEm we | e -

| welcome I
WMessaging Manager Wwelcome to MallEnable web administration. Please make a select from the menu to the left in order to modify vour post office details.

@ Home-manxebiz. com
ﬁs Mailhoxes

- gpsoss

By Lists

] Directory
Damains

# Heln

o Lo OFF

MailEnable web administration allows you ta manage the mailboxes defined under this postoffice. Typically each mail user has a mailbox to which
their mail is placed when it is is received by MailEnable.

Wou can manage groups through MailEnable Web Administration. Groups allow you to define a number of mail addresses represented by a single
e-mail address. When someone sends mail to this address, the e-mail will go to all members of the group.

‘fou can manage mailing lists that are defined under this pastaffice. Mailing lists behawve much like groups, except they provide more control over
authoring and publishing.

‘fou can register domains under the postaffice. When domains are registered For the postaffice, you can assign mail addresses to wour user's
mailbozxes, lists and groups.

B Pl %

This is the welcome screen once you have logged in, along the left hand side of the page in the
Messaging Manager menu there is a number of links that you can use to customise your email. As with
our other E-Biz support pages we will go through each menu and detail the options that are available to
you.
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Mailboxes

 Users I

Mail administrators can define mail system users, Users are associated with a mailbox and mail addresses,

WMessaging Manager The Following users have been defined For manxebiz, com, To search this list, please specify a search string and press the search button,

¢ Home-manxebiz.com

Search

ﬁm Search String: Maximum Records ko Display: 10 v:
; t Groups
] Lists
m Director ¥ou are able to configure & maximum of 50 mailboxes,
3 Domains Login/Username Privileges Action
Hel
¢4 tel £, postmaster@marebiz.com ADMIN Edit

Lo OFF

. test@manxzebiz.com USER

Using this menu you can add/remove/edit email addresses on your hosting account. To add a mail
account click the button ‘Add New’. To ensure that this procedure works you should have pop-ups
enabled on your Internet browser.

E #] MailEnable - Mailbox Creation Wizard -- Weh Page Dialog E]
HiMailbox Creation Wizard (Step 1)

14| Login: | @manxebiz.com
Password:

;|| Rights: USER 2
Status: Enabled

i Display Mame:
Entry Type: Global - Yisible bo All Senders V:

L [ creats Maibox

Unlimited
Quata: @) Limited by kilobykes
200000 KE

[ redirect mail to:

btz funr manxebiz . com/meadminfbase/enterprise/lang, |4 Internet

The different fields in the Mail Creation Wizard are as follows:

Login — Enter the username of the email address that you wish to create, please note that you do not
need to enter the domain of your hosting account so if you want to create sales@mydomain.com you
should just enter ‘sales.’

Password — Enter the password you require for this email address.

Rights — Select either ‘USER’ or ‘ADMIN’, an admin account will allow the user access to the Mail
Control Panel and a user account will only have access to their own mail account.

Display Name — The Display Name is the name that will be displayed when this account sends an
email.

Entry Type — There are two options for the Entry Type; ‘Global’ and ‘Private’. Global addresses can
send mail to and receive mail from anywhere; Private addresses are internal addresses only.

Create Mailbox — This must be ticked for your mailbox to work correctly.

Quota — The quota for your mailbox is defined by the email server.

Redirect Mail To — By ticking this box and entering an email address you can automatically forward any
emails received to another email address.

When you have entered all the relevant details, click ‘Next.’
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{&] MailEnable User Add -- Web Page Dialog

7 Mailbox Creation Wizard (Step 2 of 2)

! ddress Maps need to be added to mailboxes so that the mall system connectars can rouke mail to
hie mailbox:, The Following addresses have been automatically generated For this mailbox (using the
ailbor: Mame).

" Mailbox Addresses {Address Maps)

[SMTP:supporttest@manxebiz. com]

http: { fvwww.manzebiz. comimeadmin/base/enterprise/lang, # Internet

The next screen shows the Address Maps which route your email to your mailbox. This is defined by the
server.

Click finish and this will create the mailbox.

Groups

Groups I
The following lists contains all the SMTP Domains that have are available For use by the company or arganisation vou have authenticated as. To search this list, please

WMessaging Manager specify a search string and press the search buttan,

!@ Home-man:ebiz. com

Search

!ﬁ Meilbores Search String: Maximum Records ko Display: 10 v:

g

i m _Lists

m Directory Group Name Address Action
Dornaing There are no groups defined for this account.

4 e

e Lon

The Groups feature allows you to have a single email address that will forward messages to a number
of people in that group. For example, if you have a sales team you could create a group called ‘Sales’
and have the email addresses of all your sales team in that group. People could then send an email to
sales@yourdomain.com (replacing yourdomain.com with your own domain) and this will be forwarded to
all the members of that group.

To create your group click ‘Add New’
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1ps €] MailEnable - Group Details -- Web Page Dialog @
lofPlease Edit the Details For the Mailing Group. 3
sp)

Group Mame: | Sales
15 Status: [lEnabled

‘ou will be able to add members ko this group once it has been added,

-

M| &n address will be allocated to the group For each of the domains registered under this postoffice,

http: {fvaww. manxebiz . com/meadminfbase/enterprise lang, 4 Internet

You will be shown this wizard to create your group. Enter the Group Name which will also be the email
address of your group, we’ll call this one ‘Sales’ and tick the box to enable this group. When you are
done, click ‘Add.’

£

— - — — - o

Groups I
The Following lists contains all the SMTP Domains that have are available For use by the company or organisation you have authenticated as, To search this list, please

Wiessaging Manager specify a search string and press the search button,

¢ Home-manxebiz. com
. Search
5 Maiboees Search String: Macximum Records ta Display: 10 v:
% Groups
m Lists
m Directary Group Name Address Action
& Domains Q Sales [5F:manxebiz, com/Sales]

- 4y Help

o Lom OFF

Your group is now listed here, click ‘Edit’ to add members to your group and the addresses that
customers contact to send to this group.

wyy

: ] MailEnable - Group Details -- Web Page Dialog @

1o Please Edit the Details for the Mailing Group. v

Group Mame: ||Sales

Status: Enabled

Members:
Add Member
N Delete Member

sle

Addresses: .
[SMTP: Sales@maniebiz.cam] add Address
Delete Address

http: { v manxebiz . com/meadminfbase/enterpriseflang, & Internet

Click ‘Add Member’ to add email recipients to the group.
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] MailEnable -- Web Page Dialog

2B

N

|

=
=4
=3

Address Type:

Address Details:

SMTP address:  |jbloggs@manixebiz. com

p|Erter your group member address below, You can select either an internal mailbox address, or enter
5N SMTP address.

SMTP Change Address Type

hittp: f v, manzebiz. comfmeadminjbase /enterpriseflang, |4 Internet
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You can select an internal mail address or SMTP address to send to mails outside your domain. Repeat

this for everyone that you want in the group. When you are done, click ‘Add’. Then click ‘Add Address’
to add external addresses for the group.

]

I

5P

4l

N

sle

&] MailEnable -- Web Page Dialog

&

Address Type:

Address Details:

SMTP Address:

Flease edit the e-mail address. You must specify an SMTP address.

i@ | marxebiz.com

hittp: ffvwvns, manzebiz. comimeadmin/base/enterpriseflang, | 4 Internet

In the SMTP Address field add the email address that customers contact to reach your group. You can
have more than one address here and the addresses don’t have to be addresses that you have created

using your email address quota.

p: €] MailEnable - Group Details -- Web Page Dialog @
1o Please Edit the Details for the Mailing Group. v
sp)
Group Mame: ||Sales
Status: Enabled
1
Members:
[SMTP: jbloggs@manxebiz. com]
[SMTP: another@manzebiz, com] St erhay
SN [SMTP:jsmith@manxebiz.com] Delete Member
sle
Addresses: -
[SMTP; sales@manxebiz, com]
[SMTP:info@manxebiz, com] fadSddices
[SMTP:enquiries@manxebiz, com]
http: {fvaww. manxebiz . com/meadminfbase/enterprise lang, 4 Internet
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Any mails sent to the addresses in the lower ‘Address’ field will be forwarded to the inboxes of the; '
‘Members’ field.

 ists |

Mailing lists are used o create a maik-based forum where messages addressed to the list are published to its members, To search this list, please specify a search

Wessaging Manager skring and press the search button.

o Home-manxebiz.com

Search

Search String: Maximum Records to Display: 10 |»

Mailboxes
Q Groups

H m Direckor ‘¥ou are able to configure a maximum of 10 lists,

Domains
4 Helo
gL OFF

Name Description Type Action
There are no lists defined for this account,

The lists function allows you to create mailing lists for sending information to regular contacts both
internally and externally.

To create a mailing list click ‘Add New.’

] MailEnable [List Detail: ] -- Web Page Dialog
Flease configure the general details for the mail list.

List Mame: |

Descripkion: New Lisk

Lisk Type: Unmoderated List v:
Moderator:
Defaulk external address:
Skatus: Mailing List Enabled

‘¥ou will be able to add members to this list once it has been created,

An address will be allocated to the list For each of the domains registered under this postoffice,

hito: i fuwi.manxebiz. camimeadminibaselenterorisellanalENiLis | 88 Internst

The fields that the wizard requires are as follows:

List name — This is the name of the list that you are creating e.g. Customers.

Description — You can enter further details in the description field e.g. ‘Customers requiring further
information.’

List Type — Moderated list or Un-moderated list (only the specified moderator can edit the list).
Moderator — Enter the email address of the specified moderator here — this address must be on your
domain.

Default External Address — Enter the email address that your customers use to add to the mailing list.
Status — You can create a list without making it active by leaving the status box blank.
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 ists |
Messaging Managet

@ Home-manxebiz. com
- @ Mailboxes

- Groups

] Lists

m Directory
Damains

g Heb

e Lo OFF

Search String:

Name

= info

Vou are able to configure a maximum of 10 lists,

Mailing lists are used ta create a mail-based forum where messages addressed to the list are published to its members. To search this list, please specify a search
skring and press the search button.

Search

Maximumn Records to Display: 10 v:

Search..

Description Type Action

Modzrated

Custorner infarmation

When you click ‘Add’ the list you have created will appear and then you can edit the list properties or

remove the list if it is unwanted.

¢ 2] MailEnable [List Detail: Customers] -- Web Page Dialog

2Jed

| Annotations | Advancadl

“IPlease configure the general details For the mail list,

Lisk Name: Customers

Description: Customers requiring further information
) |List Type: Moderated List

Moderator: [SMTP: postmaster@manxebiz, com]

#|| pefault external [SMTP: postmaster@manxebiz, com]

address:

|l status: [#IMalling List Enabled

u
Members: [SMTP:webmaster@man. net]

[SMTP:products@manx-telecam. cam]

PLEmEliD [SMTP:Customers@manebiz.com]
external
addresses:

httn: fivww. manzebiz, comimeadminibase/enterpriseflar |4 Internet

<

Edit Member
Delete Member

Add Address

When you click edit a new window opens, there are three tabs at the top of this window. The General
tab is shown above and you can change all of the details that you entered in the creation wizard and

add members to the list.
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@ MailEnable [List Detail: Customers] -- Web Page Dialog

iﬁéﬁgréE | Annotations | Advancedl

“IPlease configure the general details for the mail list,

[CJenabled

List Header:

[JEnabled

List Footer:

hitp: /i manzebiz, comimeadmin/basefenterpriseflar | 4 Internet

The Annotations tab allows you to add Headers and Footers to your list.

&1 MailEnable [List Detail: Customers] -- Web Page Dialog

EgéHEFEE | Annaotations \ Advancedl

HPlease configure the advanced details for the mail list,

i O tinyone can post to this list
. L ® Only Subscribers can post ko this list
Posting Permissions:

(4] Posting ko this lisk requites a passward

Password:

(&) Subscribers reply to the list
Relay Options: 3 Subscribers reply to the poster's address
) Subscribers reply to the moderator's address

AT

. . ® Anyone can subscribe ta this list via e-mail
Subscription Permissions:

(O E-Mail subscriptions are not permitted For this lisk

® Subject is prefixed with the name of the list

O Subject is not altered

(& Subject should have the follawing prefiz
Subject:

List Subject Prefix:

Cther: [C]Enable List Help

hittp: | vy, manxebiz, comimeadmin/base/enterpriseflar |4 Internet

The Advanced allows you to change a number of features on your list:

Posting Permissions — This allows you to manage who can post to your list.

Relay Options — This field defines where replies to your list are delivered, either to the list, to the
posters email address or to the moderators email address.

Subscription Permissions — You can manage how people subscribe to your list from here.

List Subject Prefix — You can modify the Subject Line of your mailing list here.

Other - You can enable List Help from here.

Directory

This feature is not applicable.
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" s s
Domains I

The Following lists contains all the SMTP Domains that have are available For use by the company or organisation you have authenticated as. To search this list, please

WMessaging Manager specify a search string and press the search button,

«fp Home-manxebiz.com Search
: Mailbaes Search String: Maximum Records ko Display: 10 |w»
; Q Groups

] Directory Status Domain Name Redirection Status Action

‘- g3 _Domains marxebiz.com = (Local)

. He
L LoD OFF

The Domains feature is a non-user changeable feature.

Help

The Help link takes you to the Support section of the Manxnet website. CHECK WITH SHILL THAT
THIS GETS CHANGED OVER. NEED MANXNET PAGE ID OFF IQ.

Log Off

This link logs you out of the mail administration program.
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