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This tutorial explains how to manage the e-mail accounts on your domain.
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1. Signhing into the Mail Administrator Tool

Our mail administration tool is web-based and can be used by going to http://mailadmin.phdcomputing.net/.

When you connect to the tool, you will be presented with alogin page like the one below.

Note

It is recommended that you use an external browser such as Internet Explorer, Safari, or FireFox.
Built-in browserslike AOL's internal browser may have problems.

‘ﬁ,

¥ QmailAdmin - Mozilla Firefox
File  Edit “iew Go Bookmarkz Toolz Help
<:E| - E:} - @ O "a} B - ||_| http: //mailadmin. phdoomputing. netcgi-bindgmailadmin j I@,
| | Bmailddmin | 5
wrsssssseMAIL @administration
User Account Ipustmaster
Domain Name [dacdemo.com
Fassword
.|
qmailadmin 1.0.6
vpopmail 5.2.1
| [one | 4 ) Adblack L

At this page, you need to enter the information for the administrative account for the domain (your postmaster
password). The User Account should be "postmaster” and the domain should be the domain you are the
administrator of. Once you enter in the needed information in all three boxes, you will be at the main menu.



http://mailadmin.phdcomputing.net/
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2. Navigating around the Mail Administration
Tool

2.1. The Main Menu

The Main Menu isthe first section of the Mail Administration Tool you will see after logging in. It linksto all
of the functions that can be performed. To access afunction, simply click on the link in the menu.

¥) DmailAdmin - Mozilla Firefox
File Edit “iew Go Bookmarkz Toolz Help

<:3| - |-|> - @ "af B - II_i http:;";"mailadmin.phdcumputing.net;"u:gi-tuina’qmailadmina"u:Dmfshuwmenu?usempustmasj I@,

| | @mailddmin | =

A64TAB49505 625354

mail admnmstration

docdemo com
BMain Menu
Email Accounis
Aliases Forwards
Mail Robots
Mailing Lists

Quick Links
- New Email Accounts
New Aliases

New Forwards

New Mail Robot
Tew Mailing List

Refresh Menu
Log Out

Daone |1 Tk adblock 2




Managing Y our E-Mail Domain

3. Managing E-Mail Accounts

3.1. Creating a New E-mail Account

The quickest way to create a new e-mail account is by clicking on the New Email Accountslink. Thiswill bring

you to the screen seen below.

%}ﬂmailﬁdmin - Mozilla Firefox
File  Edit “iew Go Bookmarks Taoolz  Help

<:3| - ED’ - @ ﬁ\ B - I,_, http:.f'.f'mailadmin.phdu:u:umputing.net.f'u:gi-|:|in.fqmailadmin.-’u:u:uma’adduser?user=p03tmasterj I@,

| | QmailAdmin |

Add Email account

Email Account Clarence

Password

Password (again):

(@docdemo. com

Real name Clarence

List name

Subscribe the new user to the following mailing lists
Subscrbe user

Add

[ Main Menu ]

| Done

|« v | Adblack g

Once the Add Email account window is up, you need to specify what you want before the @ sign, and type the
password for the account twice. The Real Name is not used by anything, but can be handy when trying to figure

out e-mail accountsfrom alist.

When you have filled out the form, click Add to create the e-mail account. Once you click Add, the account will
be ready for use immediately and will begin to receive e-mail.

After the account is added, you will be put in the main E-Mail Accounts area. That areais described in the next

section.
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3.2. Working with Existing E-Mail Accounts

To see dl the accounts you have on your domain, click on Email Accounts at the Main Menu. Y ou will be
presented with alist of all the accounts on your domain. The screen will be similar to the one shown below.

) QmailAdmin - Mozilla Firefox

Fil=  Edit “iew Go Bookmarkz Toolz Help

<}3| = L—@I *’;7,} B - I,_, http:f'f'mailadmin.phdcumputing.netf'cgi-tuin.»'qmailadmin.-"u:u:umf’shuwusers?user=pustmasj I@,

| | OmailAdmin | |

Email Accounts (docderno.com)
Total Moderators: 4/11

CatchAll: Bounced

Ewail Account Comment er  Aveowt  Account

acyamarmotolko acvamatmotoko Q 0 Q

chloe chloe 0 0 Q

fred fred Q Q Q

postmaster Postraster Q 0 Q
Index:

Go user |

[ Set catchall email deleted | Set catchall hounced | Set remoie catch all account |

[ Create Email Account | Main hMenu ]

| http: //mailadmin. phdoomputing. net/ cgi-bindgmailadmindcom/moduser Yuzer=poztmazterkdom=docdemno. comtime=11002330054&mo. .. |4 LT | Adblock i

All the main account functions can be accessed through this page. Simply click on the button for the function
you want.

Note
Postmaster cannot be deleted because it is the administrative account for the domain

3.3. Changing the Details of an Existing Account

When you click on the modify button at the E-Mail Accounts page, you will see a screen like the one below.
This screen will let you configure special settings for an account and also change the password.
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) OmailAdmin - Mozilla Firefox

File Edit “iew Go Bookmarks Toole Help

<:EI - E’l_} - @ @ B - I,_, http:f'f'mailadmin.phdcumputing.netf'cgi-|:|in.»'qmailadmin.-"u:u:umf"muduser?user=pustmastmj I@,

|| OmailAdmin | |

Modify User: chloe@docdemo.com

Hew Password

Password (again):

Eeal name chloe
Dhzable ForwardsVacation ol
Enable Forward [
Forward Emait To: |

Enable Save Copy and Forward [

Enable Vacation [

Wacation Subject: |

Wacation Message:

bodify Lser |

[ Main Menu ]

| Dare |¢ N | adolack 2

To change the account password, just enter the new password twice in the form and click on Modify User.

Thisinterface will also let you forward an e-mail account to another address or set up a vacation
auto-responder.

Note
Please don't use the e-mail account configuration to set up general forwarding. Thereis a special
section for forwarding addresses, and you won't have to worry about it occupying a paid account.

To enable aforward, just switch the radio button from the disabled setting to Enable Forward. An additional
bonusis the Save Copy and Forward option. If you have a device like a Blackberry, or just want to monitor
your mailbox while still keeping the messages in the box for later use, this option isfor you. Just check the box
and the system will keep the message in the mailbox while forwarding a copy to the forward address.




Managing Y our E-Mail Domain

4. Managing Aliases and Forwards

Aliases and forwards both share the ability to make an e-mail address at your domain go to another address. In
fact, they are practically the same. The only difference is what kind of forwarding they do. Aliases will alow
you to forward the address to another account on your domain, while aforward will let you send to any e-mail
address, including outside addresses. Aliases are faster because they stay in the system, so it is recommended
you use aliases if you are only going to forward an e-mail address to another address on your domain. What you
choose to add depends on where you want the forwarded mail to go.

4.1. Creating a New Alias

The quickest way to create anew aliasis by clicking on the New Aliases link. Thiswill bring you to the screen

seen below.

@ﬂmailﬁdmin - Mozilla Firefox

File  Edit “iew Go Bookmarks Taoolz  Help

<:3 ~ B>~ @ @ B - I,_, http:.f'.f'mailadmin.phdu:u:umputing.net.f'u:gi-|:|in.fqmailadmin.-’u:u:uma’adddutqmail?atype=alia$&j |Q,,

| | QmailAdmin |

Add New Alas

Email Account
Alas
Acdd

chloe

=

sales

i@docdeme. com

[ Main Menu ]

| Done

|« v | Adblack 4

Once the Add Aliases window is up, you will need to specify what local account you want the aias to send mall
to, and what the e-mail address of the alias will be. Y ou will only need to type what isin front of the @ sign.
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When you have filled out the form, click Add to create the alias.

After the aliasis added, you will see a message at the top of a new screen that tells you of the success. It will
look similar to the screen shown below. This screen is also the main Aliases and Forwards screen.
E—?_.} Amailddmin - Mozilla Firefox

File Edit “iew Go Bookmarks Toole Help

<‘,E| - B - @ ‘a} E - ||_| http: //mailadmin. phdcamputing. netcgi-bindgmailadmindcomd adddatgriailnoe j I@,
| QmailAdmin |

Alias for Email Account added successfully alias sales chloe

Forward Accounts /Alias Accounts

Forward/Alias

Email Account Modify Delete
jatice metoko@phdeomputing net 0 0
sales chloe o 0

[ Eefresh Page | Mext Page |

[ Add Mew Forward | Add New Alias | Main Menu |

| Done

|« v | Adblock

4.2. Creating a New Forward

The quickest way to create a new forward is by clicking on the New Forwards link. Thiswill bring you to the
screen seen below.
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D OmailAdmin - Mozilla Firefox

File Edit “iew Go Bookmarks Toole Help

<:-EI - B - @ @ B - I,_, http:f'f'mailadmin.phdcumputing.netf'cgi-|:|in.»'qmailadmin.-"u:u:umf"adddutqmail?atype=fnrwaj I@,

|| OmailAdmin | |

Add Forward Account:

Forward Email Address: |joseph{@mail com

Local Name: marketing @docdemo.com
Add |

Forward Email Address should be of the form: userf@domain.com.
Local Mame should be of the form: popaccount

for example:

Forward: joe(@dorain. con

Local Mame: sales

All ezl sent to sales will be forwarded to joe(@dorain. com

[ Main Menu ]

| Dare |¢ v | adolack 2

Once the Add Aliases window is up, you will need to specify what e-mail address you want the forward to send
mail to, and what the e-mail address of the forward will be. Y ou will only need to type what isin front of the @
sign for the forward address.

When you have filled out the form, click Add to create the forward.

After the forward is added, you will see amessage at the top of a new screen that tells you of the success. It will
look similar to the screen shown below. This screen is also the main Aliases and Forwards screen.

4.3. Working with Existing Aliases and Forwards

To seedll the aliases and forwards you have on your domain, click on Aliases Forwards at the Main Menu. Y ou
will be presented with alist of all the accounts on your domain. The screen will be similar to the one shown
below.
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D OmailAdmin - Mozilla Firefox
File Edit “iew Go Bookmarks Toole Help

Qil - EL\) - @ ':) @ E» - ||_| http:f'f'mailadmin.phdcumputing.netf'cgi-|:|in.»'qmailadmin.-"u:u:umf"shuwforwards?user=postnj I@,
| x

Forward Accounts /Alias Accounts

| | Bmailddmin

Forward/Alias Email Account Modify Delete
jatice metokoe@phdeomputing net @ @
sales chloe @ o

[ Eefiesh Page | Mext Page ]

[ Add New Forward | Add New Alias | Main Menu ]

v | Adblack

| Done

In this screen you will be able to see your existing aliases and forwards as well as change their setup or delete
them altogether. Y ou can have more than one e-mail account being forwarded to, and if that is the case, you will

see multiple entriesin the Email Account section.

To change the account being forwarded to, or to add additional accounts, smply click Modify.

When you get to the modify section, you will see something like the screen below.

10
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D OmailAdmin - Mozilla Firefox

File Edit “iew Go Bookmarks Toole Help

Qil - E:> - @ [:) @ B - ||_| http:f'f'mailadmin.phdcumputing.netf'cgi-|:|in.»'qmailadmin.-"u:u:umf"muddutqmail?user=pnstmej I@,

|| OmailAdmin | |
Name Contents Delete
janice
maoteko@phdoomputing net o
Add Email account I aoyamamotoka j ﬂl

Add Email Address I Al

[ Aliases Forwards ][ Main hMenu ]

[ Done |« v | Adblock g

Asyou can see, you can add an alias or aforward to any existing alias or forward. Y ou can also delete existing
entriesin this dialog. Remember to use the an alias when forwarding to an e-mail account on the same domain.
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5. Exiting the Mail Administration Tool

Once you are done with your domain setup, you can go to the main menu and click on Log Out to end your
editing session. It is recommended you either use the Log Out option or close your browser to end your session.
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