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Objective

e Understand how to change password at NEW WebMail Interface
e Understand how to set up email account in Outlook
e Understand how to check/send email, set auto reply, set forwarding through NEW WebMail interface

How to apply procedure

Check list

1. Preventing unauthorized user, by changing to new password
2. Chang set up new username and password into MS. Outlook

1. Preventing unauthorized user, by changing to new password

Steps:
You must log in and be authenticated in order to use the Web Mail
Logging in

1. Open Internet Explorer

2. Enter address bar as below details. When the log in dialog appears, you can log in to the advanced
Web Client (recommended).
Enter : http://mail.phuketemail.com

3. You will be prompt for username and password.

Example

User Name : example@phuketemail.com

Email address : example@phuketemail.com

Enter username : example@phuketemail.com (same as email address)

Enter Default password : 123456 (You can change Password the first login)
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VMware Zimbra web client

FEL R example@phuketemail com

B Remember me

Version: QESEULS Al What's This?

Go offline with Zimbra Desktop. Learn more

4. Click “Log In” button.
5. After you login with default password (123456), then system will force you to change to new secret

password. By type secret password at New password box and retype new password at Confirm box.

Note : please remember this new password, will be asked you have to put in MS Outlook for next step
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VMware Zimbra Admin Console

WELTGETNES cample@phuketemail com

6. Click “Sign-in” button or Click Enter. You will be shown up you inbox mail.

7. To prevent others from logging in to your email account, you should always use the Log Out
link, located in the upper right of the Web Mail page to close your session.
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END Step 1
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2. Set up email account at MS. Outlook

Steps:

1. Open Microsoft Outlook

2. On the Tools menu, click Email Accounts or Account Settings
2.1 Select View or change existing email accounts then click Next.
2.2 Select your email account then click Change button.

3. Change the information as below details ( Your mail )

Example : User Name : example@phuketemail.com
Email address : example@phuketemail.com

3.1 Enter new E-Mail Address = example@phuketemail.com,
3.2 Enter new Password - (your secret password that you changed at new WebMail)
3.3 Click Manually configure server settings or additional server types.

Add New E-mail Account [

Auto Account Setup

Email Example

example @phuketemail. com

EEEEEEEE

[V Manually configure server settings or additional server types

[ < Badk ][ Mext = ][ Cancel ]
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3.4 Click Next

3.5 Setup information as below server type details

Server Type : POP3
Incoming mail server : mail.phuketemail.com
Outgoing mail server : mail.phuketemail.com

3.6 Click More Settings

-

Add Mew E-mail Account ﬁ

Internet E-mail Settings
Each of these settings are required to get your e-mail account working.

User Information Test Account Settings
Your Mame: Email Example After filing out the information on this screen, we
recommend you test your account by dicking the
E-mail Address: example @phuketemail, com button below. (Requires network connection)
Server Information
I Test Account Settings ... ]
Account Type: FOF3 El
Incoming mail server: mail. phuketemail.com

Outgoing mail server (SMTP): mail. phuketemail.com

Logon Information
User Mame: example @phuketemail. com
Password: FEEEEEEE

[¥] remember password

[T|Require logon using Secure Password Authentication (SPA) More Settings ...

< Back ][ Mext = ][ Cancel ]
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3.6 Setup page Outgoing server

r - F '
Internet E-mail Settings ﬁ
General | Outgoing Server |Cnnnection I Aduanced|

[] My outgoing server (SMTF) requires authentication

(71 Use same settings as my incoming mail server
i Log on using

|| Lser Marme

Remember password
Require Secure Password Authentication [SPA)

@ Log on to incoming mail server before sending mail

[ Ok ][ Cancel ]j

3.7 Setup page Advanced
3.8 Click OK
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IrIrll’tlernlzet E-mail Settings . ﬁ-‘
| General | Outgoing Server I Connection | Advanced

Server Port Mumbers -

Incoming server (POP3): 110 Ise Defaults

[] This server requires an encrypted connection (S5L)

Outgoing server (SMTP): 25 i

Lise the following type of encrypted connection: | Mone |E|
Server Timeouts —
Short J Long 10 minutes
i | Delivery -

[¥]Leave & copy of messages on the server
[¥|Remove from server after  1p |2 | days

[|Remove from server when deleted from 'Deleted Items'

Ok H Cancel ]j
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-

Add New E-mail Account

-

| L

Congratulations!

‘fou have successfully entered all the information required to setup your
account.

To dose the wizard, dick Finish.

3.9 Atter filling out the information we recommend you test your account by clicking the button, Test
Account Setting. If all tests completed successfully you will see all green tick as below.
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Test Account Settings

Congratulations! All tests completed successfully. Click Close to continue,

L
B
L=

Cloze

Tasks | Errors |

Tasks Status
\/Lcug onto incoming mail server (POP3) Completed
\/Send test e-mail message Completed

3.10 Click Next and Finish

END Step 2
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2. Using the Web Mail

Getting Started to New WebMail
Your Web Mail mailbox combines email, calendar and address book tools under one easy log in.

When you log into the advanced Web Mail you see a full window view similar to the one shown below. The view
changes with the different application that you are using. This view is the Mail view.

—~ < W - - - . o 5 |

&;w\ 'Z tttp://mail phuketemail.com /%4 P + & X | 52 Zimbras nbox 1) X

Search area including

File Edit View Favorites Tools Help

) Advanced Search
% £
ZIMBRA = - Search

Address Book Calzndar Tasks Preferences

| 4 New Message Reply || Reply to All | Forward | | Delete || Spam = || #F~| |Adions » Read More || B View ~
¥V Folders Sorted byDate T 1 conversation
e =\ - .
| mbox (1) @ Microsoft Office Ovtiook 5:29PM To view a conversatian, click on i

B2 sent Microsoft Office Outlook Test Message - This is a0 e-mail nessae sent a. I

EZ orans

3 Junk

7 Trash Content Pane

Find Shares...

| Searches
| Tags
> Zimlets

Mini-calendar

H o4 March 2013 b

10 LL 12 15 14 15 18
17 18 19 20 21 22 B3
24 25 26 271 B 29 30
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3. Setting your preferences

Your default user preferences are configured when your account is created. These options define how your mailbox,
address books, and calendar applications work. You change these settings from the Preference Tab. When you open

Preference, a series of sub-tabs are displayed. You can change any of the items listed under the sub-tabs.

vmware ZIMBRA

Mail Addres: Book Calendar Tasks Preferences
Save|| Cance Undo Changes
¥ Preference: Composc Dircctior: | Left to Right = | || Show dircction butions in conpose taclbar =
i General Fon: | Standad ~
%) Accounts
= Defaut Timezone: | GMT =7:00 Banatok HanoiJakarta ™
B Filters
| signatuses

) Out of Office
% Irusted iddresses E

Search Settings: [[] Include Spam Faldzr in Searches
@ maaressmook
B catenaar [l inchide Trash Falder in Sezrches
i, Sharing [Tl include Shareditems in Searches
£ Nolificalions
% Import /Export
AU P Search Language: [ | Show advancec search language in s:arch tooltar
|2 shorleuts
Z Zimlets
scroling: | 50 ¥ | tems tetch:d when sgoling
2 Settings: [ Dispay checkboxes to quirkly select rems in list (requires refresh]
“0 Marh2013 b W
X . Print Font Size: | 12pt ™
2% 35 2617 B 1 2 Email Addrasses: [Z] Dispay names in place of ¢mail addresses whenavailable
308l s & 7 8 o9 @
10 1L 12 3 14 15 16 Bubbles: Show émall adcresses In bubDbIes (takes errect the Next tim: You VIew DF COMEDSt 8 messags
17 18 19 0 21 % B

The Preference tab is described in setting your Preferences. The following preferences are described here because

these are frequently customized.

3.1 Change password email
You can change new password email address
1). Click Preferences and General

2). Function Sign is Options click button Change Password
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vmware ZIMBRA

Mail Ady Calendar sks Freferences

Save | Cancel Undo Chzngzs

¥ Prefarances & |
8% cenea
i*) Acounts

(= man -
N biters Sign in using: @ Advanced (Ajax)

) Staneard (FTML)

Password: | Ctange Paisword

| signatures
@D Out cof Dffice

@ Tusted Addresses Theme: | Serenity ¥
& Addres: Book Languaga: | Enolish (United States) ¥
B catendar ; b
& i Compose Direction: | Left to Right = | [ Show dircction buttons in compos: teelbar
aring
i hotificztions | L LSSt
G mport ¢ expor E Default Timezons: | GUT +07:00 Bangko<, Haroi, Jakarta *
2] snorteuts - :
CZ Fimlets

Search Settings: [ |Include Spam Fo der in Searcres

[Clinclude Trazh Folder in Searches
el ahavl b [ClInclude Shared Rems in Searches

S MT W

w

5
7 9% %e 77 F 1 3
s[e]ls 6 7 8 9
10011 12 13 14 15 15
17 15 19 20 i1 22 ZE

Search Language: [[]Show advanced szarch ‘anguage in search toolbar

3). Automatic detail for confirm password windows should look like this.

VMware Zimbra web client

o Please enter a new password and re-enter it in the confirmation field.

Old Password:

New password,

Confirm:

Change password
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3.2 Setting a forwarding address

You can identify an email address to forward your messages. You can then choose to retain the message in your mailbox

or automatically delete the message when forwarded.
To set a forwarding address:
1). Click Preference and then Mail.
2). Scroll down and add the complete forwarding address in the Address to forward mail to field.

3). If you do not want a copy of the message left in your mailbox, check Don’t keep a local copy of message.

Mail Address Book Calendar Tasks Preferences

Save || Cancel Undo Changes
¥ Preferences

@ General

¥ Accounts

C wail [T Fiash the browser title

Message Arrival: [ Play a sound [requires QuickTime or Windows Media plugin

[ Hightignt the Mail tab

B Filters [C] Show a popup notification (requires Yahoa! BrowserPlus)
J Signatures

@ Out of Office
& Trusted Addresses | !

Forward a copy to:

@ Address Book |t| Don't keep a local copy of messages
9 calendar
@ Sharing

,_'J Motifications i _ - o
€ et P : [enter email addres:

D Send a notification message to:

3.3 Creating an Away Message

This feature is also known as an Out-of-Office or Auto-Reply message. You can set an Away Message that automatically
replies to people who send you messages when you are out of the office for an extended period of time. The message is

sent to each recipient only once, regardless of how many messages that person sends you during your designated away

period.
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To set a vacation message:

1). Click Preferences and then click Mail.

2). Check Out of Office and Click Send auto-reply message.

3). In the Away message field, enter the away message to be sent, such as: "l am currently out of the office and

am checking voice mail but not email. | will return on March 5, 2013."

4). Click Save. The away message feature is enabled immediately.

5. You define when Away message will start and finish by check Start Date and End Date enable and choose

the date at drop down list.

B - —— ‘ — | =N — - o — s -
a'l; )| 2 hitto://mail phukeremail.cor/=32 L-cx I 52 Zimbre: Prefersnzes: Out 6% % ot 1g 504
Fil= Edit View Favorites Took Helo

I3 Bl whusn

vmware ZIMBRA

Wil Address Bock Calendar sks Prefersnres
Savz | Canczel Unce Thanges

¥ Preferences

b Gereral
1) Accounts Out of Office: () Do not send auto replies
= mai @) Send auta-repy meicage
B Filters
Auto-Reply Messzge: -
& Signatures

| & Out of Office
@ Tusted Addresses
& Aderess Anok -

3 calendar

& Sharing Time Period: [V 5end ata-ripies during the fol oving ime peiod:
W Poktnsbons g Stark: 14/2017 - | |Micnight | -
= ! E

% Import / Sxport F = =

] snortauts End: 3/5/2012 || 159PM | v
Z Zimlets Calendar: [71 Show fres/busy as: | Out of Office ¥

External Senders! || send different auto-reply messaqe to externzl senders: anyane outside my domair ¥

4. Logging out

To prevent others from logging in to your email account, you should always use the Sign Out link, located in the upper

right of the Web Mail page to close your session.
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