STEP-BY-STEP CONFIGURATION GUIDE % Managed

Basic Access and Solo Access

These instructions are for setting up a Managed Exchange ‘Basic Access’ or a ‘Solo
Access’ mailbox.

Different Methods of Access

The five different types of Managed Exchange mailboxes have varying access methods as shown below:

allpox A e ethod
Mailbox Tvpe Microsoft Outlook Web Mobile
yp Outlook Access Access Access
PC & Web Access v v v
Ultra
PC & Web Access v v v
Web Access x v v
Solo Access x v v
Basic Access x v v

The following instructions will assist you to:

e Configure DeskControl.
e Create a mailbox;
e Enable Managed Exchange — Solo Access or Basic Access

Please note: To follow these instructions you will need:

1. A WebCentral account

2. Your username and password for WebCentral's Mission Control system — most of the set-up for your
Managed Exchange mailbox is done in Mission Control.

Please note: The Primary Contact or Administrator of your WebCentral account is the only person with
access to the Mission Control username and password. If you are not the Primary Contact or Administrator,
please contact that person to arrange for the Managed Exchange mailboxes to be set up. The username
and password can be reissued to the Primary Contact only by calling our Sales & Service team on

1800 800 099 (ext 2).

Your email address and mail password to log in to DeskControl
4. Access to the internet

Internet Explorer 5.5 browser or preferably Internet Explorer 6.0
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STEP-BY-STEP CONFIGURATION GUIDE

Basic Access and Solo Access

Step 1.
Log on to Mission Control via
https://mc-au.server-secure.com

addvess |

@ htkps: /imc-au, server-secure, com

Step 2.
Enter your username and password

Verify DeskControl Configuration
DeskControl is a free product
provided by WebCentral that you use
to access your Outlook over the
internet, from any computer.

If you do not already use
DeskControl, you will need to
configure this to use Outlook Web
Access.

Step 3.
Click on “Add Component” on left
hand menu

Select “Add Component” from the
sub menu

Step 4.
Select “Add/Configure DeskControl”

Connect to Mission Control

Username: Ivs'l 33005

Password: I’““‘“‘“““’“’“““‘““

FPleaze Note:

“ou must enable "cookies" in vourweb bromser,
in orderto access Mission Control.

[o]4 " Cancel

F GCetling Started
b Edit Your Details
F Acccuuis

¥ Add Component

Add Companent

F L Sre Ex'ls

P Internet Access
F Mailboxes

P Web Server

F Ecommerce

F Online Help

F Job System

F Advanced Menu

Click on the links to add the following features...

O_2Add Standard SGL Service

O Add Premier S0L Service (fris feature is not auziable o cusomers on Hhis lered)

O_Add InetStore %2 (16 - 1000 Products)

O_Add a Domain Email Alias

O _Add Payment Proxy Server Product

O _AddfCanfigure DeskContral

B _CaldFusion o

Feature Page
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https://mc-au.server-secure.com/

STEP-BY-STEP CONFI

Basic Access and Solo Access

GURATION GUIDE

Step 5.
Your current DeskControl status will
be indicated with green shading.

If you are currently using
DeskControl Personal, you should

Current DeskControl Status
) DeskControl Personal
DeskCaontrol Standard
O DeskControl Professional

Configure DeskControl

Upgrade to DeskControl C g Yes

select “Upgrade to DeskControl
Standard”

Click on “Save changes” —

You will receive a confirmation email
that this upgrade has taken place.

Step 6.

Select DeskControl Administrator
The DeskControl Administrator would
usually be someone in your IT
department or your IT services \
consultant. All help requests generated
within DeskControl will be sent to this
person. This person will also be able to
set up DeskControl access for new staff.

Select HR Manager —

The HR Manager should be the person
responsible for Human Resources within
your business. This person will be
granted access to all staff contact details
held within DeskControl.

DO NOT upgrade to DeskControl
Professional. Make sure that ‘No’ is
selected here.

Click on “Save changes”

>

Standard?

// Save Changes

O DeskContral Personal
O DeskContral Standard
O DeskControl Professional

Configure DeskControl

“avhich person will be the 7, Systems Administrator will raceive help requaests from staff
Administrator of the I.Jane Dos

systermn?

-

Which person will be the 1o HR Manager will receive access to all staff cantact details.

__—p HR Manager of the =
system? |Jne Bloggs J

Upgrade to DeskControl @ 1a

Professional? £ Yes

Save Changes

Mailbox Set-Up

If you wish to enable Managed
Exchange on an existing mailbox,
click ‘Edit’ on the relevant mailbox
and go to Step 10.

If you wish to enable Managed
Exchange on a new mailbox, follow
the steps below

Step 7.

Select ‘Mailboxes’ from the left hand
menu and then ‘User Mailboxes’
from the sub menu.

Current DeskControl Status

F Getting Started

k Edit Your Details
¥ Accounts

¥ Add Component
F Office Extras

F ADSL/Broadband
¥ Dialup Access

¥ Mailboxes

hailing List Instructions

F Web Server
F Ecommerce
} Online Help
F Job Sy=tem
F Advanced Menu
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STEP-BY-STEP CONFIGURATION GUIDE

Basic Access and Solo Access

Step 8.

Choose “Exchange 2003 —Solo
Access” or “Basic Access” from the
drop down box at the base of the
screen.

Then click ‘Create mailbox’

Maintain User Accounts
MlUser Setup _ISummary Report _IMailbox Usage Report _|Exchange Distribution Lists

There are several ways that you can search for a user account. You can:

Wiew all user mailboxes by clicking the "Show All" buttan,
Search for a mailbox id [e.g. mh123456h),
Search for a mailbox name (e.g. Joe Bloggs),
Search for a mailbox alias (e.g. joeb),
Enter a letter (e.g. ) to retrieve all user mailboxes and aliases that begin with that letter.
Mailbox

Seaintt | Searchl Show All |

You must select the type of mailbox that you want to create. After creating the mailbox, you rmust switch the Mailbox Status to "On"
in order to activate it

tandard (POP) Email is the default mailbox type. This is a normal mailbox that uses Post Office Protocol for sending / receiving
. POP mailboxes are included with your hosting plan.

ange 2003 - Web Access Only. This is an Exchange server mailbox. Access to the mailbox is via a web browser anly

| charges do apply. Click hete for pricing.

e 2003 - PC & Web Access. This is an Exchange server mailbox, Access to the mailbox is either via a web browser or
k 2003 email client. Additional charges do apply. Click here for pricing.

fthe mailbox is via T
ional charges do apply _J

eb browser only. Calendars,
lick here far pricing.

Mew hailbox |-- Please Choose -

-- Please Choose -
Standard (POF) Mail - (Included with your plan)

Exchange 2003 - Weh Access Only -
Search Resu Evehan: 03 - PC 2

1= A

ange 2000
ange 200,

« . » Fullname . ._. _ - - Sh " Status  Export Status Action
Scroll down to the “General Settings = 2o pepess Qo Sty —
section
Step 9 General Settings
‘ . y . y G | Sett —| Extra Sett — Aute-R der | Outlook SMS Add O
Change the ‘Mailbox Status’ to ‘On’. — '
‘ y Mailbax Status: © On € Off ml
Make sure that the SOIO ACCeSS Ir erms and Conditions apply to the use of Outlook 2003.)
‘Basic Access’ option is selected Eucang e MarsaesExcrg o soor i
@ Managed Exchange - PC & WWeb access

Select the level of Public Folder s =
ACCGSS that yOU I’equn’e Full Marme: |Robert Jones
Most staff will have public folder Miin Ernsil Addrsss: [rober; @gromo.wabcentral com
author privileges. Your malil Bxtra Email: oot @promo webceriral com
admlnlstrator WOU|d usua”y have Extra Email: lwﬁ—@prnmn webcentral.com

ublishing editor privileges. et ey G it o
p g p g Extra Email: l—@promu.web:entra\.cum

. Warning Quota: |40 ME - You will receive a warning email when you reach this limit {0 means there is no limit)
Enter the mallbox name and the Prohibit Send Quota: |48 ME - You will be prevented fram sending email when you reach this limit (0 means there is no limit).
main emall address Prohibit Send and RSCE:VE 50 WEB - You will be prevented fram sending and receiving email when you reach this limit [0 means there is no
uota: fimit)

Enter e-mail alias or aliases in the
‘Extra Email’ options

These addresses will be directed to your
main email address, but can use other
variations of your name or a generic
name like sales@promo.webcentral.com.

Set quotas for this mailbox

Each Managed Exchange mailbox comes
with 100MB of included storage. Set
‘warning’ and prohibit’ quotas to help you
to manage your mailbox storage.
Additional storage space can be
purchased, so you are not limited to
using only 100MB.

Enter password

This will be the password that you use to
enter DeskControl and view Outlook Web
Access

Click on ‘Save’

Go to Step 14

Password: fou must supply a password.

Custorers using Exchange Server are charged for additional MB of storage

Setting quotas on mailboxes helps you to better manage your email environment and control your additional monthly storage costs.
‘ [Fec]
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STEP-BY-STEP CONFIGURATION GUIDE

Basic Access and Solo Access

Please note: These changes will
take up to 2 hours to take effect

Upgrade an existing mailbox
Change an existing POP mailbox to
a Managed Exchange Web Access
mailbox

Step 10.

Select ‘Mailboxes’ from the left hand
menu and then ‘User Mailboxes’
from the sub menu.

F Getting Started

k Edit Your Details
¥ Accounts

¥ Add Component
¥ Office Extras

F ADSL/Broadband
¥ Dialup Access

* Mailboxes

hiailing List Instructi

F web Server
F Ecommerce
F Online Help
F Job System
F Advanced Menu

Step 11.

Select ‘Edit’ for the mailbox that you
wish to upgrade to Managed
Exchange.

Fullnarme Mumber
mb 108652
mb108652n

business@promo.webcentral.com mb108652b

enterprise@@prormo webcentral.co mb 108652

infa@proro webcentral corm mb 1086525

Jane Doe mb105552d

Joanne Roberts mb 1086521

Joe Bloggs mb 108652

John Doe mb108652)

MWacro Demo mb 108652k

Madia test mb108682m

prormoiE@promo webcentral com mb108652:

roadshow mb105652g

roadshowZ003 mb 1086520

Robert Jones mb 1086520

Step 12.
Scroll down to the “General Settings”
section

Click ‘Upgrade to Exchange’ from the
top left hand side of the screen

Mailbox Narme: mb103652f

Mailbox Status: & On  © Off

Save

Mailbox Type
Standard

Standard

Wyeh Access
Standard

Standard

PC & Weh Access
PC & Web Access
PC & Web Access
PC & Web Access
Standard

Standard

Standard

Standard

Standard

PC & Web Access

Full MName: |Joanne Roberts
Iain Email Address: W@pmmo.webcemral.cum
Extra Email: W@pmmo.webcemral.cum
Extra Email: F@pmmo.webcentral.cum
Extra Email: W@prumu.wehcentral.cum
Extra Email: l—@promo.webcemral.cum
Password: W You must supply a password

Search Results

Status Export Status

Operational
Cperational
Operational
Cperational
Operational
Cperational
Operational
Operational
Cperational
Cperational
Cperational
Operational
Cperational
Cperational
Cperational

General Settings
sl = img Extra Settings —JAuto-Responder —lAuto-Forwarder —IMailbox Test Page instructions ASpamTrap
_AUpgrade to Exchange

Action
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STEP-BY-STEP CONFIGURATION GUIDE

Basic Access and Solo Access

Step 13.
Make sure that the ‘Solo Access’ or
‘Basic Access’ is selected

Select the level of Public Folder
Access that you require

Most staff will have public folder
author privileges. Your malil
administrator would usually have
publishing editor privileges.

Set quotas for this mailbox

Each Managed Exchange mailbox comes
with 100MB of included. Set ‘warning’
and prohibit’ quotas to help you to
manage your mailbox storage. Additional
storage space can be purchased, so you
are not limited to using only 100MB.

Click on ‘Save’

It will take up to 30 minutes for
Managed Exchange to be enabled
on this mailbox

Important: if you decide that you no
longer wish to have Managed
Exchange enabled on your mailbox,
the only way to remove this service
is to log a job on your account.
Currently, Managed Exchange
cannot be disabled in Mission
Control.

Step 14.
Log out of Mission Control

Verify Outlook Web Access has
been set up

Once Managed Exchange has been
enabled on your mailbox, you should
log into DeskControl to verify that all
new mail is arriving in the Managed
Exchange mailbox. If you wish to
migrate existing mail, you will need
to select the ‘Managed Exchange —

Upgrade to Exchange

_lGeneral Settings _IExtra Settings _|Auto-Responder _1Auto-Forwarder _IMailbox Test Page instructions _1SpamTrap
MUpgrade to Exchange
mb 1086821 (Terms and Conditions apply to the use of Outlook 2003, which can be downloaded here.
Click here for pricing.)

tManaged Exchange TYPB@F’C &Wieh Access © Web Access Only @ Salo Access (Mo Sharing)

Ilailbox Marme:

 This account is a public folder publishing editor
% This account is a public folder author

Warning Quota 40 MB -You will receive a warning emall when you reach this limit (0 means there is no

imit).

Prohibit Send Quata .45 i) ME -%ou will be prevented frorm sending email when you reach this limit ([0 means ther
15 nao limit

Prahibit Send and Receive [50] WB -¥ou will be preventad from sending and receiving email when you reach this limit

Quata i rreans there is no lirnit).
T
‘ Save ’
—

Public Folder Access

Mission Contro!

Thirmee ar sanvril waryss thit you can seach lor s usor account

& You can search for all your users” mailboxes by chokmg the “Show All" butlon,

+ You can snter the name of & user's mailbox (a5 mb1234558),

* You can sisrch foe o eniers raemo {0y Joo Bloggs),

« 'ou can search for & user's mailbox alias (2q; joeb),

» You can mput o lotlor feg 7] and ot ol your usies’ modboges and alasos that g widb the lolte

Crisatir Mailbox
Masdtion Sparch | Search | Show All

Managed Exchange Settings

Szeneral Seltings <IEatra Sellings ZlAuto Respander ZUhulo-Forwarder Zi0ullook SME Add On sManaged
Exchange —IMailbox Test Page instructions —dSpamTrap
Maithax Mane mbmoc
Mailbox Fuliname S1afi
£ 8 Managad Exchanga for thes mailhax

Exchange Web Access ($14.95/mth)
Anywhearg, anytine access to your email, calendar and contacts wa & web browser from any intemet

. Address |52j https: fidc-au, server-secure, com)f
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STEP-BY-STEP CONFIGURATION GUIDE

Basic Access and Solo Access

PC & Web Access’ or ‘Managed
Exchange — PC & Web Access Ultra’
Managed Exchange products. You
can downgrade after the migration if
required. Please refer to the
brochure for these products for more
details.

Step 15.
Go to DeskControl

Step 16.
Use your e-mail address and
password to log on

[LTILM Forgot Password  Supported Browsers

Fleaze enteryour Username (vour email alias eg myname@mydeomain.com) and your
Fazamord.

Emzil Address:
|johns@acmeairlines com |
Fas=vord:

2
== Security Options:

@ Fublic Kiogde'Shared Computer (extra security)
O my PC(normal security)
O Keep me logged in until I logout (low security)

Step 17.
Click on ‘Messages’ then ‘Show
Inbox’

Select the ‘High bandwidth’ option if
you are using broadband and ‘Low
bandwidth’ if you are using a dial up
connection.

Step 18.

You will now be able to verify that
your email is being delivered into
your new Managed Exchange
mailbox.

You can also now use Outlook Web
Access via DeskControl to manage
your email, calendar and contacts
from any internet-connected
computer.

Messages Books Rooms
Show InboxLow Bandwidth
Quick Mess St W= s )
DeskContral SMS...

Cutlook SMS...

MyOffice Do

We

NetMeeting fy-lto-tise company
e‘rnph Promotions Manager |

Microsoft Exchange

_'-""::' T AdaCabsbe.. Tes we v place n crdkr B Men GI000T 4 268 A "”%:"”‘“‘_:"‘['x&:’:‘“"""wl
R Corets - e N AdamC@abphane.com shore
o Dekiad mama 1) AdaeC gk Hy e Offic on 6/ 18,7003 TH8 B
B | AdamOSaiy._. Yes we willplace an ordes . Mon 6/ 18/7003 . 7 KB =
3 Ikt (25 I AdamCmalp Morthers Begion Praject Men 6/18/2003 2 KB
B e 4 mdmcpabehe. Seos Ml 26 a
3 ok - i mmcEst.. Soorts Hon IO 1. 10230
| e i idwecipgbobo.. My e e Mo ENMIOBH ... 128 L)
L 3 AdawCipobgte... e Saes e Mon ENMIO0I ... LFB
et ps 5 S
R vk | AdamDSgkp... SDOTIT Vou bghts are Ok Mon 61
Lk v are 187003 TE8
3 I Adamibke.. tem rister T
] T B—
- o THIE Doc
- DOCUNENTS PROVIDED PURSUANT
I Adamagl 1gh s Melbouse e b/10/2003 . 208 T4 THIS PROGEAN ARE POR
I Adabakp st Redaction e b/10/2003 . 208
| AdamPaqky German SelesRrport  Menf/I8/7003. 7K8
Pkt ] G ik, Cos fsdunn Hon SR | £4D
a|cd-¢- 3 adeiggoho... e Sekes e Mon ENMIO0I ... LFB
L Contacts N s Pt L]
| Adamwaakn.. Sports Mon 618/ TH8
o] Tasks 4 ae T
| ke Fabdens. 4 sdawgboh... o Redumen Mo IO 1 LK
5 | Adsmwaakn.. Sports Meon 618703 1K8
— i Adweioh... S Raduren T LT
=] T
)
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