Logging in asan Administrator

The administrative interface can be accessed by going to the following website:
http://webmail.hants.gov.uk/subadmin/. Y ou will need to type in your administrator
account name and password.
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Hantsweb Mail Admin Login

Login ta the Administratar interface of Hantsweb Mail to contral your user accounts, change user settings, add
accounts and maintain the email-server settings.

Your login and password were issued by the technical supportteamn. If you have lost or forgot the account
passward, email ithelp@hants. gov.uk
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Once you have logged in successfully, you will see a screen similar to this:
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To log off the administrative interface just close the browser window.



Pointsto remember:

Should you have any accounts with forwards/Alias set up that they will have to be set
up againin @Mail, also any distribution lists that are set up will need to be copied as
these are unable to be migrated.

Due to their format we are also unable to migrate SENT folders, and should users
wish to keep any items from this folder they will need to save them to a separate
folder.

Adding a New User

By default the first page you are presented with isthe Add User page. To accessthis
page from elsewhere click on the Add User icon on the | eft.

Suitable Account Names

All email accounts (i.e. the User Login) should consist of (lower case) letters,
numbers, hyphens or underscores. Commas, ampersands (&) and apostrophes
are not permitted, so the name Joe O'Reilly would have to be changed to
something like joe.oreilly.

Most account names are similar to the user's name and either take the form of
firstname.secondname (joe.bloggs) or initial.surname (j.bloggs).

Accounts do not have to correspond to real names, however, and can be made
up of single words or combinations of words and numbers, for example:
classl; class.1; class-one; class one.

To add anew user you are required to fill in the following: User Login (the part of
their e-mail address before the @ sign); their Passwor d; their First and L ast Names
and the Passwor d Question box located near the bottom of the page.
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Next click the Add User button at the bottom of the page; this will produce an alert
box if any of the required fields have been entered incorrectly.

If the addition of a new user is successful you will see a message displayed at the top
of the page. Shown below...

Deleting an Existing User

To remove a user, select the Delete User option from the menu. You will be
presented with the screen shown below...
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From here you must enter the full email address of the user and then click the Delete
button. If the deletion has been successful a confirmation message will again appear
near the top of the screen...

Modifying a User

This function can be used to change the details of an existing account, including
changing a user’s password. To do this select Modify User from the menu on the left
hand side and then enter the full email address of the desired user. Once you have
changed the required information click on the Save button.



Disk Quota

Each user account on Webmail has a default limit of 50Mb. If an account uses up all
this space, it will be unable to receive new email until enough email is deleted to
bring the account back below 50Mb. The 50Mb quota is enough for the majority of
users but if there is a legitimate reason for an account to have alarger quota, it can be
changed in the M odify User page detailed above.

The quotaisin units of kilobytes (multiples of 1024), so 50Mb is 51200kb (50 x
1024). A 60Mb limit would be (60 x 1024) = 61440kb.

Asthe disk space is ultimately shared between all users of Webmail we ask that you
do not set alarger quota than is absolutely necessary, and we reserve the right to
review any disk usage deemed excessive.

Purge Users

This option alows you delete users who have been inactive for a specified number of
days. To do this choose the Purge User option from the left-hand menu, enter the
numbers of days you wish to specify and click on Search. It will then ask you if you
wish to delete the users shown. If no users have been inactive for the amount of time
specified the screen will not change.



Search for Users

If you have alarge number of email accountsin your domain, it would be time-
consuming to search through the entire domain list every time you wanted to find an
individual account. To prevent this there is a search facility. To useit, select the
option from the menu and you will be presented with the screen shown below:
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On this page you can specify as many of the search filters as you wish. Once the filter
information has been entered, scroll down and click on the Sear ch button. The results
will be returned as alist of e-mail accounts that meet the search criteria. Y ou can then
click on that account to edit its properties.



List All Users

This option will show you all the accounts that exist within your domain. From here
you can also edit and delete user accounts



Setting Up An Alias

This option alows you to set up aliases for your domain. This allows you to create an
e-mail addressthat isin effect just aforward.

Please note: Unlike the old webmail system, a Forward in Webmail will only forward
mail on to the specified address, it will not deliver it to your account aswell. To setup
a Forward that behaves in the same way as the old webmail system, follow the steps
below to create a*“ Deliver locally and alias” type of alias.

To do this chose the M anage Aliases option from the menu.
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There are three types of alias that can be set up:
Local Alias— This means the email will only be delivered to the forward-to address

Deliver locally and alias— This mean the email will be delivered to the local email
address and the forward-to address. Use thistype of adiasto create the equivalent of a
Forward on the old webmail system.

Domain Alias (Catch-all) — This meansthat all emails sent to your domain will be
forwarded to a specific address

Next you will need to enter the local email address that this alias applies to and the
forward to address. Both of these should be the full address (i.e. including the
@school.hants.sch.uk) when they are @mail accounts. When Add is clicked the alias
will appear in the list.



Adding Accountsin Bulk

Occasionally you may want to add a large number of accounts, without having to go
through the manual process for each one. A Bulk Add facility isincluded to alow you
to do thisquickly and easily.

Thefirst step isto create aplain text file (i.e. with a..txt file extension, created using a
program such as Notepad) containing alist of all the account names (and passwords).
Please see the section on suitable account names (located in Adding a New User
section) before creating the list. Note accounts names are case sensitive.

Text Filefor Adding Accounts

To do this, click on the Migrate Usersicon on the left of the screen. Thereisa
choice of simple or advanced depending on how much information you would like to
give. Now click on the Browse button and select the text file you created.



Now click the Upload Userfile button and you will be taken to a screen similar to the
one shown below.
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Check the information is correct and click the Migrate button. The next screen will
show you the status of the accounts.
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