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Administer and Manage Your View2Offer Email Services

The Domain Administrator can manage and support administration of domains and email accounts as
well as email account access of end users by logging in through the View2Offer Email Admin Log In

page.

Browser Requirements

You should be able to create a View20ffer Account and Log In at View20ffer.com's homepage if you're
using one of these browsers:

Firefox 2.0+ for Windows or Mac
Internet Explorer 5.5+ for Windows
Chrome 1.0+ for Windows
Netscape 7.1+ for Windows or Mac
Safari 1.2.1+ for Windows or Mac

Opera 9.27+ for Windows or Mac

Admin Log In Page
1. Admin Log In URL

http://emailadmin.view2offer.com is the URL for View20Offer Email Admin Log In page.

2. Admin Email Address and Password

The Admin Account is created when you first setup your Email Service with View2Offer.com.

Note: To login to View20Offer Email Services, you need to type in your full email address and
password on the Log In screen (e.g. admin@view2offer.com)

3. Remember Me Checkbox

By checking this box, View20ffer.com remembers your Log In and password, then you can close
the browser window and not have to re-log in when you return.

Note: You will need cookies enabled on your browser for this feature to work.
4. Login Button

Click on this button after you have entered your login account information for you to login to the
system.
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Please log into your Email Admin User Account
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2 amin@uiwaaﬁer.mﬂ
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Language £
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Use Browser Language E i @
E [ remember me Login Help

Need help with your Email Admin User Account?

® Search the Web Mail System’s Help for more information.

® Top upgrade your Email Plan, please Log In to your View20ffer Account.
® For more assistance, please look into View20ffer Customer Support.

Done
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Add a New User Account

The Domain Administrator can add a user account that represents a person's actual mailbox. User
accounts can receive email, send email, and log in to the web mail interface.

1. Click on Settings.
2. Expand the Domain Settings folder.
3. Select Users.

4. Click on New.

Email Collaborate Workspace Reporis Settings

Settings !T] Users

=-F7 My Settings LN & ] | r_)? &,
g5 Account Ssttings s 3

23] Account Profile

(@ Noification Profies 1 username Display Name

{5 Auto-Responder B 2 admn admin

-7 Fitering

-7 Sharing

-5 Smarteritail Client Utilties

-4 SynchIL f
@ Domain Settings

i eftings.
e
[FEES

On the Users window:

New Edit Delste Search

=] &4 frederick (disabled) frederick@view2offer.com

5. Create a Username which will be the email address of the new user account.
6. Setthe Password for the new user account.

7. Enter a Display Name which will be the name of the person who will be using the new user
account.

8. Define the Reply-to Email Address if you want to set an alternate reply address for this user
account.

9. Set the Mailbox Size Limit which will be the maximum mailbox size for this user account.

10. Click on Save.

T
oY

Save
User | Webmail Compose Forwarding Groups Throttling Plus Addre]
5 Username @view2offer.com

6 [ Password
Confirm Password

T | visplay name

8 | Reply-To Email Address

Time Zone (GMT+08:00) Kuala Lumpur, Singapore

@ Mailbox Size Limit 100 MB (0 = unlimited)

Note: Many of these values can be left at the default setting when adding a new user account.
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Edit a User Account
The Domain Administrator can edit a user account to update / change the user account’s settings.

1. Click on Settings.
2. Expand the Domain Settings folder.
3. Select Users.

4. Double click on the Username of the user account that you want to edit.

E ;= §F ©k

Email Collaborate  Workspace Reports

Settings = Users

- My Settings P _" _/_i) Q \)\
----- 4y Account Settings New Edit Delete Search
----- [&3] Account Profile

Lé Notification Frofiles ] Username Display Name
o
- T Auto-Responder El & i e
B Fitering -
BB Sharing 4 |:| o, frederick (disabled) frederick@view2offer.com

----- & SmarterMail Client Utilties [ £ user user@view2offer.com

" SyncML 1

Domain Settings

p Content Fitering
@ Spam Filtering

1_;—39 Motification Profiles

On the Users window:
5. Edit the necessary fields for this user account.

6. Click on Save to save all the changes done for the user account.

=y

Save

User | Webmail Compose Forwarding Groups Throtlling  Plus Addressing  Si

Username user@viewoffer.com

New Password

Confirm Password

Display Hame user@view2offer.com
Reply-To Email Address user@viewZeffer.com
Time Zone (GMT+08:00) Kuala Lumpur, Singapore b

Mailbox Size Limit 100 MB (0 = unlimited )
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Disable a User Account

The Domain Administrator can disable a user account wherein it cannot receive and send any email
anymore. However, all of the user account’s information still remains in the system and the user account
can still be enabled anytime.

1. Click on Settings.
2. Expand the Domain Settings folder.
3. Select Users.

4. Double click on the Username of the user account that you want to disable.

Iml&n%ﬂ.‘:

Email Collaborate  Workspace Reporis Settings ||

Seftings B Users

EHE My Settngs ¥ & T &
g Account Settings New  Edit Delete Search
|23 Account Profile
1_;'-5 MNotification Profiles O Alsermame TPy Mo

o

1% Auto-Responder [ & admin e

= Fittering " i
4 I:‘ &4, frederick (disabled) frederick@viewZoffer.com
™ A

SmarterMail Client Utilities B £, user user@vigw2offer.com

SynchL '

=) Domain Settings
-

=ttings

-2~ Content Filtering
@ Spam Fittering
1_& Notification Profiles

On the Users window:
5. Check Disable User.

6. Click on Save to disable this user account.

Users =
= |

Save

User | Webmail Compose Forwarding Groups  Throttling  Plus Addressing  Sign

Username user@view2offer.com
New Password

Confirm Password

Display Name usen@viewZoffer.com
Reply-To Email Address usen@viewZoffer.com

Time Zone (GMT+08:00) Kuala Lumpur, Singapore -

Mailbox Size Limit E 100 WB (0 = unlimited)

E isable User

[Tl nabie as Domain Administrator

Note: After disabling the user account, “disable” appears beside that Username.
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Delete a User Account
The Domain Administrator can delete a user account on the server. Please take note that user account
deletion is permanent, and once deleted, the mail cannot be retrieved from it.

1. Click on Settings.
2. Expand the Domain Settings folder.
3. Select Users.

4. Check the box of the Username that you want to delete

5. Click on Delete.

Collaborate  Workspace

Email

Setlings Users

25 My Settings d‘;._f
--gigg Account Settings Nove
--[&3] Account Profile
L& Motification Profiles D Username Display Hame
1_2; Aute-Responder [l Q o e
B-F=7 Fittering -
B Sharing 4 D o=, frederick (disabled) frederick@view2offer.co
¢-.z SmarterMail Clisnt Utilitig gfx user user@view2offer.com
-ga® SyncML 'l
% Domain Settings -
Wi ttings
3 55 Users
e
}3 Content Fittering
--{8) Spam Fittering
o d i

On the Message window:
6. Click on OK to delete the user account.

o B AIT BN

New Edit Delete  Search

thentic
[ Are you sure you want to delete the 1 selected temis)? Smafl
[ Smar
[ Smar

6

OK Cancel
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Generate Disk Usage Report

The Domain Administrator can generate Disk Usage report that helps monitor the amount of disk space
currently being used by all domains on the server.

1. Click on Reports.
2. Expand the Domain Summary Reports folder.
3. Expand the Traffic Reports folder.

4. Select Disk Usage.

Email Collaborate  Waorl
Reports - Traffic Reports
-1 Favorites FrA 7 g?
1 : .. § —=
i =3 Seheduled Email Reparts Add Favorite Email Export
(- f7 Custom Reports
Disk Usage Summary
CTotal
06 7
0.4
0z |'
----- sl SMTPIn Usage ]
----- lmi SMTP In Errors 1] i}
----- il SMTP Out Usage 1 2 3
----- i SMTP Cut Errors. )
..... lsi POP Usage Rank User Total Disk
----- lai POP Errors 1 sk admin 0 MB
----- lai AP Usage 2 ok frederick 0 MB
----- ini IMAP Errors 3 ohyser P
----- ni Trusted Senders Total(s} 0MB
w7 Spam and Virus Reports Moo e
-f= Domain Trend Reports
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