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Login To Your Webmail Interface

In order to login to your webmail account and access your email, you must go to a url of the form http://webmail.yourdomainname.com

When your email account is created, an email is sent to your alternate email address, as specified by your email administrator, with your new email address and a password. You should use these details to login to webmail. If you did not receive this email, you can use the Forgot Password option on this page to resend the email. Alternatively, if you are not sure which address it was delivered to, you can obtain these details from your email administrator.

Logging in for the first time
When your account is created, the system automatically generates a random password for you. When you login to your account for the first time, we recommend that you change this password to something that you are comfortable with. Refer to the article on changing your password to learn how you can do so.

Webmail Basics

Reading and managing mails
When you first login, your inbox is automatically displayed. To view an email, simply click on the subject. The selected email will be highlighted and the entire message will get loaded on a new screen. Bold messages are new or unread. Messages you have already looked at will be in un-bolded text. To view a different folder, just click on the name of the folder you want to view. The options for each folder work the same as your inbox. Let's go through what each of the buttons will do:

1. Check Mail - This button will download any new messages received. This happens automatically each time you log in, click on the inbox link or explicitly click on this button.

2. Reply - This is the reply button. It will automatically set up the composition page with the information necessary to reply to the sender of the selected message.

3. Reply All - This is just like the reply button, but it's used when the selected email is addressed to more the one person and you want to reply to everyone, not just the person who sent the message.

4. Forward - This will forward the selected message, and direct you to the composition page to enter your recipient.

5. Delete - No points for guessing. Clicking on this button will delete the selected/current message and move it to the trash folder. If you wish to permanently delete a message you will have to either Empty the trash folder or select the message explicitly and delete it.

6. Compose - This is the button you would click on to compose, write, or send a new email. When you click on this button, you will be sent to a new page to type out your email, subject, senders etc.

7. Actions - This button will gives you the option to mark an email or multiple emails as Read, Unread, Flagged or Unflagged.

Note: You may return to the current folder anytime either by clicking on the Back button or selecting that particular folder from the Email navigation page.

Mark messages as read/unread
Marking a particular email or a selected set of emails as read or unread is part of the "Actions" button available with
the webmail. Each action has its own significant impact on the listed email. After you have selected emails upon which an action is to be performed, you have the following list of actions to chose from:

1. Mark as read - Marks the selected email/s as read. The selected messages will be un-bolded after performing this action.

2. Mark as unread - Marks the selected email/s as unread. The selected messages will now appear in bold font indicating an unread message.

3. Mark as flagged - Marking a selected mail as flagged will illuminate a gold star at the end of the message line. This option is usually selected by users who wish to keep track or follow up on emails at a later time.

4. Mark as unflagged - Mails already marked as flagged will get unflagged upon selecting this action.

Forward received emails
Forwarding an email form your inbox to another email id can be achieved by checking the desired email and clicking 'Forward' button. This will forward the selected message, and direct you to the
email composition page to enter your recipient. The 'Forward' option is also available when you are reading an email.

Reply to received emails
You may reply to an email from your inbox or any of the created folders. You need to first select the email you wish to send a reply by checking the adjacent checkbox. This will activate the
Reply and Reply All buttons. Click on the 'Reply' button to automatically set up the composition page with the information necessary to reply to the sender of the selected message.

The 'Reply All' is just like the reply button, but it's used when the selected email is addressed to more the one person and you want to reply to everyone, not just the person who sent the message. The 'Reply' and 'Reply All' options are also available when you are reading an email.

Compose a new email
Click on the Compose button to go to the email composition page. This is the page you are sent to any time you reply, forward, or compose a new message. To CC or BCC someone, you need to click on the "Add CC" or "Add BCC" link. If you wish to have a Reply-To address click on the "Add Reply-To" link.

1. Manage Attachments - With this webmail, you can compose your emails in Rich/Plain text formats. You can also add attachments to your email on this page. To do this, click the Add Attachment link given under the
Subject and click browse. Choose the file on your computer you wish to add, then click upload. To add another attachment, click the Add Attachment again.

2. Spell Check - The webmail has a spell check feature that scans through your message text and highlights any existing spelling errors. TheCheck spellinglink can be located on the email composition page in the plain text editor
mode. Clicking on this link will scan through your composed message and highlight spelling errors in it. When you click on a highlighted word in the spell check mode, the tool generates and lists suggestions to replace the misspelled word. Similarly, in the Rich Text editor mode the spell check tool
can be toggled by clicking on Toggle spellchecker button located on the rich text editor toolbar.

3. Switch between Plain-Rich Text editors - The two editor types available with .pw webmail are Rich Formatting and Plain Text. The option to switch between the two is available at the bottom right corner of the screen of an email composition page

Note: Switching from Rich Text to plain text will result in loss of formatting.

4. Change fonts/formatting - Changing fonts is part of the standard list features provided in the Rich Text editor on an email composition page. With this editor not only can you change fonts but also:

1. Align Text
2. Insert Bullets and Numbering
3. Insert Smileys and Symbols
4. Insert and Edit images
5. Change text and background color
6. Perform Spell Checks
7. Roll back changes
When you are done and wish to send the message, just click on the Send now button at the bottom of the page. The Cancel button will take you back to the Inbox.

Folder Management
Folder management is part of the webmail settings. Click on the Settings link given on the top left side of the screen to enter the webmail settings page. Select the Folders tab to enter the folder management tool. This page provides you the option to:

1. Create a new folder - Enter a folder name in the given text box and click on the Create button. To create a sub-folder under an already existing one, you simply select it before creating a new folder.

2. Rename an existing folder - You also have the option to rename an existing folder by clicking on the rename icon

3. Delete an existing folder - Click on the trash icon to delete an existing folder. Please note that emails within a folder will also be deleted upon deletion of that folder

Add An Automated Response For Your Email

Each user can enable, disable and modify their own auto-responder from their webmail interface.
Enabling the auto-responder would result in an automatic reply being sent out by the Email system as soon as an Email is received for that specific Email address. Here is what you need to do for setting an Auto responder message.

Here's how to change your password:

1. Login to the webmail interface.

2. Click Settings at the top of any webmail page.

3. The General Settings tab will be auto selected.

4. Configure your Auto Responder message.

Auto-Responders are commonly used for the following:

· Vacation Messages: Notifying anyone that sends an Email to this address that the user to whom this Email was sent is currently out of office / town. For example - "I am currently out of the office and have limited access to Email. I will be back on Friday, 5th Oct. In case of any urgent work, you may contact Mr. Jack Sparrow at (144)-123-1961 in my absence." 
· Delivery Confirmations: Notifying anyone that sends an Email to this address that their message has been received. For example, an auto-responder for a sales Email address - "Thank you for your Email. This is to confirm that your message has been received by us. We will be replying to you shortly."

Forward Incoming Email To Another Account
If you wish to forward all incoming emails to another account, here is how you can do it:

1. Login to the webmail interface.

2. Click Settings at the top of any webmail page.

3. Click the Forwarding and POP/IMAP settings tab.

4. Enter the email address to which you want to forward your emails to. You may enter multiple email addresses on a separate line to forward your emails to more than one email addresses.

Manage Your Address Book
The address book will show you any saved contacts. This will store names and email addresses so that you don't have to remember these while composing emails. The left hand side will display all of the saved addresses, and the right side will show the information about the selected contact. The address book can be reached by clicking Address Book at the top of any webmail page.

1. Add Contact - You may add contacts to the address book where the Display Name and Email are compulsory fields.

2. Delete Contacts - You can select contacts from the left side panel and then use the Delete Contacts option to remove these contacts from the address book. Select multiple contacts by keeping the Ctrl key pressed.

3. Email Contacts - This will start an email, and automatically fill in the recipient with the selected address book contact.

4. Import Contacts - Import existing contacts from your computer.

5. Export Contacts - Export contacts from your address book in .vcf format and save it on your computer.

6. Search Contacts - This tool will be handy if you have a long list of contacts.

Manage Sender Identities
What are email identities?
Your email account has the ability to configure multiple identities for sending email, through the Webmail interface. This feature lets you have different email addresses that get populated on an email composition page when you are sending/forwarding/replying to email. Thus, if your email account is john@yourdomain.com but you need to send emails as sales@yourdomain.com, you can configure sales@yourdomain.com as an additional identity for sending email. Each identity has the following attributes:

1. Display Name (compulsory) - This is the from name that a recipient will see in his inbox.

2. E-Mail (compulsory) - This is the from email address that a recipient will see in his inbox.

3. Organization - Enter an organization name, if any.

4. Reply To - Prefilled Reply To email address

5. Bcc - Prefilled Bcc email addresses on the email composition page.

6. Signature - Email signatures can be created here in plain/rich text format. If you wish to add a signature in Rich Text, select the HTML signature option.

To prevent this feature from being used for malicious purposes like email spoofing, it is necessary for any identity to be registered before it can be used for sending email. Thus, when you add a new identity, a verification email is sent to that address. Only when the verification is completed, can a new identity be used to send email. Also, the same identity can be registered by multiple email accounts.

Note: Any created identity can be set as the default id.

Here are the steps to manage identities:

1. Login to the webmail interface.

2. Click Settings at the top of any webmail page.

3. Click the Managing Identities and Signatures tab.

4. Select the default identity created to modify it or click on the New Identity button to have a fresh identity created.

Note: A new Identity does not create a new email account or increase your email space.

Change The Password For Your Email Account

The password associated with your email account can be used to access the webmail interface, as well as configure your account with a desktop mail client. You can change this password from the webmail interface at any time. Here's how
you can do so -

1. Login to the webmail interface.

2. At the top of the page, click on Settings.

3. On the settings page, click on the Change password tab.

4. Enter your existing password and a new password of your choice.

Password policy
To ensure the safety of your email account, it is mandatory that you follow certain policies while setting your password. The system will not accept any password that does not abide by the following rules -

1. The password must contain at least 8 characters (and can be up to 32 characters long).

2. The password can not contain the email prefix or the domain name in their exact form. For instance, if your email address werejohn@yourdomain.com, then your password can not contain the words john or yourdomain.

3. The password must contain at least one alphabet (a-z in upper or lowercase), and at least one numeral (0-9).

Best practices for setting a password
Make sure you create a unique password to help keep someone from breaking in to your account. Here are a few tips for creating your password, and keeping it safe:

· Never tell anyone your password.

· Never write down your password. Even though your password will look random to others, think of a way to remember it so that you don't have to write it down.

· Change your password periodically.

· Don't choose a dictionary word as your password. Be creative.

· Make sure you abide by the password policy - let your password be a combination of diverse characters such as punctuation marks. capital and lowercase letters and numbers. A variety of characters makes it harder for anyone to guess the password.
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