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General Use

How to login to your Web Mail account

1. Download Google Authenticator (It will be used later during the 2FA process to
generate an OTP)
- If you are using Android Phone, please search “Google Authenticator” from
Google Play Store and download the application
- If you are using iPhone, please search “Google Authenticator” from App Store
and download the application

: Google Authenticator
- Google LLC  Tools
%k ok k238,254 &

This app is compatible with your device.

2. Go to the following URL: https://<Domain Name>.securemail.hk
3. Input your login name (your full email address) and password
4. Tap Login

m

UDomain
postmaster@udproject.com
000000O0OCOOS

7% )
=/

UDomain Webmail System « REF X 18

EFBHRR: (052) 2551 7545
24 BEERIRBR: (252) 254
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5. Open the Google Authenticator application and touch the Begin button to start
the configuration. Select the Scan a barcode option, which will prompt access to
use the camera on your phone. Please scan the QR code stated in webmail login
page.

6 .0Once you have scanned the QR code, please input the OTP and tap Login - please
note that OTPs are time sensitive; if login is failed because of wrong OTP, go
back to Google Authenticator, look for the new OTP and try again

D

UDomain

LOGIN

UDomain Webmail System + Get support

Customer Service:
24-hr Technical Support: (3

7. Login is successful, and you can start to use

=s Inbox e
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How to read your emails

1. After you have logged in, please open the menu from the top left corner and
select Mail to read emails in the folder

= Inbox
@ Compose
) - = o |
- (no subject) % 434 Contacts
= tmaste ¢ £ Settings
baby in the Sea
& Admin

Testing email

How to compose an email

1. Tap Compose button

2. Edit sender box if you want to send email as a different identity from default.

If you already have an address book set up, select the addresses from address
book and:

- tap +: to add to "Cc" list
- tap +: to add to "Bec” list
3. Fill in subject of the email
4. Add your attachment.
5. Fill in content of the email
6. Tap Send to deliver the email

|

(no subject) . Mail
e B & Contacts
baby in the Sea =t
! o i £ Settings
- Testing email
l. Admin
-4 -
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B4 ce
B3 Bec

B Reply-Ta

From postmasterBudpropect com =

To ‘

Tushjeet

EA Followup-To

How to search the email you want

If you want search emails according to the sender / receiver / subject content,
choose "Filter", then type the key words and finally tap "Search"

— T
== oo m == e —
=
Q = |Y Q Y
project 402164 @ subjecr
U
(no subject) O
From
udp t
O Ta
o baby in the Sea
Ce
- Testing email Bee
Body

Entire message

All %

Currenl folder ¢
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How to click the email and read the content

1. Choose one of the emails
2. Read the previous/next email in the same folder
- Tap the "Previous" or "Next" icon to read the previous or next email in the same

folder
< =
= Inbox L
- .= (no subject)
From  postmaster@udproject com
Q Search E Y Date 16:42
Al he:
postmaster@udpreject.com 2020-04-02 1642 Flantext
O * (o suect
Welcome
B postmaster@udproject.com 2020-04-0217.29
O baby in the Sea
o |Gmail] Technical Support Team 2020-04-02 16:36

Testing email

How to move an email to a different folder

1. Choose “More” from the top right corner
2. Select “Move to...”, and choose the destination of the email

4 Meail -]

(no subject)

r@udproject.com

1402 16:42

Plain text

Dear Client,

welcome

2. import

& Download... >
>

& Editas new

Show source

F Move lo... > I

ﬁ Copy to. >

&2 Inbox
&' Drafts
A sent
© Junk
M Trash

i Test
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How to change the code (Encoding)

24x7 Technical Support
(852) 2540 1505

1. Tap "Settings" and "Preferences", then choose "Displaying Messages"

2. Tap "Advanced options"

3. Choose the code and tap "Save"

[ Compose
Mail

2% Contacts

£ Settings

& Admin

( Preferences

Main Options

Open message in a new window

Show email address with display name

Display HTML

Allaw remale resources (images, styles)
never

Display attached images below the message

Display emoticons in plain text messages

Advanced options ~

Default Character Set

[ ASCII (English)

E Settings
@B Folders
B5 Identities

# Responses

£ umail

( Preferences

Main Options

Open message in a new window

Show email address with display name
Display HTML

Allaw remale resources (images, styles)

never

Display attached images below the message

Display emoticons in plain text messages

Advanced options A

Default Character Set
UTF-8 (Unicade)

< Preferences
L User Interface
Mailbox View
&= Displaying Messages
4 Composing Messages
&% Contacts

= Server Settings
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How to add a new folder

1. Tap "Settings’, choose "Folders", tap the icon on top right corner and then
"Create’

2. Fill in the name of the new folder in the space provided

'4 Folders - ]
[’ Compose Location
= Mail Folder name
&+ Contacts
- Parent folder
£ Settings I
& Admin Settings
List view mode
List

Cloud Email Hosting by UD Cloud | UDomain '¢/(H
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How to rename a folder

1. Tap "Settings", choose "Folders" and find the folder
2. Fill in the new name of the folder
3. Tap "Save"

Settings

= Preferences

B Folders

08 Identities

z Compose

Mail

+33 Contacts

£ Settings |

& Responses

& Admin £ UMmail
&P Change Password
& 2-Factor Authentication
£ Folders B < Folders { ]
Q Y Location
&2 Inbox [ @) Folder name
Test
" Drafts 0
Parent folder
A4 sent [ © - :
o Junk o Settings
'ﬁ Trash o List view mode
List s
©
Information
Messages ]
Size 0
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How to delete a folder

1. Tap "Settings", choose "Folders" and find the folder
2. Tap the top right corner, select "Delete", then tap the "Delete" button

= oz < Folders ==
[# Compose = Preferences Q Y
Mail & Inbox O
8: Contacts B Identities &' Drafts ©
£ Settings # Responses A sent ©
& Admin £ Unail © Junk O
P Change Password W Tresh O
a 2-Factor Authentication o

Do you really want 1o delete this folder?

Create

M Delete

o X

-10-
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How to create a new address in address book

1. Tap "Contacts", and select "Create" from top right corner
2. Input the name and email address, then tap "Save"

= Contacts E
Search

[#' Compose

Mail

3% Contacts

£ Settings

& Admin

The list is empty. Use the Create button to add a new

record
( Address Book ==
Create First Name
m
Last Name
Q Search
L. Import Add field... &
& Ex > 5 )
roperties Persanal Notes
- .,
i Email
()
k
Phone
w
Address
o
Add field... %

-11-
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How to create/edit your signature file

1. Tap "Settings’, choose "ldentities", and then "Create" from the top right corner
2. Input "Display Name" and "Email"
3. Fill in your signature item, type in your signature content and "Save"

= Settings

[#' Compose == Preferences
= Mail

W Folders
73+ Contacts

5 Identities
£ Settings
- # Responses

Admin

£ UMmail

PP Change Password

z Compose

£ Identities

BB postmaster@udproject.com <postmaster@udpr

= Mail

22: Contacts

& Admin

-12-
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How to change the password

1. Tap "Settings’, choose "Change Password", then input your Current Password

2. Type in your new password in New Password box (please note that your
password is case-sensitive)

3. Confirm your new password by re-typing it in Confirm Password box

4. Tap "Save"

= Settings I's
[ Compose 7= Preferences Change Password
i Folders Currere Passwend

= Mail

B5 dentities
72 Contacts s

£ Settings |

& Admin

Mew Pasewerd
o Responses

Camdinm Passreund

£ UMail

P Change Password

& 2-Factor Authentication

® Auto Forward

-13-
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How to set auto forward

1. Tap "Settings", "Auto Forward" and then select "Add" after tapbing the top right
corner

2. Type in your address where you want to forward to
3. Tap the button "Add"

= Setiings < Auto Forward @

[# Compose = Preferences /
Mail @l Folders

3% Contacts BS Identities

# Responses

‘ Admin

£ UMail

M Change Password

. The list is empty.
& 2-Factor Authentication

¢ Auto Forward |

4% Auto Reply
Auto Forward
A select Wi i oy i iy Inbax [ @]

Pleasa entar the email address to forward to
@ Delete

-14-
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How to activate 2-Factor Authentication

1. Tap "2-Factor Authentication" from Settings and "Update TFA to a new device"
2. Use your device (note / mobile / iPad....) to scan the QR code

3. Input the OTP and tap "Save"

E Settings

[ Compose = Preferences
= Mail B Folders
&% Contacts B8 Identities

& Admin

# Responses

£ umail

&P Change Password

|n 2-Factor Authentication

® Auto Forward

How to set your auto reply

1. Tap "Auto Reply" from Settings and switch to "Enable"
2. Type in your content of your auto reply and "Save"

E ‘Settings
[ Compose = Preferences
= Mail W Folders
7l Contacts B Identities

; Admin

@ Responses
L UMail
M Change Password

& 2-Factor Authentication

¥ Auto Forward

4% Auto Reply |

© Blacklist

£

2-Factor Authentication

Security Advice

To preven unautholized SO0E33 10 FOUR Mailbox, you &re
HIGHLY RECOMMEMDED 1o #nable TFA for your sooount
H o weant 10 disabie g feature. please Contact your
el adwminisiraios [posirasber) for help

St

Sl Sean the OF bedow weh the spp:

Or gl The PEE SKEBGPENCPOUIE

-ui 2 B-n—l

L3

Ao Reply

The same perder will recense Tnly | dato-Heply within 24
hours

Aunn reply essage
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How to set your favorite
Tap "Pereference" from settings and choose a folder

User Interface
- set the time zone you are now in
- set the time when the page will be automatically refreshed

Mailbox View

- set how many emails will be shown in a page

- set Full Mailbox Notify: when the mailbox usage meet the % you set, a notification
email will be sent to your email box for reminder

Displaying Message
- set display HTML
- change the default character set

Composing Message
- can set default signature: set a default signature when you compose a new email

= Setiings < Preferences
[# Compose L] User Interface
= Mail i Folders & Mailbox View
&% Contacts B8 Identities &a Displaying Messages
# Responses 4 Composing Messages
& Admin & Umail 284 Contacts
AP Change Password =8 Server Settings

& 2-Factor Authentication

#® Aute Forward

-16-
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How to enable/disable anti-spam features

1. Tap "Settings" and then "Umail"
2. Choose "Anti-Spam"
3. Choose your favorite and tap "Save"

E Settings

[ Compose == Preferences
Mail @8 Folders
2% Contacts B8 Identities

@ Responses

% i
AP Change Password
& 2-Factor Authentication
¢® Auto Forward

( Services ‘ Services

— -

Recere quarsniine repot

[east select e repart language

Englsh
Delivery address
My Inboa =
Uishark Anti-Spam
Features
Enabibe auto deleie

R iruirs

Megiages thal have been in Spam Sokder mone than 30 days
will B sutlcrateally deleted

-17 -
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**|f not yet subscribed our Anti-Spam service. The following message will be
displayed as below.

Please contact UDomain Customer Service Department for more details:
Phone: 2554 7545

Email Address: service@udomain.hk

UShark Anti-Spam

Filter junk mails & send a quarantine report to you everyday.
No installation to computers required.

Save your time from reading spam.

More details

Purchase

-18-
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How to set the processing rule

1. Tap "Processing Rule" from Settings

2. Tap the top right corner and then the "Add" button
3. Fill in your rules

4. Tap "Save"

4 Processing Rule @

Status Content tion
This list is empty

[#' Compose
Mail
3% Contacts

& Admin

4 Frocenung Bule 4§
Hew Rule
Pt foren Rule (:I
i the incoming email mests thiz condition
Coligia] iyl i ]
Procwia e Fubi
Wzret 1 #  mba

-19-

Cloud Email Hosting by UD Cloud | UDomain '¢/(H




w UDomain MOblle Webmall Customer Service 24x7 Technical Support
(852) 2554 7545  (852) 2540 1505

How to set your blacklist/whitelist

1. Tap "Mail" icon and choose the email
2. Tap "More" on the top right corner to add the address to blacklist/whitelist

=& Inbox
[# Compose Q =Y
postmaster@udproject com 2020080216°42
o (no subject)
. postmaster@udproject.com
&% Contacts @)

baby in the Sea

£ Settings

< i E

(no subject)
From  postmaster@udproject.com

Date  2020-04-0216:42

Testing email

4y Reply

<y Reply all >

All headers...
¢ Forward >
Plain text
Dear Client, n Delete
Welcorme ’
Mark >
28 More >

X import

& Downl &= >
& Editas new

B Show source

B Move to >

I copyto >

© Add to Blacklist

Add to Whitelist

-20-
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How to change the Web Mail language

1. Tap "Preferences" from Settings, then choose "User Interface"
2. Tap "Language’
3. Choose your favorite and tap "Save"

E Settings
= Mail @m Folders
B8 Identities

234 Contacts

& Admin

# Responses

£ Umail

P Change Password

Preferences < Preferences

IA

L] User Interface Main Options
= Mailbox View Language
[ English (US) $
&a Displaying Messages —
Auto s
4 Composing Messages
Time format
3% Contacts p—— .
&8 Server Settings Date format
-21-
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For Administrator Use

How can | disable/enable TFA/OTP function if user location is in China

@ Compose
Mail
72 Contacts

£ Settings

For
w Ve Nasme: s v - prosbmtcrst mivrgest oo Domain
U crmasr & Enghsh
Add user I Dwiels “ Mare Asd User ] ( _]l Search l PapEs: WY e 1 33
Srow ABCDEFOHI!I JXLMNOPOQRSTUVWXYZ DS
s 000008 Guots spars TTI0ME Tobsl user 20 User spars 12 3
w Ve Userspate(Mll)  Quantity Weamall Status 8% Ful Aue Domain TFA
208 Navies lugramt (o7 o1 L L t rustie e - F st - Duibin | Resst
() cestorerBuiproedt com ar ] Mo Crate N Onasie - Modly | Craties - Owcabie |
(] JovGucprect com 187 LAY Ve ¥ rushie " s - Mcciy st - Dunsbie | Resst
Q audprviet com LEY] 08 W Costee N Do - Mocily | Cratrie - Ot |
Q 1A G AT cor asa u Ny knatee ¥ sanie . Mealy | Fnshies . Omatie |
[ - neCasdgr opect com cas ‘ N Eratie ¥ Doaacie - MocHly Enatind - Dinsbie |
@ vavigecpaed com 0 o ves  Gnatie N sacie - Moy names Qmabie |
W maytes npadproect com (] 1 v £ riatie ta daacie - Moy Enanw Dinabie |

Add uer I | e ete l Wors Ade User I [ )| )
1 For Account
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How can I re-set the password for user

& Compose
Mail
284 Contacts

& Settings

b T I ——
B e :
M T g

g WiE g
1

pagme: bl jjum § wey

Tnatem| Hanet

B | ¥ | Engish

axesws @ User can ghange password
frvieas @ Webmail
Acmre v @ Enable
) Disable (ote: Email is received as normal but user neither accesses web

mail nor downloads email. )
1St drt- @ Enable
O Disable

Formare it

(Precede
space, f
abe@y

e forwarding to more than 1 email address by a comma and a

Bxample, you should enter:
\ain.com, xyz@jyourdomain.com)

0 Keep py in your mailbox

-23-
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How can | increase/decrease the email quota/storage for user

& Compose
& Mail

&+ Contacts
£ Settings

.
w [y S S S—" -

) ( —_ —T C )

MR Erghah

[ “ e Ld e l i ) [T, Pages 101 4 | e

EFGMI JELMNNOPOQRST UV WY Z M

» ITIOOME Totel user 20 Uss . 12
Rerspat (B Guasity Mesbmad Bletss 36 Ul At Reply Deoman TFA
D s BN ——
() covore@usproeccom LT M (R S Dot - Moy sms - vaatie |
o Soe @ ogat e [ tw bk re e - Moy wt - Dinabie | Menal
o co@uRe o ey L] L] N Cronti - Mgty i - Seentie |
() g sageet cove T " [~ re . W, bestim |
(W] )i @uadyropet ¢ om 108 ‘. ™ st . e By - Dhaibie |
o way Gracproect.cow © [ e Lot " Do Mooty rsoe: Onatie |
L) revesrgguirosc cors t ' "o Erats re - - Moy ot - Dinaibie |
Ass var ] [arertr I Uhorw A mer ] L ) Sewee l pogen 1 s |
LA

stmaster@udproject.com

(Blank for keeping previous password)

bn change password

(Note: Email is received as normal but user neither accesses web
mail nor flownloads email. )

Ushe et @Enabl
ODisabl

(Preced§ the forwarding to more than 1 email address by a comma and a
ffr example, you should enter:

jomain.com, xyz@yourdomain.com)

@ Keepa copy in your mailbox
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How can | add/remove user account

@ Compose
Mail

224 Contacts
L& Settings

& Admin

N ¥ Oegist
T T | £ whimon s e 15 ]
puirie || s s || [ WU s | e sy
ABCEOREFGHI JELMHOPGEETUY WX 7 L 08
o BEEE M Do spss VRO Tolshwier B Ui s 12
[T Anarnpacebill| Oty Websas Suies BT e Baply Dra TTR
T g e T (R} {: ) T L iy = Frestent « Donibin | Plarsam
B [ com | aar i - - T S —
B . L2 ] e ] L B B - iy « D | Mt
R L = ] R i s - ety onatitem |
e ] AT e 111 [ - e . Meahy — ]
gt e T L il 4 Pex - bt - ke i Dhsateg |
Py (R T D ¥ 1 e 1 ara . Tlosnty are « [hmaem |
TP L] i w o hlguoaty oot |

L
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How can | set the Alias

@ compose
= Mail

38: Contacts
ﬁ Settings

m [ LT TS SR
= et ooy —|
b ;|g "i.-' N B et

| s maragmeser | g e ]| T 1 [y —— e 154 ]
[rape. Il_ R ” h--_u--l —:J Tree.ts pugen AH i e

S ABCODEFOHI JENLMNOFORST U ®N Y F e

= PO0E Ml Gl wpees | S il a3 1L avw it
s e nepm e ME Ceardy @eerad Qs B Ra St Seply Drarraaen i

ot s ke i e L m - Bi i1 Fruskn [ F ke I -

[ T 15 EL ha b= 4 ol - ey = - acatee |

EE e L Wik [E TR o ey Il
| = fEs e e Bk =l L] ik n E e ettt |

| N B

(= = | |
@ ey
A By ﬁ B kisa - I g 1N o 1 ki
LE N PO RSTUOUVYE EY JF S

o e (RN

I el e

C wsbrt iR s
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k== 4
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wir [y e hevan o e [yse e g

If you have any question for the mail system, please kindly send email to
service@udomain.hk or support@udomain.hk for further assistance.
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