Y Customer Service 24x7 Technical Support

(852) 2554 7545 (852) 2540 1505

UDomain

Webmail
User Manual



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

General Use

How to login to your Web Mail account 2
How to read your emails 4
How to compose an email 4
How to search the email you want 5
How to click the email and read the content 6
How to Move an email to a different folder 7
How to change the code 7
How to add a new folder 8
How to rename a folder 8
How to delete a folder 9
How to create a new address in address book 9
How to create/edit your signature file 10
How to change the password 10
How to set auto forward 11
How to activate 2-Factor Authentication 11
How to set your auto reply 12
How to set your favorite 13
How to enable/disable anti-spam features 14
How to set the processing rule 15
How to set your blacklist/whitelist 15
How to change the Web Mail language 16
For Administrator Use

How can | disable/enable TFA/OTP function if user location is in China 17
How can | re-set the password for user 18
How can | increase/ decrease the email quota/storage for user 19
How can | add/remove user account 20
How can | set the alias 21

Cloud Email Hosting by UD Cloud | UDomain *'(f(b




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

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)

- Google authenticator download for Windows/Mac URL (please download/using

Chrome browser to open):

https://chrome.google.com/webstore/detail/authenticator/bhghoamapcdpbohph

igoooaddinpkbai

- 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. Click Login

w
UDomain
Welcome to UDomain Webmail!

LOGIN
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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.

AR{EFIGARIE 8

6 .Once you have scanned the QR code, please input the OTP and click 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

N\

UDomain

[ )

=
LOGIN

UDomain Webmail System + Get support

Customer Service: 4754
24-hr Technical Support: (852) 2540-1505

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

h ® F 9 = [}

postmaster@udproject.com : )
Sorting M To Delete

&2 Inbox Q, search =Y
& Drafts
A sent
© Junk

@ Trash
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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

2. Simply click the name of the folder to read emails in it. The content is shown on
the right hand side

[T T | o« & _ . @ O =
Select Threads Sorting Ma =70 Delete Reply R F More

Q search =Y
= & Drafts (2] [Gmail] Technical Support Tear Today 16:36

a

@

postmaster@udproject.com

& Inbox

4 sent
Q@ Junk

Ml i Trash

How to compose an email

1. Click Compose button on the left navigation bar

2. If you need to change the sender, please edit in the From field

3. If you already have an address book set up, select the addresses from address
book and:
- click +: to add to "Cc" list
- click +: to add to "Bec" list

. Fill'in subject of the email

. Add your attachment.

. Fill'in content of the email

. click Send to deliver the email

N o o B
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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 click "Search"

o, s = 1]
postmaster@udproject.com : * — l', > - .
Select =ads Sorting | Delete
& Inbox €D (Q baby g X H
"3
& Drafts n @ Ssubjec
A sent [ 1] @ From
e Junk T
T 0 °
Contacts [/ iR PP [ 1] Cc
a Bcc
Settings Body

Entire messaje

All s

Current folder =

/& Processing Rule
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How to click the email and read the content

1. Read the previous/next email in the same folder
- Click the “Previous” or “Next” icon to read the previous or next email in the
same folder
2. Print an email
- Click the “Print” icon to open the email in a new window
- Click “Print" from the new window

baby in the Sea

Test email

(o subject) Print 1 sheet of paper
[S—
' Destination & UDPT-18001 -
Pages All -
Copies 1
More settings v
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How to move an email to a different folder

Mark the email in the front, then click the “Move To” icon to move the email to other
folder

[ = b
postmaster@udproject.com H * -* i ‘ = & Inbox
Select Sorting Mark | Move To
& Diafts
&2 Inbox Q géarch .
4 sent ) email
» [Bmail] Technical Support Tear
& Drafts a 3 ) From [Gma
Testing email O Junk |
A sent To postr
ﬁ Trash Reply-To techs
Q Junk Date Today
- All headers...
Trash .
a Plain text

Testing by Udomain
Thank you very much ~~

BR
Udomain

How to change the code (Encoding)

1. Click “Settings” and “Preferences”, then choose “Displaying Messages”
2. Click “Advanced options”
3. Choose the code and click “Save”

Main Options

B auio Forvard
4y Auto Reply
© Blackist

whitelist

 Processing Rule
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How to add a new folder

1. Click "Settings", choose "Folders", click the icon on top right corner and then
"Create”

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

3.If you want to create the root directory, fill in the name of the new folder and click
"Save"

4. If you need to create subdirectories of the directory, please choose "Parent folder"
in the directory and "Save"

B2 +IPYS
< g

v

How to rename a folder

1. Click “Settings”, choose “Folders” and find the folder
2. Fill in the new name of the folder
3. Click “Save”

v © 3

80 \A%Do
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How to delete a folder

1. Click “Settings”, choose “Folders” and find the folder
2. Click “Delete”, then “Save”

How to create a new address in address book

1. Click “Contacts”, and “Create”
2. Input the name and email address, then click “Save”

=

ﬂ . " &
Search  Import
\ sample@abe.com hk

Address

Cloud Email Hosting by UD Cloud | UDomain




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

How to create/edit your signature file

1. Click “Settings”, choose “Identities”, and then “Create”
2. Input “Display Name” and “Email”
3. Fill in your signature item, type in your signature content and “Save”

-
Create

BB postmastergudpropect com «postmaste £udpig ¥

Display Name postmaster@udproject com

postMasten@udproject com

Signature

How to change the password

1. Click “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. Click “Save”

Settings

= Preferences Change Password

Folder:
9 Fokders Current Password

B3 Identities
New Password

@ Responses
Q@ umail Confirm Password

——_

B 2-Factor Authentication

e Auto Forward
4 Auto Reply
® Blacklist
Whitelist

A Processing Rule

-10-
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How to set auto forward

1. Click “Auto Forward” and then click “Add”
2. Type in your address where you want to forward to
3. Click the button “Add”

m Settings LI
Select Delete

= = Preferences
Compose

Mail
Py  Responses

Contacts 8« MUK

Auto Forward

W Folders Keep a copy

B8 dentities Se enter the email address to forward o

(- B change Password
Settings

& 2-Factor Authentication

PYNE | * Auto Forward

4 Auto Reply

© Blacklist
whitelist

& Processing Rule
The listis empty.

How to activate 2-Factor Authentication

1. Click “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 click “Save”

Settings

2-Factor Authentication
Security Advice

To prevent unauthorized access to your mailbox, you aré HIGHLY RECOMMENDED to enable TFA for your
account

If you want to disable this feature, please contact your email administrator (postmaster) for help.

hentication \ Status Enable

Update TFA 10 & new device

® Blackiit Step 1 \ Stan the GR below with the app
[ whitelist .
2 wi , ;

¥ Processing Rule

Or input the PSK KIGH3WZYLHGTHT 4

Step 2 Please enter your one-time password OTF)

=

-11-
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How to set your auto reply

1. Click “Settings”, choose “Auto Reply” and switch to “Enable”
2. Type in your content of your auto reply and “Save”

Settings
= Preferences
= Auto Reply
Il Folders The same sender will receive only 1 Auto-Reply within 24 hours
B entities Enable @
@ Responses Auto reply message

L umail

A !
p Change Password our email had been well received. Thank you

& 2-Factor Authentication Best Regards,

00000
e AutoF

4 Auto Reply
Q Blacklist
Whitelist

J~ Processing Rule

-12-
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How to set your favorite
Click "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

Settings
[ user Interface
e Folders \ = Mailbox View
B Identities &a Displaying Messages
@ Responses #4 composing Messages
2 UMail 283 Contacts
P Change Password = Server Settings

& 2-Factor Authentication
¢ Auto Forward

4 Auto Reply

© Blacklist

Whitelist

A Processing Rule

-13-
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How to enable/disable anti-spam features

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

**|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

& Anti-Spam 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

-14-
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How to set the processing rule

1. Click “Processing Rule”
2. Click the “Add” button
3. Fill in your rules

4. Click “Save”

N 1+
Setings

= Preferences Status. Content Action New Rule
ol oo This list is empty perform Rule
B Identities
If the inc ‘email meets this condition
#® Responses ’m s

£ umail

P change Password

Process the rule

Mave to : | Inbox :

& 2-Factor Authentication

o Auto Forward
¥y Auto Reply
B Blacklist

o Whitelist

&~ Processing Rule

How to set your blacklist/whitelist

Click “More” icon to add the address to blacklist/whitelist

“« ® ¢ h_ o T B

Reply Reply Al Forward Replyall  Forward Delete  Print  Mark | More

« >

Frevious  Next

baby in the Sea 8 Print this mpssage
From  postmaster@udpre & Export
To postmas com
Date  Today 17:29 # Eatas new
Allheaders. Show sour
Plain text
B Moveto >
1B Copy >
Test email

Open in nelivindow

© Add to Blacklist

Add to Whitalist
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How to change the Web Mail language

1. Click “Settings”, choose “Preferences”, then choose “User Interface”
2. Click “Language”
3. Choose your favorite and click “Save”

sssss

wEéaDed

veesrieve

-16-
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FO r Ad m | ﬂ |St ra tO r U Se (Please allow pop-up “ON” in mobile browser)

1) How can | disable/enable TFA/OTP function if user location is in China
2) How can | re-set the password for user
3) How can | increase/decrease the email quota/storage for user
4) How can | add/remove user account
)

5) How can | set the alias

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

; o, = [ — m
postmaster@udproject.com H k — 1‘_ g - w
Select Sorting Delete
&a Inbox Q, search =Y
f Drafts postmaster@udproject.com 2020-04-02 16:42
(no subject)
4 sent @
postmaster@udproject.com 2020-04-0217:29
O Junk baby in the Sea
ﬁ Trash [6mail] Technical Support Tear 2020-04-02 16:3¢€
Testing email
B Test
— (1)
For All account I LN o
) N 5
2 x = o
disablelenable TFA
Quanity Weoman sus oon Fun Ao Repy T commra |
o s - S
u P sty
- oy
s o P woar
o ; P oty o
oo woar o
fp— 0 0 . Erave o oty [S—
e ———— . \ - e o Eraoed -t
Rader Detew [ AcaUser P ™
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How can I re-set the password for user

o, = [ m
postmaster@udproject.com : * - I3 * - i ju
Select Sorting Delete
= & Inbox
& Drafts
A sent
-04-02 17
O Junk
@ Trash 020-04-02 16
Testing email
° B Test
Settings
G (1)
N | o
=] [ x
| Search pages 11 je< 13
o ANCOEFGHI JKLMNOPORSTUVWXYZ oS
; 20008 om0 e M .
user Usespacemy uantty et sitn nr Ao ey Oomsn T7A
DostmateQutoron o a0n » . Osate Res
customer @udromct com 3) 007 u ™ oo, [
PRp—— 11 - s
52 ™ ™ [
o5 » ™ o
™ . ™ oy
o e
R —— . s Ousve
[ Aadwser W DoVl ior Aca vser] ssces 111
Email address: postmaster@udproject.com
Full name: postmaster
4
J New password. (Blank for keeping previous password)
Confirm:
Mailbox Storage: 10 MB
Mail quota: 2000
Display Preset feature: !

Access privilege:

Account status:

UsShark Ant-Spam :

Forward list:

5)

¥ User can change pa:

¢ Webmail

® Enable
Disable (Note: E

* Enable
Disable

| is received as normal but user neither accesses web mail nor downloads email. )

(Precede the forwj
abc@yourdoma

ing to more than 1 email address by a comma and a space, for example, you should enter:
m, xy2@yourdomain.com)

¥ Keep a copy'In your mailbox

ok |l

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

o ¥ — m
postmaster@udproject.com § k - i * - u
Select Sorting Delete
&a Inbox = Y
& Drafts ot 04-02 16:42

4 sent
0 Junk

Trash [Gmail] Technical Support Tear 2020-04-02 16:36

Testing email

B Test

N s
2 = = e = e
B e e (e ) (e | (s
. T s
Show st ANCOEFQHI IKLUMNOPQRSTUVWEYZ o0
) 7900 8 r w
e rerspaceB) Gusenny s s wara o Rty
sormarmuerond com om P
——— 3) o P ™ s
rr——p n - o~
1gmmancicon a0 o8 ™ woony
om n M ——
™ . o wsen,
. . i
" s, [
1 ar amtanen
L
User Name: postmaster <postmaster@udproject.com>
24-hour hotline
852-2540 1505
UDomain [: : q‘ g
Email address: postmaster@udproject.com
Full name: postmaster
New password. (Biank for keeping previous password)
1) Confirm
Maibox Storage: 10 MB
Mail quota: 2000
Display Ryeset feature. «

¥ User can change password
“ Webmail
® Enable
Disable (Note: Emal is received as normal but user neither accesses web mail nor downloads email
® Enable
Disable

UShark AnkSpam

(Precede the forwarding to more than 1 email address by a comma and a space. for example, you should enter
abc@yourdomain.com, xy2@yourdomain.com)

# Keep a copy in your madbox

[ oK I Back ]

9
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How can | add/remove user account
postmaster@udproject.com : k 2 F * = L
Select T Sorting M Delete

& Inbox Q searct =Y
& Drafts (1] @udp T 0402 1€

(no subject)
0 Junk baby in the Sea
Trash [6mail] Technical Support Team 2020-04-02 16:36

Testing email
I Test

- =] ——

sy
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How can | set the Alias

Customer Service

(852) 2554 7545

24x7 Technical Support
(852) 2540 1505

o, = [ m
postmaster@udproject.com : k - £ — m
Select Sorting Delete
= &a Inbox Q, search =Y
f Drafts n postmaster@udproject.co 2020-04-02 2
(no subject)
A sen [0
postmaster audproject.com
0 Junk baby in the Sea
T Trash [Gmail] Technical Support Team 2020-04-02
Testing email
M Test
- 1)
R
=] sogen 11 et 2
r— P - s . ey -
e P——
o0 .u oo e
- oo -
P ™ - e
st u ™ ot e
oss . - ot e
. ot Ocase
. — -
—
L
User Name: postmaster <postmaster@udproject.com>
24-hour hotline
852.2540 1505
User n1ar'a:11_omt.-n'| Setting alias | | Domain blackhist 1 | Domain whitelist | Domain TFA |

Setting alias

% I Add Alias II Edit Alias l

Delete I

Alias
ahastest
sales

Email address
dev@udnpeoiect com
cs@udproject com

Add Alias IJ Edit Alias ”

Delete I

Showall A B CDEFG HIJKLMNOPQRSTUVW XY Z 08

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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