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1 Introduction 
Coremail XT is Coremailôs latest release of e-mail system.  Its Html webmail interface 

adopts simple look and feel designs which allow users easy to operate, with quick respond to 

system.  

This manual provides tutoring on the use of the Coremail system through the Html 

webmail template.  A detailed introduction on Coremail XT and its different features and 

functions will be provided. 

 

1.1 Log in 

Open the browser and input the ñaddressò into the box where you put the URL, for 

example, ñhttp://mail.corpease.net ò, and press ñenterò.  This will bring you to the Webmailôs 

login page. 

You need to input the correct ñusernameò and ñpasswordò in order to login.  Press ñloginò 

to enter the system and start to use the features. 

 

If you enter a wrong ñusernameò or ñpasswordò, an error message will appear, for 

example, ñAuthentication failed, please check your ñusernameò and ñpassword.ò.  You should 

re-enter your ñusernameò and ñpasswordò correctly to login again.  

Users can choose to enter Html style or Ajax style from the dropping-down menu of style 
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selection. System default is Ajax style.  

If users check ñSSLò button, your connection to system will become secure channel after 

login.  

You might select different languages from login page as well. 

 

1.2 Webmail Structure 

User will enter webmail home page after login. 

Html webmail interface can be divided into three parts: A. ñnavigation barò, B. ñshortcut 

barò and C. ñMain display windowò.  

 

1.3 Log out 

User can easy log out CorpEase webmail by using ñSign outò button on top right corner of 

webmail page. 

ȍNoteȎPlease remind to log out on public computer.  
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2 My Mailbox 
User can manage e-mail easily using ñMy mailboxò. 

Click on ñmy mailboxò button, shortcut list on the right will display folder list and 

configured function such as ñschedule sendò and ñPOP accountsò. User can select easily what 

they want to do under webmail.  

 

V   

2.1 Home Page 

Home Page is the first page on webmail. Username, your last login time and current 

system time will display on the top of the page.  

Corporate Bulletin will display if administrator have enabled this function. 

Home page will display summary of your mailbox such as mailbox capacity and net folder 

capacity (if subscribed). If your mailbox is nearly full, it will display warning message as well.  

 

 



Version̔ 1.0 4 Total 34 pages 

2.2 Read Email 

Click on e-mail subject to display message content. System provides two messages 

reading methods:  

̂1̃read message in same window 

̂2̃read message in new window 

User can configure under ñsettings -> preferencesò 

 

1. read message in same window 

If users selected ñread message in same windowò, message content will display on main 

display window. 

2. read an mail in original window 

If users selected ñread message in new windowò, a new window will pop up to display 

message content.  

 

More operations can be selected on ñmoreò scroll down menu:  
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2.2.1 Basic operation 

ü Previous̔Move to previous message. 

ü Next̔Move to next message.  

ü Back: Back to previous display message 

ü Details̔Display more message information such as sender, recipient and attachment 

information.  

ü Summary: Display basic message information only. 

ü Attachment information̔ Detail information will be displayed such as attachment 

name and size.  

 

2.2.2 Attachment 

ü Select all - Clear all: users can check ñselect allò to select all attachments; while ñClear 

allò to reset your selection. 

ü Compress and download selected attachment̔System will compact the attachments 

and download in a single file using Zip format. 

ü Display pictures in attachments: All pictures inside attachments will display in webmail 

window.   

ü View message content: Display message content only 

ü Download: Convert the message into *.eml file and download to local computer  

 

2.2.3 Reply 

ü Reply: System will move to ñcomposeò page. Recipient e-mail address will 

automatically be filled to recipient field. 

ü Reply all: System will move to ñcomposeò page. All e-mail addresses in original will 

automatically be filled to recipient field.  

 

2.2.4 Forward 

ü Forward: Forward your message to other e-mail address.  

ü Forward directly: Put message content to new compose e-mailôs content and forward 

to others. 

ü Forward as attachment: Convert your message to a *.eml file and attach in new 

message. 

 

2.2.5 Delete 

ü Delete̔Put your message to óTrashô folder.  

ü Delete forever: Message will remove from server directly. Message cannot be 

recovered. 
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2.2.6 Move 

Move your message to other folder.  

 

2.2.7 Resend  

Send your message again.  

 

2.2.8 Reject  

Add sender to black list.  

 

2.2.9 Add to personal address book 

Add sender to personal address book. User may edit address book information later. 

 
 

2.2.10 Edit personal address book 

If sender is in personal address book, system will redirect to óedit personal address 

bookô page. 

 

2.2.11 Download e-mail  

Save your meesage in .eml file format.  

 
 

2.2.12 View message header 

Message header will display 

 

2.2.13 View message source  

Raw message information will display which include message header and body in plain 

text. 
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2.2.14 View message content 

Message content will display using plain text. 

 

2.2.15 Encoding  

ü GBK̔Display message content in GBK encoding code. 

ü Big5̔Display message content in Big5 encoding code. 

 

2.2.16 Print  

Print message.  
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2.3 Compose e-mail 

CorpEase enterprise email system ñcomposeò page contains a lot of user friendly 

functions. For examples, user can add attachment, insert signature, insert stationery, using 

Html editor in message content and even schedule to send out message. 

 

Compose page 

User can either input recipientôs e-mail address directly under recipient filed or select in 

personal address book. 

There are several types of recipient: 

(1) Recipient (default): The person (e-mail address) you intend to communicate with. 

Recipient e-mail address will display in message. 

(2) Cc: ñCarbon Copyò. The person (e-mail address) you want to inform. Recipient e-mail 

address will display in message. 

(3) Bcc: ñBlind carbon copyò. The person (e-mail address) you want to inform in secret. 

Recipient e-mail address will not display in message  

Add attachment: Add a file to your message. You can select multiple attachments. 

Schedule send: You can schedule to send out message.  

More functions: You can mark message in ñhigh priorityò, request read receipt etc. 

 

2.3.1 Select recipient 

When user input recipientôs address, system will try to list out matched e-mail addresses 

in address book automatically.  

 

Auto complete recipientôs e-mail address 

When user click on ñrecipient/cc/bccò button, system will pop up address book selection 

page. User can select contacts inside address book. 
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Quick add contact from address book 

User can input the contactôs name to search. Click  to cancel searching.  

 

Quick search in address book 

 

2.3.2 Add attachment 

If user wants to include attachments in message, they can click ñAttach filesò button and 

select files they want to include. Click ñOKò button to start upload. 

 

 
Add attachment 
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If user require to include multiple attachments, click ñattach filesò button after each file 

upload. Besides, users may upload attachments more easy by installing plug-in.  

Install plug-in 

 

Please check below if you plan to install plug-inò:  

1. The plug-in support Internet Explorer (IE) browser only; 

2. Enable browser pop-up before download; 

3. Close all browser windows before install plug-in. 

Download plug-in file: 

 

Simply click ñnextò to complete installation. 

 

Upload multiple attachments in one time 

After installed plug-in, user may select multiple attachments in single upload by holding 

ñCtrlò button. 
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Upload progress bar 

System will display progress when attachment is uploading. 

 

 

 If user wants to remove the attachment, just simply click the ñdeleteò button after upload. 

 

2.3.3 Save drafts 

User can save the incomplete message into ñDraftsò folder by clicking ñsaveò button and 

continue edit later. 
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2.3.4 Send 

Send summary will display after user click on ñsendò button. For example:  

 
Send summary 

 

If recipient e-mail address does not exist in personal address book, you may add to 

address book at this stage. 

 

If recipient e-mail format is wrong, system will try to correct it.  User may accept the 

change or not:  

 

 

In some situations, message may get bounce back due to different reasons. If this 

happens, system will send out bounce notice to sender. The following illustrated sample of 

bounce notice which indicates the recipient e-mail address does not exist: 

 


