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1 Introduction

Coremai | XT i s Cleaseeoheamal system. st Hinsd tvebmad 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 inputt he fAaddresso into the box where
example, Ahttp://mail.corpease.net o0, and press |
login page.

You need to input the correct fiusernameodo and dap

to enter the system and start to use the features.

mail.corpease.ne€

mZHEE kS

EiraBIE AP

Enterprise Email Users

===k taa=, R C

User Name Domain Password

luser | @ ppanyname.net.cn [eeeee |

= P&

Language . Style - SSL

English - HTML -

2 VeriSign
Secured

EirspEEIRR e

Enterprise Email Administrators

ARE tahs= A
User Name Domain Password
I |e | | |
B=
Language _
B3z - [ Admin Login |

| f you enter a wrong fiusernameodo ofr fipasswor dog
exampl e, AAuthentication failed, please check you
reenter your Ausermdmeocomndcfibgpsswol ogi n agai n.
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 fiSSLobutton, 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: Ainavi gatB.eshbatout
bard6 a( iMain display windowo .

CORPEASE ) 5] Friday, January 23, 2009

WWw.corpease, net Welcome, user <user@companyname.net.cn>  Home | Settings | Help | Sign Out
Check Mail Good morning, user Your last login time: 2009-01-22 09:46:16 Search message |49+

8 & Local Folders My Mailbox
3 Inbox
2 praft
3 sent
@ Trash
'@ spam mail
P Virus »
& search You are currently using 0.8M (8%) of your 10M. Total 2 folders, 1 files. Details>>

£ POP accounts

You are currently using 1.68M (17%) of your 10M. Total 16 messages, My Maibox>>

Net Folder

=4 My Mailbox

(83 Address Book

;E_] Corporate Address Book
@ Calendar

ﬂf) Net Folder

Copyright 1999 - 2008 Corpease.

1.3 Log out

User can easy log out CorpEase webmail by using fiSign outdbutton on top right corner of
webmail page.
0 NoteO Please remind to log out on public computer.
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2 My Mailbox

User can manage e-mail easilyusingii My mai | box 0.

Click on i my  ma iblttbnp ghortcut list on the right will display folder list and
configured function such as fschedule senddoand fiPOP accountsa User can select easily what
they want to do under webmail.

& &9 Local Folders

3 Inbox
L2 Draft
(=3 sent
&) Trash
L@ Spam mail
LP Virus

&2 Search

9 POP accounts

\Y

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.

CORPEASE ﬁ'ﬁ % Friday, January 23, 2009

WWW.corpease.net Welcome, user <user@companyname.net.cn>  Home | Settings | Help | Sign Out

Good morning, user Your last login time: 2009-01-22 09:46:16 | Search message |l

& 9 Local Folders My Mailbox

(3 Inbox
@ Draft You are currently using 1.68M (17%) of your 10M. Total 16 messages, My Maibox>>
L= Sent
@ Trash
L@ Spam mail
P Virus

& Search

£3 POP accounts

HNet Folder

You are currently using 0.8M (8%) of your 10M. Total 2 folders, 1 files. Details>>

=4 My Mailbox

(85 Address Book

@ corporate Address Book
& calendar

53 Net Folder
Copyright 1999 - 2008 Corpease.
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2.2 Read Email

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

" 17 read message in same window
" 27 read message in new window
User can configure under fsettings -> preferenceso

; @ Same window

Read message in :
) New window
1. read message in same window
If users selected fi r enaedsage in same wi n d,eonesdage content will display on main
display window.
2. read an mail in original window
If users selected fi r eraedsage in new wi n d pamnéw window will pop up to display
message content.

remal.chs W | MEEE | W | Bt

W = =5 2
5 [ =l[E2 = (11 b B)
E 5 #avan
L daiis T SRR HTEERS [}S TR [ESmERiEa]
L4 iiz BPA: EEW <toddy@coremal cn> ShAIIEN AR AR Gl 2007-7-27 15:39:34
& e
@ Edif B ;R - T [ITRTRikR s ] [ BRI BRAEA] [ ST ]
g st ™ head 200_200.0PG  Fa
[y = -
L@ =R EET 7230 Rllite
‘9 ad _ FEE AR -4 [ B - LSRR China
& & POPHS e "EE ( Black berry ) TERLRE—FEESTEFARE RS, B HINERRM AT EIR I

) sameenemecremal.on > He TEE -G F AR, rv BRI EA . T T R
o, AP ERRTEE T BERERT L BIURRREERE AT, TRMETE
L—{HBHEF. MWEE, BEFRSELEF, THAEHLALEE ...
EEILFRARRATHEIRE

S SRR R T IE RHR

FRIRFFIEIF - Taiyuan, Shani,China

FEgh, B AR LA CE TR S TaE R, T AN RS R rHke
CE TR T O EFARE T . B AT, RE BT AR R AT —
—AMEETFENA, ERESN. XS5SEEMEFNEENTEASHE >, ArHMEES

L s FLFEAT, thigFHE, HHSEAANER TSI T 8, AT .
FE IR IRE
(8] - AiEIRT

S — =

& mmEAF

Coremail. @ Copyright 1999 - 2007 Maitech,
More operations can be selected on fimoreoscroll down menu:

Delete Forever
Resend
Forward
Forward directly
Forward as attachment
Edit Address Book
Download
View header
View source
View mail
Encoding
GBK
UTF-8
Big5

Inbox
Draft
Sent
Trash
Spam mail
Virus
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|Reply| |Replyal| |Fooward | [Delete| Moveto ~ More ~  [Prev] [Next] [Print] [Back]

2.2.1

I e R e i

c: oo

2.2.2

2.2.3

224

2.2.5

Subject:  alan@companyname.net.cn's Autoreply [Summary]

Sender: alan@companyname.net.cn Nov 24, 2008 2:53:49 PM

To: user@companyname.net.cn

Basic operation

Previous Move to previous message.

Next Move to next message.

Back: Back to previous display message

Details' Display more message information such as sender, recipient and attachment
information.

Summary: Display basic message information only.

Attachment information’  Detail information will be displayed such as attachment
name and size.

Attachment

Select all - Clear all: users can checkfi s e | e to $selea &ll tiachments; while fClear
alloto reset your selection.

Compress and download selected attachment System will compact the attachments
and download in a single file using Zip format.

Display pictures in attachments: All pictures inside attachments will display in webmail
window.

View message content: Display message content only

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

Reply

Reply: System will move to fromposeopage. Recipient e-mail address will
automatically be filled to recipient field.

Reply all: System will move to ftomposeopage. All e-mail addresses in original will
automatically be filled to recipient field.

Forward

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

Forward directly: Put message content to new compose e-mail& content and forward
to others.

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

Delete

Delete’ Put your message to drashéfolder.

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.

' Saved postmaster@companyname.net.cn to Address Book, [Edit]!

[Replyl ]Reply alll ‘Forward} ’Deletel Moveto ~ More v [Prev] [Print] [Back]

Subject:  RilI{ER Coremaikl Faibik Fk/ Welcome to the Coremail e-mail system [Summary]

Sender: postmaster@companyname.net.cn

To: user@companyname.net.cn

2.2.10 Edit personal address book
If sender is in personal address book, system will redirect to @dit personal address
bookdpage.

2.2.11 Download e-mail
Save your meesage in .eml file format.

(T [=X=)
AT R R D2

= B alan@companyname.net.cn's+Autoreply.eml
e 2¢8): windows Mail EEF#3{4, 1.00K8
M: mail.devi.corpease.net

| TR || #F6 | [ BEE

[\

OF g

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
U GBK Display message content in GBK encoding code.
U Big5 Display message contentin Big5 encoding code.

2.2.16 Print
Print message.
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2.3 Compose e-mail

CorpEase enterprise email system ftomposeo
functions. For examples, user can add attachment, insert signature, insert stationery, using

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

p acgntins a lot of user friendly

Send | | Save | Cancel
To |<tina@companyname.net.cn>

Cc "jessica"<jessica@companyname.net.cnz>
Subject |notify
[ older] Maximum email size is 49 M (include attachment)

[T 1 High Priority [] Request for read receipt [¥] Save 3 copy to 'Sent' folder [Time Set]

— —

E=E| A D @ F E Ey | Signature ource | P Hitml

Jii
1
|

Y. A B I UE

Compose page
User can either input recipient& 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: iCarbon Copya The person (e-mail address) you want to inform. Recipient e-mail
address will display in message.
(3) Bcc: /Blind carbon copya 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 fhigh priorityg request read receipt etc.

2.3.1 Select recipient

Whenuseri nput reci pi ent 0 strytdstlautenstshed esnpikatideesseswi | |

in address book automatically.

Send | | Save, | Cancel

To

N
w
()
al

Cc "jessica” <jessica@companyname.net.cn>

Subject
ttact Attach files from Net Folder]

i:‘-,,‘:L’A! :1.€S] :—*;,su.v

"" <jessica@companyname.net.cn>

[T] 1 High Priority [C] Request for read receipt [¥] Save a copy to 'Sent' folder [Schedule send]
Auto completer e ¢ i p é-mneail addresss
When user clickoniir e c i p i @buttoh,systenh will pop up address book selection

page. User can select contacts inside address book.

Versiori 1.0 8 Total 34 pages



: Add Address

x ; ""<admin@companyname.net.cr T
3 Family " <user@companyname.net.cn: o -
3 Co-Workers "Alan"<alkn@companyname.net ,?).l RGOS nsta)
[ NetFriends
e ==
3 Others
@ (84 companyname.net.cn Cc
"jessica"<jessica@companyn:
i ] J @ pany!
<<
Bcc
>>
S

Quick add contact from address book

User can input the contact® name to search. Click Q to cancel searching.

[]a [

"share" = share@coremnail.cns
"BBEH "« a_admindcoremai.cnz

Quick search in address book

2.3.2 Add attachment

If user wants to include attachments in message, they can click fAttach filesobutton and
select files they want to include. Cl i ¢ k i O Kocstarbupload. o n

Send || save | | Cancel]

To

Cc [Show Bcc]

Subject
Attachmel 190_200_logo.gif 3.52K [Delete]
[Attach files] [Attach files from Net Folder]
[Z] 1 High Priority [Z] Request for read receipt (V] Save a copy to 'Sent' folder [Schedule send]
Add attachment
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If user require to include multiple at t a ¢ h me n attach filesd i It kaftefieach file
upload. Besides, users may upload attachments more easy by installing plug-in.
Install plug-in

l e More easy to upload your attachments,_Click HERE to install plug-in.
\Send | | Save | Cancel

[Attach files] [Attach files from Net Folder]

[T] 1 High Priority [ Request for read receipt [¥] Save a copy to 'Sent' folder [Schedule send]

WA BIZIU EE| A DAEER S e | Hta

M
Jii

Please check below if you plan to install plug-i n 0 :

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:

¥HTE-E2ES x|

EHE TR ETFHET e %
B media_setup.exe
Ze8 WRRR, S24KB
A 192,168.170.59

EiE | #Fe |

o HE Internet RUHEIRETHET FTEERY , (BRI 2ERIAT
| @ B AT, IR RS » 1B BRI
S FEEE.

Simply ¢ | i ncekxta ddmplete installation.
Upload multiple attachments in one time

After installed plug-in, user may select multiple attachments in single upload by holding
fCtrldbutton.
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g wymem| (B @

A,
| e ®= ek E-

* & EHFBE @) | ) HIEMR 20080108  andlT_EC4_STD)

[ B ]
M rga T e M ogE
M. A B I US

-
=
A
-
FLE S
IS W [T AT FERRERE ST doc” "CH KT 7] 7 @ |
B [ | B
[~ BLHEHRATH )
7

Upload progress bar
System will display progress when attachment is uploading.

To
Cc [Show Bcc]
Subject
Attachmer 190_200_logo.gif [ | [Abort]
[Attach files] [Attach files from Net Folder]
[7] 1 High Priority [T] Request for read receipt Save a copy to 'Sent’ folder
If user wants to remove the attachment, justsimplyc | i c kleleteb e b adftér opload.

2.3.3 Save drafts

User can save the incomplete messagei nt o ff@deraby dicking fsaveo button and

continue edit later.
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2.3.4 Send

Send summary will display after user click on fi s e buit@n. For example:
DR EEZU T IRA

FMATAEHFHEEEEMARERA)
[ savior@carernail.cn b 2= FHl:

<<[ERBERERE
O mrolasss | B v

O mrgreEmig
@ TmamRE

O w\= et BB ABRT

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:
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