Customer Service & 24x7 Technical Support
(852) 2528 1683




General Use

How to login to your Web Mail account
How to read your emails

How to compose an email

How to search the email you want

How to click the email and read the content
How to Move an email to a different folder
How to change the code

How to add a new folder

How to rename a folder

How to delete a folder

How to create a new address in address book
How to create/edit your signature file

How to change the password

How to set auto forward

How to activate 2-Factor Authentication
How to set your auto reply

How to set your favorite

How to enable/disable anti-spam features
How to set the processing rule

How to set your blacklist/whitelist

How to change the Web Mail language

For Administrator Use

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

How can | re-set the password for user

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

How can | add/remove user account

How can | set the alias
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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
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2. Go to the following URL: https://<Domain Name without dot dot>.securemail.hk
3. Input your login name (your full email address) and password
4. Tap Login
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Welcome to Web Host Cioud Webmail Service!

I
LOGIN

SMS Marketing @$0.3/each up

* No Installation required
* Supports multiple language
o SMS report & scheduled sending included

Web Host Technical Support
24x7 Technical Support: (852) 2528 1683
Customer Service Email: service@webhost com hk



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

from Google Play or AppStore

o Gooéle Play

2. Enter the PSK Key in the app

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

EE Inbox 1

Search =
Q Y [#° Compose
postmaster@whproject.com Sat 01:40
(no subject) ¥ Mail
postmaster@whproject.com Sat 01:40
baby in the sea *&% Contacts
£ Settings
© support
& Admin

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

Elh Inbox ==

Q search... Y
postmaster@whproject.com Sat 01:40
(no subject) ¥ Mail
postmaster@whproject.com Sat 01:40
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£ Settings
© support
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= Compose -

From postmaster@whproject.com s &

To | | &

Subject

£3 Reply-To

83 Followup-To
+ Formats~ ©

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"
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Body

Entire message

All
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Current 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 = < wail a=
Search = .

Q \ (no subject)

postmaster@whproject.com Sat 01:40

(no subject)

To pos

postmaster@whproject.com Sat 01:40 Date  Sat

O ® yabyinthe sea Al headers

Plain text

) “ o

Reply  ReplyAll  Forward

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

| —3 Inbox H

QSeast O\ R Select & Inbox
. Postmaster@whproject.com Sat 01:40
81 (o subject ™ & Drafts
postmaster@whproject.com Sat 01:40
baby in the sea 15 Sorting A Sent
@ Mark > Q Junk
B> Move To > M Trash
T Delete B Test
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How to change the code (Encoding)

1. Tap "Settings" and "Preferences"”, then choose "Displaying Messages"
2. Tap "Advanced options”
3. Choose the code and tap "Save"

Settings

—
— Preferences

[#' Compose

¥ Mail @m Folders
*&% Contacts B8 Identities
£ Settings @ Responses

¢ Value Add Service Setting
© support
& Admin P Change Password

< Preferences

< Preferences Main Options

Open message in a new window
] User Interface

Show email address with display name
¥ Mailbox View

ol

Display HTML

&a Displaying Messages

Allow remote resources (images, styles)

never -

4 Composing Messages

Display attached images below the message o
&% Contacts

Display emoticons in plain text messages

Advanced options A I

Default Character Set

UTF-8 (Unicode) E
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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

Settings

[# Compose == Preferences

¥ Mail m Folders

8% Contacts B8 |dentities

¢ Settings @ Responses

© support £ Value Add Service Setting

& Admin M Change Password
< Folders ==
Location

X Close

Folder name

Create

I

Parent folder

- s

Settings
List view mode

List s
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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
[# Compose -

¥ Mail @m Folders
28 Contacts B8 Identities
i Responses
£ Settings ® Resp
Value A rvi in
© support ¢ Value Add Service Setting
&, Admin AP Change Password
< Folders ==
Location
( Folders ==
Folder name
Q search... Y [
& Inbox Parent folder
,f Drafts - s
4 Sent Settings
List view mode
© Junk
List .
iﬁ Trash
Information
Test
- o Messages 0
Size 0

&«

Previous
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How to delete a folder

Customer Service & 24x7 Technical Support
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1. Tap "Settings", choose "Folders" and find the folder
2. Tap the top right corner, select "Delete”, then tap the "Delete" button

[# Compose
¥ Mail

&% Contacts

£ Settings

o Support

& Admin

£ Folders

Q search
&a Inbox

& Drafts
4 Sent
© Junk

M Trash

B Test

Settings

— Preferences

B Folders

B8 Identities

# Responses

£ Value Add Service Setting
& Change Password

Are you sure...

Do you really want to delete this folder?
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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 as
S h
[#’ Compose Q searc Y
¥ Mail
Qe
+am* Contacts
£ Settings
© support
& Admin
The list is empty. Use the Create button to add a
new record.
< Address Book ==
First Name
|
Last Name
Add field... ¢
Properties Personal Notes
Email
o
Phone
(]
Address
o
Add field... %
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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

> == Preferences
[# Compose =

¥ Mail @m Folders
281 Contacts B8 Identities
£ Settings @ Responses
© Ssupport
. 4 Settings : Identities 25
& Admin
Settings
Display Name
< Identities == I |
—_— . Email
B8 <postmaster@whproject.com>
Organization
Reply-To
Bce
Create
ﬁ Delete Set default
Signature
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How to change the password

Customer Service & 24x7 Technical Support

Web Host Mobile Webmail

(852) 2528 1683

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"

[ Compose
= Mail

sa% Contacts

© Support

& Admin

<

Change Passwerd

Lunwe Panaced

Nea Fetswie)

Corfem ey yams
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Preferences
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e Folders
B8 Identities
® Responses

£ Value Add Service Setting

& Change Password

& 2-Factor Authentication
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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"

= Settings
== Preferences
J
[# Compose @m Folders
¥ Mail BB |dentities

&% Contacts @ Responses

© support

£ Value Add Service Setting
& Change Password

& Admin & 2-Factor Authentication

e Auto Forward

4y Auto Reply

£ Auto Forward s

( Auto Forward

Auto Forward

Keep a copy in my Inbox 0

Please enter the email address to forward to

The list is empty.

Add

R Select

M Delete
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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"

= Settings <
5 w¢ FOGMLY RECOMMEMBED Yo evmbie TFA fur yos
& compose == Preferences £,
Mail W Folders £ you W 0 hEahe 15 NN, M0 CONERCT your
Tl aamautir pesmraster) Lo Nk
28% Contacts B8 Identities
F . ]
|8 settings | #® Responses
e ol
© support ¥ Value Add Service Setting
& Admin ’ Change Password

[ﬁ 2-Factor Authentication |
RGN

¥ 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"

I

= Settings
= Preferences Auto Reply
e '
W folders
B 1dentities Craie b |
% ey s
® Responses

£ Value Add Service Setting
’ Change Password

& 2-Factor Authentication

e Auto Forward

E Auto Reply

© Blacklist
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How to set your favorite
Tap "Preferences” 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

= Preferences
ot
B vetmes
. Hesponses

o Vakow AdE Service Setting

’ Chasge Pasaword

IQ ll),q' meface

I8 Matbox View

° Daspiayng Message
'4 Composng Mossages

323 Cortacts
W Server Setinge
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How to enable/disable anti-spam features

1. Tap "Settings" and then "Value Add Service Setting"
2. Choose "Anti-Spam" = et
3. Choose your favorite and tap "Save"
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**|f not yet subscribed our Anti-Spam service. The following message will be
displayed as below.

Please contact Web Host Customer Service Department for more details:
Phone: 2528 1683

Email Address: service@webhost.com.hk

4 Services

UShark Anti-Spam
Fine KNGS A 5000 O QUSRS 1RDOIT 10 yOU Sveryday
NO Instaliation 10 COMPAN S required

ve your time from reading spam

£e Oalails
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How to set the processing rule

1. Tap "Processing Rule" from Settings Settings

2. Tap the top right corner and then the

== Preferences
"Add" button
3. Fill in your rules M Folders
4. Tap "Save’ B Identities

@ Responses

£ Value Add Service Setting

[# Compose

AP Change Password
= Mail & 2-Factor Authentication

8% Contacts e Auto Forward

o Settings 4 Auto Reply
© Blacklist
© support
Whitelist
& Admin
# Processing Rule
< Processing Rule '
4 Processing Rule "
New Rule
Status  Content Action Perfom Aule O

This kst Is empty
: If the Incoming emadl meets this condition

Subject cotalng 5
Process the rule
Move 1o *  Inbox s

Add
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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

[# Compose

— [ ] ]
= = Inbox - ]
Mail
= Q search. =Y
S&‘ Contacts postmaster@whproject.com Sat 01:40
D )
(no subject)
Q& Settings postmaster@whproject.com Sat 01:40
(]
baby in the sea
© support
i [ | |
< Mail H

(no subject) /

From postmaster@whproject.com

To postmaster@whproject.com
Date Sat01:40
All headers... X Import
Plain text
& Dowinload... >

& Editas new

€ Reply Show source

= M to... >

@y Reply all > — BAGua
i Copyto...

® Forward > I Copy ’
@ Delete © Add to Blacklist

Add to Whitelist
O Spam
@ Mark >
B3 More >
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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"

i

& ,
::—_—“ Preferences |
e

B Folders
E Identibes
® Responses

( Preferencey ( Preferences

,O User Irtar{nce Main Options

.'. Ay —--A . !
& Vaibos View ) !

( s .
£ Duplayvg Messages " X
4 Composing Messaom L8 s
383 Contacts § S—

:

. Setver Seflings
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For Administrator Use

How can | disable/enable TFA/OTP function if user location is in China
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How can | set the Alias
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If you have any question for the mail system, please kindly send email to
service@webhost.com.hk or support@webhost.com.hk for further assistance.
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