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1. Login / Logout

1.1 Login

1) Goto http://mail. mediaring. sg directly and login. Input the user name. domain and password in the corresponding boxes,
select from the “Language” pull down menu , for example, “English”, then press “Login”.

@ Administrator O User

Username: |me |

Domain: |mycnmpan5-'. com. cn |

Password: |........ |

—Administrater Guide Language: | English w |

=User Guide Zimplified Chinese
Traditional Chinese

811 rights reszerwed.

2) After you login successfully, the following page will appear.

.' o N *e Hello,me@mycompany.com.cn  Address Book™ | Settings™ | POP Mails™ | Help | Sign Out
med iaring [POP Settings] [POP Mailz]
Check Mail Folder Hame Unread M 1} Total M. 1} Total Size Space Used Action
Local Folders _ Inboz 1] g 577K 0%
Inbios Dratt 0 3 1.83K 0%
Draft
Sent 0 10 38.80K 3%
Sent
Trash Trash ] 5 368K 0% [Ermpty]
Junk Junk 0 0 0.00K 0% [Ermpty]
Wirus
WMail Functions _ Wirus 0 1 0.75K 0%
Address Book + Total 0 27 330.80K 3%
Settings +
Met Falder In| Folder v |[ create | Falder
Calendar
Search Folder capacity distribution: {10.00M) Used space: 330.80K(3%) Available space: 9.68M{97%)
H?'p Mail capacity distribution: (10000003 Used space: 27 Awvailable space: 999973
Sign Out
POP accountfs) Last login time: 2006-07-23 15:04:57

Copyright 1999-2005 Caremail System



1.2 Summary Page

d .. . Hello,me@mycompany.com.cn Address Book'¥ | Settings™ | POP Mails¥ | Help | Sign Out
mediaring [FOP Settings] [POP Mails]
Check Mail Folder Name Unread Messag Total Messages Total Size Space Used Action
Local Folders _ Inboz 1] g 577K 0%
Inbs Draft 0 3 1.83K 0%
Draft
Sent 0 10 38.80K 3%
Sent
Trash Trash a ] 36aK 0% [Ernpty]
Junk Junk 0 0 0.00K 0% [Empty]
Wirlg
Mail Functions - Wirus a 1 0.75K 0%
Address Book + Total 0 27 330.80K 3%
Settings +
Met Folder In | Folder Folder
Calendar
Search Folder capacity distribution: {1 0.00M) Used space: 330.80K(3%) Available space: 9.68M(97%)
Hel
? R Mail capacity distribution: (10000003 Used space: 27 Awvailable space: 999973
Sign Out
POP accounts) Last login tirme: 2008-07-23 15:04:57

Copyright 1999-2005 Caremail System



1.2.1 Function Menu

Click *“+” or “-” to open or close the folders or functions on the left navigation.

a. S
mediaring

[ Check mMail ] [Cumpnse]

Local Folders +
Mail Functions +

POP accountis)

ol
e & o0

mediaring

e & 00
mediaring

[ Check Mail ] [Cnmpuse]

Local Folders =
Inbox
Diraft
=ent
Trash
Junk
Wirls

Mail Functions -
Address Book
mettings
Met Foldar
Calendar

+

Search
Help
Sign Ot
POP account{s)

[ Check Mail ] [Cnmpnse]

Local Folders =
Inbo
Diraft
=ent
Trash
Junk
Wirls
Mail Functions -
Address Book -
Sroup
mearch/Print
Import/Export
mettings -
Fersonal Info
Faszsword
Fassword security
FOP Mail
Freferences
ignature
Auto Fonward
Auto Reply
=chedule Mall
Black List
White List
Filter
Anti-sparm level
Anti Wirls
Met Folder
Calendar
=earch
Help
ign Ot
POP account(s)



1.2.2 Shortcut Menu

|[Preferences] [Fersonal] [Fassward] [Mnrei |[POF' Settings] [FOP Mailsi

1 I
(:'_ .. ® Hello,me@mycompany.com.cn - Address Book™ | Settings™ | POP Mails'¥ | Help | Sign Out

I"T'IEdIGI'Ing [inivisuals] (Groun [Search & Pring irmportiExpan]

1.3 Logout

Click “Sign out” under “Mail Functions” located on the left navigation to exit the system, or from the “shortcut menu”,

located on the top right of the page.

L
:'_ ._ e Hello,me@mycompany.com.cn  Address Book™ | Settings™ | POP Mails® | Help Sign Qut
mediaring

[ Check Mail ] [Compnse]

Unread
Folder Name Total Messages Total Size Space Used Action
Messages
Local Folders =
Inbox Inbox 1] a a. 7Tk 0%
Drraft Draft ] 3 1.83K 0%
Semnt
Sent 1] 10 3e.80K %
Trash
Junlk Trash 1] a 368K 0% [Ermipty]
Virus Junk 0 0 0.00K 0% [Ermipty]
Mail Functions —
Address Book + Wirls 0 1 0.75kK 0%
Settings + Total 0 27 330.80K 3%
Met Falder
Calendar In| Folder Folder
Search
Help Folder capacity distribution: {10.00M) Uzed space; 330.80K{3%) Availahle space: 9.68M{97%)

Mail capacity distribution: (1000000% Uzed space: 27 Available space: 999973

POP account(s)
Lastlogin time: 2006-07-23 15:04:57

Copyright 1999-2005 Coremail System



2. How to check emails?

2.1 Receive Emails

Click “Check mail” on top of the left navigation or “Inbox” under “Local Folders” on the left navigation.

mediaring

Hello,me@mycompany.com.ch Address Book™ | Setting

=¥ | FOF Mails¥

| Help | Sign Out

[ Checlk Mail ] [Cumpnse]

Local Folders
Diraft
Sent
Trash
Junk
“irus

Mail Functions
Address Book
Settings
Met Folder
Calendar
Search
Help
Sign Ot

Folder Name tnread Total Messages Total Size Space Used
Messages

Inbox a g 87Tk 0%

Draft a 3 1.83K 0%

Sent a 10 31880k %

Trash a A 368K 0%

Junk 0 0 0.00k 0%

; Wirls 0 1 0.75K 0%
Total a 27 330.80K 3%

Folder capacity distribution: {10.00h)

Mail capacity distribution: {1000000)

POP account(s)

In| Folder s

Lastlogin time: 2006-07-23 15:04:57

2.2 POP Emails

1) Click “POP Accounts” on the left navigation to set up “POP Accounts”

Copyright 13999-20045 Coremail Systern

need to do that on the following page. You can set up to two “POP Accounts” .

POP Mail

Account:

There ara currently 0 POP accounts, you can set 2 POP accounts in total

Password:

POP Server:

Receiving folder:

Connection timeaut in:

Fort Mumhber:

Indicator.

FOP server.

(Example:me@mycompany.com.cn)

(Example:pop.mycompany.com.cn)

Folder will be named aftar the email address by default.

Standard: 110

[«[BIS[SIG] o[S[T]

[ Leave a copy of messages on server.

[ Check accounts ][ Cancel ]

seconds if no response fram the mail server

Folder

[Emph]

[Emph]

Used space: 27 Available space: 999973

Action

Used space: 330.80K{3%) Available space: .68N{27%)

. If you have not set up any pop accounts, you



2) Input the relative information in the corresponding boxes, then press “Add” to confirm.

POP Mail
There are currently 0 POP accounts, you can set 2 POP accounts in total
Account |neo@mycompany.com.cn (Exarmple:me@mycompanty.com.ch)
Password, (esssss
POP Server. |pop.rmycompany.com.cn (Example:pop. mycompany.com.cnd

o neo@mycompany.com.ch
Receiving falder:
Folder will he named after the email address by default.

Connection timeoutin: |15 seconds it no response from the mail server
Port Murmber: |110 Standard:110
Indicator: | & [ | & | ® | * | & | @) | ] |

POP server: [ Leave a copy of messages on Server.

(#dd] [ check accounts | [ cancel |

3) You can check from the following page to see if the account is set up successfully, and you can click “POP Mails” to

check your new mails.

I'I'Ie(t:f;I'IUCOII'IDGIW.COI'II.CII:

Hello, you have connected to 1 POP accounts, the resultis:
neog@mycompany.com.cn | received 0 message(s) successiully. [Look up] [Details]



3. Read Emails

3.1 Read emails in a “New Window”

1) If you prefer to read emails in a new window, please click “Preferences” under “Settings” located on the left navigation.
Select “Read in the new window” under “Open a window to read mail”, then press “Update”.

. o . b Hello,me@mycompany.caom.cn - Address Book® | Seftings™ | FOP Mails¥ | Help | Sign Out
mediaring
Check Mail || C
[ Ll ] [ ompose] Preference
Local Folders + Default page after logging in. (Settings & Folder page
Mail Functions = hecome effective after vour next logimd O Inbox page
Address Book +
. O Ma
Settings - Save sent messages: ®v
85
FPersonal Info
Paszword Setcompose message format: © Textformat
Password security © htmi farmat
POP kil 1] I
Save recipient's address: ® Manually
O Automatically
Signature
g O Display Al
Auto Forward ) ) , ,
At Rl Display message header. & Display basic details
Lo ey O Display none
Scheduls Mail
Black List O 1o
White List Display max. no.of messagesipage: ®
Filtar O 50 {Recommended)

Anti-sparm level O nolimit

Anti Wirus Yes (R ded
Attach the original message when you reply: © ves (Recommended)

Met Folder O Mo
Calend
alendar ® Re: (Recomrrended)
Search Reply with message header, (O =
Help O Reply:
Sign Out
POP account(s) Lse the HZ{Chinese) filter: g :JES
o

® Return to folder

Action after deletion of messageis): © 60 1o next message (Recommended)

Display my name when send message: (& Yes (Recormmended)
[Edithame] O Mo

@ Alert me (Recommended)
Send a mail receipt. O Mo, even when your recipient request vou to send me.
O es, send mail receipt when you are requested to send one.

O Read in the original window

Open awindow to read mail: . )
& Read in the new window

Tirne Zone: | GhTHIS00 +
Language: | English v

Webrnail Stle: | simple ¥

[ Update | [ cancel | [Back]|

Copyright 1999-2005 Coremail Systemn

10



2) You can check from the following page to see if the preference is set successfully. After you press “OK”, it will return to the
“Setting” page.

Message

Mail Freferences are updated successfullsy.

3) Click “Inbox’ under “Local Folders”.

. L . ® Hello,me@mycompany.com.cn - Address Book® | Seftings¥ | POP Mails¥ | Help | Sign Out

mediaring

[ Check Mail ] [Cnmpnse] Satting

Lacal Folders - Fersonal infarmation

Ferzanal Info Change your name, lacation, and ather personal information.
Draft
Sent Fassword Change vour email password (Mote: current passwaord required).
Trash Password security  Setyour date of birth and security guestionfanswer for passward retrieval.
Junk POP3 ail
Wirus

Mail Functions _ FOP Mail Use your webmail to retrieve other POP accounts.
Address Book + Basic settings
Settings ) R

Freferences Customize yourwehmail options.

Met Falder
Calendar Signature Add a custom sighature to your outgoing email messages.
Search Auto forward  Forward yvour emails to another email accounts.
Help
Sign Out Auto Reply Send a custom, automatic message response when you are away.

POP accounts) Schedule Mail  Set a specific tirme to send out an email message.

Anti-spam
Black list Block email addressesidamains from which you do notwant to receive email.
Wihite list Allow specific email addressesidomaing to bypass the anti-spam engine.
Filter Setrules to block incoming emails, forward them to specific foldersfusers, or send an auto-reply.

Anti-zpam level  Choose how strict you wantyour anti-spam rules to he far your email account.
Anti-virus

Anti-virus Choose the vartious ways to deal with infected virus emails.

11



4) Click the “Subject” of the email you want to read.

. ® . L Hello,me@mycompany.com.cn - Address Book® | Seftings¥ | POP Mails¥ | Help | Sign Out
mediaring
[ Check ail ] [Cnmpnse] Inhox Total no. of Unread mails inyour Inbox0  [First| Prev | Nest | Last| page| 1T %]
Local Folders - ==Move To== || ==Mark as== |+
::r;boﬂx Sender Subject Date & Time » Size
ra
Sant O = d "linlin" =me@mycompany.co public holiday 2006.07.24 1918 0.70K
Trash O =0 J "linlin" <me@mycompany.co hello 2006.07.10 23:21 061K
Junk
. O & Postmaster Welcome! 2006.06.16 09:56 074
Wirus
Mail Functions - [ selectiUnselect Al [First| Prev | Mest | Last | page |1 %]
:ddress Book ==Move To== ¥ ||==Mark ag== ¥ ||==Fomward== v
ettings +
Met Falder
Calendar
Search
Help
Sign Dt

POP accounts)

Copyright 1999-2005 Caremail System

5) You can view the message detail in the following page.

* o oo
mediaring

Hello,me@mycompany.com.cn - Address Book® | Seftings¥ | POP Mails¥ | Help | Sign Out

==Move To== * | ==0ther Actions== v [ Delete Perm ] [ Delete ] [ Forward ] [Repl\,r] [ Reply All ] [ Mext ] [Back]

[ Check Mail ] [Cnmpnse]

Subject: public haliday [show details] [hide attachment]
Local Folders - From: "linlin* <meg@mycompany.com.cn= [Add to address book] Date & Time: 2006-07-24 19:18:05
Inbo
Draft Attachment:
Sent
Trash
Junk Hi

[ open TextContent [Download]
[1 select &l [Save to Met Folder]

Wirs
It iz a public holiday on Wednesday and the office will be closed. Please call our mobile for

Mail Functions - urgent matters.

Address Book
Settings

+

Regards,

Met Folder Peter
Calendar
Search
Help
Sign Out
POP accounts)

Copyright 1999-2005 Caremail System
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3.2 Read emails in the “Original Window”

1) Click “Preferences” under “Settings”, and select “Read in the original window” under “Open a new window to read

mail”, then press “Update”.
e oo
mediaring

Hella me@mycampany carm.cn - Address Book® | Settings¥ | POP Mails¥ | Help | Sign Out

[ Check Mail ] [Compose]

Local Folders +
Mail Functions -
Address Book +
Settings -

FPersanal Infa
Password
Pazsword security
FOP hail
Signature

Auto Forward

Auto Reply
Schedule bail
Black List
White List
Filter
Anti-spam level
Anti Wirus

Met Folder

Calendar

Search

Help

Sign Out

POP account(s)

Preference

Default page after logging in. (Settings

hecame effective after your next login)

Save sent messages:

Set compose message format:

Save recipient's address:

Display messane header:

Display max. no.of messages/page:

Aftach the original message when you reply:

Reply with message header:

Lise the HZ{Chinese) filter:

Action after deletion of message(s):

Display my hame when send message:
[Edit Mame]

Send a mail receipt:

® Faolder page
O Inhox page

O Mo
® ves

® Textformat
O hirnl format

@ Manually
O Autornatically

O Display Al
® Display basic details
O Display none

[OR]/

® 20

O 50 (Recormmended)
O nolimit

® Yes (Recommended)
O Mo

& Re: (Recormmended)
(o)

O Reply

O Yes

® Mo

® Return to folder
O Goto next message (Recommended)

® ‘es (Recommended)
O Mo

@ alert me (Recommended))
O Mo, even when your recipient request you to send me.
O ¥es, send mail receipt when you are requested to send one.

Cpen a window to read mail:

@ Read in the ariginal window

O Read in the new window

Time Zane:
Language:

Wehmail Style:

GMT+08:00 »
English v

simple v

[ LIpdate ][ Cancel ][Elack]

Copyright 1999-2005 Coremail Systemn
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2) You can check from the following page to see if the preference is set successfully. After you click “OK” you will return to
the “Setting” page.

Message

Mail Freferences are updated successfullsy.

3) Click “Inbox” under “Local Folders” located on the left navigation.

. L . ® Hello,me@mycompany.com.cn - Address Book® | Seftings¥ | POP Mails¥ | Help | Sign Out

mediaring

[ Check Mail ] [Cnmpnse] Satting

Lacal Folders - Fersonal infarmation

Ferzanal Info Change your name, lacation, and ather personal information.
Draft
Sent Fassword Change vour email password (Mote: current passwaord required).
Trash Password security  Setyour date of birth and security guestionfanswer for passward retrieval.
Junk POP3 ail
Wirus

Mail Functions _ FOP Mail Use your webmail to retrieve other POP accounts.
Address Book + Basic settings
Settings ) R

Freferences Customize yourwehmail options.

Met Falder
Calendar Signature Add a custom sighature to your outgoing email messages.
Search Auto forward  Forward yvour emails to another email accounts.
Help
Sign Out Auto Reply Send a custom, automatic message response when you are away.

POP accounts) Schedule Mail  Set a specific tirme to send out an email message.

Anti-spam
Black list Block email addressesidamains from which you do notwant to receive email.
Wihite list Allow specific email addressesidomaing to bypass the anti-spam engine.
Filter Setrules to block incoming emails, forward them to specific foldersfusers, or send an auto-reply.

Anti-zpam level  Choose how strict you wantyour anti-spam rules to he far your email account.
Anti-virus

Anti-virus Choose the vartious ways to deal with infected virus emails.
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4) Click the “Subject” of the email you want to read.

- . . . ® Hello,me@mycompany.com.cn - Address Book® | Seftings¥ | POP Mails¥ | Help | Sign Out
mediaring
[ Check ail ] [Cnmpnse] | Inhox | Total no. of Unread mails inyour Inbox0  [First| Prev | Nest | Last| page| 1T %]
Local Folders - ==Move To== || ==Mark as== |+
::r;boﬂx Sender Subject Date & Time » Size
ra
Sant O = d "linlin" =me@mycompany.co public holiday 2006.07.24 1918 0.70K
Trash O =0 J "linlin" <me@mycompany.co hello 2006.07.1023:21 061K
Junk
. O & Postmaster Welcome! 2006.06.16 09:56 074
Wirus
Mail Functions - [ selectiUnselect Al [First| Prev | Mest | Last | page |1 %]
:ddress Book ==Mave To== ¥ ||==Mark as== ~ ||==Forward== hd
ettings +
Met Falder
Calendar
Search
Help
Sign Dt

POP accounts)

Copyright 1999-2005 Caremail System

5) You can view the message detail in the following page.
e o oo
mediaring

Hello,me@mycompany.com.cn - Address Book® | Seftings¥ | POP Mails¥ | Help | Sign Out

==Move To== * | |==Cther Actions== v [ Delete Perrm ][ Delete ][ Foreeard ]l[ Repl\,f] [ Reply All ][ MNext ][Back]

[ Check hail ] [Cnmpnse]

Subject: office vigit [show details] [hide attachment]
Local Folders - From: "susan" =susang@mycormpany.com.cn= [Add to address hook] Date & Tirme; 2006-07-27 19:34:45
Inbox
Draft Attachment:
Sent
Trash
Junk Dear linlin,
Wirus
Mail Functions -
Address Book
Settings + Best Regards.
Met Falder
Calendar

[ open TextContent [ Download ]
[ select All [Save to MNet Folder]

Our regional manager will wizit Singapore on 28th July 2006, pleaze kindly reserve a hotel
room for him for 3 day.

+

Suzan

Search
Help
Sign Dt
POP accounts)

Copyright 1999-2005 Caremail System

15



3.3 Move Emails to different Folders

1) Go to the particular “folder” page which you want to move your mails, for example, “Inbox”.
» @ L]

mediaring

Check Mail || Compose | |"|>°X| Total no. of Unread rails inyour Inboxcd  [First| Prev | Mext | Last| page | T %]
Local Folders - ==Move To== v ||==Mark as== |+

Inba

Diraft
Sent H = o "linlin" =me@mycompany.co puhblic holiday 2006.07.2419:18 0.70k

Hello,me@mycompany.com.cn  Address Book™ | Settings™ | POP Mails™ | Help | Sign Out

Sender Subject Date & Time - Size

Trash H &= & "linlin" =me@mycompany.co hella 2006.07.10 2321 061k
Junk

Wirus

Mail Functions - [J SelectUnselect Al [First| Prev| Mext | Last| page 1¥ 1
Address Book +
Settings +

Met Folder

Calendar

H & FPostmaster Welcome! 2006.06.16 09:56 0.74K

==Muowve To== v | ==Mark as== v ||==Forward== v

Search
Help
Sign Out
POP account(s)

Copyright 1999-2005 Coremail System

2) Check the box in front of the email you want to move and choose the folder which it should be moved to.

Inbox Total na. of Unread mails inyour Inhox:0 [First| Prev | Mext | Last| page 1 ]
[ Delete | [ Delete Permanently | [ Reject || ==Mave To== v || ==Mark as== +
Sende Subject Date & Time - Size
| & "linlin" 2re@mye| Trash public holidays 2006.07.2418:18 0.70K |
O & "linlin" =me@rmyc ifLilrnuks Re: hello 2006.07.11 2214 0.88K
O = g “linlin" =me@mycompany.co hello 2006.07.1023:21 061k
O & Postrmaster Welcomel 2006.06.16 09:56 074k
[ selectUnselect Al [First| Prev | Mext | Last| page 1 ]
[ Delete ][ Delete Permanently ][ Reject ] ==Move To== % ||==Mark as== +||==Forward== hd

3) You can check from the following page to see if the email is moved to “Sent”.

Total na. of Unread mails inyour Inbox:0  [First| Prev | Mext | Last | page 1 % ]
==Move To== * ||==Mark as== +
Recipients Subject Date & Time 7+ Size
O & | “linlin" =me@mycompany.co public holiday 2006.07.24 19:18 0.70kK |
O & me@mycompany.com.cn hella 2006.07.10 2313 0.60k
H & james@mycompany.corm.cn i come back 2006.07.10 21:45 061k
H & jane@mycompany.comen Merry Chrizmas 2006.07.10 21:18 063k
H & wan@mycompany.com.cn,make Gathering 2006.07.06 16:18 069k
[ selectunselect Al [First| Prev| Mext| Last|page| 1 ¥|]
==Mave To== ¥ ||==Mark as== +||==Forward== v



3.4 Reply an Email

1) Click “Inbox” under “Local Folders”, and choose the email you want to reply. Click the subject to open the email.

) @ 00
mediaring

Hello,me@mycompany.com.cn  Address Book™

| Settings™ | POP Mails™ | Help | Sign Out

==Move To== * || ==0ther Actions== hd

[ Delete Perm ] [ Delete ] [ Forward ]l[ Reply ] [ Reply All ][ Mext ]

Subject: office visit
Local Folders - From: "susan” =susan@rmycompany.com.cn= [Add to address book]
Inbo
Drraft Atachment:
Sent
Trash
Junk

Wirus

O Open TextContent [ Download ]
] selectan [Save to Met Folder]

Dear linlin,

Mail Functions =
Address Book +
Settings +
et Folder
Calendar
Search

room for him for 3 day.
Best Regards.

Susan

Help
Sign Out
POP accounts)

Copyright 1999-2005 Caremail System

2) Click “Reply” to enter the “Compose” page. Will you reply and press “Send”.

[show detail=] [hide attachment]

Date & Time:| 2006-07-27 19:34:45

Our regional manager will wisit Singapore on 28th July 2006, please kindly reserwe a hotel

. ._ L Hello,me@mycompany.com.cn  Address Book™ | Settings™ | POP Mails® | Help | Sign Out
mediaring
[ Check Mail | [Compose | c ![ Send ][ Save Draft ” Cancel ]
Local Folders = To: " susan” <susan@mycompany.com.cn> fiiends
Inbos [dd ec address] [Add bec address] Add all contacts fo
Draft recipient list
Subject: |Re: office visit
Sent ! wan
Trash [Add fram Address Book] [Add Attachment] [Met Folder] linlin
Junk ~
Wirlg .
. . ———— Original Mes=zage ———
Mail Functions - From: “linlin” <me@mycompary. com. cr
Address Boaok + To: “linlin" <me@mycompany.com. cn’
Settings + Date: Thu, 27 Jul 2008 19:34:45 +0800 (HET)
4 Subject: office wi=it =
Met Folder Select contact group
Calendar friends
Search 5 farnily
Help > Dear linlin, co-workers
. > "
netfriends
Sign Out » Our regional manager will wiszit Singapore on 28th July 2006, pleaze kindly )
POP accounts) rezerve a hotle room for him for 3 day. vip
> others
i Best Regards. Refresh Address List
> Suzan
>
> w

[Send || Save Drat || Cancel | [ HTML Editor | [ pme Farmat

[ savea copyto"Sent' folder ] Requestfor receipt O I High Priority Use Signature Mone

Copyright 1999-2005 Caremail System

e
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3) You can check from the following page to see if mail is replied successfully.

Mail Sent Successtully

Successiul to reply the mail o "susan” <susan@mycompany.com.cn=

[Save Address to Address Book]

Click "Return” to the "Local Folder page.

3.5 Forward an Email

3.5.1 Forward directly

1) Go to the “Folder” page to locate your “to be forwarded” email and click the “Subject” to open the email. Choose
“Forward directly” under “Other Actions”

) & 0®
mediaring

Hello,me@mycompany.com.ch

Address Book® | Settinas¥ | POP Mails™ | Help | Sign Out

==Move To== +

[ Check hail ] [Cnmpnse]

Su
Local Folders - F
Inbox

Draft Attachry

Sent
Trash

Junk Hi linlin,

Wirus
It iz public hy

Mail Functions - Urgert matters

Address Boak
Settings

Met Falder
Calendar

Regards,

Search
Help
Sign Dt
POP accounts)

==Cther Actions== hd

[ Delete Perm | [ Delete | [ Forward | [Renply | [ Replyal | [ Met | [Back]

==(ther Actions==
Block

By subject

By sender
Forward

Forward as indented text
Forward as attachment
Save address

Dawnload message

Check the original mail

Look into the file

Print

.cn= [Add to address book]

office will be clozed.

[show details] [hide attachrment]

Date & Time: 2006-07-24 19:18:05

Please call our mobile for

Copyright 1999-2005 Coremail Systemn
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2) Input the email address in “Sending Address” box, then press “Forward directly”.

Forward Mail

Flease input the address to deliver the mail in the following textho

Sending addresg;lIorna@mycompany.com.cn |

[Address ][ Forward directly ][ Cancel ]

3) You can check from the following page to see if the mail is forwarded successfully.

Mail Sent Successtully

Successful to foreard mail to lorma@mycompany.com.cn
[Save Address to Address Book]
Click "Return” to the "Local Folder page.

3.5.2 Forward as “indented text”

1) Open the email you want to forward and choose “Forward as indented text” from “Other Actions”.

. .. . Hello,me@mycompany.com.cn  Address Book™ | Settings™ | POP Mails® | Help | Sign Out
mediaring
- ==Muove To== * || ==0ther Actions== v [ Delete Perm ] [ Delete ] [ Faorward ] [Reply ] [ Reply All ] [ MNext ]
Checkial ==Cther Actions== ) )
Su [show details] [hide attachment]
Block
Local Folders - F|  Bysubject o> [Add to address hook] Date & Time: | 2006-07-27 19:34:45
Inbos By sender
Forward oz ]
Draft Attach | Foreard directl

der]

Sent __Fo s indented text
Trash Farward ag attachment
Junk L Save address
Vi Dear linlin, |pownioad message
Irus ) Chack the original mail )
Mail Functions _ Our reglongl mLDDk inta the file on 28th July 2006, please kindly reserwve a hotle
room for him f Pri
Address Book + rint
Settings + Best Regards.
Met Falder Suzan
Calendar
Search
Help
Sign Out

POP accounts)

Copyright 1999-2005 Caremail System



2) The “Compose” page will appear.

mediaring

Hello,me@mycompany.com.cn Address Book® | Settings™ | POP Mails® | Help | Sign Out

| Check Mail | [Compose |

Local Folders
Ik
Drraft
Sent
Trash
Junk
Wirus
Mail Functions
Address Book
Settings
et Folder
Calendar
Search
Help
Sign Out
POP account(s)

+

~
Compose [ Send ” Save Draft ” Cancel ]
T | friends
[Add ce address] [Add bee address] Add all contacts to
recipient list
Subject |Fw public holidays
Attachrment: public_holidays. el
[Add from Address Book] [Add Attachment] [Met Folder]
= Select contact group
Refresh Address List
[Send || Save Drat || Cancel | [ HTML Editor | [J1mmL Format
Save a copy to "Sent” folder [F Requestfor receipt O I High Priority  Use Signature None h
Copyright 1999-2005 Coremail System 2

3) Input the receiver’s address in the “To” box, then press “Send”.

medic:ring

Hello,me@mycompany.com.cn - Address Book® | Seftings¥ | POP Mails¥ | Help | Sign Out

[ Check Mail ] [Cnmpnse]

Local Folders
Inbo
Draft
Sent
Trash
Junk
Wirus
Mail Functions
Address Book
Settings
Met Falder
Calendar
Search
Help
Sign Out
POP accounts)

Ea
Composel[ Zend ]" Save Draft H Cancel ]
1 -
|T0: ["wan"<wang@mycarmpany. com. ch | friends
[Add cc address] [Add bee address] Add all contacts to
. . recipient list
Subject: |Fw: public holidays wan
Aftachment: public_holidays.eml linlin
[Add from Address Book] [Add Attachment] [Met Falder]
Dear Wan,
Pleaze zee the attachment, thanks.
Best Regares!
= Select contact group
friends ‘5
family
co-wiorkers
net friends
wip
classmate v
Refresh Address List
| Send || Save Draft || Cancel | [ HTML Editor | (L Format
[] Save a copyto "Sent" folder [] Requestfor receipt [ 1 High Priority  Use Signature [ Maone ~
Copyright 1999-2005 Coremail System K.
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4) You can check from the following page to see if the mail is forwarded successfully.

Mail Sent Successfully

Successful to forward mail to wan@mycormpany.com.cn
[Save Address to Address Book]
Click "Feturn” to the "Local Folder' pange.

5) The recipient will receive the email as shown below:

T ., o Hellome@mycompany.com.cn  Address Book¥ | Settings¥® | POP Mails¥ | Help | Sign Out
mediaring
==Mave To== +||==0ther Actions== v [ Delete Perm | [ Delete | [ Forward | [Renply | [ Replyail || Mewt | [Back]
[ Check Mail ] [Cnmpnse]
Subject: Fw: public holiday [show details] [hide attachment]
Local Folders - Fram: "linlin® <re@rmycormpany.com.ch= [Add to address book] Date & Tirme: | 2006-07-26 18:45:55

Inbox
Draft
Sent
Trash
Junk
Wirus Dear Wan,
Mail Functions =
Address Book
Settings + Best Regards!
Met Falder
Calendar

[ open TextContent [ Download ]
Attachment:| [] Open MailContent [ Download ]
[] select All [Save to Met Folder

Fleaze zee the attachment, thanks.

Search
Help
Sign Ot
POP accountis)

Copyright 1998-2005 Coremail System
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6) Check "Open Mail Content", to view forwarded content.

e o oo
mediaring

Hello,me@mycompany.com.cn  Address Book® | Settings™ | POP Mails™ | Help | Sign Out

==Muave To== * | |==0ther Actions== hd

P Checiail | Compose] [ Delete Perm | [ Delete | [ Forward | [Renply | [ Reply sl || Mewt | [Back]

Subject: Fw: public holidays [show details] [hide attachment]

Local Folders - Frorm: "linlin® <me@rmycompany.corm.ch= [Add to address book] Date & Time: 2006-07-26 18:48:55
Inbox

[ open TextContent [ Download ]
Draft

et Aftachment: Cpen MailContent| [ Download ]
r

[ select All [Save to Met Folder]

Trash
Junk
-~
WS Hi linlin,
Mail Functions =
Address Boalk + It iz public holidays on Wednesday and the office will be closed. Please call our mobile for
Settings urgent matters.
Met Falder
Calendar Regards,
Search
Help
Sign Ot i :
indented
POP accountis)
Aftachment
TextContent

Copyright 1998-2005 Coremail System

3.5.3 Forward as attachment

1) Open the email you want to forward and choose “Forward as attachment” from “Other Actions”.
) @ o®
mediaring

Hella me@mycampany carm.cn - Address Book® | Settings¥ | POP Mails¥ | Help | Sign Out

==Mowve To== % | ==0ther Actions==

P Checiail | Compose] v | [ Detete Perm | [ Delete | [ Forward | [Reply | [ Repiyal | [ Last | [ Mext | [Back]

==0ther Actions== ) _
SB!ock [show details] [hide attachment]
Local Folders - By subject m.cn> [Add to address book] Date & Time: 2006-07-27 19:34:45
Inbiax By sender
load
Draft Aftac el ) wnioad]
Fareeard directly older]
Sent Forward as indented text
Trash i F orware tachment
Save address
\;m Dear linlin. |\mownioad message
s ) Check the original mail .
Wail Functions _ Our reglongl Look inta the file e on 28th July 2006, please kindly reserve a hotel
room for him P
Address Book + rint
Settings Best Regards.
Met Falder Suzan
Calendar
Search
Help
Sign Ot

POP accountis)

Copyright 1999-2005 Coremail Systemn
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2) The “Compose” page will appear.

° - .. g Hello,me@mycompany.com.cn - Address Book® | Seftings¥ | POP Mails¥ | Help | Sign Out
mediaring
[ Check Mail | [ Compose | Compose [ Send ” Save Draft ” Cancel ]
Local Folders - To: friends

Inbox
Draft
Sent
Trash
Junk
Wirus
Mail Functions
Address Book
Settings
Met Falder
Calendar
Search
Help
Sign Dt
POP accounts)

3) Input the receiver’s address in the “To” box, then press “Send”.

+

[Add cc address] [Add bec address]

Subject: |Fw: office visit

Aftachment: office_visit.eml |

[Add frorm Address Book] [Add Attachment] [Met Folder]

(Send |[ Save Draft ][ Cancel | [ HTML Editor | [ pruiL Format | Schedule Mail |

[ save a copyto "Sent" folder [] Requestfor receipt [ 1 High Priority  Use Signature [ Mone %

Add all contacts to
recipient list

WA
linlin

= Select contact group

friends

farnily

co-wiorkers

net friends

wip

others

Refresh Address List

:‘. .. g Hello,me@mycompany.com.cn - Address Book® | Seftings¥ | POP Mails¥ | Help | Sign Out
mediaring
[ Check Mail | [ Compose | Com|)ose| Send ][ Save Draft ” Cancel ]
Local Folders - friends

Inbox
Draft
Sent
Trash
Junk
Wirus
Mail Functions
Address Book
Settings
Met Falder
Calendar
Search
Help
Sign Dt
POP accounts)

+

| To: ["wan"<wan@mycompany.com. cns |

[Add cc address] [Add bec address]
Subject: |Fw: office visit
Aftachment: office_visit.eml

[Add frorm Address Book] [Add Attachment] [Met Folder]

Dear Wan,

Pleaze the attachment, thanks.

(Send |[ Save Draft ][ Cancel | [ HTML Editor | [ pruiL Format | Schedule Mail |

[ save a copyto "Sent" folder [] Requestfor receipt [ 1 High Priority  Use Signature [ Mone %

Add all contacts to
recipient list

WA
linlin

= Select contact group

friends

farnily

co-wiorkers

net friends

wip

others

Refresh Address List
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2) You can check from the following page to see if the mail is forwarded successfully.

Mail Sent Successtully

Successful to forsard mail to wan@mycompany.com.cn
[Save Address to Address Book]
Click "Return” to the "Local Falder' page.

3.6 Block Emails

3.6.1 By subject

1) Open the email by the “subject” you wish to block, choose “By subject” under “Block” from “Other Actions”.

*¢ o . Hella,me@mycompany.com.ch Address Book® | Settings™ | POP Mails¥ | Help | Sigh Out

mediaring

[ Delete Perm ] [ Delete ] [ Forward ] [Reply ] [ Reply All ] [ Last ] [ Mext ]

[show detail=] [hide attachment]

<

|==M0ve To== Vl Sort by subject

Check Mail || Compose -
[~=Oer Actions==

Block
Local Folders - By subject Wormcn= [Add to address hook] Date & Time: 2006-07-10 23:21:05
Ik By sender
Draft Aftac Forward ) wnicad]
Foreard directly alder]
Sent Forward as indented text
Trash Forward as attachment
Save address
Junk
L_m hello. Download message
Vi ] Check the ariginal mail
Mail Functions - b . Look into the file
ezt wishes! .
Address Book + rint
Settings +
Met Folder
Calendar
Search
Help
Sign Out

POP account(s)

Copyright 1999-2005 Coremail System

2) The following page will appear, press “OK” to confirm.

Nicrosoft Intermet Exzplorer

\:{) Are you sure to reject mail with subject including "hello”?

| oK || Cancel |
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3.6.2 By sender

1) Open the email with the “Sender” you want to block, choose “By sender” under “Block” from “Other Action”.

:\_ .' . Hello,me@mycompany.com.cn  Address Book® | Seftings™ | POP Mails™ | Help | Sign Out
mediaring
: ==hoye To== » || ==Other Actiong== w [ Delete Perm ] [ Delete ] [ Forward ] [Reply ] [ Reply All ] [ Last ] [ Mext ] [Elack]
| Check Mail | [ Compose | T pp—
Block [showy details] [hide attachment]

Local Folders -
Inbax
Draft
Sent
Trash
Junk
Wirus

Mail Functions -
Address Book
Settings
Met Falder
Calendar

+ o+

Search
Help
Sign Out
POP account(s)

Aftac

best wizhes!

Fonvard

Bly

Forward directly
Foreeard as indented text
Fareeard ag attachment
Save address
Download message
Check the original mail
Look into the file

Print

prm.cn= [Add to address book]

hwnload |
older]

Copyright 1998-2005 Coremail System

Date & Time: 2006-07-10 23:21:05

2) The “Black list setting” page will appear, and the “sender’s” email address is automatically added to the box on the right.

Press “OK” to confirm.

Elack list setting

[[ab@testcom |

3) If you want to add a sender’s email address manually, please refer to section 6.4.1 “Black List” setting. Input the mail
address that will be blocked in the box on the left, then press “Add”.

Black list setting

ADiEtest net

Add == |

ab@test.com
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4) The mail address will be listed on the right box, press “OK” to confirm.

Elack list setting

5) You can check from the following page to see if the mail address is blocked.

| Add ==

ab@test.com
adigtest.net

Message

‘Flack Lizt® iz updated successfully!

3.7 Save address

1) Open the email which you want to save the email address. Choose “Save address” under “Other Actions”.

)y @ 0
mediaring

Hello,me@mycompany.com.ch

Address Book™ | Settings™ | POP Mails™ | Help | Sign Out

Local Folders =
Inbo
Diraft
Sent
Trash
Junk
Wirus

Mail Functions =
Address Book +
Settings +
Met Folder
Calendar
Search
Help
Sign Out

POP account(s)

==Move To== ¥

==0ther Actions==

« | [ Detete Perm | [ Delete | [ Forward | [Repty | [ Repiyal | [ Last | [ Next ]

[Nx]

Aftac

Dear all,

Thank vou fo

all for comiy

==[ther Actions==
Block
By subject
By sender
Forward
Forward directly
Forward as indented text
Forward as attachment
adr
Download message
Check the ariginal mail
Look into the file
Print

Ee.net= [Add to address boaok]

nload |
alder]

o touching.

Take care and regards,

linan

Copyright 1999-2005 Caremail System

[show detail=] [hide attachment]

Date & Time:| 2006-07-24 18:08:30

It waz very nice of ¥ou and thank you
it very much and hope to sing together again =oon.



2) You can see from the following page that the “Must Fill In” items are already filled in. Press “OK” to confirm.

e o o0
mediaring

Hello,me@mycompany.com.cn

Address Book™ | Seftings™ | POP Mails™ | Help | Sign Qut

Local Folders =
Inbo
Diraft
Sent
Trash
Junk
Wirng

Mail Functions =
Address Book +
Settings +
Met Folder
Calendar
Search
Help
Sign Out

POP accounts)

Personal Addresses Edit
New Personal Address

hust fill in

Marme:

Email Address:

susan =

sUsaAnEIMyCompany. o«

FPersonal details

Groups

Birthday:

G0 Mumber:

Home Fage:

Home Address:
ZIPiPostal Code:
Home Phone Number:

Mohbile:

Work details

Coampany:
Work Mumber:
Fax Mumber:
Address:

ZIPiPostal Code:

Year ¥ | Month

| Day

o O fiends [ family [ co-workers [ netfriends [ vip [ classmate

Copyright 1999-2005 Caremail System

3) You can check from the following page to see if the email address is saved.

e o oo
mediaring

Hella,me@mycompany.com.cn

Address Book™ | Settings™ | POP Mails™ | Help | Sign Out

Local Folders
Inbas
Draft
Sent
Trash
Junk
Wirlg
Mail Functions =
Address Book +
Settings +
Met Folder
Calendar
Search
Help
Sign Out
POP accounts)

[Individuals] [Group] [Search & Print] [ImportExpor]

* | group with the first letter equals to | Al
List Mail
wii@mycompany.cam.cn
WanN@mycompany.com.cn
me@mycompany.cam.cn

annie@mycompany.com.cn

| listthe|First 20 » messages

Action
[Send message] [Listmails] [Show details] [Edi]
[Send message] [Listmails] [Show details] [Edif]
[Bend message] [Listmails] [Show details] [Edi]

[Send message] [Listmails] [Show details] [Edif]

Individuals
Show | Al
Select{iRow) Name

O 1 WE
H 2 wyan
O 3 linlin
O 4 Annie
H 5 | susan

SUSANEIMYCOmpaEny. com.ch

[Send message] [Listmails] [Show details] [Edif]

[ selectan [ Delete | [ Add

[ move | Tq| friends

| Group's mail list

Copyright 1999-2005 Coremail System
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3.8 Download an email

1) Open the email you want to download. Choose “Download message” from “Other Actions”.

e o [ ]
mediaring

Hello,meg@mycompany.com.cn

Address Book™ | Settings¥ | POP Mails™

| Help | Sign Ot

| Check Mail | [Cnmpnse]i

Local Folders —
Inbox
Diraft
Sent
Trash
Junk
Wirus
Mail Functions .
Address Book +
Settings
Met Folder
Calendar
Search
Help
Sign Cut

POP accountis)
< | | [2]

e @ ®
mediaring

A

-==hr1|:we To==

hello.

'v- | ==Other Actions==

v‘ [ Delete Ferm ] [ Delete ] [ Foreard |

==(ther Actions==
Block
By subject
By sender
L|Forward
] Forward directly
Forward as indented text
Forward as attachment
Save address
Download message |
Check the onginal mail

Subject he

Frarm: "lin d to address hook]

Attachment:

best wishes!

Hello, me @mycompany.corm.ch

Look into the file
Print

2) The following page will appear, and press “Save”.

Address Hook'™ | Seftings™ | POP Mails¥

)

| Help | Sign Out

[ Check Mail ] [Cnmpuse ]:

Local Folders =
Inbox
Diraft
Sent
Trash
Junk
Wirus
Mail Functions -
Address Book 0
Settings
Met Folder
Calendar
Search
Help
Sign Out
POP account(s)

el

==Mave To== |~ || Download message v/ [ Delete Perm ] [ Delete ] [ Fareard |
Suhbject: hello
o From: "linlin® =me@mycompany.cam.cn= [Add to address_'bnok]
File Download

hel

bes

Do you want to open or zave this file?

=

9

Mame:  hello.eml
Type: Intermet E-Mail Message, 621 bytes
From: Z02.82.24.89

Open l[ Save ]l Cancel |

While files fram the Internet can be useful, zome files can potentially
harm your computer. [F pou do not gt the source, do not open or
zave thiz file, 'wWhat's the rizk?

T
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3) Select the location you want save the email, then press “Save” to confirm.

‘ ., ._ .0 Hello,me@mycomparny.com.cn  Address BookW | Settings¥ | POP Mails¥ | Help | Sign Out
mediaring
- ||| Forward
| Check Mail | | Compos . _ =
e l"‘_"‘g‘_“ Save in: |@Desktop € 1 s
‘Local Folders My Documents
Inbox @ a My Carmputer
Drraft My Recent QMV Metwork Places
Documents
Sent e ]
Trash @
Junk Dezktop
Yirus =
Address Book - |
) by D ks |
oettings Rt
Met Folder :
Calendar ?
Search My Computer
Help |
Si_ﬂ_” Cut ﬁ ' File name: |_ i S ave i & [l
R_:IFQ?“E’ ﬁlﬁ | | k _My_[‘:l_n_a_tg.-yg:_url;____: Save as type: |InternetE-MaiIMessage [_ _!_:gpu_:e_L J |
L il T

4) You can check from the following page to see if the email download is successful.
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3.9 Check email status

1) Open the email and choose “Check the original mail” under “Other Actions”.

ot . Hello,me@mycompany.com.cn  Address Book™ | Settings™ | POP Mails¥ | Help | Sign Out
d- .
mediaring
- ==Move To== +||==0ther Actions== v [ Delete Perm ][ Delete ][ Faorward ][Reply ][ Reply All ][ Last ] [ MNext ]
Ghecklidal ==0ther Actions== ) )
5 ) [show detail=] [hide attachment]
Block

Local Folders - By subject se.nets [Add to address book] Date & Time:| 2006-07-24 18:08:30

Inbox By sender

Draft attac|Ferward wwnload ]

Farward directly alder
Sent Forward as indented text
Trash Forward as attachment
Save address

Junk

o Dear all,  \pownioad message

Wirus | Check the original mail . .

; - Thank you fo > o touching. It was wery nice of wou and thank wou
Mail Functions - - |Look into the file - - :
all for ComlPrint it wery much and hope to sing together again soon.

Address Book +

Settings + Take care and regards,

Met Folder

Calendar linan

Search

Help

Sign Out

POP accounts)
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2) The following page will appear, with some system information displayed.

. ._ . Hello,me@mycompany.com.cn - Address Book'¥ | Settings™ | POP Mails¥ | Help | Sign Out
mediaring
==Move To== || Check the ariginal mail + || Delete Perm | | Delete Farward || Reply || Reply All Last Mext | |Back
Check Mail ] [ H ” H H H H ]
Subject: Thank you! [show detail=] [hide attachment]
Local Folders - From: "linan” <linan@dev2.corpease.net= [4dd to address boak] Date & Time: 2006-07-24 18:08:30
oo [ open TextContent [ Download
Diraft Attachment: e e
[ select All [Save to Met Folder]
Sent
Trash
A
Junk Receiwed: from 202.106.184.8 { 202, 106.184.8 [202.106.184. 8] ) by
Wirns webmail-mail (Coremail) ; Morn, 24 Jul 2006 18:08:30 +0800 (HKT)
Mail Functions - MIME-Version: 1.0
. Mezgage-ID: <44C42C1E, 000011, 01264@devZ, corpease. net>
Address Book + Date: Mon, 24 Jul 2006 18:08:30 +0500 (HET)
Settings 4 From: "susan" <susanf@mycompany.com.ch
To: me@mFcompany. com. ch
Met Folder Ce: "wan" <wan@mycompany. com.cn=
Calendar Subject: Thank you!
s h ¥-Priority: 3
Barc f-Originating-IP: [202.106. 184. 8]
Help ¥-Mailer: <!-— CoreMail Version 2.5 Copyright (c) 2002-2006 www. mailtech.cn ——>
Sign Out mailtech-test
9 Contert-Type: text/plain; charset="GB2312"
POP account(s) Contert-Transfer-Encoding: Thit
Dear all,
Thank vou for the gift, and the card iz =zo touching. It waz wery nice of wou and thank wou all for coming
Take care and regards,
W

Copyright 1999-2005 Caremail System
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4. Send Emails

Click “Compose” on the left navigation to enter the “Compose” page. Input the receiver’s email address in the “To” box and
the subject in the “Subject” box. Write your email in the box below and press “Send” when finish.

K. ., . Hello,meg@mycompany.com.ocn - Address Book™ | Seftings™ | POP Mails¥ | Help | Sign Out
mediaring

-~
[ Check hail ] [Cnmpose] Comy [Send ” Save Draft H Cancel ]

1
Local Folders - | To: |"Wan"<wan@mycompany.com.cn>|

friends
Inbox [Add cc eddress] [Add bc address] Add all contarts 1o
Diraft | recipient list
Subject: |Re-confirmation on our a ointmentl
Sent ! £p Wan
Trash [Add from Address Book] [Add Attachment] [MetFalder] linlin
Junk Hi Wan,
irus . o .
= 5 How are wou? I hope everything is fine. See wou this Sunday.
Mail Functions =
Address Book + Take Care
Settings +
=
et Folder Select contact group
Calendar friends
Search family
Help co-workers
Sign Out netfriends
POP account(s) vip
others

Refresh Address List

[Send [ Save Drat_|[ Cancel | [ HTML Editor | [ p4muL Farmat

[ Save a copy to "Sent' folder [] Request far receipt [] | High Priority  Use Signature | Mone %
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4.1 Address list

Click “Compose” on the left navigation to enter the “Compose” page. You can click the addresses on the right navigation
to include them inthe “To” , “cc” or “bcc” boxes.

. .' * Hello,me@mycompany.corm.cn  Address Book™ | Seftings™ | POP Mails¥ | Help | Sign Out
mediaring

”~
[ Check Mai ] [ Compose Comy [Send ][ Save Draft H Cancel ]

Local Folders - To: ['wan"<wan@mycompany. com. cnz co-workers
Inbax [Del CC address] [Del BCC address] Add all contarts to
Diraft | recipient list

CC: linlin"<me@mycompany.com.ch>
Sent @mycompany WF
Trash BCC: ['Annie” <annie@rmycompany. com.cn> Annie
Junk Subject |Re-confirmation on our appointrment
Wirus [Add from Address Book] [Add Attachment] [Met Folder]
Mail Functions -
Hi Wan,
Address Book + T ovan,
Settings + How are you? I hope everything is fine. See you this Sunday.

IMet Falder Take Care 1 Select contact group
Calendar friends
Search farnily
Help CO-wOrkers
Sign Out net friends

POP accountis) vip

others

Refresh Address List

[Send | Save Draft | [ Cancel | [ HTML Editer | [ HmhL Famat

M Crun A cnvta 10t frlder [ 1 Damnnnt fav ennnint [ 11 Link Driavie

Hen Cianahen | Blone w b/
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4.2 Send emails with attachments

1) Click “Compose” on the left navigation to enter the “Compose” page. Click “Add Attachment”.

. .' . Hello,me@mycompany.com.cn Address Book'¥ | Settings™ | POP Mails¥ | Help | Sign Out
mediaring
-~
Gheckal Compose | Send || Save Dratt || Cancel |
Local Folders - To: |"wan"<wan@mycompany.com.cn> co-workers
Inbos [Del ce address] [Del heo address] Add all contacts to
Draft | recipient list
CC: 'linlin"<me@mycompany.com.ch>
Sent E@mycompany WF
Trash BCC: ["Annie"<annis@mycompany. com.ch Annie
Junk Suhject: |Re-confirmation on our appointment
Virus [Add from Address Book]| [dd Attachment] | [Met Folder]
Mail Functions =
Hi wan,
Address Book + *
Settings + How are you? I hope everything iz fine with wyou. See you this Sunday.
Met Folder Take Cars Select contact group
Calendar il farnily A
Search co-workers
Help netfriends
Sign Out vip
POP account(s) classmate
others v

Refresh Address List

[Send [ Save Draft ][ Cancel | [ HTML Editor | [JimuL Format

[J save a copyto "Sent' folder [] Requestfor receipt [ | High Priority  Use Signature | None v

2) Click “Browse” to access to file to be attached.
e oo

medioring

Hello,me@mycompany.com.cn  Address Book® | Settings™ | POP Mails™ | Help | Sign Out

[ Check Mail ] [Cnmpnse]

Compose [ Send ” Save Draft ” Cancel ]

Local Folders - To: [wan"<wan@mycompany.com.cni co-workers
Inbosx [Del ce address] [Del bee address] Add all contacts to
Draft — recipient list
Sent cC: ['linlin"<me@rmycompany. com.cnz WE
Trash BCC: ["Annie"<annie@mycompany. com.ch Annie
Junk Subject |Re-confirmation an our appointment
Virus Atiach: (Growse_

Mail Functions =
Address Boak . [Add from Address Book] [Add Attachment] [Met Folder]

Settings + Hi wan,
Met Folder How are wou? I hope everything is fine with you. See you thiz Sunday. Select contact group
Calendar o Tamily e
Search Take Care co-workers
Help net friends
Sign Out wip
POP account(s) classmate
athers v

Refresh Address List

[Send |[ Save Draft || Cancel | [ HTML Editer | [JHmmL Farmat
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3) Click “Open” to select file.

* . ® . ! Hello,me@mycompany.com.cn  Address Book™ | Seftings¥ | POP Mails¥ | Help | Sign Out
¢ -“
medlﬂnns Chonse file assword] [More]
|A|
CheckMall | [Ca Lackin: | (3 Jane xl & & eF E- '
: Y Q‘«'J‘Hﬁir_thdav_. slf
Local Folders £ ﬂ friends
Inbo My Recent Add all contacts
Documents A5 :
Draft = to recipient list
Sent @' i =
Trash Dezkiop linlin
Junk =
4irus '__)
Mail Functions My Documents
Address Book _
Settings o
Met Faolder by Computer Select contact
Calendar g Hroup
Search ' friends ‘_‘|
Help biy Metwork  File name: IHBirthda_l,l.swf _'_j Open i family
Sign Out Places = CO-WOPKErS | =
Files of type: Al Files [*.* - ance| ) ;
<J 0 I () —i - net friends lf_.l
4) You can check from the following page to see if the file is attached.
._ .‘ L Hello,me@mycompany.com.cn - Address Book® | Seftings¥ | POP Mails¥ | Help | Sign Out
mediaring
A
[ CheckMail || Compose | Compose [ Send ” Save Draft H Cancel ]
Local Folders - To: "wan"<wan@mycompany. cam. cn> co-workers
Inbox [Del cc address] [Del bee address] Add all contacts to
Draft recipient list
Sent cC: [linlin"<me@mycampany.com.cn> ViF
Trash BCC: ["Annie"<annie@mycompany. comm.cns Annie
Junk Subject: |Re-conﬂrmatiun on our appointment
Virus |Aﬂach: [C\Documents and Settingstken.zip | |[Browse. | Delete
Mail Functions - J
[Add from Address Book] [Add Attachment] [Met Folder]
Address Book
Settings Hi wan,
Met Folder How are wou? I hope everything iz fine with you. See wou thiz Sunday. Select contact group
Calendar . family A
Search Take Care co-warkers
Help netfriends
Sign Out wip
POP account(s) classmate B
others v
Refresh Address List
| Send || Save Draft || Cancel | | HTML Editor | []pmwL Format | Schedule Mail
ol e () o e (T 0o cac oo oo NP v ¥
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5) If you want to delete the attachment, press “Delete”. You can check from the following page to see if the attachment is

deleted.
\_ .' L Hella,me@mycompany.com.cn Address Book® | Settings™ | POP Mails¥ | Help | Sign Out
mediaring

-~
[ CheckMail | [Compose | Compose | Send || Save Drat_|[ Cancel |

Local Folders =

To: ['wan" <wan@mycompany. com.cnx co-workers
Inbos [Del ce address] [Del bee address] Add all cantacts to
Diraft | recipient list
CC: linlin"<me@mycompany. com.cn>

Sent @mycompany WF

Trash BCC: ["Annie"<annie@rmycompany. com.chs Annie

Junk Suhject: |Re-confirmation on our appointment

Virus [Add from Address Book] [Add Attachment] [Met Folder]

Mail Functions =
Hi Ly

Address Book + o,

Settings + How are you? I hope everything is fine with you. See you thiz Sunday.

Met Folder Take Cars Select contact group

Calendar i farmily 5

Search co-workers

Help net friends

Sign Cut vip

POP account(s) classmate

others v
Refresh Address List

[Send [ Save Draft ][ Cancel | [ HTML Editor | (7ML Format

[Jsavea copyto "Sent’ folder il Request for receipt O I High Priority  Use Signature Mane i

4.3 Save emails to “Draft” folder

1) Click “Compose” on the left navigation.

\_ .. . Hello,me@mycompany.com.cn - Address Book'¥ | Settings™ | POP Mails¥ | Help | Sign Out
mediaring
[ Check Mail | (Compose | Compose | Send || Save Dratt_|[ Cancel |
Local Folders - To: friends
Inbas: [Add cc address] [Add bee address] Add all contacts to
Draft recipient list
Subject:
Sent - wan
Trazh [Add from Address Book]  [Add Attachment] [Met Folder] linlin
Junk
Wirus
Mail Functions =
Address Book +
Settings + I
Met Folder Select contact group
Calendar friends ~
Search family
Help co-workers
Sign Out net friends
POP account(s) vip
classmate v
Refresh Address List
[Send || Save Draft || Cancel | [ HTML Editor | (L Format | Schedule Mail
[ save a copyto "Sent’ folder O Request for receipt ¥ I High Priority  Use Signature Maone M

Copyright 1999-2005 Coremail System
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2) Write the email and press “Save Draft”.

e o0
mediaring

Hello,me@mycompany.com.cn - Address Book® | Seftings¥ | POP Mails¥ | Help | Sign Out

[ Check Mail ] [Cnmpnse]

Compose [ Zend ]" Save Draft ]l[ Cancel ]

Local Folders = To: "wan"<wan@mycompany. cam. cn> friends
Inbox [Add cc address] [Add bee address] Add all contacts to
Draft recipient list
Subject; |Re-confirmation on our appaintment
Sent J ee REL
Trash [Add from Address Book] [Add Attachment] [Met Folder] linlin
Junk Hi wan,
Wirus ) ) . . )
. . How are wou? I hope everything iz fine with you. See wou this Sunday.
Mail Functions -
Address Book + Take Care
Settings
=
Met Folder Select contact group
Calendar family e
Search co-workers
Help netfriends
Sign Out wip
POP account(s) classmate
others w

Refresh Address List

[Send |[ Save Draft || Cancel | [ HTML Editor | [J7wL Format

[ Save a copy to "Sent' folder [] Request for receipt [ | High Priority  Use Signature | Mane 4
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3) You can check from the following page to see if the email is saved in the “Draft” folder.

Message

Mail Zawed to Draft succesfulls.
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4.4 Send emails in text format

1) Click “Compose” on the left navigation and write you email. Input all the addresses required and press “Send” to send
email.

‘_ .' . Hello,me@mycompany.cam.cn  Address Book™ | Settings™ | POP Mails™ | Help | Sign Out
mediaring
.Y
[ CheckMail | Compose | Compose“ Send "’ Save Draft ” Cancel ]
Local Folders - To: [wan"<wan@mycompany.com.cni co-workers
Inbosx [Del ce address] [Del bee address] Add all contacts to
Diraft | recipient list
CC: Mlinlin<rme@mycompany. corm.chz
Sent @mycompany W
Trash BCC: ["Annie"<annie@mycompany. com.ch Annie
Junk Subject |Re-confirmation an our appointment
Virus [Add from Address Book] [Add Attachment] [Met Folder]
Mail Functions =
Hi Ly
Address Book + v
Settings How are wou? I hope everything iz fine with you. See wou this Sunday.
Met Falder Take care i Select contact group
Calendar friends A
Search family
Help co-workers
Sign Out netfriends
POP account(s) vip
classmate v
Refresh Address List
| Send || Save Draft || Cancel | | HTML Editor | []pmmL Format | Schedule Mail
[ save a copy to *Sent' falder [ Requestfar receipt [ 1 High Priority  Use Signature | loma’l b
A4

2) You can check from the following page to see if the email is sent successfully.

Mail Sent Successtully

successful to send the mail to "wan" =wani@mycompany.cam.cn="linlin"
=E@MYCOMpany.com.ch= "annie" =annie@mycompany.com.cn=

[Save Address to Address Boak]

Click"Return” to the "Local Folder" page.
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4.5 Send emails in HTML format

1) Click “Compose™ on left the navigation, and click “HTML Editor” to change to HTML Format.

) & o0
mediaring

Hello,me@mycompany.com.cn  Address Book™ | Settings™ | POP Mails® | Help | Sign Out

Check Mail | | Compose

Local Folders =
Inbo
Draft
Sent
Trash
Junk
Wirng

Mail Functions -
Address Book +
Settings +
Met Folder
Calendar
Search
Help

Sign Out

POP account(s)

Comp [Send” Save Draft ” Cancel ]
Ta: friends
[Add cc address] [Add bee address] Add all contacts to
) recipient list
Subject: wan
[Add from Address Book] [Add Attachment] [Met Folder] linlin

Select contact group
friends 5
family
co-workers
netfriends
Wi
classmate v

Refresh Address List

[Send][ Save Draft ][ Cancel ]|:| HTML Farrmat

[ save a copyto "Sent' folder ] Regquest for receipt O I High Priarity Use Signature Mane M
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2) Compose you email with the available tools and press “Send” when finish.

® o oo
mediaring

Hello,me@mycompany.com.cn  Address Book™ | Settings™ | POP Mails® | Help | Sign Out

Check Mail | | Compose

Local Folders =
Inbo
Draft
Sent
Trash
Junk
Wirng

Mail Functions -
Address Book +
Settings +
Met Folder
Calendar
Search
Help

Sign Out

POP account(s)

Comy [Send” Save Draft ” Cancel ]
To: ['wan"<wan@mycompany.com.cn> friends
[Add cc address] [Add hee address] Add all contacts o
) 5 5 recipient list
Subject: |Re-confirmation on our appointrment wan
[Add from Address Book] [Add Attachment] [Met Folder] linlin

ABRBR FhMaB ruE

1
i
H

ASBRE O

Hi wan,

Select contact group
How are you? I hope everything is fine with you. fiends -

See you this Sunday. farmily

co-workers
netfriends
Wi
Ter CGI"‘Q! classmate v

Refresh Address List

[Send][ Save Draft ][ Cancel ] [ Edit Text Mail ]Leﬂerpaper: Mane v [ Previgw ] [Schedule tlail

[Jsavea copyto "Sent' folder ] Regquest for receipt | I High Priarity Use Signature Mane b

Copyright 1999-2005 Caremail System
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3) You can check from the following page to see if the email is sent successfully.

Mail Sent Successtully

Successful to send the mail to "wan" =wan@mycompany.com.ch=

[Save Address to Address Book]

Click"Return” to the "Local Folder* page.

4.6 Preview emails in HTML format

1) Go to “Compose” page, choose “HTML Editor” and write the email.

¢ Hello,me@mycompany.com.cn  Address Book™ | Settings™ | POP Mails¥ | Help | Sign Out
. .' [ ]
mediaring
Check Mail || Compose Comy [Send” Save Draft ][ Cancel ]
Local Folders = To: ['wan"<wan@mycompany. com.cn> friends
Inba [Add cc address] [Add hee address] Add all contacts to
Draft recipient list
Subject: |Re-confirmati int t
Sent ubject: |Re-confirmation on our appointrmen wan
Trash [Add from Address Book]  [Add Attachment] [Met Falder] linlin
Junk XBR|FHhRaB I UISSSECEE AdED
Wirus
Mail Functions =
Address Book + HI WGI"I,
Settings + I
et Folder Select contact group
Calendar How are you? I hope everything is fine with you. friends S
Search family
el See you this Sunday. e
Sign Out net friends
POP account(s) vip
Take CGI’"@! classrmate v
Refresh Address List
[Send][ Save Draft ][ Cancel ] [ Edit Text Mail ]Leﬂerpaper: Mone i [ Preview ] [Schedule tlail
[Osavea copyto "Sent’ folder O Request for receipt [P I High Priority  Use Signature Maone b

Copyright 1999-2005 Coremail System
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2) Choose “Edit Source Code” to preview original HTML source code.

'_ ._ o Hello,me@rycompany.com.ch  Address Book¥ | Seftings® | POP Mails¥ | Help | Sign Out
mediaring
~
[ Check hail ] [Cnmpnse] Compose [ Send ” Save Draft ” Cancel ]
Local Folders - To: "wan"<wan@mycompany.cam. cn> friends
Inbox [4dd ce address] [Add bee address] Add all contacts to
Draft recipient list
Subject: |Re-confirmation an our appaintment
Sent J BR wean
Trash [~dd fram Address Book] [Add Attachment] [Net Folder] linlin
Junk i = F == =i i iEm e " i
Wi A B = aB U= = i -t A SR E . Edit Source Code
s
Mail Functi <FONT face="Comic Sanz M53" color=#0000%% size=53Hi linlin, <BR»<ER*How are you?
CILRI AT - I hope ewverything iz fine with wou. See you this Sunday. <BR><ER>Take care
Address Boak + <BR»</FONT>
Settings |
Met Folder Select contact group
Calendar friends 5
Search farnily
Help co-waorkers
Sign Ot net frignds
POP accountfs) wip
classmate A
Refresh Address List
’Send” Save Draft ” Cancel ] [ Edit Text Mail ]Leﬁerpaper: Mane v ’ Preview ] [Schedule tlail
[ save a copy to "Sent' falder [ Requestfor receint £ 1 High Priority  Use Signature | Mone b F

4.7 Save “sent” emails to “Sent” folder

1) Open the “Compose” page and choose “Save a copy to ‘Sent’ Folder”, then press “Send” when finish.
° oo

mediaring
Check Mail | [Compose | [Send” Save Draft ][ Cancel ]

Local Folders =

Hella,me@mycompany.com.cn Address Book® | Settings™ | POP Mails¥ | Help | Sign Out

To: ['linlin"<me@my company. com.cnz

friends
Inbox [Add cc address] [Add hoe address] Add all cantacts to
Draft recipient list
Subject: | Re-confirmation on our appointment
Sent ! PP wan
Trash [Add from Address Book] [Add Attachment] [Met Folder] linlin
Junk Hi linlin,
. . How are wou? I hope evervthing iz fine with wou. See wou thiz Sunday.
Mail Functions =
Address Book + Take care
Settings +
=
Met Folder Select contact group
Calendar friends ~
Search farnily
Help co-workers
Sign Out net friends
POP account(s) vip
classmate v

Refresh Address List

[Send || Save Draft || Cancel | [ HTML Editor | [ pme Farmat

| Save a copy to "Sent" folderllj Requestfor receipt O I High Priority Use Signature Mone M

Copyright 1999-2005 Caremail System
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2) You can check from the following page to see if the email is saved to “Sent” folder successfully.

Mail Sent Successtully

successful to send mail to "linlin” =me@mycompany.com.cn=

| Message saved to "Sent' folder. |

[Save Address to Address Book]

Click "Return” to the "Local Folder page.

3) Click “Sent” under “Local Folders” on the left navigation and check to see if the email is saved in “Sent” folder.

) @ o0
mediaring

Hello,me@mycompany.com.cn  Address Book® | Settings™ | POP Mails™ | Help | Sign Out

[ Check Mail ] [Cnmpnse]

Local Folders
Inbox
Draft
Sent
Trash
Junk
Wirus
Mail Functions
Address Book
Settings
Met Falder
Calendar
Search
Help
Sign Out
POP accountis)

+

O 2
O &
0= 2 @
0O & 2
0 2
O &
El ]
O )

[ selectUnselect Al

Total no. of Unread mails inyour Inbod  [First] Prey | Mext| Last] page| T %1

==Mave To== ¥ ||==Mark as== +

Recipients Subject Date & Time 7+ Size

"linlin" <me@mycompany.co Re-canfirmation on our appointment 2006.07.25 16:37 D.EEK'
"wan" <wan@mycompany.com. speaking engagement 2006.07.2515:349 074K
"wah" <Wan@myCompany.corm. Fuwe: public holidays 2006.07.25 12:06 1.69K
“linan" =linan@dev2.corpe Re: Thank youl 2006.07.2511:35 1.14K
MEe@mycompany.corm.cn hello 2006.07.10 2313 0.60K
james@mycompany.com.cn i come back 20060710 21:45 061K
jane@rmycompany.comen Merry Chrismas 2006.07.1021:18 0.63K
wan@mycompany.com.cn,make Gathering 2006.07.06 16:18 069K

[First| Prev | Mext | Last | page |1 %]

==Mave To== % || ==Mark as== || ==Forward== hd

Copyright 1998-2005 Coremail System
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4.8 Request for receipt

1) Open the “Compose” page, write your email and choose “Request for receipt”, and press “Send” when finish.

) @ o0
mediaring

Hello,me@mycompany.com.ch

Address Book™ | Settings™ | POP Mails¥ | Help | Sign Out

Check Mail || Compose

Comy [Send” Save Draft ][ Cancel ]

Local Folders =
Inbox
Diraft
Sent
Trash
Junk
irus

Mail Functions
Address Book
Settings +
Met Folder
Calendar

+

Search
Help
Sign Out
POP account{s)

To: |"IinIin"<me@mycompany.com.cn>
[Add cc address] [Add bee address]

Subject; |Re-confirrmation on our appaointment

[Add from Address Book] [Add Attachment] [Met Folder]

Hi linlin,

How are wou? I hope ewvervthing is fine with wou

Take care

[Send || Save Drat || Cancel | [ HTML Editor | [ Format | Schedule Mail|

Save a copy to "Sent” folde Request for receipt O I High Priority  Use Signature Mane

Copyright 1999-2005 Corernail System

See vou thiz Sunday.

friends
Add all contacts to
recipient list
el
linlin

Select contact group
friends b
family
co-workers
netfriends
vip
classmate v

Refresh Address List

2) Click “Inbox” to enter the “Inbox’ page, and check from the following page to see if you have received the request receipt.

) @ o0
mediaring

Hello,me@mycompany.com.cn

Address Book™ | Seftings™ | POP Mails™ | Help | Sign Qut

Check Mail || Compose |Inl>0><|

Local Folders =
Inbroz
Diraft
Sent
Trash
Junk
Wirus
Mail Functions =
Address Book
Settings
Met Folder
Calendar
Search
Help
Sign Out
POP account(s)

Total no. of Unread mails inyour Inbox1

[First | Prev | Mext | Last| page 1% ]

==Move To== ¥ ||==Mark as== +
Sender Subject Date & Time - Size
||:| [ o "linlin" =me@mycompany.co Re-confirmation on our appoint... 2006.07.28 15:34 0.74k |
O = o "linlin" =me@mycompany.co office visit 2006.07.27 19:34 0.72k
O =] o "linlin" =me@mycompany.co hello 200607102321 061k
O & Fostmaster Welcome! 2006.06.16 09.56 0. 74k
[ selectitnselect Al [First| Prev | Mext| Last| page| 1 %]
==Muaove To== ¥ ||==Mark as== * ||==Forward== hd

Copyright 1999-2005 Corernail System
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3) Confirm the “Request for receipt” details as shown. If you want to set this as a default, check “Set as Default” and send.

Original Mail Content

From: "linlin® =me@mycompany.cam.cn=
To: "linlin® =me@mycompany.cam.cn=
CC Mothing
Suhject: Re-confirmation on our appointment
Date: 2006-07-28 15:34:27

Priarity: Maormal Priority

| Setas default |[Send][ Dontsend |

4.9 Send emails with your “Signature”

1) Go to the “Compose” page and write your email.
) o o®
mediaring

Hello,me@mycompany.com.cn - Address Book® | Seftings¥ | POP Mails¥ | Help | Sign Out

[ Check hail ] [Cnmpnse]

Compose [ Send ” Save Draft ” Cancel ]

Local Folders - To: ["linlin® <me@@mycompany.com.cn=

friends
Inbox [Add cc address] [Add bee address] Add all contacts 1o
Draft recipient list
Subject; |Re-confirmation on our appointmernt
Sent ! Bp Wan
Trash [Add from Address Book] [Add Attachment] [Met Folder] linlin
Junk Hi Wan,
Wirus _ _ . .
. . How are wou? I hope evervthing is fine. See wvou this Sunday.
Mail Functions -
Address Book + Take Care
Settings
=
Met Folder Select contact group
Calendar friends
Search farmily
Help co-waorkers
Sign Ot net frignds
POP accounts) wip
others

Refresh Address List

(Send |[ Save Drat |[ Cancel | [ HTML Editor | [Tl Format

[ save a copy to "Sent’ folder [ Request for receipt [ 1 High Prinrit;rl Use Signature| Mone & |
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2) Choose the desired signature before sending your email. You can refer to section “6.3.2 Signature” to create your signature.

\_ .' L] Hello,me@mycompany.com.cn  Address Book™ | Settings™ | POP Mails® | Help | Sign Out
mediaring
-~
Check Mail Ji| Compase Compose | Send || Save Drat || Cancel |
Local Folders = To: ["linlin" <me@mycompany. cam.cn> friends
Inbos [Add cc address] [Add hoe address] Add all contacts to
Diraft recipient list
Subject: |Re-confirmation on our appointment
Sent ! PP wan
Trash [Add from Address Book]  [Add Attachment] [Met Falder] linlin
Junk Hi Wan,
Wirus . . . .
: . How are wou? I hope evervthing is fine. See vou thiz Sunday.
Mail Functions =
Address Book + Take Care
Settings +
=
et Folder Select contact group
Calendar friends
Search NetPlus communications farnily
Help Co-wirkers
Sign Out net friends
POP account(s) vip
others
Refresh Adidress List
[Send || Save Draft || Cancel | [ HTML Editor | [JHmL Farmat [ Schedule Mail
[J save a copyto "Sent' folder [] Requestfor receipt [ | High Priarity |Use Signature | NetPlus
Copyright 1999-2005 Coremail Syste 2

4.10 Schedule mall

1) Click “Compose” on the left navigation to enter the “Compose” page. Compose your email and press “Schedule Mail”

\_ ._ . Hello,me@rycompany.com.ch  Address Book¥ | Seftings® | POP Mails¥ | Help | Sign Out
mediaring
.Y
[ Check Mail | Compose | Compose [ Send ” Save Draft ” Cancel ]
Local Folders = Ta: ["linlin" <me@rmycompany.cam.chi friends
Inbo [4dd cc address] [Add bee address) Add all contacts to
Draft recipient list
Subject: isit office
Sent J wan
Trash [Add from Address Book] [Add Attachment] [Met Falder] linlin
Junk Pleaze adwise when vour regional manager will wiszit our Singapore office.
Wirus
. . Best Regards
Mail Functions -
Address Book Feter
Settings i
Met Folder Select contact group
Calendar friends
Search farnily
Help co-warkers
Sign Cut net friends
POP account(s) vip
athers
Refresh Address List
[ Send || Save Draft || Cancel | [ HTML Editor | [ L Farmad | Schedule Mail
[ Save a copy to "Sent' folder [] Request for receipt [ | High Priority  Use Signature | Mane b
Copyright 1999-2005 Coremail Systemn 2
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2) Input the relative information in the corresponding boxes, then press “OK” to confirm.

[Send |[ Save Drat |[ Cancel | [ HTML Editor | [ pmmL Format

[] Save a copyto "Sent' folder [ Request for receipt [ | High Priority  Use Signature | Mane

Tirne Set: 2006 Year|T Manth | 30 Day|15 Hours(24 hours) |20 minute

Copyright 1999-2005 Coremail System
3) You can check from the following page to see if the schedule is set successfully.

Message

‘Schedule Mail® is set successfully.



5. Manage Your Emails

In this section you can create sub-folders under Root folders “R-folder” (Inbox / Draft / Sent / Trash / Junk /
Virus), or create you own Folders.

5.1 Create New Folder

5.1.1 Create a ““sub folder” under a ““root folder”.

1) Select the desired root folder from the pull down menu, for example, “Inbox”, and input the name of the “sub folder” in the
box next to “Create”, for example, “Inbox-A”, then press “Create”.

; . .' . Hello,me@mycompany.com.cn - Address Book® | Seftings™ | POP Mails¥ | Help | Sign Qut
mediaring

[ Gl ] [ Comnoce ] Folder Name Unread Messages Total Messages Total Size Space Used Action
Local Folders _ Inhox 3 8 aTTK 0%

Inbuos Dratt 0 B 412K 0%

Draft

Sent ] 11 318.47K 3%

Sent

Trash Trash 4 5 12.63K 0% [Ernpty]

JL_'“R Junk a a 000K 0% [Ernpt]

Wirus
Mail Functions _ Wirus 0 1 0.75K 0%

Address Book + Total 7 31 I42T4K 3%

Settings

Netfalder In| Inbax + [ Create | InbmeA Folder

Calendar

Search Folder capacity distribution: {10.00M; Used space: 342.74K(3%) Available space: 9.6TM(97%)

Hel

? P Mail capacity distribution: {1000000% lsed space: 31  Availahle space: 999969

Sign Ot

POP account(s) Last login time: 2006-07-17 12:08:25

Copyright 1999-2005 Coremail Systemn
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2) You can check from the following page to see if the sub folder is created successfully.

:\_ .. L Hello,me@mycompany.com.cn  Address Book™ | Settings™ | POP Mails® | Help | Sign Out

mediaring

Check Mail Folder Name Unread M Ii] Total M Ii] Total Size Space Used Action
Local Folders _ Inboz 3 g 577K 0%

Inbios + Inb-A, 0 0 0.00K 0% [Empt] [Rename] [Delste]

Draft

Diraft 0 B 412K 0%

Sent

Trash Sent 1] 11 94Tk 3%

Junk Trash 4 5 12.63K 0% [Ernpty]

Wirus
Mail Functions _ Junk 0 0 0.00K 0% [Empty]

Address Book + Wirus a 1 0.78K 0%

Settings +

Total T kil 34274k 3%

Metfolder

Calendar In| Folder Foldar

Search

Hel

5 R 0 Folder capacity distribution: {1 0.00M) Used space: 342.74K(3%) Available space: 9.67M{97%)

ign Out
POP account(s) Mail capacity distribution: (10000003 Used space: 31 Awailable space: 999969

Last lagin time: 2006-07-17 12:09:25
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5.1.2 Create Your Own Folder

1) Select the “Folder” from the pull down menu, and input the name of the folder you wish to create, in the box next to
“Create”, for example, “My folder”, then press “Create”.

:\_ .' L Hella,me@mycompany.com.cn Address Book® | Settings™ | POP Mails¥ | Help | Sign Out

mediaring

Check Mail Folder Name Unread M Ii] Total M. Ii] Total Size Space Used Action
Local Folders — Inkboz 3 g 87Tk 0%

Inbo + Inhow-A o o 0.00K 0% [Empt] [Rename] [Delste]

Diraft

Draft 0 6 412K 0%

Sent

Trash Sent 0 11 319.47K 3%

Junk Trash 4 5 12.63K 0% [Empty]

Wirns
Mail Functions _ Junk i i 0.00K 0% [Ernipty]

Address Book + Yirlg 0 1 0.78K 0%

Settings +

Total T kil 34274k 3%

Metfolder

Calendar in Folder + | Wy folder Folder

Search

Hel

;p out Folder capacity distribution: {10.00h) Used space: 342.74K(3%) Available space: 9.67M(97%)

ign O
POP account(s) tail capacity distribution: {1000000) Used space: 31  Available space: 999969

Last login time: 2006-07-17 12:09:25

Copyright 1999-2005 Coremail System
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2) You can check from the following page to see the folder you created is added successfully.

:\_ .. L Hello,me@mycompany.com.cn  Address Book™ | Settings™ | POP Mails® | Help | Sign Out
mediaring
Check Mail Folder Name Unread M Ii] Total M Ii] Total Size Space Used Action
Local Folders _ Inboz 3 g 577K 0%
Inbios + Inbm-A 0 0 0.00K 0% [Empt] [Rename] [Delste]
Draft
Diraft 0 B 412K 0%
Sent
Trash Sent 0 11 94Tk 3%
Junk Trash 4 5 12.63K 0% [Ernpty]
Wirus
My folder Junk 0 0 0.00k 0% [Ermpty]
Mail Functions - wirus 0 1 0.78K 0%
Address Book +
. Ity falder 0 0 0.00k 0% [Empty] [Rename] [Delete]
Settings +
Metfalder Total 7 k]l 342 74K %
Calendar
Folder w || Create
Search In Faolder
Help
Sign Out Folder capacity distribution: {1 0.00M) Used space: 342.74K(3%) Available space: 9.67M{97%)
POP account(s) Mail capacity distribution: (100000 UUsed space: 31 Available space: 999969

Last lagin time: 2006-07-17 12:09:25
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5.2 Rename Folders

You can only rename folders or sub folders which are created by you. Root folders cannot be renamed.
1) Click “Rename” under “Action” to rename the respective “folder” or “sub folder”.

:\_ .. L Hello,me@mycompany.com.cn  Address Book™ | Settings™ | POP Mails® | Help | Sign Out
mediaring
Check Mail Folder Name Unread M Ii] Total M Ii] Total Size Space Used Action
Local Folders _ Inboz 3 g 577K 0%
Inbios + Inbm-A 0 0 0.00K 0% [Empty] [Delete]
Draft
Diraft 0 B 412K 0%
Sent
Trash Sent 0 11 94Tk 3%
Junk Trash 4 5 12.63K 0% [Ernpty]
Wirus
My folder Junk 0 0 0.00k 0% [Ermpty]
Mail Functions - wirus 0 1 0.78K 0%
Address Book +
. Ity falder 0 0 0.00k 0% [Empty] [Rename] [Delete]
Settings +
Metfolder Total 7 3 342.74K 3%
Calendar
Folder w || Create
Search In Faolder
Help
Sign Out Folder capacity distribution: {1 0.00M) Used space: 342.74K(3%) Available space: 9.67M{97%)
POP account(s) Mail capacity distribution: (1000000} UUsed space: 31 Available space: 999969

Last lagin time: 2006-07-17 12:09:25

Copyright 1999-2005 Caremail System
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2) Input new name for the sub folder or folder in the box below, for example “Inbox-B”, then press “OK” to confirm.

Explorer [5_(|

Pleaze input a folder name.
Cancel

|In]:n ax=F

3) The following page shows that the sub folder or folder is renamed.

* . .' ° Hello,me@mycompany.caom.cn - Address Book® | Seftings™ | FOP Mails¥ | Help | Sign Out
med iaring [POP Setiings] [POP Mails]

[ Check Mall ] [ Compose ] Folder Name Unread Messages Total Messages Total Size Space Used Action
Local Folders - Inkox 3 2 577K 0%

Inbo + InboeB ] ] 0.00K ne, [Emptl [Rename] [Delete]

Draft

Dratt 0 &} 412K 0%

Sent

Trash Sent 0 1 MAATK 3%

Junk Trash 4 5 12.63K 0% [Empty]

Wirug

My folder Junk 0 0 0.00kK 0% [Ermpty]
Mail Functions - Wirus 0 1 0.78K 0%

Address Book

. hdy falder 0 0 0.00K 0% [Empty] [Rename] [Delete]

Settings

Metfalder Total 7 k]l 342.74K 3%

Calendar Fuld v|[ Creats ]|

older

Search In Folder

Help

Sign Out Folder capacity distribution: (10,00 Used space; 342.74K(3%) Available space: 9.6TM(97%)
POP account(s) Mail capacity distribution: (1000000 Used space: 31 Available space: 999969

Last login time: 2006-07-17 12:09:25
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5.3 Delete a Folder / Sub Folder

You can only delete folders or sub folders created by you. Root folders cannot be deleted.

1) Click “Delete” under “Action” to remove the respective folder / sub-folder, for example, “Inbox-B”.

* . * . ® Hello,me@mycompany.comcn  Address Book® | Settings¥ | POP Mails¥® | Help | Sign Out
med ICII'II'Ig [FOP Settings] [FOF hails]

[ Check Mail J [ compose] Folder Name Unread Messages  Total Messages Total Size Space Used Action
Local Folders _ Inbox 3 a 577K 0%

Inbox + Inbox-B 0 0 0.00K 0% [Empt] [Rename] | [Delete]

Draft

Draft 1] B 412K 0%

Sent

Trash Sent 1] 11 394TK 3%

Junk Trash 4 5 1283K 0% [Ernph

YWirls

My folder Junk 1] 1] 0.00K 0% [Ernpty]
Mail Functions - Wirus 0 1 0.75K 0%

Address Book

) My folder 1] 1] 0.00K 0% [Empty] [Renamel [Delete]

Settings +

Metfalder Total 7 3 342.T4K 3%

Calendar

In| Folder =~ Folder

Search

Help

Sigh Out Folder capacity distribution: {10.00m) Used space: 342.74K(3%) Availahle space: 9.67M(97%)
POP account(s) Mail capacity distribution: (1000000 Used space: 31 Available space: 999969

Lastlogin time: 2006-07-17 12:09:25
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2) Press “OK” to confirm.

Nicrosoft Internet Explorer §|

'-._‘

?r) Do wou want to delete this folder?

[ oK ][ Cancel |
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3) You can check from the following page to see if the folder or sub folder is deleted successfully.

e o

mediaring

Hello,me@mycompany.com.cn

Address Book¥

| Settings¥ | POF Mails¥ | Help | Sign Out

[FOF Settings] [POF Mails]

[ Check Mail ] [Compose]

Local Folders
Inbox
Drraft
Sent
Trash
Junk
Wirus
Iy folder
Mail Functions
Address Book
Settings
Metfolder
Calendar
Search
Help
Sign Out
POP account(s)

+

Folder Name
Ik
Diraft
Sent
Trash
Junk
Wirus
bty falder

Total

Unread Messages  Total Messages

3

1]

Folder capacity distribution: (10.000)

Mail capacity distribution: (1000000}

Last login time: 2006-07-17 12:09:25

g

kil

In| Folder %

Total Size
877K
412K

319.47K

12.63K
0.00K
0.75K
0.00K

342.74K

Space Used
0%
0%
3%
0%
0%
0%
0%

3%

Folder

Action

[Ernpty]

[Empty]

[Empty] [Rename] [Delets]

Used space: 342.74K(3%) Available space: D67TM(9T%)

Used space: 31 Available space: 999969

Copyright 19958-2005 Caoremail System
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5.4 Folder Page

5.4.1 Folder Management

'_ .- L HelIo,me@mycumpany.com.cﬁ' Address Book™ | Seftings™ | POP Mails™ | Help | Sign OutI
med iaring [POP Setiings] [POP Mails]
[ Check Mail ] [Compose] 3,. b. | Total no. of Unread mails inyour Inbme3 | [First| Prev | Mext | Last| page |1 %]
Local Folders - ==Move To== [w|| ==Mark as== |v “ - I
Inbox Sender Subject Date & Time <+ Size
Drraft
Sent O @ admin@ryeomparty. cor ch Pop Result 2006.07.15 13:30 051K
Trash 0O i El “linlin" =me@mycompany.co Re: hella 2006.07.11 2214 0.88K
Junk o
Vi O =] & "linlin® =meg@mycompany.co hello 2006.07.10 23:21 0BTk
Irus
Mail Functions _ = & MEEMmyCompany.com.cn Read:hello 2006.07.10 23:06 112K
Address Book + O ) “linlin" smeg@mycompany.co hello 2006.07.10 22:14 066K
Settings + _ d
Netialdar O & adrmin@mycampany. com.ch Pop Result 2006.07.09 20:29 0.75K "
Calendar O & admin@mycampany.com.cn Pop Result 2006.07.0912:59 0,501
Eefmh 0 @ Postmaster Wialcomel 2006.06.16 0956 0.74K
elp
Sign Out [ selectiingelect Al [First| Prev| Mext| Last| page |1 %]
POP account(s) ==Move To== v ||==Mark as== + ||==Forward== v
Copyright 19958-2005 Caoremail System
a) The type of “Folder” is shown on the top left of the page, next to the left navigation.
b) “Total no. of unread mails”, is right of the “folder name”.
c) “Empty” button is located on the top right of the page, you can click “Empty” to empty selected emails or all
emails in this folder.
d) “Back” buttons are located on the top and bottom right of the page.
e) The “Shortcut” menu including “Address Book™; “Setting”; “POP mails”; “Help” and “Sign Out” is located

on the top right of the page.
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5.4.2 Email Content Page

If you click the “subject” of this email, no matter which folder the email is located, such as “Inbox”, “Draft”, “Sent”,

“Trash”, “Junk”, “Virus” or any folders or sub-folders created by you, you can find the email content and other related

information.

@ oe
mediaring

Hello,me@mycompany.com.cn - Address Book® | Seftings¥ | FPOP Mails¥ | Help | Sign Out

==Move To== + | |==Cther Actions==

. | SubjectfRe: hello

[ Check Mail ] [Cempese]

Local Folders -

b. "Iinlin" =mei@mycompany.com.cn= [Add to address hook]

v [Delete F'ern] [ Celete ] [ Forward ] [Reply ] [ Rephy All ] [ Last ] [ Mext ] [m

[hide details]hide attachment]

]| Date & Time ;| 2006-07-11 22:14:06

Inbox e
Draf C. “linlin* =me@rmycompany.com.cn=
Sen d.[e]er 2 [Fromlen
Trash OpenTextContent [ Download
€. | Atachment: L] o ! ]
Junk [ check [Save to Netfolder]
Wirus
Mail Functions - ~
Address Book + linlin,
Settings Nice 1o hear from you!
Metfolder
Calend ———— Original Meszage ———-
AEREAL From: “linlin” <me@mycompany. com. cn>
Search To: me@mycompany. Com. crn
Help Date: Mon, 10 Jul 2006 23:21:05 +0800 (HKT)
3 Subject: hello
Sign Ot
POP accounts)
b
> hella.
>
b
> best wizhes!
b
>
> "

a) “Subject”: showing the subject of the email
b) “From”: sender of the email

¢) “To”: recipient of the email

Copyright 1999-2005 Caremail System

d) “cc”: showing other recipients who are copied on the email

e) “Attachment”: whether there are any attachments, in this example, there is none

f) “Date & Time”: the date & time where the email is sent or received

g) “Priority”: to show if the email is urgent or not
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5.5 Inbox

1. Click “Inbox’ under “Local Folders”.

) o o0
mediaring

Hello,me@mycompany.com.cn

Address Book™ | Seftings™ | POP Mails™ | Help | Sign Qut

Check Mail Inbox

Total na. of Unread mails in your Inbox0

Local Folders _ ==Move To== ¥ ||==Mark as== +
Sender Subject
Diraft
Sent H & Me@Mycompany.carm.cn Read:Re-confirmation on our ap...
Trash o= & "linlin® <me@rmycompany.co
Junk .
] H =il o "linlin" =me@mycompany.co hella
Wirus
Mail Functions - O @ Postrmaster Welcorme!
Address Baok T [ sslectiUnsslect Al
Settings +
Met Folder ==Move To== ¥ ||==Mark as== + ||==Forward==
Calendar
Search
Help
Sign Out

POP account(s)
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2. Click “Subject” to view mail details.

e o oo
mediaring

Hello,me@mycompany.cam.cn

Address BookW

Date & Time -+
2006.07.27 21:48
2006.07.27 19:34
200607102321

2006.06.16 09:56

[First| Prev | Mext | Last| page 1% ]

Size

1.18K

0.72K

0BTK

074K

[First| Prev | Mext | Last| page 1 ¥ ]

w

| Settings¥

| POP Mails¥

| Help | Sign Out

[ Check hail ] [Cnmpnse]

Local Folders -
Inbox

Draft

Sent

Trash

Junk

Wirus

==Mowve To== %

Attachment:

Dear linlin,

==(ther Actions==

Subject; office visit

v | [ Detete Perm | [ Delete | [ Forward | [Reply | [ Repiyal | [ Last | [ Mext | [Back]

Frarm:["linlin® =me@mycompany.com.ch= [Add to address book]

[ open TextContent [ Download ]

[ select All [Save to MNet Folder]

[show details] [hide attachrment]

Date & Time: 2006-07-27 19:34:45

Mail Eunctions -~ Our reglongl manager will wizit Singapore on 28th July 2006, pleasze kindly reserve a hotle
room for him for 3 day.

Address Book +

Settings + Best Regards.

Met Falder
Calendar

Suzan

Search
Help
Sign Dt
POP accounts)

Copyright 1999-2005 Caremail System
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5.6 Draft

1. Click “Draft” under “Local Folders”.
> @ [ ]

mediaring

Draft Tatal no. of Unread mails inyour Inbox:0  [First| Prev | Mext | Last| page 1% ]

Local Folders - ==Move To== v||==Mark as== v

Hello,me@mycompany.com.cn - Address Book® | Settings™ | POP Mails¥ | Help | Sign Out

::r;h?: Recipients Subject Date & Time - Size
-ra
Sent O & "linlin" =me@mycompany.co wisit office 2006.07.27 2214 0.66kK
Trash O & "linlin" =me@mycompany.co Re-confirmation an our appaint... 2006.07.27 21:57 0.73kK
Junk -
Vi O = e @ "wran” <wanEimycompany.com. Fuwi: office visit 2006.07.27 20011 1.69K
irus
Mail Functions — O & WA AN EIMYCompany.com. Thank you 2006.07.2613:09 074K
Address Book + 0 @ ME@MyCompany.com.cn hello 2006.07.10 2313 060K
Settings +
Met Folder O & jane@mycompany.comecn Merry Chrismas 2006.07.10 2113 063K
Calendar [ selectiUnselect All [First| Prew| Mext | Last| page|1 %]
Search
Hel ==Move To== % ||==Mark as== +||==Forward== v
elp

Sign Out

POP account(s)

Copyright 1999-20045 Coremail System

2. Click “Subject”, to enter the “Compose” page.

\_ ._ . Hellome@mycompany.com.cn Address Book™ | Settings™ | POF Mails¥ | Help | Sign Cut
mediaring
-
[ Check Mail | [ Compose | Compose | 3end || Save Draft || Cancel |
Local Folders = To: ["linlin" <me@mycompany.com.cni friends
Ik [Add cc address] [Add bee address] Add all contacts 1o
Diraft recipient list
Subject |Re-confirmation on our appointrment
Sent L PR wian
Trash [Add from Address Book] [Add Attachment] [Met Folder] linlin
Junk Hi Wan,
Yirus . . . .
. . How are wou? I hope ewerything iz fine. See wou thiz Sunday.
Mail Functions -
Address Book + Take Care
Settings I
et Folder Select contact group
Calendar friends 5
Search family
Help co-workers
Sign Ot et frighds
POP account(s) wip
classmate v
Refresh Address List
[Send || Save Draft || Cancel | [ HTML Editor | []pmmL Farmat | Schedule Mail
[ save a copy to "Sent’ folder | Request for receipt ¥ IHigh Priority  Use Signature Mane v
Copyright 19958-2005 Coremail System 2
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3. After you edit the email and want to save again, press “Save Draft” on the top of the page.

) @ %@
mediaring

Hello,me@mycompany.com.cn  Address Book¥ | Settings¥ | POP Mails¥ | Help | Sion Out

n [————
[ Check Mail | [ Compose | Compose [ Send ]" Save Draft ][ Cancel ]

Local Folders - Tao: ["linlin" <me@mycompany.com.cn=

friends
Inbox [4dd cc address] [Add bee address] Add all contacts to
Diraft recipient list
Subject |Fe-confirmation on our appointrment
Sent L PR wian
Trash [Add from Address Boak]  [Add Aftachiment] [Met Falder] linlin
Junk Hi linlin,
Yirug . . . .
. . How are you? I hope ewverything iz fine. See you thiz Sunday.
Mail Functions -
Address Book + Take Carel
Settings Peter I
het Folder Select contact group
Calendar friends 5
Search farnily
Help co-workers
Sign Cut netfriends
POP account(s) wip
classmate v
Refresh Address List

[Send |[ Save Draf ][ Cancel | [ HTML Editor ]I:lHTMLFormat

[] Save a copy to "Sent' folder [ Reguest for receipt [] ! High Priority  Use Signature | Mone b
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4. You can check from the following page to see if the mail is saved successfully.

Messaige

Mail Sawed to “Draft® successfully.
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5.7 Sent

1. Click “Sent” under “Local Folders”.

) @ o0
mediaring

Click the subject of the email, for example, “Gathering” to read the mail content.

Hello,me@mycompany.com.cn - Address Book® | Settings™ | POP Mails¥ | Help | Sign Out

Check Mail Sent

Local Folders =
Inbio
Diraft

CINE
Trash o= e @
Junk
irus

Mail Functions - O &
Address Book + 0 5
Settings +
Met Faolder
Calendar

[ selectUnselect All

Search
Help
Sign Out
POP account(s)

Tatal no. of Unread mails inyour Inbox:0  [First| Prev | Mext | Last| page 1 >

==Move To== % ||==Mark as==
Recipients Subject
"linlin" =me@mycaompany.co Re-confirmation on our appaoint...
"linlin" =me@mycaompany.co Fuwi: hello
james@mycompany.com.cn iwcome back
jane@mycompany.comecn Merry Chrizmas

wan@mycompany.com.on,make Gathering

Date & Time - Size
2006.07.27 21:53 0.74k
2006.07.2611:29 ERLTS
2006.07.10 21:45 061k
2006.07.1021:18 063k
2006.07.06 1618 069k

[First| Prev| Mext | Last| page 1% ]

==Muove To== ¥ || ==Mark as== ¥ ||==Forward==
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2. You will be able to read the email content in following page.

) @ 09
mediaring

Hello,me@mycompany.com.ch - Address Book

W

| Settings¥ | POP Mails¥ | Help | Sign Out

==Maove To==
[ Check hail ] [Cnmpnse]

Local Folders -
Inbox -

|| ==0ther Actions== “ [ Resend ] [Delete F'ern] [ Calete ][ Forward ][Reply][ Reply All ] Las

Subject; Gathering
From: "linlin" =me@mycompany.com.cn>= [Add to address hook]

O OpenTexContent [ Download |

a Attachment:

Draft
Sent

[ check [Save to Metilder]

[show details] [hide attac

Diate & Time : 2006-07-06 16:18:

Trash Dinner gathering on &th July 2006 at Hard Rock™ = cafe. Please advise awailability.

Junk
Virus best wishes!
Mail Functions -
Address Book
Settings
Metfolder
Calendar
Search
Help
Sign Dt
POP accounts) 4
me@mycompa... =

W

loma@@myco...

A
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5.8 Trash

1. Click “Trash” under “Local Folders”. Click the subject of the email, for example, “hello” to access the mail content.

‘_ .' L Hello,me@mycompany.com.cn  Address Book™ | Settings™ | POP Mails™ | Help | Sign Out
mediaring
Check Mail Trash Total no. of Unread rails inyour Inboxcd  [First| Prev | Mext | Last| page | T %]
Local Folders - ==Move To== v ||==Mark as== v
Inba Sender Subject Date & Time <+ Size
Diraft
Sent H & "linlin" =me@mycompany.co Re-confirmation on our appaint.. 2006.07.27 21:47 0.73k
[ 2 @ Clinlin" <me@mycompany.co Fue: hello 2006.07.2611:29 3ATK
Junk ; ;
Vi H ] o "linan" =linan@dev2.corpe Thank wou! 2006.07.24 18:08 0.86k
irus
Mail Functions = O & “linlin® =meg@mycompany.co i come back 20060710220 1.03K
Address Book + 0 ¢ 8 “linlin® <me@mycompany.co picture 2006.07.10 21:28 309.78K
Settings +
Met Folder [ selectiunselect Al [First] Prev| Mext| Last| page |1 %]
Calendar ==Mave To== +||==Mark as== + ||==Forward== -
Search
Back
o
Sign Out

POP account(s)

Copyright 1999-2005 Coremail System
2. You will be able to read the email content in following page.

) & o0
mediaring

Hello,me@mycompany.cam.cn

Address BookW

| Settings™ | PCOP Mails¥ | Help | Sign Out

==Move To== * | |==Cther Actions== hd

[ Delete Perm | [ Delete | [ Forward | [Renply | [ Replyail | [ Met | [Back]

[ Check hail ] [Cnmpnse]

Subject; Re-confirrmation on our appointment
Local Folders - Frarm: "linlin® <me@mycompany.com.ch= [Add to address haok]
Inbox
Draft Attachment:
Sent
Trash
Junk Hi War,
Wirus
Mail Functions -
Address Book
Settings
Met Falder
Calendar

[ open TextContent [ Download ]
[ select All [Save to MNet Folder]

How are wou? I hope everything is fine. See wou thiz Sunday.

+

Take Care

Search
Help
Sign Dt
POP accounts)

[show details] [hide attachrment]

Date & Time: 2006-07-27 21:57:11

Copyright 1999-2005 Caremail System
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5.9 Junk

Click “Junk’ under “Local Folders”, it shows no emails are saved in this folder. If there are emails saved in this folder, you
can view the content by clicking the subject.

:\_ .' o Hello,meg@mycompany.com.ocn - Address Book™ | Seftings™ | POP Mails¥ | Help | Sign Out

mediaring

Check hail Junk Total no. of Unread mails in your Inbo:0
Local Folders - ==Move To== v || ==Mark as==

Inbox )

Sender Subject Date & Time <+ Size

Draft

Sent Ma Mail

Trash

==Move To== ¥ ||==Mark as== v || ==Faorward== v

Wirus

Mail Functions =
Address Book +
Settings +
Met Folder
Calendar
Search
Help
Sign Out

POP account(s)

Copyright 1998-2005 Coremail Systern

5.10 Virus

Click “Virus” under “Local Folders”. You can click the subject to view the content. However since these are virus emails, we
do not recommend to open them, if there are any.

1. ._ L Hello,me@mycompany.com.cn  Address Book¥ | Settings™ | PO Mails™ | Help | Sian Out
med o] I'Ing [Preferences] [Personal] [Password] [Mare]
Check Mail Virus Total no. of Unread mails inyour Inboxcd  [First| Prev | Mext | Last| page| 1 %]
Local Folders - ==Move To== v || ==Mark as== ~
Inbox Sender Subject Date & Time -+ Size
Draft
O & admin@mycampany.com.ch Fop Result 2006.07.09 20:46 0.75K
Sent
Trash [ Selectiingelect Al [First| Prev| Next| Last | page |1 %]
Jurnk
==Move To== ~ || ==Mark as== v | ==Forward== hd
irus
Mail Functions =
Address Book +
Settings +
Metfolder
Calendar
Search
Help
Sign Out

POP accounts)

Copyright 1998-2005 Coremail System
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6. Mailbox Settings

6.1 Personal Information

6.1.1 Amend Personal Information

1. Click “Settings” under “Mail Functions”.

mediaring

Hello,me@mycompany.com.cn  Address Book'™ | Seftings™ | POP Mails™

| Help | Sign Out

| Check Mail | [ Compose |

Local Folders
Inbax
Draft
Sent
Trash
Junk
Wirus
Mail Functions
Address Book
Settings
Met Falder
Calendar
Search
Help
Sign Out
POP account(s)

Setting

Personal infarmation

Fersonal Info
Password
Password security
POF3 Mail
POP Mail
Basic seftings
Preferences
Signature
Auto foreeard
Auto Reply
Schedule Mail
Anti-spam
Black list
hite list
Filter
Anti-spam level
Anti-virus

Anti-virus

Change your name, lacation, and other personal information.
Change vour email password (Mote: current passwaord required).

Setyour date of birth and security guestionfanswer far password retrieval.

Use your webmail ta retrieve other POP accounts.

Customize your wehmail options.

Add a custom signature to your outgoing email messages.
Forward your emails to another email accounts.

Send a custam, automatic message respanse when you are away.

Set a specific time to send out an email message.

Block email addresses/domains from which you do notwant to receive email.

Allow specific email addressesidomains to bypass the anti-sparn engine,

Set rules to block incoming emails, forward them to specific foldersfusers, or send an auto-reply.

Choose how strict you want your anti-spam rules to be for your email account.

Choose the vartious ways to deal with infected virus emails.

Copyright 1999-2005 Coremail Systemn

2. Click “Personal Info” under “Setting” to enter the page.

Setting

Personal infomation

Fersanal Info Welcome to Metplus Email System. Click the text link on the right to update your personal data.

Passward

ITyou want to change fo a nesw passward, you have to provide your current passwaord.

Fassword security You can reset your hirthday, security question, and the answer.
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3. Input the information in the relative boxes, then press “OK” to confirm.

mediaring

Hello,me@mycompany.com.cn - Address Book® | Seftings¥ | POP Mails¥ | Help | Sign Out

[ Check Mail ] [Cnmpnse]

Personal Details

Local Folders
Inbo
Draft
Sent
Trash
Junk
Wirus
Mail Functions
Address Boak
Settings
Metfolder
Calendar
Search
Help
Sign Dt
POP accounts)

= Alternate Email
Mame |[linlin =
Mickname |l
Gender & male O Fermale
Birthday COO-MM-D OO or resetting password)
Mabile
Home Phaone

Business Phone

Fax
Address
N Zip Code
State/Province | --- please select - v
City v

Personal Web Page |www.lll.com

Anniversary |[1981-12-23 (Y- hi-0 D)

= Your "Mame" will be displayed in the "Fram" field of the message that you send.
*You can use your nickname to send out messages for your friends' easy identification.

= [fyou are a firsktime user of this email system, your nickname will be set as the username.

Copyright 1998-2005 Coremail System

4. You can check from the following page to see if the information is updated successfully.

Message

FPersonal Information iz updated successfully!
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6.1.2 Change Password

1. Click “Settings” under “Mail Functions”, and click “Password”.
Password

Old Password:

Fropose using the length of passward longer than
Mew Password: n f f n f

ahit (alphabetsinumbersisyimbols)

Retype Passward:

2. Input the relative information in the corresponding boxes, then press “OK” to confirm.
Password

Old Password: essesssss

L Ll Ll Ll Propose using the length of password longer than
e Passwiard: H g g H f

ahit (alphabets/numbersisymbols)

Fetype Password: |esssssss

3. You can check from the following page to see if the password is changed successfully.

Message

Paszword 1s changed successfully

61



6.1.3 Password Security

1. Click “Settings” under “Mail Functions”, and click “Password Security”.
Passworid security
Input Qriginal Data
Birthday: CrO-Mhd-DD)
Security Question;
ARNSer:
Set Up Mew Data
Birthd ay: COr-m-00
Security Cuestion:

ANswer

2. Input the relative information in the corresponding boxes, then press “OK” to confirm.
Password security
Input Qriginal Data
Birthday: | 1577-01-01 CYYYY-M-D 0
Security Guestion:
Answer: |Answer
Set Up Mew Data
Birthday: |1877-01-01 | oy y-m-D 00
Security Question: |Bithday

Answer, |1977-01-01

3. You can check from the following page to see if the password security is changed successfully.

Message

Information updated suceessfullsy

62



6.2 POP Mail Setting

1. Click “Settings” under “Mail Functions”, and click “POP Mail”.

POP Mail

Account
Passwiord:

POP Sermver:

Receiving folder:

Connection timeout in:

Fort Mumber:

Indicatar:

FOP server:

There are currently 0 POP accounts, you can set 2 POP accounts in total

(Example:me@mycompany.com.cn)

(Examplepop.mycampany.com.cn)

Folderwill be named after the email address by default.
seconds if no response from the mail server

Standard:110

® N O OO O [FOH O

[ Leave mail CORIES ON SEMVer.

[Add][ Check accounts ][ Cancel ]

6.2.1 Create a POP Account

1) Input the relative information in the corresponding boxes, then press “Add”.

POP Mail

Account:
Fasswiord:

FOP Semer:

Receiving folder:

Connection timeout in:

Faort Murmber:

Indicatar:

POP server:

There are currently 0 POP accounts, vou can set 2 POP accounts in total

Anniefmycompany.com.cn (Example:meg@mycompany.com.cn)
L 121 1]}
POR. T ampany. com.cn (Example:pop. mycompany. com.cnl

Annie@Emycampany.com.cn

Folderwill be named after the email address by default.
14 seconds if no response fram the mail sener

110 Standard:110

Ir;.\l Ir-'-\I Ir-'-\I Ir-'-\l Ir'-.\l Ir-'-\I Ir-'-\I Ir-'-\l
SN W | e ) e L

] Leave a copy of messages on server.

[Add][ Check accounts ][ Cancel ]
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2) You can check from the following page to see if the new POP account is added successfully.

L Hello,me@mycompany.com.cn Address Book'¥ | Settings™ | POP Mails¥ | Help | Sign Out

medioring [POP Settings] [POP Mails]

Local Folders
Inbo
Draft
Sent
Trash
Junk
Wirlg
Mail Functions
Address Book
Settings
Met Folder
Calendar
Search
Help
Sign Out
POP account(s)
Annie@@myco...

6.2.2 Ed

- There are currently 1 POP accounts, you can set 2 POP accounts in total

Account (Example:me@mycompany.com.cn)
Password:
FOP Server: (Example:pop.mycompany.com.cn)

Receiving folder:
Folderwill be named after the email address by default.

: Connection timeoutin: seconds if no response from the mail server
Port Mumber: Standard:110
Indicatar: |@| O| O| O| O| O| O| O|
POP servar [ Leave a capy of messages an sarver,
] [ Checkaccounts || Cancel |
>

Mo. 1 pop account{ Anhig@mycompany.com.ch » Annigg@mycompany.com.chy [Edit] [Pop mails] [Delete]

Copyright 1999-2005 Caremail System

it a POP Account

1) Enter the “POP Mail” page, choose the “POP account” you wish to edit, and press “Edit”.

mediaring

L Hello,me@mycompany.com.cn  Address Book™ | Settings™ | POP Mails™ | Help | Sign Out

[FOP Settings] [POP Mails]

Check Mail POP Mail

Local Folders
Inbo
Draft
Sent
Trash
Junk
Wirus
Mail Functions
Address Book
Settings
Met Folder
Calendar
Search
Help
Sign Out
POP account(s)
Annie@@myco...

- There are currently 1 POP accounts, you can set 2 POP accounts in total

Account (Example:me@mycaompany.corm.cny
Fassword:
FOF Server: (Example:pop. mycompany.com.cn)

Receiving folder:
Falder will be named after the email address by default.

: Connection timeout in: seconds if ho response from the mail server
Port Mumber: Standard:110
Indicator: |@| O| O| O| O| O| O| O|
POP servar [ Leave a capy of messages an sarver,
- [ Check accounts ][ Cancel ]
=

Fap mails] [Delete]

Moo 1 pop account] Annie@mycompany.com.cn » Annie@mycompany.com.cn)

Copyright 1999-2005 Caremail System
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2) Input the new information in the corresponding boxes, then press “Update” to confirm.

Mo. 1 pop accunt] lorma@mycompany.com.ch » [lorma@mycompany.com.cn  [Hide] [Fop mails] [Delete]
Account: | lorma@mycompany.com.cn
Password: esssssss

POP Server: |pop.mycompany.com.cn

. lorma@imycompany.com.ch | Falder will be named after the email address by
Feceiving folder:

default.
Connection timeoutin: |3 seconds if no response from the mail server
FPort Mumber: (110 Standard:110

Indicator: | @ [ O[O O O[O0

Leave mail{a copy of message) on POP server

[ Update ][ Cancel ]

6.2.3 POP Folder

1) Click “POP account(s)”” under “Mail Function”, choose the “POP Account”, then click “POP Mails”.

g . Hello,me@mycompany.com.cn  Address Book® | Settings™ | POP Mails™ | Help | Sign Out

mediaring

[ Check Mail ] [Cnmpnse] POP Mail

Local Folders = There are currently 1 FOP accounts, you can set 2 FOP accounts in total
Inbiax +
Draft
Sent Password:
Trash
Junk
Wirus

Account: (Example:me@mycompany.com.cn)

FOR Server: (Exarmple:pop mycampany. cam.chy

; - Receiving folder:
Mail Functions - Folder will be named after the email address by default.

Address Book
Settings

+

Connection timeout in: secands if no response fram the mail server

Metfolder Port Murnber: Standard:110
Calendar

®

Search Indicatar:

Olclolo]olo] o]

Help
Sign Out

- (add] [ Check accounts | [ cancel |

lornai@rmyca. .. =

POP server: [] Leave mail copies on server.

Mo. 1 pop accunt lorhag@mycompany.cam.ch s lorhag@mycampany.com.ch)  [Editll[Pop mails)|[Delete]

Copyright 1998-2005 Coremail System
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2) The following page will show the “POP Mails” details. Click “Look up” to check emails

meg@mycompany.com.cn:

Hello, you have connected to 1 POFR accounts, the resultis:
larnag@mycompany.com.cn, received 0 message(s) successfully.

3) You can read the emails from the following page.

) @ o9
mediaring

[Look up] [Details]

Hella me@mycampany carm.cn Address Book® | Seftings¥ | POP Mails¥ | Help | Sign Out

[POP Settings] [FOP hails]

[ Check hail ] [Cnmpnse]

Local Folders -
Inbox
Draft
Sent
Trash
Junk
Wirus
Mail Functions -
Address Boak
Settings
Met Falder
Calendar
Search
Help
Sign Dt
POP accounts) 4
loma@myco... =

lornag@myc ompany.c oim.cn Total no. of Unread mails inyour Inbox0  [First| Prev | Nest | Last| page| 1T %)
==Mave To== ¥ ||==Mark as== +
Sender Subject Date & Time <> Size
O = WANEIMYCOmpany.com.cn Thankyou! 2006.07.24 185:08 0.86kK
[ selectiUnselect All [First| Prev | Mext | Last| page 1+ ]
==Mave To== ¥ ||==Mark as== ¥ ||==Forward== v

Copyright 1999-2005 Caremail System
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6.2.4 Delete a POP Account

1) Enter the “POP Mail” page, choose the “POP account” you wish to delete, and click “Delete”.

* . ." * Hello,me@rmycompany.com.cn  Address Book® | Seftings® | POP Mails¥ | Help | Sign Out
med iaring [POP Settings] [POP Mails]

[ Check Mail ] [Cnmpnse] POP Mail
Local Folders = There are currently 1 FOP accounts, you can set 2 FOP accounts in total

Inbiax )

Account: | |(Example:me@mycompany.cum.cn)

Draft

Sent Password: | |

Trash

Junk FOR Server: | |(E){ample:pop.mvcompanv.cnm.cn)

Yirs . | |

; - Receiving folder:

Mail Functions - Folder will be named after the email address by default.

Address Book + o _

Settings + Connection timeout in: |:| secands if no response fram the mail server

Met Folder Port Murnber: |:|5tandard;11u

Calendar

Search Indicator:|@|O|O|O|O|O|O|O|

Help .

) POP server: [ Leave a copy of Messages on Server.

Sign Out
POP account(s) - [ checkaccounts | [ Cancel |
Annie@myco. . =

Mo. 1 pop accounti Anhigg@mycompany.cam.ch s Anhie@mycompany.cam.ch) [Edit] [Pop mails)|[Delete]

2) The following page will appear, press “OK” to confirm.

Hicrosoft Internet Explorer [$_(|

\:\!{) Are wou sure to delete the account?

| oK || Cancel |

Copyright 1998-2005 Coremail System
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6.3 Basic Setting

6.3.1 Preferences

1) Click “Settings” under “Mail Function”, and “Preferences” to change your mail box parameters. Select one parameter

from each item, then click “Update”.

e o0
mediaring

Hello,me@mycompany.com.cn

Address Book¥

[ Check Mail ] [Compose]

Local Felders =
Inbox -
Diraft
Sent
Trash
Junk
Wirus

Mail Functions -
Address Book
Settings +
Metfolder
Calendar
Search
Help
Sign Out

POP accountis)

Preference

Default page after logging in. (Settings

become effective after your next loginy

Save sent messages:

Set compose message format:

Sawe recipient's address:

Display message header:

Display max no.of messagesipage:

Attach the ariginal message when you reply:

Replywith message header:

Use the HZ{Chinese) filter:

Action after deletion of messageds):

Display my name when send message:
[Edit Mame]

Send a mail receipt;

Open new window to read mail:

Time Zone:
Language:

Wehmail Style:

+! Falder page
Inbox page

o

Ma
Yes

Text format
html farmat

O®

Manually
O autornatically

Dizplay All
=) Digplay basic details
Display none

@O

10

20

40 (Recommended)
no limit

00 ®(

+) Yes (Recommended)
Ma

® O

*) Re: (Recommended)

=

o)

Reply:

es
Mo

%

A

®

Y Return to folder
) Goto next message (Recommended)

@ ves (Recommended)

O Mo

O alert me (Recommended))
O Mo, even when your recipient regue st you to send me.
@ ¥es, send mail receipt when you are reguested to send one.

& Read inthe ariginal window
O Read in the new window

GMT+I3:00
English hd

simple %

[ Update |[ cancel | [Back]
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2) You can check from the following page to see if the parameters are changed successfully.

Message

htail Preferences updated successfully!

6.3.2 Signature

Click “Settings” under “Mail Function”. Input the information in the corresponding boxes, then press “Add”.

Signature
Each signature can have up to 1,000 alphabets Can setupto 3 Sionatures
Create Mame: |lorna [ html [ Default
best wishes!

Content:

|add || cancel ||Back |




6.3.3 Auto Forward

1) Click “Settings” under “Mail Function”, and click “Auto Forward”. Select “Enable Forwarding” and input the mail

address that will be forwarded to in the “Forward To” box, then press “Update” to confirm.

) @ 00
mediaring

Hella me@mycampany carm.cn Address Book® | Seftings¥ | POP Mails¥ | Help | Sign Out

[POP Settings] [FOP hails]

[ Check hail ] [Cnmpnse]

Local Folders -
Inbox
Draft
Sent
Trash
Junk
Wirus
Mail Functions =
Address Book
Settings
Met Falder
Calendar
Search
Help
Sign Ot
POP accountis)

loma@@myco... =

Auto forward
Enable Forwarding:

Forward To: |=nni e@mycompany. com. cn

e.0.; usernamel @domaint.com,username2@domain2.com (Use

comma between Addresses)

Save 3 copy ininbox [
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2) You can check from the following page to see if the “Auto-Forward” setting is successful.

Message

‘hutoForward settings are changed successfully.
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6.3.4 Auto Reply

1) Click “Settings” under “Mail Function”, and click “Auto Reply”. Select the “On” mode and input the content in the

“Content” box, then press “OK” to confirm.

Auto reply
Mode: (& Off & On

Thank you for the email. T am not in town and will reply wour mail once 1
return to the office.

Caontent:

Mote: Ifyou choose to use this function, the email system will automatically reply all incoming
ermails with the above message.

2) You can check from the following page to see if “Auto-Reply” is set successfully.

Message

‘huto-Reply” iz zet successfully.
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6.3.5 Schedule Mail

1) Click “Settings” under “Mail Function”, and click “Schedule Mail” to view mails which are scheduled to send. If you want
to schedule to send an email, you need to do that when you compose your email. Click “Compose” to go to compose your mail.

e o0
mediaring

Hello,me@mycompany.com.cn Address Book® | Settings™ | POP Mails™ | Help | Sign Out

Check Mail | Compose |

Local Folders =

Inbo
Diraft
Sent
Trash
Junk
Wirng
Mail Functions =
Address Book +
Settings +
Met Folder
Calendar
Search
Help
Sign Dut
POP account(s)

Setting

FPersonal information

Personal Info
Passward
Fassword security
FOP3 Mail
FOP Mail
Basic settings
Preferences
Signature
Auto forward
Auto Reply
Anti-spam
Black list
YWhite list
Filter
Anti-spam level
Anti-virus

Anti-virus

Change your name, location, and other personal information.
Change your email password (Mote: current password required).

Setyour date of binth and security gquestionfanswer for passwoard retrieval.

Lze yourwebmail to retrieve other POP accounts.

Customize your webmail options.

Add a custom signature to your outgoing email messages.
Forward your emails to another email accounts.

Send a custormn, automatic message response when you are away.

Seta specific time to zend out an email message.

Block email addressesidomains frarm which you do notwant to receive email.
Allow specific email addressesidamains to bypass the anti-spam engine.

Setrules to block incoming emails, forward them to specific faldersiusers, ar send an auto-reply.

Choaose how strict you want your anti-spam rules to he foryour email account.

Choose the various ways to deal with infected virus emails.
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2) Compose mail and choose “Schedule Mail” located on the bottom left of the page.

e o0
mediaring

Hello,me@mycompany.corm.cn  Address Book™ | Seftings™ | POP Mails¥ | Help | Sign Out

Check Mail || Compose

Local Folders =
Inbox
Diraft
Sent
Trash
Junk
Wirus

Mail Functions -
Address Book +
Settings +
IMet Falder
Calendar
Search
Help
Sign Out

POP account(s)

N
I [Send][ Save Draft H Cancel ]
To: ["linlin" <me@mycompany. com.cnz friends
[Add ct address] [Add bee addrass] Add all contarts to
— recipient list
Subject: [visit office wan
[Add from Address Boaok] [Add Attachment] [Met Folder] linlin
Fleaze adwise when wour regional manager will wiszit our Singapore office.
Eeszt Regards
Peter
=
Select contact group
friends
family
co-workers
netfriends
Wip
others
Refresh Address List
[Send || Save Draft |[ Cancel | [ HTML Editor | (L Formal [ Schedule Mail
[ zave s copy to "Sent' folder O Reqguest for receipt O I'High Priarity  Use Signature None b
Copyright 1999-2005 Coremail Systemn 2
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3) Input the relative information in the corresponding boxes, then press “OK” to confirm.

[Send |[ Save Drat |[ Cancel | [ HTML Editor | [ pmmL Format

[] Save a copyto "Sent' folder [ Request for receipt [ | High Priority  Use Signature | Mane ~

Time Set: | 2006

Year|T Manth

20 Day|15 Hours(24 hours) |20 minute
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4) You can check from the following page to see if the time is set successfully.

Message

‘Schedule Mail® is set successfully.

5) Press “OK™ on the above page to return to the “Setting” page, then click “Schedule Mail”.

e o0
mediaring

Hello,me@mycompany.caom.cn - Address Book® | Seftings™ | FOP Mails'¥

| Help | Sign Out

[ Check hail ] [Cnmpnse]

Local Folders -
Inbox
Draft
Sent
Trash
Junk
Wirus

Mail Functions -
Address Book
Settings
Met Falder
Calendar

+

Search
Help
Sign Dt
POP accounts)

Setting

Persanal infarmation

Personal Info
Pasgward
FPassword security
POP3 Mail
POP mMail
Basic seftings
Preferences
Signature
Auto foreard
Auto Reply
Anti-spam
Black list
Wihite list
Filter
Anti-spam level
Anti-virus

Anti-virus

Change your hame, location, and ather personal infarmation.
Change your ernail password (Mote: current password required).

Setyour date of birth and security questionfanswer for password retrieval.

Use yourwebmail to retrieve other POP accounts.

Customize yourwehmail options.

Add a custom sighature to your outgoing email messages.
Forward your emails to another email accounts.

Send a custom, automatic message response when you are away.

Set a specific time to send out an email message.

Block email addressesidomains fram which you do notwant to receive email.
Allow specific email addresses/domains to hypass the anti-spam engine.
Setrules to hlock incoming emails, forward them to specific faldersfusers, or send an auto-reply.

Choose how strict you want your anti-spam rules to he for yvour email account.

Choose the various ways to deal with infected virus emails.
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6) You can see the details of the “Schedule Mail” of the email.

Schedule Mail
Message 1101 (total 1)

New From Date Subject Delete

nan
1 2006.07.1514:20 Hello

SWANE@IMYCOMpPany.com.cn=

7) If you want to delete the email that has been set to send, press “Delete”, press “OK” to confirm.

Nicrosoft Intermet Exzplorer

\:{) Are wou sure to delete thiz sending record?

| oK [ Cancel |

8) You can check from the following page to see if the email has been deleted.

Message

Ho emails are scheduled to be sent.
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6.4 Anti-Spam

6.4.1 “Black List” Setting

1. Add an email address to the “Black List”.

1) Click “Settings” under “Mail Function”, and click “Black List”.

Black list setting

2) Input the mail address in the box on the left, then press “Add”.

Black list setting

ad@testcam

3) Then the mail address will be listed in the box on the right, press “OK” to confirm.

Black list setting

lad@test.cnml

4) You can check from the following page to see if mail address is listed on the “Black List”.

Message

“Black Lizt™ iz updated zuccezzfully!
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2. Delete an email address from the “Black List™.

1) Select the mail address in box on the right, then press “Delete”.

Black list setting

| ad@test.com

Add ==

2) You can check from the following page to see if the mail address is deleted successfully.

Black list setting
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6.4.2 “White List” setting

1. Add an email address to the “White List”.

1) Click “Settings” under “Mail Function”, and click “White List”.

White list setting

2) Input the mail address in the box on the left, then press “Add”.

White list setting

annie@mycompany.corm.cn

3) Then the mail address will be listed in the box on the right, press “OK” to confirm.

White list setting

annie@mycompany.com.cn |

4) You can check from the following page to see if mail address is listed on the “White List”.

Message

“Yhite List™ iz updated successfully!
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6.4.3 Filter Setting

1. Click “Settings” under “Mail Function”. Click “Filter” under “Anti-Spam” and click “Create”.
Filter

Email filtering:

Yaou can set rules to hlock incoming emails, farward them to specific foldersfusers, ar send an auta-reply.

(Can setupto 100 fitering rules)

2. Input the information in the relative boxes and create your own settings. Press “OK” to confirm.

. L . L Hella,me@mycompany.com.ch Address Book¥ | Settings™ | POP Mails¥ | Help | Sign Out
medlorlng Individuals] [Graup] [Search & Frint] [mporiExpor]
Checiial Set up filtering rule
Local Folders - Creat mail filtering rule
Inbox + Narme of Rule: AD
Draft
Sent When new mail arrives: ® Usethis rule O Do notuse this rule
Trash ; } ;
Junk After finish checking this rule: O Continue with the next rule @ Da not cantinue with the next rule
un
Wirus Choose the conditions of this rule (select one or more)
Mail Functi -
ail Functions I Sender: Include | |ad Case sensitive
Address Book +
Settings + O if Recipient: Include b [ case sensitive
Metfolder
If Subject: Include v ||ad Case sensitive
Calendar
Search If length of the mail: == % ||500 K
Help ) ;
. Chaoose the actions ofthis rule (select ane or mare)
Sign Out
POP account{s) e [ Rrejectthe matching mails:
larmai@myco. .. =

] Forward to assighed users: [ save copy in Inbox

[ Forward to assigned folders: Inbiox L

[ use auto Reply:

Copyright 1999-2005 Coremail System

3. You can check from the following page to see if the setting is created successfully.
Filter
Email filtering:

You can set rules to block incoming emails, forward them to specific foldersfusers, or send an auto-reply.

(Can setup to 100 filtering rules)

Filter Marme: AD
If:
Sender includes "AD"
and
Suhjectincludes "AD"
Action:
Transfer the mail to"Junk Folder".
Thiz rule is currently active.



6.4.4 Anti-Spam level

1. Click “Settings” under “Mail Function”. Click “Anti-Spam Level” under “Anti-Spam”.

Anti-spam level
O Low Do not adopt this option

Ifthe sender's address is not on the Address Boak orwhite list, ar ifthe receipt's

Leitne Jur el Lzvel ® Mediurn  address is notincluded in the "To" or"ec” hax, the emails are classified as junk

mails.
) Ifthe recipient's address is notincluded in the Address Book or White List, the
© High mails are classified as junk mails.
. Move to "Junk’ folderThe emails will be removed automatically on a regular
Actions forJunk Mails: hasis)
® Reject directly

[ oK |[ Reset | [Back]

2. Select one of the parameters from
directly, then press “OK” to confirm.

Define Junk Mails level”, for example Medium and “Actions for junk mail”, for example Reject

Anti-spam level
O Low Do not adopt this option

Ifthe sender's address is not on the Address Boak orwhite list, ar ifthe receipt's

Define Junk Mails level: address is notincluded inthe "To" or"cc” hax, the emails are classified as junk

mails.
) Ifthe recipient's address is notincluded in the Address Book or White List, the
© High mails are classified as junk mails.
. Move to "Junk’ folderThe emails will be removed automatically on a regular
Actions forJunk Mails: hasis)
® Reject directly

[ oK |[ Reset | [Back]

3. You can check from the following page to see if the “Anti-Spam Level” is set successfully.

Message

‘Anti-Spam level” is set successfully.
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6.4.5 Anti Virus

1) Click “Settings” under “Mail Function”, and click “Anti Virus”. Select the parameters then press “OK” to confirm.

Anti Virus

1. Anti Virus Checking

2. When wirus is
detected

3. Notification ta

myself

4. Motification ta

sender

O Activate
@ Deactivate

2.1 ¥irus cleaned

(
=

Forward to Inhox as an attachment email, and indicate what virus has
heen detected and cleaned

successiully O Forward to ¥irus folder, and mark email as infected
O Ahandon email
® Faorward to Inhox as an attachment email, and indicate what virus has
heen detected, and the failure ta clean off virus
2.2 Failure to clean virus
(@] Forward to Virus folder, and mark email as infected
O Ahandon email
® Forward to Inbox as an attachment email, and indicate suspicious virus
email has been detected
2.3 Ambiguous virus email ) ) )
Faorward to Wirds falder, and mark email as infected
' abandon email
L] Matify Me kotify me with the specific action taken {as listed above)

[ Motify sender

Motify sender on the virus infection, and advise them that their mail may not have

reached desighated racipients

Copyright 1999-2004 Coremail System

2) You can check from the following page to see if the “Anti Virus” is set successfully.

Message

fanti Virus® is set successfully.
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7. Address Book

7.1 Individual Address List

7.1.1 Create New Personal Address

1. Click “Create” to create new address.

'_ .' L Hello,me@mycompany.com.cn  Address Book™ | Seftinas™ | POP Mails¥ | Help | Sian Out
mediaring
Check Mail || Campose [ndividuals] [Group] [Search &Prin] [ImporExpor]
Local Folders _ Showy | All ¥ | groupis) with the first letter equals to | Al % Listthe |First 20 % messages
Inbox Select{Row) Name List Mail Action
Draft [ 1 WF wh@COmease.com [Send message] [List mails] [Show details] [Edif]
Sent
Trash O 2 wan WANE@IMYCompany.com.cn [Send messane] [Listmails] [Show details] [Edif]
Junk H 3 linlin ME@IMyCOmpany.com.cn [Send message] [Listmails] [Show details] [Edit]
Wirus -
Delete Add Move friends v ' i
Wail Functions DSeIectAII[ ][ ][ ]To Group's mail list
Address Book +
Settings +
Met Folder
Calendar
Search
Help
Sign Out

POP account(s)

Coapyright 1998-2005 Caremail System

2. Input the relative information in the corresponding boxes, then press “OK” to confirm.

Personal Addresses Edit
New Personal Address
Mustillin
Marme: |Annie i
Email Address: |annie@mycompany.cor =
Personal details
Groups: [ friends [ family co-workers [ netfiends [ wip [ classmate
Birthday: (1980 vear B % |month| 20 ¥ |Day
ICQ Murmber:
Home Page:
Home Address
ZIPfPostal Code:
Home Phone Mumber:
Mahile:
‘Work details
Company:
Work Mumber:
Fax Mumber:
Address:

ZIPiPostal Code:

Copyright 1998-2005 Caremail System



3. You can check from the following page to see if the new personal address is created successfully.

® © o0
mediaring

Hello,me@mycompany.com.cn  Address Book™ | Settings™ | POP Mails® | Help | Sign Out

Check Mail Individuals

Local Folders =

Inbo Select{Row)

Draft 0
Sent
Trash o
Junk H
Wirus

Mail Functions = O

1

2

3

[Individuals] [Group] [Search & Print] [ImportExpor]

Name

WE

Wan

linlin

* | groupls) with the first letter egquals to | A1 % Listthe |First 20 % messages
List Mail Action
wiiBcorpease.com [Send message] [Listmails] [Show details] [Edi]
WANEMYCOMPany.com.cn [Send message] [Listmails] [Show detailz] [Edif]

me@mycompany.com.ch [Send message] [Listmails] [Show detailz] [Edif]

4 | Annie

annie@mycompany.com.cn [Send message] [Listmails] [Show details] [Edi]

Address Book + DSeIectAII[ Delete ][ Add ][ MWove ]To friends ~ | Group's mail list

Settings +
Met Folder
Calendar
Search
Help
Sign Out
POP account(s)

Copyright 1999-2005 Caremail System

7.1.2 Edit Personal Address

1. Edit Personal Address

1) Click “Edit” to edit address.

o o o0
mediaring

Hella,me@mycompany.com.cn Address Book® | Settings™ | POP Mails¥ | Help | Sign Out

Check Mail Individuals

Local Folders

Inbo Select{Row}

Diraft 0
Sent

Trash O
Junk O
Wirns

Mail Functions - =

1

2

3

4

[Individuals] [Group] [Search & Print] [ImportfExpor]

anow A1

Name

WF

AR

linlin

Annie

¥ | groupis) with the first letter equals to | Al % | Listthe |First 20 & messages
List Mail Action
wiigcorpease.com [Send message] [Listmails] [Show details] | [Edif]
WA My ompany.com.cn [Send message] [Listmails] [Show details] [Edi]
Me@Mycompany.corm.cn [Send message] [Listmails] [Show detailz] [Edif]

annie@mycompany.com.cn [Send message] [Listmails] [Show detailz] [Edif]

Address Book + [ gelectan [ Detete | [_Add ][ Move | 1o fiiends ¥ | Group's mail list

Settings +
Met Folder
Calendar
Search
Help
Sign Out
POP accounts)

Copyright 1999-2005 Coremail System
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2) Please input the new Email Address in the relative box, then press “OK” to confirm.

Personal Addresses Edit
New Personal Address
Mustfillin
Mame:
Email Address:
Personal details
Groups:
Birthday:
1CGQ Mumber:
Home Page:
Home Address:
ZIPfPostal Code:
Home Phone Mumhber:
Mabile:
‘ork details
Company:
Work Mumber:
Fax Number:
Address:

ZIPiPostal Code:

WE -

wigrmycampany.com.cl

[ friends [ Tamily co-workers [ netfriends  [] wip [ classmate

1980 vear| B ¥ |Month |20 ¥ | Day

Copyright 1999-2005 Caremail Systern

3) You can check from the following page to see if the Email Address is edited successfully.

e o oo
mediaring

Hella me@mycampany carm.cn - Address Book® | Settings¥ | POP Mails¥ | Help | Sign Out

[ Check hail ] [Cnmpnse]

Individuals

Local Folders
Inbox
Draft
Sent
Trash
Junk
Wirus
Mail Functions
Address Boak
Settings
Met Falder
Calendar
Search
Help
Sign Dt
POP accounts)

Individuals] [Group] [Search & Prind] [ImportExport]

Select{Row)
O 1
O 2
O 3
O 4

4 DSeIectAII[ Delete ][ Add ][ Move ]To friends

Name

¥ | groupis) with the first letter equals to | All

List Mail

| wiF

wigmycompany.com.cn |

WEAN

linlin

Annie

WEANEIMYCOMPanty.com.cn
MEGITYCOMPAN.COMm.Ch

annie@rmycompany.com.cn

¥ | Group's mail list

¥ | Listthe |First20 % messages
Action
[Send messane] [Listmails] [Show details] [Edif
[Send message] [List mails] [Show details] [Edif]
[Send message] [List mails] [Show details] [Edif]

[Send messange] [List mails] [Show details] [Edif]

Copyright 1999-2005 Caremail System
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7.1.3 Individual Address Book

1. Add Email Addresses to “Group” mail list
1) Select the Email Address, then press “Add”.

® o L
mediaring

Hello,me@mycompany.com.cn  Address Book® | Settings™ | POP Mails™ | Help | Sign Out

[ Check hail ] [Cnmpnse]

Local Folders
Inbo
Draft
Sent
Trash
Junk
Wirus
Mail Functions
Address Book
Settings
Metfolder
Calendar
Search
Help
Sign Ot
POP accounts)
me@@mycompa...

2) Select the desired

® o ®
mediaring

howe| Al

+ Select{Row) Hame
1 Iy
O 2 W
O 3 wan
O 4 make

Individuals Individuals] [Group] [Search & Prind] [ImportExport]

* | groupis) with the first letter equals to | Al % Listthe |First 20+ messages

Cselectan [ Detste [ Add ||

Lilst Mails Action
I ErMyEomany.cam [Send message] [Listmails] [Show details] [Edif
WIEDMYCOmMpany. com.ch [Send message] [Listmails] [Show details] [Edif
WaNErycompany. corm.cn [Send message] [Listmails] [Show details] [Edif
makeg@rorpease.net [Send message] [Listmails] [Show details] [Edif
Mave ]To friends ¥ | Graup's mail list

Copyright 1998-2005 Coremail System

“Group” from the pull down menu, for example, “family” and add the Email Address.

Hello,me@mycompany.com.cn  Address Book® | Settings™ | POP Mails™ | Help | Sign Out

[ Check hail ] [Cnmpnse]

Local Folders
Inbo
Draft
Sent
Trash
Junk
Wirus
Mail Functions
Address Book
Settings
Metfolder
Calendar
Search
Help
Sign Ot
POP accounts)
me@@mycompa...

+ Select{Row) Hame

1 (T
O 2 WE

O 3 wan

Individuals Individuals] [Group] [Search & Prind] [ImportExport]

¥ | groupis) with the first letter equalsto | A % | Listthe | First 200 % messages

[ select a1 [ Delete | [ add

J

Lilst Mails Action
Ie TG OIMANY.C O [Send message] [Listrnails] [Show details] [Edit]
wWhE@COr 8ase. corm [Send message] [Listrnails] [Show details] [Edit]
WA @MyCompany.com.on [Send messane] [Listmails] [Show details] [Edif]
M v ]TD friends | Group's mail list

farmily

co-wiorkers
net friends

Copyright 1998-2005 Coremail System
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2. Move Email Address from its existing “Group” to another.
1) Select the Email Address to be moved from its existing “Group”, then press “Move”.

e o [ ]
mediaring

Hello,me@mycompany.com.cn  Address Book® | Seftings™ | POP Mails™ | Help | Sign Out

[ Check Mail ] [Cnmpnse]

Local Folders
Inbox
Draft
Sent
Trash
Junk
Wirus
Mail Functions
Address Book
Settings
Metfolder
Calendar
Search
Help
Sign Ot
POP account(s)
me@mycompa...

+

Individuals [Individuals] [Group] [Search & Prindl [ImportExport]

Show | Al ¥ | graup(s) with the first letter equals to | Al % Listthe | First 20 |+ messages

Select{Row) Hame
1 Iy
2 WF

O 3 wan

Lilst Mails Action
IwiEmyc omany.cam [Send message] [Listmails] [Show details] [Edit]
Wi O ease.com [Send message] [Listmails] [Show details] [Edit]
WANEMYCOMpany.com.cn [Send message] [List mails] [Show details] [Edit]

[ 5elect an [ Delste ] [ Add ]To family ¥ | Group's mail list

frignds
|famil |
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2) Choose the “Group” where the Email Address will be moved to.

® o [ ]
mediaring

Hello,me@mycompany.com.cn  Address Book® | Seftings™ | POP Mails™ | Help | Sign Out

[ Check Mail ] [Cnmpnse]

Local Folders
Inbox
Draft
Sent
Trash
Junk
Wirus
Mail Functions
Address Book
Settings
Metfolder
Calendar
Search
Help
Sign Ot
POP account(s)
me@mycompa...

+

Individuals [Individuals] [Group] [Search & Prindl [ImportExport]

Create |Sh0w co-workers "lgroup(s) with the first letter equals to | Al % | Listthe | First 20 v messages

Select{Row) Hame
O 1 Iy
. 2 WF

Lilst Mails Action
IwiE@mycomany.com [Send message] [Listmails] [Show details] [Edif]
wi@rorpease.com [Send message] [Listmails] [Show details] [Edif]

[ selectan [ Delete [ add ||

M e ]TD co-workers % | Group's mail list
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3. Delete an Email Address
1) Select the Email Address that will be deleted, then press “Delete”.

._ .' * Hello,me@mycompany.com.cn  Address Book® | Seftings™ | POP Mails™ | Help | Sign Out
mediaring
[ CheckMail |[Compose ] jqividuals (individuals] [Group] [Search &Print] ImporExpor]
Local Folders Create | Show| Al ¥ | groupis) with the ﬂrstleﬂerequalsts|A” "|.Listthe|FirST EI messages
Inbox + Select{Row) Name Lilst Mails Action
Draft 1 I I @ITIYE O ANy, COm [Send messane] [Listmails] [Show details] [Edit]
Sent
Trash O 2 WE wiEC O ease.com [Send message] [Listmails] [Show details] [Edit]
Junk O 3 wan WANEMYCOMpany.com.cn [Bend message] [Listmails] [Show details] [Edit]
Wi
s O 4 make make@corpease.net [Bend message] [Listmails] [Show details] [Edit]
Mail Functions -
Address Book + DSeIectAIIII Delete || Add_ | Move o friends ¥ | Group's mail list
Settings
Metfalder
Calendar
Search
Help
Sign Ot
POP account(s)
me@mycompa... =
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2) Click “OK” to confirm.

Individuals [Individuals] [Group] [Search & Print] [ImporfExpord]

Shuw groupis) with the ﬂrstlenerequalstn.Listthemessages
Select(Row) Name Lilst Mails Action
1 [ Iy T COIMANY.COM [Send message] [List mails] [Ehow details
] 2 WiF wiiicarpease.caom [Send message] [List mails] [Show details
] 3 e v gid message] [List mails] [Show details

Nicrosoft Internet Explorer §| . . .

] 4 make — message] [Listmails] [Show details

mER \:{) Are you sure to delete this address item?

| oK || Cancel |
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3) You can check from the page below to see if the Email Address is deleted successfully.

e o o0
mediaring

Hello,me@mycompany.com.cn  Address Book™ | Settings™ | POP Mails® | Help | Sign Out

Local Folders =
Inbo +
Diraft
Sent
Trash
Junk
Wirus

Mail Functions =
Address Book +
Settings +
Metfolder
Calendar
Search
Help
Sign Out

POP accounts)

re@E mycompa. . =

Individuals [Individuals] [Group] [Search & Print] [ImportExpor]
* | groupis) with the first letter egquals to | A1 % Listthe |First 20 % messages

show| Al

Select{Row)
O 1
O 2
O 3

Name

WE

Wian

linlin

Ol selectan [ Delete [ add ||

Lilst Mails Action
Wiy ompany.com.cn [Send message] [Listmails] [Show details] [Edif]
WaNE@MyYC ompany.cam.cn [Send message] [Listmails] [Show details] [Edif]
Me@mycompany.corm.cn [Send message] [Listmails] [Show details] [Edif]
Wiove ]To friends ~ | Group's mail list
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7.1.4 Search an Email Address from the Individual Address Book

1) Select the desired “Group”, for example, “friends”.

o o oo
mediaring

Hello,me@mycompany.caom.cn - Address Book® | Seftings™ | FOP Mails¥ | Help | Sign Out

| checkMail | | Compose |

Local Folders
Inbax
Draft
Sent
Trash
Junk
Wirug
Mail Functions -
Address Book +
Settings
Met Falder
Calendar
Search
Help
Sign Out
POP accounts)

Individuals

Select(Row)
O 1
O 2
O 3
O 4

[Individuals] [Group] [Search &Pring] (ImporiExpor]

Show | fiends

co-wiorkers
net friends

Annie

* | groupis) with the first letter equals to | Al % | Listthe | First 200 » messages

List Mail Action
wigmycompany.com.cn [Send messange] [List mails] [Show details] [Edif]
W NEITYCOmMpany.com.cn [Send messane] [Listmails] [Show details] [Edif]
ME@Mmycompany.com.cn [Send messane] [Listmails] [Show details] [Edif
annie@mycampany.com.cn [Send message] [List mails] [Show details] [Edif]

[Cselectan [ Delete | [ add [ Move |7o|friends  ~| Group's mail list

Copyright 1999-2005 Coremail Systemn
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2) Find the Email Address from the “first letter equals to” pull down menu. For example, if you are looking for
“wf@mycompany.com.cn”, then you select “w/W”.

:‘_ .. . Hello,me@mycompany.com.ch  Address Book® | Settings® | POP Mails¥ | Help | Sign Out
mediaring
[ CheckMail | Compose| 1 aniduals (Individuals] [Group] [Search & Prinf] [ImportExpar]
Local Folders Show | friends ¥ |group(s) with the first letter equals to | Al v | Listthe | First 10 1+ messages
Inbosx Select{Row) Name List Mail :J.L\ Action
Draft O 1 W WIEMYCOMEany.com.cn hig [Send message] [Listmails] [Show details] [Edif
Sent C
Trash O 2 wearn WANEITYCOMpPany.com.cn o/ [Send message] [List mails] [Show details] [Edif]
e/E
Junk O 3 linlin ME@MYCOMPany.com.cn ffF [Send message] [Listmails] [Show details] [Edif]
i /G
Mv_llris T O 4 Annie annie@rmycompany.com.cn EIH [Send message] [List mails] [Show details] [Edif]
ail Functions -
- ifl
Address Book + DSeIectAII[ Delete ][ Add ][ hiove ]To friends b Grgup'mj“
Settings + ke
Met Falder m}M
m
Calendar it
Search o/
Help F’ig
) g
Sign Dt e
POP accounts) s/3
vT
u/l
i
Wi %
¥
iz
Dther
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3) Then select from the pull down menu which you think the Email Address will be included in, for example, “First 10”.

:‘_ ._ . Hella me@mycampany carm.cn - Address Book® | Settings¥ | POP Mails¥ | Help | Sign Out
mediaring
| CheckMail | Compose| 1 aniduals (Individuals] [Group] [Search & Prinf] [ImportExpar]
Local Folders Show| friends ¥ | groupig) with the first letter equals to| W > | Listthe|First 10+ messages
Inbosx Select{Row) Name List Mail ! ction
Draft O 1 WWF wiEIyC Ompany.com.cn [Send sz?rST &0 ails] [Show details] [Edif]
Sent First 100
Trash O ) wean WEANEIMYCOMPanty.com.cn [Send mdAll ails] [Show details] [Edif]
Junk O 3 linlin ME@MYCOMPany.com.cn [Send message] [Listmails] [Show details] [Edif]
Vi
= |Iris T O 4 Annie annie@rmycompany.com.cn [Send messange] [List mails] [Show details] [Edif]
ail Functions -
Address Book + [ selectan [ Delete | [ Add ][ wove |1q|friends % Group's mail list
Settings
Met Falder
Calendar
Search
Help
Sign Dt

POP accountis)
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4) You can check from the following page to see if wf@mycompany.com.cn is found.
e o o0
mediaring
Individuals [Individuals] [Group] [Search & Print] [ImporfExpor]
Local Folders _ Show| friends ¥ | group(s) with the first letter equals to| WY ¥ | |istthe |First 10 v messages

Inbo + Select{Row) Name Lilst Mails Action

Hello,me@mycompany.com.cn  Address Book™ | Settings™ | POP Mails® | Help | Sign Out

Draft O | 1 wian WANEMYCompany.com.cn [Send message] [Listmails] [Show details] [Edi]
Sent
Trash [lseiactan [ Delete | [ Add [ Move ]1q|friends ¥ | Group's mail list

Junk
Wirus

Mail Functions =
Address Book
Settings +
Metfolder
Calendar

+

Search

Help

Sign Out
POP accounts) 4
re@E mycompa. . =
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7.2 Group Mail List

7.2.1 Create a new group

1. Input the Group Name, (for example, "classmate") in the box under "Create Group", then press "Create".

(\'_ .' L] Hello,me@mycompany.com.cn  Address Book™ | Settings™ | POP Mails® | Help | Sign Out
mediaring
Check Mail Group [Individuals] [Group] [Search & Prind] [ImportExpor]
Local Folders = Choice Group Name No. & Address Action
Inbox * Mot available friends 1 [Send message] [Edi [Pring
Diraft
Sent Mot available family u] [Send message] [Edif] [Prinf
Trash Mot available co-warkers 1 [Send message] [Edif] [Prinf
Junk
Vi Mot availahle netfriends ] [Send message] [Edif] [Prin
irus
Mail Functions — Mot availahle Wi ] [Send message] [Edif] [Prin
Address Book + [ select Al
Settings +
Netfolder Create Group
Calendar
Search |Gr0up Marne: |¢lagsmate |
Help
Sign Out
POP accounts) 4
re@E mycompa. . =
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mailto:wf@mycompany.com.cn

2. You can check from the following page to see if “classmate” is created successfully.

f\'_ .' L Hello,me@mycompany.com.cn  Address Book® | Seftings™ | POP Mails™ | Help | Sign Out
mediaring
[CheckMaiI ][Cnmpnse] Group [Individuals] [Group] [Search & Prind [IrmportEspor]
Local Folders = Choice Group Name No. & Adidress Action
Inbos * Mat available frignds 1 [Send message] [Edit] [Print
Draft
Sant Mot available family 0 [Send message] [Edif] [Frini]
Trash Mot available co-workers 1 [Send message] [Edif] [Frini]
Junk
) Mot available net friends 0 [Send message] [Edif] [Prinf
Wirus
Mail Functions = Mot available wip 0 [Send message] [Edif] [Prinf
Address Book + O classmate 1 [Send messane] [Edit] [Prind]
Settings
Delete
Metfalder L select Al
Calendar
Saarch Create Group
Hel
?p Group Mame:
Sign Ot
POP account(s) 4
me@mycompa... =
Copyright 1999-2005 Coremail System
1. Select a Group. For example “classmate”.
¢ ¢ o0 Hello,ne@mycompany.com.en  Address Book¥ | Setiings¥ | POP Mails¥ | Help | Sign Out
mediaring
[Checknﬂail ][Cnmpnse] Group [Individuals] [Group] [Search & Prinf] [ImportExpor]
Local Folders - Choice Group Name No. & Address Action
Inbox * Mot available friends 1 [Send message] [Edif] [Print
Draft
Sant Mot available family 0 [Send messane] [Edif] [Prini]
Trash Mot available co-warkers 1 [Send message] [Edif] [Pring
Junk
Vi Mot available net friends 0 [Send message] [Edif] [Pring
irus
Mail Functions - Mot available wip 0 [Send message] [Edif] [Pring]
Address Book + O classmate 2 [Send message] [Edi] [Pring
Settings
Delet
Metfolder [ select Al
Calendar
Search Create Group
Hel
; P Group Natme:
Sign Out
POP account(s) e
me@E@mycompa... =
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2. Input the subject and content, then press “Send”.

\_ .' o Hello,me@mycompany.com.cn  Address Book® | Seftings™ | POP Mails™ | Help | Sign Out
mediaring
ey

[ CheckMail | Compose | Com|1-ose“ Send ][ Save Draft ” Cancel ]

Local Folders - To: [wan@mycompany. com. cn make@corpease. net friends

Inbosx * [Add cc address] [Add boe address] Add all contacts 1o

Diraft i - recipient list

Sent Subject |Gathering wan

Trash [Add from Address Book] [Add Attachrment] [Met Folder]

Junk Dirmer gathering on &th July 2006 at Hard Rock’ = cafe. Please advise

Wirls awailability.
Mail Functions - best wishes!

Address Book

Settings I

Metfolder Select contact group

Calendar friends 2
Search farnily

Help co-warkers

Sign Cut net friends
POP account(s) - vip
megdmycompa... > classmate v

Refresh Address List
[Send |[ Save Draft |[ Cancel | [ HTML Editor | [JHTmL Format
Save a copyto "Sent' folder [] Requestfor receipt [ | High Priority Use Signature Use Signature | lomal - Z

3. You can check from the following page to see if the mail is sent to the group “class” successfully.

Mail Sent Successtully

successful to send the mail to wan@mycompany.com.cnmake@eorpease.net
Message saved to "Sent’ falder.
[Save Address to Address Book]

Click "Return” to the "Local Folder page.
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7.2.3 Edit group List

1. Click “Edit” from a selected Group, for example, “classmate”. Please note that the “default groups”, for example,

“friends”, “family”, “co-workers”, “net friends”, “vip” cannot be amended.

Group [Individuals] [Group] [Search & Prind] [mpoiExpor]
Choice Group Name No. & Address Action

Mot available friends z [Bend message] [Edif] [Prind
Mot availahle farmily 0 [Send message] [Edit] [Prind]
Mot availahle co-workers 2 [Send message] [Edif] [Prin]
Mot availahle netfriends 0 [Eend message] [Edit] [Prini]
Mot availahle wip 0 [Send message] [Edit] [Prind

il classmate 0 [Eend message] [[Edit]] [Prind]

[ select Al

Create Group

Group Mame:

2. The following page will appear after you click “Edit”. Select username from the “Full Address List” and press “Add to
Group”.

Revise Mail List

Group Mame: |classmate

Full Address List: Full Address list Group Address
Add to Group

3. After the addresses are added, press “Amend”.

Revise Mail List

Group Mare: |classmate

Full Address List: Full Address list Group Address
WEN W
linan linlin
Annie
Add to Group
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4. The following will appear after you click “Amend”. You can see that the total of addresses under “classmate” has become 3.

Group [Individuals] [Group] [Search & Prinf] [ImportExpor]
Choice Group Name No. & Address Action
Mot available friends 2 [Send message] [Edil] [Frint]
Mot availahle family 1] [Send message] [Edif] [Prind
Mot availahle co-wiorkers 2 [Send message] [Edif] [Prind
Mot availahle netfriends 1] [Send message] [Edif] [Prind
Mot avallable Wip 0 [Send message] [Edit] [Print
| | classmate 3 [Send message] [Edif] [Prind

[ selectal

Create Group

Group Mame:

7.2.4 Print group List

1. Click “Print” from a selected “Group”.

Group [Individuals] [Group] [Search & Prind] [ImportfExpor]

Choice Group Name No. & Address Action
Mot available friends 2 [Send message] [Edifl [Prind]
Mot available family 0 [Send messane] [Edit] [Print]
Mot available co-workers 2 [Send message] [Edit] |[Print] |
Mot available netfriends 0 [Send messane] [Edit] [Print]
Mot available wip 0 [Send message] [Edit] [Print]
] tlassmate 3 [Send message] [Edifl [Prind]

[ selectal

Create Group

Group Mame:

2. The information shown under this “Group” will be printed.

f\'_ ._ L Hello,me@mycompany.com.cn  Address Book'® | Settings™ | POP Mails™ | Help | Sian Out
mediaring
Checkiiial Account Infomation
Local Folders - WF [Amend][Send Mail][Read Maill[Delete]
Inboc Horne Address:
Draft
Sent Office Address:
Trash Email.  wh@mycompany.com.cn
unk Mame:  WF
irus
Mail Functions — Grouping:  co-warkers;classmate
Address Book + Account Infomation
Sattings * Anni A d|[Send Maill[Read haill[Delet
Mot Folder nnie [Amend][Send Mail][Read Maill[Delete]
Calendar Home Address:
Search Office Address:
Help
Sign Out BithDay: 19800620
POP account(s) Email.  annieg@mycompany.com.cn

Mame:  Annie

Grouping:  co-warkers;classmate
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7.2.5 Delete a group

1. Select the “Group” which you want to delete, for example, “classmate”, then press “Delete”.

Group [Individuals] [Group] [Search & Prinf] [ImportiExpor]
Choice Group Name Mo. & Address Action

Mot available frignds 2 [Send message] [Edif] [Prin]
Mot available family 0 [Send message] [Edit] [Print]
Mot available co-workers 2 [Send message] [Edit] [Print]
Mat available net friends 0 [Send message] [Edif] [Pring]
Mot available wip 0 [Send message] [Edit] [Print]
| classmate 3 [Send message] [Edit] [Print]

O SelectAII

Create Group

Group Mame:

2. Please press “OK” to confirm.

Group [Individualz] [Group] [Search & Print] [ImpartExpor]
Choice Group Name No. & Address Action
Mot availahle friends 1 [Send message] [Edif] [Frint]
Mot available family 1] [Send message] [Edif] [Prinf]
Mot available co-warkers 1 [Send message] [Edif] [Prinf]

Mot available [Send message] [Edif] [Prind]

Nicrosoft Internet Ezplorer

Mot available [Send message] [Edif] [Prind]

2 Are you sure to delete the group?
~

[ selectan [ Delete | [T8E ) [ Cancel |

[Send message] [Edif] [Prinf]

Create Group

Graup Mame:

3. You can check from the following page to see if the group is deleted successfully.

Group [Individuals] [Group] [Search & Print] [ImportExpor]
Choice Group Name No. & Address Action
Mot available friends 2 [Send message] [Edill [Prinf
Mot available family 0 [Send message] [Edill [Prinf
Mot available CO-WOrkers 2 [Send message] [Edif] [Print]
Mot available netfriends i [Send messane] [Edi] [Prird]
Mot available wip 0 [Send message] [Edif] [Print]

[ select Al

Create Group

Group Name:



7.3 Search/ Print the Address Book

7.3.1 Search the Address Book

1. Under the “Mail Function”, you can find “Search/Print” under “Address Book”.

) & 00
mediaring

Hello,me@mycompany.com.cn

Address Book® | Seltings™ | POP Mails¥ | Help | Sign Out

[ CheckMail |[Compose]  yaniauals (Individuals] [Group] [Search &Prinf] [ImporiExpon]

Local Eolders _ Shaw | Al ¥ | group with the first letter equals to | Al ¥ listthe | First 200 % | messages

Inbo + Select(Row) HName Lilst Mails

Draft O 1 WF wicorpease.com
Sent

Trash O 2 WA WA IYCOMPany. com.ch
Junk O 3 make make@corpease.net
Wirug

Mail Functions
Address Book -

Group
Impart/Expaort
Settings +
Metfolder
Calendar
Search
Help
Sign Dt
POP accounts) 4
loma@myco... =

Action
[Send message] [List mails] [Show details] [Edif]
[Send message] [Listmails] [Show details] [Edit]

[Send message] [Listmails] [Show details] [Edit]

[ selectan [ Delete | [ AddTo ][ Move To |7q|friends | Groun's mail list
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2. Click “Search & Print” to Search or Print the address book.

Search & Print [Individuals] [Group] [Search & Prinl [ImportExpar]
Address Search
Search | Mames ¥ | Which | Contain v Keyword's Record

The result list of searching: Don't sort ¥ (5ot

() Show all Records with the above attribute O Choose my own attributes

3. Enter keywords or alphabets in the search box, then press “OK” to confirm.

Address Search
Search | Mames ¥ 'Which | Contain "Keyword's Record

The resultlist of searching: | Don't sort ¥ |Sort

® Show all Records with the above attribute O Choose my awn attributes
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4. You can check from the following page to see if the requested address is searched.

Search & Print

Iterm MO: 1

Mame: WE

1CQ Mumber:

Caontact
Address:

Fax Mumber:

Company
FPhane

Mumber:

Iterm MO: 2

Mame: Wan

1C2 Mumber:

Contact
Address:

Fax Mumber:

Company
Fhaone

Humber:

hail

wiECOrpeaSe COm
Address: @

Group: co-wiorkers

Fostal Code:

Mobile:

Campany

Fax Mumber:

hail

WANEIMYCOmpany.com.cn
Address: @

Group: friends

Fostal Code:

Mobile:

Company

Fax Mumber:

search resultis empty.
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Birthday:

Home Fage:

Fhane

Mumber:

Company:

Campany
Address:

Birthday:

Home Fage:

Fhone

Mumber:

Company:

Company
Address:

Corpease
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7.3.2 Print the Searched Result

Click “Print” to print the searched result.

Search & Primt

Item MO 1
Mail
Marme WF wigtorpease.com Birthday:
Address:
1CG Number: Group: co-warkers Home Page:
Contact Fhone
Postal Code:
Address: Mumber:
Fa Mumber: hobile: Company:  Corpease
Campany
Company Company
Fhone
Fax Mumber: Address:
Mumber:
Item MO 2
il
MName Wan WaNEMYCOmpany.com.ch Birthday:
Address:
1CQ Nurnber: Group: friends Horme Page:
Contact Fhone
Postal Code:
Address: Mumber:
Fax Mumber: Mabile: Campany:
Company
Company Company
Fhone
Fax Number: Address:
Mumber:

search resultis empty.
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7.4 Import / Export the Address Book

7.4.1 Import the Address Book

1) Click “Import/ Export” under “Address Book™ on the left navigation.

. L Hello,me@mycompany.com.ch - Address Book¥ | Seftings™ | POP Mails™ | Help | Sign Out

medioring [POP Settings] [POP Mails]

ChecknMall ] [Compose]  yqiviaual (Individuals] [Group] [Search & Frind | mpariExpar
Local Folders Show | Al ¥ aroup with the first letter equals to | Al | jistthe | First20 |+ messages

Inbox SelectiRow) Name List Mail Action

Draft ] 1 WiF wi@mycompany.com.ch [Send message] [Listmails] [Show details] [Edif]
Sent

Trash O 2 wan WANEMYCOmpany.com.ch [Send message] [Listmails] [Show details] [Edif]
Junk O 3 linlin Me@mycompany.com.cn [Send message] [Listmails] [Show details] [Edif]
)

rus O 4 Annie annie@mycampany.cam.ch [Send message] [Listmails] [Show details] [Edif]
Mail Functions =

Address Book _ O i) Ty hEmycamany.com [Send message] [Listmails] [Show details] [Edif]

Group [l select Al [(Mave ] 7q|friends ¥ | Group's mail list

Search/Print
Settings +
Met Folder
Calendar
Search
Help
Sign Out
POP accounts)
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2) Click “Browse” to search the file that will be imported. Choose the file format on the pull down menu, then press “Start”.

Import/Export

1.Choose ﬂles:! Browse... |
2.Choose file format; | vCard 'l

Import:

3.Foridentical file na

o| Start
1.Choose file format:lVCard 'l

2Ifyou choose CBY format, the file name will be =filename=.csy
Export:

3fyou choose VCF format, the file name will be =filenames= vcf

4 Start

3) You can check from the following page to see if the address is imported.

Address

Import result Original contact entry count: 5, Original contact group: 5
Contacts:0 entries impoaorted, 5 entries of ariginal contacts, 5 entries averwritten.
Contact groups: 0 groups imported, 5 groups of ariginal contact groups, 0 groups averwritten



7.4.2 Export the Address

1) Click “Import/ Export” under “Address Book™ on the left navigation and choose the format from pull down menu, then

press “Start”.

Import/Export

1.Choose ﬂles:l Browse... |
2 Choose file furmat:lVCard "I

3 Foridentical file narnes: 7 Overwrite © Skip

s St

1.Choose file format:

Impart:

IvCard vl

CSV|™.C8Y

2 Ifyou choose CSY b ame will be =filename= csy
Export:

AIfyou choose WCF format, the file name will be =filename= vcf

2. Start]

2) The following page will appear, press “Save”

Do you want to open or save this file?
Mame: address.wcf

Type: wiCard File

From: 202.82.24.89

Open Save

harm your computer. |f pou do nat kst the source, do not open or

@ While files fram the Intermet can be uzeful, zome files can patentially
zave thiz file. “What's the nsk’?

3) The file will be saved where you choose.
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8. Search

8.1 Basic Search

1. Click “Search” on the left navigation.

:‘_ .' L Hella,me@mycompany.com.cn Address Book® | Settings™ | POP Mails¥ | Help | Sign Out
mediaring
Glieaiiiall Basic Search
Local Folders - 1.Inputwardis) or phrase(s): {Search fram "Sender”, "recipients” and "subjects™
Inbo + :
Drat 2 Find messages from: Folder v Include Subfolders
v
Trash
Junk Advance Search
Wirns
Mail Functions _ 1.Display according to the mail status: | New v
Address Book + 2 Display according to the Priotityof | All of the above »
Settings + the mail:
Metfolder
Calendar 3.The folder to be searched: Folder v Include all the subfolders

Help

Sign Out
POP accounts) 4
re@E mycompa. . =
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2. Input the keywords or phrases in the relative boxes and search from the pull down menu of “Find message from”, then click
“Search” to confirm.

L L Hella,me@mycompany.com.cn Address Book® | Settings™ | POP Mails¥ | Help | Sign Out

mediaring
Basic Search

Local Folders - 1Inputword(s) or phrase(s): {Search from "Sender”, "recipients” and "subjects™

Inbo +
Diraft
Trash
Junk
Wirns
Mail Functions -

A | Include Subfolders

2 Find messages from: | Inho

Advance Search
1.Display according to the mail status: | Mew v

Address Book + 2 Display according to the Priotityof | All of the above »
Settings + the mail:
Metfolder
Calendar
Help
Sign Out

POP accounts) 4

re@E mycompa. . =

3.The folder to be searched: Folder v Include all the subfolders

Copyright 1999-2005 Caremail System
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3. The following page will appear if the email can be found successfully.

b . Hella me@mycampany carm.cn - Address Book® | Settings¥ | POP Mails¥ | Help | Sign Out

medioring

[Frefarences] [Personal] [Password] [Mare]

| CheckMail | [Compose|  Searchresuits

Local Folders _ ==Maova To== +||==Mark as==

Inbox
Draft
Sent O “
Trash O # )
Junk
Wirus 0= ¢
Mail Functions - [ selectiUnselect Al
Address Book h ==Move To== ¥ || ==Mark as== +
Sroup
Search/Print
Import/Export
Settings +
Metfolder
Calendar

Sender Subject

adming@@mycompany.corm.cn Fop Result

"linlin" =me@mycompany.co Re: hello

ME@MYCOmpany.com.cn Read:hello

Search
Help
Sign Out
POP account(s)
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8.2 Advance Search

1. Click “Search” on the left navigation.

==Fonward==

Total no. of Unread mails inyour Inbox3  [First| Prev | Nest | Last| page| 1T %]

Date & Time <> Size
2006.07.1513:30 081K
2006.07.11 22:14 0.88K
2006.07.10 23:06 1.12K
[First| Prev | Mest | Last | page |1 %]

W
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e o o0
mediaring

Hella me@mycampany carm.cn - Address Book® | Settings¥ | POP Mails¥ | Help | Sign Out

[ Check Mail ] [Cnmpnse] Basic Search

Local Folders - 1Inputwaord(s) or phrase(s): l:l {Search from "Sender”, "recipients” and "subjects”)

Inbax +
Draft

Sert
Trash
Junk
Wirus

2. Find messages from: |FOIder V| Include Subfolders

Advance Search

Mail Functions _ 1.Display according to the mail status: | [ e Vl

#ddress Book + 2 Display according to the Priarity of All of the ahave +

Settings + the mail;
Metfolder

3.The folder to he searched: |FOI|:Ier V| Include all the sukfolders

Calendar

Searc
Help
Sign Out

POP accounts)
me@@mycompa... >
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2. You can choose from either No. 1, 2 or 3 under the "Advance Search" or choose all of them to perform the "Search".

Advance Search
Replied
1.Display according to the mail status: | Mew W Farearded
- Feplied and Forwarded
2.Display according to the Priority of ] High i Read
the mail: All of the above
3.The folder to be searched: Folder b Include all the subfolders

[ Search H Cancel ] Inbox

All of the sbove

3. You can check from the following page to see if the email is searched successfully.

102



e o o0
mediaring

Hello,me@mycompany.cam.cn

Address Book™ | Settings™ | POP Mails'™

[Freferences] [Fersonal] [Fassword] [More]

| Help | Sign Out

[ Check Mail ] [Cnmpnse]

Local Folders -
Inbo
Draft
Sent
Trash
Junk
Wirus
Mail Functions -
Address Book -
Group
Search/Print
Import/Export
Settings +
Metfolder
Calendar
Search
Help
Sign Ot
POP account(s)

Search results

O # @
0o & )
0o # @

[ SelectiUnselect Al

==Move To== ¥

Sender
admin@rmycompany.com.cn
"linlin" <me@mycompany.co

ME@IMYC oM pany.corm.cn

==kove To== +

==Mark as==

Subject
Pop Result
Fe: hello

Read:hella

==tlark ag==

Total no. of Unread mails in yaur Inhox3

b

W

Date & Time =~
2006.07.1513:20
2006.07.11 2214

2006.07.10 23:06

[First| Prev | Mext | Last| page |1 ¥

Size
081k
0.B8K

112K

[First| Prev | Mext | Last| page 1% ]

==Forward== hd
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9. Help

1) Click “Help” under “Main Functions” on the left navigation or from the “Shortcut” menu.

. o . L Hellome@mycompany.com.cn Address Book™ | Settings™ | POP Mails™® | | Sign Cut
mediaring
[ Check hail ] [Compuse] Unread ) )
Folder Name Total Messages Total Size Space Used Action
Messages
Local Folders -
Inbax Inbax 1 8 B.35K 0%
Draft Drraft ] a 1.89K 0%
Sent
Sent 0 a B.76K 0%
Tragh
Junk Trash 10 79 IBETK I% [Ermpty]
Virus Jurk 0 0 0.00K 0% [Ernpt]
Mail Functions -
Address Book + Wirus 0 1 0.75K 0%
Settings + Total 11 49 364 43K 4%
Met Folder
Calendar In| Folder Folder
Search
Falder capacity distribution: (10.00M) Used space: 364.43K(4%) Available space: 9.64M{96%)
Sign Out Wail capacity distribution: ¢1000000) Used space: 40 Available space: 999951

POP accountfs)
Last login time: 2006-07-24 10:57:31
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2. The “FAQ” page will appear.

~
Help Logging in
Logging in 1.What can | do if | forgot my passward?
SERETE) HESEEES 2.Why it displays “invalid uger name or password™ after | enter my user name and password?
Receiving Messages
- @ ; ; » o
T e m— 3 hy it displays “Your account is currently unavailable®  after | enter my user name and password?
Searching Messages 4. Howto enhance my account’ s security?
Address Book
A How can | access the Email system if | have business arrangements in different locations?
Anti-spam
Settings 6. WWhy the mail systemn is not accessible if | log in via LANT
Close 1. What can I do if I forgot my password? <
You can visitthe webpage of the mail systemn, click “forgot your password?™  atthe entrance where you log into your account. There* s a
guidance to get back your passwoard. You can either set a new password or get back your account with the tips of the system
2. Why it displays “invalid user name or password® after | enter my user name and password? <
Firstly check if you have correctly entered both your user name and your passward, pay attention when entering your password. The
passwaord to log into your account is case-sensitive, so you must enter exactly the right case of every letter of your password.
Ifyou have your user name and password carrectly entered, still having problems when logging inta the mail system, you can try logging into
your account after rebuilding your password.
3. Why it displays “Your account is currently unavailable™ after | enter my user name and password? <
Fossible reason: your access via web (namely using web browsers such as |E, etc), SMTP, ar POP {mail client software such as Outlook,
etc which sends ar receives too many mails that exceeds the limitation of mails per user everyday.
4. How to enhance my account® s security?
{13 Instead of closing the |1E window directly, click on “sign out” from your mailbox menu hefore you log off your account.
(23 Do not postyour email address evensvhere on the Internet.
(3) Do not tell your email address to anyone that® s not completely reliable. w
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