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1. Login / Logout  

1.1 Login 

1) Go to 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”. 

 

2) After you login successfully, the following page will appear. 
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1.2 Summary Page 
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1.2.1 Function Menu 

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

 

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. 
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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. 

 

2.2 POP Emails 

1) Click “POP Accounts” on the left navigation to set up “POP Accounts”. If you have not set up any pop accounts, you 

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

 
 8



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

 
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. 

 

 9



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”. 
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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. 

 
3) Click “Inbox” under “Local Folders”. 
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4) Click the “Subject” of the email you want to read. 

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

 
3) Click “Inbox” under “Local Folders” located on the left navigation. 
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4) Click the “Subject” of the email you want to read. 

 
5) You can view the message detail in the following page. 
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3.3 Move Emails to different Folders 

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

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

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

 
2) Click “Reply” to enter the “Compose” page. Will you reply and press “Send”. 
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3) You can check from the following page to see if mail is replied successfully. 

 

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” 
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2）Input the email address in “Sending Address” box, then press “Forward directly”. 

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

 

3.5.2 Forward as “indented text” 

1) Open the email you want to forward and choose “Forward as indented text” from “Other Actions”. 
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2) The “Compose” page will appear. 

 
3) Input the receiver’s address in the “To” box, then press “Send”. 
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4) You can check from the following page to see if the mail is forwarded successfully. 

 

5) The recipient will receive the email as shown below: 
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6) Check "Open Mail Content", to view forwarded content. 

 

3.5.3 Forward as attachment 

1) Open the email you want to forward and choose “Forward as attachment” from “Other Actions”. 
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2) The “Compose” page will appear. 

 
3) Input the receiver’s address in the “To” box, then press “Send”. 
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2) You can check from the following page to see if the mail is forwarded successfully. 

 

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”. 

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

 
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. 

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

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

 

3.7 Save address 

1) Open the email which you want to save the email address. Choose “Save address” under “Other Actions”. 
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2) You can see from the following page that the “Must Fill In” items are already filled in. Press “OK” to confirm. 

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

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

 
2) The following page will appear, and press “Save”.  
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3) Select the location you want save the email, then press “Save” to confirm. 

 
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”. 

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

 

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 in the “To”, “cc” or “bcc” boxes. 
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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”. 

 
2) Click “Browse” to access to file to be attached.  
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3) Click “Open” to select file. 

 
4) You can check from the following page to see if the file is attached. 
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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. 

 

4.3 Save emails to “Draft” folder 

1) Click “Compose” on the left navigation. 
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2) Write the email and press “Save Draft”. 

 
3) You can check from the following page to see if the email is saved in the “Draft” folder. 
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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. 

 

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

 
2) Compose you email with the available tools and press “Send” when finish. 
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3) You can check from the following page to see if the email is sent successfully. 

 

4.6 Preview emails in HTML format 

1) Go to “Compose” page, choose “HTML Editor” and write the email. 
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2) Choose “Edit Source Code” to preview original HTML source code. 

 

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. 
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2) You can check from the following page to see if the email is saved to “Sent” folder successfully. 

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

 

 

 40



4.8 Request for receipt 

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

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

 

4.9 Send emails with your “Signature”  

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

 

4.10 Schedule mail 

1) Click “Compose” on the left navigation to enter the “Compose” page. Compose your email and press “Schedule Mail” 
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2) Input the relative information in the corresponding boxes, then press “OK” to confirm. 

 

3) You can check from the following page to see if the schedule is set successfully. 
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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”.   
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2) You can check from the following page to see if the sub folder is created successfully. 

 

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”. 
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2) You can check from the following page to see the folder you created is added successfully. 

 

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”. 
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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. 

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

 
2) Press “OK” to confirm. 
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3) You can check from the following page to see if the folder or sub folder is deleted successfully. 
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5.4 Folder Page 

5.4.1 Folder Management 

 
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. 

 
 a) “Subject”: showing the subject of the email 

 b) “From”: sender of the email 

 c) “To”: recipient of the email 

 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”. 

 
2. Click “Subject” to view mail details. 
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5.6 Draft  

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

 
2. Click “Subject”, to enter the “Compose” page. 
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3. After you edit the email and want to save again, press “Save Draft” on the top of the page. 

 
4. You can check from the following page to see if the mail is saved successfully. 
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5.7 Sent  

1. Click “Sent” under “Local Folders”. Click the subject of the email, for example, “Gathering” to read the mail content. 

 
2. You will be able to read the email content in following page. 
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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. 

 
2. You will be able to read the email content in following page. 
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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. 

 

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. 
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6. Mailbox Settings

6.1 Personal Information 

6.1.1 Amend Personal Information 

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

 
2. Click “Personal Info” under “Setting” to enter the page. 
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3. Input the information in the relative boxes, then press “OK” to confirm. 

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

 
 

 60



6.1.2 Change Password 

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

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

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

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

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

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

 

 

 62



6.2 POP Mail Setting 

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

 

6.2.1 Create a POP Account 

1) Input the relative information in the corresponding boxes, then press “Add”. 
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2) You can check from the following page to see if the new POP account is added successfully. 

 

6.2.2 Edit a POP Account 

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

 
 64



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

 

6.2.3 POP Folder 

1) Click “POP account(s)” under “Mail Function”, choose the “POP Account”, then click “POP Mails”. 
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2) The following page will show the “POP Mails” details. Click “Look up” to check emails 

 

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

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

 
 

 67



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”. 
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2) You can check from the following page to see if the parameters are changed successfully. 

 

6.3.2 Signature 

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

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

 

 70



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. 

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

 

2) Compose mail and choose “Schedule Mail” located on the bottom left of the page. 
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3) Input the relative information in the corresponding boxes, then press “OK” to confirm. 

 

4) You can check from the following page to see if the time is set successfully. 

 
5) Press “OK” on the above page to return to the “Setting” page, then click “Schedule Mail”. 
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6) You can see the details of the “Schedule Mail” of the email. 

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

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

 

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

 

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

 

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

 

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

 

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

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

 

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

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

 

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

 
3. You can check from the following page to see if the setting is created successfully. 
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6.4.4 Anti-Spam level 

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

 

2. Select one of the parameters from “Define Junk Mails level”, for example Medium and “Actions for junk mail”, for example Reject 

directly, then press “OK” to confirm. 

 

3. You can check from the following page to see if the “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. 

 
2) You can check from the following page to see if the “Anti 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. 

 

2. Input the relative information in the corresponding boxes, then press “OK” to confirm. 
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3. You can check from the following page to see if the new personal address is created successfully. 

 

7.1.2 Edit Personal Address 

1. Edit Personal Address 
1) Click “Edit” to edit address. 
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2) Please input the new Email Address in the relative box, then press “OK” to confirm. 

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

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

 
2) Choose the “Group” where the Email Address will be moved to. 
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3. Delete an Email Address 
1) Select the Email Address that will be deleted, then press “Delete”.  

 
 
2) Click “OK” to confirm. 
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3) You can check from the page below to see if the Email Address is deleted successfully. 

 

7.1.4 Search an Email Address from the Individual Address Book 

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

 
3) Then select from the pull down menu which you think the Email Address will be included in, for example, “First 10”. 
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4) You can check from the following page to see if wf@mycompany.com.cn is found. 

 

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

 

7.2.2 Send emails to a group 

1. Select a Group. For example “classmate”. 
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2. Input the subject and content, then press “Send”. 

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

 

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

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

 

 92



 
4. The following will appear after you click “Amend”. You can see that the total of addresses under “classmate” has become 3. 

 

7.2.4 Print group List 

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

 

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

 

2. Please press “OK” to confirm. 

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

 
2. Click “Search & Print” to Search or Print the address book. 

 
3. Enter keywords or alphabets in the search box, then press “OK” to confirm. 
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4. You can check from the following page to see if the requested address is searched. 
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7.3.2 Print the Searched Result 

Click “Print” to print the searched result. 
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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.  

 
2) Click “Browse” to search the file that will be imported. Choose the file format on the pull down menu, then press “Start”. 

 

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

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

 
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. 

 
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. 
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3. The following page will appear if the email can be found successfully. 

 

8.2 Advance Search 

1. Click “Search” on the left navigation. 
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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". 

 
3. You can check from the following page to see if the email is searched successfully. 
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9. Help 
1) Click “Help” under “Main Functions” on the left navigation or from the “Shortcut” menu. 

 

2. The “FAQ” page will appear. 
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