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Beginning 10/10/06, your webmail interface will be slightly different. The following aid includes the main
topics that you might have questions about when managing your webmail within the updated interface.

Vanity Customers - Webmail Login

To login to webmail, follow these steps.
1. To log in to Charter Business Webmail, go to: http://mail.<yourdomain>.com
2. Enter ;. <username>@<yourdomain>.com in the Email Address field.
(ex: Administartor@MyBiz.com; Joe@JoesBarNGrill.com)
3. Enter <User Password> in the Password field. Passwords are case sensitive.
NOTE: If you are having an issue logging into webmail and your password does not include capital
letters, check to make sure the Caps Lock key is not being used.
4. Click Login or press Enter.
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Vanity Customers - Webmail Settings

By clicking Mail Settings, and then General, you can access Settings > General to set the correct time
zone and change your password.
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Under General Settings, click Time Zone, and then select the preferred time zone from the Time Zones
menu.

Powerad by
Charter ? | | Google administrator@mybiz.com

Business® Loa Out | Help | Mail Settinas

——
Addresses

[ compose ][ Get Ma |
BEA Tine zone

Current Time Zone ‘our time zone is San Francisco (GMTE)

[ [ searchmbox [
Search

General
Messages Time Zones Select your preferred time zone:
Address Book ﬁ

Honolulu
Anchorage
San Francisco
Denver ©1997-2005 Openwave Systems Inc. Al rights ressrved,

Under General Settings, click Change Password, and then enter appropriate passwords in the Old
Password, New Password, and Confirm Password fields, and then click OK.
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Vanity Customers - Help
To access help topics for webmail, click Help.
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The Help link leads to an Email Service How To: / Help Topics page.
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Vanity Customers - Creating a New Mailbox

To create a new mailbox, from the Settings > Messages screen, click New Mailbox. Complete the fields
shown in the graphic, and then click OK. Be aware that the Allocate Quota field (number of Kb maximum
for the mailbox) should NOT contain a comma.
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Vanity Customers - Composing/Sending a Message

To compose a new email, click the Compose button, complete all applicable email fields shown in the
graphic that follows, and then click Send.
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Compose with Graphical Editor

Email can also be composed with the graphical editor by clicking the Compose with Graphical Editor link
(shown in previous graphic), and attachments can be added by clicking the Add Attachments link.
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Vanity Customers - Sent Email

Sent email can be viewed by clicking Sent Mail, as shown in the graphic that follows.

Charter-Business.com

Charter @

Business®
R
Addresses

CCompose [ cetrmor

|
E@Inbnx {1
[Cir sent Mail

C@iTrash [emnty

Powared by
| ) Cotgle

administrator@mybiz.com
Log Qut | Help | Mail Settings

I S

Sent Mail

Size

No Messages

- Mailbox Usage
‘You are using 3% of your
mailbox (33 KB out of 1,024
KE}

Vanity Customers - Reading Email

Sent email can be read by clicking Inbox, and then double-clicking the <email subject>, as shown in the
two graphics that follow.
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Once an email is read, it can be marked as Read or Unread by placing a check to the left of the email in the
Inbox, and then select from the Ma r k  Meng, as shown in the graphic that follows.
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* Mailbox Usage

To search for specific email(s), click Mail and then Search, enter a search word or phrase in the Search for:
field, check the check boxes with fields to search and in what areas in the mailbox, and then click OK.
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Vanity Customers - Managing Mail Folders

Click Folders to manage mail folders. Check a <folder name> on the left, and then click the buttons above
to Rename the folder, Delete it, or, create a New Folder.
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When creating a new folder, type the folder name inthe Namef i el d, and then sel ect

new folder will be a subset within.

t
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Vanity Customers - Managing Email Addresses

Click Addresses to manage email addresses. Click the buttons at the top left to add a New Contact, add a
New Group, Import addresses, Export addresses, or Search addresses.
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To add a New Contact, complete the fields in the Brief View or Detailed View, as shown in the two graphics
that follow, and then click OK.




