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X FEEDBACK: If you note mistakes in this guide, or identify procedures that are incorrect, we encourage
you to email your feedback to userquidefeedback@hostaccount.com. We continually strive to improve
our customer support resources and your feedback in invaluable in assisting us with our goal to provide
exceptional customer service.

X PLEASE NOTE: This Apptix Hosting Control Panel Support Resources section is updated periodically
as new customer resources are added to assist customers with the use of their hosted services. You
should occasionally check for updates to these support resources by logging into the Admin Control
Panel and selecting the Support menu option under the Hosting menu.
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LEGEND FOR MENU NAVIGATION
Menu | Structure  [Buttons] Tab or Subrab Hyperlink  Column Name, Checkbox, Radio button etc: Instruction

END USER ACCESS
FEATURE MENU NAVIGATION QUICK REFERENCE COMMENT

Resetting Password User Account | Login | [Change Password] Users can utilize this feature to change their
current password. If the User does NOT know th
password, the Admin will have to reset on the
'aSNDna oSKIETo

Change Display Name User Account | Login | [Edit] The Display Name is the name seen by email
recipients.

Change User Contact User Account | Contact Information | [Edit] Three (3) separate sections: General, Address,

Information Phones

Viewing Exchange Setup Exchange Mailbox | GeneraMailbox AccessView A popup screa displays setup instructions for:

Instructions setup info Outlook, Web Access (OWA), Active Sync, IMAP
POP3

Add Email Alias Exchange Mailbox |-Bail Addresses | [Add NewMail A User can create unlimited email aliases that roy

Address(es) Address] email to theirmailbox.

Change Primary Email Exchange Mailbox |-Bail Addresses | [Change] | A User with multiple email aliases may select only

Address Primary email addressSet as primary-enail addres$ one as the primary, or "reply to", email address.

[Finish]

Setup Email Forwarding Exchange Mailbox | Forwarding | [Enable ObjecBriter When forwardinga copymay also be left on the
forwarding email address[Submit] Exchange server mailbox.
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Welcome to the Apptix End User
Hosting Control Panel (CP)

The Apptix account control panel is your gateway to all of the administrative functions that you can perform on your
Apptix account as an end-user. An end-user is any account that does not have administrative privileges.
Nevertheless, end-users can access the Hosting Control Panel to manage a humber of features associated with your
Apptix account.

Documentation Typographical Conventions
The following formatting conventions are used throughout this guide.

FORMATTING CONVENTION TYPE OF INFORMATION EXAMPLE

Bold Used to identify screen names and input The Add New Domain screen is displayed which
fields. é

[Bold brackets] Used to identify buttons and icons on a Complete this screen and click the [Next >>]

screen which are used to accept data input  button.
or navigate to a new screen.

Bold Menu | Navigation Used to define a series of menu options To make new domain purchases utilize the Billing
Options selected in order. Each individual menu | Domain Management | Register New function
choice is separated by the | divider icon. from the main menu.
Dark Blue Underline Used to identify a hyperlink on a screen. Click on any of the Select links under the Select
column in order to acce

menu screen.

Bold Italic Bright Blue Used to identify a hyperlink to a different To make new domain purchases utilize the Billing
section of the documentation guide. Click or | Domain Management | Register New function
these links to quickly access the referenced from the mainmenu >> CIl i cking o
information. above will take you to the documentation guide

page where this information can be found.
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EndUser Apptix Hosting Control Panel (CP)Access

End-users who have hosted Exchange, SharePoint, or other hosted services with Apptix also have access to the
Apptix OnDemandETbent,0 66 10 p @ e edreiceniguredss that end-users can only make
changes to their own account without affecting other users or the account itself. These account changes are
restricted to items suchast he i ndi vi dual u s ecorfast informationl, passwlodd reses, st€. e s )

Logging into the System @s an enduser)

1) Log into the Control Panel at https://cp.collaborationhost.net. The Username and Password are the
same as for logging into Exchange and SharePoint. Typically the Username is the same as your email
address.

1 Please call customer support at 866-428-0128 if you experience any problems with logging in.

Login to Apptix

Username: Eorantia. comer Gooptcd
Password: }:ooooooooo
Forgot password? Logi

2) Once logged in, the end-user will see the main Apptix OnDemand menu, which is specifictot hat user 6s

irol eo:
: Jane Doe (User ID:1771578)
“A.“Pg:r!_! Services | Help & Support Logout
Service Canfiguration
I Exchange Mailbox Refresh
Service Configuration
E‘\ o = General E-mail Addresses
_ﬂ Exchange Mailbox S48 Here you can view mailbox s general settings and change alias, ) Here you can view and change mailbox s email addresses.
¥ Generzl
» E-mail Addresses 45 Unified Messaqin 'ﬁ Limits
4 . y . 4 p e -
» Unified Messaging Here you can view Unified Messaging properties. Here you can view maibox s limits.
P Limits
b Soruzrding @ Forwarding Membership
Here you can view and change mailbox s forwarding settings, ﬁ Here you can view distribution lists this mailbox is member of,

b Membership

b Permissions ? Permissions
Cia Ofce Communicati S5 ; : -
8 Office Communications 1 Here you can view and change mailbox permissions and send
permissions.

x  As you can see in the example above, the end-user has no access to the overall company account,
billing, nor any add/delete mailbox capabilities. Should an end-user need greater access, theend-u s er 6 s
il ed may be upgr adeeelinthecAppixdHosting ICB portahbly & gurrent account
Administrator. Once upgraded, the end-user access will be greatly enhanced.
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Resetting your Password

x IMPORTANT:Rat her than using the Outl ook Web Access ( OW/
password, we recommend that all Users utilize this Admin Console portal to change passwords.
Resetting the password from the Admin Console will update BOTH the Admin Console AND Exchange
email access passwords so that they are both the same and there is no confusion as to being locked
out of either the Admin Console or the Userds mailb

1) Log into the Control Panel, and access User Account | Login from the left-side navigation or main menu

links:
: Jane Doe {User ID: 1771578)
.&P E.T ..I..* Services | Help & Support Logout
Service Canfiguration
U User Account Refresh
Service Configuration
g- peeqbecant I ]| Login ]| Password Expiration
| ® Login B ) Here you can view and change login information of your user vl This screen allows to change passward expiration parameters for
o account. specific user,
b Pazsword Expiration
» Contact Information
Contact Information i=*  Login History
¥ Login Histary Here you can view and change contact information of your user % Here you can view your login history,
account.

B Change Language
[@] Exchange Mailbox

Change Language

Cia =
£ Office Communications - - ) o
This zection allows to change user interface localization,

2) The current user credentials are displayed. Click the [Edit] button to change the Display name. Optionally,
click the [Change Password] button to reset the password.

Jane Doe (User ID:1771578)

HArAPPTIX

Service Configuration

services | Help & Support Logout

Service Configuration # User Account

1 Login Help Refresh

Here you can view and change login information of your user account.

E_ User Account

I Login Resources

B Password Expiration Display name Jane Doe
» Contact Information Login jane doe@acme 123, collaborationhost.net
» Login History Password TR
Stat @
» Change Language atus © Ready
Enabled @Yes

[@] Exchange Mailbox

t'_‘, Office Communications

Change Password

w
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3) Enter the new password and confirm the password in the second field. Click the [Submit] button to save

your password changes.

YrAPPTIX

Service Configuration

|| E_ User Account
| | » Login
b Password Expiration
» Contact Information
P Login Histary
» Change Language
[@] Exchange Mailbox

c'_‘, Office Communications

Services | Help & Support

I Login

# User Account

[ ]
]

[

Generate new password

]

Jane Doe (User ID: 1771578)

Logout

Refresh
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Changng Contact Information

1) Log into the Control Panel, access User Account | Contact Information from the left-side navigation or
main menu links. The following screen is displayed:
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2) Click any of the [Edit] buttons to add or change personal contact information. Make any updates/edits and
click the [Submit] button to save your changes for this end-user.

1 This information is displayed to other users in your account via the Global Address List.
f You may edit the following main sections of the C

i. General
ii. Address
iii. Phones
iv. Organization
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Viewing Exchange Setup Information

1) Log into the Control Panel, and access Exchange Mailbox | General from the left-side navigation or main
menu links. The following end-user mailbox information is displayed:

Jane Doe (User ID: 1771578)

Services | Help & Support Logout
_ Servics Configurstion » Exchangs Msilbox
I General Help Refresh
Service Configuration
E‘ User Account General
@] Exchange Mailbox Alias jane.doe
b General Windows domain\user COLLABORATION jane. doed40
b Email Add name
-mai resses
Show in Address Book D Yes
b Unified Messaging Status @ Ready
b Limits
» Forwarding Mailbox Access
B Membership Outlook Web Access 9 Enabledhttps: /fmail.apptix.net/owa/ B+
b Permissions (owa)
Outlook access (9 Enabledview setup info B+
£ Office Commurications o
ActiveSync )Enabledview setup info G
IMAP4 () Enabledview setup info G
POP3 () Enabledview setup info B

2) From within the Mailbox Access section, click the View setup info links to see configuration instructions on
how to access OWA, Outlook (RPC over HTTPS), ActiveSync (if enabled for this user), and IMAP/POP.
1 Follow the setup instructions displayed in the Help Window for each item selected:
1 NOTE: The OWA link takes the User directly to the Outlook Web Access (OWA) login window.

: ] Jane Doe (User ID:1771578)
.e.? g.T ul...* Services | Help & Support Logout
_ Service Configurstion » Exchange Mailbox
I General Help Refresh
Service Configuration
E‘ User Account General
[f?] Exchange Mailbox Alias jane.doe
» General Windows domain\user COLLABORATIONjane doe340
b E-mai Add name
-mail resses
Show in Address Book @Yes
¥ Unified Messaging Status © Ready
b Limits
» Forward i °
erwardng Mailbox Access Please select Mail Client to Configure:
» Membership Outlook Web Access () Enabledhttps: //mail. apptix.net/owa/ G+ .+ outiock
b Permissions (owA) » Entourage 2008
O office C icat Outlook acce# @ Enabledview setup info G
i e Communicatons
[ ActiveSync @ Enabledyiew setup info B How to Configure Outlook to Connect to Exchange Server
IMAP4 @Enabh&dmm [Eod We recommend you use the Qutlook Configuration Tool to configure your Outlock profile: u
POP3 @ Enabledyiew setup info B

1. Make sure Outlook application is not running.
2. Click on the following link to open the Outlook Profile Configuration Tool to begin setup

3. If prompted, install the ActiveX contral.
4. Click on "Start The Tool".
5. The Outlook profile will be configured and Outlook will be automatically started.

6. Select newly-created profile "MAPI Profile” from "Chaose profile” dialog and enter again your Exchange
mailbox login (jane.doe@acme123.collaborationhost.net) and the password.

To manually configure your Outlook Profile follow the below steps:

« From your PC click on Start | Control Panel | Mail
+ Click on the [Show Profiles...] button, then [Add...] to create a new Profile for your account.
» Enter any name for the Profil to help you identify the account (This example: Apptix_Outiook2010) and
then click [OK].
+ The Add Account Setup window is displayed. Click on the checkbox at the bottom of the screen to
Manually configure server settings or additional server types and click the [Next] button
= Select the radio button option for Microsoft Exchange
= Click the [Next] button
» The Microsoft Exchange Settings window is displayed so that you can enter the server settings to begin
setup. Make sure to keep the Use Cached Exchange Mode checkbox checked and enter the information
as requested. Press [More Settings...] when finished with your data entry.
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Adding Email Alias Addresses

1) Log into the Control Panel, and access Exchange Mailbox | E-mail Addresses from the left-side
navigation or main menu links. Here you will see theaswalagadys pri mary
additional aliases also associated with this mailbox. Click the [Add New E-Mail Address] button.

2) Enter a new email address prefix for this alias in the E-mail address: input field, and select the desired
domain name from the drop-down list. Click the [Submit] button to accept the inputs for this email alias.

3) The E-Mail Addresses screen updates to show all email aliases for this mailbox and the Status column
updates with i Cr e aforithe mewly created email alias. You may click the Refresh link at the top right of
the screen after a few seconds, and the status will refreshtobefi Re a.dy 0
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