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AN INTRODUCTION TOWLINKWEBM AIL

Webmail is essentially using a web browser, such  asInternet Explorer or Firefox ,

to access your Email account. The advantages of such a system are that you

don't need your own computer or a regular Email client such as Outlook
Express or Thunderbird to check your mail. If you have access to a computer
connected to the Internet, you have access to your Email.

Here, at Worldlink, we are always working hard to give the best Email

experience to our customers. We realize that Email has been the core
communication medium in business world and Email users tend to hop from
one desktop to another.  With this in mind, this is our attempt to provide our
customer richer experience Emailing just as desktop Email clients provide.

Why use Wlink WebMail?

9 Itis user friendly and easy to use

1 Anyone with the Internet access can login with valid username from
anywhere in the world

1 You do not need to pay extra to use WebMail service

9 Itis cross platform, you can use it with Windows, Unix/Linux or Mac



INTERFACE GUIDE

Afte r wlink account has been created, you will be provided with a username
and the password. Please, ke ep your password safe because anyone can
read your Email if the third party get s hold of your pass word. To login into the
Webmail system, go to URL http:// webmail.wlink.com.np . The other option to
login to WebMail is through Online Servic e Login which can be accessed from
http:// wlink.com.np . Once you are in the WebMail login page, type username

and password provided to you by wlink.

The login interface provides three different interfaces as per clients need.

1 Basic
1 Simple
1 Advance

You can choose anyone  you like. By default Basic is selected.
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Once successfully authenticated, you will be presented with the current
Emails in your mailbox.
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Subject
Account Renewed

Renewal Notification

~| Before Disatle

Phishing emails to valued Wworl...
Service outage

Renewal Notification

Yijaya Dashami Greetings

Join us on Climate for Life ca...

1 Problem in SingTel backbone

URGENT Schedule Maintenance on...

| URGENT Schedule Maintenance on...

1 Passward change reminder

New Year greetings to Valued C...

1 hela dust

dust@wlink.com

Password change reminder
Password change reminder
Password change reminder

Account Renewed

<1 Renewal Notification

Renevral Wotification

From

WarldLink Cornrunications <a...
warldLink Comrunications <a...
WarldLink Communications <a...
"worldlink Cornrunications” &lt...
"woridlinle Communications” &lt...
warldLink Cornrunications <a...
"woridlinle Communications” &lt...
"worldlink Cornrunications” &lt,.,
"worldink Cornrunications” &lt...
"worldlink Cornrunications” &lt,.,

"worldink Cornrunications” &lt...

Customer Service Department &1,

"worldLink Management" <man...
"Sugat Sikrikar" <sugat.sik...

dustmwlink.com.np

Customer Service Department &1,
Customer Service Departrnent &,

Customer Service Department &1,

warldLink Commrunications <...
worldLink Corrmunications <...

warldLink Commrunications <...

Date

Thu 01/0170 5:30 AM
Thu 01/01/70 5:30 AM
Thu 01/0170 5:30 AM
Thiu 19/11/09 5:28 PM
Fri 13{11/09 12:48 PM
Thu 01/0170 5:30 &M
Tue 22/09/09 11:26 PM
Mon 14/09/09 £:59 M
Wed 12/08/00 1:56 PM
Fri 07/08/09 2:48 AM
wed 27/05/09 10:40 PM
Fri 01/05/09 5:41 AM
wied 15/04/09 8:10 PM
Tue 17/03/09 5:17 PM
Tue 17/03/09 5:13 PM
Sun 01/03/09 f:41 AM
Sun 01/02/09 6:41 AM
Mon 01/12/08 6:41 AM
Thu 01/0170 5:30 &M
Thu 01/01/70 5:30 &M

Thu 01/01/70 530 &M v
>

Done
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A short explanation of the options you get on the hot

Compose mail:

O

-bar:

The compose button opens a window, where you can compose a new
messages, add attachments and of course send

Attachment:

%

The attachment button opens a new
attachm ent file to be attached with your

Check mail:

The check mail button allows you to
new messages if any .

Email.

an Email .

Email

window, where you can choose an

connect to wlink mail server and look for



Settings:
3

The setting button allows you to modify the settings of your account and
personalize the interface  to your taste.

Search:

The search button allows you to search Emails date wise, message subject
wise and sender wise.

Inbox:

13

The inbox button display sthe total number of Emails in your mailbox.

Trash:

X

The trash button allows you to  list out the deleted Emails.

Mailbox Folder:

[=]

The mailbox folder button allows you to list out the Emails on respective
mailbox folder.

Spam Folder:

]

S

The spam folder button allows youto  list out all Emails marked as spam.



Send:
[

The send button allows you to  sent Emails out to the Internet once the Email
has been composed.

Add recipient:

LJ

The add recipient button allow s you to add the number of recipient.

Add BCC:

=)

The add bcc  button allow s you add the number of blind cc

Save Msg:

[

The save message button allow s you save your Email into the draft folder for
later use.

Save Setting:

[

The save setting button saves changes made on your account.

Interface Style:

{:EEJI

The interface style button allow s you change the web interface.

User profile:



&

The user profile button allow s you add your personal information.

New Contact:

-
-
11
\

The new contact button allow s you add contact information of your friends,
families, and co -workers.

New Group:

=)

The new group button allow s you add a group.

Import:

The import button allow s you import contact information into the WebMail
system.

Sync:

The sync button allows you to sink your WebMail account with Outlook.

READ/D ELETHEEMAIL

Read Email:

To read Email, simply point and click on the  Email you want to read . New or
unread Emails will appear in bold letter where as already read Email will
appear asnormal . To refresh the inbox, it octgp on 0O0Checl
rightcorner or simple click on O0Read Mail 6 | ink at

Delete Email :



To delete Email, check mark the Emails you want to delete and at the bottom

of the page select 0Trasho dmsdwillednd selected n o0 Mov e o
Emails to trash folder. To save mailbox space , it is good practice to remove

unwanted Emails from trash folder.

C OMPOSE/SEND EMAIL

To compose a new Email, either c¢cl i ck on O0OCompandoprigmai | 6 i con
corner or click on o0Composeé6 | iTheKolloming t he top
window will be displayed.
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To: Type the Email address of the recipient

CC: Type the Email address of the recipient who you would like to send a
copy of the Email, separated by comma

Subject: Type the subject of the Email

Save Msg: Thi s button wil!/ save your current messag
You can come back again and resume composing your Email later on.

Type the messages on the blank space. Once, you are done with composing
mail, click on O0Emaildoé to send the



ATTACHMENTS

When you are composing a mail, attachment  button will allow you to select

the file that should be attached with the mail. Simply click on the
OAttachmento6 button and you wil!/l be provided wi
the file from your local compu  ter.

©) Add Attachments - Mozilla Firefox 3.6 Bet... [= |[B][X]

'-._'Q_E't hkkps ) fviebmail warldlink, com. npfcompose. php?func=attachmer ‘i:_':.?

Add Attachments
Click Browse and select a file,

step 1: | Browse..
Step 2! Click &attach File, |

Fepeat steps 1 and 2 to attach more files,
Click Done when you are finished.

Done I

Step 3

Filename Size Delete

Dorne FoxwProeey: Disabled @
Sepl: Click O0OBrowsed to select a fcillie.k |0fBryows etba v ¢
again for next attachment
Step2: Cl i ck OAttach Filedé to attach the file
Step3: Cl i ck o0Doned6 after the attachment is finish:é

Type the messages on the blank space. Once, you are done with composing
mail, click on O0&mwmaldd to send the

SEARCHING EMAIL

The Webmail provides a powerful searc hing tool that provides you with a  user
friendly search interface
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Type-in the fields that you would like to search for.

For example, if you like to search  Email send by ofco@bar.com 6 after 1 st Dec,

2009 and before 20 t Dec, 2009, simply type the Email address at o0From: 6 fi el d
and select tHteBéRecei deand Received After: 6 daf
and cl i ck 0 Ndhiswil Bsayoucal the. Emails that match the query.

M ESSAGE FILTERS

Message filters are located under 0Ext ettt iSnMessage filters or filter
setting allow s you to organiz e your Email in desire folders. You can organize
your Email by send&Emalbdsddr es s, 6 €mail mddeesstod Email
subject . You also have an option to  send Emails to desire folder, forward it to
another Email address or move to trash folder.


mailto:foo@bar.com
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‘j Use Filter Settings to filter your emails. Use Spam Settings to contral spam emails. Use Blacklist Settings to blacklist abusersfspammers

<

-

Extra Settings

Extra Settings | Filter Settings | Spam Settings | Blacklist/Whitelist Settings | New Personality | Yacation Responder | ¥Yiew Log

Filter Interface Learn More »
Use Filter Settings to filker your emails

Option:
From,To,Subject

Action:
Forward,Move,Delete

Add rule

Click the button below to view your existing filter rules.

View rule I

v
< >
Done FoxyProzy: Disabled @

Filter setting has two field s Option and Action.

Option: What to filter
Action: Action to take

Option can be FROM, TO, or SUBJECT. If you want to filter Email by sender 0 s
Email address, choose FROM. If you want to filter Emaillby r eci pmagdnt 0 s
ad dress, choose TO. And lastly, if y ou want to filter Email b subject , choose
SUBJECT. MostEmail tagged as SPAM will have subject  ¢**SPAM***§ which is

useful to filter Emails with subject 6 * SPAM* * andl move it to SPAM folder.

Action can be FORWARD, MOVE, or DELETE. Forward action will forward all
your incoming Emails to the Email address you have provided . Move action
will move Emails that are matched by the filter to the mailbox fold er you have
selected . Delete action will simply delete Emails that are matched by the
filter. Be very careful what you delete because you might be deleting Emails
that are important to you.

After you have decided what to filter and what action to ta ke, simply add the
rule by <c¢clicking O06Add ruled buttonEmalhis wil!/l
account that you just created and will kick start filtering the Emails right away.

To view and manage your  existing rule, simply click on 0 Vi ew rul ed button
which will display your existing rules.

SPAM SETTINGS



Spam settingis | ocat ed wunder 0 EWlnk VdebMaié prdvides ¢uk o6 .
control over how spam engine should behav e per user basis. That means
each user has an ability to decide what to mark as spam and what not to

mark as spam Emails. Optionally, users have control to decide what action to
take with the spam like Email.

) Webmail - dust@wlink.com.np - {User Profile} - Mozilla Firefox 3.6 Beta 4
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Use Spam Settings to control spam emails
Spam Tag Yalue
R A Spam Delete ¥alue
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Update
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Here, you will see two switches or controls to control how spam engine should
behave.

Spam Tag Value: It tells spam engine how strictly  spam Email should be
tagged as spam. It has level 1 through lev el 8, level 1 being extreme and level

8 being the lowest. What level 1 means is that if the spam engine has slightest
doubt that the incoming Email might be a spam, it will tag the mail as spam.
Similarly, with level 8, until and unless spam engine is 100% sure that incoming
Email is spam, then only it will tag Email as spam. The default setting is level 3.
Once you have chosen the Spam Tag Value, now is the time to decide which
folder to send the spam tagged Email to. On 0Spam Mail Destination 6 choose

the mailbox folder you would like to forward the spam Email to . Default folder
is Inbox.

Click on oOUpdatedé at the bott omhagés yduhe page t
have made in Spam Settings.  This is important because spam engine will not
recognize your custom settings until and unless you update it.



Note: If you are seeing valid  Emails tagged as spam, try increasing the level.

Spam Delete Value: It tells spam engine how strictly spam mails should be
rejected. Please, note that this setting  will prevent spam mails to be delivered

to your mailbox as oppose to deliver Email with spam tag which will be
delivered to your mailbox.  So, take extra cautio n while setting up delete value
to prevent rejecting a valid Email.

It has level 1 through level 8, level 1 being extreme and level 8 being the
lowest. What level 1 means is that if the spam engine has slightest doubt that

the incoming Email might be a spa m, it will either delete or send to mailbox
folder accordingto  0Spam Delete Mail Destination 6 setting. Similarly, with level
8, until and unless spam engine is 100% sure that incoming Email is spam, then
only it will either delete or send to mailbox folde r according to o0Spam De|
Mai | De st i n a.tThedefault seténg is levelg3. Once you have chosen
the Spam Delete Value, now is the time to decide which folder to send the
spam delete Email. On 0Spam Delete Mail Destination 6 choose either Delete
to delete the Email or select mailbox folder to send it to desire mailbox
Default folder is o0Deletebod

Click on oOoUpdatedé at the bottom of the page t
have made in Spam Settings. This is important because spam engine will not
recognize your custom settings until and unless you update it.

WHITELISB LACKLISTEMAIL ID

WIlink WebMail provides you the control over deciding whitelist or blacklist
Email IDs per user basis.
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Add to Blacklist I
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Vigw Blacklist
Whitelist From: I
Enter Email address vou want to whitelist
Add o Whitelist I
Click the button below to view your existing wWhitelist list.
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v
< ¥
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If you know the Email address that you do not want to re  ceive Email from,

simply add the Email to blacklist user. Type the Email addr ess on 0Bl ackl i
From: 6 box and <cl i ck 0Adikkewitepif yiulwantth maket 6 butt on.
sure that you always receive an ~ Email from certain Email address, add it to the

whitelist. Type the Emaladdr ess on OWhiteli st From: 6 box a
Whi t eToview drmanage t he current |ist, click on o0View

Whitelisto button.
CREATING NEWEMAIL PERSONALITY
If you have more than one  Email address, Wlink WebMail allows you to send

Email using your other Email addresses such as Gmail and H otmail from
WebM ail.



To add a new personality, type in the Email address which you would like to
send Email from such as 0 6,0 6 etc and click
on 0O Aedndilé .

Once you have clicked 0 Ad BEmail6, an a u tBEmailawillda sent out to
the provided Email with a unique code for security and the Email address will
be listed on the table . Login to the provided Email address and copy the
unique code from the  Email sent by WebMail automated system.

To verify, click on oVerifydé and type
Codebd. Once the codewili see ywouar rnéwlyi addédd Bmailu
address on the dropdown list while composing Email.

VACATION RESPONDER

If for some reason you are not able to entertain your mail and you want to
notify the senders, then Vacation responder just does that  for you.


mailto:foo@gmail.com
mailto:bar@hotmail.com

