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MailStreet 2003 Account
Administration Guide

Revision: 10/16/03

MailStreet Support Information
Web: http://www.mailstreet.net/ms/support

Email: support@devstreet.com
(be sure to include your domain name and MailStreet email address)

Live Chat: www.mailstreet.net

Telephone: 1-866-433-8787 (US and Canada only)
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Requirements

**X*TMPORTANT** *
Your user account must be set up as a “company
administrator” to use the MailStreet Administration Console.
Link to MailStreet Administraton Console:

http://www.mailstreet2003.net/provisioningconsole

You may be prompted to install the latest Java runtime. Your browser will tell you if
you need to download this software. If you have trouble after downloading the Java
runtime, usually rebooting your PC will fix any issues and you should be able to login
to the Administration console without issue. You will only need to install the Java
runtime once.

Definitions

User A user is equivalent to a mailbox and logs
into the MailStreet service with
Outlook/Outlook Web Access, etc. to retrieve
their email and calendars, etc.

Group A group contains users and contacts that
receive email for the group. This is
equivalent to an internal distribution list.

Contact A contact is an entry in the system that
points to an email address outside of the
MailStreet service. You can create contacts
for email addresses that you want to appear
in each company’s global address list.
Contacts can also be used in forwarding
email for users and also in groups.

Email Alias An Alias is an additional email address for a
user. For example jdoe@domain.com could
have an alias of info@domain.com that
would allow them to receive email from both
addresses. Note any user can only have one
primary / reply address at a time.
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Creating a New User (Mailbox)

1. Login to the administrator console and right click on the company and hit
“Create New"” - “User”. You will see the New User Wizard. Enter the users
first and last name along with the Login for the user. NOTE: Not every login
may be available. We recommend using first letter of first name + last name
for creating your user names. Hit Next. NOTE: Unfortunately we do have
limits (for storage planning reasons) on number of mailboxes you may be
able to add. If you reach the limit - contact MailStreet support and we will be
happy to increase your quota. This is normally set to +2 mailboxes over your
original order.

New User Wizard El
Create in: mycustormer.cam
ﬁ Step 1 of3
First Marne: |.Joe Initials:

Last Marne: |Smith

Display Name: |Smith, Jos

Login Hame: |jsmith|

*Mote: Both your LIPK and pre-Windows 2000 compatible name will
he generated fram your login name based on the Login Mame policy
set for the Company ar Organizational Unit.

= [[ = nes | ey | # Exit 2@ Help
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2. Enter the password (5 character minimum) — hit next

New User Wizard

e

Create in: mycustomer.cam

X

Step 2 of 3

Password: |* A

Confirm Password: [+ =+ ++

Account expires: & hever Expires

" End of:

[[ = nea | | |

A Eyit

E? Help

3. At the confirmation page hit "FINISH”

New User Wizard

e

Create in: mycustomer.com

X

Step 3 of 3

When you click Finish, the following abject will be created:

Display Name: Smith, Joe
Login Name: jsmith

Account expires: Newer

B

4= Back | = |

A Exit

EP? Help |
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4. IMPORTANT - At the Auto-Subscribe to a Package - hit OK You will then start
the Package Wizard - hit Next.

MailStreet 2003 Account
Administration Guide

Package Subscription Wizard

Step 1 of 2
Applications
. Exchange 2003
Auto-Subscribe a Package E|
Select a Package to Subscribe:
v 0K K Cancel | = [[ = next | »l | #Eit | 2 Hep

5. Enter the primary email address for the user (you can add other
addresses/aliases later — see “"Adding an Email Alias to a User” later in this

document for more information.

User Exchange Wizard fz|

't Fravigion for, Smith, Joe
B
Fi Step 1 of2

Create an Exchange mailbox for user, Smith, Joe

E-mail Address:
o smith] l@testi2acom 7|

+ | = nea | + | 7 Ext 2 Help
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6. Hit Finish and the user is created.

Package Subscription Wizard

Subscribe ACORKMAIL to: Smith, Joe

Step 2 of 2

The following Applications will be prowvisioned azs part of d
the Package: ACORNMATL

Exchange 2003

7 Exit 2 Help |

7. NOTE: If you want to allow the user to login to the administration console as
an administrator for the company you can “Promote” the user to a Company
Administrator by clicking on the user and assigning a company administrator.
Regular users cannot login to the administration console. This step is

optional.

Assign Role g|

ﬁ Select a Rale to Assign to the User(s):

Company Administratar

v Ok | X cancel ‘ E? Help |
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Deleting a User

1. Right click on the user you want to delete and hit "Delete.” You will see the
confirmation prompt. Click Yes to delete the object. Note: we cannot guarantee

100% recovery off deleted objects.

Delete

@ Are you sure you want to delete this object 2

Creating a Group

You can create a group containing Contacts or other users that can act as a
distribution list.

1. Login to the administrator console and right click on the company and hit
“Create New” - Group You will be at the new group wizard: Enter the
display name for the group (ex: Sales Group, etc.) and hit Next

(X

New Group Wizard -

@ Create in; mycustomer.cam
Step 1 of 2

= [[ = nex | + A Eyit 2 Help
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2. Hit finish to complete the first part of the Wizard:

New Group Wizard gl
@ Create in: mycustomer.cam
Step 2 of 2
When you click Finish, the following object will be created:
Display MName: Sales Group ﬂ
hd|
Bk | = | At | 2 Hep |

3. IMPORTANT: Hit “YES” to provision and email enable the new group:

@ Do wol weant to provision Exchange to this Group™?
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4. Enter the email address for the group: (This is the address that will receive
email for the group and distribute it to members of the group.)

Group Exchange Wizard

Pravision for, Sales Group

e

X

Vi Step 1 of 2

Create an Exchange mailbox for this group: Sales Group

E-mail Address:

sales |@testi 22com = |

- [[ = next | | | #Eit | @ Hew |

5. Hit “Finish” to complete the wizard.

Group Exchange Wizard
Pravision for: Sales Grou
B ’

3

5 Step 2 of 2

When you click Finish, the following object will he provisioned with Exchange:

Create an Exchange mailbox for this group: Sales Group

E-mail Address: salesftestl23.com

B

4 Back | =) |

A Exit 2 Help |
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6. Next you must add users or contacts (or other groups) to the group. To do so

right click on the new group you created and hit “Properties” and go to the
“Members” tab:

Sales Group Properties

X

General] Managed By
Members:
MNama ¥ | Path
+ Add | L |
v 0K X Cancel | + | EP Help |

7. Hit the ADD button to add members to the group. When you are finished
adding members hit "OK”. Your group is now complete.

Multi-ltem Chooser

list helow.

Fath: mycustomer.com

Available tems:

Please select items from the list of Available ftems. Your selections will appear in the Selected ltems

3

|Name

¥ | Path

E2] Smith (A0L), Jefirey
€ Smith, Joe

F |

€5 mycustomer.com System Motification Group

mmailstrest2003 netAC ORNMAILIMycustomer.com
mailstrest2003 netiAC ORMNMAILIFycustamer.com
mailstrest2003 netiAC ORMNMAILIFycustamer.com

=110 020 ]|

Selected terms:

MName

¥ | Path

€ Smith, Joe

mailstrest2003 netiAC ORMNMAILIFycustomer.com

v 0K  Cancel
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Creating a Company Contact

A Company contact is an address book entry that will show up in your customers’
global address book. A contact consists of a Display Name and an external Email
address. Contacts are also used in forwarding email to addresses outside of the

MailStreet system and in distribution groups.

1.

Login to the administrator console and right click on the company and hit

“Create New” - “Contact” You will be at the new contact wizard. Enter the

first and last name for the contact.

New Contact Wizard gl

i Create in: mycustomer.corm
== Step 1 of 2

FirstName:  |Jafiray

LastMarme:  |Smith (AOL)|

Display Name: |srith (0L, Jefirey

« [[ = nea | » | 7 et 2 Help

2. At the next step hit “Finish”

New Contact Wizard FZ|
(o Create in. mycustomer.corm
= Step 2 of 2
When you click Finish, the following object will be created:
Display MName: Smith (&0L), Jeffrey ﬂ
4= Back = A Eyit 2 Help |
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3. IMPORTANT Hit YES When asked: (this will Email enable the contact.)

Provision

@ Do youwant to provision Exchange to this Contact?

o |

4. Enter the external email address of the contact along with an alias or friendly
name. Hit Next

Contact Exchange Wizard rz|
Frovision for: Smith (AL, Jeffre:
é.t { 1, Y
B Step 1 of 2

Create an Exchange mailbox for this contact. Smith (A0L), Jeffrey

Alias:

| JefrAaoL

E-mail Address:
|jeﬁ@ao|.com|

+ [ = mext | »l | ~eait | @ Hew |

5. At the end of the wizard hit “Finish”. The contact has been successfully
created and provisioned in the system.

Contact Exchange Wizard rz|
éa Provision for: Smith (A0L), Jeffrey
B Step 2 of 2

When you click Finish, the following object will be provisioned with Exchange:
Create an Exchange wmailbox for contact: Smith (40L), Jeffrey ﬂ

mlias: Jeff-a0L

E-mail Addresaz: jefffaonl.com

Bk | = | ~ Exit 2 Help |
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Forwarding Email for a User

You can forward email for a mailbox to another MailStreet account or to an External

(contact) address by setting up an email forward.

1. Login to the administrator console and right click on the user you want to set

up forwarding for, and hit “Provision.” From there expand the Package and

highlight "Exchange 2003"” and hit Edit.

Smith, Joe Properti

e5

General ] Address
Telephones Crganization ] Wember Of Fackages
Packages:

Eii[Packages | -Packages
£ ACORMMAIL
E:SExchange 2003 m+
[ e
W |
~Application
[
h Edit...
v 0K K cancel | * | E? Help |
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2. On the General tab of the provision window, select the “Forward To:” radio
button and then hit "Modify”. You will be prompted to choose a user or
contact to forward the user’s email to. (Note you can also choose to send a
copy of email in the users existing mailbox:

Single Item Chooser

Please select an itern from the Choice List. Your selection will appear in the Mame
field.

FPath:  mycustomer.com

Choice List:

#F mycustomer.com em Motificatio... |ma I &L ustor
== Smith (AOL), Jeffrey mailstreet2003 netAC ORMMAIL mMycustor
¥ii Sales Group mailstreet2003. nettACORMMAIL mycustor

Mame: |mycustomer.com System Notification Group

Ok XK Cancel |

3. When you are done, hit OK. The forward will be set.

Smith, Joe Exchange Properties

General | E-mail Addresses | Limits | Mailbox Rights

Smith, Joe

™ Hide from Exchange address lists

~Protocol
[~ POP3
[ IMAP4
[ HTTP WA Settings..
~Forward Mail
" Mone
* Forward To: |Smith (AOL), Jeffrey tdodify...
v Deliver messages to both forwarding address andg
mailkox

W oK X Cancel * Anply E? Help
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Adding an Email Alias to a User

You can create unlimited email Aliases (addresses) for a user in the MailStreet

system.

1. Login to the administrator console and right click on the user you want to set

up forwarding for, and hit “Provision.” From there expand the Package and

highlight "Exchange 2003"” and hit Edit.

Smith, Joe Properties

General ] Address
Telephones Organization ] Member Of Packages
FPackages:
=i |Packages | Packages
EEACORNMAIL

EiExchange 2003 m+
[ s
W |
Application
_ e |
S Edit...
Lol X Cancel | + | E? Help |
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2. On the Provision window, hit "Email Addresses”

Smith, Joe Exchange Properties

General  E-mail Addresses ] Lirnits | Wailbox Rights
E-mail Addresses:

<% joe.smith@test! 23.com

Foada. | | = | "

W OK HK Cancel | & Apply | E? Halp |

3. Add the appropriate email addresses for the user. Note: you can set primary
on one. The Primary address is the same as the reply address. All email
going out will appear as if it came from the reply or primary address. Hit OK
and Ok again to close the properties window. The aliases are how complete.
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