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� ���
 ��� 
 � � �existing settings such as preferences (POP settings, password, signature, etc.), and 
content (calendar, address book, etc.) will remain intact. You will continue to have anytime 
anywhere access using your Webmail or POP access and be protected from spam and viruses 
delivered via E-mail with industry-leading Symantec Brightmail™ Anti-Spam protection. 
 
 
There will be some slight differences between the old and the new platforms. For your 
convenience, we’ve included a list of changes and features of the new e-mail platform.  If you 
have a question we have not addressed, please feel free to call one of our customer service 
consultants, available 24 hours a day and 7 days a week, at 1-866-780-9278 
 
Learn More (Please click on one of the links below) 
 
What’s new? 
 
What’s changed? 
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What’s new? 
 

Check out some features that have been added to your new Web Mail interface*. 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 

* Features and storage may vary for different hosting e-mail packages. 
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You can communicate to other 
people with email accounts on the 
same domain name (your�
colleagues, friends etc) 

Journal 
Use your web mail interface to 
create Journal entries to record 
notes for meetings, phone 
calls, faxes and more 
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Guest User 
Account owners can create a list of guest users who have limited access to their account. Each user is 
assigned their own privileges for each of the different areas. (example: you can give guest users access to 
your photo album only) 

 
 
 

Guest Users Login 
Login by clicking here 
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What’s changed? 
 

We worked hard to make your experience as seamless as possible. � ���
 ��� 
 � � �existing settings 
such as preferences (POP settings, password, signature, etc.), and content (calendar, address 
book, etc.) will remain intact. Like any software upgrade there are a few changes. We have listed 
and described the major changes below. Click on any of the links below to see the new features 
 
 
External Mail 
 
Custom Rules /Filters  
 
Add multiple addresses while sending E-Mail 
 
Create a List 
 
Forward of all your E-mail to another E-mail Address  
 
Add a Signature to your e-mail 
 
Change E-mail account passwords 
 
Change Display Settings 
 
Empty Trash by Default 
 
Set Default Time Zone 
 
How do I report Spam? 
 
Mark e-mails as “unread” 
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External Mail accounts  
(If you frequently use multiple e-mail accounts, the External Mail feature allows you to POP mail from those e-mail 
accounts into your Network Solutions e-mail account. This way you can conveniently view all of your e-mail from one 
location.) 
Setup process for External Mail accounts is slightly different.  
To setup and manage other POP accounts into your web mail  

�  Click on the ‘Configuration’ button on the left navigation menu  
�  Next click “Manage Your Accounts / Profiles”. 

 

  
 

STEP 1 
Click “Configuration” 

STEP 2 
Click Manage Your 
Accounts / Profiles 
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Custom Rules /Filters  
(This feature allows you to design custom rules (filters) for processing incoming messages. You can choose an action to 
be performed based on the rule you set up) 
 
Set up process for Custom Rules /Filters is different 
You will be able to create custom filters to direct incoming messages to specific folders.  

�  Click on the ‘Configuration’ button on the left navigation menu  
�  Next click on “Custom Filters”.  

The rules will run only when you are logged into the web mail interface.  
 

Add multiple addresses to the “ To”  field when composing/ replying-to messages  
At the present time you will be able to add addresses to the ‘To” field one at a time. If you send to 
a distribution list regularly we suggest you use the “List option” in your Webmail. 
 
 

 

 

STEP 1 
Click the “To” address 

STEP 2 
Check the box in front of the 
address you want to add 

STEP 3 
Click on the “Add To To” 
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Create a List 
This option is used to create a distribution list or group list if you send e-mails frequently to a list 
of people. Here are the steps to create a list which is different from the previous e-mail. 
 
 
 
 

 
 

 
 

STEP 1 
Click the “Address Book” 
link 

STEP 2 
Click the “New List” button 

STEP 3 
Enter the “File as” field and 
the “Quickname” field 

STEP 4 
Choose the contacts you 
would like to add and click 
on the “Add to list” 

STEP 5 (optional) 
To add addresses not in 
your address book click on 
”External E-Mail” and click 
on the “Add to list” 

STEP 6 
Click on “Save” 
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Forward of all your E-mail to another E-mail Address  
 
 

The process to forward all your email to an external email address is different. Please follow 
these steps: 
·  Click on the ‘Configuration’ button on the left navigation menu. 
·  Select “Forward my mail”.  
·  On the next screen enter the email address you want all your mail to forward to.  
·  The option “keep a copy of each forwarded message” will save a copy of all incoming 

email in your Webmail.  
·  To complete the setup please check the box” Enable Forwarder” and click on the “Save” 

Button. 
Note: You will be able to use the forwarding option to only one e-mail address. 
 
 
 

 

 

 
 
 
 

STEP 1 
Click “Configuration” 

STEP 2 
Click forward my mail 

STEP 3 
Enter email address you are 
forwarding to here 

STEP 4 ( optional ) 
To keep a copy in your web 
mail inbox of all forwarded 
messages check this box. 

STEP 5 
Click Enable Forwarder and 
“Save” to complete the 
process 
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Add a Signature to your e-mail 
The process to add a new signature is different. Please go to the Configuration section and select 
Signatures. You can add a signature to a new e-mail or while forwarding or replying to email. At 
this time you cannot specify that a default signature is added to all your messages. 

 
 
 
Change email passwords 

 
 

 
 

STEP 1 
Select the signature you 
would like to add 
 

STEP 2 
Click on “Add Signature” 

STEP 3 
The signature will appear at 
the beginning of the 
message 

STEP 2 
Click on “Password” 
 

STEP 1 
Click “Configuration” 
 
 

STEP 3 
Enter the password in the 
text box and click on “Save” 
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Display Settings 
You can control the way your Web mail is displayed using this screen. This is different from and 
more advanced than the prior “Preferences” option. We suggest you set a display for mails per 
page to 10 or 20 to speed up your loading time. Here are the steps to change your display 
settings. 
 
 

 

 
 
 

STEP 1 
Click “Configuration” 
 
 

STEP 2 
Click on “Display Settings” 
 

STEP 3 
Recommended Setting 
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Empty Trash on Exit / Set Default Time Zone 
Using the “General Options” you can set your time zone or set the default option to empty trash 
on exit as a default setting.  
 
The steps to set your time zone are described below (these are different from the previous 
interface) 
 
You can also empty trash (messages you have marked for deletion) in any of the inbox or composing e-
mail screens like send/reply/forward. Emptying Trash regularly will help you keep your storage 
space lean. 

 

 
 
 
 
 

STEP 1 
Click “Configuration” 
 
 

STEP 2 
Click on “General Options” 
 

Empty Trash 
To empty trash on exit by 
default check this box 
 

Set Time Zone 
You can set the time zone 
here 
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Report Spam 
 
You can now report spam by sending/forwarding an e-mail to: 
reportspam@networksolutionsemail.com instead of clicking on the “report spam” button as you 
did before. 
 
Our abuse team will fully investigate the report and take action on your behalf. We will report the 
abusive messages to the ISP where the message originated. We will also notify the network 
administrators who operate any server that the message relayed through. If appropriate, we will 
also report the violation to anti-spam groups to eliminate open mail relays or to block networks 
with high volumes of spam. 
 
Because we often receive numerous complaints regarding the same "batch" of spam, it is not 
possible to personally reply to each complaint. We may reply to if additional information is 
required to investigate the report. 
 
 
Mark e-mails as “ unread”   
 
As soon as you read messages they are marked read. You will not be able to mark them as 
unread as you could before. 


