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| Alestra SmartBusiness eMail |

1 Usuarios

1.1 Agregar Usuario

a) Click “Users” del menu izquierdo, seccion Manage Organization
b) Click “New User” de la seccién Tasks
¢) Llenar los detalles del usuario

User Principal Name: Este es el nombre de acceso para el nuevo usuario, es
decir, su cuenta de correo. Ejemplo: misalazar@demo.v-office.com.mx

Is admin: Si se activa esta casilla, el usuario sera administrador y podra modificar
opciones de cualquier otro usuario; si se deja en blanco, el usuario solo podra
entrar a ver el detalle de su cuenta y cambiar su contrasefa.

Display Name: Este nombre es el que aparecera en la lista de direcciones de
Outlook

First Name:

Middle Name (Optional): Como el nombre del campo lo indica, este dato es
opcional.

Last Name:

Initials (Optional): Como el nombre del campo lo indica, este dato es opcional.
Description: Esta descripcion se mostrara cuando se vea la lista de usuarios
Password: La contrasefia debe contener al menos 3 de las siguientes 4
caracterisiticas -> minusculas, mayusculas, caracteres especiales y nimeros; debe
tener al menos 6 caracteres; se puede utilizar el nombre 6 apellido de la cuenta 'y
no se pueden repetir las Ultimas 24 contrasefias

Confirm Password:

Password Never Expire: Habilitar esta opcion en caso de que no se desee que la
contrasefa expire.

Mailbox features: Seleccionar el tipo de plan correspondiente al usuario

Hide User from address list: Habilitar esta opcion si no se desea que la cuenta sea
mostrada en la lista de direcciones de la empresa.
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d) Click Apply

Logged In As: admin@demo.y-

office.com.mx

Role: CustomerAdmins
Change Password

Ny Account

Log O

Home

Organization Home

Users
Groups
Contacts
Properties
Search
Audit History

Usage Summary

Manage Contact Templates
Manage Sharepoint Sites
MNew User

MNew Contact
New Group

> EAF 4 - Web Control Panel -

indows Internet Explorer

| Alestra SmartBusiness eMail

]

IbS060Sach4aadefc7Fads0S5 101

M3 | (%[ [ve searcn

Gg; - | €] nttpssficontrol.v-office.com. User.asp:

|[2I)

File Edt View Favortes Tools

Help

w [?EAF‘?'WEI: Control Panel

-8

o v leage - (hTpl - T

L]
,
Logged In As: admin@demoy-
office.com.mx User Principal Name(UPN): ‘msa\azar ‘@ ‘ demo v-office com mx v
Role: CustomerAdmins . .
Is Admin(optional):
Change Password
My Account Display Hame: MSalazar
Log OfF First Name: Martha
Home Middle Name{optional):
Last Name: Salazar
Organization Home Initials(optional): l:l
e Description: Wartha Salazar
Groups Password: . sesss
Contacts Confirm Password: sesssssencen 7
Biopertios Password Never Expires ]
Search
Audit History
‘Contact Details Template: None
Manage Users
Predefined collection of Exchange features and mailbox properties. A plan must be selected to enable mail. The below properties can override specific features
of the plan. However, you can not override any mailbox features if a plan has not been selected.
Mailbox Features: pjan
Hide User from Address List: O
)
i 1]
& Internet 0% v
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| Alestra SmartBusiness eMail |

e) Para verificar si el usuario ha sido dado de alta adecuadamente, seleccione el menu
“Users” en donde se mostrara la lista de usuarios dados de alta.

Logged In As: admin@demox-
office.com.mx

Role: CustomerAdmins
Change Password

My Account

Log O

Home

Organization Home

Users
Groups
Contacts
Properties
Search
Audit History

Manage Users

User

Admin@@demo yv-office corm.mx

Display Name

Admin

Description

admin@dernoy-ofice.corm

ap BUHD@ dermo.y-oflce.com.my

Antonio Patifio

apatino@derno y-ofice com. g

Antonio Patifio

nalvarezriBderno.y-offlce.com.mx

Guillermo Alvarez

galvarez@demo.y-ofice.com.ms

Guillermo Alvarez

jnarnicai@demo v-office. com.mx: jgarica jgamica
mzalazar@derno v-office. carm.mx M3 alazar mzalazar@dermo v-office. carm.msx Martha Salazar
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1.2 Eliminar Usuario

a) Click “Users” del menu izquierdo, seccién Manage Organization

User Display Name Description

Logged In As: admingdemo.v-

Admingidermo v-office com s Adrmin admin@@dermo v-ofice corm msx
office.com.mx
i apatino@dem o.y-ofic e, COr.mx Antanio Patifio apatino@demo.y-office. com.msx Antanio Patifio

Role: CustomerfAdmins

galvarez@derno.y-0fice. Corm.imy Guillermo Alvarez galarezi@demo.y-office. com.mx Guillermao Alvarez
Change Password

garnicagderno.y-office. com.m joarnica joarnica
My Account

mgalazarddernoy-office.com. mx MEalazar mgalazar@dermos-office. com.my hartha Salazar

Log Off
Home

Organization Home

Users
Groups
Contacts
Properties
Search
Audit History

LUsage Summary

Manage Contact Templates
Manage Sharepoint Sites
New User

New Contact
New Group

b) Click sobre el usuario que se desea eliminar
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| Alestra SmartBusiness eMail |

c) Click “Delete User” de la seccion Tasks

® EAF 4 - Web Control Panel - Windows Iniernet Explorer

6@ - |g‘ https:jfcontrol.v-office.com.msxsaf jManageliser . aspx7obj=eDb43526dd54b440bef 35Fd6 1 3fbd2a7

9B )| x) [ B

Fle Edt view Favorites Tools Help

w [ EERF 4 - Web Control Panel

I_\ fhr - o - [} Page - 5 Tosks -

Al
,
Logged In As: admin@demo.v-
office.com.mx User P i
ser Properties
Role: CustomerAdmins User Sla.lus Enanled
Change Password User Mailbox Status Enabled
My Account THb (1%)
Mailbox Usage
s oo | 190Mb
e Mail Forwarding Recipient Disabled
Hide Address Mo
Organization Home Contact Info Display Name WMSalazar
Users First Name Martha B
Groups Middle Name - not present - b
Contacts Last Name Salazar
Properties Initials - not present -
S
“,":h, Address — not present —
Audit History
City - not present -
State/Province — not present —
User Account Access Zip Code ot present —
Delete User Count " . b
Reset Password ountry T rotpresent=
Mail Forwarding Home Phone —not present —
Manage User Mailbox ‘Work Phone —not present —
Manage Email Addresses Fax —not present —
Modify User Group Mobile - notpresent —
Change Organization Info Description WMartha Salazar
Change Contact Info
Rename User
Locked Out Mo
)
& iii =]
hitps: fjcontral,w-office.com.mxfeaf [DeleteUser, aspx7obj=e0b43526dd54b440bef 35Fd6 1 3bd2a7 & Internct 00% -
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| Alestra SmartBusiness eMail |

d) Click “Confirm Delete”

£ EAF 4 - Web Control Panel - Windows Internet Explorer:
p |
%; = |2 https: fcontrolveoffice. com,mcfesf{Deletelsr  aspobj—snb43526d54be-DbsF ST s SFbilza? S8 |[#2][3¢] [cve searen [[2]-]

Ble Edit Wew Favorites Iock Help

W o [EEAF4VWeb Contrel Panel l_l B - @ - [irpage - DiTook -+

alestra™

”
i R
office.com.mx Confirm Delete

Role: CustomerAdmins
Change Password

My Account

Log Off

Home

Organization Home

Users
Groups
Contacts
Properties
Search

Audit History

i |3
& mternet H100% v

=
|
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| Alestra SmartBusiness eMail |

1.3 Bloqueo y desbloqueo de Usuarios

a) Click “Users” del menu izquierdo, seccién Manage Organization

User Display Name Description

Logged In As: admingdemo.v-

Admingidermo v-office com s Adrmin admin@@dermo v-ofice corm msx
office.com.mx
i apatino@dem o.y-ofic e, COr.mx Antanio Patifio apatino@demo.y-office. com.msx Antanio Patifio

Role: CustomerfAdmins

galvarez@derno.y-0fice. Corm.imy Guillermo Alvarez galarezi@demo.y-office. com.mx Guillermao Alvarez
Change Password

garnicagderno.y-office. com.m joarnica joarnica
My Account

mgalazarddernoy-office.com. mx MEalazar mgalazar@dermos-office. com.my hartha Salazar

Log Off
Home

Organization Home

Users
Groups
Contacts
Properties
Search
Audit History

LUsage Summary

Manage Contact Templates
Manage Sharepoint Sites
New User

New Contact
New Group

b) Click sobre el usuario que se desea bloquear/desbloquear

Martha L. Salazar Cavazos Alestra -Propietaria (Uso Publico) Normatividad y Homologacion
16 de Abril de 2009 RSI



| Alestra SmartBusiness eMail |

c) Click “User Account Access” de la seccion Tasks

= EAF 4 - Web Control Panel - Windows Internet Explorer,

GE;; + | httpsiffcontrol w-office com m/EAF MailboxAccess.aspxPobi—64ccOFoaae 4815459531 1065F2b38da A B ][#2][x] [uive search 2]
- i File Edt Wiew Favorites Tools Help
Logged In As: admin@demoy- 2 T - - —
office.com.mx W IgEAFq—WEh Control Pans! I 1 - o= - [-kPage v () Took -

)

Role: CustomerAdmins
Change Password

My Account

Log Off

Home

alestra™

)
e

office.com.mx User Status: Enabled

Role: CustomerAdmins
Change Password Lockout Status: Unlocked Unlock

Lllvl;;num Mailbox Status: Enabled Disable
og

Home

Organization Home

Users
Groups
Contacts
Properties
Search

Audit History

Organization Home

Users
Groups
Contacts

Properties
Search
Rudit History

User Account Access
Delete User

Reset Password

Mail Forwarding

Manage User Mailbox
Manage Email Addresses
Modify User Group
Change Organization Info
Change Contact Info
Rename User

i Il
0 | @ meemet # 100%

- User Status: Al desactivar la cuenta de usuario, este no podra accesar a su cuenta ni por la

consola de administraciéon, ni podra descargar sus correos a Outlook. En este punto el
buzdn seguira recibiendo correos, pero no podran ser vistos hasta que la cuenta esté
habilitada de nuevo.
Una vez habilitada de nuevo la cuenta e intentando el acceso a ésta mediante Outlook, se
debera dar click al botén de “Use Temporary Mailbox” si lo que se desea es ver los
mensajes que la cuenta recibi6 mientras estaba bloqueada. Estos cambios aplicaran
después de que el usuario cierre y abra de nuevo su sesion.

- Lockout Status: En esta seccion es donde se podra desbloquear un usuario que se bloqued
automaticamente al equivocarse muchas veces de contrasefia.
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| Alestra SmartBusiness eMail |

- Mailbox Status: Para deshabilitar el buzén, es necesario que antes se deshabilite la cuenta
(User Status). Se puede habilitar de nuevo en cualquier momento.

1.4 Restaurar contrasena

a) Click “Users” del menu izquierdo, seccion Manage Organization
b) Click sobre el usuario al que se desea restaurar la contrasefia
c) Click “Reset password” de la seccion Tasks

{= EAF 4 - Web Control Panel - Windows Internet Explorer ‘Z”E”Xl
%ﬂ - |g https: ficontral.v-office.com.mx /EAF/ManageUser, aspxPobj=f4ccIfeaaed6f5459531 1065 F2b3Gda v ‘ % ‘E‘ ‘Z‘ |Live Search ||P 4 ‘
Elle  Edt ‘ew Favortes Toals Help
A - 3
W [QEAM-Weh Control Panel ] I &5 - = - b page + () Tooks -
~|
|
Logged In As: admin@demo.v-
office.com.mx User P -
ser Properties
Role: CustomerAdmins User Sla.lus Ensbled
Change Password User Mailbox Status Enabled
My Account —— 0Mb (0%)
ailbox Usage
rain a oMb 190Mb
ame Mail Forwarding Recipient Disabled
Hide Address No |
Organization Home Contact Info Display Hame MSalazar
Users First Hame Martha
Groups Middle Name L
Contacts Last Hame Salazar
fioperi=s Initials nLsC
Seu_r:h_ Address Direccidn temporal
Audit History
City SaNicolas —
State/Province Nueve Ledn
User Account Access Zip Code 66450
Delete User Count e
Reset Password ountry y
Wiail Forwarding Home Phone (81)87486100
Manage User Mailbox Work Phone (81)87486100
Manage Email Addresses Fax MNA
Modify User Group Mobile NA
Change Organization Info Description Martha Salazar
Change Contact Info
Rename User |
''''' m - ER
& Internet # 100% -
~ .
d) Ingresar la nueva contrasefia y confirmarla
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| Alestra SmartBusiness eMail |

e) Click “Apply”

Nota: Si la sesion del usuario esta abierta al momento del cambio de la contrasefa, éste tomara
efecto una vez que se reinicie la sesién

{= EAF 4 - Web Control Panel - Windows Internet Explorer ‘lei”zl

- s - = (5[] I -
gg;r |g https:ficontral v-of fice,com.mx/EAFResetPassward, aspxPobj=64cc o eage4 85459531 1065FF2b30da V‘ % ﬁ \i‘ |L|ve Search ||P ‘

Eile Edit Wew Favorites Tools Help

W [QEAH-Weh Control Panel Iil - = - [hpage + (Tooks v

A

alestra™

7|
Logged In As: adming@demoxv- A
office.com.mx If you reset a users password and they are logged in then it will affect their current session
Role: CustomerAdmins
Change Password New Password:

A nt

Log Off

vome

Organization Home

Users
Groups

Contacts
Properties
Search

Audit History

Modify Group Memberships
Change Contact Info
Rename User |
i} Wi._
& Intermet H100% v
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| Alestra SmartBusiness eMail |

1.5 Renombrar Usuario

a) Click “Users” del menu izquierdo, seccién Manage Organization
b) Click sobre el usuario al que se desea renombrar
¢) Click “Rename User” de la seccion Tasks

{Z EAF 4 - Web Control Panel - Windows Internet Explorer

EEX

% - ‘E‘ https:f/cantral.v-office. comn. mx EAF [ManageUser aspx?obj=64ccIFeaas4B8f5459531 1 065FF 2b38da

S & [#2][x] [uve earch

[ER)

Eile  Edit Wiew Favorites Tools

Help

W [ {EERF 4 - Web Control Panel

Logged In As: admin@demo.y-
office.com.mx

Role: CustomerAdmins

Change Password

My Account

Log Off

Home

Organization Home

Users
Groups
Contacts
Properties
Search
Audit History

User Account Access
Delete User

Reset Password

Mail Forwarding

Manage User Mailbox
Manage Email Addresses
Modify User Group
Change Organization Info
Change Contact Info
Rename User

User Properties

Contact Info

User Status
User Mailbox Status

Mailbox Usage

Mail Forwarding Recipient
Hide Address

Display Name
First Name
Middle Name
Last Name
Initials
Address

City
State/Province
Zip Code
Country
Home Phone
Work Phone
Fax

Mobile

Description

- e v |k Page + ool - o

Enabled
Enabled
OMb (0%)
OMb 190Mb

Disabled
Mo

MSalazar
Martha

L

Salazar

MLSC
Direccidn tempaoral
Sa Nicolas
Mueva Ledn
66450

MX
(81)87486100
(81)87486100
NA

NA

Martha Salazar

& Internet
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| Alestra SmartBusiness eMail |

d) Asignar el nuevo nombre en los campos “CN Name” y “User Principal Name”
e) Click “Apply”

Nota: Al renombrar al usuario, lo que se estd haciendo es cambiando la cuenta con la que
accesa a su correo (ya sea via web 6 mediante Outlook), sin embargo, el buzéon seguird
siendo la cuenta que inicialmente se dio de alta. No es posible cambiar el buzén, en este
caso se tendra que eliminar y crear uno nuevo.

7= EAF 4 - Web Control Panel - Windows Internet Explorer,

&\;r - \g, https:ffcontral v-office .com.mx/EAF [Renamellser aspe?obj=tdcc o eaaedaf 5459531 1065FF2b30da Vl 5 || X |Lwe Search ‘ P~

Fle Edt Yiew Favortes Tooks Help

ﬁ_&[@EAF‘?—Web Caritrol Panel I_} BB i - [ page + £ Taoks - >

~

alestra™

- I
Logged In As: adming@demo.y-

office.com.mx

CN Name ‘martha ‘ @ | demo.v-office.com.mx V‘

Role: CustomerAdmins
User Principal Nﬂme‘manha ‘ @ | demo.v-office.com.mx V‘
Change Password

My Account SAM Account Name |msalazar_dema.v-offi
Log Off Apply I

Home

Organization Home

Users
Groups
Contacts

Properties
Search
Audit History

Reset Password

Modify Group Memberships
Change Contact Info |
13
€ Internst F 0% <
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| Alestra SmartBusiness eMail |

1.6 Modificar grupo de usuario

a) Click “Users” del menu izquierdo, seccién Manage Organization
b) Click sobre el usuario al que se desea agregar 6 eliminar de un grupo
c) Click “Modify User Group” de la seccion Tasks

(- EAF 4 - Web Control Panel - Windows Internet Explorer

%r - |g, https:/fcontrol w-office. com. mx/EAFManageUser . aspxPobj=64ccofease48f5459531 1 065FF2b35da

A | @ Certificabe Error ||5‘ |z‘ |L\ve Search

Eile Edit W¥ew Favorites Toadls Help

- »
W o [ & ERF 4 - Web Control Panel l l [ IR e v i Bage ~ () Todls v
]
|
Logged In As: admin@demox-
office.com.mx User Properti
ser Properties
Role: CustomerAdmins User Status Enasled
Change Password User Mailbox Status Enabled
My Account 0Mb (0%)
Mailbox Usage
LT Mib 190Mb
Al Mail Forwarding Recipient Disabled
Hide Address No
Organization Home Contact Info Display Name MSalazar
Users First Name Martha £
Groups Middle Name - notpresent -
Contacls Last Name Salazar
Properties Initials —notpresent —
S h
E'_": _ Address - notpresent -
Audit History
City —notpresent —
State/Province - notpresent -
User Account Access Zip Code — notpresent— ||
il Count notpresent
Reset Password o P
Mail Forwarding Home Phone —notpresent —
Manage User Mailbox Work Phone —-notpresent -
Manage Email Addresses Fax —notpresent —
Modify User Group Mobile --notpresent -
Change Organization Info Description Martha Salazar
Change Contact Info
Rename User
Locked Out No
~|
< i | =
https:§{control.w-office. com.mx/EAF ModiFyLser Group, aspx?obj=fdcrifeaasdaf545953 1 1065FF2h30da & Internet H100%
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| Alestra SmartBusiness eMail |

d) Silo que se requiere es agregar a un usuario a algun grupo, se deberd seleccionar el
nombre del grupo y click en “Apply”

= EAF 4 - Web Control Panel - Windows Internet Explorer |Z||E”X|

6\9 |2 httpsifjcontrol v-office. com mx/EARjMadFyUserGroup. aspx Tobj=b4ccSfease4B5459531 1 065 2b38da |8 certiicate Error || 44 | K| e soarcn [[2]-]

File Edit Yew Favorites Tools Help

e o [@EAF4-WEIJ Cortrol Parel I_l B - i - ihpage v (FTaos v

~|

alestra™

-
Logged In As: admin@demox-

office.com.mx Groups
Role; CustomerAdmins .

Admins@Demo
Change Password @
My Account AllUsers@Demo  Remove

Log Off

Home

Organization Home

Users
Groups
Contacts
Properties
Search

e) Silo que se requiere es eliminar de algin grupo al usuario, se debera presionar el boton
“‘Remove” que le corresponda al grupo de que ya no se quiere ser parte.

(.'_ EAF 4 - Web Control Panel - Windows Internet Explorer

6\9 |2 httpsifjcontrol v-office. com mx/EARjMadFyUserGroup. aspx Tobj=b4ccSfease4B5459531 1 065 2b38da |8 certiicate Error || 44 | K| e soarcn [[2]-]

File Edit Yew Favorites Tools Help

e o [@EAF4-WEIJ Cortrol Parel I_l B - i - ihpage v (FTaos v

~|

alestra™

|
Eoeve e
office.com.mx Groups
Role; CustomerAdmins

test@demo v-office.com mix|
Change Password @
My Account Admins@Demo Remove |

Log Off

o AllUsers@Demo Remove I

|alesgrnup@demn,v—nﬁce,cnm,mx V|

Organization Home Apply

Users

Groups
Contacts
Properties
Search

Audit History

[

£ i} 1 >

WodifyUser Group. aspxfobj=g4ccafease4aiS450531 1 065FF2b36da & mnternst H100% -
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| Alestra SmartBusiness eMail |

1.7 Cambiar informacion de Organizacion del Usuario

a) Click “Users” del menu izquierdo, seccién Manage Organization
b) Click sobre el usuario al que se desea cambiar la informacién
¢) Click “Change Organization Info” de la seccién Tasks

{_ EAF 4 - Web Control Panel - Windows Internet Explorer,

% - ‘i‘ https:/ fcontrol.v-office. com, mx/EAF/ManageUser. aspx?obj=64ccfeaasdBf5459531 1065fF 2h38da

~ | &l Certficate Error H§| \El [cve search

File Edt Wew Favorites Tools

Help

w o [@EAF‘!V Web Cantral Panel 5 - v page - (FTook -
L]
Logged In As: adming@demox-
e User Properties User Status Enabled
Role: CustomerAdmins
Change Password User Mailbox Status Enabled
My Account ; OMb (0%)
Log OF Mailbox Usage b 1901b
B Mail Forwarding Recipient Disabled
Hide Address Mo g
Organization Home Contact Info Display Name WSalazar
Users First Name Wartha
Groups Middle Name —not present —
Contacts Last Hame Salazar
Properties Initials —not present -
:::i’t::istnry Address —not present - ||
City —not present —
State/Province —not present —
User Account Access Zip Code — not present —
Delete User Country —not present -
Reset Password
Mail Forwarding Home Phone --not present -
Manage User Mailbox Work Phone —notpresent -
Manage Email Addresses Fax —not present —
Modify Liser Group Mobile —notpresent —
Change Organization Info Description Martha Salazar
Change Contact Info
Rename User ~
i} =]
€ Internet 0% v -
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| Alestra SmartBusiness eMail |

d) Llenar los campos y click en “Apply”
- Title: Titulo del empleado.
- Employee ID: ID del empleado, ej: nimero de empleado.
- Departament: Departamento en el que esta.
- Manager: Quien es su jefe.

ﬂ'_ EAF 4 - Web Control Panel - Windows Internet Explorer |Z”E”zl

@‘\:\—jﬂ - |g https:j{control sw-office.com.mxfEAF/ChangeOrglnfo. aspx?ohj=g4ccofeaaedaf 5459531 1065FFzhatda V|@ Certificate Errar |“1 || |L|VE Search HP =

Fle Edt View Favortes Tools Help

W l@EAFq—wEb Control Panel lil o M - |rPage v (FTodk v

alestra”™

o

e ymoum s [BRRGRI00aficstion|oforration Gursn sa mesca @it com

office.com.mx Title: Especialista de Normativic

Role: CustomerAdmins

Change Password
My Account Department: Normatividad y Homalogad

Employee 1D 340329

Log Off Manager:

Organization Home

Users
Groups
Contacts

Properties
Search
Audit History

Reset Password

Modify Group Memberships
Change Contact Info
Rename User

::
< i &
ChangeOrglnfo.aspxiobj=64ccofeasedBf54595311065fF 2b30da elnternet 0% T
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| Alestra SmartBusiness eMail |

e) Cuando haya realizado la ultima operacion, la informaciéon que capturo se mostrara en la
informacion del usuario.

{= EAF 4 - Web Control Panel - Windows Internet Explorer

mi - |g, https://eontral.v-affice, com.msx/EAF Managelser, aspx7obj=84ccofeaasd8f 5459531 1085ff2b36da v | 1ad Certificate Error HZ\ [ |LWE Search
File Edt View Favortes Tools  Help
— - »
W dr I{eEAH—wa: Cantral Panel l 1 [l dm v b Page -+ 0k Todls v
= =
Searrchr Address —not present — |
Audit History
City —not present —
State/Province —not present —
User Account Access Zip Code —not present—
Delete User Count " "
Reset Password ountry netpresent=
Mail Forwarding Home Phone —not present —
Manage User Mailbox Work Phone —not present —
Manage Email Addresses Fax —not present —
Modify User Group Mobile —not present —
Change Organization Info Description Martha Salazar
Change Contact Info
Rename User
Locked Out No
Ora Info Title Especialista de Normatividad
Department Normatividad y Homologacidn
Employee Id 340329
Manager User Test
Group Membership Test
Admins@Demo
Allusers@Demo
Email Addresses msalazar@demo v-office. com.mx
|
< I | 3
Done & Internet H100% -
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1.8 Cambiar informacion para Contacto

a) Click “Users” del menu izquierdo, seccién Manage Organization
b) Click sobre el usuario al que se desea cambiar la informacién
¢) Click “Change Contact Info” de la seccién Tasks

{Z EAF 4 - Web Control Panel - Windows Internet Explorer

%1 - |g, https:jjcontrol.v-offics. com.mx/EAFfManagellser. aspxrobj=64ccafeaasdaf5459531 1065 2h3ada

v | corticate Error “‘__r ,Z| [ive search HEEl

Eile Edit Wew Favortes Tools  Help

w [ B EAF 4 - web Control Panel

- v | pags - (FTack -

-~

Logged In As: admin@demo.y-

S User Properties User Status Enabled

Role: CustomerAdmins

Change Password User Mailbox Status Enabled

My Account ; OMb (0%)

Log OF Mailbox Usage b J90ub

o Mail Forwarding Recipient Disabled
Hide Address MNo L

Organization Home Contact Info Display Name MSalazar

Users First Name Martha

Groups Middle Name —not present —

Contacts Last Name Salazar

Properties Initials - not present -

:z:i'l::islnly Address —not present —
City - not present — b
State/Province - not present -

User Account Access Zip Code ot present —

Dslete Usar Country —not present —

Reset Password

Mail Forwarding Home Phone - not present -

Manage User Mailbox ‘Work Phone —not present —

Manage Email Addresses Fax —not present —

Modify User Group Mobile - not present -

Change Organization Info Description Martha Salazar

Change Contact Info

Rename User ~|

m |3
& Internet | 100% -

d) Llenar los campos vy click en “Apply”
- Template: No aplica, se queda con el default

- Display Name

First Name
Middle Name
Last Name
Initials
Address

City
State/Province
Zip/Postal Code
Country

Home Phone
Work Phone
Fax

Martha L. Salazar Cavazos
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- Mobile Phone
- Description

G‘\ b ‘g https: ffcontral.v-office, com. mx/EAFChangeContackInfo, aspxFobj=64ccofeaaed8fS450531 1 065FF2b36da Vl@ Certificate Error ||ﬁ||5l |Live Search

File Edt View Favortes Took Help

W [aEAF‘l-WEh Control Panel liw [N & - bpage + (FTock v

office.com.mx Template:

Role: CustomerAdmins

Display Hame:

Change Password
Wy Account First Hame Martha
Middle Name L
Last Name Salazar
Initials MLSC
Address Direccidn temporal
oy
Groups State/Province Muevo Ledn
Contacts ZipiPostal Code 66450 i
Properties
b Country Mexico b
Search
Audit History Home Phone (81)87486100
Work Phone 4051
Moty Users Crot pa Mobile Phone

Change Org Info
Description Martha Salazar

Rename User

< il ]i.il
& Inkernet HA00% v
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e) Cuando haya realizado la ultima operacion, la informaciéon que capturo se mostrara en
informacion del usuario.

a

= EAF 4 - Web Control Panel - Windows Internet Explorer

o v https:/feontrol «v-offics. com, mx/EAF{Managsliser . aspxPobj=64ccofeansdai5459531 1065 2038da || Certticate Error | [ ##| [ | [1rve cearch Paiid
LS

Fie Edt Yiew Favortes Tools  Help

w @ I@EAFm\:\reb Contrel Panel ]_I B - i - [Crpage v K Todks

[ ]
-
Logged In As: admin@demox-
office.com.mx User P -
User Properties User Status Enabled
Role: CustomerAdmins
Change Password User Mailbox Status Enabled
My Account OMb (0%}
Mailbox Usage
Log O oMb 190Mb
Home Mail Forwarding Recipient Disahled
Hide Address No
Organization Home Contact Info Display Name MSalazar
Users First Hame Martha =
Groups Middle Name L
Contacts Last Name Salazar
LIoEEIES Initials MLSC
Sea_n:h_ Address Direccidn temporal
Audit History
City Sa Nicolas
StateiProvince Muevo Ledn
User Account Access 7ip Code 66450 L
Delete User Count 0
Resel Password ountry ’
Mail Forwarding Home Phone (81)87486100
Manage User Mailbox Work Phone (81)87486100
Manage Email Addresses Fax MNA
Modify User Group Mobile NA
Change Organization Info Description Martha Salazar
Change Contact info
Rename User
Locked Out Mo
>
I =]
Done & Internet #100%
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2 Reenvio de correos

Para configurar el reenvio de correos, es necesario que primero se agregue un contacto, una
vez que se tiene el contacto, se deben seguir estos pasos:

a) Click “Users” del menu izquierdo, seccién Manage Organization
b) Click sobre el usuario al que se desea configurar el reenvio de correos
c) Click “Mail Forwarding” de la seccién Tasks

F 4 - Web Control Panel - Windows Internet Explorer

mf - \g, https: ffcontrol, w-office .com. mxfEAF/Managellser, aspxrobj=64cc9feaas40fS45953 1 106SFF 2b36da

e | @ Certificate Error ||§ |E| ‘L\ve Search

fle Edit View Favorites Tools Help

w & I EERF 4 - Web Control Pane!

- = - [k page + & Tools -

-+ ]
Logged In As: admin@demo.y-
e User Properties User Status Enabled
Role: CustornerAdmins
Change Password User Mailbox Status Enabled
My Account . 0Wb (0%}
Log OFF Mailbox Usage b 190Mb
ome Mail Forwarding Recipient Disabled
Hide Address MNo
Organization Home Contact Info Display Hame WSalazar 7
Users First Name Martha
Groups Middle Name L
Contacts Last Hame Salazar
D Initials MLSC
:::i’tc:islnry Address Direccidn temporal
City SaMNicolas -
State/Province Nuevo Ledn
User Account Access Zip Code 66450
Delete User Country W
Reset Password
Mail Forwarding Home Phone (81)87488100
Manage User Mailbox Work Phone (81)87486100
Manage Email Addresses Fax MNA
Modify User Group Mobile NA
Change Organization Info Description Martha Salazar
Change Contact Info
Rename User =
T 1 nrkar Nart o hln I >‘_
Dane & Internet #H1o  v
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d) Seleccionar el contacto (previamente creado) al que se le desean reenviar los correos Yy click
“Update Forward”

- Al habilitar la opcion “Deliver messages to both the forwarding address and mailbox”, los
correos enviados al usuario llegaran tanto a él mismo, como al correo configurado en el
contacto que se selecciond para el reenvio, de lo contrario, solo le llegaran al contacto y
no al usuario al que realmente le estan enviando los correos.

- Para deshabilitar mail forwarding, se debera eliminar el contacto al que se esta
haciendo referencia.

ﬁl EAF 4 - Web Control Panel - Windows Internet Explorer ‘Z”E‘lzl
&9 - |g https: ficonkral v-office.com. mx/eaf iMaiForwarding. aspxrobj=64cc9f eaaedaf 5459531 1 065FF2b38da V‘ & 2| % |Live Search | P~
Eile Edit Wew Favorites Tools Help

w [@EAF4-Web Control Panel Iil i - o - [ eage ~ i Tooks - o

A~

alestra™

7
Logmain . mimnginm | L L

office.com.mx

Role: CustomerAdmins Contact to be Forward To. | mforward@demo v-office com_mx V‘

Change Password
My Account
Log Off

O peliver messages to both the forwarding address and mailbox

Update Forward

Home

Organization Home

Users

Groups
Contacts
Properties
Search

Audit History

[£3

< £

MailForwarding, aspx?ohi=64ccofeaas485459531 1065 F2b3sda & Internst H100% -
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3 Contactos

3.1 Agregar contacto

a) Click “Contacts” del menu izquierdo, seccion Manage Organization

Logged In As: admin@demo.v-
office.com.mx

Role: CustomerAdmins
Change Password

My Account

Log Off

Home

Organization Home

Users
Groups
Contacts
Properties
Search
Audit History

Usage Summary

Manage Contact Templates
Manage Sharepoint Sites
New User

New Contact
New Group

Martha L. Salazar Cavazos Alestra -Propietaria (Uso Publico) Normatividad y Homologacion
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b) Click “Create Contact” de la seccion Tasks

__KT EAF 4 - Web Control Panel - Windows Internet Explorer |-_HE”§|

GE; |2 hitpsiffcontrol.v-office. com.mx/EAF ManageOrgContact aspx7obj=aBtbdbs005acdaatercriads0s5101 | certificate Error ||§| |z| [cve Search HEE|

Eile Edit Wiew Faworikes Tools  Help

W [EEAF4-WE|] Control Panel l_l - &= - [ChPage v {FToos -
)

alestra™

Logged In As: admin@demox-
office.com.mx

Description

Role: CustomerAdmins
Change Password

My Account

Log Off

Home

Organization Home

Users
Groups
Contacts
Properties
Search
Audit History

Delete Contact
Create Contact

E] il ]l‘:l
& Internet 00w v -
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c) Llenar los detalles del nuevo contacto y click “Apply”

- Contact Name: En este campo no se puede utilizar el nombre de algin usuario
existente.

- First Name

- Last Name

- Display Name

- Email Address: A esta direccién se reenviardn los mensajes si se configura la
seccion de “Mail forwarding”

{= EAF 4 - Web Control Panel - Windows Internet Explorer, |Z”EHX|
Gﬁg; - |g, https://control. v-office. com. mx/EAFjnewcontact aspx7obj=ag6bdbS060S ach4aa46fc7Fads0S5101 v | 15 Certificats Error | f! ?' ‘lea Search HEEl
Elle Edit ‘View Favorites Tools Help

w dﬁ—'@EAH-Weh Cantrol Panel l_l f - B & - [reage - @FTook -

~

alestra™
e B et

Logged In As: adming@demow-
office.com.mx

Role: CustomerAdmins
My Account =
Log Off Contact Name: |mfnrward ‘@ | demo v-office com mx V‘
Users Email Address: | mlsalazar@att.net. mx
Groups
Appl
Contacts ml
Properties

Search
Audit History

Create Contact

] i e
Done & ntermet H oo v
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3.2 Eliminar Contacto

| Alestra SmartBusiness eMail |

a) Click “Contacts” del menu izquierdo, seccion Manage Organization
b) Click “Delete Contact” de la seccién Tasks

Logged In As: admin@@demo.y-

office.com.mx
Raole: CustomerAdmins
Change Password
My Account
Log Off
Home

Organization Home

Users
Groups
Contacts
Properties
Search

Audit History

LUsage Summary

Manage Contact Templates
Manage Sharepoint Sites
New User

New Contact
New Group

Logged In As: adming@demo.y-
office.com.mx

Role: CustomerAdmins
Change Password

My Accoumt

Log Off

Home

Organization Home

Users
Groups
Contacts
Properties
Search
Audit History

Delete Contact
Create Contact
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c) Seleccionar el(los) contacto(s) que se desea(n) eliminar y click “Delete Contacts”

Nota: Al eliminar el contacto, si éste estaba siendo utilizado para mail forwarding,
automaticamente deja de existir esta configuracién y ya no se reenviaran los correos.

{Z EAF 4 - Web Control Panel - Windows Internet Explorer,

EEx

vl % 2% |LweSearch ‘}J -

@_\g; - ‘E, https:ffcontral.v-office. com. mx/EAF [DeleteContact. aspx7obj=a8tbdbS0605achd aa46fc TFads0S5101

Fle Edit Wiew Favorites Tools Help

W [@EAFtﬁWehCmtmlPanal ] }

3~ B - o - [Ebpage - £ Tooks - =

A

alestra™

.
Logoni e simngiene | Y

office.com.mx Selectthe contacts you would like to delete:
Role: CustomerAdmins

miorward@demao.v-office.com.mx
Change Password

My Account Delete Contacts

Log Off

Home

Organization Home

Users
Groups
Contacts
Properties
Search
Audit History

Ruild- 4 & 2290 27a9A7 L
< M

5
DeleteContact aspx?obj=adfbdb50605acb4as46fc?Fade055101 OIntemet H100% v
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d) Sila operacion fue exitosa, aparecera el siguiente mensaje de confirmacion:

K'-' EAF 4 - Web Control Panel - Windows Internet Explorer

%r - \g, hitps:ffcontral.v-office. com.mx/EAF /DeleteContact. aspxrobj=agsbdbS0e05ach4aa4ef c7Fads0s5101 Vl %‘E“zl |Lwe Search “}J =

Fle Edt Yiew Fovortes Tooks Help

w e [@EAF‘?—WEh Control Pane ]_} & & - [hPage + ETeols v+

alestra™

Logged In Ais: admin@demo.v- Contacts delsted successfully! ||
office.com.mx

Role: CustomerAdmins
My Account
Log Off Selectthe contacts you would like to delete:

Home Delete Contacts

Organization Home

Users
Groups
Contacts

Properties
Search
Audit History

o4 mon 200 ]i‘:w
Done € Internet 100 v
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3.3 Renombrar Contacto

a) Click “Contacts” del menu izquierdo, seccion Manage Organization

{2 EAF 4 - Web Control PaneL - Windows Internet Explorer [@EE

%v\ﬁ,w ritrol.u-cffice.com

ManageOngCantact psasteferFadsossing v @ ][4 [x] [uve searh |[2]-]
2 File Edt Wiew Favories Tools Help
Logged In As: ﬂdmll’l@demuﬂf— W dr [EEAH—Wethntmlpane\ ]7| - @ - e - ek - 7
office.com.mx

Role: CustomerAdmins

Change Password
Ny Account

Log Off

Home

alestra™

LoggedIn As: admin@demox-
office.com.mx.
Role: CustomerAdmins
Change Password

mforveard @dermo.v-ofice.corm.my

Email Description

L]

My Account =
I 7 Log O
Organization Home
Home
Users 7
Organization Home
Eruups Users
Groups
Contacts Sl
H Properties
Properties kel
Rudit History
Search
Audit Hlstﬂw Delete Contact
Create Contact
L ]
‘7‘ il 1 l\
https:fcontrol, v-office, com.mx eafiManageContact aspx?obj=7da7520e5d41 b&4fb3459c39b3ebasce & Tnternet H 100%
Usage Summary

Manage Contact Templates

Manage Sharepoint Sites

New User
MNew Contact
New Group
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b) Click sobre el contacto al que se desea renombrar

{Z EAF 4 - Web Control Panel - Windows Internet Explorer,

%1 i8] httpstf{control.v-office.com.mx/EAFManageContact. aspx7obj=7da75205d4 1b84b3453c39b 36686 v %\Z\\;l [cve search [[2]-]

Elle Edit View Favorites Tools Help

w o [9EAF4-Weh Control Pansl 17} - = - b Page » (0 Tooks - o

- |}
|

e

office.com.mx

Role: CustomerAdmins User Principal Hame: nmﬁtlc;:v:nrfn@r::mu v

Change Password

My Account First Name: Martha

Log Off Last Hame: Forwarding |

Home Display Name: forward 7

Email Address: galvarez@demo v-office.com.mx
Hide Contact from N

Organization Home Address List: o

Users

Groups

Contacts

Properties

Search

Audit History

Rename Contact

Modify Contact |

Delete Contact

)
< i} | ]
Done € Internet FI00% v
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c) Ingresar el nuevo nombre del contacto y click “Apply”

= EAF 4 - Web Control Panel - Windows Internet Explorer,

GE;; ~ | i) httpsiifcontrol.v-cffice com.mx/EAFjRenameContact. aspx v %|§”Z‘ [Live Search [[2]-]
Eile Edit Wiew Favorites Tools  Help
w e [gEAF%Wab Contral Panel lil M- = - [reage - GhTes -

alestra™

7

Hitics fufi it Contact Name | [EHEWENEE
Role: CustomerAdmins
Apply

Change Password
My Account

Log Off

Home

Organization Home

Users
Groups
Contacts
Properties
Search

Audit History

< il ll.w
& Internet # 100%
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3.4 Modificar Contacto

a) Click “Contacts” del menu izquierdo, seccion Manage Organization
b) Click sobre el contacto al que se desea modificar

Logged In As: admin@demon-
office.com.mx

Role: CustomerAdmins
Change Password

My Account

Log Off

Home

Organization Home

Users
Groups
Contacts
Properties
Search

Audit History

Usage Summary

Manage Contact Templates
Manage Sharepoint Sites
New User

New Contact
Mew Group

{Z EAF 4 - Web Control Panel - Windows Internet Explorer

EEX

G@' | & hitps:ffcantral.v-offi

m. maxfeaf ManageOraContact.

][] [x] [ovesercn |(2]-]

Fie Edt Yew Favortes Tools  Hel

P

* & [gEAF4—WehCnntmlPane\

- o v rpage v (FTodk -

alestra*

Logged In As: admin@demov-
office.com.mx

Role: CustomerAdmins
Change Password

My Account

Log O

Home

Organization Home

Users
Groups
Contacts
Properties
Search
Rudit History

Delete Contact
Create Contact

]

mforveard @demo. v-ofice.corm.mx

L]

Email Description

hitps: ffcontrol.w-office. com.mxeafiManageContact. aspx7obj=7da7520e5d4 1 ba4Fho459C30h36bBECe

& Internet | o -
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c) Click “Modify Contact” de la seccion Tasks

{Z EAF 4 - Web Control Panel - Windows Internet Explorer, |ﬁ‘

G_f:’ | [E] hitpsitcontrol v-office com. mxjeafMansge Conksct aspxfabj=Tds7520e5d4 bB4fba453c 33k 38basee S & [#2][%] [uive search (2]

Fle Edt View Favorites Took Help

W [@EAF‘t-WEh Control Panel 1_1 i - & - [hesos - ek - 7
~

alestra™

7
it

office.com.mx

miorward@demo.v-

Role: CustomerAdmins User Principal Name:

Change Password office com.mx =

My Account First Name: Martha

Log OFf Last Hame: Forwarding

Home Display Name: forward

Email Address: misalazar@att net mx
= Hide Contact from No

Organization Home Address List:

Users

Groups

Contacts

Properties

Search

Audit History

Rename Contact

Modify Contact

Delete Contact |
< 0 | i‘_
https: ffcontrol.v-office. com.mx/eaf MadifyContact, aspx o Internet 100 v
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d) Realizar el cambio necesario y click “Apply”

{= EAF 4 - Weh Control Panel - Windows Internet Explorer,
%, | [E] hitpsicantrol.v-office com. mxjeafModify Carkact. aspx S & [#2][%] [uive search

Fle Edit Wiew Favorites Tools Help

W [@EAF‘t-WEh Control Panel 1_1 [ & - [Chpage - € Tools v

alestra™

TSR SRl WGy Contact Curent Contect miowaro@emosaticscomme

office.com.mx First Hame Martha

Role: CustomerAdmins Last Name Forwarding

Change Password
My Account Display Hame |forward

Log Off AL ETEY LR s alazar@alestra.com

Home

Organization Home

Users
Groups
Contacts
Properties
Search
Audit History

Delete Contact
Rename Contact
New Contact

Iz

i ] &
€ Internet F100% -
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4 Grupos (Lista de distribucion)

4.1 Agregar grupo

a) Click “Groups” del menu izquierdo, seccién Manage Organization

b) Click “New Group” de la seccion Tasks

Logged In As: adming@demo.y-
office.com.mx

Role: CustomerAdmins
Change Password

My Account

Log Off

Home

Organization Home

Users
Groups
Contacts
Properties
Search
Audit History

Usage Summary

Manage Contact Templates

Manage Sharepoint Sites

MNew User
Mew Contact
Mew Group

Logged In As: adming@demo.x-
office.com.mx

Role: CustomerAdmins
Change Password

My Accoumnt

Log Off

Home

Organization Home

Users
Groups
Contacts
Properties
Search

Audit History

New Group
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c) Llenarlos campos vy click “Apply”
- Name: Nombre del grupo
- Display Name: Nombre con el que aparecera la lista en la libreta de direcciones
- Description:
- Managed By: Usuario que administrara el grupo.

Nota: Al eliminar el contacto, si éste estaba siendo utilizado para mail forwarding,
automéaticamente deja de existir esta configuracion y ya no se reenviaran los correos.

I

Name: |Gr|_|p|;]DemU |@ | demo.v-office com.mx +
Display Name: |Grupu Dema |

Description: |Grupn Demo |

Managed By: | msalarar@demo v-office_com_mx B3
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4.2 Habilitar Grupos

a) Click “Groups” del menu izquierdo, seccion Manage Organization

Logged In As: admin@demoy-
office.com.mx

Role: CustomerAdmins
Change Password

My Account

Log Off

Home

Organization Home

Users
Groups
Contacts
Properties
Search

Audit History

Usage Summary

Manage Contact Templates
Manage Sharepoint Sites
New User

New Contact
New Group

Name

Admins@Demo

Display Name

Description

alesgroupi@dema v-office.carm.mx

Ales

prueba

CERAdMINS@Demo

Grupo3@@demo.v-office.com.me

Grupo 3

Grupo3@demo.v-ofiice.com.me

Test Group

GrupoDemog@derno.v-office.com. mx

Grupo Demo

b) Seleccionar el grupo que se desea habilitar

Grupo Demo
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| Alestra SmartBusiness eMail |

c) Click “Mail Enable/Disable Group” de la seccion Tasks
d) Click “Mail Enable Group”
- Esta caracteristica creard un correo para la lista de distribucion y al ser enviado un
mensaje a éste, les llegara a los miembros que se agreguen al grupo

= EAF 4 - Web Control Panel - Windows Internet Explorer

e_@ [l nitpsificontrol.v-office.com.m/EAF MalEnableroup.aspx F[A][4][x] pesean 0[]
Lﬂgged ||'| ns. adminedemu A Elle Edit View Favorites Tools Help
office.com.mx w [EEF\FfO-WEb cantrol Panel 1_1 - & - [ eoge - 1o - "

Role: CustomerAdmins
Change Password

My Account

Log Off

Home

alestra™

)
B
Bince commK Click here to mail enable this group and allow users to send auto "Out of Office” from the aroup|
Role: CustomerAdmins

Click here to mail disable this group Mail Disable Group

Change Password
My Account

Log Off

Home

Organization Home

Users
Groups
Contacts
Properties
Search

Audit History

Organization Home

Users
Groups
Contacts
Properties
Search
Audit History

Delete Group
Mail EnableMisable Group ‘

= < i ]
Mﬂdlf!' GIDUP MalEnableGr oup, aspx & Internet 0w v
Manage Group Members
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| Alestra SmartBusiness eMail |

4.3 Deshabilitar grupos

a) Click “Groups” del menu izquierdo, seccion Manage Organization
b) Seleccionar el grupo que se desea deshabilitar

Logged In As: admin@demon-

office.com.mx

Role: CustomerAdmins
Change Password

Ny Accoumnt

Log OFf

Home

Organization Home

Users
Groups
Contacts
Properties
Search
Audit History

Usage Summary

Manage Contact Templates

Manage Sharepoint Sites

New User
New Contact
New Group

Name

Adminsi@Dema

Display Name

Email

Description

alesgroup@demo v-office.corm.mx

Ales

prueba

CERAdmins@Oemn

Grupo3@demo.y-office. com. mx

Grupo 3

Grupo3@demo y-oflice.com.mx

Test Group

GrupoDemog@demo.v-office. com. me

Grupo Demo

Grugo Dermo
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| Alestra SmartBusiness eMail |

c) Click “Mail Enable/Disable Group” de la seccién Tasks
d) Click “Mail Disable Group”

{Z EAF 4 - Web Control Panel - Windows Internet Explorer,

v | hrtps:jcontral v-office com. i /EAF MalEableGroup. aspx B[+ [x] [twe search o~
A TH %]

Lﬂﬂﬂed ||'| “5. ﬂdmiﬂ@demﬂv— Ele  Edit Yew Favortes Tools Help
office.com.mx W [gsnmrwm Control Panel ]7‘ & - & - ) roge - LFTock -

|

Role: CustomerAdmins
Change Password

My Account

Log Off

Home

alestra™

2|
=

Dilicecom.ne Click here to mail enable this group and allow users to send atto “Out of Office” from the group  Mail Enable Croup

Role: CustormerAdmins
B it Click here ta mail disable this group

My Account
Log Off
Home

Organization Home

Users
Groups
Contacts
Properties
Search

Audit History

Organization Home

Users

Groups
Contacts
Properties
Search
Audit History

Delete Group

Mail EnableDisable Group
Modify Group

Manage Group Members

] i} =]
Done & Intermet E 0% v
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| Alestra SmartBusiness eMail |

4.4 Eliminar grupo

a) Click “Groups” del menu izquierdo, seccién Manage Organization
b) Seleccionar el grupo que se desea eliminar

3 Name Display Name Email Description
Logged In As: admin@demo.y- e B
office.com.mx Admins@Oemao

Role: CustomerAdmins alesgroup@demo w-office.com.mx Ales prugha
Change Password CSRAIMINsE@Demo
My Account

Grupod@dermo.y-offic e corm.mx Grupo 3 Grupo3@dernao v-ofice.com.m Test Group
Log Off

GrupoDernd@derro.y-office. corm. Grupao Derma Grupo Derma

Home
Organization Home

Users

Groups
Contacts
Properties
Search
Audit History

Usage Summary

Manage Contact Templates
Manage Sharepoint Sites
New User

New Contact
New Group
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| Alestra SmartBusiness eMail

c) Click “Mail Enable/Disable Group” de la seccién Tasks
d) Click “Confirm Delete” para eliminar el grupo

Logged In As: adming@demon-

office.com.mx
Role: CustomerAdmins
Change Password
My Account
Log Off
Home

Organization Home

Users
Groups
Contacts
Properties
Search

Audit History

Delete Group

Mail EnableDisable Group
Modify Group

Manage Group Members

Confirm Delete

]
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| Alestra SmartBusiness eMail |

4.5 Modificar grupo

a) Click “Groups” del menu izquierdo, secciéon Manage Organization
b) Seleccionar el grupo que se desea modificar

3 Name Display Name Email Description
Logged In As: admin@demo.y- e B
office.com.mx Admins@Oemao

Role: CustomerAdmins alesgroup@demo w-office.com.mx Ales prugha
Change Password CSRAIMINsE@Demo
My Account

Grupod@dermo.y-offic e corm.mx Grupo 3 Grupo3@dernao v-ofice.com.m Test Group
Log Off

GrupoDernd@derro.y-office. corm. Grupao Derma Grupo Derma

Home
Organization Home

Users

Groups
Contacts
Properties
Search
Audit History

Usage Summary

Manage Contact Templates
Manage Sharepoint Sites
New User

New Contact
New Group
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| Alestra SmartBusiness eMail |

c) Click “Modify Group” de la seccion Tasks
d) Hacer los cambios en los campos que se necesiten y click “Apply”

Logged In As: admin@@demo.w-

office.com.mx

Role: CustomerAdmins
Change Password

My Account

Log Off

Home

Organization Home

Users
Groups
Contacts
Properties
Search
Audit History

Delete Group

Mail Enable/Disable Group
Modify Group

Manage Group Members

(= EAF 4 - Web Control Panel - Windows Internet Explorer

G@ [ hitpsifjcontrol.v-offce.com.muEAFiMdyGroup.aspx

Ele Edt iew Favorites Toois Hep

w [eEAFLWeb Control Parel

[ & ][4][] [ s |28

o - g - [ihpage » (FTacs ~

Logged in As: admin@demoy:

office.com.mx Group Name:

GrupoDemo @] demov-office.com.mx v

Role: CustomerAdmins

Change Password Display Hame Lista de Distribucion|
LogOff

o Managed By: msalazar@demo v-ofiice com mx
Home

Organization Home Message Restrictions

Users ® From Everyone:
Groupy O onlyfrom:

Contacts

e— O From Everyone Except

R Available Assigned

Audit History [Admin@dema v-ofice com mx |
Admins@Demo

alesgroup@demo v-office com

antonio@demo v-office com m

CERAdmins@Dema 3
galvarez@demo v-office comn| |[___Add |
Grupo3@demo.v-ofice.com m Remove

GrupoPerfTest@demo v-office. —
igamica@dema v-office. com
mestest@demo v-office com.n L
misalazar@demo v-ofiice com

-office. com. |
Apply

& Intermet 100k v
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| Alestra SmartBusiness eMail |

4.6 Agregar usuarios al grupo

a) Click “Groups” del menu izquierdo, secciéon Manage Organization
b) Seleccionar el grupo que se desea administrar

3 Name Display Name Email Description
Logged In As: admin@demo.y- e B
office.com.mx Admins@Oemao

Role: CustomerAdmins alesgroup@demo w-office.com.mx Ales prugha
Change Password CSRAIMINsE@Demo
My Account

Grupod@dermo.y-offic e corm.mx Grupo 3 Grupo3@dernao v-ofice.com.m Test Group
Log Off

GrupoDernd@derro.y-office. corm. Grupao Derma Grupo Derma

Home
Organization Home

Users

Groups
Contacts
Properties
Search
Audit History

Usage Summary

Manage Contact Templates
Manage Sharepoint Sites
New User

New Contact
New Group
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| Alestra SmartBusiness eMail |

c) Click “Manage Grupo Members” de la seccion Tasks
d) Seleccionar el usuario que se desea agregar y click “Add Member”

Logged In As: admin@demoy-
office.com.mx

Role: CustomerAdmins
Change Password

My Account

Log Off

Home

Organization Home

Users
Groups
Contacts
Properties
Search

Audit History

Delete Group

Mail Enable/Disable Group
Modify Group

Manage Group Members
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| Alestra SmartBusiness eMail |

4.7 Eliminar usuarios del grupo

a) Click “Groups” del menu izquierdo, secciéon Manage Organization
b) Seleccionar el grupo que se desea administrar

3 Name Display Name Email Description
Logged In As: admin@demo.y- e B
office.com.mx Admins@Oemao

Role: CustomerAdmins alesgroup@demo w-office.com.mx Ales prugha
Change Password CSRAIMINsE@Demo
My Account

Grupod@dermo.y-offic e corm.mx Grupo 3 Grupo3@dernao v-ofice.com.m Test Group
Log Off

GrupoDernd@derro.y-office. corm. Grupao Derma Grupo Derma

Home
Organization Home

Users

Groups
Contacts
Properties
Search
Audit History

Usage Summary

Manage Contact Templates
Manage Sharepoint Sites
New User

New Contact
New Group
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| Alestra SmartBusiness eMail

c) Click “Manage Grupo Members” de la seccion Tasks

d) Seleccionar el usuario que se desea eliminar y click “Remove”

Logged In As: admin@demo.xy-

office.com.mx
Role: CustomerAdmins
Change Password
My Account
Log Off
Home

Organization Home

Users
Groups
Contacts
Properties
Search

Audit History

Delete Group

Mail Enable/Disable Group
Modify Group

Manage Group Members

galvarez@demo.v-office.com.msx

|Admin@demn.u-nfﬁce.cnm.mx

4

Add Member |

]
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