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How to use Cognisant Hosting Webmail 
 

Open your Browser 

Type in Webmail URL 

 

Enter your Username (your email address) 

Enter your Password (Select Save Password if your browser gives you the option and you are the only user of this device) 

Press “Log In” 

 

Your incoming mail will be displayed automatically. Any mail that has not been read or collected by your email 

application is shown as “Unread”. 

 

Click on “Setting”. Remember these are the settings of your Webmail and do not effect your email applications such as 

Outlook or Apple Mail.  

 

Account Name: 

 

Quota: This is the amount of Storage you have used from your allocated memory on the mail server. 

 

Real Name: This is the name that is shown when you send an email. You can edit this. 

 

Reply to: This is the email address used when the recipients click “Reply”. You can select another email from 

your domain to be used. 

 

Thread Support: 

 

If “Off” all your emails are displayed regardless of their age. 

If “On” only emails with that meet the age criteria will be shown, e.g. if you select 6-months then only emails 

that are 6 months or less are shown. Older emails are not deleted but they simply are not displayed. If you want 

to see older emails simply turn the Thread Support to “Off” 

 

If “Save sent emails to current folder” is set to “On” your sent emails are kept as part of your incoming email 

thread. We do not recommend you use this. 

 

 

Display Email Images: Set to OFF if you do not want images to be displayed whilst using Webmail 

Automatic Draft Save: Set to ON (Recommended) 

Notifications: Set to ON (Recommended), Audio (Optional), Favicon (Optional) 

Delete Trash on Logout: Set to ON (Recommended) 

Default View: Select “2 Panels” (Recommended) 

Enable message preview: Displays the first few characters of the message when you hover over an email. 

Interface Language: Selects the language for Webmail interface 

Date display: Select from 3 options of “Time since Delivery”, “DD/MM/YY” (Recommended for non-USA Users), 

MM/DD/YY (Recommended for USA users) 

Messages per page: Select as per your preference 

Timezone: Select your Time-Zone 

Signature: This is your Auto-Signature for when you are using Webmail only. You can set colour, font, etc. as well as use 

multi-language. 

 


