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A) Set up a new email account 

1. Log in to your website 

2. Click on the Email tab 

 
3. Click on the Setup Mailboxes below that 

 
4. Click Add Mailbox 

 

  



 

5. Enter the email address name and password. If you want your email to be forwarded check 

the box and enter the email address you want the email forwarded to (you will not be able 

to directly respond to emails from this email address from the forwarded email box). Click 

Save. 

 

 

 

B) How to edit or update an email account as an admin 

1. While in the Setup Mailboxes section click Properties on the email address you would like to 

edit or update 

 

  



2. Update the password be removing what is already in the field and typing in a new password. 

Update the forwarding email address in the field, or turn off forwarding by unselecting the 

box. Then click Save. 

 

  



C) Logging in and using webmail 

1. Click the Email tab then Webmail under that, and click the Open Webmail button OR go 

directly to https://webmail.emailsrvr.com. 

 
 

OR 

 

 

https://webmail.emailsrvr.com/


2. Upon first log-in you will see this pop-up. You can register your phone number now by 

typing it in and clicking Save or skip it by clicking Skip for Now. If you skip you will continue 

to get the pop after logging in. 

 
3. You will now be directed to your inbox. From here you can compose new email, read emails, 

reply/forward emails, delete emails, or move them into a new folder.  

 



4. If you click on Contacts you will be able to add a new contact, creates a contact group, or 

import a list of contacts from a .csv file. 

 
5. You also have the option to use a built in Calendar, Task manager, and Note collector. 

 

  



6. To access Settings and online Support click the 3 parallel lines to the right of your email address 

in the upper right hand corner of the window. 

 



7. From the setting menu you can adjust many options including setting up auto reply, adding 

a signature, and updating your password. 

 

  



8. If you choose Support from the options menu you will be directed to the support site and 

asked to log-in again. 

 

  



9. From the Support page you can search about questions you may have. You can also get 

instructions on how to set up your email with 3rd part clients such as Outlook, Android, 

iPhone, and more. 

 


