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Step one

Open your preferred browser and put in the following 
address: 

https://hp315.hostpapa.com:2096/

Step 2

Enter your email address and password. The default 
password for your email account is Panel#72. We strongly 
recommend changing it after your first login

Step 3

Choose either the Roundcube or Horde interface. You can change this setting at any 
time so feel free to experiment.

Step 4

You have several options. We’ll use Roundcube as an example to explain each option 
but Horde is very similar in functionality. 
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Getting to know your inbox.

1. Compose – click on this option to create any new  
mail.

2. Mail – Here you will find your inbox, drafts, sent mail, 
junk, trash and archived emails.

3. Contacts – every inbox comes pre-loaded with 
all Table Officer, DCM’s and Committee Chairs listed as 
contacts. You can access this list when composing an email 
by clicking on the group icon at the far right of the TO line. 
From here you can send mail individually, by group or all. 

4. Calendar – You have the ability to create your own 
calendar and then sync it with any Calendar app that 
supports the iCal format. To do this simply click on the 3 
dots next to the heading Calendar in the top right corner. 
Then click on Show Calendar URL and copy the address. 
Paste the link when adding a new Calendar to your 
preferred Calendar viewer.

5. Settings – Unless you are experienced with C-Panel 
email we strongly recommend you avoid changing any of 
the default preferences. If you are having specific issues 
please contact the Area Web Servant.  

6. Webmail Home – This takes you to the landing 
page where you first logged in. You can use this to switch 
between Horde and Roundcube.

7. Logout – For security reasons you should always 
logout after any session.  
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Step 1

Click on the Autoresponder icon on the landing page

Step 2

One the configuration page click on Add Autoresponder

1. Manage Inbox Behavior

You can also alter the behavior of how your inbox directs or manages incoming mail. 
To do this you’ll need to navigate to the landing page. Here you will be given three 
options. 

1.1 Autoresponders

This is a tool you can use to create an automatic response when you are unavailable to 
respond for a significant amount of time. Here’s how to set one up:

Step 3

In the From line, insert the email address that the autoresponder is responding for 
example, if dcm.d77@area78.org is creating an autoresponder, then in the From line 
they will put dcm.d77@area78.org because that is what will be shown in the inbox of 
the person receiving the responder.

This is the same for the Subject line. Again using dcm.d77@area78.org as an example, 
the subject line could state “DCM D 77 is away from March – August”. 
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1.1 Autoresponders

Body is the message you would like to send with the Autoresponse. 

You can use the following tags to make the body more personal towards the person 
sending the email. The tags will capture their subject, who it is, what address it came 
from. So if Bill W sent an email from billw@aa.org with the subject line “Meetings” and 
you use tags in the Body - “Hello %from%! So sorry I couldn’t respond to your inquiry on 
%subject%. I will respond immediately to your address at %email% when I return” 

The Autoresponder will send the following message in the body:

Hello Bill W! So sorry I couldn’t respond to your inquiry on Meetings. I will respond 
immediately to your address at billw@aa.org when I return

1.2 Filters

You can set your inbox to reject certain words, 
phrases, senders etc. 

Step 1

On the landing page click on the Filters icons.

Step 2

Click Create New Filter

Step 4

Click on Create and your done!
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Step 3

Create rules for the filter. You can create several criteria for 
a single rule. For example, if you want all incoming emails 
intercepted with the word Opportunity in the Subject 
line and “Sales” in the From line, then click on the first 
drop down box and select “Subject” then on the second 
drop down select “Contains” and then type Opportunity 
underneath. 

Before you preceded make sure you click on “and” to 
the far right. This means the email must contain both 
conditions for the filter to be applied. Use “or” if it only 
needs to meet one. 

To add the second criteria click the plus sign next to the 
And/Or dropdown.  

Repeat the first steps if adding a second, third, forth etc 
condition

Step 1

On the landing page click on the Forwarders icons

Step 2

Click on Add Forwarder

1.3 Forwarders  

This option enables you to push incoming mail to another email address. *ANNONYMITY 
WARNING* If you reply to an email using the forwarded address the recipient will receive 
the mail through that forwarded address. 

1.2 Filters
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1.3 Forwarders

Step 3

Add email you would like have messages forwarded too under the Destination heading. 

Click Add Forwarder. Done

**Emails get copied to the forwarded address, so any incoming mail still goes to the 
area78.org mailbox and occupies disk space
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Step 1

Go to the landing page and click Password and 
Security.

Step 2

Enter the password you want. Retype to confirm.

Step 3

Click Save. 

Your new password will take effect immediately so remember to write it down because 
you will need it for the next time you login.

*If you have configured Outlook or the mail client on your phone to sync with your 
inbox then you’ll have to change the password on them as well. 

2.0 Settings

This section primarily deals with security and set up configurations.

2.1 Configuring Calendar and Contact List 

Configuring Calendar and Contacts List

This section is used as a reference for those who want to synchronize their calendar and 
contact list to a specific Calendar or Contacts client. 
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2.3 Contact Information 

Here you can add a seconday email to receive notifications 
from the system in case there is an issue with the server. 

This is not the same as forwarding. 

Adding a second email allows the system to send 
important notifications to you when you cannot access 
your inbox. This is important if you forgot your password. 

*WE STRONGLY RECOMMEND you add a second email.* 

2.4 Account Preferences 

This setting is used to configure the behavior of “Plus 
Addressing”.  This is only important if you are using your 
email to sign up for online features at other website; 
newsletters, web page access etc. 

*WE STRONGLY RECOMMEND you DO NOT use your email 
for sign ups* 
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*WE HIGHLY RECOMMEND* you chose IMAP and SSL/TLS 
protocols. With POP3 once you delete the email from your 
device, the email is deleted everywhere, whereas with 
IMAP it is only deleted from that device. 

You can have these setting emailed to you as well by 
inserting your email into the Email Instructions at the 
bottom of the page. 

Enter the password you want. Retype to confirm.

Step 3

Click Save.  

3.0 Spam Guards

You can adjust how sensitive you would like your inbox is to the amount of possible spam 
that is permitted. 

The spam filter uses an algorithm that scores each incoming mail according to how much 
of a threat it believes the mail to be. The lower the numbered score, the more intense the 
filter, the higher the score the lesser it is. 

4.0 Security and Configuration

4.1 Configuring Mail Client

This section displays the server settings so you can configure your email to other mail 
clients such as; Outlook, iphone, Android etc. Click on the appropriate client and it will 
direct you to further instructions.

On most devices you will have to chose the “Manually Configure” option and insert the 
settings yourself. 



Your new password will take effect immediately so remember to write it down because 
you will need it for the next time you login.

*If you have configured Outlook or the mail client on your phone to sync with your inbox 
then you’ll have to change the password on them as well.
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4.2 Manage Disk Useage 

If you want to keep your inbox tidy you can do bulk 
editing to some inboxes. Most space gets occupied from 
unattended Trash, Sent and Spam folders. 

Step 1

On the landing page click on the Manage Disk Usage

Step 2

Set the rule for each inbox by clicking the dropdown menu 
with the “Manage” heading. You can only change rules for 
the inboxes with the green “Manage” heading to their right

Step 3

Click on the dropdown menu to the left after clicking 
the green Manage heading. Then choose what criteria of 
emails you wish to delete ie. Older than a year, 30 MB in 
size etc then click Delete Permanently. 

*WARNING* These actions cannot be undone

4.3 Search Index

Sometimes when inboxes get full the search index stops working accurately within the 
inbox. If that does happen, you can use this option to Reindex all your emails so that 
can be realigned with any search quarry. If the volume of emails is kept low then this 
should not be needed.
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1. Go to https://www.teamviewer.com/en-us/download/
windows/ 

By default the page is set to Windows. If you have another 
operating system please choose that system with the 
options available on the top of the page. 

This tutorial with concern itself with Windows since it is the 
most common, but the process will be the same for each 
operating system. 

2. If using Windows click on “Download 64-bit Version”

3. Save the file to a chosen location on your computer

4. Once it’s done downloading, go to the saved file location 
and click on the file and chose Run

5. Make sure the Default installation is checked then click 
Accept-Next

6. Check the accept EULA and the DPA and then hit 
continue

5.0 Help

If you need assistance with any configuration issues on your desktop or laptop, please 
download the following software before contacting the webmaster.

 5.1 Download and Install Teamviewer

This software allows the webmaster to gain access to your computer and troubleshoot/
solve any issues you may have. Follow the steps below in order to download and install 
the software.
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5.1 Download and Install Teamviewer 

7. The program will open automatically after the 
installation process is complete. Once this happens you will 
be able to see Your ID and Password. These are what the 
webmaster will need in order to access your computer. 

8. Email the Webmaster (webservant@area78.org) with 
your issue, Your ID and Password and phone number. They 
will get back to you within a day and arrange for a session. 
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