
Document Version: 1.0 .1  Created:28 -Feb-2008  

 

Managing Your Account 

with the Control Panel   



P a g e  | 2  

 

    Sales & Support Contacts 

Tel: 01282 425111 

Fax: 01282 425444 

 helpdesk@yourofficeanywhere.co.uk 

sales@yourofficeanywhere.co.uk 

 www.yourofficeanywhere.co.uk 

 

 

Table of Contents  
Using the Control Panel to manage your account:  ................................ ..........  3 

Logging into the control panel  ................................ ................................ ...  4 

Add a new domain  ................................ ................................ ...................  9 

Users  ................................ ................................ ................................ .....  9 

Creating New Accounts/Mailboxes  ................................ ...........................  12  

New Account ï No Mailbox  ................................ ................................ ...  12  

Create New User ï With Mailbox  ................................ ...........................  14  

New Mailbox ï Existing Account  ................................ ...........................  15  

Create New Contacts  ................................ ................................ ..........  15  

Create New Distribution List  ................................ ................................ . 16  

 

Figure 1 -  Logging into the control panel  ................................ .......................  4 

Figure 2 -  Account Home Page  ................................ ................................ .....  5 

Figure 3 -  Account Hosting Space  ................................ ................................ . 6 

Figure 4 -  Organisations ................................ ................................ ..............  7 

Figure  5 -  Organisation Detail  ................................ ................................ ......  8 

Figure 6 -  Organisation Users  ................................ ................................ ....  10  

Figure 7 -  Edit User Details  ................................ ................................ ........  11  

Figure 8 -  Create New User Account  ................................ ...........................  12  

Figure 9 -  New User Account  ................................ ................................ .....  13  

Figure 10 -  Create new account with mailbox  ................................ ..............  14  

Figure 11 -  New Mailbox from Existing User  ................................ .................  15  

Figure 12 -  Create New Distribution List  ................................ ......................  16  

Figure 13 -  Add people to distribtion list  ................................ ......................  17  

Figure 14 -  Make distribution list available to outside world  ...........................  18  

 

  



P a g e  | 3  

 

    Sales & Support Contacts 

Tel: 01282 425111 

Fax: 01282 425444 

 helpdesk@yourofficeanywhere.co.uk 

sales@yourofficeanywhere.co.uk 

 www.yourofficeanywhere.co.uk 

 

 

Using the Control Panel to manage  your account:  

The YOA control panel allows you, the reseller or the primary contact for your 

company to manage your users/customers from a single easy to use interface. 

In the first part of this document you will unde rstand how to:  

1. Log into the control panel  

2. Modify existing user accounts (passwords, account details) 

3. Create new accounts 

4. Assign a new domain name to an organisation 
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Logging into the control panel  

1.  Open internet explorer and enter the URL to the control panel. This can be 

found on the email containing your account details 

(http://myoffice.yourofficeanywhere.co.uk/  )  

2.  At the following screen enter your username and password. Do not use 

your Outlook username and password.  

 

Figure 1  -  Logging into the control panel  

3.  After you have signed in you will be presented with the following screen. 

It is from this screen that you manage all details relating to your account.  

http://myoffice.yourofficeanywhere.co.uk/
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Figure 2  -  Account Home Page  

If you wish to modify your Control Panel login details you can click the edit 

details or change password link on the right hand side of the page.  

To change mailbox, SharePoint  and user account setting s click the User Space 

allocated to you ( YOA Test Mailbox Plan ) in this instance.  
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Figure 3  -  Account Hosting Space  

From this page you can view details of your disk and bandwidth allocation. You 

will also see the number of alloc at ed domains that you are using.   

Click Hosted Organisation s  to view the Organisation s you are responsible for. 

As a reseller you will have lots of organisation s but as an  Exchange/SharePoint 

customer you should only see one.  


