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1 Usuario s

1.1

Agregar Usuario

a) Click AUserso del men% i zquierdo, secci - -n
b) Cl i ¢ k 0 Ndeva sdddda Tadks
¢) 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

]

User.asp:

IbS060Sach4aadefc7Fads0S5 101

S8 ) ) o5 ]

Gg; - | €] nttpssficontrol.v-office.com.

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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e) Para verificar si el usuario ha sido dado de alta adecuadamente, seleccione el menu
AfUserso en donde

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

S e

mostrar§ |

User

Admin@@demo yv-office corm.mx

Display Name

Admin

a

i sta de USU:

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
a) Click

Logged In As: admingdemo.v-

office.com.mx
Role: 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

| Alestra SmartBusiness eMail |

Eliminar Usuario

del me n %

AfUser so

User Display Name

P«dmm@demnv—nmce O Admin

izqui er do,

secci -n Man

Description

admmin@dermo.y-ofice.corm.rmx

apatino@dem o.y-ofic e, COr.mx Antanio Patifio

apatino@demo v-office.com.rmx

Antonio Patifio

Qalvarezipdemoy-ofice, COMLT Guillermo Alvarez

galvarezgdemo y-office,com. msx

Guillermo Alvarez

b) Click sobre el usuario que se desea eliminar

garnica@demo.y-office.comm.rmy igarmica igarnica
mealazardderna v office.com.mx WSalazar mealazarg@e o ofice. com.mx hartha Salazar
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c) Cl i Delete B s ededa seccion Tasks

" EAF 4 - Web Control Panel

dows Internet Explorer

9B )| x) [ B

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

Fle Edt view Favorites Tools Help

w [ EERF 4 - Web Control Panel

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

Logged In As: admin@demo.v-

office.com.mx

User Properties

Role: CustomerAdmins User Sla.lus Enanled
Change Password User Mailbox Status Enabled
My Account THb (1%)

Mailbox Usage

oo | 190Mb
Mail Forwarding Recipient Disabled
Hide Address Mo
Contact Info Display Name Salazar

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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d Click AConfirm Deletebo

£ 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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1.3
a) Click

Logged In As: admingdemo.v-

office.com.mx
Role: 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

| Alestra SmartBusiness eMail |

Bloqueo y desbloqueo de Usuarios

AfUser so

User

del

me n Y

Display Name

izqui er do,

secci -n Man

Description

Adming@dema yv-office com. mi Adrmin adming@demo.y-office.cam.mx
apatino@derroy-ofice. corm.rmx Antonio Patifio apatino@derno y-ofice. corm.r Antonio Patifio

Qalvarezipdemoy-ofice, COMLT

Guillermo Alvarez

galvarezgdemo y-office,com. msx

Guillermo Alvarez

garnicagderno.y-office. com.m

igarmica

igarnica

msalazan@dermmo - ofice.com.my

MSalazar

mealazarg@e o ofice. com.mx

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

hartha Salazar
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c) CI i Wskr Adcount Accessode 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

i Il
0 | @ meemet # 100%

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

- 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
deber 8 dar <click al bdaihbaded iddsel demper asrey
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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- 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 contrasefna

a) Cli ck

fUser so

del me n Y

izqui erdo,

b) Click sobre el usuario al que se desea restaurar la contrasefia
c) Cl i Reket gasswordode la seccion Tasks

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

secci

[ECNE]

%ﬂ - |g https: ficontral.v-office.com.mx /EAF/ManageUser, aspxPobj=f4ccIfeaaed6f5459531 1065 F2b3Gda

V‘ %‘EHZ‘ |LiveSearch ||EE‘

Elle  Edt ‘ew Favortes Toals Help

W Ifé EAF 4 - Weh Control Panel

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

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 - [k Page + ) Tools + o

»l

User Properties User Status Enabled

User Mailbox Status Enabled

0Mb (0%)
Mailbox Usage
OWb 190Mb

Mail Forwarding Recipient Disabled

Hide Address No |
Contact Info Display Hame M3alazar

First Name Martha

Middle Name L

Last Name Salazar

Initials MLSC

Address Direccidn temporal

City SaNicolas —

State/Province Nueve Ledn

Zip Code 86450

Country M

Home Phone (81)87486100

Work Phone (81)87486100

Fax NA

Mobile NA

Description Martha Salazar

=

& Internet

H100% v

d) Ingresar la nueva contrasefia y confirmarla

n
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e) Click AApplybo

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} 1 i._
& Intermet H100% v
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1.5 Renombrar Usuario

a) Click AUserso del men¥% izquierdo, secci-n Man
b) Click sobre el usuario al que se desea renombrar
c) CIl i Rekhamaé Userdde la seccion Tasks
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