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About This Guide

ABOUT THIS GUIDE

This guide is written for administrat €oxs

Business Premium Online Backup accounts, and includes instructions for how to:

1 Create, delete, and modify users;
1 Send welcome emails to users;

1 Monitor domain usage;

1 Create, delete, and modify groups;
1  Share folders within groups;

1 View and modify group shares;

1 Upload files.

responsib

Note: Files backed up or uploaded to the Customer Administrator account are intenddor @higring
with groups. Any files that the Customer Administrator wants to baclersonally should be

done through a separate emser account.
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About This Guide

Cox Business Premium Online Backup Customer

Administrators use the same Online Backup interface as end-users, but with added functionality.
This guide addresses only the functionality that is specific to Customer Administrators, as
pointed out in the screen shot below. For information on Online Backup & end-user functionality,
refer to the Cox Business Premium Online Backuper's Guide.
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About This Guide

Note: If you need assistance with any of the tasks described in
this document, clicKelp to consult the FAQs, or conta€lox Business Support
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Getting Started

GETTING STARTED

To administer your organization's Cox Business Premium Online Backup account, go to
the Online Backup login URL (http://www.coxbusiness.com/newengland/databackup)

Enter your Online Backup administrator user name and password.

& COX login - Windows Internet Explarer @M
U '\../I |@, http://backup.coxbusiness.com/ - | ¢’| » | | Google o -l
— — i »
Wk [@ COX login l l o~ ~ fm v |-k Page v {C} Tools =
O Norton 360 E & No'fraud detected = Options
-

Business®

COX COMMUNICATIONS ONLINE BACKUP

USERNAME: PASSWORD: DOMAIN:

I N TR
LOGIN

€ Internet | Protected Mode: On H100% ~

Cox Business 6 Cox Business Premium Online Backup Customer Admin Guide



Adding, Removing, and Modifying Users

ADDING, REMOVING, AND MODIFYING USERS

1. Once you

have

| 0 g g e dHadame Diredtoty escreend appears, displayiagath r 6 s

top-level files and folders. Click Usersin the Admin Management menu on the left

navigation bar.
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» Home Directory
» Address Book

» Help

» Personal Settings
» Logoff
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» Group Members
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3. The Add Users screen appears. In this screen you can create, remove, and modify users.

Cox Business

7 Cox Business Premium Online Backup Customer Admin Guide



Adding, Removing, and Modifying Users
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Adding, Removing, and Modifying Users

ADD NEW USER

1. To add a new user to your companyods domai n, ent e
name, email address and the quota (the maximum amount of storage space allowed) for
each individual.

2. Once completed, click theEnter NewUserbut t on t o save the new userds
current users are listed in the box just below the Add Users infor mation fields.

3. Notification that the user has been successfully added appears at the bottom of the Add
Users page. Also, a Welcome email is automatically generated. This email includes
software installation instructions and backup information.
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