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Introduction
From within your control panel you can manage your hosting packages, mailboxes, virtual
private servers, online storage and online backup.

Before you begin
Before you begin you will need to make sure that you have the following details to hand:


The login details for your control panel.

Logging in to the Control Panel
Step 1
Open a web browser and navigate to https://www.controlpanel.co.uk .

Step 2
Enter your username
in the Username box,
enter your password
in the Password box
and click the Log in
button.
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Resetting your Control Panel password.
Step 1
Open a web browser and navigate to https://www.controlpanel.co.uk .

Step 2
Click the Reset Your Password link.

Step 3
Enter your username into the
Username box and click the Reset
Password button.

Step 4
An email will be sent to you. Click the link within the email which will direct you to a page that
will allow you to choose a new password.

Step 5
Enter your new password into the
Password box and re-enter it into the
Confirm Password box. Then click the
Change Password button.
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Managing FTP
FTP details for your website

Step 1
Log in to your control
panel and click the
Hosting Packages tab.

Step 2
Select the domain that you
want to find the FTP details
for.

Step 3
Click the FTP icon.

Step 4
Your FTP details will be shown,
these are the details you will need
to enter into your FTP software to
upload your website. To change
your FTP password click Set
Password.
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Choosing your password
Here are some tips to help you choose a secure password:





You must choose a password that is at least 8 characters in length.
Remember, the longer your password is, the more secure it will be.
You must use at least one lowercase letter, one uppercase letter, and
one number.
You cannot use any of your previous ten passwords.
A Strong password will also require the use of special characters. You can
use exclamation marks (!), dollar symbols ($), ampersats (@), or
ampersands (&) in your password. Any other symbols are not permitted.

Changing your FTP password
Step 1
Log in to your control
panel and click the Hosting
Packages tab.

Step 2
Select the domain that you
want to change the FTP
password on.

Step 3
Click the FTP icon.
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Step 4
Click Set Password.

Step 5
Enter and confirm your
new password in the text
boxes provided. Once
done click Change
password.

Choosing your password
Here are some tips to help you choose a secure password:
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You must choose a password that is at least 8 characters in length.
Remember, the longer your password is, the more secure it will be.
You must use at least one lowercase letter, one uppercase letter, and
one number.
You cannot use any of your previous ten passwords.
A Strong password will also require the use of special characters. You can
use exclamation marks (!), dollar symbols ($), ampersats (@), or
ampersands (&) in your password. Any other symbols are not permitted.
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Adding more FTP users
Step 1
Log in to your control panel
and click the Hosting Packages
tab.

Step 2
Select the domain that you
want to add another FTP
user to.

Step 3
Click the FTP icon.

Step 4
From this screen you can
reset your master FTP
password.
To create a new FTP account, click the tab marked Custom and click the button marked Add
FTP Account.

Step 5
Create a username for
the new FTP account.
Enter and confirm a new
password for this
account in the text boxes
provided. Once finished
click Continue.
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Choosing your password
Here are some tips to help you choose a secure password:





You must choose a password that is at least 8 characters in length.
Remember, the longer your password is, the more secure it will be.
You must use at least one lowercase letter, one uppercase letter, and
one number.
You cannot use any of your previous ten passwords.
A Strong password will also require the use of special characters. You can
use exclamation marks (!), dollar symbols ($), ampersats (@), or
ampersands (&) in your password. Any other symbols are not permitted.

Step 6
Choose the access level you want to grant to this user.


Access to All Folders: Grant this user full access to
all folders on the web hosting space. They will be
able to read, edit, and delete files and folders.



Custom Access Control: You can specify the
permissions to grant this user, and can limit access
to only certain folders.

If you have selected Access to All folders, click the Save Settings button. Otherwise follow the
optional steps.

Step 7 (Optional)
If you selected the Custom Access Control option, you will be asked to enter an optional
Folder. If you want to set a different root access folder for this user, enter the folder in the text
box. Users that log in through this FTP account will only have access to files in this folder or its
subfolders.
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Step 8 (Optional)
Once you have selected the folder permissions you want to grant to this user, click the Add
Folder button.

Using the FTP File Manager
Step 1
Log in to your control
panel and click the
Hosting Packages tab.

Step 2
Select the domain that you
want to access the file
manager of.

Step 3
Click the File Manager icon.

Step 4
The Website File Manager will ask you for your FTP login details.


FTP Username: Enter your FTP username. Where can I find this?



FTP Password: Enter the password you use to login to the FTP. Where can I find this?



Initial directory: Leave this blank to log in to the root folder of your site.



Passive mode: Tick this box.



SSL: Tick this box to provide a secure, but slower, connection (Optional).



Language: Choose your language.



FTP Mode: Leave Automatic selected.
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When you've entered your login information click Login.
Brief overview of the file manager
Once you are logged in you will see a list of files and folders in the current folder.

You can click any folder to view the contents, and any file to open that file. You can also use
the tick boxes on the left of the file / folder name to select multiple files.
Above the list and to the right are the selection action buttons. You can use these to modify
and files or folders you have selected.



Copy: Copy the selected files/folders to another folder.



Move: Move the selected files/folders to another folder.



Delete: Delete the selected files/folders.



Rename: Rename the selected files/folders.



Chmod: Change user permissions on selected items. (Linux servers only)



Download: Save selected files to your local computer.



Zip: Compress selected files/folders into a zip archive.



Unzip: Extract selected zip archives.



Size: View the total size of all selected items.



Search: Search for keywords within the selected files or folders.
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Note: The Chmod facility is a Linux only command and will not work on Windows
webservers. For security reasons, it is not possible to change file permissions on
our Windows shared webservers

To the left of these, above the file list are a few more buttons.



New dir: Create a new folder within the current directory.



New file: Create a new text file.



Upload: Upload files.



Java Upload: This is a more advanced method of uploading multiple files using a Java
Applet.

When you upload your website using the Upload or Java Upload buttons, any files that already
exist will be overwritten if you upload a file of the same name.
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Databases
Creating an SQL database
Step 1
Log in to your control panel and
click the Hosting Packages tab.

Step 2
Select the domain that you want to
create the database on.

Step 3
Click the Databases icon.

Step 4
Click the Add New
Database button.

Step 5
Chose the type of database
you want to add from the
Database Type radio buttons
and assign a name for the
database in the Database
Name field. Once done click the Add Database button.

Important: You cannot use special characters such as "(-%&!£)" when entering a
database name.
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Adding users to your database
Once you have created your new database you will need to create an administrative user to
maintain it. You can create new database users through your Fasthosts control panel

Step 1
Log in to your control
panel and click the
Hosting Packages tab.

Step 2
Select the domain that you
want to add a database user
to.

Step 3
Click the Databases icon.

Step 4
Click the database that you want to add a user to.

Step 5
Click the Add User button.
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Step 6
Enter a username for your new user. If
you would like this user to have
administrative rights, tick the box
below the username.

Quick tip: It is recommended that at least one user has Administrative rights. The
user that has the DBO access plays an important role in setting permissions to
another user that does not have the DBO access. Some tasks require this level of
permissions to run on your new database.

Step 7
Enter and confirm a password for this new user in the text boxes provided. Once done, click
Add User to add the
new user to your
database.

Choosing your password
Here are some tips to help you choose a secure password:
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You must choose a password that is at least 8 characters in length.
Remember, the longer your password is, the more secure it will be.
You must use at least one lowercase letter, one uppercase letter, and
one number.
You cannot use any of your previous ten passwords.
A Strong password will also require the use of special characters. You can
use exclamation marks (!), dollar symbols ($), ampersats (@), or
ampersands (&) in your password. Any other symbols are not permitted.
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Changing a database password
Step 1
Log in to your control
panel and click the
Hosting Packages tab.

Step 2
Select the domain that you
want to change a database
password on.

Step 3
Click the Databases icon.

Step 4
Click the database that you want to change a password on.

Step 5
Click the Change Password button next to
the user that you want to change the
password for.
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Step 6
Enter the new password in the Choose Password text box, confirm it in the Re-type Password
text box, and click Change
Password to save the new
password.

Choosing your password
Here are some tips to help you choose a secure password:





You must choose a password that is at least 8 characters in length.
Remember, the longer your password is, the more secure it will be.
You must use at least one lowercase letter, one uppercase letter, and
one number.
You cannot use any of your previous ten passwords.
A Strong password will also require the use of special characters. You can
use exclamation marks (!), dollar symbols ($), ampersats (@), or
ampersands (&) in your password. Any other symbols are not permitted.

Email
Adding a new mailbox/email address
Step 1
Log in to your control panel and click
the Hosting Packages tab.

Step 2
Click the Email button next to the
domain that you want to add a mailbox
to.
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Step 3
Click the Add a Mailbox button.

Step 4
In the Choose a mailbox section. Select the type of
mailbox you would like to create.

Step 5
In the next section, enter the email address for your mailbox and the display name you would
like to use.
The display name is usually
what other people see in
Outlook when they receive
your emails. Next, enter your
first and last name in the text
boxes provided.

Step 6
Enter a password in the
Choose Password text box. To
confirm the password, you
must re-enter it in the Retype Password text box. Once
done click the Save button.
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Finding your mailbox details
Step 1
Log in to your control
panel and click the
Hosting Packages tab.

Step 2
Click the Email button next
to the domain you want to
find mailbox details for.

Step 3
Click on the mailbox that you want to find the details for.

Step 4
Click the Email Settings icon.

If you are using a hosted Exchange package you should click Email Settings.

The next page will show you the following settings needed to connect to your mailbox:


Incoming Mail server (POP3 or IMAP)



Outgoing Mail Server (SMTP)

Page 19

Control Panel Manual
Creating email forwarders
You can create individual email forwarders to forward email from one address to another.
For example: If you have a forwarder you@yourdomain.co.uk, you could set it to forward all
mail toyou@gmail.com.

Step 1
Log in to your control
panel and click the
Hosting Packages tab.

Step 2
Click the Email button next
to the domain you want to
add a forwarder to.

Step 3
Click the Add a Forwarder button.

Step 4
In the Create email address section enter the email address for your mailbox, and the display
name you would like to use. The
display name is usually what
other people see when they
receive your emails.

Step 5
Next, enter
the email address you would
like the mails to forward to
and click Create Forwarder.
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Creating a catch all email forwarder
From time to time, it is likely that email will be sent to an address that is not in your account.
There are two ways of dealing with this sort of email. You could return it to the sender,
advising them that this email address does not exist, or you can forward this email to another
mailbox.

Step 1
Log in to your control
panel and click the
Hosting Packages tab.

Step 2
Click the Email button next
to the domain you want to
add a forwarder to.

Step 3
Click the link marked Catch-all.

Step 4
Check the box
marked Send to. In the text
box provided, enter
the email address you
would like to forward
undeliverable email to.
Once finished, click the
Save button.
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Setting up your mailbox spam filters
Spam filters are designed to be configurable to match the needs of your individual mailbox.

Step 1
Log in to your control
panel and click the
Hosting Packages tab.

Step 2
Click the Email button next to
the domain you want to set
up spam filters on.

Step 3
Click the mailbox you want to adjust the Spam filters for.

Step 4
Click the Spam Filtering button.

If you have an Exchange 2013 email hosting account, click Email Settings, then
Advanced Settings.
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There are three setting you can adjust within your Spam filter:


Overall filter level.



Allowed senders list.



Blocked senders list.

Filter Level
The filter level can be set anywhere between 1 (strongest setting) and 15 (weakest setting).
We recommend a filter setting of around 5. If you are still receiving spam using this setting,
you can always adjust the filter higher.

You have two options that you can take with spam - mark suspect emails or delete. By default
your spamfilter is configured to mark suspect emails as SPAM in the subject line. Once you are
happy that legitimate email is not being incorrectly identified, you can change this to delete
emails suspected as being spam.

Quick tip: We recommend you use filter level 5 at first and set the filter to
indicate if an email is spam in the subject line. This way, you can set your email
software to move any emails with SPAM in the subject line into your junk mail
folder, enabling you to monitor the effectiveness of the spam filter.

Set the desired level of protection, and the action you would like to take. Click Save.
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Setting your Trusted Sender List
Any email sent from addresses in your Trusted Sender list will be delivered to you and will be
ignored by the spam filters.
In the middle of the page is
the Trusted Senders section.
To add an individual email
address, enter it into the Add
email address text-box and
click the Add button. It will
appear in the list below.
To treat all email from a domain name as legitimate, enter an asterisk, followed immediately
by the domain name - for example *domainname.com - then click Add.
Click the Save button to confirm your new Trusted Sender list.
All email from the addresses/domains on your trusted sender list will reach your inbox.
Setting your Spam-block list
Any email sent from addresses in your spam-block list will be deleted by your spam filters,
regardless of content or filter level.
Near the end of the page is the Spam-block list - Block Known Spammers section.
To add an individual email address, enter it into the Add email address text-box and click
the Add button. It will appear in the list below.
To treat all email from a domain name as spam, enter an asterisk, followed immediately by the
domain name - e.g. *domainname.com - then click Add.
Click the Save button to confirm your new Spam-block list.
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One Click Installer
The one click installer is free with all Linux hosting packages. Designed to make installing
software as easy as possible, it allows you to install a wide range of popular software such as
WordPress, Joomla and Drupal at the push of a button.

Important: The One Click Installer is only available on a Linux hosting package.

Installing Applications using the One Click Installer
Step 1
Log in to your control
panel and click the
Hosting Packages tab.

Step 2
Select the domain that you
want to install an application
on.
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Import an installation to the One Click Installer
Step 1
Log in to your control
panel and click the
Hosting Packages tab.

Step 2
Select the domain that you
want to install an application
on to.

Step 3
Click the OneClick Installer icon.

Step 4
Locate and click the application you want to install. In this example WordPress has been
chosen.
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Step 5
You can view information and screenshots for the application you have chosen. When you are
ready click Install.

Step 6
In the Installation Preferences section,
select the software version you would like
to install. It is highly recommended that
you choose the most recent stable
version.
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Step 7
Choose the folder you would like your application to be installed. In the example below,
WordPress is to be installed to a folder called blog, and will be accessible
from http://www.ralphsdomainname.com/blog in a web browser.
Leave the text field blank if you want to install the software to the root folder of your website.

Step 8
Under Advanced Options, enter a name for your website

Step 9
Make sure Generate a random Administrator username and password for me, is not selected,
and choose a username and password for your site. These login credentials will be used to
administer your blog.
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Step 10
If the application you are installing requires a MySQL database, deselect the Automatically
create a new database box and enter the required connection details.
Hostname: Enter the IP address of your database server, as displayed in your control panel.
Username: The username required to access the database.
Password: The password required to access the database.
Database Name: The name you chose for your database when you created it within your
control panel.
Table Prefix: This is the few characters that are added to the beginning of all tables used by
the application. For example, the default WordPress prefix is "wp_", so the users table will be
called wp_users. The prefix is useful for keeping tables used by the software separate if you
use the database for another purpose, and it is generally a good idea to leave this field with its
default value.

Step 11
Confirm that you have read
and agree to the licence
agreement, and
click Complete.
The installation may take a few moments to complete, during which time an on-screen
progress will be displayed.
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Updating an application with the One Click Installer
Step 1
Log in to your control panel and
click the Hosting Packages tab.

Step 2
Select the domain that you
want to update an
application on.

Step 3
Click the OneClick Installer icon.

Step 4
Any available upgrades will be shown at the top of the page, above your list of installed
applications. Click the Review and Upgrade Now link.

Step 5
Choose the upgrade version for your application.
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Step 6
Tick the box to confirm you have read and understand the service agreement
and click Upgrade Now.

The upgrade may take several minutes and you will receive an on-screen confirmation when
this is complete.

Custom Error Pages
You can create your own custom error pages to replace the standard web errors that can occur
on your website. This can be useful as the generic web server error pages are not always
particularly user friendly, and you can brand your custom error messages to fit in with the
appearance of your site, and provide helpful navigation to your visitors.
Error 400 - Bad request: occurs when server doesn't recognise a request. (Linux hosting only)
Error 401 - Unauthorised: appears when an incorrect username and password are supplied.
Error 403 - Forbidden: either the index page is missing or the visitor is trying to view folders
directly. It can also occur if web server permissions prevent a script from running.
Error 404 - Not found: given when a web address is typed incorrectly or a particular web page
no longer exists.
Error 500 - Internal server error: non-specific error caused by an error in a web script or a
problem with the server itself (Linux hosting only).
Before you enable custom error pages in your control panel, you need to upload the web
pages that will be shown to the visitor. These can be standard HTML files or scripts in any of
the Web Scripting languages supported on the domain name.
To transfer your customer error pages to your site, you need to use the File Manager. Please
refer to the section Using the FTP File Manager.
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Setting up custom error pages
Step 1
Before you enable custom error pages in your control panel, you need to upload the web
pages that will be shown to the visitor when they encounter an error.
These can be standard HTML files or scripts in any of the languages supported on the domain
name. Please refer to Managing FTP and Using the FTP File Manager to access to tools you will
need.

Quick tip: You may want to differentiate the error page types by naming each file
after the error code - e.g. 404.html

Step 2
Once you are ready to use the FTP File Manager
and have logged in, click on the htdocs directory.
This is the directory in which all your website files
will be located.

Step 3
Click Upload. This will open a window in which you
can specify the customer error files to want to transfer
to your site.
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Step 4
Choose the custom error pages you have created by
clicking in Choose File button. The file chosen will
appear next to the button confirming your selection.

Step 5
Once you have selected
all your files, click Done.

Step 6
Now that you have uploaded
your files, you can now enable
Custom Error pages in your
control panel.
Click the Hosting Packages tab.

Step 7
Select the domain that you
want to setup Custom Error
pages for.

Step 8
Click on the Custom Error Pages icon.

Step 9
Select Custom Error Pages ON.

Page 33

Control Panel Manual
Step 10
Enter the location of each of your error pages. Each should be a web address, not including
your domain name or the htdocs folder you used earlier.
For example, if you uploaded your custom error pages into a directory called error-pages then
enter error-pages/404.html etc. If you just uploaded the files directly into htdocs, then just
enter 404.html etc.

Quick tip: Use the TEST PAGE buttons to check that the pages will display if an
error occurs.

Click Apply Settings when you are done.
The error pages will be applied to your site, and you will receive an on-screen confirmation
message.
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Safezone
SafeZone allows you to restrict access to specific folders on a website.
Visitors to a folder of your website which is secured by SafeZone will be presented with
a window requesting the username and password that you have previously set for them. If a
correct username and password is not entered, they will be unable to view or download any
web pages and files within that folder and its subfolders

Installing Safe Zone
Step 1
Log in to your control
panel and click the
Hosting Packages tab.

Step 2
Select the domain that you
want to install an application
on to.

Step 3
Click on the SafeZone icon.

Add a user
You can add multiple users to SafeZone, each with their own password. When you password
protect a folder, you can then choose which of your users have access to that folder.

Step 1
Locate the users box on the right of the page and
click Add New User.
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Step 2
Enter a username and password for the new user, and retype the password in the available
text boxes. Click Finish.

Protecting a folder

Step 1
Go back to the main SafeZone screen, select SafeZone from
the left-hand menu.

Step 2
Click on Secure New Folder.

Step 3
Choose the folder you would
like to secure, and
click Secure.
The password protection will be applied to the chosen folder and will appear in
the Secure folders list.
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Assigning a user access to a folder
After adding SafeZone password protection to a folder, you need to allow one or more of your
users to access it. You can assign as many of your users to the folder as you like, and you can
assign a user to access as many folders.

Step 1
Go back to the main SafeZone screen, select SafeZone from
the left-hand menu.

Step 2
Locate the users box on the right of the page and
click Manage Users.

Step 3
Locate the user you want to assign access to your
folder, and click Manage.

Step 4
A list of all folders this user has
access to is displayed. Click Add
Folder.

Step 5
Select the folder or folders you
would like this user to be able to
access, then click Done.
You will receive an on-screen
message to inform you that your
changes have been applied.
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Virtual Servers
A Virtual Private Server (VPS) is a full server that's simulated within a physical "host" server.
One host server can be split into several virtual servers, each running independently of each
other.
The main difference between a virtual server and a hosting package is that you are in charge of
the operating system and can install your own software giving you greater flexibility.

Finding your server access details
Step 1
Log in to your control
panel and click the Virtual
Private Servers tab.

Step 2
Select the server
that you want to
manage.

Step 3
You will now be on the Server
Overview page for your chosen
server. This is where you can
obtain useful information on the
general performance of your
server, the IP addresses allocated
to it, its current status and
network speed.
Click the View server access
details link.
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Step 4
You will find the default server access details on this page. Depending on the server that you
have, the details you are given can differ to include one or more of the following methods:
SSH, Remote Desktop, Plesk Control Panel or Remote KVM access.
Quick tip: We recommend that you change your server passwords as soon as
possible. Once you have, use the option to Remove this page. This will then
delete the default server access details from your control panel.

Important: Once you have removed the default server access details they are
irretrievable. If you forget your new details, you will only be able to access your
server again after you rebuild it. Rebuilding your server will result in the loss of all
data.

Restarting and Suspending your Virtual Server
From the Server Overview page, you can also restart and suspend your server.
Quick tip: Suspending a server will disable all public network access to it. This is
useful if you wish to address any security concerns.

Step 1
When you need to restart or
suspend your server, you will be
asked to confirm your decision. The
continue button will be disabled
until you confirm.
Tick the Check to confirm that you
wish to restart the server box.

Step 2
The Continue button is now enabled. One
you click this, the server will begin to
restart.
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Step 3
You will then be returned to the Server
Overview page where you will receive
confirmation of your request.

Checking your Virtual Server resource usage
You can quickly and easily check the resource usage of your virtual server through your control
panel, without the need to log into your server or install additional software.

Step 1
Log in to your control panel and
click the Virtual Private Servers tab.

Step 2
A list of your Virtual Servers will be
displayed, select the server you would like to
monitor and click the Virtual Server
Analytics icon.

Step 3
The Analytics screen will open.
By default this will show you
the processor usage of your
server for the previous week.
You can use the tabs above the
graph to change which
statistics you want to view. You
can choose from Processor
(CPU),
Memory
(RAM),
Bandwidth (uploaded and
downloaded) or Storage (HDD).

Quick tip: Hover your mouse over the graph to find information for a specific
point in time.
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Online Storage
Finding your Online Storage access details
Step 1
Log in to your control panel and click the
Online Storage tab.

Step 2
Select the storage space you want to
manage. You can also see a summary of
your usage. Here you can see that
bobsstorage is using 0GB of his 50GB
quota.

Step 3
Clicking on the storage name, you will see the
URL of your online storage space and the
Username to use. If you need to reset your
password you can also change it here.
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Changing your Online Storage password
Step 1
Should you ever want to change or reset your
online storage password, you can change it at
any time by clicking change.

Step 2
Enter your new password into the
Password box and re-enter it into the
Confirm Password box. Then click the
Change Password button.

Choosing your password
Here are some tips to help you choose a secure password:





You must choose a password that is at least 8 characters in length.
Remember, the longer your password is, the more secure it will be.
You must use at least one lowercase letter, one uppercase letter, and
one number.
You cannot use any of your previous ten passwords.
A Strong password will also require the use of special characters. You can
use exclamation marks (!), dollar symbols ($), ampersats (@), or
ampersands (&) in your password. Any other symbols are not permitted.
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Using the Online Storage Web Interface
Step 1
Open your web browser and visit https://secure-online-storage.net/.

Step 2
The Website File Manager will ask you for your login details.


FTP Username: Enter the username you chose when you added
your Online Storage space.



FTP Password: Enter your Online Storage password.



Initial directory: Leave this text field empty.



Passive mode: Tick this box.



Language: Choose your preferred language.



FTP Mode: Leave Automatic selected.

When you've entered your login information click Login

Step 3
Once you are logged in you will see a list of files and folders in the current folder. The list
shows you the file / folder name, type, file size, owner, group, file / folder permissions, and
modified date and time

You can click any folder to view the contents, and any file to open it. You can also use the tick
boxes on the left of the file / folder name to select multiple files.
Above the list and to the right are the selection action buttons. You can use these to modify
and files or folders you have selected.
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Copy: Copy the selected files/folders to another folder.



Move: Move the selected files/folders to another folder.



Delete: Delete the selected files/folders.



Rename: Rename the selected files/folders.



Chmod: Change user permissions on selected items.



Download: Save selected files to your local computer.



Zip: Compress selected files/folders into a zip archive.



Unzip: Extract selected zip archives.



Size: View the total size of all selected items.



Search: Search for keywords within the selected files or folders.

To the left of these buttons above the list, are a few more operational buttons.



New dir: Create a new folder within the current directory.



New file: Create a new text file.



Upload: Upload files.



Java Upload: This is a more advanced method of uploading multiple files using a Java
Applet.
Quick tip: When you upload your files using the Upload or Java Upload buttons,
any files that already exist will be overwritten if you upload a file of the same
name.
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Online Backup
The Online Backup service allows easy, fast, and reliable backups from multiple computers to
one secure off-site storage server. Using our simple software you can create backups of your
entire computer or individual files, schedule backups to run when convenient to your needs,
restore files to any computer, and retrieve historical versions of your documents

Note: The Online Backup service is currently only available for Windows operating
systems.

Create your Online Backup account
Step 1
Click Online Backup from the top navigation menu in your control panel

Step 2
Click the link labelled Not set.

Step 3
Backup Name: Choose a name for the backup space to help you identify it within your control
panel.
Username: Select a username with which you will connect to the backup space.
Password: Choose and confirm a password. You will use this password, along with the
username, to connect to your storage space.
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When you have entered the details click Next. You will receive an on-screen confirmation that
your new backup folder has been created.

Changing your Online Backup password
Step 1
Click Online Backup from the top navigation menu in your control panel

Step 2
Click on the name of the Online Backup solution you want to change the password for.

Step 3
Click the Change Password link in the Account Details section.

Step 4
Enter and confirm your new password and click Change Password.

Page 46

