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Managing Service Users 
 
 
 
 

Normally, each service (for example, Exchange, SharePoint, FrontPage, IIS Website) is 
managed by a certain list of Service Users where each Service User has his/her own 
name, login, password, and other properties. However, CP gives you an opportunity to 
use a single Service User for access to various services using the same login/password. 

 
To manage Service Users in CP, go to Hosting > Configuration & Administration > Service Users. 
Here, the list of your Service Users is located. From the list, you can obtain the following 
information about each of your Service Users: 

 
 Display name of the Service User. 
 Login under which the Service User gets access to his/her services. 
 Services the Service user can use. 
 Status. 
 State. 
 Login - the link, which allows you to access the Service User's MyCP. 

 
The Service Users can be managed by means of the buttons placed on the same screen: 

 
 Add New Service user 
 Change Domain 
 Delete 

 
More operations can be performed on the screen opened after clicking the Display name of 
a Service User. 

 
In This Chapter 

 
Creating New Service User  
Modifying Service User's General Information  
Adding Service to Service User  
Deleting Service  
Specifying Service User's Contact Info  
Changing Service User State  
Unlocking Service User after Several Failed Login Attempts  
Deleting Service User
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Creating New Service User 
 
 

If you want to create a new Service User, follow these steps: 
 

1 Click on the Add New Service User button. 
 

2 Fill out the following form: 
 

 
 

Figure: Adding New Service User 
 

a  In the Display name field, type the name of the new Service User as it will be 
displayed in CP. 

 

b  In the Login field, specify the new Service User's login in the UPN (User Principal 
Name) format. For the UPN login, you need to type the login name and select an 
existing domain from the drop-down list. 

 

You can be provided with the ability to use a custom UPN login. In this case, if you 
want to use one of your domains for the UPN login, select the upper option, type 
the login name, and select an existing domain from the drop-down list. If you want 
to use a custom UPN login, select the lower option, and type the required UPN 
login into the activated field. 
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c  Specify the password the Service user will use to start a service. You must type the 

same password twice: into the Password and Confirm password fields. If you prefer 
the system to generate a password, click on the Generate new password button. 

 

d Select one of the following checkboxes: 
 

 Exchange 
 

 SharePoint 
 

 FrontPage 
 

 IIS Website 
 

 E-mail 
 

e Click Next to continue. 
 

3 Specify parameters for the selected service: 
 

 for Exchange: 
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 for SharePoint: 

Figure: Adding Exchange Service User 
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Figure: Creating SharePoint User 
 

Note: The notification e-mail field is pre-filled with the Exchange e-mail address of 
a user, if this user has an Exchange service turned on, or with the e-mail 

  address specified in the user's account information.   
 

 for FrontPage: 
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 for IIS Website - Please refer to the Creating New Service User (IIS Website) (on 
page 463) section. 

 

 for SharePoint - Please refer to the Adding New SharePoint User (on page 240) 
section. 

 

 for E-mail - Please refer to the Creating New Service User (E-mail) (on page 467) 
section. 

 
Note: For more detailed information about service parameters, refer to the section 
where the required service is described. 

 
4 Click Next. 

 

5 Click Finish. 
 

The list of Service Users reopens where you can see the just created Service User which 
has the Updating status. Wait until the status is Ready. 
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Creating New Service User (IIS Website Service) 
 

I 
 

CP allows you to create a Service User that is able to manage IIS website content 
through FTP protocol. 

 
To create a Service User that can manage IIS website through FTP or File Manager, 
follow these steps: 

 
1 Click on the Add New Service User button at Hosting > Configuration & Administration > 

Service Users. The following form opens: 
 

 
 

Figure: Adding Service User for IIS Website 
 

2 Fill out the Main area according to the instructions described in the Creating New 
Service User section. 

 

3 In the Services area select the IIS Website checkbox. Click Next to continue. 
 

4  In the Website Selection area choose a website that will be managed by a Service User 
to be created. 

 

5 Specify which website management methods will be available for a Service User: 
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Figure: Selecting Website Management Method 
 

 FTP access to website content - Select this checkbox to enable a Service User to 
manage the content of website through FTP. The Service User will be able to 
upload/download/delete files to/from the website through FTP protocol using his 
login/password and hostname (like  ftp://ftp.<website_domain_name>). 

 

On this step you can also enable a Service User to manage a website content using 
File Manager. 

 

 File Manager - Select this checkbox to enable a Service User to manage the content 
of website using File Manager. The Service User will be able to use all File 
Manager features to manage website content. 

 

Note: Service Users can use File Manager for managing website content from 
  MyCP only. Please see the Using MyCP section.   

 
Using File Manager, a Service User can edit permissions on files and directories of 
the website for: 

 

 A user of an application pool that processes the website requests. 
 

 Anonymous user of the website. 
 

You can enable both services giving a Service User an opportunity to manage a 
website through FTP and File Manager services. 

 

Click Next to complete Service User creation procedure. 
 

6 Click Submit to confirm Service User creation. 
 

II 
 

There is an alternative method of creating a Service User that can manage IIS website 
through FTP or File Manager. 
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1  Select a Service User from the list of existing ones at Hosting > Configuration & 
Administration > Service Users. The General tab of the multi-tabbed window opens. 

 

2 Click on the Add Service button. 
 

3 Select the IIS Website checkbox. 
 

4 Follow the instructions of method I starting from the step 4. 
 

CP allows you to manage NTFS permissions for a Service User on files and directories of 
website, the content of which the user is set to manage through FTP. You can perform 
permission management through File Manager from CCP. Please refer to the Managing 
Permissions section for detailed instructions. 

 
III 

 
Service User, that is able to manage IIS website content, can be created also in the 
following way: 

 
1 Go to All Domains. The list of your domains opens. 

 
Note: If the "Allow to use services from different Subscriptions on domain" system-wide 
option is disabled by TM, this operation starts from the Hosting > Configuration & 
Administration > Domain Overview > Domain Administration page. 

 
2 Select the Microsoft IIS domain, the multi-tabbed window opens, 

 

3  Move to the Managed by tab. On this page you can configure a set of Service Users that 
can manage selected website, 

 

4 Click on the Add Service User button, 
 

5 Specify a Service User that will administer the website: 
 

 New Service User - Click this option button if you want to create a new Service User. 
Click Next. 

 

 Existing Service User - Click this option button if you want to choose an existing 
Service User. Click Next. 

 

6 Follow the instructions of method I starting from the step 5. 
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Using MyCP 
 

MyCP is CP component, which allows Service Users to manage their websites directly 
from CP. To enable a Service User to open MyCP provide him/her an Access URL to CP, 
which you use to log in to your CP account. To log in to MyCP, Service User must enter 
login name and password you've created for him or her during Service User Creation. 

 
 

Creating New Service User (Windows SharePoint Service) 
 

CP allows you to create a Service User that is able to manage SharePoint sites. 

To create a SharePoint Service User, follow these steps: 

1 Go to Hosting > Configuration & Administration > Service Users, the list of existing Service 
Users opens, 

 

2 Click on the Add New Service User button. 
 

3 Fill out the Main area according to the instructions described in the Creating New 
Service User section. 

 

4 In the Services area select the SharePoint checkbox. Click Next to continue. 
 

5  Specify SharePoint user role by selecting the required option button and type a valid e - 
mail address to receive system notifications to. Click Next. 

 

6 Specify the role of the Service User to be created on each SharePoint site. 
 

 
 

Figure: Specifying Role of Service User on SharePoint Sites 
 

7 Review Service User's creation parameters carefully and click Submit. 
 

The list of existing Service User's opens, which contains the just created SharePoint 
Service User. 
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Creating New Service User (Application) 
 

CP allows you to create a Service User and register him in the Applications. 
 

To create a Service User and register him in the Applications, perform the following 
actions: 

 
1 Go to Hosting > Configuration & Administration > Service Users, the list of existing Service 

Users opens. 
 

2 Click on the Add New Service User button. 
 

3 Fill out the Main area according to the instructions described in the Creating New 
Service User section. 

 

4  In the Services area select the checkboxes opposite the required Applications. Click on 
the Next to continue. 

 

5 Review Service User's creation parameters carefully and click on the Submit button. 

The list of existing Service User's opens, which contains the just created Service User. 

 

Creating New Service User (E-mail) 
 

CP allows you to create a Service User that is able to manage QMail Mailbox and 
Forwarding. 

 
To create a Service User, perform the following steps: 

 
1 Go to Hosting > Configuration & Administration > Service Users, the list of existing Service 

Users opens. 
 

2 Click on the Add New Service User button. 
 

3 Fill out the following parameters: 
 

 In the Display name field, type the name of the new Service User as it will be 
displayed in CP. The following format should be used: FIRST_NAME LAST_NAME. 
For example, John Smith. 

 

 In the Login area, specify the new Service User's login in the UPN (User Principal 
Name) format. For the UPN login, you need to type the login name and select an 
existing domain from the drop-down list. 

 

Note: TM may give you the possibility to create a Service User having a 
  custom login.   

 Specify the Service User’s password. Type the same password twice: into the 
Password and Confirm password fields. If you prefer the system to generate a 
password automatically, click on the Generate new password button. 

 

4 In the Services area select the E-mail Service and click on the Next button. 
 

5 Enter the new e-mail address configuration parameters: 
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 E-mail address - Type the first part of the mailname (before the '@' sign) in the field, 
and select the domain for this address from the drop-down list near the field. You 
can make the new address work on all or on one of domains created within the set 
of your Subscription. 

 

Note: Provider may give you the possibility to create mailnames on not-ready 
domains. Such domains are marked with (disabled)in the list. The mailname 
created in this way will be marked as Not In Sync while Qmail hosting on the 
domain is disabled. Only after the domain is ready for work, the mailname will 

  start functioning properly.   
 

 
 

Figure: Adding Mail Service - Entering E-mail Address 

 Advanced Features –  you have the choice of enabling such mail advanced features 
as virus checking and Antispam checking, if appropriate resources are included into 
your Subscription and the resource limit is not reached. 

 

 
 

Figure: Adding Mail Service - Enabling advanced features 
 

 Mailbox - Check the box near the Create mailbox field if you want to create a Mailbox. 
 

To enable the mailbox, check the box near the Mailbox enabled field. Set a quota on 
disk space used by this mailbox. To do that, either select the Custom radio button 
and type in the quota in Kilobytes or select the Maximum available value radio button 
and the default mailbox quota will be set. 

 

Note: The default quota limit depends on settings of the Qmail service. 
 

 
 

Figure: Adding Mail Service - Entering password and limits information 
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 Forwarding - enter e-mail addresses separated by comma, semicolon or space in the 
corresponding field. These addresses will be used for forwarding e-mail messages 
sent to the mailbox being configured now. 

 

 
 

Figure: Adding Mail Service - Enabling forwarding 
 

 Configure Notifications - this section contains the configuration settings for notification 
messages to be sent to a mailbox user. Check in the Send notification checkbox to 
enable the option of notification sending, specify the e-mail address that will be 
used for notifying of a new mailbox creation. Indicate whether you wish to have the 
test message to be sent to the new e-mail address by checking in the 
corresponding checkbox. 

 

 
 

Figure: Adding Mail Service - Configuring Notifications 
 

6 When you have entered all values, click Next to proceed, or Cancel to quit. 
 

7  At the final step you will get displayed the summary with the new e-mail address 
configuration parameters. If you would like to make some changes at the previous step, 
use the Back button that takes you back to the previous steps. Otherwise, click Finish to 
complete the procedure, or Cancel to quit without Submitting any data. 
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Modifying Service User's General Information 
 
 

For each of your Service Users, at any moment, you can change the following parameters: 
 

 Display name; 
 Login; 
 Password. 

 
This goal is achieved by the following steps: 

 
1 Open the list of Service Users. 

 

2 Click the Display name of the required Service User. 
 

3 On the General tab, click on the Edit button. 
 

4 Modify the required parameters. 
 

5 Click on the Submit button to save new settings. 
 

There is another way to change the domain part of the login: 
 

1 Open the list of Service Users. 
 

2 Select the checkbox(es) opposite the Service User(s) you want to change domain for. 
 

3 Click on the Change Domain button. 
 

4 Select the domain name part of the Service User login from the Domain drop-down list. 
 

5  If one of the Service Users has the Exchange service, you can make the primary e-mail 
address of Exchange Mailbox be synchronized with the Service User login. For this 
purpose, select the Synchronize primary e-mail address checkbox. 
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6 Click on the Submit button. 
 

As you can see, with this variant you can specify one and the same domain for several 
Service Users at once. 

 
 
 

Adding Service to Service User 
 
 

If you want to add a service to an already existing Service User, follow these steps: 
 

1 Open the list of Service Users. 
 

2 Click the Display name of the required Service User. 
 

3  On the General tab, click on the Add Service button. The list of service that can be added 
to the Service User opens. 

 

4 Select the service you want to add. Click Next to continue. 
 

5  Specify the parameters required for the installation of the selected service. Click Next to 
continue. 

 
Note: If you are adding SharePoint service to the existing Service User, you will be 
required to specify the notification e-mail address. Note, that the Notification e-mail field 
is pre-filled with the Exchange e-mail address of a user, if this user has an Exchange 
service turned on, or with the e-mail address specified in the user's account 
information. 

 
6 Check that you provided the correct information. Click Finish. 

 
The Service User screen reopens with the tab for the just added service. 

 
 
 

Deleting Service 
 
 

You may want to deprive a Service User of a service. For this purpose, perform the 
following operation: 

 
1 Open the list of Service Users. 

 

2 Click the Display name of the required Service User. 
 

3 Open the tab with the name of the service you want to remove. 
 

4  Click on the button that activates deletion. The name of the button may be different and 
depends on the service. The message box appears to ask you to confirm your wish to 
delete the service. 

 

5  Click OK in the message box. The General tab reopens. You can see the message 
signalizing that the service is being deleted. 

 
After a while, the tab with the name of the just deleted service disappears. 
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Specifying Service User's Contact Info 
 
 

After a Service User is created, you can specify his/her contact information. For this 
purpose, perform the following steps: 

 
1 Open the list of Service Users. 

 

2 Click the Display name of the required Service User. 
 

3 Open the Contact Info tab. This tab consists of the following sub-tabs: 
 

 Main 
 

 Address 
 

 Phones 
 

 Organization 
 

4 Open each of these sub-tabs, click on the Edit button and fill out the required fields. 
The information being entered, click on the Submit button. 

 
 
 

Changing Service User State 
 
 

A Service User may have one of two states: 
 

 The Enabled state means that it is possible to get access to a service using the Service 
User's login and password. 

  The Disabled state means that Service User is switched off, and the Service User's 
login and password don't give access to the service. 

 

The state is indicated in the State column of the list of Service Users. 

To switch between these two states, perform the following operation: 

1 Open the list of Service Users. 
 

2 Click the Display name of the required Service User. 
 

3  Click on the Disable or Enable button. The name of the button depends on the actual 
state of the selected Service User. 
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Unlocking Service User after Several Failed 
Login Attempts 

 
 

In CP, access to a service user's Control Panel may be temporarily locked after a certain 
number of unsuccessful login attempts performed during a certain time period. This 
happens when the brute-force attack protection option is enabled by TM. 

 
For information on unlocking such users, refer to section Working with Brute-Force Attack 
Protection Option. 

 
 
 
 

Deleting Service User 
 
 

To delete one or more Service Users, follow these steps: 
 

1 Go to Hosting > Configuration & Administration > Service Users. 
 

2  In the list of Service Users, select the checkbox(es) opposite the Service User(s) you 
want to delete. 

 

3 Click on the Delete button. The message box opens with the following message: 
 

Do you really want to delete selected Service User(s)? 
 

4 Click OK in the message box. 
 

In the list of Service Users, the selected Service Users acquire the Deleting status. After a 
while, they disappear from the list. 

 
Another way to delete a Service User is as follows: 

 
1 Go to Hosting > Configuration & Administration > Service Users. 

 

2 Click the Display name of the required Service User. 
 

3 Click on the Delete button. The message box opens with the following message: 
 

Do you really want to delete Service User? 
 

4 Click OK in the message box. 
 

The list of Service Users reopens with the just deleted Service User marked as Deleting in 
the Status column. 

 


