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1.0 Pooled Storage with CMS 

Overview 
 
This document outlines the instructions for configuring Pooled Storage with CMS. 
 
NOTE:  To administer Pooled storage for users, administrators will need to log in with their Administrator ID or the Postmaster ID.  If 

you are logged in as yourself and are an administrator you can modify all other users’ storage but your own.  You will need to log in as 
the Postmaster to edit your own storage. 
 
1. Once logged in you will start at the Welcome Postmaster Screen. 
2. Click the Administration link on the left navigation to open the Service Administration Center. 

 

 
 
3. Click the Manage Users Link on the left navigation. 

a. There are several ways to search for a user: 

 User ID 

 Last and First Name 

 Click on the Letter of the Alphabet to list all users that begin with that specific letter. 

 Click on All (in the alphabet bar) to list all users, including those with administrator privileges. 
b. Click the List All Administrators button to find users with administrator privileges. 

 

 
 

A 

B 
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4. Click on a user in the list to Update their Profile, Packages and Storage settings. 
 
5.  To add additional storage to a user, enter the desired amount in the Additional Storage field. 

 Additional Storage: (xxMB available of xxxxMB purchased) – This shows the available additional storage that can be 
allocated. 

 Additional Storage  xxMB – Enter the amount you would like to add for this user.  Remember this amount will be added to 
the amount selected in the Package above.  You are not able to add more storage than what is available at this time. 

 
5. Click OK to save changes. 

 

 
 
 
NOTE: Once additional storage is allocated to a user, it will appear in the User list. 
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2.0 Reports 
 
1. Click on Online Reports in the left navigation to show the Additional Storage report which shows what has been allocated to 

each user. 
 

 
 
2. Click the Logout link on the left navigation, to logout of CMS. 

 
 
 

Additional Company Information 
 

For more information about USA.NET or additional services, please check out our website at http://www.usa.net/. 
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