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Introduction 
 
Hello and thank you for purchasing Hosted Exchange services from Cincinnati Bell.  
This chronological guide will help to get you started with the services and the CBT Control Panel. There are 
sections regarding: 

- The CBT Cloud Welcome Email 
- Accessing the CBT Control Panel 
- Associating a Domain with Your Hosted Exchange Services 
- Enabling Boundary Defense for Email. 
- Creating Mailboxes in the Control Panel 
- Creating Outlook Profiles to Connect to your Hosted Exchange Mailbox 
- Setting DNS Records to Point to the Hosted Exchange Environment 
- Optional Features/Functions 

 
A CBT PM will be assigned to assist you with the process of moving to the CBT Hosted Exchange environment. 
You can also access our support material at http://www.cincinnatibell.com/business/cloud-services/support/ or call 
our 24x7 support line at 513-566-4121. 
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The Welcome Email 
A Welcome Email is generated from the CBT system when your Cloud services order has been placed. It is 
important to keep this email because it contains information about accessing the CBT Control Panel and the 
credentials that you will use to log into the system. Here is a sample Welcome Email: 

 

 

Accessing the CBT Control Panel 
There are two ways to access the CBT Control Panel.  

1) You can access the Control Panel through your Cincinnati Bell MyAccount. Navigate to 
www.cincinnatibell.com/myaccount and create credentials or enter your existing credentials. Once 
authenticated, click on “Cloud”. The Control Panel will be launched in a separate window. 

2) You can go directly to the Control Panel by opening an Internet browser and typing 
https://cp.cinbellcloud.com into the address bar. You will need to use the credentials from your Welcome 
Email to access the Control Panel in this manor. 

  

Thank you for choosing Cloud Services from Cincinnati Bell! 

Your new Cloud Services account has been created. This email contains instructions on how to access your 
Customer Control Panel for your Cincinnati Bell corporate account, as well as information on each of our 
Cloud Services.  We encourage you to reference each section that pertains to the products you have 
specifically ordered, as it will answer many of your initial questions. 

You can access your corporate account by either logging in to your existing Cincinnati Bell MyAccount or 
directly to the customer portal with the log in criteria below.   

Cincinnati Bell My Account 

Following are instructions for accessing your Cloud Services from within your existing My Account.   

1. Log in to www.cincinnatibell.com/myaccount with your log in information. 
2. Click on “Cloud”, which will launch your Customer Control Panel.  

Customer Control Panel Direct 

Using the login information below, access the Customer Control Panel by typing 
https://cp.cinbellcloud.com into a Web browser. 

Customer Name:  Test Customer 1 

Cloud Customer ID: 9999999 

Billing Account Number: 5135555555454 

Login: testcustomer1 

Password:  New454! 

Subscription Name: A la Carte (cinbellcloud.com) 

 

http://www.cincinnatibell.com/myaccount
https://cp.cinbellcloud.com/
http://www.cincinnatibell.com/myaccount
https://cp.cinbellcloud.com/
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Associating a Domain with Your Hosted Exchange Service 
You can associate as many domains to the Hosted Exchange service as needed. This will allow you to create 
mailboxes on those domains within the Control Panel. 
You will need to click on the following items in the Control Panel to complete the domain association: 

- Click on Hosted Exchange. 
- Click on the General tab. 
- Click on the Domains link. 
- Click on the Add button. 
- Select the domains that should be associated with your Exchange account. The domains selected here 

should be the domains that have email addresses for the people that will be using the Hosted Exchange 
service. 

- Click on the Submit button. 
 
 

Enabling Boundary Defense for Email 
Boundary Defense is the Anti-Spam/Anti-Virus protection that is included with any Hosted Exchange purchase from 
Cincinnati Bell. Please follow these steps to enable Boundary Defense for Email: 

- Click on Hosted Exchange. 
- Click on the Boundary Defense tab. 
- Click on the Activate link. 
- Click the Next button. 
- Click on the Finish button. 

 
Completing these steps will enable the Boundary Defense services and begin the monitoring of all Hosted 
Exchange mailboxes under your account. Many customers find the default settings satisfactory, but you can 
customize the Boundary Defense settings to your liking. Please visit the Cloud support page at 
http://www.cincinnatibell.com/business/cloud-services/support/ for more information about customizing Boundary 
Defense. You will find several helpful guides under the “Anti-Spam/Anti-Virus Support” section. 
 
 

Creating Mailboxes in the Control Panel 
You will need to create a mailbox for each Hosted Exchange user. Please follow these steps to create a mailbox: 

- Click on Hosted Exchange. 
- Click on the Mailboxes tab. 
- Click on the Add New button. 
- Choose whether the mailbox is for an Existing Service User (someone that is already defined in the Control 

Panel) or a New Service User.  
- Click on the Next button. 
- If New Service User: Create credentials for the user and click on the Next button. 
- Check the boxes next to the services that should be enabled for this mailbox (if any). 
- Click on the Next button. 
- Enter the primary email address that will be used for this mailbox. 
- Click the Next button. 
- Confirm the information displayed on the screen and click the Finish button. 

 
The process is complete. The mailbox will show in a Provisioning status for a few minutes, then change to Ready. 
This indicates that the mailbox has been created on the Hosted Exchange platform. The mailbox is now available to 
access via the Outlook Web Application at https://email.hostaccount.com. You can also now connect email 
applications or mobile devices to the mailbox. 

http://www.cincinnatibell.com/business/cloud-services/support/
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Your users will be able to send emails from their mailboxes at this time, but will not be able to receive emails in 
these mailboxes until the DNS records for your domain have been updated (more information below). 
 

Creating Outlook Profiles 
Your users have options with how they access their Hosted Exchange mailbox. This section assumes that you 
currently have or have purchased and downloaded Microsoft Outlook 2007 or 2010 from Cincinnati Bell. 
 
This document outlines the process for creating an Outlook profile. This profile allows Outlook to connect to the 
Hosted Exchange mailbox and display your email, calendar, contacts, tasks and notes in the Outlook program. 
 
http://www.cincinnatibell.com/shared_content/pdf/cloud/Exchange2010_OutlookProfileSetup.pdf 
 
 

Setting DNS Records to Point to Hosted Exchange  
You will need to work with your DNS provider to ensure that the DNS records for your domain are set to point email 
to the Cincinnati Bell Hosted Exchange environment. This will involve the following DNS records: 
 

- MX Records: 
o Server4.inboundmx.com preference 10  
o Server5.inboundmx.com preference 20  

 
- CNAME Record:  

o Autodiscover.yourdomain.com that routes to autodiscredirect.hostaccount.com  
 

- TXT Record:  
o v=spf1 include:collaborationhost.net ~all 

 
Your users will be able to receive email in their mailboxes shortly after the DNS settings have been applied. Please 
note, however, that it can take up to 72 hours for the DNS records to fully propagate throughout the Internet. 
 
 

Optional Features/Functions 
The steps above are intended to assist you in the basic setup and use of your Cincinnati Bell Hosted Exchange 
service. The following are just some of the features/functions are also available. Please visit our online support 
page or contact a support representative if you desire a feature that you do not see listed below. 
 

Email Contacts (free of charge): You can set up foreign email addresses that will be displayed in the Global 

Address List for your users. Please see the “Add an Email Contact to Exchange” section of the Control Panel 
Administrator Guide. 
 

Exchange Resource Mailboxes (free of charge): You can establish Resource Mailboxes that your 

Exchange users can use to book conference rooms or reserve resources. This is done by clicking on Hosted 
Exchange, then the Exchange Resource Mailbox tab. 
 

ActiveSync and BES: Your users can connect their iPhone or Android devices (ActiveSync) or their 

Blackberry (BES) to their Hosted Exchange mailboxes. Please visit the Cloud support page at 
http://www.cincinnatibell.com/business/cloud-services/support/ for more information about establishing these 
services. You will find helpful guides under the “Email Mobility Support” section. 
 

http://www.cincinnatibell.com/shared_content/pdf/cloud/Exchange2010_OutlookProfileSetup.pdf
http://www.cincinnatibell.com/business/cloud-services/support/
http://www.cincinnatibell.com/business/cloud-services/support/
http://www.cincinnatibell.com/shared_content/pdf/cloud/HostingCP_AdminGuide_CBT.pdf
http://www.cincinnatibell.com/shared_content/pdf/cloud/HostingCP_AdminGuide_CBT.pdf
http://www.cincinnatibell.com/business/cloud-services/support/
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Distribution Lists (free of charge): Configuring distribution lists allows you to create one email address that 

will push the incoming email to multiple mailboxes. Please see the “Create a Distribution List” section of the Control 
Panel Administrator Guide. 
 

Additional Email Addresses (free of charge): You can add multiple email addresses to one mailbox. 

Please see the “Configure Email Aliases” section of the Control Panel Administrator Guide. 
 

Mail Forwarding (free of charge): Mail Forwarding will allow you to forward emails from a mailbox to an 

outside email address. This will leave a copy in the Hosted Exchange mailbox and forward a copy to the email 
address indicated. Please see the “Mail Forwarding” section of the Control Panel Administrator Guide. 
 

Outlook Download: You can download a copy of Microsoft Outlook through the Control Panel if the option 

was included in your purchase. Please see the “Enable Outlook Download” section of the Control Panel 
Administrator Guide. 
 

Outlook Web App (OWA) (free of charge): Users can access their mailboxes from any internet-capable 

device by going to https://email.hostaccount.com and using their credentias to log into the site. There are also links 

in the Control Panel that will launch to this site. 
 
 
 

http://www.cincinnatibell.com/shared_content/pdf/cloud/HostingCP_AdminGuide_CBT.pdf
http://www.cincinnatibell.com/shared_content/pdf/cloud/HostingCP_AdminGuide_CBT.pdf
http://www.cincinnatibell.com/shared_content/pdf/cloud/HostingCP_AdminGuide_CBT.pdf
http://www.cincinnatibell.com/shared_content/pdf/cloud/HostingCP_AdminGuide_CBT.pdf
http://www.cincinnatibell.com/shared_content/pdf/cloud/HostingCP_AdminGuide_CBT.pdf
http://www.cincinnatibell.com/shared_content/pdf/cloud/HostingCP_AdminGuide_CBT.pdf
https://email.hostaccount.com/

