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Advanced Mailbox Setup Guide

Setting up an Advanced mailbox only takes a few minutes. You can set up any email

software to send and receive email from your mailbox.

You can connect to your mailbox using either the POP3 or IMAP protocols. As a rule of
thumb it is better to use POP3 if only one computer accesses your mailbox, while it is better
to use IMAP if you have a number of computers that will access your mailbox. This guide
will show you step by step how to set up the most common mail clients to work with your

new mailbox, using whichever protocol you prefer.

Before you Start

Before you set up your email software, there are certain things you will need. These are
e Email software
e Internet connection
e Incoming Server address (shown in your control panel)
e SMTP address (shown in your control panel)
e Username (This is the same as the email address for your new mailbox)

e Password (As specified when you created the mailbox)
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Set up Windows Live Mail

Step 1 Open Windows Live Mail. Click Tools, then Actions  Help
Accounts in the drop down menu. Send and receive 3

Synchronize all
Message rules r
Contacts.., Ctrl+5hift+C

Mewsgroups... Ctrl+W
Manage feeds...

Accounts..,
Safety options...
Opticns...

Step 2 The Accounts window will Accounts =)

Open. CIle the Add button in Set up new e-mail accounts or newsgroup subscriptions by clicking Add.

To make changes, export, or remove an account or subscription, select it first.

the top right corner. News A _
i_v Microsoft Communities (Defaut Iml
i
Contacts Directory )
Step 3 Select E-mail account and | = |
click Next. o

Select Account Type

What type of account would you like to add?

/m
E-mail Account
g

# Newsgroup Account

ﬂ : Directory Service

What information do Ineed to set up vy account?

!
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Step 4

Step 5

Step 6

Enter your full email
address and mailbox
password in the text boxes

provided.

In the next text box, enter a
display name. This is what
most email users will see in
their inboxes instead of
your email address. Select
the box marked Manually
configure server settings
for e-mail account. And

click Next.

@ Add an E-mail Account

Please enter your e-mail account information below:

E-mail address:  ralph@ralphsdomainname. com -
example 555 @hatmail.com Get a free e-mail account

Password sessnsnsnsans

| Remember password
How should your nama appear in a-mail sant from this account?

Display Mame: | Ralph Smith

@‘.a'u—a by configure server settings for e-mail account

Depending upon how you would like to connect, ensure that either POP3 or IMAP are

selected from the drop down list and enter the following details.

e Incoming Server: Enter mail.yourdomain.com (replacing yourdomain.com with

your domain name).

e Incoming server port: Should be set at 110 if using POP3, and 143 if using

IMAP.

e This server required a secure connection: Leave unchecked.

e Log on using: Select Clear text authentication from the drop down menu.

e Logon ID: Enter the email address of your mailbox.

e Qutgoing server: Enter smtp.yourdomain.com (replacing yourdomain.com with

your domain name).

Note: If you are using an external DNS provider you should enter

smtp.livemail.co.uk as your outgoing SMTP server address.




Step 7

e Qutgoing server port: While you can leave the outgoing server port set at
25, some ISP's (Comcast, AOL, Yahoo etc) may block this port. If you are
unable to send email using port 25, you should change it to 587.

e This server requires a secure connection: Leave unchecked.

e My outgoing server requires authentication: Should be selected.

@ Add an E-mail Account

LA ~=r | find e &mail ssee Famation®
Wihene can | find oy 2-mail gerver infommation ¢

Incoming Sarver Irformation
My incoming mail serveriza |POR3 - | zarver
Incoming server:  mail ralphsdomainname.com Pot: 110

[] This sarver requires a secure connaction (S5L)

Log on using: Clear text authentication |

Login 1D {f different from e-mail address):
r@iph Eralphsdomainname.com
Dutgoing Server Information
Outgoing server:  smip ralphsdomainnamea com Por: 25

[] This server requires a secure connection (55L)
@-‘I}- outgoing server requires authentication

Mest ]I Cancel

Check the details again, then click Next and Finish to set up your account and close

the new account wizard.

Windows Live Mail is now set up to send and receive emails from your Advanced
mailbox.
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Step 1

Step 2

Step 3

Set up Windows Mail

Open Windows Live Mail. Click Tools, Bgliis mMessaqe  Help

then Accounts in the drop down Send and Receive

menu.

The Internet Accounts
window will open. Click
Add in the top right

corner.

Click Mail in the menu
that appears. This will
open the Internet

Connection Wizard.

Synchronize All

Windows Contacts...
Add Sender to Contacts
YWindows Calendar

Message Rules
Mewsgroups...

Junk E-mail Options...
Qptions...

-

Ctrl+Shift+C

Ctrl+Shift+L

-

Crl +'4

Intermet Accounts

Set up new e-mail accounts or newsgroup subscriptions by clicking Add.
To make changes, export, or remove an account or subscription, select it first,

v g

MNews A
E o Microsoft Communities (default)
msnews.microsoft.com
Directory Service v
Properties
Set as Default
=X
&/

Select Account Type

What type of account would you like to add?

/m
E-mail Account
g

# Newsgroup Sccount

ﬁ : Directory Service

What information do 1 need to set up v account?

!
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Step 3

Step 4

Step 5

Note: If it is the first time you have run Windows Mail on this computer, the
Internet Connection Setup wizard may start automatically.

On the first screen =
you'll be asked to (€

enter a display Your Name

name. This is what When you send e-mail, your name will appear in the From field of the outgoing message,

Type your name a3 you would like itto appesr.

most email users will

Display name: Ralph Smithl
seein thelr Inboxes Far example: John Smith
InStead Of your emall Where can I find roy &-mail account information?
address. Enter your _ —
y Cancel
name, then click
Next.
Enter your full email =
address. This made (€]
up of the mailbox Internet E-mail Address
name yOU Chose! an Your e-mail address is the address other people use to send e-mail messages to you.
@ symbol and your
E-mail address: ralph@ralphsdomainname.com]

domain name. Then

For example: someone@microsoft.com

click Next.

Where can [ find rmy e-rail account information?

Cancel

Depending upon how you would like to connect, ensure that either POP3 or IMAP are

selected from the drop down list and enter the following details.

e Enter mail.yourdomain.com (replacing yourdomain.com with your domain
name) in the Incoming mail (POP3, IMAP or HTTP) server text box.

e Enter smtp.yourdomain.com (replacing yourdomain.com with your domain
name) in the Outgoing mail (SMTP) server text box.

e Check the box marked Outgoing server requires authentication.

Note: If you are using an external DNS provider you should enter
smtp.livemail.co.uk as your outgoing SMTP server address.



Step 6

Step 7

o

Set up e-mail servers

Incoming e-mail server type:

Incorming rmail (POP3 or IMAP) server
rail.ralphsdomainname.com
Outgoing &-mail server (SMTP) name:

smtp.ralphsdomainnarne.com

+| Qutgoing server requires authentication

Wi'here can l find sy e-rmail server information?

et 3 [ Cancel |

When you have entered your mail server names, click Next.

On the Internet
Mail Logon @

reen, enter
screen, ente Internet Mail Logon

your full email
address in the

E-mail usernarme:

Type the account name and password your Internet service provider has given you,

Account name
text box. When
you created
the mailbox,

you chose a

Password:

ralph@ralphsdorainname.com

/| Remember password

m Cancel

password. Enter this in the Password text box.

When you have entered your mailbox hame and password, click Next.
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Step 8

Step 1

Step 2

Click Finish and
the mailbox will | &3
be added to

Windows Mail,

then click Close

Congratulations

to end the
wizard and start

using your email

You have successfully entered all of the information required to set up your account.
To save these settings and download your e-mail folder list and messages, click Finish.

[ Do not download iy e-mail and folders at this time

account.

Windows Mail is now set up to send and receive emails from your Advanced mailbox.

Set up Outlook Express

Open Outlook Express. Click Tools, then

Accounts in the drop down menu.

The Internet

Internet Accounts

Message  Help

Send and Feceive ¥
Syncheonize All

Synchronize Folder

. s
Address Book... Cerl+5hift+8
Message Rules »

Opkions. ..

Tip of the d.

Accounts window Al | Mail | News | Diectory Service ) |
. News...
will open. Click o Tipe Cornection Dvectory Servic...
G Active Divectory  directory senvice Local Area Metwork = T T
. Bigfoot Intemet ... directory service Local Area Network, Ba%e
Add in the t
n € Op WeriSign Intemet .. directory service Local Area Network " -~
. ht Th ﬁ\vhoWhete Inter... directory service Local Area Metwork
rignt corner. en _-m
click Mail in the
menu that [ Seome. ]
appears. This will

open the Internet

Connection Wizard.

9 Note: If it is the first time you have run Outlook Express on this computer,
the Internet Connection Setup wizard may start automatically.
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Step 3

Step 4

Step 5

Step 6

On the first screen [N o T 3
you'll be asked to Your Name

enter a display

name. This is what When pou send e-mail, pour name will appear in the From fiedd of the outgaing message.

. Type your name &g you would like it Lo appear,
most email users

will see in the Display name: oy
inboxes instead of For example: John Smith
your email

address. Enter £ New> ) Cancel |

your name, then

click Next.

Enter your full Internet Connection Wizard EJ
email address. Internet E-mail Address

This made up of
the mailbox name “our e-mail addiess is the address other peaple use to send &-mail messages to you
you chose, an @
symbol and your

E-mail address: ::alph@rabhsadomainname; con
domain name. For example: someaned@microsoft.com

DI Cancel

l_ < Back Meswt » ]

e For Example: ralph@ralphsdomainname.com

When you have entered your email address, click Next.

Depending upon your favored connection, select either POP3 or IMAP from the drop

down menu.

Enter mail.yourdomain.com (replacing yourdomain.com with your domain name) in
the Incoming mail (POP3, IMAP or HTTP) server text box.

Enter smtp.yourdomain.com (replacing yourdomain.com with your domain name) in

the Outgoing mail (SMTP) server text box.

6

Note: If you are using an external DNS provider you should enter
smtp.livemail.co.uk as your outgoing SMTP server address.
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Internet Connection Wizard b?]

E-mail Server Names

My incoming mad server is a | FOP3 | server,

Incoming mal [FOF3, IMAP or HTTP) server:
_mairalphsdomaimame.com
A SMTP server it the server that is used for your oulgoing &-mail
Outgaing mail [SMTP) server

smitp.ralphsdomainname. com

< Back Mest » | Cancel

When you have entered your mail server names, click Next.

Step 7 Click Finish and the Internet Connection Wizard E|
mailbox will be added to Congratulations

Outlook Express.
“You have successiully entered all of the information requined o sel up your account.
To save these zettings, click Finish,

| Cancel

You will be taken to the Internet Accounts window.

Step 8 Select the account you I T e PR
have just created and A [Mai | News | Diector Service| s |
click Properties. (o e Crree ' Fets

CActive Diectory  directory service Local Area Metvork = - =
I - Froperties
e Bigfoot Internet ... directory service Local Area Metvoork Cn A

"= mail ralphsdomai.. U RGEET0) Any fvalable Sat a5 Defaul
SaVeriSign Intemnet . direclony service Local Area Metwork
!ﬁ‘w'hwmg Inter..  directory sevics Local Area Metwoik

Expart...

] | Set Order...
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Step 9

Step 10

Step 1

Click the Servers tab and ensure the
My server requires authentication
check box is selected, then click Apply
and OK.

*= mail. ralphsdomainname.com Properties @E|

| General | Servers | Connection | Security | Advanced|
Server Information
My incoming mail server iz a :PUF‘B server,
Incoming mail [FOP3): | mail. ralphsdomainname. com

QOutgoing mail [SMTP). | emitp. ralphsdomainname. com

Incoming bzl Server
Account name: ralph@ralphsdomainname. com
P&Smrd: SRS ERRRREN

Femember password
[] Log on using Secure Password Authentication

Dutgaing Mal Seiver
y server lequies authentication
[ ok ][ cancel |€ aeen )

Finally, click the Tools menu, then click Options. Set how often you want Outlook

Express to check your mailbox for new mail in the Check for new messages text box.

Click OK and your new email account is now ready to use.

Set up Outlook 2003

Open Outlook 2003, click Tools in the top menu, then

click E-mail Accounts.

Send/Receive 3
Find ’
Address Book...  Ctrl+shift+B
Organize

Mailboy Cleanup...

Empty "Deleted Ttems" Folder

Forms »

Macro ]

Speech

E-mail %ccount;:a

Customize. ..
Ciptions. ..
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Step 2 Select Add anew e'mail E-mail Accounts

account, then click the Next

This wizard will allow you to change the e-mail

button . accounts and directories that Dutlook uses.
E-mail
@qddanewe-malacm
) iew or change existing e-mai accounts
Directory
() Add a new directory or address book
() ¥iew or change esdsting directories or address books
o> 3
Step 3 Depending upon your | Ematl Accounts &
favoured type of g":':::g:;'mlre type of server your new e-mal Scoourit will work with.
connection, select either
(O Microsoft Eschange Server
POP3 or IMAP from the list Sorback 8 20 Bxchurgn seryorto oo e mal, aces: pubc ok, o <hare
. Geor3
of available server types, Ocurmtwam:—m:mwmmm e,
™MAP
and then click Next. mttum IMAP e-mail server bo download e-mad and synchronize mailbox
COnre

Cornect ko an HTTP e-mail server such as Hotmail to downdoad e-mal and
synchronize malbox Foldars.

() additional Server Types
‘Cornect to another workgroup or Sd-perty mal ssrver,

< Bmck “:_M)—)l Cancel I

Step 4 There is a lot of information to fill in on this next screen, let’s look at each section bit
by bit.

User Information

e Your name: This is what most email users will see in the inboxes instead of
your email address. Enter your name

e E-mail Address: Enter your full email address. This made up of the mailbox
name you chose, an @ symbol and your domain name.

ralph@ralphsdomainname.com for example.

Server Information
e Incoming mail server: Enter mail.yourdomain.com (replacing
yourdomain.com with your domain name)

e QOutgoing mail server (SMTP): Enter smtp.yourdomain.com (replacing

yourdomain.com with your domain name)
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mailto:ralph@ralphsdomainname.com

Step 5

w

Note: If you are using an external DNS provider you should enter
smtp.livemail.co.uk as your outgoing SMTP server address.

Login Information
e User Name: Enter your full email address. This made up of the mailbox
name you chose, an @ symbol and your domain name.
e Password: Enter the password you set up when you created the mailbox
within your control panel.
e Remember password: Check this box.

e Log on using secure password authentication (SPA): Leave unchecked.

Once complete, the screen should look similar to the following:

[ )

E-mail Accounts

Internet E-mail Settings (POP3)
Each of these settings are required to get your e-mal account working.

User Information Server Information

Your Mame: Ralph Incoming mad server (POP3): 4il. ralphsdomainnand. com
E-mall Address!  @ralphsdomainname.com | QUtgoing mal serves (SMTP). | your. 159°s-SMTP-Server

Logon Information Test Settings

User Mame: wralphsdomainname, com | After filing cut the information on this screen, we
recommend you best your account by dicking the

Password: Hboh button below. (Requires network connection)
[] Remember password
| Test Account settings ... |
[JLog on using Secure Password

el s

[ <Back || mext> | [ concel |

Once you have entered all the information required, click More Settings.

Click the Outgoing Server tab.
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Step 6

Step 7

Check My outgoing server (SMTP)
requires authentication, ensure Use
same settings as my incoming mail
server is selected, then click the OK

button.

Internet E-mail Settings

General | Dubgoing Server | Connection | Advanced

My autgaing server (SMTP) requires authentication

@Jse same settings as my incoming mai server

O Log an using

() Log on to incoming mail server before sending mail

Ok l [ Cancel

Click the Next button, then click the Finish button.




Step 1

Step 2

Step 3

Step 4

Set up Outlook 2007

Open Outlook 2007, click Tools in the top menu, and then click Account Settings.

Select the E-mail

tab and click New.

Check the box
marked Microsoft
Exchange, POP3,
IMAP or HTTP
and click Next.

Select Manually
configure server
settings or
additional server
types and click
Next.

Account Settings EI

E-mail Accounts
Yiou can add of remove an account, You can select an account and changs its settings.

E-mal | Data Fles | RSS Feeds | SharePoint Lists | Internet Calendars | Published Calerdars | Address Bocks |

@D R Mo Qs oo &
Name Type
ralphi@ralphsdomainname. com FOPSMTE {send from this account by defaul)

Add Mew E-mail Account X

Choose E-mail Service

@'Hlnrwuft Exchange, POP3, IMAP, or HTTP
Connect bo an e-mail account at your Internet service provider (15P) or your
organization’s Microsoft Exchange server,

" Dther
Connect to & server type shown below.

(Outlook Mobile Service (Text Messaging)

Add New E-mail Account X)

Auto Account Setup

Your Name:
E-mail Address:

Password:

Retype Passwor

[+ Manually configure server settings or additional server bypes

' Hext > b Cancel
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Step 5

Step 6

Select Internet E-

m all and C”Ck Choose E-mail Service

@nl:m:t E-rail
Connect bo your POP, IMAP, or HTTP server to send and recene e-mail messapes.

CIMicrosoft Exchange

Connect to Microsoft Exchangs For access bo your a-mal, calendar, contacts, faxes and voice mal.
) Other

Connect to & server type shown below.

[<masck K met> D[ comel |

There is a lot of information to fill in next, so let’s look at each section bit by bit.

User Information

Your name: This is what most email users will see in their inboxes instead of
your email address. Enter your name

E-mail Address: Enter your full email address. This made up of the mailbox
name you chose, an @ symbol and your domain name,

ralph@ralphsdomainname.com for example.

Server Information

Account type: Depending upon your favoured type of connection, select
either POP or IMAP from the drop down menu.

Incoming mail server: Enter mail.yourdomain.com (replacing
yourdomain.com with your domain name)

Outgoing mail server (SMTP): Enter smtp.yourdomain.com (replacing

yourdomain.com with your domain name)

Note: If you are using an external DNS provider you should enter
smtp.livemail.co.uk as your outgoing SMTP server address.

Login Information

User Name: Enter your full email address. This made up of the mailbox

name you chose, an @ symbol and your domain name.



Step 7

e Password: Enter the password you set up when you created the mailbox

within your con
e Remember pa
e Require logon

unchecked.

trol panel.
ssword: Check this box.

using Secure Password Authentication (SPA): Leave

Once complete, the screen should look similar to the following

Change E-mail Account

Internet E-maill Settings
Each of these settings are required bo get your e-maill account working.

User Information Test Account Settings

Yiour MName: Raloh Seith After fillng out the information on this screan, we
recommend yiou best your account by cicking the

E-mall Address: v slohidr slohsdomainnsmme cofr button below. (Requires network: connaction)

Server Information
| Test Accourt Settings ... |

Booounk Type:

Incoring mad seever: miail.ralphsdomainname. com

Cutgoing mad server (SMTF): |, ralphedomairname. com|

Logon Information

Liser Name: alphi@r alphsdomainname, com

Pagowird: e ]

[¥]Remember password
[ Require logon using Securs Password Authentication (SPA) [More settings ...
[ met> || canca |

X

Once you have entered all the information required, click More Settings.

Click the Outgoing
Server tab then check
My outgoing server
(SMTP) requires
authentication and Use
same settings as my

incoming mail server.

Internet E-mail Settings E|

| General | Cutgoing Server | Connection | Advanced |

[#]#y outgoing server (SMTF) requires authentication
52 same settings as my incoming mail server
) Log on wsing

"I Log on bo incoming mail server before sending mei
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Step 8

Step 1

Step 2

Quick tip: While you can leave the outgoing server port set at 25, some

ISP's (Comcast, AOL, Yahoo etc) may block this port. To change your

outgoing port, click
from 25 to 587.

Click OK, then Next and Fi

the Advanced tab and change your outgoing SMTP port

nish to close the wizard.

Set up Outlook 2010

Open Outlook 2010, click File and then click Account Settings.

o

@ Home Send / Recelve F

older View

Account Information

- No account svailable. Add an e-mail account to enable additional features.
nfo / dp Add Account
Open
= Account Settings
Print a.!»lv Moddy settings for thes account and configure additsonal connections.
Account
Help Settings *
'_] Options Accoumt Settings...
) ACd and remove accounts or change
a Exit T existing connection settings
3 e fen —— x by emptying Deleted Rems and
et archiving.
Cleanup
Toolks =

Select the E-mail tab and
click New.

Account Settings

E-mail Accounts
You can add of remove an sccount. You can select an sceount and change its settings.

[ Emad tmm|mm|mmuu]mwnum | Published Catendars | Address Bocks |

.Nﬂne

Type
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Step 3 Select Manually 5 Ada New Account & |
. Auto Account Setu
configure server Cact ool s e
settings or additional
E-madl Account
server types and click
Next.
Text Messaging (SMS)
L3 HMMMRW&MNM«N«@
s
Step 4 Select Internet E-mail e
and click Next. Choose Service
@ Imternet E-mal
Connect b POP or AP server by serd and receve o-mal messages,
HMicrosaft Exchange or compatible service
Connect and screes & -mal messages, calendar, contscts, faves and voice mal messages,
Text Messaging [SHS)
Connect o & moblle messagng service.
Other
Connect to & server type shown below.
[ ek {{ mext> [ cocn
Step 5 There is a lot of information to fill in next, so let’s look at each section bit by bit.

User Information

e Your name: This is what most email users will see in their inboxes instead of
your email address. Enter your name

e E-mail Address: Enter your full email address. This made up of the mailbox
name you chose, an @ symbol and your domain name,

ralph@ralphsdomainname.com for example.

Server Information

e Account type: Depending upon your favoured type of connection, select
either POP or IMAP from the drop down menu.
e Incoming mail server: Enter mail.yourdomain.com (replacing

yourdomain.com with your domain name)



e Outgoing mail server (SMTP): Enter smtp.yourdomain.com (replacing

yourdomain.com with your domain name)

Note: If you are using an external DNS provider you should enter
smtp.livemail.co.uk as your outgoing SMTP server address.

Login Information

User Name: Enter your full email address. This made up of the mailbox

name you chose, an @ symbol and your domain name.

e Password: Enter the password you set up when you created the mailbox
within your control panel.

o Remember password: Check this box.

e Require logon using Secure Password Authentication (SPA): Leave

unchecked.

Once complete, the screen should look similar to the following

Intermet E-mail Settmgs
Each of these settngs are required Bo get your emal socount veorkang.

User Information Test Account Settings
Yeur Mame: Pra— After filing out the informaton on s soreen, we
you test your scoount by dicking the button
E-mad Addrees: 1 st Er alphadomarame, com below. (Requines nebwork cormecton)
Server Information . .
Tiest Acodurl Settegd ...
Aot Type: POP3 - : )
| e p—— —p - o Test Account Setngs by Choiang the Mext bulion
Delreer new messsges bo
Outpeing mal server (SMTF)E | g ssiprmdomannane. com
B New Outiook Dats Fle
Logan Information Exxisting Outick Data File
Wiser Wame: siph Braiphedomannanme. com
Paseword: =0 sssssss +
o | Remember password
assvennd Aurthenboaton
Require logon using Seoure P, LTl 5PA) More SEngs ...
[ <mak | mext | [ comn

Once you have entered all the information required, click More Settings.
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Step 6

Step 7

Step 8

Step 1

Click the Outgoing Server
tab then check My outgoing
server (SMTP) requires
authentication and Use
same settings as my

incoming mail server.

M Internet E-mail Settings e
General | Outgerng Server | Connection | Advanced

| My outgoing server (SMTF] requires authen ticabon
ge same settings as my incoming mail server
Lioeg on using

Lo on to incoming mal server before sending mal

Quick tip: While you can leave the outgoing server port set at 25, some

ISP's (Comcast, AOL, Yahoo etc) may block this port. To change your

outgoing port, click the Advanced tab and change your outgoing SMTP port

from 25 to 587.

Click OK, and then Next and Outlook will test the connection.

When the test is complete click
Close, and then click Finish to

close the wizard.

Set up Thunderbird

Open Thunderbird

Test Account Settings

Congratulations! All tests completed successfidly. Chde Close to continue.

Tasks | Errors

Tasks Status
+ Log onto incoming mad server (POP3) Completed
+Send test e-mail message Completed

Note: You may be asked if you want to import settings from other email
software, such as Outlook Express. This guide shows you how to set up a



new mailbox from scratch.

Step 2 The Account Wizard will open, if you don't have any other mailboxes set up in
Thunderbird.
If the wizard does not open automatically, click B2
Account Settings in the Tools menu. APCORC Bosk S
Agd-ons

Step 3 Click the Add Account button.
Account Settings
Disc Space
Junk Settings Thee Followsing is & specal account. Theee are no identiies associsted with it

Cubgoing Sérver (SMTF)

Bccounk banme: | Lozl Fodders

Message Shorage
I Empty Delsted Foldsr on Exit
Local drectory:
| s\ ThunderbirdiProfiles|Szzddv2. defaukiMaliLocal Folders  Erowse...

-~ ——
( Add Account... )
oK I Cancel I
Step4  Select the Email account
radio button, then click New Account Sctup
Next.

I order bo recens messages, you firsk nead bo sat up & Mail or
Newsgroup scoount,

This Wizard will collect the information necessary Lo set up & Mal or
Newsgroup account, IF you do not know the infarmation r 5
please contact your System Admirestrator or Inbernst Service Provider,

Select the: bype of account you would ke Lo set up:

T RSS5 Mews b Blogs
" Googls Mal
" Newsgroup acoount

s |(omms ) _cova |
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Step 5

Step 6

Step 7

Enter your name in the

Your Name text-box. This ~ 'dentity

is what most people will
Each account has an identity, which is the information that identifies

see when you send them youto others when they receive your messages.
an email. Then enter your Enter the name you would B to sppesr in the From” field of your
outgoing messages (for ecample, “John Smith™).

email address in the Email s [Rakoh smith

Address text-box, then
. Enter your emal address. This is the address others wil use bo send
click the Next button. emnad o you (or example, Tusenexample.net”).

Emad Address: | ralph@valphsdomainname.cond

< ack llI Cancel |

Depending upon your favoured connection type, check either POP or IMAP as the

incoming server type.

e Incoming server: Enter mail.yourdomain.com (replacing yourdomain.com with
your domain name)

e Outgoing Server: Enter smtp.yourdomain.com (replacing yourdomain.com
with your domain name). You will only see this option if this is the first

mailbox you've setup in Thunderbird.

Server Information

Salact the bype of incoming server you ane using.
o pop O AR

Enter the name of your incoeming server (For a:xample,

Incoming Gerver: | mal.ralphsdomainname,com

Unitick: this boo bo stone mad For this scoount in its own directory. That
waill maks this account appear 55 & top-kevel scoount. Otherwiss, it will
b part of the Local Folders Ghobal Inbax acoount.

b Lise iobal Inbecee (store: mad in Local Folders)

Enter the nams of your outgoing server (SMTF) (for exampls,
“amitp ecample.net™),

Qubgring Server: [smtp.rabhdumrrm.cm.l

< Rk | Ca'mll
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Stepo  Enter your full emai

address in the Incoming User Names

User Name and Outgoing - ; )
Enter the incofming user name given bo you by your emal provider (for
User Name text-boxes. eampl, “jsmi’).

Enccenineg Liser Name: |rmmmmm.mm

You will only see the Entes the outgoing user name given o you by your emal provider (this
i typacally the sasne a3 yoUr INCOMING USer Nafne).

Outgoing User Name text
box if this is the first

account you've set up in < Back | Cancel |

Thunderbird.

Cutigoing Liser hamea: | raiphidalphsdoenainname . com|

Step 1l Usethe Account Name

text-box to enter the name ~ fecount Name

you want to use to identify
Enkis bhe e by wehach you would Bos bo refer bo bhis scoount (for

this account, then click sccamgie, “Work focount”, “Homes fccount” or “Hews Account).

Becount Name: [ ralphiBrabhedomanname con

o D) o

Step 12 Confirm the details you have entered, click Finish, then click OK to close the Account

Next. This name will only

be visible to you.

Settings window.

Note: The first time you access your mailbox, Thunderbird will ask for the
password you chose when the mailbox was created.

Set up Mac Mail

Step 1 Open Mac Mail.



Step 2 Click Preferences from the Mail menu. m File Edit View Mail

B0  About Mail |

a Services b

"ONI Hide Mail #H
rrss  Hide Others X #H
Show All
Quit Mail #Q
Step 3 Click the Create an account button to open the Add Account wizard. Il:

This is located under the Accounts list, on the bottom-left of the window.

Step 4 Enter your name in
Add Account

You'll be guided through the necessary steps to set up
an additional mail account.

the Full Name text-

box. This is what

most people will see To get started, fill out the following information

when you send them Full Name: 8ob

an email. Type your Email Address: bob@bobsdomain.co.uk

emall address |n the Password.  essssccscene ]

Email Address text-

box. N

Enter the password e —
p @ (_C‘_,_)(Ql \ Co Back (@)

for the mailbox in the
Password text box.

Click the Continue button.

Step 5 On the Incoming Mail Server page, enter the following information:

e Account Type: Depending upon your favoured type of connection, select
either POP or IMAP from the drop down menu.

e Description: Enter a name for this account so you can identify it. This is only
visible to you.

e Incoming Mail Server: Enter mail.yourdomain.com (replacing
yourdomain.com with your own domain name).

e User Name: Enter your full email address.

e Password: Enter the password for the mailbox.

Page 26 of 29



Step 6

Incoming Mail Server
Account Type: r i POP E

Description:  Bobs Ermail

Incoming Mail Server: | mail.bobsdomain.co.uk

User Name: bob@Ebobsdomain.co.uk
Password: ]uuuuntd I

® (omaex ) Coommoe )

Click the Continue button when you are done.

Enter the following information on the Outgoing Mail Server screen:
¢ Outgoing Mail Server: Enter smtp.yourdomain.com (replacing
yourdomain.com with your domain name.
e Use only this server: Check this box.
e Use Authentication: Check this box.
e User Name: Enter your full email address.
e Password: Enter the password for this mailbox (the same password that you

entered on the previous screen).
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Note: If you are using an external DNS provider you should enter
smtp.livemail.co.uk as your outgoing SMTP server address.

Outgoing Mail Server
Description: (optional)

Outgoing Mail Server: smtp.bobsdomain.co.utg
™ Use only this server

@n Auﬂnm&a@

User Name: bob@bobsdomain.co.uk
Password: [000000000004 ]

& Ccoma ) CoommD

Click Continue when you have filled out this information.

Step 7 Ensure the Use - =
Outgoing Mail Security
secure sockets layer i Sacins Sockies Liyer (550
(SSL) box is not Authentication: { None )
checked and click
Continue.
® (CCancei ) Ceoninae
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Advanced Mailbox Setup Guide

Step 8 Confirm the details
§ Account Summary
you have filled out,
Account Description: Bobs Email
and click the Create Full Name: Bob
Email Address: bob@bobsdomain.co.uk
button. User Name: bob@bobsdomain.co.uk
Incoming Mail Server: mall bobsdomain.co.uk
SSL: on
Outgoing Mail Server: smtp.bobsdomain.co.uk
SSL: on
M Take account online
Step 9 On the
Accounts

window, select

the Advanced %, bob@bobsdomai
= POP
tab, then - s e
uncheck the W Remove copy from server after retrieving a message:
| After one week 58] (Remove now )
option Use G = -
SSL.
Oneck with your system administrator befoce changing asy of the
advanced options below:
Port. 110
hentication: | Password — -
[+1=] ®

£

Mac Mail is now configured to send and receive email from your Advanced mailbox.
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