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Introduction

We are implementing a password change policy across our email platform. Once your
mailbox password has been updated you will need to change the password in your
email software. The process is quick and easy, and this guide will take you through
each step.

There are two main sections to this article, the first section will show how to change
your mailbox password online, the second will show you how to connect to the
mailbox with these new details.

Changing your mailbox password online

During this period we have made a control panel available online for your use.

In your internet browser, go to mcp./ivemail.co.uk. This is where you can login to your
Mailbox Control Panel.

Log in to configure your mailbox

Flease enter yaur full email address and mailbox password.

Email address

Mailbox password

Thiz is the same password you

use to access your email. {l Login [)

Login to your Mailbox Control Pane/using your email address and your current
mailbox password.

Once logged in, you will see the following tabs available to edit information and
modify your settings. The tabs are not necessarily the same for all mailboxes, as the
administrator of your domain will have chosen which of these to make available to
you.

Click the Change mailbox password link in the Administration tab.

To change your password, enter and confirm your new password in the text boxes
provided, then click Save Changes.

Administration Access details Spam fitering EMS alerts Personal detais

Mailboo usage Sagoreply MESTAQE Email forwarding Change mailoc: password

Change mailbox password

Change the password used to access this mailbox. This will also change the password you
use to access this mailbox control panel,

Enter a new password, confirm it and then click Save changes.

Rt

Mew password:

Confirm new password; |~
YWour password must be 6-32 alphanumeric characters.

Important: It may take up to 10 minutes for the password change to take effect
This will also change the password you use 1o access this control panel

—
( Save changes D
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Quick tip: It can take up to ten minutes for your password change to become
effective.

Step 6. You will receive confirmation that the password has been changed.

@ Important: It may take up to 10 minutes for the password change to take effect

Your mailbox password has now been changed. If you use webmail to access your
emails you will now need to use your new email password to access webmail.

Changing the password in your email software

If you use email software to connect to your mailbox, this password will also need to
be changed. The next time you attempt to connect to the mailbox you should be
prompted for your mailbox password. Enter your new password in the text box
provided and you will be able to send and receive emails as normal. However, if you
want to manually change your password the rest of this guide will show you how.

Depending on the email software you are using, the process is slightly different. Each
page of the guide covers different email software, just skip to the page relevant to you.

o  Outlook Express........cccvvvivininnnns Page 3
o WindowsMail.......c.c.ceviiieninnnnn. Page 4
o  Outlook2003.......cceiviviinninnnnns Page 5
o Outlook2007......ccceveveinininenennn. Page 6
e Thunderbird...........coceviiininnnn Page 7
e Macmail....ooovviiiiiiiiiiii Page 8
e Entourage forMacs.................... Page 9
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Outlook Express

Step 1. Open Outlook Express.
Step 2. Click Tools, then Accounts in the drop down menu.

Step 3. Select the mailtab, then highlight your email account and click Properties.

Internet Accounts

All |Mai| |News Directory Service Add 4

Account Tupe Connection Remove

%= bhobadomain. co.uk. RasiRt ) Any fevailable

: Properties r

Irnpart....

Export...

Close

L

Step 4. A new window will open. Select the Serverstab.

Step 5. Enter your new password in the text box provided, and click Apply to make the
change.

*%|bobsdomain. co. uk Properties

General | Servers |Connection Securty | Advanced

Server Information
My incoming mail zerveriza  |POP3 TEMEL

Incoming mail (POP3) |mail.bob$doman.co. uk. |

Outgoing mail [SMTR): |smtp.b0bsd0main.co.uk |

Ihcoming Mail Server

Account name: | bob@bobsdomain. co.uk |
Pasaword: ((ennnsnessnncnns ) |
Remember pagzword

[ Log on wsing S ecure Password Authentication

Outgoing Mail Server

My zerver requires authentication Settings...

[ Qk. l[ Cancel ]C Apply _:D'

Step 6. Click OK then Close to close the account settings window and return you to Outlook
Express.
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Windows Mail

Step 1. Open Windows mail.

Step 2. Click Tools, then Accounts in the drop down menu.
Step 3. Highlight your email account, then click Properties.
Internet Accounts (5]

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,

Iail '

=M mailbobsdomain.co.uk (default)

p— sd

Directory Service

Add...

omain.co.uk
i Remove
" Crarmie D

Set as Default

Export..

Close

Step 4. Enter your new password in the text box provided, and click Apply to save the

changes.

i.,\i mail.bobsdomain.co.uk Properties

! General | Servers | Cannection I Security I ;'-‘\.dvanced|

Server Information

Iy inceming mail serveris a POP3 SENVEr
Incoming mail (PR3 mail.bebsdomain.co.uk
Cutgoing mail (SMTP):  smitp bobedomain.co.uk

Incoming Mail Server

E-mail username: bob@bobsdomain.co.uk

Password: T T YT

=
|¥| Remember password

[] Log on using Secure Password Authentication

Qutgeing Mail Server

Z Iy server requires authentication Settings... |

[ Ok J | Cancel

| (Ctont

Step 5. Click OK, then Close to close the account windows and return to Windows Mail.

Page 4 of 9



How to change your email password

Outlook 2003

Step 1. Open Outlook 2003.
Step 2.
Step 3.

Step 4.
E-mail Accounts

E-mail Accounts

Click Tools, then E-mail Accounts in the drop down menu.

Highlight your email account and click Change.

‘fou can select an account and change its settings or remove it,

Outlook processes e-mail for these accounts in the Following order:

Marme Type

mail. bobsdomain. ca.uk

POR(SMTF (Default)

4 Change... D

Deliver new e-mail to the Following location:

Personal Folders

h | [ Mew Qutlook Data File...

X

[ < Back ” Finish ][ Cancel

]

Step 5.

E-mail Accounts

Internet E-mail Settings {POP3)

User Information

E-mail Address: | hob@bobsdomain. co.uk

Logon Information

bob@bobsdaomain, co,uk
i

Remember password

‘four Mame:

User Mame:

Password:

|:| Log on using Secure Password
Authentication {SPA)

Each of these settings are required ko get your e-mail account working,

Seryer Information

Incoming mail server (POP3): | nail. bobsdomain.co.uk,
Cutgaing mail server (SMTPY: | smep, bobsdamain, co.uk.

Test Settings

After filing out the information on this screen, we
recommend you test your account by clicking the
button below, (Requires network connection)

Test Account Setkings ...
More Settings ...

3

[ < Back (I ek )[ Cancel

]

Step 6.

Click Finish to close the window and return to Outlook 2003.

Select button marked View or change existing email accounts and click Next.

Enter your new password in the text box provided and click Next to save the changes.
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Outlook 2007

Step 1. Open Outlook 2007.
Step 2. Click Tools then Account Settings in the drop down menu.

Step 3. Select the £-mailtab, then highlight your email account and click Change.
Account Settings r‘s__(|

E-mail Accounts
“¥ou can add or remove an account, You can select an account and change its settings.

E-mail |Data Files | RSS Feeds | SharePaint Lists || Internet Calendars | Published Calendars | Address Books

o New... 3 Repar... (1% change... ) @ SetasDefaul X Remove 4

Marne Type
Microsoft Exchange Exchange {send from this account by default)
bob@bobsdomain, co,uk PORJSMTP

Selected e-mail account delivers new e-mail messages to the Following location:

Change Folder | Mailbox - Jon Dainton',Inbox

Close

Step 4. Enter your new mailbox password in the text box provided and click Next.
Change E-mail Account rz|

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

User Information Test Account Settings

Your Mame: After filling out the information on this screen, we

recormmend you kest your account by clicking the

E-mail Address: bobi@bobsdomain. co.uk button below, {Requires network connection)
Server Information
Test Account Settings ...

Account Type:

Incoming mail server:
Cutgaoing mail server (SMTR):
Logon Information

pessrd Gy

Remember password

[ ]Require logan using Secure Password Authentication {SPa) More Settings ...

|

 Mext>= D Cancel

Step 5. Click Finish to save your changes, then Close to return you to Outlook 2007.
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Thunderbird

Step 1. Open Thunderbird.
Step 2. Click Tools, then Options from the drop down menu.

Step 3. Click the icon marked Privacy at the top of the screen, and click on the Password’stab.

Options

2unk. | Email Scams || Antvirusi Passwerds )

Thurderbird can remerner pessword infarmnation For al of voar accounts so vou do nck
need to re-enter waur logn details,

] Use a master password ko encrypt stored passwords

When set, thes Master Password peotects all vaur

Set Master Password..
passkords - bz wou must enter Ik once per session, l L

Edit Saved Passmords

or | I Cancel

Step 4. Click Edit Saved Passwords.

Step 5. Select the Passwords Savedtab. A list of your saved passwords will appear. Click on the
passwords you have changed and click R

& Password ianager

Passwiords Saved | pasawards never Saved

Pezowond Manager has szved login inFormation for Ehe Foliowing sites:

Sike User name
bob¥eAttnbsdomain oo, ukmal .. bobesanbobscoms

amtps |fbob¥etbabsdamain. co.uk@smtp, .. <not specfisd=

Femove Al Show Passwords
o

Quick tip: If you use our SMTP servers to send outgoing email, you should also
remove your SMTP password from the account.

Step 6. Once you have removed your passwords, click Close and OK to return to Thunderbird.
Next time Thunderbird connects to your mailbox you will be prompted for your new
email password.
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Mac Mail

Step 1. Open Mac Mail.

Step 2. Click Mail, then Preferences in the drop down menu.

Step 3. Click the Accounts icon at the top of the screen.

Step 4. Select your mailbox, then enter your new password in the text box provided.
(8ne _ Accounts o]

General | Accounts | Junk Mall  Fonts & Colors  Viewing Composing Signatures  Rules

| e . -
| Accounts ——{ Acccunt Information | Spccial Mailboxes | Advanced ——
bobs mailbox

Account Type: POP

Description:  bobs mailbox
Email Address: bob@bobsdomain.co.uk

Full Narme: | Bob

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

User Name: | babibabsdomain.co.uk

| Outgoing Mail Server (SMTP): | smip fasthosts.co.uk:pleas [#)
Server Settings... |

+-] @

Step 5. Click the red close window button in the top left corner of the screen and, when
prompted, click Save to save the changes.
M Accounts (=]

g 4 This account (bobs mailbex) has been edited. Do you want
£ : to save the changes?
Acco i |
; =
bobs {_ Don'tSave | { Cancel | E Save D

'-5--i '} Save Changes

Description:  bobs mailbox
Email Address: bob@bobsdomain.co.uk

Full Narme: | Bob

Incoming Mail Senver: .mai-.hnnsdomain.cu.u
User Name:  hob@bobsdomain.co.uk

Password: ssesssssssssssss

Outgoing Mail Server (SMTP): | smip.fasthosts.co.ukoleas + |
(" Server Settings... )

+[-]
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Entourage

Step 1. Open Entourage.
Step 2. Click Entourage then Account Settings from the drop down menu.

Step 3. Highlight your email account and click the icon marked Edit.
8aea Accounts

£ Mew 1 Delete [ Make Default

[-HQFH Mews  Directory Service | Ewxchange |

., Bobs email account (FOP)

Step 4. Enter your new password in the text box provided and click OK.
Edit Account o

I
[ me&mlnp-! Options T Security |

Account name: | Bobs email account

E Include this account in my “Send & Receive All” schedule
Personal information

Name: bob
E-mail address: bob@babsdomain.co.uk

Receiving mail _

Account ID:  bob@babsdomain.co.uk
POP server: " mail.bobsdomain.co.uk

Password: { svesssssssssnnas
Save password in my Mac OS keychain

Click here for advanced receiving options

Sending mail

SMTP server:  SMitp.babsdomain.co.uk

Click bere For advanced sending options

Step 5. Click the red close window button in the top left corner to return to Entourage.
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