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Standard Mailbox Setup Guide

Setting up a Standard mailbox only takes a few minutes. You can set up any emalil
software to receive email from your mailbox. This guide will show you step by step how to

set up the most common mail software to work with your new 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 create your new mailbox and set up the most

common mail clients, using whichever protocol you prefer.

0 Note: Standard mailboxes do not have an associated SMTP service. You
should contact your Internet Service provider who will be able to provide
you with appropriate SMTP settings for use with your domain name.
Without this information you will be able to receive messages from your

mailbox, but will be unable to send emails.
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Step 1

Step 2

Step 3

Step 4

Step 5

Add your new mailbox

Before you can set up your email software, you need to create your mailbox through your
Fasthosts control panel.

Log in to your Fasthosts control panel and click on Email & Web Hosting.

Hosting Packages

Email & Web Hosting f§

Click on the domain name you would like to add the new email address to.

Search Packages _ m Dowenload

Primary Dosnain ¥ Packadge
1alphsdemaimnanme.com Windows Devalbopar WEB EMAIL
1 10 » perpage

Click on the Email tab.

Website C Ermail )

SiteBuilder File Manager

Create and publish a wabsite with Dirag and drop files to upload 10 yaur

our @asy onling SiteBuilder ool No wiah space. Plus downioad your
@ technical skills needed @ wabsite files in a Zip archive

£ Configure £ Open File Manager

A list of any mailboxes created on your domain will be displayed. Click the Add Mailbox
button.

Add a Mailbox

Select the Standard POP3/IMAP Mailbox option.
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Choose a Mailbox

() 2GB Microsoft Exchange Mailbox
() 1GB Advanced POPIIMAP Mailbox

@-EDMB standard FOP3/IMAF Mailbox

Step 6
This can be your name or your company hame.
Enter Mailbox Details
Email Address  ralph
Display Mame | Falph Smith
Step 7

Standar d Mailbox Guota: 500 (0 used)
Costlo Add Mailbo: Mo additional change

Enter the email address you wish to create, and choose a display name for the mailbox.

o ralphsdomainname. com

Choose a password for your mailbox, and retype it to confirm there are no mistakes. Make

a note of this password; you’ll need it when setting up your email software. When you are

done, click Create Mailbox.
Choose a Password to access this Mailbox
Chwose Password

Redype Password
[V Acceptable Strength

Password Stiangth: i
Strong [~ i

Madiurn Strength Required
Hiorw to Create Stronger Passwords

Cancel

Your new mailbox will be created and you will receive an on-screen confirmation message.

You are now ready to set up your email software to connect to this new mailbox to send

and receive your email.
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Step 1

Step 2

Step 3

Setting up Windows Live Mail

Open Windows Live Mail. Click Tools, then

Accounts in the drop down menu.

The Accounts window will open.

Click Add in the top right corner.

Select E-mail account and click
Next.

I Actions Help
Send and receive r
Synchronize all
Message rules 3
Contacts... Ctrl+Shift+C
Mewsgroups... Ctrl+W
Manage feeds...
Accounts..,
Safety opticns...
Opticns...
Accounts EXE
Set up new e-mail accounts or newsgroup subscriptions by clicking Add.
To make changes, export, or remove an account or subscription, select i first.
Mews ~ )
= = Microsoft Communities (Default Iml
b, [ Remove ]
Contacts Directory v
==l

Q_—J Add an account

Select Account Type

What type of account would you like to add?

- E-mail Account
| ==

# Mewsgroup Account

ﬁ | Contacts Dinsctory Account
i

Get help findng the information to sat up my account

(Chiet_ )

Cancel
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Step 4 Enter your full email
address. This made up
of the mailbox name
you chose, an @
symbol and your
domain name. In the
next text box, enter your

mailbox password.

Finally, enter a display
name. This is what
most email users will
see in their inboxes
instead of your email
address.

@ Add an E-mail Account

Please enter your e-mail account information below:

E-mail address:  ralph@ralphsdomainname com -

example 555 @hotmail com Get a free e-msil account
?ass‘.-.':'d BEBAEIERRERES
| Remember password
How should your nama appear in &-mail sant from this account?
Display Name: |Ralph Smih

For example: John Smith

@‘."ua ly configure server seltings for e-mail account

Check the box marked Manually configure server settings for e-mail account. And click

Next.

Step 5

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.

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

Step 6

In the Outgoing server Information section you should enter the SMTP settings as advised

by your Internet Service Provider. Then click Next.




Step 7

Step 1

@ Add an E-mail Account

Where can | find my e-mail server information

Incoming Server Information -

My mcoming mad saneris a SEMVAT,

Log on using: [Daarlm authentication

Logr 1D (f diffenert from &-mail address):
ralph @ralphsdomainname.com

Outgoing Server Information -

7] This ssrver requines a secure connaction (S5L)
7] My outaoing sarver requines authentication

Incoming server:  mail ralphsdomainname com Pot: 110
] This server requires a secure connection (550)

-
Quigeing server: | YourlSPs-SMTP-Server Por: 28

d Mext b Cancel

Click Finish to set up your
account, and close the @ Add an E-mail Account

new account wizard.

You have successfully entered in the information required to set up your account.

* Finish l Cancel

Windows Live Mail is now configured to receive email from your Standard mailbox and

send email through your ISP’s mail server.

Setting up Windows Mail

Click the Windows logo in the bottom left corner of your screen, then click Windows Mail.
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Step 2

Step 3

Step 4

Windows Mail will open. Click the Tools

menu, then click Accounts.

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

ALTEN Message  Help

Send and Receive
Synchronize Al

Windows Contacts...

Ctrl+Shift+C

menu that appears. This
will open the Internet
Connection Wizard.

Add Sender to Contacts
Windows Calendar Ctrl+Shift+L
Message Rules b
Mewsgroups... Cirl +1
Junk E-mail Options..
Qptions...
Intemet Accounts =
Set up new e=mail accounts or newsgroup subscriptions by clicking Add.
To make changes, export, or remove an account or subscnption, select it first.
Mews a
{’ Microseft Communities (default) ‘m'
Directory Service o [ Eemeve J
Properties
Import...
Export.. J
SetOrder.. |

9 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 of the Internet _ =]
Connection Wizard, you'll be asked S
. .. \{ N
to enter a display name. This is eurtame
When you send e-mail, your name will appear in the From field of the outgoing message
What most emall users W|” see |n Type your name a3 you would like it to appear,
P N . Displ : it
their inboxes instead of your email aynamu [ Ragn S
For example: John Smith
address Enter your name’ then Where can I find iy e-mail account information?
click Next. (e
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Step 5

Step 6

Step 7

Enter your full email
address. This made up of
the mailbox name you
chose, an @ symbol and
your domain name. Then

click Next.

Internet E-mail Address

Your e-mail address is the address other people use to send e-mail messages to you.

E-mail address: ralph@ralphsdomainnarme.com|

For example: someone @ microsoft.com

Where can I find rmy ¢-roail account infarmation?

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.

Enter
mail.yourdomain.co.uk
(replacing
yourdomain.co.uk with your
domain name) in the
Incoming mail (POP3, IMAP

or HTTP) server text box.

Contact your ISP for your
SMTP details and enter
them in the Outgoing malil
(SMTP) server text box.

€

Set up e-mail servers
Incoming e-mail server type:

PoP3 -

Incoming mail (POF3 or IMAP) server:
mail.ralphsdomainname.com
Outgoing e-mail server (SMTP) narme:

your-ISP"s- SMTP -Server

| Outgoing server requires authentication

Whers can I find rmy &-mail server information?

ml Cancel

Your ISP should advice if you need any authentication settings for the outgoing server.

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

On the Internet Mail Logon screen, enter your full email address in the E-mail username

text box, and your mailbox password in the Password text box.




When you have entered
your mailbox name and
password, click Next.

Internet Mail Logon

E-mail usernarne:

Passwaord:

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

ralph@ralphsdomainnarme.com

V] Remember password

Cancel

Congratulations

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 my e-mail and folders at this time

Click Close to close the wizard and start using your email account.

If your ISP’s SMTP server requires a username and password

If the SMTP settings your ISP has provided you include a username and password, there

are some additional steps you should take to allow you to connect to their server.

Step 8 Click Finish and the
mailbox will be added
to Windows Mail.

Step 9

Step 10

Click the Tools menu, then click Accounts.

IGLIEN Message  Help

Send and Receive »
Synchronize All

Wiindows Contacts... Chrl+Shift +C

Add Sender to Contacts

Windows Calendar Ctrl+Shift+L
Message Rules ¥
Mewsgroups.., Cirl +'W

Junk E-rnail Options...
Options...
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Step 11 Select your email account  [amsamenn =

and click Pro perti es. Set up new e-mail accounts or newsgroup subscriptions by clicking Add.
To make changes, expert, or remove an account or subscription, select it first.

Mail *
S ragil.slphsdomainname com (default)
b_ ralph@ralphsdomainname.com
e .
= ) . ==
1_, Microsoft Conmunities (default) .
Frigrgs mic o oft.c om Ry =
Directory Service - Set a3 Default

Import..,

Export...

Cloze

Step 12 Select the Servers tab, .

check the My server Genesal| Sewvers |C on |5 [adv |

requires authentication

Server Information

box, and click Settings. My incorming mail senver is a SEIVET,

Incorming mail (POP3):  mail ralphsdomainname.com

Outgoing mail (SMTF):  smitp.ralphsdomainname.com

Incoming Mail Server

E-rmail usemarme: ralph@ralphsdomainname.com
Password: seresnsnsnene
Rermernber password

[ Leg on using Secure Password Authentication

Outgoing Mail Server
) . I : ~
Wby server requires authentication

[ ok || Cancel

Apply
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Step 13

Step 14

Step 1

Select log on using, Outgoing Mail Server

enter the username and
. L Informati

password provided by R
your ISP, then click OK,

. @ Log on using
Apply, then OK again.

E-mail usernamea:

Password:

Use sarme settings as my incoming rmail serser

["Log on using Secure Password Authentication

Mhy=I5P"s-Username

| Remember password

Cancel

o |

Click Close to close the wizard and start using your email account.

Windows Live is now configured to receive email from your Standard mailbox and send

email through your ISP’s mail server.

Setting up Outlook Express

Open Outlook Express. Click the Tools menu,

then click Accounts.

Message Help

Send and Receive ]

Synchronize All
Synchramize Folder

Address Book... Chrl+Shift+8
Message Fules ¥
Opkions. ..
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Step 2

Step 3

Step 4

The Internet Tip of the d.

Internet Accounts

. Tl e mmmnr b e
Accounts window Al | Mail | News | Directory Service
: H I Mews...
will open. Click Account Type Connection Remove Directory Service. ..
. S Active Divectory  directory service Local Area Metwork - 1 pane.

Add in the top Bigfoot Intemet .. directory service Local Area Metwork,

i . ‘WeriSign Intemet . directory service Local frea Metwork o fanlt

rlght corner. Click (a3 Whowhere Inter. direclory service Local Area Metwork

Mail in the menu (e ]

.

that appears. This
will open the || [ setOrder..

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.

On the first screen of

X)

Internet Connection Wizard

the Internet Your Hame

Connection Wizard,

you Il be asked to When pou send e-mail, your name will appear in the From field of the outgoing message.

. T oud ke i to appear.
enter a display name. Y yOUTRAMS 55 e pees

This is what most
) ) ) Display name: Ralph|
email users will see in For e John Smith
their inboxes instead

of your email address.

E Hexd > i Cancel I

Enter your name,

then click Next.

Enter your full email address. This made up of the mailbox name you chose, an @ symbol

and your domain name.
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When you have Internet Connection Wizard El
entered your email Internet E-mail Address

address, click Next.

Your e-mail address is the address other people use to send e-mal messages o yow

E-mail address: i:alph@rabh&domainnamacmﬂ

For example: someone@microsoft.com

[ < Back ﬂ Mext > DI Cancel ]

favored connection. E-mail Server Mames
Select POP3 or IMAP

from the dI’Op down My incoming mal server is & :F'DPS v: SBIVE,

menu. Incoming mad [POP3, IMAP of HTTP) server

_rnairaLDhsdumaimame.com
An SMTP server ik the server thal is used for your outgoing e-mail

Dutgoing mal [SMTP) server
smitp.ralphsdomainname. con|

| < Back t Mext » jl Cancel ]

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

Contact your ISP for your SMTP details and enter them in the Outgoing mail (SMTP)

server text box.

When you have entered your mail server names, click Next.
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Step 6 On the Internet Mail

Internet Connection Wizard

Logon screen, enter Internet Mail Logon

your full email address

in the Account name Type the account name and password your Intemet service provider has grven you
text box. Account name: talph(@alphedomaine ame, com
Pasmmd ..l..'.......|

Enter the password for
i i Remember password
the mailbox in the
I your Intemet service provider requires pou to use Secure Pazsword Authentication
Password text box. [SPA) to access your mail account, select the "Log On Using Secure Password
Authentication [SPA)' check box.

[] Log on using Secue Password Authentication [SPA)

[ <Bock JTWew> 3 [ comel ]

When you have entered

your mailbox name and

password, click Next.

w

Important: Log on using Secure Password Authentication (SPA) should not

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

You have successhilly entered all of the information required to get up your account.
To save these settings, click Firish,

You will be left at the Internet Accounts window.
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Step 8 Select the account you [ — dd

have just created and click Al Mai | News | Diectoy Sewice)| s b
Properties. . Account Type Connection . Fiemawve
Cd Active Ditectory  directory service Local Area Metwork.
(o Bigfoot Intemet ... direclory service Local Area Metwork,
R mail (default) Any Avalable Got a5 Defoul
SaVeriSignlnlanet... directory service Local Area Metwork.
QWHMMQ Irber._.  directory senace Local Area Network
Export..
] | Set Order...
Step 9 If your ISP's SMTP server requires mail.ralphsdomainname.com Properties EJE|
username and password authentication, Genaral| Servers | Connection]| Secuiy | Advanced
click the Servers tab and ensure the My Server Information

server requires authentication check box Myincoming mai serverisa [POP3 | server.
Incoming mail [POP3): _ma'l.ralphsdomaimme. com

is selected, then click Settings. :
Outgoing mail [SMTP): | smtp.ralphsdomainname. com

Incoming Mal Server
Account name: :rwh@ewsWMMe.com
Paszword: -.o.-a..a..-..

Remember passwond
[] Log on using Secure Password Authentication

Dutgoing Mad 5 erver
pssmrmqﬁaswthanlicalim I: Seftings.. |}
ok J[ Cacel J[ oot |

F

Step 10 Enter the username and

Outgoing Mail Server

password provided by your
. . Lagan |nfamaton
ISP in the text boxes provided
. () Use same sellings a3 my ncoming mal server
and click OK.
(® Log on using
Account name; | My5P's-usemame
Pazsward: [T L] iiili-liliil
Remember pazsword
[] Log on using Secure Password Authentication
C ] j | Caricel
Step 11 Finally, click OK, then Close to close the wizard. Outlook Express is now configured to
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receive email from your Standard mailbox and send email through your ISP’s mail server.

Setting up Outlook 2003

Step 1 Open Outlook 2003, click Tools in the top menu, then click E-mail Accounts.
Step 2 Select Add a new e-mail E-mail Accounts &
account, then click the Next
button. aecounte ahd duectomes thit Ouaolk seesr
E-mail
@ﬂ.ddanewe-mlacm
O view or change existing e-mad accounts
Directory
(0 Add a new directory or address book
() iew or change existing directories or address books
Chex>
Step 3 Depending upon your ‘E-mail Accounts =

favoured type of connection.
Select POP3 or IMAP from the
list of available server types,
then click Next.

Server Type
Youcan cho0se the type of Serves YOUr nes -mal sccount will wark with,

(I Microscft Exchange Server

Coanneck ko an Exchange cerver bo read a-mal, accecs publc folders, and chare
documents.

Giror3
‘Cornect to APOPS e-mal server to dovwnlosd your &-mai,
Cimap
thum IMAP e-mail server bo download e-mal and synchronize mailbox
5.

Onrre
Conneck ko an HTTP e-mail server such as Hotmail ko download e-mal and
rnchronizs malbex: Feldars,

() additional Server Types
Connect W another workgroup or Srd-party mal server,

<Bace | mets )| cancel |

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 their inboxes instead of your
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email address. Enter your name.
e E-mail Address: Enter your full email address. This is 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 Outgoing mail server (SMTP): Enter the SMTP server provided to you by your
ISP.

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 chose for the mailbox.
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 vour e-mail account working.

User Information Server Information

Your Mame: Ralph Incoming mail server (POP3): ail, ralphsdamainnanne. com

E-mail Address:  @ralphsdomainname.com | 9ukgeing mail server (SMTPY | your-15P's-SMTP-Server

Logon Information Test Settings

Uset Mame: s@ralphsdomainname.com | After filing aut the information an this screen, we
recommend you kest your account by clicking the

Password: HRR Rk button below, (Requires network connection)

Remember passward

Test Account Setkings ... ]

|:| Log on using Secure Password

Authentication (SPA) Mare Sethings

< Back. " Mexk = ][ Cancel

If your ISP’s SMTP server does not require a username and password, click Next, then

the Finish button to complete the wizard.


mailto:ralph@ralphsdomainname.com

Step 8

(optional)

Step 9

(optional)

Step 10

(optional)

If your ISP’s SMTP server requires a
username and password click More

Settings.

Internet E-mail Settings

| General | Oubgoing Server | Connection | Advanced |

Iy cubgoing server (SMTP) requires authentication

OUsa same settings as nvy incoming mail server

@Dogon using

User Name: Your-15P"s-Usernams

Passward: o o—ovt--nvovt-vl

[¥]remember password
[ Log on using Secure Password Authentication (SPa)

() Log on ko incoming mail server before sending mail

[ ok ][ cancel

Check the boxes marked My outgoing server (SMTP) requires authentication and Log on

using, enter your ISP’s username and password in the text boxes provided, then click OK.

Click the Next button, then the Finish button.

Outlook 2003 is now configured to receive email from your Standard mailbox and send

email through your ISP’s mail server.

Setting up Outlook 2007
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Step 1

Step 2

Step 3

Open Outlook 2007, click Tools in the top menu, 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.

Add New E-mail Account

Ioulsh&:tinns NOD32  Help  Adi
Send/Receive »

Instant Search »
(4] Ctrl=5hift=B
%y Organize
Lﬁ Fules and Alerts...

Qut of Office Assistant..

Address Book..,

Mailhox Cleznup...

':E‘ Empty "Deleted kems” Folder

fal Recover Deleted Items..,
Forms k
Macro F

Account Settings...

Trust Center..
Customize...

Options..

(X

Account Settings

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

E-mal | Data Files | RSS Feeds | SharePoint Lists | Internet Calendars | Published Calendars | Address Books |

M Type
ralphifralphsdamainname., com POPISMTE {send From this account by defaul)

£

Choose E-mail Service

icrnscﬂ: Exchanga, POP3, IMAP, or HTTP

Conneck ko a0 e-nall account at your IrEernst service provicer (I5P) or your
organization’s Microsoft Exchange sarver,

) Other

Conneck ko a server bype shown below,

< Badk E Mek = } Zancel
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Step 4 Select Manually Add New E-mail Account

=

configure server settings Auto Account Sebup
of additional server types
and click Next

nually configure server settings or additional server types

il MNext > tl Cancel |

Step 5 Selectnternet Exml

and click next. Choose E-mail Service

@Merhet E-rail
Connect to your FOP, IMAF, or HTTF server to send and receive e-mail messages.

(CrMicrasoft Exchange
Connect to Microsaft Exchangs for sccess bo your &-mail, calendar, contacts, Faxes and voice mail.

) Other
Connect to & server type shown below,

[ < Back [Next) ‘:D[ Cancel

Step 6 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 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 POP or

IMAP from the drop down menu.
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e Incoming mail server: Enter mail.yourdomain.com (replacing yourdomain.com
with your domain name)
e Outgoing mail server (SMTP): Enter the SMTP server name provided by your

Internet service provider.

Login Information

e User Name: Enter your full email address. This made up of the mailbox nhame you
chose, an @ symbol and your domain name.

e Password: Enter the password you chose for the mailbox.

e 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.

X

Add New E-mail Account

Internet E-mail Settings
Each of these sattings are required bo gt your a-mall account working.

User Information Test Account Settings
Your Mame: Ralph Seith After Filling out the information on this screen, we
recommend yiou best your sccount by dicking the
E-mail Addrass: ke slpksdemasinnate . com bustton bidow, (Fsquires retwork. conmecticn)
Server Information
[ Test Accourt settings ... |
Bcoount Type:
Incoming mal server: el ralphsdomainname, com
Outgoing mad server (SMTF): | vour-159's-Server-Settings|
Logon Information
User MName: alphidr alphsdomainname. com
Pasoviard: FEr

[#] Remember password

[ Require logan using Secure Password Authentication (SPA) ] Mare Settings ... [

| < Back ]I Mest > ]i Cancel ]

Once you have entered the required information, click More Settings.
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Step 11

Step 12

Step 1

If you have been provided a
username and password with
your ISP’s SMTP server,
Click the Outgoing Server tab

X

Internet E-mail Settings

| General | Outgoing Server | Connection | Advanced |

[#]#y outgoing server (SMTF) requires authentication
{7 Use same settings as my incoming mail server

and check My outgoing @w on using
server (SMTP) requires User Mame: :W-ISF'sa-SMTP-Uggmm
[l o i oo o o e oo b ok ok b ok
authentication. Select Log Password: | |
i ) [#] Remember password
on using and enter your ISP’s [ JRequkre Sscure Password Authentication (SPA)

username and password in

the text boxes provided.

{7 Log on bo incaming mail server before sending mal

[ ok ]| cancel

Click OK, click the Next button, then click the Finish button.

Outlook 2007 is now configured to receive email from your Standard mailbox and send

email through your ISP’s mail server.

Set up Outlook 2010

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

0

@ Home Send / Recelve Folder View

1
.

Open
Print

Help

2] Options
B et

Account Information

No account svailable. Add an e-mail account 1o enable additional features.

dp Add Account
= Account Settings
;;?.I. Moddy settings for thes account and configure additsonal connections.
Account
Settings *

Accoumt Settings....
25 AGd and remove accounts or change
T existing connection settings

._e e - x by emptying Deleted Items and
v archring.
Cleanup

Tooks -
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Step 2 Select the E-mail tab and | Account Settings ==

. E-mail Acoounts
click New. You can add or remove an Brount. You can ssiect an sccount and change its settings.

.Nune

Type

[ cose |
Step 3 Select Manually (3 Add New Account
configure server e i ik
settings or additional
E-madl Account
server types and click
Next.
Text Messaging (SMS)
(mmmmum;«v«@
Step 4 Select Internet E-mail Ty =
and click Next. thoose Service
@ Imtermet E-mail
Cﬁ:’mﬂtsﬂ)’w”wmmmﬂaﬂmemﬂn@
Microsaft e O SETVIOE
Connect and access e-mal messages, calendar, contacts, faxes and voice mal messages,
Text Hessaging (SHS)
Connect to & mobde messaging service.
Other
Connect to a server type shown below,
b | mea> D[ cwea ]
Step 5 There is a lot of information to fill in next, so let's look at each section bit by bit.
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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 the SMTP server provided to you by your
ISP.

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 Require logon using Secure Password Authentication (SPA): Leave

unchecked.

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



Step 6

Step 7

Add New Accownt
Internet E-mail Settings

Useer Information

Wioar Pl Fusiph Smth

E-mad Address: sighgraiphedomainname. com
Server Information

Account Type: POR3 ,
Tncoming mal server: mad. ralphecemanname .com

Oubgoing mal server [SMTF): Your-1EF s Server Settrags
Losgon Information
User Name: B B Sl 2

Pamoword: sssssssass
[#] Remambar password
| P kagon Using Seare Pasgwerd Autherboabon (SPA)

||

Ench of these settngs are requined 1o get your e-mad scoount working.

Test Account Settings

After fillng out the information on ths soeen, we
recommend you test your acoount by didang the button
bekorws, (Foptuines netwirk conmection)

| Test Account Settngs ... |
|f] Test Account Settings by deding the Mext bution
Deliver new messages boc

& Hew Quiiook: Data File
[Existirg Casthook Diata File

|| Mare Settings ...

<Bok || Met> | [ concd

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

If you have been provided a
username and password with
your ISP’s SMTP server, Click
the Outgoing Server tab and
check My outgoing server
(SMTP) requires
authentication. Select Log on
using and enter your ISP’s
username and password in the

text boxes provided.

Internet E-mail Settings
[ General | Outgong Server | Connection [ Advanced]
[¥] My outgoing server (SMTF) requires suthentication
Use same settings a5 my incoming mad senver
0 Lising
Liser Name: | My-{5F"5-SMTP-Username
Password; | meeeesssasss]
[¥] Remember password
|| Require Secune Password Authentication (SPA)
Lag en to incoming mad server before sending mal

Click OK, and then Next and Outlook will test the connection.
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Step 8 When the test is complete click [
Close, and then click Finish to Congraulations! All tests completed successfidly. Click Close fo continue. Stop
close the wizard.
[ Tasks ._Ermrs
[ Tasks Status
' Lag onto incoming mai server (POP3) Completed
Send test e-mal message Completed
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Setting up Thunderbird

Step 1 Open Thunderbird.

9 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
Thunderbird.

If the wizard does not open automatically, click

Account Settings in the Tools menu.

Step 3 Click the Add Account

Account Settings

= Local Folders
Disc Space
Jurk Settings
Outgoing Server (SMTP)

button.

[ o> ]

The Account Wizard will open, if you don't have any other mailboxes set up in

Address Book Crl+2

Add-ons

Message Filters...

Import, ..
Error Console

Options. ..

X

Account Settings

The Following is a special account. There are no identities associated with it,
Account Mame: | Local Folders ]

Message Storage

[] Empty Deleted folder on Exit

Local direckory:

C:{Documents and Settings\iohn dainton! Application Datal| | Browse...

(o J (oo |
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Step 4

Step 5

Select the Email account
radio button, then click
Next.

Enter your name in the Your
Name text-box. This is what
most people will see when
you send them an email.
Then enter your email
address in the Email
Address text-box, and click
the Next button.

Account Wizard

New Account Setup

In order to receive messages, you first need to set up 2 Mail or
hewsgraup Sccount,

This Wizard wil collect the information necessary to set up a Mail or
Meswsgroup account. IF wou do not know the information requested,
please contact your Syskem Administrator or Inkernet Service Provider,

Sedect the type of account you would ke to set up:

 Emal account!

) R55 News & Blogs
O Google Mai

) Newsgroup account

Mext = | Cancel

Account Wirard

Identity

Each account: has an identity, which is the information that identifies
you ko others when they receive your messages.

Enter the name you would ke to appear in the “From” field of your
outgoing messages (for example, “John Smith®).

Your Mame: Ralph Smith

Enter your email address. This is the address others will use to send
email bo you (for example, “usen@example. net”).

Email Address: | réiphi@ralphsdemainname. com|

| < Back d et > }l Cancel
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Step 6

Step 8

Step 9

Step 11

favoured connection type, Server Information
check POP or IMAP as the

incoming server type.

Select the type of incoming server you are using.

@eor O map

. ) Eriter the name of your incoming server (For example,
Enter your mail server in “mail.example.net"}.

, Incomi i | mail.ralphsdomainname.
Incoming Server text-box. L . ohdomainnams.conl

Uritick, this box to store mail For this account in its own directory. That
will make this account sppear as a bop-level account. Otherwise, it vl
be part of the Local Folders Global Inbox account.

Use Global Inbox (store mal in Local Folders)

This is your domain name
with "mail." added to the
front. For example

Your existing outgoing server (SMTP), “smbp.ivernail.co.uk”, will be

mail.yourdomain.com used, You can modify cutgoing server settings by choosing Account
Settings from the Tools menu,

Then click Next. | < Back Next > | Cancel

Enter your ISP’s outgoing SMTP server address in the Outgoing Server text-box, then click
Next.

Enter your full email Account Wizard X

address in the User Names

Incoming User Name
Enter the incoming user name given to you by your emal provider (for
and the username example, “jsmith").

supplied by your ISP Incoming User Name: :rah:ll'u@ralpl'usdumai'mam.u:om
in the Outgoing User ) : _ _
Eniter the oukgoing user name given ko you by vour emal provider (this
name text-boxes. is typically the same as your incoming user name),

Then click Next. Qutgoing User Name: | my-ISP's-username]

| < Back l| et = I.’ll Cancel

Use the Account Name P — [5_(|

text-box to enter the Account Name

name you want to use

to identify this account, Enter the name by which you would like ko refer to this account (For
) . example, “Work Accourt”, "Home Account” or "News Account™).
then click Next. This

. focount Mame: My mailboz|
name will only be

visible to you.
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Step 12 Confirm the details Account Wizard [Z]

you have entered, Congeatulations]

click Finish, then

click OK to close the Plsase veriFy that the information below s corect.
Account Settings Accounk Nare: My Fasthosts Mailboo:
. Erail Address: ralphi@ralphsdomannane, com
window. Incoming User Mare: ralphiralphsdomainname. com
Imcoming Server Nane: rmiail.ralphsdomainname, com
Incoming Server Type: POR3
Ciukgoing User Manme: ralphi@ralphsdomainnamne., com

Outgoing Server Mame (SMTP):  smbp.ralphsdomainnanme. com

Click. Finish to save these settings and exit the Account Wizard.

Thunderbird is now configured to receive email from your Standard mailbox and send

email through your ISP’s mail server.

Setting up Mac Mail

Step 1 Open Mac Mail.

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

B0  About Mail

a Services >

"ONI  Hide Mail %H
+ pss Hide Others X #H
Show All
Quit Mail %Q

Step 3 Click the Create an account button to open the Add Account wizard. This is ‘ﬂ
located under the Accounts list, on the bottom-left of the window. -
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Step 4

Step 5

Enter your name in the
Full Name text-box. This
is what most people will
see when you send them
an email. Type your email
address in the Email

Address text-box.

Enter the password for
the mailbox in the

Password text box.

Click the Continue button.

Add Account

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

W

To get started, fill out the following information:

Full Name: B8ob

Email Address: bob@bobsdomain.co.uk

Password: | sssssssssses ]

® Cancel Co Back @

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

e Account Type: Depending upon your favoured type of connection. Select 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.

¢ 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.

Incoming Mail Server

Account Type: r & POP E

Description:  Bobs Ermail

Incoming Mail Server: mail bobsdomain.co.uk

User Name: bob@Ebobsdomain.co.uk
Password; ]nnnnnn{ I

@ Cancel (" Go Back }
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Click the Continue button when you are done.

Step 6 On this screen you should
Outgoing Mail Server

Description: (optional)
Outgoing Mail Server: | Your-ISP's-SMTP-Serve: #f

enter the SMTP settings as

advised by your Internet

Service Provider. i ok e s
1 Use Authentication
User Name:
Click Continue when you R cshrd:

have filled out this

information.

® (G ) Gom ) Coommn))

Step 7 If your ISP’s outgoing server
Outgoing Mail Security
requires an SSL connection, () Use Secure Sockets Layer (SSU)
select this option here and ' Authentication: | None 3]
click Continue
® Camai) G

Step 8 Confirm the details you have ,
Account Summary

filled out, and click the Create
Account Description: Bobs Emall

Full Name: Bob
Email Address: bob@bobsdomain.co.uk
User Name: bob@bobsdomain,.co.uk

Incoming Mall Server: mail.bobsdomain.co.uk
SSL: on

button.

Outgoing Mail Server: Your-1S/s-SMTP-Server
SSL: off

™ Take account online

@ (Cancei ) Ceoma ) Comme)
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Standard Mailbox set up guide

Step 9 On the Accounts window,
select the Advanced tab, then

uncheck the option Use SSL.

bob@bobsdomain

¥ 308 M Enable this account
™ inciude when astomatically checking for new mail
W Remove copy from server after retrieving a message:
| After ome week g(lmmm)

Prompt me 1o skip messages over T ke

Cneck with your system administrator befoce changing amy of the
options below:

advarced
port 110
| Password ]

o) ®

£

Mac Mail is now configured to receive email from your Standard mailbox and send email
through your ISP’s mail server.
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