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Setup email in MS Outlook

Select tools
» Email accounts
Select add new email account at the next screen and click next

E-mail Accounts

E-mail Accounts
Yau can change the e-mail accounts and directories that Outlook uses, ]

E-mail
{+ 4dd a new e-mail account

" jew or change existing e-mail accounts

Directory
™ #dd a new directory or address book

" Wigw or change existing directories or address books

| Mext > | LCloze |

Click Pop3 as server type and click next

E-mail Accounts

Server Type
You can choose the type of server your new e-mail acount will wark with, :

[ Microsoft Exchange Server

Conneck ko an Exchange server to read e-mail, access public Falders, and
share documents.

walr e-rail,

" IMap
Conneck ko an IMAP e-mail server to download e-mail and synchronize
rmailbo:; Folders.,

" ”HTTP

Conneck ko an HTTP e-mail server such as Hotmail to download e-mail and
synchronize mailbo Folders,

" Additional Server Types
Conneck ko another workgroup or 3rd-party mail server,
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User Information
» Your Name
The name you want the emails to appear from
» E-mail Address
mailbox email address

Logon Information
» Enter your email address into the User Name field
» Enter your password into the password field
note password is case sensitive

Server Information
» Incoming Mail Server (POP3)
mail.yourdomain.com.au
» Outgoing Mail Server (SMTP)
Your ISP’s outgoing mail server

>
E-mail Accounts E EI

Internet E-mail Settings (POP3)

Each of these settings are required to get your e-mail account working, :
User Information Server Information
Your Mame: |p.-|-:l,. Display Name Incoming mail server (POP3): |mai|.~;.-'u:uuru:|n:umain.n:u:um.au
E-mail Address: |~;.-'|:|u@';.-'|:|uru:||:|main.-:cum Qutgoing mail server {SMTP): |.:.,,:,,_,r ISP SMTP Server|
Logon Information Test Settings
User Name: : After filling out the information on this screen, we
= |';.-'CILI@';.-'EILIFE|DI‘|‘|EII‘|.IZDI‘|‘| recommend you test vour account by clicking the butbon
Password: |************* below, (Requires network connection)

[ Remember passward Test Account Settings ...

[ Log on using Secure Password

Authentication (SPA) Mare Settings |
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Click test account settings to confirm correct mailbox setup.

If this test fails then review all steps ensuring that

You have entered the correct email address

You have entered the correct password remembering that this is case sensitive
You have entered the correct email address into the user name field

You have entered your internet service providers outgoing SMTP server under
server information
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Setting up email accounts in Outlook Express
> Click TOOLS then ACCOUNTS

¥ Inbox - Outlook Express

File Edit ‘View Message Help

Send and Receive +

5 i x
l_TJ M ! Synchranize Al
Create Mail R b Delets

: Address Bock, .. Chr-Shift+B
E Show all Mess:
3 Ll |: Add Sender to Address Book
@ Message Rules +
Folders Accounts...
3 outlook Express Options. . _
= @ Local Folders (@ Macdonald, Garry

-6 Inbox (460) £ Jay Tan

I T T, AT —_

_» Make sure you are on the mail tab then click the ADD button then MAIL

— = A10/2006 1:27
Internet Accounts |r5_(| 9/10/2006 12:4
LAl 210/2006 12:C

2006 12:C
News.... 2006 11:5
Account Type Connection FRemave Directary Service. . 5006 1115
% hapydayz rnail Ary dovailable 9410,
@ mal.uacmedia.c...  mail [default) Ary dovailable 910,
@ma\l.uacmedla.c... rnail Ary dovailable et as Default 7H0)
@ newcraigdotnet....  mai Ary Sovailable — 7H0)
5110,
4410,

All |Mai| ‘News Directory Service

2006 11:4
2006 12:C
2006 7:02
2006 5:2€
2006 10:5
2006 11:2
41102006 10:4
4110/2006 9:5C
41102006 6:12
4/10/2006 5:02
4/10/2006 4:04
Cloze 4/10/2006 4:04
4/10/2006 2:35
EE annnner@yvrrkerbhnstinn. oo T axm-RRRAA1 T <sl rert renewal H1NIZNNR 2:31

Properties

Export...

i

» Enter in the name you want the email to appear from then click NEXT

Your Name

When you send e-mail, your name will appear in the From field of the outgoing message.
Type pour name as vou would like it to appear.

Dizplay name: Your Mamme

For example: John Smith
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» Enter in the full email address of this account and click NEXT
Internet Connection Wizard r5_<|

Internet E-mail Address

Your e-mail address iz the addieszs other people uze to zend e-mail meszages o you,

E-mail address: pouiEyaurdomainname. com

For example; someone@microzaft.com
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» Enter in E-mail Server names
The incoming mail server will be mail.yourdomainname.com and the outgoing mail
(SMTP) server will be your isp’s mail server name such as mail.bigpond.com then
click NEXT

Internet Connection Wizard El

E-mail Server Mames

by incoming mail zerver iz a | POP3 W | SEIYEl

Ihcoming mail [POF3, IMAP or HT TF) server:

mail. yourdormainname. com

A SMTF server is the server that is used for pour outgoing e-mail.

Dutgoing mail [SMTP] server:

wour izp's smbp server such mail.bigpond.com
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» Then enter in the full email address for the account name and the password
you have been sent by uachosting for this email account

Internet Connection Wizard D_q

Internet Mail Logon

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

Account name: |yuu@yuurname.cnm |

Pazsward: |iiilllliii |

Remember pazzward

[f wour Internet service provider requires you to use Secure Paszward Authentication
[SPA) to access vour maill account, select the 'Log On Using Secure Paszword
Authentication [SPA) check box,

[ ]Log on using 5 ecure Password Authentication [SPA)

[ < Back ” Hest > ][ Caricel

> Then click NEXT and then FINISH

Internet Accounts

All | b ail | Mews | Directony Service
Account Type Connection Bemove
b= hapydayz mail A Available .
: ' . ) FProperties
% mailuacmedia.c...  mail [default] A A ailable
@ mail uacmedia.c...  mail Ay Available et as Defaul
@ newcraigdotnet....  mail Ay Available —

Expart...

1=
=
=
-

Cloze

> and CLOSE

Send an email to your self to test this new email account.



Checking email accounts via a web browser

> Into the address bar of your web browser type in
http://mail.yourdomainname.com and press enter. then click the @mail

button
i Address http: ffrnail yourdomainnarne, com
. Google |Gl+ Goo gD B » €9 Bookmarksw Pa0REnk LB 44 blocked

Change your POP3 password

MAIL

MAIL SYSTEM

Click here to access your Webmaitl

SpamAssassin

Click here to set your Spamdssassm preferences

» Enter in your user name eg (if your email account is john@home.com then
your user name is john) press the tab key on the keyboard and enter in your
domain name press the tab key again and enter in your password and press

_the login button or the enter key

@mAarL

Please provide login and password information to access your mail-account

youl | @ |Durdu:nmainname.cu:|m|

Pazzword: [esseseses |

Mailserver: |mai|.y0urdomainnam|

Interface: |Simple tany brow |
Language: |Default B

m Want tD l2arn more about @Mail and its functions? Consult the online

e T e T ol Tt ol Tt e T T e

Help YClon

é;‘] Done
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