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Standard Mailbox Setup Guide

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

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 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:

Email software

Internet connection

Incoming Server address (shown in your control panel)

SMTP address (as advised by your internet service provider)

Username (This is the same as the email address for your new mailbox)

Password (As specified when you created the mailbox)

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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Setting 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
Meszage rules 3
Contacts..., Ctrl+ Shift+C
MNewsgroups.., Crl+W
Manage feeds...
Accounts...
Safety options...
Opticns..,
Step 2 The Accounts window will open. Accounts ==
Click Add in the top right corner. To ke chares. S, o Ve s aos0es of bomton st 1.
News ~ | -
3_“. Wicrosoft Communities (Defaut Iml
S
Contacts Directory -
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Step 3 Select E-mail account and click 5=
Next & Add an account
Select Account Type
What type of account would you like to add?
_J' Newsgroup Accoun
;' 1 Cortacts Dinsctory Accourt
nJ i
[ Cancel |

Step 4 Enter your full email 5™

address. This made up @ Add an E-mail Account

of the mailbox name

you ChOSE, an @ Please enter your e-mai account information below:

symbol and your E-mai address:  ralph@ralphsdomanname com -
domain name. In the example 355 @hotmail com Get a free e-mail account
next text box, enter your sesessssieate

mailbox password. | Remember password

How should your nama appaar in a-mail sant from this acoourt?

Finally, enter a display Display Name: | Ralph Smith|

name. This is what ST TR

most email users will @h'daf‘; configure server settings for e-mail account.

see in their inboxes

instead of your email Ched D[ cancel |
address.

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.

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



Step 6

Step 7

Step 1

In the Outgoing server Information section you should enter the SMTP settings as advised
by your Internet Service Provider. Then click Next.

|
@ Add an E-mail Account
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Incoming Server Infommation

My mcoming mad senmeris a SANVEr,

Inzoming server:  mail ralphsdomainname com Port: 110

| This server requires a secure connection (S5L)

Log on using: Iﬂaarmi autheantication -

Logn 1D (f differert from e-mail address):
ralph @ralphsdomainname com

Qutgoing Server Information

Outgoing server: | YourlSF's-SMTP-Server Port: 25

7] This sarear raquinss & sscurs connaction (SS1)
7] My outgoing sarver requinss authentication

Click Finish to set up your e
account, and close the L‘) Add an E-mail Account
new account wizard.

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

1 Finish } 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.

ICLIEN Message  Help

Send and Receive 3
Synchronize All

Wfindows Contacts... Ctrl+Shift+C

Add Sender to Contacts

Windowes Calendar Ctrl+Shift +L
Message Rules b
Mewsgroups... Cirl +1

Junk E-mail Options..
Qptions...

The Internet Accounts P
window will open. Click
Add in the top right I e
corner. Click Mail in the
menu that appears. This Pirectogy Sendoe
will open the Internet

Connection Wizard.

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.

a-’ Micreseft Communities (default)

==
A
e D
| Remaove |

v

| Properties |

i Import...

[ SsetOrder. |

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
. .. Your N
to enter a display name. This is eureme
When you send e-mail, your name will appear in the From field of the outgoing message.
What most emall users W|” see In Type your name as you would like it to appear,
their inboxes instead of your email I, N
For sxarnple: John Srmith
address' Enter your name' then Where can  find miy &-rmail account information?
click Next. G
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Step 5

Step 6

Step 7

Enter your full email ) =
address. This made up of €
the mailbox name you Internet E-mail Address
Chose, an @ Symbol and ‘our e-mail address is the address other people use to send e-mail messages to you.
your domain name. Then E-rnail address: ralph@ralphsdomainname.com|
click Next. For example: someone@microsoft.com
Where can [ find ry &-roail account information?
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 mail
(SMTP) server text box.

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

(poP3 -
Incoming mail (POP3 or IMAP) server:
mail.ralphsdomainname.com

Qutgoing e-mail server (SMTP) narme:

your-15P's- SMTP - Server

| Outgoing server requires authentication

Where can I find my e-mail sérver information?

@ 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-mall
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
Type the account narme and password your Internet senvice provider has given you.
E-mail username: ralph@ralphsdomainname.com
Password: sessssssssses
V] Remnember password




Step 8 Click Finish and the =
mailbox will be added | &3

to Windows Mail. _
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

Step 9 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 10 Click the Tools menu, then click Accounts. UCEEN Message  Help

Send and Receive b
Synchronize All

Wifindows Contacts... Ctrl+&hift+C
Add Sender to Contacts

Windows Calendar Ctrl+Shift+L
Message Rules b
Mewsgroups... Ctrl + W

Junk E-mail Options...
Options...
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Step 11

Step 12

Step 13

Select your email account
and click Properties.

Select the Servers tab,
check the My server
requires authentication
box, and click Settings.

Select log on using,
enter the username and
password provided by
your ISP, then click OK,
Apply, then OK again.

Internet Accounts (=]

St up new e-mail accounts or MEWIGRoUp ;ubr:riptiom by :Ii¢tingMd.
To make changes, export, OF reMovE an account or subscription, select it first.

Mail -

€_ mail.ralphsdomainname.com (defaul:))

ralph@ralphsdomainname.com

News - Rerriove |
i_’ Microsoft Communities (default)
E rnewsmicrosoft.com b,

Directory Service hd Set a5 Default

Import...

Expart...

Set Order...
Close |

r mail.ralphsdomainname.com Properties %

General | Servers | Connection | Secuiity | Advanced|

Server Information
Ihy incaming mail serveris a SEMVET.
Incoming mail (POP3):  mail ralphsdomainname.com

Outgoing mail (SMTP):  smitp.ralphsdomainnarme.corm

Incorning Mail Server

E-rrail usemarne: ralph@ralphsdamainnarme.com
Password; sssssensennee
[/ Remermber password

[ |Log on using Secure Password Authentication

Outgoing Mail Server

[¥] Wy server requires authentication m

Outgoing Mail Server N
Logon Information
) Use sarme settings as my incorming mail server
@ Log on using

E-mail username:  My-I31"5-Username

Password: SEBEAEEEEEN l'llill

| Remnernber password

[ Log on using Secure Password Authentication

K'_- 0K :)H Cancel
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Step 14

Step 1

Step 2

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, Message  Help
then click Accounts. Send and Receive »

Syncheonize All
Syncheonize Folder

Address Book... Chri+Shift+8

Message Rules ¥

Oplions, ..

The Internet Tip of the d.

Internet Accounts

. TH'r mmew bo we
Accounts window Al | Mail | Mews | Directory Service _ r ¥
. . T Mews...
will open. Click Account Type Cornnection Birectory Service...
) S Active Divectory  direchory service Local Area Metwork . T Iraa
Add in the top %ﬁgfmt Internst ... directory service Local Area Metwork g
i . WeriSign Intemet ... directory service Local Area Metwok e fanlt
rlght corner. Click Cwhowhere Inter . direclory service Local Area Metwork
Mail in the menu S
.
that appears. This
will open the Il [ setOrder.
Internet
Connection
Wizard.

a 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 On the first screen of

Internet Connection Wizard

the Internet ‘Your Mame

Connection Wizard,

you Il be asked to ‘When you send e-mail, pour name will appear in the From held of the oulgoing message.

i T ouid Be it to :
enter a display name. HERB JOAN 1AM 85 POU W appest

This is what most
) ] ] Diisplay narme: RalpH

email users will see in For e Johr Srith
their inboxes instead

of your email address.

E et » } Cancel I

Enter your name,

then click Next.

Step 4 Enter your full email Internet Connection Wizard gl
address. This made Intemnet E-mail Address
up of the mailbox
name you ChOSG, an ‘Your e-mail addiess is the address olher people use to send e-mail messages lo you

@ symbol and your

domain name. _
E-mail address: _:alph@rabh&domainnamacmﬂ

For example: somecne@microsoft.com
When you have

entered your email

[ < Back m Mest > DI Cancel J

address, click Next.

favored connection. E-mail Server Names

Select POP3 or IMAP

from the drOp down My incoming mad server is & :F'DPS v: SeIver,
menu. Incorning mad [POP3, IMAP of HTTP) server:

lmai:aLuhsdumai'uname.com

An SMTP server it the server that iz used for pour outgoing e-mail,
Outgaing mad [SMTP) server.
smitp. ralphsdomainname. con

| < Back K Mext » )I 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 b__(|
Logon screen, enter Intemet Mail Logon

your full email address

in the Account name Type the account name and password your Intemet service provider has given you

text box. :
Accourt name; ralphi@alphsdomainname, com

Pasm[‘d ......'.......|

Remember password

Enter the password for

the mailbox in the
I your Intemet service provider requires you to use Secure Pazsword Authentication
Password text box. [SPA) to access your mail account, select the Log On Using Secure Paseword
Authentication [SPA] check box.

[] Log on using Secure Password Authentication [SPA)

l < Back E MHest » i Cancel

When you have entered

your mailbox nhame and

password, click Next.

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

be checked.
Step 7 Click Finish and the mailbox | e — 3
will be added to Outlook Congratulations
Express.

You have successhully entered all of the information required to set up your account.
Ta save these seftings, click Finish.

[ < Back r"ml':hish }l_ Cancel J

You will be left at the Internet Accounts window.

Step 8 Select the account you iy e RIX
have just created and click A Mal | News | Divecton Servies add b
Properties. (T Troe Connection | [ Remove
(o Active Divectory  directory service Local frea Metwork,

7 . =
3 Bigfoot Intemet ... direclory service Local Area Metviork, O Propetties )

= mail ralphedomai . [N 0) &y Avalable
C@VeriSign Intemet . directary service Local Area Metwork,
.(EEWthere Inter... direclony service Local Area Metwork,

Set Order...
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Step 9 If your ISP's SMTP server requires = mail. ralphsdomainname.com Properties @g|

username and password authentication, General| Servers | Connection | Secuity | Advanced
click the Servers tab and ensure the My Server Information
My incoming mail server iz a :PUF‘S SEIVEL

server requires authentication check box _
Incormng mail POP3). | mail ralphsdomainname. com

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

Incaming Mal Server
Account name: réiph@ralphsdomainname. com
Password: [essssssassess

Remember password
[[] Log on using Secure Password Authentication

Dutgoing Mad Server

y server lequires authentication Ii

| ok || concet || sppb |

Step 10 Enter the username and

Outgoing Mail Server

password provided by your
ISP in the text boxes provided Logon Irsamation
and click OK. () Uge same sellings a2 my incoming mal senver
(®) Log on using
Account name: | MpISP s-usemame
Pazsword: [assssssessssrense sns
Remember pazsword
[[] Log on using Secise Password Authentication
C oK j | Cancel ]
Step 11 Finally, click OK, then Close to close the wizard. Outlook Express is now configured to

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.
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Step 2 Select Add a new e-mail
account, then click the Next

button.

Step 3 Depending upon your favored
type of connection. Select
POP3 or IMAP from the list of
available server types, then

click Next.

Step 4

User Information

E-mail Accounts %
This wizard will allow you to change the e-mail
accounts and directories that Outlook uses.
E-mail
@ndd & e &-mail acoount
O view or change existing &-mad sccounts
Directory
() Add a news directory or address book
() View or change existing directories or address books
— =
ez
E-mail Accounts HI
Server Type
Yol Can Chose the type of SErer Your new e-mal account will wark with .
(Microsoft Exchange Server
Corneck ko an Exchange cerver bo read a-mal, access publc folders, and chare
documents.
IPors
Cornect to 4 POPS e-mal server to dovwnlosd your &-mai,
Oimap

fcnio‘l;ecttum IMAP e-mail server bo download e-mal and synchronize mailbox
5.

OHrTR
Cornect ka an HTTP e-mail server such as Hobmail to download e-mal and
synchronizs malbox Foldars.

() additional Server Types
Connect o another workgroup or Sed-party mal sarver,

Ceme e |

Cancel

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

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 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.
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mailto:ralph@ralphsdomainname.com

Step 8

(optional)

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

E-mail Accounts

Internet E-mail Settings {POP3)

[“]Remember password

Each of these settings are required ko get vour e-mail account working.

User Information Server Information

Your Marme: Ralph Incoming mail server (POPI):

E-mail Address: @ralphsdomainname.com | QUtgoing mail server (SMTFY:

Logon Information Tesk Settings

User Namne: +@r alphsdamainname.com | AFEer filing out the infarmation an this screen, we
Z recommend wou best your account by clicking the

Pasaword: R button below, (Requires network connection)

Test Account Settings ... ]

|:| Log on using Secure Password
Authentication (3PA)

ail, ralphsdomainname., com

¥our-ISP's-SMTP-Server

Mare Settings ...

< Back ][ Mesct = ] [ Cancel

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

the Finish button to complete the wizard.

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

Settings.

Internet E-mail Settings

General | Qutgoing Server | Connection | Advanced

[#] My oubgoing server (SMTP) requires authentication

{-\ Use same setkings as my incoming mail server

@oq on using
User Name: Your-15P"s-Username
Pﬁmrd: .+t¢+.++1+.i+1&.+ﬁ¢|

[¥]Remember password

[ Log on using Secure Password Authentication (SPA)

() Log on ko incoming mail server before sending mail

[ ok ][ cancl




Step 9

(optional)

Step 10

(optional)

Step 1

Step 2

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

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

click Account Settings.

Select the E-mail tab Account Settings
and click New. E-mail Accounts

Mame
ralphi®ralphsdomainname. com

Inulsi&rtinns MNOD32  Help  Ad

Send/Receive F

Instant Search *
L Address Book... Cirl=3hift=B .
% Organize
(51 Rules and Alerts...

Cut of Cffice Assistant..

Mailbox Cleanup...
'E‘ Empty "Deleted kems® Folder
sl Recover Deleted Items..,

Forms k

Macro F

Trust Center..

Customizea...

Options..

‘o can add or remove an account, You can select an account and changs its settings.

E-mal | Data Flles | RSS Feads | SharePont Lists | Intermet Calendars | Publshed Calendsrs | Address Books

Type
POPISMTR {send from this account by default)
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Step 3 Check the box marked
Microsoft Exchange,
POP3, IMAP or HTTP

and click Next.

Step 4 Select Manually
configure server
settings of additional
server types and click
Next

Step 5 Select Internet E-mail
and click next.

Add New E-mail Account 3]

Choose E-mail Service

icrnsult Exchangg, POP3, IMAP, or HTTP

Conneck ko an e-mall account at your Ineernst service provicer (15F) oF your
organization’s Microsoft Exchange ssrver,

) Other

Connect ko a server bype shown below,

< Biack { Mext = } Cancel

Add New E-mail Account =)

Auto Account Setup

Your Name:
E-mail Address:

Passworid:

Retype Password

ccrﬁg-.re server settings or additional server types

-[Maxt:-)l Cancel I

Add New E-mail Account X

Choose E-mail Service

(Enternet E-mail
Connect bo your POP, IMAP, or HTTP server to send and receive e-mail messages.

) Microsoft Exchange
Connect bo Microsoft Exchange for stcess to your e-mail, calerdar, contacts, Faxes and voice mal.

) other
Connect to & server type shown below,

[ <pack K met> D[ comel |

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
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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 favored type of connection. Select 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 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.


mailto:ralph@ralphsdomainname.com

Step 11

Step 12

Add New E-mail Account

Internet E-mall Settings

Each of these settings are required bo get your e-mal atcount working.

User Information Test Account Settings

Your Mame: Ralph Seikh Ntufkqmﬂuﬂummmmﬁisscrgm,m
recommend yiou best your account by cicking the

E-mail Addrass: alpibEr Slphsdoenainname . com button bedow. (Requires network: conmection)

Server Information
[ Test Account Settings ... |

Bcoount Type:

Incorming mal server: sl ralphesdomainname, com

Cukgaing mad server (SMTP):  |yvour-T5P's-Server-Settings|

Logon Information

Liser Marne: alphi@r alphsdomainnanme. com

Fmd: trtEEttREEE b

[l Remember password
[ ]Require kegon using Secure Password Authentication {SPA) ( more settings ... )

| < Back, ]I Mext > ]i Cancel ]

Once you have entered the required information, 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 | Outgoing Server | Connection | Advanced |
[#]py outgoing server {SMTF) requires authentication
) Use same settings as my incoming mail server

(Ehog on using
User Nama:  |My-15P's-SMTP-Usarnams

. o i e o ol i o ol o o e o o o ok
Passward: [

[#] Remember password
[[JRequire Secure Password Authertication (SPA)

{")Log on ba incoming mail server before sending mal

(X)

| ok || canea

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.

Setting up Thunderbird
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Step 1

Step 2

Step 3

Open Thunderbird.

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.

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

Account Settings in the Tools menu. Address Book Chrl+2
Add-ons

Message Filbers...

Error Console

Options. ..

Click the Add Account Account Settings [x]

button. e e Account Settings
Disc Space

Jurik, Settings The Following is a spedial account. There are no identities associated with it,
Outgoing Server (SMTF) Account Mame: | Local Folders ]

Message Storage
[] Empty Deleted folder on Exit
Local directory:
C:iDocuments and Settingsijohn.daintoniApplication Data'|.1| Browse...

L€ sddnccont... ) |
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Step 4

Step 5

Step 6

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 Emaiil
Address text-box, and click
the Next button.

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

incoming server type.

Enter your mail server in
Incoming Server text-box.
This is your domain name
with "mail." added to the
front. For example

mail.yourdomain.com

Then click Next.

Account Wizard E]

New Account Setup

In order to receive messages, vou first need to set up a Mail or
Mewsoroup scoaunt.

Thits Wizard will collect the information necessary to set up a Mail or
Meswsgroup account, IF you do not know the information requested,
please contack your System Administrabor or Inkernet Service Provider,

Select the type of account you would ke to et up:

€ Emaid account’

) R55 News & Elogs
) Google Mal

O Newsgroup account

Next > | Cancel

Account Wizard EJ
Identity

Each account has an identity, which is the information that identifies
yiou ba others when they receive your messages.,

Enter memmmdhhnappwhme'me field of your
outgoing messages (for example, “Jobn Smith™).

Your Mame: Ralph Smith

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

Ernail Address: _rabh@ralphsdnma'nnme.:nml

| < Back d Maxt > }l Cancel

Account Wizard ['X|

Server Information

Select the type of incoming server you are using.

®eop O mar
Enter the name of your incoming server (For example,
“mail, example.net").
Incoming Server: :m.i.raﬁ:uhsdnmainname.conﬂ
Urnitick, this box to store mai For this account in its own directory, That

will make this account appear as a top-level account. Otherwise, it will
be part of the Local Folders Global Inbox account.

Use Global Inbox (store mail in Local Folders)

Your existing outgoing server (SMTP), “smbp.ivernail.co.uk”, will be
used, You can modify outgoing server settings by choosing Account
Settings from the Tools meru,

| < Back E et > i | Cancel
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Step 8 Enter your ISP’s outgoing SMTP server address in the Outgoing Server text-box, then click

Next.
Step 9 Enter your full email Account Wizard [g|
address in the User Names

Incoming User Name
Enter the incoming user name given to you by vour emall provider (for
and the username example, “jernith"),

supplied by your ISP Incoming User Name: :ralj:ll'u@ralpl'lsdumai'mame.l:om
in the Outgoing User ) : _ _
Enter the outgoing user name given ko you by your emal provider (this
name text-boxes. is bypically the same as your incoming user name).

Then click Next. Quitgoing User Name: | my-15P's-username]

| < Back, I[ Met > IJ| Cancel

Step 11 Use the Account Name

X]

Account Wizard

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 Accournt™).
then click Next. This

. Bocount Mame: My mailbos]
name will only be

visible to you.

Step 12 Confirm the details Account Wizard [Z]

you have entered, Congratulations!

click Finish, then

click OK to close the Please verify that the information below is correct.
Account Settings Account Nanme: My Fasthosts Mailbox
. Ermail Address: ralphi@ralphsdomannane, com
window. Incoming User Name: raiph@ralphsdomainnamne. com
Incoming Server Narme: miail.ralphsdomainname. com
Incoming Server Type: POP3
Cukgoing User Mane: ralphi@ralphsdomainname, com

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

Click Finish to save thess 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.
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Setting up Mac Mail

Step 1 Open Mac Mail.

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

B About Mail

.
Preferences...

Hrovide Mail Feedback...

d Services »

SONT Hide Mail %H
- R5§ Hide Others HEH
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. -

Step 4 Enter your name in the
Add Account

You'll be guided through the necessary steps to set up

is what most people will I'____-:G an additional mail account.

Full Name text-box. This

see when you send them \ k] To get started, fill out the following infermation:

an email. Type your email Full Mame: |2ab

address in the Email Email Address: | bobEbobsdomain.co.uk

Password: sessssssssss

Address text-box.

Enter the password for

the mailbox in the

Password text box. i —

Click the Continue button.

Step 5 On the Incoming Mail Server page, enter the following information:
e Account Type: Depending upon your favored 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.
e Incoming Mail Server: Enter mail.yourdomain.com (replacing yourdomain.com

with your own domain name).
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Step 6

e User Name: Enter your full email address.

e Password: Enter the password for the mailbox.

Incoming Mail Server
Account Type: | @ POP b8

Deseription: | Babs Ermail

Incoming Mail Server:  mall. bobsdomain.co.uk

User Mame:  bob@Ebobsdomain.co.uk

Password: quuuuuj,' I

® (Cancel ) (Gosacn ) (omime )

Click the Continue button when you are done.

On this screen you
should enter the SMTP
settings as advised by

Outgoing Mail Server
Description: | {optional)
Outgoing Mail Server: | Your-15Ps-SMTP-Server =]

your Internet Service ¥ Use only this server
Provider. [ Use Authentication
User Name:

. . Password:
Click Continue when you
have filled out this
information.

® Caana ) (o)
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Standard Mailbox set up guide

Step 7 If your ISP’s outgoing ————— =
. Outgoing Mail Security
server requires an SSL

[C) Use Secure Sockets Layer (S5L)
connection, select this Authentication: | None 7]
option here and click
Continue
® Coomme >

Step 8 Confirm the details you r — <
Account Summary

have filled out, and click
Account Description: Bobs Email

Full Mame: Bab
Emall Address: bob@bobadomain,co.uk
User Name: bab@bobsdamain.co.uk

Incoming Mail Server: mail.bobsdomain,co.uk
55L: on

the Create button.

Outgoing Mail Server: Your-15/75-SMTP-5erver
S851L: aff

™ Take account online

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

uncheck the option

Use SSL. 5 inchida mhen ctomatically checking for new mail
W Remeve copy from server after retreving a message:

Fromat me 1o skip mestages over ]

Cleck with your Syslem administraled before changing amy of the
options below:

atdvanced
T —

Agiberdication: | Password 2]

[+i=] @

&

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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