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Starter Mailbox Setup Guide

Setting up a Starter 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:

e Emalil software

e Internet connection

e Incoming Server address (shown in your control panel)

e SMTP address (as advised by your internet service provider)

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

e Password (As specified when you created the mailbox)

6 Note: Starter 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.



Software Covered in this Guide

w.ndﬁm Windows Live Mail

Mail

LJJ Windows Mail

:;_] Outlook Express

®q Outlook 2003

I} Outlook 2007

O ' Outlook 2010

@ Thunderbird
i Mac Mail

Setting up Windows Live Mail

Step 1 Open Windows Live Mail. Click Tools, Actions  Help

then Accounts in the drop down menu. S smE EEeeT

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

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

Accounts..,
Safety cptions...
Opticns...
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Step 2

Step 3

Step 4

The Accounts window will
open. Click Add in the top

right corner.

Select E-mail account and

click Next.

Accounts [=e5e]
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.
News ~ )
3_“. Microsoft Communities (Defaut Iml
—1 Account)
. Remove
Contacts Directory v
Set as Default
Import...
>
i\\_—j} Add an account
Select Account Type
What typs of sccourt would you like to add?
s E-mail Account
i
2 Newsgroup Account
ﬁ | Contacts Dinsctory Account
i
Get help findng the information to set up my account
(Lhet_D[ Concel

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

[*HI

@ Add an E-mail Account

Please enter your e-mail account information below:

E-mai address:  mlph Eralphsdomanname com -
example 555 @hatmail.com Get a free e-mail account
Password: FERARBREREREN

[¥] Remember password

How should your nama appear in &-mail sant from this account ?

Display Name: | Ralph Smith|

For example: John Smith

'Ia:ual!-,— corfigure server settings for e-mail account.
d Mext b Cancel

their inboxes instead of your email address.

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

Next.
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Step 5

Step 6

Step 7

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.

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

. -
e T Y
SOV U [ JI8)

(=1}

i

Tine e &4
L [Ty ©

(&1}

Incoming Server Informiation

Incoming server:  mail ralphsdomainname. com

My mcoming mad sarvaris 8 SAMVAT,

Log on using: [Ueaftmd. authentication

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

Outgoing Server Information

Outgoing server: | YourlSFs-SMTP-5arver

7] This ssrvar requines a secure connaction (S5L)
[T My cutooing sarver requines authantication

Port: 110
This server requines a secure connection (S5L)
-
Pot: 25

( Mext )| Cancel

Click Finish to set up
your account, and \.) Addan E-mail Account

close the new account

wizard. You have successfully entened in the infermation required to set up your account.

1 Finish i Cancel

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

send email through your ISP’s mail server.
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Setting up Windows Mail

Step 1 Click the Windows logo in the bottom left corner of your screen, then click Windows
Mail.
Step 2 Windows Mail will open. Click the P Message  Help
Tools menu, then click Accounts. Send and Receive
Synchronize All
Windows Contacts... Ctrl+Shift+C
Add Sender to Contacts
Wifindows Calendar Ctrl+Zhift+L

Message Rules

Mewsgroups.., Ctrl +W

Junk E-mail Options...

Options...
Step 3 The Internet Accounts ooy s =]
WindOW W|” Open . 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.
right corner. Click Mail 7 s tafeat i
. Directory Service 4 [ Remens J
in the menu that (pmpetin]
Properties
appears. This will Set o3 Defaut
open the Internet Import...
Connection Wizard. Eport. |
SetOrder.. |

Note: If it is the first time you have run Windows Mail on this computer, the
Internet Connection Setup wizard may start automatically.
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Step 4 On the first screen of the =

Internet Connection Wizard, o
' Your N
you'll be asked to enter a ourame
. L. When you send e-mail,yourname.will appear in the From field of the outgoing message.
dlsplay name. ThIS is What Type your name as you would like it to appear.

Display name: Ralph Smith|

most email users will see in

For example: John Smith

their inboxes instead of your

Wfhere can 1 find ey &-rail account information?

email address. Enter your [

name, then click Next.

Step 5 Enter your full email =
address. This made up €
of the mailbox name you Internet E-mail Address
Chose, an @ SymbOl and Your e-miail address is the address other people use to send e-mail messages to you.
your domaln name. E-mail address: ralph@lalph;domainname.conﬂ
Then CIiCk NeXt. For exarmple: someone@microsoft.com
Where can I find roy e-rosil account inforrmation?
Step 6 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 .
Set up e-mail servers

(replaCIng Incoming e=mail server type:
yourdomain.co.uk with (poP3 -

your domain name) in the Incorning mail (POP3 or IMAP) server
Incoming mail (POP3, rail.ralphsdomainname.com
IMAP or HTTP) server Qutgoing e-mail server (SMTP) narme:
teXt bOX your-1SP"s- SMTP - Server

| Outgoing server requires authentication

Where can I find iy é-mail sérver information?

Contact your ISP for your
SMTP details and enter { Ned D[ Cancel

them in the Outgoing
mail (SMTP) server text box.

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

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



Step 7

Step 8

Step 9

Step 10

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 username:

Passwaord:

ralph@ralphsdomainnarne.com

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

/] Remember password

Cancel

Click Finish and
the mailbox will &
be added 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 fiolder list and messages, clhick Finish.

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

m Cancel

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.

Click the Tools menu, then click WELEN Message  Help
Accounts. Send and Receive »
Synchronize All

Windows Contacts... Ctrl+Shift+C

Add Sender to Contacts

Windows Calendar Ctrl+Shift+L
Message Rules ’
Mewsgroups... Cirl +W

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

Page 8 of 30



Step 11

Step 12

Select your email
account and click

Properties.

Select the Servers
tab, check the My
server requires
authentication box,

and click Settings.

Internet Accounts

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

Mail -
£l mail_ralphsdomainname.com(defaulo)

‘? ralph@ralphsdomainname.com

News -

5 » Microsoft Communities (default)

mnews.microsoft.com

Directory Service v

Rennowe |
= -

Set 31 Default

Import.., |

Export... |

Set Order... |
Cloge |

E rnail.ralphsdomainname.com Properties

General | Servers | Connection | Security | Advanced|

Server Information
Ivhy incoming mail serveris a POP3 SErVEr,
Incoming mail (POP3):  mail.ralphsdomainname.com

Qutgaoing mail (SMTP):  smtp.ralphsdomainname.com

Incoming Mail Server

| |Log on using Secure Password Authentication

Outgoing Mail Server

E-rnail usemame: ralph@ralphsdomainname.com
Password: ssssesssasses
[V Remember password

[¥] My server requires authentication m

I 0K H Cancel ] Apply
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Step 13

Step 14

Step 1

Select log on using, Outgoing Mail Server

enter the username
Logon Information
and password

provided by your
ISP, then click OK,
Apply, then OK

again.

@ Log on using
E-rmail usernamea:

Password:

Use sarme settings as ry incoming mail serser

My-IZP's-Usermame

/| Rernember password

["1Log on using Secure Password Authentication

C ok || cancel

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

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

email through your ISP’s mail server.

Setting up Outlook Express

Open Outlook Express. Click the Tools

menu, then click Accounts.

Messsge  Help

Send and Receive ¥

Syncheonize All
Synchronize Folder

Address Book... Cerl+Shift+8
Message Rules »

Options. ..
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Step 2

Step 3

Step 4

The Internet

Internet Accounts

Tip of the d.

Tl e mmmor bm e
Accounts Al | Mail | News | Directory Service | |
. . r News...
window will Account Type Connection Directory Service...
. Sed Active Divectory  directory service Local Area Network _ 1 pane.
open. Click Bigfoot Intemet . directony service Local Area Metwork
i WeriSign Intemet . directory service Local frea MNetwork, e fault
Add in the Cedwhowhere Inter... dreclory service Local Area Network
top oM
corner. Click
Mail in the | Set Oider...
menu that

appears. This

will open the Internet

Connection Wizard.

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

On the first
screen of the
Internet
Connection
Wizard, you'll be
asked to enter a
display name.
This is what most

email users will

Internet Connection Wizard le

Your Name

‘Wihen you send e-mail, pour name will appear in the From field of the outgoing meszage.
Type your name as you would Bke it o appear.

Diisplay narme:

RalpH
For example: John Smith

. . E Meud » } Cancel
see in their
inboxes instead of your email address. Enter your name, then click Next.
Enter your full Internet Connection Wizard g|

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

When you have

entered your

Internet E-mail Address

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

E-mail address:

:lalph@lahhs:dominnamacmrl

For example: someone@microsoft.com

Dl Cancel ]

I ——
[ ¢ Back m Mext »
e ———

email address, click Next.
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Step 5

Step 6

Depending upon Internet Connection Wizard E]

your favored E-mail Server Names

connection. Select

POP3 or IMAP from My incoming mal serveris a | POP3 v | server,
the dl'Op down Incoming mail [FOP3, IMAP or HT TP] server:
menu. _mai ralphsdomainname.com

A SMTP server it the server that iz used for your outgoing e-mail
DOutgoing mal [SMTP) zerver
smitp.ralphsdomainname. con

l < Back [ Mext > —_}[ 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.

On the Internet Mail Internet Connection Wizard @
Logon screen, enter Internet Mail Lagon
your full email
address in the Type the account name and password pour Inkemet service provider has areen pow
Account name text :

Accourt name; ralphi@alphedomainname, com
box.

Pasmmd .....'.......|

Remember password

Enter the password
I your Intemet service provider requires you to use Secure Pazsword Authentication

for the mailbox in [SPA) to access your mail account, select the Log On Using Secure Password
Authentication [SPA)' check bosx.

the Password text [[] Log on using Secure Password Authentication [SP&)

box.

l < Back E et » 5 Cancel

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

9 Important: Log on using Secure Password Authentication (SPA) should not
be checked.

Page 12 of 30



Step 7

Step 8

Step 9

Click Finish and the Internet Connection Wizard

mailbox will be added to Congratulations

Outlook Express.

“ou have successhully entered all of the information required to set up your account.
To save these seltings, click Finish.

[ < Back rm"l':hish }[ Cancel ]

You will be left at the Internet Accounts window.

Select the account you I T @3
have just created and A [Mai | Nows | Directoy Senics] s b
click Properties. [ Accomt Trpe Connedion ' Fomove
CcdActive Diectory  directory service Local Area Metwork
Cz3 Bighoot Intemet . directory service Local &rea Metwork
= mail ralphedomai.. L= EO0] Ay Avalable St as Defaul
ﬁVeriSign Intemet .. direchory service Local Area Network,
ﬁWthars Inter.. ditectory service Local Area Network
Export..
] | Set Order...
If your ISP's SMTP server requires *E mail.ralphsdomainname.com Properties
username and password General| Servers | Connection | Secusity | Advanced
authentication, click the Servers tab Server Infomation
My incoming mail server iz a iFUF‘B SErVer

and ensure the My server requires _
Incoming mail [POP3): _meil.rahhsdomaimarm. com

authentication check box is selected, :
Qugoing mail [SMTP | smtp.ralphsdomainname. com

then click Settings.

Incoming b all 5erver
Account name: iralph@rabhsdomahnana.com
Paszword: [essssssassess

Remember password
[] Log on using Secure Password Authentication

Dutgaing Mad Server
y senver requies authentication { Seflings.. |}
[Tok [ cancel |[ Amok )
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Step 10

Step 11

Step 1

Step 2

F

Enter the username and

Outgoing Mail Server

password provided by

your ISP in the text boxes Logon Informatio
Usze same zeltings incoming mal zerver
provided and click OK. ol : A :
(%) Log on using

Account name: [MyFSP's-merna'ne ]

Password: | sssssssssssasssssens |
Remember pazsword
[] Log on using Secwe Password Authentication

{ oK } l Cancel

Finally, click OK, then Close to close the wizard. Outlook Express is now configured to

receive email from your Starter mailbox and send email through your ISP’s mail server.

Setting up Outlook 2003

Open Outlook 2003, click Tools in the top menu, then click E-mail Accounts.

Select Add a new e-mail E-mail Accounts &

account, then click the
Next button.

This wizard will allow you to change the e-mail
accounts and directories that Dutlook uses.

E-mail

@Dadd a new e-mail account
O view or change existing s-mad accounts

Directory

() Add a new directory or address book
() View or change esisting directories or address books
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Step 3 Depending upon your E-mail Accounts

f dt f Server Type
avourea type o ous can choose the type of Server YOUF new -nal ACcount wil wark with,

connection. Select POP3
(O Microscft Exchange Server

or IMAP from the list of Connect ko an Exchange server to raad e-mal, actess publc folders, and chare
documents.

. ror3

avallable server types’ Cornect ko a POPS e-mal server to dovnlosd your &-mail,

. Cmap

then click Next. mttuaﬂWe-madwvercudmrlwh-maiﬂswdfmaemalbo:
5.

TR

Cornect b an HTTP &-mail server such a5 Hotmail ko downdoad &-mal and
syrichvronizs malbex Foldsrs,

() additional Server Types
Connect Lo another workgroup of Snd-party mal server,

< Bmok. I Nt > i 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 email address. Enter your name.

¢ 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 Qutgoing 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:


mailto:ralph@ralphsdomainname.com

Step 8 (optional)

Step 9 (optional)

Step 10

(optional)

E-mail Accounts

Internet E-mail Settings {POP3)
Each of these settings are required ko get your e-mail account w

User Information Server Information

our Mame: Ralph

E-mail Address: @y alphsdomainname, com

Logon Information Test Settings

User Mame: Ji@ralphsdomainname. com

Password! R

Remember password

Incoming mail server (POP3):

Cubgaing rail server (SMTR):

After filling out the information on this screen, we
recommend you kest your account by clicking the
buttan below. (Requires network connection)

orking.

ail, ralphsdomainname, com

Your-I15P's-SMTP-Server

Test Account Setking:

™

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

Maore Settings ...

< Back ” Text = ][ 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

Internet E-mail Settings

username and password click More

Settings.

General | Oubgaing Server | Connection | Advanced

[¥] My oubgoing server (SMTP) requires authentication

{f\ Use same settings as my incoming mal ssrver
@Dogon using
User Name: Your-15F"s-Lisernanme

Passward: ovt-n-on--nvon--u—ovt-ml

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

() Log on ko incoming mail server before sending mail

] [ cancet

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

on using, enter your ISP’s username and pa
click OK.

ssword in the text boxes provided, then

Click the Next button, then the Finish button.

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

email through your ISP’s mail server.




Step 1

Step 2

Step 3

Setting up Outlook 2007

Open Outlook 2007, click Tools in the top menu, Tools i Actions  MOD32  Help  Ad
then click Account Settings. Send/Receive »

Select the E-mail

tab and click New.

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

Instant Search *
L Address Book... Ctrl=5hift=B .
%y Organize
Lﬁ Fules and Alerts...

Cut of Cffice Assistant..

Mailhox Cleanup...
':E‘ Empty "Deleted kems™ Folder

[ FRecover Deleted Items...

-

Forms

Macro

Account Settings...

Trust Center..

-

Customize...

Options..

X

Account Settings

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

E-mal | Data Files | RSS Feeds | SharePoink Lists | Internet Calendars | Published Calendars | Address Bocks |

:l:.‘ ! 4 a

Mame Type
ralphiralphsdomainname. com POPSMTR {send from this account by defaul)

Add New E-mail Account

X

Choose E-mail Service

il:rnsuﬂ: Exchange, POP3, IMAP, or HTTP

Conneck to a0 e-mail aocaunt at your Incesnet service prowider (ISP ar wour
organization’s Microsoft Exchange ssrver,

) Other

Conneck to a server bype shown belaw.

< Bac i Mt = k CZancel
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Step 4 Select Manually Add New E-mail Account X
configure server Auto Account Setup
settings of

additional server
types and click
Next

nualhf configure server settings or additional server types

{I Hext > b Cancel I

Step 5 Select Internet E-

mail and click next. Choose E-mail Service

(Enternet E-mail
Cannect ko your POP, IMAR, cr HTTP server to send and receive e-mall messages.

i Microsoft Exchange
Connect ko Microsoft Exchangs For sccess to your e-mail, calendar, contacts, Faxes and voice mal.

) Other
Connect ko & server bype shown below.

[ cmack K me> P comes |

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
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 Require logon using Secure Password Authentication (SPA): Leave

unchecked.

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

E

Add New E-mail Account

Internet E-mail Settings
Each of these sattings are raquired bo get your e-mall account working.

User Information Test Account Settings
Your Name: Ralph Seith After filing out the information on this screen, we
recommend you best your account by cicking the
E-mail Address: lpkide dlphsdeenainname. com button bisdow. (Requires retwork connecticn)
Server Information
[ Test account Settings ... |
Bcoount Type:
Incoming mal server: mail,ralphsdomainname, com
Cutgoireg mad server (SMTF): | your-15P's-Server-Settings|
Logon Information
Liser Name: alphidr alphsdomainname. com
Pagaviord: P

[#] remember password

[ Require logan using Sacure Password Authentication (SPA) (0 More Settings .., [

| < Back ]I Mext > ]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 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.

Click OK, click the Next

Internet E-mail Settings [z,l

| General | Outgoing Server | Connection | Advanced |

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

(Z)og on using
User Name: [My-1SP's-SMTP-Username

Pmd: o o o e e F.*F#fi##i?il

[#] remember password
[Jrequire Secure Password Authentication (SPA)

{7 Log on bo incaming mail server before sending mail

[ ok ]| cancel

button, then click the Finish button.

Outlook 2007 is now configured to receive email from your Starter 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 / Receive

Folder View

Account Information

- No account svailable. Add an e-mail account to enable additional features.
Info y dp Add Account
Open
™ Account Settings
Print a"( Moddy settings for this account and configure additsonal connections.
Account
Help Settings -
;J Options Accoumt Settings....
) AGd and remove accounts of change
E Exit T existing connection settings
;‘ N e x by emptying Deleted tems and
> archiving.
Cleanup

Tooks *
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Step 2 Select the E-mail tab and | /Account settings =
click New. r-“';:lm:rmmmnl.vmmﬁac!mmntmm«geuusemgs.
[ £mad |Data Fies | RSS Feeds | SharePuint Lists | Intemet Calendars | Publehed Calendars | Adcress Books |
» 7 & % . s
.Nnne Type
[ e |
Step 3 Select Manually "B Add New Account =
configure server Lt s
settings or additional
E-mail Account
server types and click
Next.
Text Messaging (SMS)
(ﬂu—aﬂmmmuww@
Coets D [ oo
Step 4 Select Internet E-mail e =
and click Next. Choose Service
@ Imternet E-mal
Connect to POP or [MAP server to send and recsive e-mal
Microsoft M O SETVRE
Connect and screes e-mal meseages, calendar, contacts, faves and voice mal messages,
Text Messaging (SHS)
Connect to & moblle messagng service.
‘Other
Connect ko & server bype shown below,
<Back nm;_‘_D Cancel
Step 5 There is a lot of information to fill in next, so let’s look at each section bit by bit.

User Information
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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 Qutgoing 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 Mew Account
Internet E-mail Settings

User Information

Vo Mama: Ralph Smth

E-mad Address: sigh @ralphsdomainname. com
Server Information

Aot Type: POF3 ,,
Trucoming imad server: mad ralphademanname .com

Outgoing mad server (SMTP): | your-[58s-Server Settngs
Losgon Information
Lkt Mgz sph BralpFadamarname . oom

Fameword: sssssssans
[#] Remember passwerd
| Rguire kagon using Seoune Passward Autherboabon (SPA)

||

Each of these settngs are requined bo get your e-mad account workng.

Test Account Settings

After filing out the information on this soeen, we
recommend you test your account by diddng She button
beeborws, (Foeduines netwirk conmection)

| Test Account Settngs ...
[f] Test Account Settings by diding the Next button
Delnner new messages boc

% New Outiook Data Fie
Exsting Outiook Darta File

<Bok || Mext> | [ cancel

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 | Connecton [ Advanced
(] My outgoing server [SMTF) requines authentication

Use same settings as my incoming mal server
on Lsing
Liser Mame:  |My-I5F"5-SMTP-Username
Password; | s=emesssssss]
[F] Remember password
|| Require Seoure Password Authentcaton (SPA)

Lag on to incoming mad server before sending mal

J | conel |

Click OK, and then Next and Outlook will test the connection.
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Step 8 When the test is complete click (5.
Close, and then click Finish to Congratulations! All tests completed successfully, Clhidk Close to continue, Stog
close the wizard.
[ Tasks l_Ermcs
. Tasks Status
\/Lﬂg onto incoming mall server (POP3) Completed
" Send test & -mai message Completed
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Setting up Thunderbird

Step 1 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.

Step 2 The Account Wizard will open, if you don't have any other mailboxes set up in
Thunderbird.

If the wizard does not open automatically, click

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

Message Filters. ..

Import...
Error Console

Oplions...

Step 3 Click the Add Account Settings ]Z|

Account bution, | st
Disc Space

Jurik, Settings The Following is a special account, There are no identities assodiated with it,
Outgaing Server (SHTP) Account Mame: | Local Fakders |

Message Storage

[] Empty Deleted folder an Exit

Local directory:

CiiDocuments and Settingsijohn,daintoniApplication Data'rl| Browse...

L sddnccomt.. ) |
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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
Email Address text-
box, and click the Next

button.

Depending upon your
favoured 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, you first need bo set up a Mail or
Mewsgroup sccount.

Thiis Wizard will collect the information necessary o set up a Mail or
Mewsgroup sccount, IF you do not know the information requested,
please contact your System Administrabor or Internet Service Provider,

Select the type of account you would ke bo set up:

@ Epad account

) R5S Mews & Blogs
O Google Mai

) Newsgroup account

Next > I Cancel

Account Wizard [z,l
Identity

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

Enter menﬁnemmwdhhnappwhme?mm field of your
outgoing messages (for example, “John Smith®).

Your Mame: Ralpk Smith

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

Ernail Address: _rabh@ralphsdnmahnme.:nml

| < Back d et > il Cancel

Account Wizard @

Server Information

Select the type of incoming server you are using.

®epor O Map

Enter the name of your incoming server (For example,
“mall, exarmple.net).

Incoming Server: :m.i.raﬁ:uhsdomainname.conﬂ
Unitick, this box to store mai For this account in its own directory, That

will make this sccount sppear &5 a bop-level account. Otherwise, it wil
be part of the Local Folders Global Inbox account,

Use Global Inbox (store mal in Local Folders)

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

| < Back et > | Cancel
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Step 8

Step 9

Step 11

Step 12

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

then click Next.

Enter your full
email address in
the Incoming
User Name and
the username
supplied by your
ISP in the
Outgoing User
name text-
boxes. Then
click Next.

Use the Account
Name text-box to
enter the name
you want to use to
identify this
account, then click
Next. This name
will only be visible

to you.

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

window.

Account Wizard

User Names

]

Eniter the incoming user name given to you by vour emal provider (For

example, "jsmith").

Incoming Liser Marme: ralph@ralphsdomainname, com

Enter the oukgoing user name given ko you by your emal provider (this
is typically the same as your incorming user narme).,

Qutgoing User Name: | my-15Ps-username|

| < Back: [| Mext > IJ| Cancel

Account Wizard

Account Name

X

p——

Account Mame:

Enter the name by which wou would ke to refer to this account (for
example, “Work Account”, "Home Account” or “News Accourt”).

My mailbo:]

Account Wizard

Congratulations!

]

Pleass verify that the information below is correct.

Account Narme:

Email Addrass:
Incoming User Name:
Incodning Server hlanme:
Incoming Server Type:
Oukgoing User Mane:

My elailbao:
raphi@ralphsdomainnanne, com
raphi@ralphsdomainname. com
il r alphedornsinrame. com
POP3
raiphi@ralphsdomainname. com

Oukgaoing Server Name (SMTP):  snitp.ralphsdomainnanme. com

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

Thunderbird is now configured to receive email from your Starter mailbox and send
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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
B0 About Mail ‘
ﬂ Services >
"ONI Hide Mail %H
rrss, Hide Others X&H
Show All
Quit Mail #Q
Step 3 Click the Create an account button to open the Add Account wizard. ‘ﬂ

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

Step 4 Enter your name in
Add Account

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

the Full Name text-

box. This is what

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

when you send them Full Name: Bob

an email. Type your Email Address: bob@bobsdomain.couk

emall addreSS |n the Password: Iouobloouoo.. ]

Email Address text-

box.
Enter the password — G
® ( Cancel ) Go Back

for the mailbox in the

Password text box.

Click the Continue button.

Step 5 On the Incoming Mail Server page, enter the following information:
e Account Type: Depending upon your favoured type of connection. Select
POP or IMAP from the drop down menu.

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

Page 28 of 30



visible to you.

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

e User Name: Enter your full email address.

e Password: Enter the password for the mailbox.

Incoming Mail Server
Account Type: | i POP -

Deseription: |Babs Ermail

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

User Name: bob@Ebobsdomain.co.uk
Password: quuuutd I

® oo ) Coommn)

Click the Continue button when you are done.

Step 6 On this screen you
Outgoing Mail Server

Description: (optional)
Outgoing Mail Server: | Your-1SP's-SMTP-Serve: 4

should enter the
SMTP settings as

advised by your ¥ Use only this server
Internet Service ") Use Authentication
Provider. RRe Namy:
Password:
Click Continue when
you have filled out
this information.
@ Ceoma ) (Emmnd)

Step 7 If your ISP’s
outgoing server
requires an SSL
connection, select

this option here and
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Starter Mailbox set up guide

Step 8

Step 9

click Continue

Confirm the details
you have filled out,
and click the Create

button.

On the Accounts
window, select the
Advanced tab, then
uncheck the option
Use SSL.

Outgoing Mail Security

[ Use Secure Sockets Layer (SSL)
Authentication: | None v
® e ) Commed
Account Summary

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

Outgoing Mail Server: Your-1SPs-SMTP-Server
SSL: off

M Take account online

@ (Cancei ) CComa ) o)

fa, bodbPbobsdomain
AEOP M Enable this account
M Inciude when actomatically checking for new mai
W Remove copy from server after retrieving a message:
| After ome week g ( Remove now )

Prompt me 1o skip messages over KB

Oneck with your system administrator befoce changing amy of the

advarced ogtions below:
. —
e £ E
{(#i=] ®

£

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

email through your ISP’s mail server.
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