Mailbox Setup



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
¥ou can change the e-mail accounts and directaries that Quklook uses, :

E-mail

{+ ndd a new e-mail account

" Yiew or change existing e-mail accounts

Directory
" Add a new directory or address boaok

" Wiew or change existing directaries or address books

| Mewt » | Cloze |

Click Pop3 as server type and click next

E-mail Accounts

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

" Microsoft Exchange Server

Connect ko an Exchange server to read e-mail, access public falders, and
share documents,

..... eit

Connect ko a POP3 e-mail server to download
vaur e-mail,

" IMaP

Connect ko an IMAP e-mail server to download e-mail and synchronize
railbo Folders.,

" HTTP
Connect ko an HTTP e-mail server such as Hokmail ko download e-mail and
synchronize mailbo Folders,

" Additional Server Types
Connect ko anather workaroup ar 3rd-parky mail server,

< Back | Hest » | Cancel




User Information
Your name, the name you want the emails to appear from.
E-mail Address, your 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) mail.yourdomain.com.au

We suggest using your own outgoing mail server instead of the one supplied
by your internet service provider. See instructions on the next page

E-mail Accounts

Internet E-mail Settings (POP3)

Each of these settings are required ko get your e-mail account waorking. :
User Information Server Information
Your Mame: |My Display Mame Incaming mail server (POP3: |mai|.yu:uurdu:umain.cu:um.au
E-mail Address; |~;.-'|:nl.|@*;.-'l:uurdl:|main.l:l:|m Cukgaing mail server (SMTP): |,:.,,:,|_|r ISP SMTF Server|
Logon Information Test Settings
User Narme: - After Filling out the information on this screen, we
= |YDU@YDurdDmam'mm recammend you tesk your account by clicking the butkan
Password: |************* below, (Requires network connection)

[ Remember passward Test Account Settings ...

[ Log on using Secure Password

Authentication (SPA) More Settings |

¢ Back | Mewt » | Cancel |




Using your domain SMTP server to send outgoing email
If using the outgoing mail server attached to your website/domain then you will

need to follow the steps below

Click the More Settings Button

E-mail Accounts s ——

_ . )

Internet E-mail Settings (POP3)

User Information

Your Mame: test

Logon Information

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

E-mail Address: you@yourdomain. com

User Mame: you@yourdomain. com
Password: EmEEE
Remember password

Each of these settings are required to get your e-mail account warking.

Server Information

Incoming mail server (POP3):  |mail, yourdomain.com

Qutgoing mail server (SMTF): mail. yourdomain. com

Test Settings

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

Test Account Settings ... ]
< Back ][ Mext = ] [ Cancel

)

Select the Outgoing Server tab

and select use same settings as my incoming mail server

Internet E-mail Settings

o]

General | Outgoing Server |Cnnnectinr1 | Aduanced|

[¥]#y outaoing server (SMTP) requires authentication;

() Log on using

@ LIse same settings as my incoming mail server

Remamhar nacewnrd




Click the OK button

Internet E-mail Settings ﬁ

General | Outgoing Server |Cunnecﬁun I .ﬁ.d‘uan::ed|

[#]39y outaging server (SMTP) requires authentication:

(@ Use same settings as my incoming mail server

(7 Log on using

Log on u re Password Authentication (SPA)

) Log on to incoming mail server before sending mail

QK ] [ Cancel

Click Next
Then Click finish

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, or your outgoing SMTP
server under server information



Setting up email accounts in Outlook Express

OOClick TOOLS then ACCOUNTS

¥4 Inbox - Outlook Express

File Edit  Wiew BEEEN Message Help

Send and Receive r
3 : X
- i .
. Create Mail R S Delete
3 Address Book... Ctrl-+Shift+6
i Show &l Mess:
: METE |: Add Sender to Address Book:,
@ Message Rules r
Folders Accounts., ..
%3l Outlaok Express Options. .. _
=] @ Local Falders f@Macdonald, Garry
=& Inbox (460) £ Jay Tan
- 1 AT - .

9/10/2006 1:27
Internet Accounts 9/10/2006 121
LAl 9/10/2006 12:(

_ LI0IMake sure you are on the mail tab then click the ADD button then MAIL

Al | dail | Mews | Directory Service Phdd P| m 2006 12:0

NEws. .. 2006 11:5

Acoount Tope Conmection Bemove Direckory Service.,, 2006 11:E

% hapydayz mail Ay Aevailable - 9/10/2006 11:¢

% mail uacmedia.c...  mail [default] Ay fevailable o/10/2006 12:0

‘S mailuacmediac..  mail Any Aovailable 710/2008 7:0z

% newcraigdotnet....  mail Any Available — 71102006 5:2¢

5/10/2006 10:%

4/10/2006 11:7

4/10/2006 10:¢

4/10/2006 2:50

4/10/2006 613

4/10/2006 S:0¢

4/10/2006 4:0¢

4/10/2006 4:0¢

4/10/2006 2:3%

23 sninnnrti@nenrkerbhnshina. com F#ast-B3RRR1 1: al rert renewal 4N NIPNNA 231
CJOEnter in the name you want the email to appear from then click NEXT

Your Name

When pau zend e-mail. your name will appear in the From field of the outgoing meszage.
Type your name az vou would like it ko appear.

Dizplay name: Your Mame

For example: John Smith

Mest > l[ Cancel




LICIEnter in the full email address of this account and click NEXT
Internet Connection Wizard [E|

Internet E-mail Address

Your e-mail addrezs is the address other people uze ta zend e-mail meszages o pau.

E-mail address: |ynu@ynurdumainname.cum

For example: zomeonei@microzoft. com

< Back ” Mest » l[ Cancel

OOEnter in E-mail Server names

The incoming mail server will be mail.yourdomainname.com and the outgoing
mail (SMTP) server will be your internet service providers outgoing SMTP mail
server name such as mail.bigpond.com then click NEXT.

Internet Connection Wizand El

E-mail Server Hamesz

ty incoming mail zerverisa | POP3 | ZEVEr

Incoming mail [POP3, IMAP ar HTTF] server:

mail. yourdormainname. canm

An SMTP server is the server that iz used for your outgoing e-mail.

Dutgaing mail [SMTP] server:

wour izp's smitp server such mail bigpond. com

< Back " Mext » ][ Cancel




OOThen enter in the full email address for the account name and the
password you have been sent by us for this email account

Internet Connection Wizard [‘5—<|

Internet Mail Logon

Type the account name and pazsword pour Intermet service provider hazs given pou,

Account narme; |yuu@ynurname.cnm |

Pazzword: |||||--|||| |

Remember password

IF wour [nternet zervice provider requires you to uze Secure Pazsword Authentication
[SPA]) to access vour mail account, zelect the 'Log On Uzing Secure Pazsword
Authentication [SPA) check bos.

[]Log on using Secure Pazsword Authentication [SPA)

¢ Back ” Hest > l[ Cancel l

OOThen click NEXT and then FINISH

Internet Accounts

Al | M ail | Mews || Directory Service Add bk
Accaunt Type Connection Bemove
b= hapydayz mail Ay deailable -
; . , \ FProperties
% mail. uacmedia.c...  mail [default] Ay deailable
@ mail uacmedia.c...  mail A Aevailable Cet gz Defaul
% newcraigdotnet....  mail A Available —

Impart....

Expart...

i

Cloze

OOand CLOSE

Using your domain SMTP server to send

If using the outgoing mail server attached to your website/domain then you will
need to follow the steps below



Select the desired email account
Click the Properties Button

Internet Accounts |2| E'
All | Mail |News Directory Service e & dd | b
% mail.mydomain.c...  mail [default] Ay Aevailable

Accaunt Type Connection Bemove

On the next screen

Click the servers tab

Under the Outgoing Mail Server Heading
Tick My Server Requires Authentication
Then Click the Settings Button

*= mail.mydomain.com Properties

Gerneral | Servers |Eu:unneu:tiu:un Secunty | Advanced

Server Information

My incoming mail zerveriz a  |POP3 TEMVET.

Inzoming mail [POF3): |mail.mydnmain.u:u:um |

Outgaing mail [SMTP]: |mail.mydu:nmain.n::n:nm |

|nzoming kail Server

Account name; | metSmydomain. com |

Pazsword: |uu"u |

Remember pazsword

[ ] Log on using 5 ecure Pazsword Authentication

Outgoing k ail 5erver

[w]iy server requires authenticatior: Settings...

k. H Cancel ][ Apply




On the resulting screen
Select Use same settings as my incoming mail server

Outgoing Mail Server

Logaon Infarmation

{(#)illze same zettings as my incoming mail server

) Log on using

2k, l [ Cancel

Click OK

At the next screen
Click OK again

At the next screen

Click Close
Send an email to yourself to test this new email account.

Accessing webmail

Note webmail can only be used to access mailboxes
To access your email via a web browser

1. Launch your web browser eg Internet Explorer, Mozilla etc

2. In the address box type your mail server address e.g.
mail.yourdomain.com

a. Note this can be found under your control panel

b. After logging in to your control panel

c. Click mail info --- Mail manager

d. Your mail server details are listed under the mail service heading

3. You will be presented with the following screen



This is the default H-Sphere server page. From here you are able to access the following services:
E-mail Utilities:
Squirrelmail—mail client
IMP—mail client
Change your POP3 password
If this page is not what you wanted to get, most probably, one of the one of the folowing situations occured:
+ Domain name refers to H-Sphere logical server, e.g., web.service-domain.com
+ Third-level domain name does not exist. Maybe, you typed it incorrectly, e.g., valeed-domain .example.com

instead of valid-domain.example.com
+ Domain incorrectly points to this H-Sphere server.

4. Click either
a. Squirrelmail or
b. IMP mail client
5. Enter your email address and password
6. Click login
Documentation for squirrelmail can be found here
http://www.squirrelmail.org/docs/user/user.html

Documentation for IMP can be found here
http://www.horde.org/imp/docs/
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