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Setup email in MS Outlook 2007

Select tools
Account Settings

Select the email account Tab and click New

Account Settings @
E-mail Accounts
You can add or remove an account. You can select an account and change its settings.
E-malll Data Files | R55 Feeds | SharePoint Lists | Internet Calendars | Published Calendars | Address Books |
o Mew... ‘¥t Repair... E¥' Change... &% I }( Remove .
Click Microsoft Exchange, Pop3, IMAP or HTTP and click next
Add Mew E-mail Account X |

Choose E-mail Service

@ Microsoft Exchange, POP3, IMAP, or HTTP

Connect to an e-mail account at your Internet service provider (ISP) or your
organization’s Microsoft Exchange server.

Copyright 2009 U.A.C Infotech Solutions



U.A.C Infotech Solutions

Click manually configure server settings or additional server types and click next
Add Mew E-mail Account [

Auto Account Setup

@nually configure server settings or additional server types "

[ < Badk H Next ]I Cancel

Click Internet Email and click next

Add Mew E-mail Account @

Choose E-mail Service

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

_ Microsoft Exchange
Connect to Microsoft Exchange for access to your e-mail, calendar, contacts, faxes and voice mail.

1 Dther
Connect to a server type shown below.

< Back ” Mext = l[ Cancel
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Enter the account information, and then click the more settings button

Add Mew E-mail Account

Internet E-mail Settings
Each of these settings are required to get your e-mail account working.

Outgoing mail server (SMTP): | domain outgoing mail server
Logon Information

User Name: enter your full email address

Password:
[¥| Remember password

["| Reguire logen using Secure Password Authentication (SPA)

User Information Test Account Settings
Your Name: test| After filing out the information on this screen, we
recommend you test your account by dicking the
E-mail Address: enter your full email address button below. (Requires network connection)
Server Information
I Test Account Settings ... ]
Account Type: POF3 Iz'
Incoming mail server: your domain incoming mail sery

More Settings ...

< Back I[ Mext = JI Cancel I

Click the Outgoing Server Tab and click
My outgoing server (SMTP) requires authentication

Internet E-mail Settings [eE3m]

General | Outgoing Server |Cannectian I Advanced

[]#My outaoing server (SMTP) requires authentication;
@) Use same settings as my incoming mail server

(7 Log on using

Remember pazswaord

vord Authentication (SPA)

(7 Log on to incoming mail server before sending mail

OK ] [ Cancel
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Now click the Advanced Tab and change the
outgoing server port from 25 to 587 and click OK

Internet E-mail Settings

| General | Outgoing Server | Connection | Advanced |

Server Port Mumbers

Incoming server (POP3): 110 Lze Defaults

(=]

Server Timeouts
Short Long 1 minute

Delivery
[|Leave a copy of messages on the server
Remove from server after 10 = days

Remove from server when deleted from 'Deleted Items'

[ oK ] [ Cancel

You will now be back to the main setup screen
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Now click Test Account Settings.

Add Mew E-mail Account [

Internet E-mail Settings
Each of these settings are required to get your e-mail account working.

User Information Test Account Settings
Your MName: test After filling out the information on this screen, we

recommend you test your account by dicking the
E-mail Address: enter your full email address button below. (Regquires network connection)
Server Information

Test Account Settings ... ]

Account Type: POP3
Incoming mail server: your domain incoming mail sery

Outgoing mail server (SMTP): - domain outgoing mail server
Logon Information

User Name: enter your full email address

Password:

[¥] Remember passward

[|Reguire logon using Secure Password Authentication (SPA) More Settings ...

[ < Back “ Mext = |I Cancel I

If all went well Outlook 2007 should have successfully sent and retrieved a test
email via your new account

Send an email to yourself to test this new email account.
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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 following sttuations 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.qg., 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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