How To Configure and Setup your Email Client

How to Setup Outlook Express (View)

How to Setup Outlook Express (Print)

How to Setup Outlook 2000 (View)

How to Setup Outlook 2000 (Print)

How to Setup Outlook Express XP (View)

How to Setup Outlook Express XP (Print)

How to Setup Outlook 2002 XP (View)

How to Setup Outlook 2002 XP (Print)

How to Setup Outlook 98 (View)

How to Setup Outlook 98 (Print)

Information to Set-Up Email Account
Select any of the links above for more information and diagrams on how to set up your email client. You can
also access your email via the web using the WebMail client at http://yourdomain.com/webmail

On request we can also provide information and directions to set up the following email clients:

Outlook Express Mac | Outlook 97 | Mac Mail 1.1 OSX | Eudora
Eudora Pro 5 | Netscape/Mozilla | Netscape 6.2 | Netscape 4.0


http://yourdomainname.com/

Back to Index

Outlook Express Set Up

How to set up Outlook Express:

o Open Outlook Express

a Click on the Tools menu

o Select Accounts from the dropdown menu
a Click on the Mail tab

o Click on the Add button, and then click on Mail

Internet Accounts HE

Al Mail lNews ] Directory Sewice] Add g
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Type your Account Name and Password.

Type you username and password in the spaces provided.

Remember, your username and password are case-sensitive!

Enter your Account name: This is your email nhame and domain name
(i.e: johnsmith@mydomain.com)

000D

a Note: Account name must include @mydomain.com at the end (where mydomain.com is
replaced with your actual domain name).

Internet Connection Wizard

Internet Mail Logon

Type the account name and pazswaord your Internet service provider hag given you,

Account name: |jnhnsmith@mydnmain.mm

Pazsword: |**********
W Remember pazsword

IF wour Internet service provider reguires you to use Secure Paszword Authentication
[SPA] to access vour mail account, gelect the 'Log On Using Secure Pagsward
Authentication [SPA) check bos.

[ Log on uzing Secure Paszword Authentication [SFA)

< Back | Mest » | Cancel

o Click Finish to end the wizard
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o The Internet Connection Wizard will begin. In Display name enter your name, as you
would like it to appear.

Internet Connection Wizard

Your Hame

a Click Next
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o Enter your Email Address.

Internet Connection Wizard

Internet E-mail Address

a Click Next



Q
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Select POP3 in the "My incoming mail server is a server" list.

Type your incoming mail server in the "Incoming Mail (POP3 or IMAP) server" box. This server name
is mail.mydomain.com (where mydomain.com is replaced with your actual domain name).

Type the outgoing mail server in the "Outgoing mail (SMTP) server" box. This server name is
mail.mydomain.com (where mydomain.com is replaced with your actual domain name)

Internet Connection Wizard

E-mail Server Hames

ky incoming mail gerver iz a IF'I:IF'S vI TEIVEL

Ineoming mail [POP3, IMAF or HT TR server:

mail.mydom ain. com

An SMTP zerver ig the zerver that iz uzed for your outgoing e-mail.

Outgoing mail [SMTRP] zerver:

rmail.mydarnain, com

£ Back et Cancel

Click Next.
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0 You will returned to the Internet Accounts window and will see the account list. Highlight it and click
Properties

0 Next, you will then be in the Internet Accounts dialog box. Double click on the account that you just
created. Click on the Servers tab

Geperal Servers Eu:nnne::tin:nn] Se::urit_l,l] .ﬁ.dvanced]

o Check the “My server requires authentication” box

Outgoing k ail Server

v by server requires authentication

o Click on Settings button. Make sure “Use same settings as my incoming mail server” is

selected.
Outgoing Mail Server |

Logan Infarmatian

% e same settings as my incoming mail server

" Log on uging

Account name: I

Pazaword: I
[¥ Remember pazsword

I Log on using Secure Password Authentication

k. I Cancel

o Click Okay

0 You are finished. You have successfully configured Outlook Express.
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Outlook 2000 Set Up

How to set up Outlook 2000:

o Start Outlook, and on the Tools menu, click Accounts.

o Inthe Internet Accounts dialog box, click Add, and then click Mail. The Internet Connection Wizard
will guide you through the account setup process.

1
bail...
Directory Service. ..

Bemove ll |

o Inthe Display Name box type your Name, the name you would like to have appear on all malil
messages you send, and then click Next.

Internet Connection Wizard

Your Hame

YWhen you zend e-mail, your name will appear in the From field of the outgoing meszage.
Type your name az you would like it to appear.

Dizplay name: [

For example: John Smith

| | Caricel
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In the Email Address box, type the address that you setup in your Control Panel.

Internet Connection Wizard

Internet E-mail Address

Click Next.
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a Select POP3 in the "My incoming mail server is a server" list.

o Type your incoming mail server in the "Incoming Mail (POP3 or IMAP) server" box. This server name
is mail.mydomain.com (where mydomain.com is replaced with your actual domain name).

o Type the outgoing mail server in the "Outgoing mail (SMTP) server" box. This server name is
mail.mydomain.com (where mydomain.com is replaced with your actual domain name)

Internet Connection Wizard

E-mail Server Hames

ky incoming mail gerver iz a IF'I:IF'S vI TEIVEL

Incoming mail [POP3, [MAF or HT TP server:

mail.mydom ain. com

An SMTP zerver ig the zerver that iz used for your outgoing e-mail.

Outgaing mail [SMTP] zerver:

rmail.mydarnain, com

£ Back et Cancel

o Click Next.
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o Type your Account Name and Password.
Type you username and password in the spaces provided.

a Remember, your username and password are case-sensitive.

o Enter your Account name: This is your email hame and domain name
(i.e: johnsmith@mydomain.com)

Note: Account name must include @mydomain.com at the end (where mydomain.com is
replaced with your actual domain name).

Internet Connection Wizard

Internet Mail Logon

Type the account name and pazsword your Internet service provider has given pou,

Account name: |jnhnsmith@mydnmain.cum

Pazzwaord: |**********
[v Remember paszward

If your Internet zervice provider requires wou o uge Secure Pazsword Authentication
[SPA)] to access wour mail account, select the 'Log On Uzing Secure Password
Authentication [SPA] check box.

[ Lag on wsing Secure Passwaord Authentication [5P4)

< Back | MNest > | Cancel

0 Click Next until you get to the final window. Click Finish
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0 Next, you will then be in the Internet Accounts dialog box. Double click on the account that you just
created. Click on the Server tab

Gereral Servers Eu:unneu:tiu:unl .ﬁ.dvancedl

a Check the “My server requires authentication” box

Outgoing kail Server

v by server requires authentication

o Click on Settings button. Make sure “Use same settings as my incoming mail server” is
selected.

Outgoing Mail Server |

Logon [nfarmation

% Lse same settings az my incoming mail server

i~ Log ok using

Account name: I

Pazsword: I
¥ Femember password

I Log on using Secure Pazsword Authentication

| k. I Cancel

o Click Okay

o Click on the Advanced tab

Generall Sewersl Connection  Advanced

0 You are finished. You have successfully configured Outlook 2000.
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Outlook Express XP Set Up

How to set up Outlook Express XP:

All server and address entries are typed in lowercase.
Your Password and Account ID are case sensitive.

o Start Outlook Express XP, and on the Tools menu click Accounts.
a Select Add a new e-mail account from under the E-mail heading and click Next.

E-mail Accounts @@

E-mail Accounts
¥au can change the e-mail accounts and direckaries that Outloalk uses, :

E-mail
* fdd a new e-mail accaount

YWiew or change existing e-mail accounts

Directory
&dd a new direckory or address book,

Yiew o change existing direckories or address books




a Select POP3 from the list of Server Types and click Next.

E-mail Accounts

Server Type
¥ou can choose

the type of server your new e-mail acount will work with,

Microsoft Exchange Server

Connect ko an Exchanage server ko read e-mail, access public Falders, and
share documents.

POP3

Connect ko a POPS e-mail server bo download

wour e-mail,

IMAP

Zonnect to an IMAP e-mail server to download e-mail and synchronize
rnailboy Folders.

HTTP

Connect ko an HTTP e-mail server such as Hokmail bo download e-mail and
synchronize mailbox folders,

Additional Server Types

Connect to another warkgroup ar Srd-party mail server,

Cancel

Back to Index
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0 Inthe User Information fields, type your full name and email address.
0 Inthe Server Information fields, type in your domain (i.e. mail. mydomain.com) for both (POP3)
and (SMTP) servers (where mydomain.com is replaced with your actual domain name).

0 Inthe Logon Information fields enter your User name: (i.e: johnsmith@mydomain.com).
Enter the Password that applies to your specified email account.

Note: User name must include @mydomain.com at the end.
(where mydomain.com is replaced with your actual domain name).

Remember, your username and password are case-sensitive.

E-mail Accounts @E

Internet E-mail Settings (POP3) @

Each of these setkings are required ko get wour e-mail account waorking,

User Information Server Information
Your Mame: |_1.:.|-,.-, Srrith Incoming mail server (POP3Y: |I‘nai|.m',ldnrnain.cnm
E-mail Address: |jnhnsmrﬁﬁ@mgdnmain.mm Dukgoing mail server (SMTR: |,-|-,a il. nydomain.com
Logon Information Test Settings
User Mame: : . . After Filling out the information on this screen, we
- |JDhn5mrH-'@m?dDmam'mm recammend yau kesk your account by clicking the butkan
Passward: |** o ko s below. (Requires network connection)

[v Remember password Test Account Settings ...

[ Log on using Secure Password

Authentication (SPA) More Setkings |

< Back | MHewt » | Cancel |

a Then click More Settings.
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o Click on the tab Outgoing Server then check mark the box “My outgoing server (SMTP)
reguires authentication”.

Internet E-mail Settings @

General COutgoing Server | Connection | Advanced

v My outgoing server (SMTP) requires authentication;

* |se zame setkings as my incoming mail server

Log on using

Log an ko incoming mail server before sending mail

Cancel
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o Finally, click Finish. You have successfully configured Outlook Express XP.

E-mail Accounts

Congratulations! @

You have successfully entered all the information reguired ko setup your account,

To close the wizard, click Finish,
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Outlook 2002 XP Set Up

How to set up Outlook 2002 XP:
Windows: Outlook 2002/XP POP3

o Start Outlook 2002 XP, on the Tools menu click E-mail Accounts.

0 Select Add a new email account from the Email heading.

E-mail Accounts o el
E-mail Accounts
You can change the e-mail accounts and directaries that Outlook uses, ;
E-mail

i indd a new e-mail account

" view or change existing e-mail accourts

Directory
" Add a new directory or address book

" Miew or change existing directories or address books

¢ Back I Hewt > I Cloze

o Click Next.



o Select POP3 from the list of Server Types.

Server Type
You can choose the bype of server wour nesw e-mail acount will wark with.

{” Microsoft Exchange Server

Conneck to an Exchange server to read e-mail, access public Folders, and
share docurnents,

wour e-mail,

i IMap
Conneck ba an IMAP e-mail server to download e-rmail and synchronize
mailbox Folders,

" HTTP
Connect bo an HTTP e-mail server such as Hotrail ko download e-mail and
svnchronize mailbox Folders.

" Additional Server Types
Connect to another workgroup or 3rd-parky mail server,

< Back I Ment » I

Cancel

o Click Next.

Back to Index
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a Inthe User Information fields, type your full name and email address.
0 Inthe Server Information fields, type in your domain (i.e: mail.mydomain.com) for both (POP3)
and (SMTP) servers (where mydomain.com is replaced with your actual domain name).
a Inthe Logon Information fields enter your User name: This is your email name and domain name
(i.e: johnsmith@mydomain.com).

a Enter the Password that applies to your specified email account.

Note: User name must include @mydomain.com at the end (where mydomain.com is
replaced with your actual domain name).

a Remember, your username and password are case-sensitive.

E-mail Accounts @@

Internet E-mail Settings (POP3) @

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

User Information Server Information
Your Mame: |_1.;.|-,,-, Srnith Incoming mail server (POP3: |rna il.mydomain. corn
E-mail Address: |jghn5miﬂ‘|@ml?ldgmain,mm Outgoing mail server (SMTR): |,-,-,a il.rmydomain. comn
Logon Information Teskt Settings
User Mame: . 5 - After Filling out the inforrmation on this screen, we
- |JDhnSmm@m?dDmam'mm recommend wou tesk vour account by clicking the button
Password: |Mc ok ok b below. (Requires network connection)

[v Remember passward Test Account Settings ...

[ Log on using Secure Password

Authentication {SPA) More Setkings |

< Back | Mewxt > | Cancel |

a Then click More Settings.
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o Click on the tab Outgoing Server then check the box “My outgoing server (SMTP) requires
authentication”.

]
Then select “Use same settings as my incoming mail server”

Internet E-mail Settings i |

General Outgoing Server Ennnectinnl Advanced

¥ ¥y outgoing server (SMTP) requires authenkicakiond

i« Use same setkings as my incoming mail server

" Log on using

User anme: I

Bassword; I

¥ | Eemember password

r [Log o wsing Secure Passward Suthenticatian

i~ Log on ta incoming mail server befare sending mail

] I Carnicel
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a Finally, click Finish. You have successfully configured Outlook 2002-XP

E-mail Accounts
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Outlook 98 Set Up

How to set up Outlook 98:

o Start Outlook, and on the Tools menu, click Accounts.

o Inthe Internet Accounts dialog box, click Add, and then click Mail. The Internet Connection Wizard
will guide you through the account setup process.

1
Mail...
Directory Service. ..

Bemove ll |

o Inthe Display Name box, type Your Name, the name you want to appear on all mail messages you
send.

Dizplay name: ||

Faor example: John Smith

o Click Next.

0 Inthe Email Address box, type in your email address.

E-mall addrezs: I

For example: someonel@microzoft. com

o Click Next.

o Select POP3 in the "My incoming mail server is a server" list.

by incoming mail zerver iz a IF"EI P3 VI zerver. Tupe

the name of your incoming mail server.
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o Type your incoming mail server in the "Incoming Mail (POP3 or IMAP) server" box. This server
name is mail.mydomain.com (where mydomain.com is replaced with your actual domain name)

Inzaming mail [POP3 ar IMAF] zerver:

mail.mydormain.com

a Type the outgoing mail server in the "Outgoing mail (SMTP) server" box. This server name is

mail.mydomain.com (where mydomain.com is replaced with your actual domain name) Click
Next.

An SMTF zerver iz the server that iz uzed for pour outgoing
e-mail. Type the name of your SMTP server.

Outgoing mail [SMTF] zerver:

mail.mydornain.com

o Type your POP account Name and Password.
Type you POP account name and password in the spaces provided.
Remember, your POP account name and password are case-sensitive.
Enter your POP account name: This is your email name and domain name
(i.e: johnsmith@mydomain.com)

Note: POP account name must include @mydomain.com at the end
(where mydomain.com is replaced with your actual domain name).

| ag on uzing:

FPOF account name: Ij-:u hnsmith@ mydomain.com

Pazsword: !**********

[v'our pazzward will appear as astenizhks
to prevent others from reading it ]

" Lag on uzsing Secure Pazsword Authentication [SPA]

0 You are finished with the initial configuration of Outlook 98.
o Click Next until you get to the final window.

o Click Finish
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0 Next, you will then be in the Internet Accounts dialog box. Double click on the account that you just
created. Click on the Server tab

Gereral Servers Eu:unneu:tiu:unl .ﬁ.dvancedl

a Check the My server requires authentication box

Outgoing kail Server

v by server requires authentication

o Click on the Advanced tab

Generall Sewersl Connection  Advanced

0 You have finished. You have successfully configured Microsoft Outlook 98
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