The Tutorial below will give you an idea on how to setup your POP3 email program to work
with our email servers. If you are only using our email aliases to forward mail to your existing
email provider, then there is no need to reconfigure your email program.

Q: How do | configure my email program so | can read my POP3 email?
A: First, make sure you have established a POP3 user account.

Now you are ready to configure your email program to read your POP3 account

This is the basic procedure for 1) setting up, 2) editing, and 3) testing a New Email Account in
Outlook Express

1) To create a POP3 account for "sales” on Outlook Express, follow these steps:

To set up a new mail account on Outlook Express (or Microsoft Outlook):

1) Open up Outlook Express (Start >Programs >Outlook Express)

2) Click on the "Tools" menu from the top of Outlook Express and choose "Accounts”
3) From the new window click the "Add" button on the top right and choose "mail"

4) type in "sales" for the Account Name (this can be changed later) and click "next"

Internet Connection Wizard |

Your Hame

When yau zend e-mail, your name will appear in the From figld of the autgaing meszage.
Type your name az you would like it to appear.

Dizplay name: zales

Far example: John Srith
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5) in this window (Yes you have an email account) type "sales@yourdomain.com” and click "next"
Note: "yourdomain.com" is just an example, always replace it with Your Domain Name

Internet Connection Wizard |

Internet E-mail Address

Your e-mail address iz the addresz other people uze to zend e-mail meszages to pau.

&+ | alieady have an e-mail addrezz that 1'd like o use.

E -mail addrezs: Isales@ynurdnmain.cum

Far example: zomeonel@microgsalt cam

™ 1'd like to sigh up for a new account from: | Hakmall j
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6) In this window type "mail.yourdomain.com™ in both the Incoming & Outgoing boxes, click
"next"

Internet Connection Wizard |

E-mail Server Mames

by incoming mail zerver iz a IF'I:IF'S "I FEMVEL

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

rail. yourdamain. com

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

Outgoing mail [SMTP] server:

rail. yourdamain. com
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7) Now type in "sales@yourdomain.com" for the Account name, and "your password" for the

password . . .
Important: Normally you would let us know the Account Name and Password to set up on

your server. . .
in this example we are using "sales@yourdomain.com” and "your password" for the

password.

Note: you should not have to check the box that says "Log on using Secure Password
Authentication"
Internet Connection Wizard |

Internet Mail Logon

Type the account hame and pazaward your [nternet service provider has given you.

Account name: Isales@ynurdumain.cnm

Ixxxxxxx

Pazsword:
[+ Femember password

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

[ Log on using Secure Password Authertication [SP)
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8) Hit the "next" button and then the "finish" button to create your account
Internet Connection Wizard

Congratulations

2) To make changes to your POP3 account for "sales" on Outlook Express, follow these
steps:

Now lets do a quick Edit - the "Internet Accounts" Window should still be open . . . if not -
Click on the "Tools" menu from the top of Outlook Express, and choose "Accounts" from the
pull down menu

Select the account "sales@yourdomain.com" in your list of email accounts by
clicking on it
Click the "Properties" button

That will bring up a window that will look like the picture below

Now you can change your Account Name, add in your Name, Organization, & Reply
Address.



These are example settings for the "General” Tab
Note: "yourdomain.com" was an example; it should now show Your Domain Name

"‘E- sales{@ypourdomain.com Properties

General |Sewers| Eu:unneu:tiu:unl Seu:urit_l,ll .ﬁ.dvancedl

M ail Account

Type the name by which you would like to refer o these
zervers. For example: "work' or "Microzoft Mail
Server,

I gales@yourdomain. com

Izer [nformation

M ame: IJDhn Doe

Organization: I.-“-‘-.EI: Carp

E-mail address; Isales@ynurdumain.mm

Feply address: |sales@ynurdumain.mm

¥ Include this account when receiving mail or synchionizing

k. I Cancel Apply




Now click on the "Servers" tab to bring up this window

"‘E- sales{@ypourdomain.com Properties

General Servers Eu:unneu:tiu:unl Seu:urit_l,ll .ﬁ.dvancedl

Server Infarmation

SEMVEl.

My incoming mail server iz a

Incoming mail [POP3); | rmail . pourdomain, com

Outgoing mail [SMTP]: I rmail , yourdamnain. com

Incoming kail Server

Account name:; Isales@yaurdn:nmain.cnm

Ixxxxxxxx

Pazzword:
[+ Femember pazsword

[ Log on uzing Secure Pazsword Authentication

Cutgaoing kail Server

™ty zerver requires authentication Settings... |

k. I Cancel Apply

3) To Test your POP3 account for "sales" follow these steps:

Start a New Mail message by clicking on the New Mail Icon at the top left of Outlook or
Outlook Express, or click on the File Menu, choose New, then click on Mail Message

Make the From: Box use your New Account by clicking on the Down Arrow j(at the far right

of screen) and choosing sales@yourdomain.com

In the To: Box type in sales@yourdomain.com, or click on the word To: and choose sales

from the list

You can leave the CC: Box blank, or enter in another email address to send a Carbon Copy

to

In the Subject: Box type in Testing, or whatever you like

You don't have to type anything into the body of the message

Now hit the Send Icon or click on the File Menu and click on Send Message
Wait about 30 seconds after message is sent, then click on the Send/Recv Icon

Your Message should come in on your New Email Account.

Note: If your New Account does Not Work, Your Internet Service Provider may require the following

settings:



"‘_m; user@yourdomain.com Properties

General Servers |Eu:unneu:tiu:un| Seu:urit_l,ll .ﬁ.dvancedl

Server Information

My incoming mail server iz a SEVE.

Inzoming mail [FOF3): I mail . yourdamain. com

HE|

Outgeing mail (SMTP): | DO NOT CHANGE

|nzoming kail Server

Account name: Isales@ynurdumain.cnm

Pazsword:

Ixxxxxxxx

N

[+ Remember password

[ Log on using Secure Password Authentication

Sethings... |

e

Outgoing k ail 5erver

IV by server requires authentication

--—._._\_\____—_

—E—

Cancel Apply

o ]|

Many ISPs now block all SMTP traffic
(outgoing mail) unless it is directed
to their SMTP server.

This Iz a growing trend on the Internet
as a way to prevent spam. As such,
leave the SMTP settings as is

{usually mail.yourISP.com)

Contact your ISP for details.

If you require use of our outgoing SMTR
mail server, use: mail.yourdom ain .com

We handle email differently than
come ISPs. We require that vou
place the full email address in the
ACCOUNT NAME or USERMAME fiald.

MUST BE ON
fCHECKED)



