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Mailbox Setup Guide

Setting up an Advanced mailbox only takes a few minutes. You can set up any email software

to send and receive email from your 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 Email software

¢ Internet connection

e Incoming Server address (shown in your control panel)

e SMTP address (shown in your control panel)

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

e Password (As specified when you created the mailbox)
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Desktop Mail Clients

Outlook 2016 setup

Step 1
Open Outlook 2016. If this is the first time you have opened Outlook you will be directed to the
new account wizard. If you already have an account set up, click File, then Add account and

skip to step 3.

Step 2
When the Welcome to Outlook 2016 box opens, click Next, then Next again.

Step 3

Select the button marked Manual setup or additional server types then click Next.

Add Account ﬂ

Auto Aocount Sebup
Hianual sebup of &5 SCounl o St b obher Sérvar By

E-mail Accoimnt

'E}hrlud sebup of ddional serves types
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Step 4
Select POP or IMAP, then click Next.

Add Account n

Choose Service

Microsofl Exchange Setver or compatible servioe
Lonnect to an Bochange stcount bo aocess emsll, cabendars, conkacks, tatks, and voice mail

Outlsolk.oom or Exchange ActiveSync compatible senvioe
Connedt to 3 service Juch a3 Cutlook.com to acoess email, calendars, contacts, and taiks

@an

Connmedt o 8 POP or IMAP emyil acoount

Step 5

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 is made up of the mailbox name

you chose, an @ symbol and your domain name. you@yourdomain.com for example.

Server Information

e Account type: Depending on your preferred type of connection,

select POP or IMAP from the drop down menu.
e Incoming mail server: Enter mail.livemail.co.uk.

e Outgoing mail server (SMTP): Enter smtp.livemail.co.uk.

Logon 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.

¢ Require logon using Secure Password Authentication (SPA): Leave unchecked.
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Mailbox Setup Guide

Once completed, the screen should look similar to the following:

Add Accourt =

POP and IMAP Account Settings
Ervter the mall ssrver settings for your somount.

User Irformation Test Actount Settings
¥our Mame: Ealph Smith We recommend that you test your account to ensure that

the emiries are conmedt,
Email 2ddress: 1P ral I ] i M . o
Server Information

Tedl Accoum Sebtangs
Sercount Type: IMAF -
hiutomabscally test sccount settngs when Mext

Incoming mail server [ —— : :||-:'I---‘-'| ally test scco when MHe

Dutgoing mail server (SMTPE  cmip Ivemall.co.uk

Logan information
User Mame: ih@rslphsdomamname. com
Mdail to keep offline: 1 momth
Pafiward: BREREEELES :"l """""""""""""""""""""""

[l Remember patswand

Dﬂ.equlre lzgon usang Secure Password Suthentication
5

< Back Cancel

Once you have entered all the information required, click More Settings.

Step 6

Select Use same settings as my incoming mail server.

Internet E-mail Settings

Gereral | Qut@oing erver | Advanced

My outgoing server [ZMTF] requires authentication
se same settings as my incoming mail server

() Log an using
Ilser Mame:

Passward:

¥ Remember password
Fequire Secure Passwoard Authentication [SPA)
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Step 7

Click the Advanced tab and enter the following settings:

e Incoming Server: 993 for IMAP or 995 for POP.

e Use the following type of encrypted connection: Set to SSL.

e Outgoing server: Enter 465.

e Use the following type of encrypted connection: Set to SSL.

Internet E-mail Settings >

General Cutgoing Server Advanced

Server Port Mumbers

Incoming server (IMAF): Use Defaults
Use the following type of encrypted cnnnecti::un:

Qutgoing server [SMTF‘]:

Use the following type of encrypted cnnnecti::un:

Server Timeouts

Short L Long 1 minute
Folders

Root folder path: |

Sent [tems
|:| Do not save copies of sent items
Deleted ltems

|:| Mark items for deletion but do not move them automatically

ltems marked for deletion will be permanently deleted when
the items in the mailbox are purged.

Purge items when switching folders while online

Cancel
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Step 8

Click OK, then Next and Outlook will test the connection.

Test Account Settings

Congratulations! 2 tests completed suocessfully. Click Close to top

continue, )

Tasks  Errors

Tasks Status
vy Log onto incoming mail server [IMAP) Completed
+ Send test e-mail messa ge Completed

When the test is complete click Close, and then click Finish to close the wizard. Outlook 2016 is

now configured to send and receive email through your mailbox.

Outlook 2013 setup

Step 1
Open Outlook 2013. If this is the first time you have opened Outlook you will be directed to
the new account wizard. If you already have an account set up, click File, then Add account

and skip to step 3.

Step 2

When the Welcome to Outlook 2013 box opens, click Next, then Next again.

Step 3

Select the button marked Manual setup or additional server types then click Next.
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Add Account ﬂ

Auto Account Setup
Pl debup of &0 Sooount or Sonrect b obhe Server By

E-mail Acconml

@hﬂud selup of sdditional serves Iypes

Step 4
Select POP or IMAP, then click Next.

Add Account n
Choose Service

Microeofl Exchange Server or compatible service
Connect to an Bochange stcount bo socess emsll, calendars, contacks, tatks, and voice mail

Ouliook.com o Exchange ActhseSyn compatibile sersioe
Connect to & persice tuch &5 Gutiook.com bo aooess email, calendar, contacks, and taik:

@Wmm

Conrect be § POP or IMAP emyil aocount

< Back Cancel

Step 5

There is a lot of information to fill in on this next screen, let’s look at each section bit by bit.

User Information

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 is made up of the mailbox name

you chose, an @ symbol and your domain name. you@yourdomain.com for example.

Server Information

Account type: Depending on your preferred type of connection, select POP or IMAP

from the drop down menu.
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¢ Incoming mail server: Enter mail.livemail.co.uk.

e Outgoing mail server (SMTP): Enter smtp.livemail.co.uk.

Logon 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 completed, the screen should look similar to the following:

POP and THAP Account Settings
Enter the mal server seftings for your account.

User Imformattion Test Acoount Settings
Vol Hamae: Ralph Smith W recommend that you test your account to ensune that

the emtnes sre correct
Email Address:

ihigralphsdomainname.com
Server Information

Adtount Type: IMAP
Inscaming mail server mail Ivemail.co.uk e

Cutgoing mail server (SMTPE o mip Ivemail.co.uk

Logon nfomation
Used Mame: iR@ralphsdamainname, cam

Meisil o keep offtine: 3 manths
Fassward I|.|||.|||.||I

[#] Remembser passward

| Baquirs lagon uiing Secure Pasiward Authenticakicn

o

< Back Hext > Cancel
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Step 6

Make sure Use same settings as my incoming mail server is selected.

Internet E-mail Settings

Gereral | Qutgoing Servet | Advanced

My outgoing server [SMTF] requires authentication

se same settings as my incoming mail server

() Log an using

| Remember password
Require Secure Password Authentication [SP&)

Step 7
Click the Advanced tab and enter the following settings:

¢ Incoming Server: 993 for IMAP or 995 for POP.

e Use the following type of encrypted connection: Set to SSL.

e Outgoing server: Enter 465

e Use the following type of encrypted connection: Set to SSL.
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Internet E-mail Settings ot

General Outgoing Server Advanced

Server Port Mumbers

Incoming server [IMAF): Use Defaults

Use the following type of encrypted cnnnecti::un:
Cutgoing server [SMTF): "
Use the following type of encrypted cnnnecti::un:

Server Timeouts

Short L Long 1 minute

Folders

Root folder path: |

Sent ltems
|:| Do not save copies of sent items
Deleted ltems

|:| Mark items for deletion but do not move them automatically

ltems marked for deletion will be permanently deleted when
the items in the mailbox are purged.

Purge items when switching folders while online

Cancel

Step 8

Click OK, then Next and Outlook will test the connection.

Test Account Settings

Congratulations! Al tests completed successfully. Click Close to top

continue,

Tasks  Errors

Tasks Status

w/lng onto incoming mail server [IMAF] Completed
+" Send test e-mail message Completed

When the test is complete click Close, and then click Finish to close the wizard. Outlook 2013 is

now configured to send and receive email through your mailbox.
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Advanced Mailbox Setup Guide

Outlook 2010 setup

Step 1

Open Outlook 2010, click File and then click Account Settings.

Q]l__',";:

Home Send / Receive Folder View

Help

2] Options
£ eat

Step 2

Account Information
No account available. Add an e-mail account to enable additional features.

db Add Account

S Account Settings
it \S Moddy settings for this account and configure additsonal connections.

o

Account

' \ AcCount Settings....
&A Add and remove accounts of change
existing connection settings.
| . Ll L ;;, . byenp(ymgﬂtktedktmsmd

- c4

archiving.

Cleanup
Tools =

Select the E-mail tab and click New.

E-mail Accountts

You can add of remove an ocount. You can select an sccount and dhange its settings.

' hangs... a'-“'f'-ﬁ."“':'-"-..?' xi-'--".n.-- +* &

MHame

Type
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Mailbox Setup Guide

Step 3

Select Manually configure server settings or additional server types and click Next.

(D haanemccoume e

Connect to other server types. N

_ E-madl Account

" Text Messaging (SMS)

( o MWWWUWW@

<ot Cheat> )

Step 4
Select Internet E-mail and click Next.

T i e s |

Chaose Service i

Internet E-mail
Connact o POP or [MAP server to serd and recerve &-mal

= I‘lum.i&ni—ge-urmﬁ:lm
Connect and socess e-mal messages, calendar, contacts, faces and voice mal messages.

) Text Messaging (SHS)
Connect to & moblle messagng service.

() Other
Connect bo & server type shown below.
Fax Mal Trarsport
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Step 5

There is a lot of information to fill in on this next screen, let’s look at each section bit by bit.

User Information

¢ 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 is made up of the mailbox name

you chose, an @ symbol and your domain name. you@yourdomain.com for example.

Server Information

e Account type: Depending on your preferred type of connection, select POP or IMAP
from the drop down menu.
¢ Incoming mail server: Enter mail.livemail.co.uk

e Outgoing mail server (SMTP): Enter smtp.livemail.co.uk

Logon 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.

¢ Require logon using Secure Password Authentication (SPA): Leave unchecked.

Once completed, the screen should look similar to the following:
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Mailbox Setup Guide

Intemet E-mad Settngs e
Ench of these settings ars required to get vour &-mall account warking. ;\>

User Information Test Accounk Setbmgs

o e mm After filing out the informabon on this screen, we

E-mal Addrass; sphEraphsdomarnems.com
Server Information - .
- e =l
Traming mal server: [ rvemai.con ok
Gutgang mall server {SATF): | emip, bvamai.co.uk

Logon Infarmation

Ulsar Narmes At sphsdnannane.con
Passuard: 'uuuuu|

& Rememibar password
:R:u.iebumm&n:epmdﬁa.ﬂtmﬁm:l

recommand pou best your sccount by dicking the bulton
berkows, (Requines netwrork, connesction)

Test Arcount Settings ...

o] Teest Account Settis by chcking thee Mt Batton

[-:Bldcumrilcmul

Once you have entered all the information required, click More Settings.

Step 6

Tick Use same settings as my incoming mail server.

[] Remember password
[ ] Resquire Secure Password Authentication (SPA)

(7 Log on to incoming mal server befiore sending mal
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Step 7
Click the Advanced tab and enter the following settings:

¢ Incoming Server: 993 for IMAP or 995 for POP.

¢ Use the following type of encrypted connection: Set to SSL.

e Outgoing server: Enter 465.

e Use the following type of encrypted connection: Set to SSL.

F

Internet E-mail Settings @

aeneral I Sent Ikems | Deleted Ikems

Server Port Mumbers

Incoming server (IMAFD; Ise Defaults

IJ=& the Following kvpe of encrypted conneckion: {350

Qukgoing server [3MTP;
=& the Following type of encrypted conneckion; u

Server Timeouts

Qubgoing Server | Connection ‘ Advanced ]

D

.

Short 1 Long 1 minute
Folders
Fook Folder path:
(04 ] [ Cancel
Step 8

Click OK, then Next and Finish to close the wizard. Outlook 2010 is now configured to send and

receive email through your mailbox.
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Windows 10 Mail Setup

Step 1

Click the Start icon and select Mail from the menu.

2

onlinesupport

Maps
Pecple
Calculator

Alarms & Clock

File Explorer

Settings

Power

= All

Step 2

The first time you open Windows 10 Mail, you will be prompted to add an account. Click the

Add acc

apps

ount button.

Life at a glance

Calendar

(S

Microsoft Edge

Meostly Cloudy

2 o 2
16°

London

a

Ol

Phone Compa...

0

Search

If you already have an email account set up click Settings, Accounts, Add an Account,

then Advanced Setup to start the wizard.
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Advanced Mailbox Setup Guide

Accounts

First things first. Let's add your accounts.

—l" Add account

Step 3
Click the Advanced Setup icon.

H Exchange

Exchange, Office 365

E Google

K

Yahoo! Mail

iCloud

K

Other account
POP, IMAP

@ Advanced setuD

K

Close
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Step 4

Click Internet email.

Advanced setup

Choose the kind of account you want to setup. If you're not
sure, check with your service provider.

Exchange ActiveSync

Includes Exchange and other accounts that use Exchange ActiveSync.

Internet email
POP or IMAP accounts that let you view your email in a2 web browser.

Cancel

Step 5

Enter the following details:
e Account name: A name to identify your account.
¢ Your name: The name that will be displayed in your messages.
¢ Incoming email server: Enter mail.livemail.co.uk.

e Account type: Select IMAP4.
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Internet email account

Account name

Ralph's new mailbax

Your name

Ralph

We'll send your messages using this name.

Incoming email server

mail.livemail.co.uk

Account type

IMAP4 ~

Step 6

Scroll down to fill out the rest of the details as below:

Username: Enter your email address.

e Password: Enter your mailbox password.

e Outgoing (SMTP) email server: Enter smtp.livemail.co.uk.

e Outgoing server requires authentication: Checked.

e User the same user name and password for sending email: Checked.

e Require SSL for incoming mail: Checked.

e Require SSL for outgoing mail: Checked.

Once completed, the screen should look similar to the following:

Page 20



Mailbox Setup Guide

Email address

ralph@ralphsnewdomainname.com

User name

ralph@ralphsnewdomainname.com

Examples: keving, kevinc@contoso.com, domainikevinc

Password

Outgoing (SMTP) email server

smtp.livemail.co.uk

Outgoing server requires authentication

Use the same user name and password for sending email
Require 551 for incoming email

Require 55L for outgoing email

Cancel Sign-in

Step 7
Click Sign-in to set up your account and start using Windows 10 Mail. Windows 10 Mail is now

set up to send and receive emails from your mailbox
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Windows Live Mall setup

Step 1

Open Windows Live Mail. Click the Accounts tab and select Email in the New Account section.

u | E % = | Quick wiews - Windows Live Mail

Hore Folders Wiewy Accounts
L
@ * @

Email ewwsgroup | Properties

Mews Account
> QUIck views
Cuthox

- Storage folders

Step 2
Enter your full email address and mailbox password in the text boxes provided.

In the Display Name text box, enter your name or company name. This is what most people will

see in their inbox when they receive an email from you.

Select the box marked Manually configure server settings for e-mail account and click Next.
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Add your email accounts

It wou hawe a Windows Live 10, sign in nos, IF not, ywou can create one |aber
Sign into Windows Live

Ernail address: Most ermail accounts work with Windows Live Mai
. 1 including
|adr‘mn@raIphsne-udnrnanrmarne COkn
Get s Windows Live ermail address Hotmail
Grrail
Password: and many others,

iR EEEEEEE
| Remember this password
Display narne for your sent messages:

Ralph lones

: ¥ lfL'unl..l,::II'_\.r configure server settings
cancel | et )
- =

Step 3
Select IMAP or POP as your incoming mail server type from the drop down list and enter the

following details:

Incoming server information
e Server address: Enter mail.livemail.co.uk
e Port: 993 for IMAP, 995 for POP.
e Requires a secure connection (SSL): Tick.
e Authenticate using: Select Clear text from the drop down menu.

e Logon user name: Enter the email address of your mailbox.

Outgoing server information

e Server address: Enter smtp.livemail.co.uk.
e Port: Change this from 25 to 465.
e Requires a secure connection (SSL): Tick.

e Requires authentication: Tick.
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Advanced Mailbox Setup Guide

Configure server settings

If you don't know your emall server setbings, contack your ISP or network adminlstrator,

Incoming server information Cutgeing server information
Sereer bype: Server address: Part:
[IMA.P v] |imtp.livemail.cn.uk ||4l15
equires a secure connection {55L1)
Server address: Port;
| equires authentication

mail.livernail.co.uk | [sa3
ll Pequires a secure connection (Z3L)

Authenticate using:
[.,Eiur et ! ']

LCIQIJI"I USEr Narme:

|adminlﬁlralphsnewdumalnnar‘ne.:nm |

Cancel H Back ]C Nw:)

Step 4
Check the details again. Click Next and Finish to set up your account and close the new
account wizard. Windows Live Mail is now configured to send and receive email through your

mailbox.
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Thunderbird Setup

Step 1

Open Thunderbird, open the menu, select New Message and then Existing Mail Account.

0 f"éﬁ Events 4 p =
: M
Message CEFlH-R “ Activity Manager
Event. . 2 Message Filkers 2
Task. .. . *.ﬁ.dd-nns
Falder ... » Opkions 3
Saved Search... * ;
File »
et a Mew Mail Account... T Wiga r
it ' B30 4
Message L4
Feed Account. .. Events and Tasks »
Other Accounts. .. Tools k
Zalendar... Help »
address Book Conkack..
Zhat Contack...

Step 2

Enter your mailbox details as below into the boxes provided and click Continue.

e Your name: Enter your name.
¢ Email address: Enter your email address.

e Password: Enter your mailbox password.

Mail Account Setup |

Your name: I Ralph Your name, as shown to others

Email address: I shsnewdomainname. com

Password; I ----------|

¥ Remember password

Gek a new accounk I S Continue !l Zancel
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Step 3

The setup wizard will attempt to gather the server settings for your mailbox, however the

username will be set up incorrectly. To correct this click the Manual Config button.

Mail Account Setup EH

Yaur nanme: I F.alph Yaur name, as shown ko akhers

Email address: I shsnewdomainname. com

Password: I TTITTTTYY)

¥ Remember password

Looking up configuration: Trying coOmMMmon Seryer names f'

Step 4

Enter the following details on the Mail Account Setup screen.

Incoming

e Server hostname: mail.livemail.co.uk
e SSL:SSL/TLS

e Authentication: Normal password

Outgoing
e Server hostname: smtp.livemail.co.uk

e  SSL:SSL/TLS

e Authentication: Normal password

Enter your email address in to the Username: Incoming and Outgoing fields. Once

finished, click Done.
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Mail Account Setup

¥Our name: I Ralph| ¥our name, as shown ko okhers

Email address: Ijhsnewdnmainname.com

Password: I sssssssees

¥ Remember password

The Following settings were found by probing the given server

Server hostname Port 551 Authentication
Incoming: IIMAP j Imail.livemail.co.uk |993 j ISSL,I'TLS ﬂ INormaI password ﬂ
Zutgoing:  SMTP Ismtp.livemail.co.uk j |465 j ISSL,I'TLS j INnrmaI password j
Username:  Incoming: I in@ralphsnewdarnainnarne  conm Qukgaing: I admir@ralphsnerdomain

Get a new account | Advanced config |

Re-test | Cancel |

Step 5

Thunderbird is now set up to send and receive emails.

Apple Mac Malil Clients

Outlook 2011 for Mac Setup

Step 1

Open Outlook 2011 and select Accounts from the Tools menu.

® Outlook File Edit View Message Format WEndow Help #

AaNO

e @) |

&2 Mome Organize Tools

= Q

C-mall  New Reply  Reply Ad Forward Attachmet
¢ Inbox L Arrange By, Conversations =

| Oraft

7] Sent items

§7 Deleted tems
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-
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Sync Services...

Rules...
Mailing List Manager...
Junk E-mail Protection...

@ Junk E-mail




Step 2
In the Accounts window, click the Add an account button at the bottom of the window, and

select E-mail from the popup menu.

Exchange...
S
LNreclory Service..

Step 3
Enter the email address you are setting up in the E-mail address text field. Enter the password

you set up when you created the mailbox within your control panel in the Password field.

Enter your account information.
E-mail address: ralph@ralphsdomainname.com

Password: essssssss

Step 4
In the User name text box enter your full email address and select /IMAP from the Type drop

down list, depending on your preference.

In the Incoming server text box enter mail.livemail.co.uk as your incoming server and tick Use

SSL to connect (recommended). Make sure Override default port is not selected.

User name: ralph@ralphsdomainname.com
Type: IMAP w

Incoming server: mail.livemail.co.uk : 993

Owverride default port
Uze S5L to connect (recommended)

Step 5
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Mailbox Setup Guide

Enter smtp.livemail.co.uk into the Outgoing server text box. Next, enter 465 in the port box to

the right of the Outgoing server, and make sure Use SSL to connect (recommended) is selected.

Click Add Account when you have entered the details.

Outgoing server: smip.livemail.co.uk :

Override default port
Use S3L to connect (recommended)

Cancel Add Account

Step 6
Close the Accounts window and click the Send messages in the Outbox and check for new

items button on the toolbar.

® Outlook File Edit View Mes

E-mail New Delete Reply  Reply Al Forv

Vel - 2 Arranna Bu e

You should receive a test email to your Inbox folder.

b Arrange By: Conversations = Newest on Top *
El‘_'l Orafts v TODAY (1]
(5] Sent items B Microsoft Outlook Test Message 10:04

Microsoft Outlook

'ﬁ D!Illid Items
[ Junk E-mail

* SMART FOLDERS

Outlook 2011 is now configured to send and receive mail through your mailbox.
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Mac Mail Setup

Step 1
Open Mail.

e If you have not already added an account to Mail you will directed to the New Account

Wizard.
e If you have already created an account in Mail, click File, then Add account from

drop down menu.

Step 2

the

When the New Account wizard opens, select Add Other Mail Account and click Continue.

Choose a mail account to add...

*» iCloud
@38 Exchange
Google
YAHOQO!
Aol.

( © Add Other Mail Account... )
? Cancel | Continue |

Step 3

Enter the following in the text boxes provided:

e Full Name: Enter your full name.

e Email Address: Enter the full email address of the mailbox you want to create to.

e Password: Enter the password for your mailbox.

Once done, click Create.
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Add a Mail Account

To get started, provide the following information:

Full Name: Fasthosts

Email Address: ralph@ralphsdomainname.com

PaSSWQrd: T

Cancel reate

You will receive a message stating Account must be configured manually, click Next.

Step 4
Select to setup your mailbox as IMAP. Enter mail.livemail.co.uk as the mail server to use a

secure SSL connection.

Your username is the same as your full email address. Enter this and your password in the text

boxes and click Next.

Incoming Mail Server Info

Account Type: w POP

Mail Server: | mail.livemail.co.uk

User Name: ralph@ralphsdomainname.com

Password: sssssssass

Cancel Back m
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Step 5

The Outgoing Mail Server page will appear. Enter the following information:

e SMTP mail server: Enter smtp.livemail.co.uk as the SMTP server to use a secure SSL

connection.
e Username: Enter your full email address.

e Password: Enter your mailbox password. This is the password you chose when you

created your mailbox.

Once completed, the screen should look similar to the following:

Outgoing Mail Server Info

SMTP Server: | smtp.livemail.co.uk

User Name: ralph@ralphsdomainname.com

Password: sssssssass

Cancel Back -

Apple Mail will now configure your mailbox to use the best settings. If you need to edit these

settings, click Preferences in the Mail menu.

MFHE Edit View

O About Mail
= Preferences... 3,
Get Ma B
| Accounts...
1M ls
< Add Account... E
Mailba pi
& ‘ Services »
<7 ¢ Hide Mail 38 H

= o Hide Others “C3EH

> Quit Mail #0Q
Ul al
E F Ll R L R A T
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Mobile Device Clients

IPhone and iPad setup

Step 1
Tap the Settings icon.

Step 2

Scroll down and press Mail, Contacts, Calendars.

Settings

(%) General

Display & Brightness

Wallpaper

M iCloud

iTunes & App Store

E Wallet & Apple Pay

@ Mail, Contacts, Calendars )

Notes

Page 33



Advanced Mailbox Setup Guide

Step 3
Press Add Account.
seems T 10210 -

£ Settings Mail, Contacts, Calendars

ACCOUNTS
iCloud

Mail, Contacts, Calendars and 8 more...

Gmail
Mail, Contacts, Calendars, Motas

(Add Account )

Fetch New Data Push

MAIL

Preview 2 Lines
Show To/Ce Label
Flag Style Colour

Ask Before Deleting

Step 4

Select Other.
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mnn T 10:10

< Mail...  Add Account

iCloud
@& Exchange
Google
YAHOO!
Aol.
B4 Outlook.com

( Other

Step 5

Press Add Mail Account.

aane T 10:10

£ Add Account Other

MAIL

[A;:ld Mail Account

CONTACTS

Add LDAP Account

Add CardDAV Account
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Step 6

Enter the following information and press Next:

e Name: Enter your name. People will see this when you send them an email from your
device.
e Email: Enter the full email address you are setting up. For

example ralph@ralphsdomainname.com.

e Password: Enter your mailbox password.

e Description: Enter an optional description to help you identify this mailbox.

seems T 10:10 -
Cancel New Account [ Next
Mame Ralph Smith
Email ralph@ralphsdomainname. ...

Password esssssssssse

Description Ralphsdomainname

QWERTYUI OP

A SDFGHUJKL

ZXCVBNM

.M23 space return
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Step 7
When using a mobile device, we recommend using IMAP. This will give you greater flexibility
sharing information between your various devices. You should now be able to enter your

various email server settings, and the screen will look similar to this:

e T 10:10 -
Cancel New Account

Name Ralph Smith

Email ralph@ralphsdomainname...

Description Ralphsdomainname

INCOMING MAIL SERVER
Host Name
Username

Password eeesscsscee

QUTGOING MAIL SERVER

Incoming mail server

Let’s now enter the INCOMING MAIL SERVER settings. These settings control your ability to

receive email on your device.

Step 1

Change your Host Name to mail.livemail.co.uk.

Cancel Account Done

INCOMING MAIL SERVER

Host Mame ([ mail.livemail.co.uk

Username ralph@ralphsdomainname.com

Password eessssssse
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Step 2

Next, enter the email address, e.g. ralph@ralphsdomainname.com, for the Username.

Cancel Account Done

INCOMING MAIL SERVER

Host Name mail.livemail.co.uk

Username @ph@ralphsdomainname.coa

Password [T ITTITITT]

Step 3

Finally, enter the Password will be the same you entered earlier.

Cancel Account Done
INCOMING MAIL SERVER
Host Name mail.livemail.co.uk

Username ralph@ralphsdomainname.com

Step 4
Your INCOMING MAIL SERVER settings will now look like this.

Cancel Account Done
INCOMING MAIL SERVER
Host Name mail.livemail.co.uk

Username ralph@ralphsdomainname.com

Password [T ITTITITT]

Page 38



Mailbox Setup Guide
Outgoing mail server

Step 1

Enter smtp.livemail.co.uk as your Host Name

QUTGOIMNG MAIL SERVER

Host Name@ntp.livemaﬂ.co.uo

Username ralph&ralphsdomainname....

Password esssss

Step 2

Next, enter the email address, e.g. ralph@ralphsdomainname.com, for the Username.

QUTGOING MAIL SERVER

Host Name smitp.livemail.co.uk

Username @ph@ mlphsdomainname..D

Password esssss

Step 3

Finally, the enter Password.

QUTGOING MAIL SERVER

Host Mame smitp.livemail.co.uk

Usermame ralph@ralphsdemainname....

Password

Step 4
Your OUTGOING MAIL SERVER settings will now look like this.

QUTGOING MAIL SERVER

Host Mame smitp.livemail.co.uk
Usermame ralph@ralphsdemainname....

Password eesssss
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Step 5

Press Next

Your device will then Verify the settings. This can take a couple of minutes.

Verifying

Once everything has been verified, press the Save button to save your new account.

Cancel IMAP Save
Mail @)
Motes

Android Setup

Step 1

Open the Email application on your device.

B

Phone  Messaging Contacts

Calendar
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Step 2

Enter your Email address and mailbox password in the text boxes provided and select Manual

Setup.

Set up account

Configure Email for most accounts in
a few steps.

‘admin@ralphsdnmainname.cnm ‘

LELL L L]

~ Show password

- Send email from this account by
default

(Manual setup) Next

Step 3

Select IMAP as the account type.

< Add email account

What type of account?

POP3 account

CIMAP accnunD

Microsoft Exchange ActiveSync
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Step 4

For the Incoming settings, enter the following details in the text boxes provided:

e Username: Enter your mailbox username, this will be the same as your Email address.

e Password: Enter your mailbox password. This is the same password you chose when
you created your mailbox.

e IMAP Server: Enter mail.livemail.co.uk.

e Security type: Set to SSL.

e Port: Leave this as 993.

e IMAP path prefix: Leave this blank.

Once you have filled out all the details, click Next.

< Incoming server settings

IMAP server

mail livemail.co.uk

Security type
SSL

Port
993

IMAP path prefix

M~ .
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Step 5

For the Outgoing settings, enter the following details in the text boxes provided:

e SMTP server: Enter smtp.livemail.co.uk.

e Security type: Set to SSL.

e Port: Leave this as 465.

e Require sign-in: Make sure this is checked.
e Username: Enter your e-mail address.

e Password: Enter your password.

Once you have filled out all the details, click Next.

< Qutgoing server settings

SMTP server

[ smtp.livemail.co.uk ]

Security type
5SL

Port
465

+' Require sign-in
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Step 6

You will be given options to select some custom settings.

14 Account options

Period to sync Email

2 weeks

Sync schedule

Every 15 minutes

Peak schedule

Every 15 minutes

+" Sync Email

Send email from this account by
default

" Notify me when email arrives

~ Automatically download
attachments when connected to
Wi-Fi

Once you have chosen your custom settings, click Next.

Step 7

Enter an account name in the Set account name box and enter a display name in the Your

name box.

Quick tip: The account name will allow you to distinguish this account from any
other Email accounts you have set up on your Phone. The display name will be

shown on all outgoing messages.
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Set up account

Your account is set up, and email is on
its way!

Give this account a name (Optional)

‘admin@ralphsnewdomainname.cum ‘

(Displayed on outgoing messages)

‘ admin

Done

Click Done.

Your mailbox will now be ready to use.
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Legacy Mall Clients

Outlook 2007 Setup

Step 1
Open Outlook 2007. If this is the first time you've used Outlook 2007 the Startup Wizard will

appear. Click Next to begin the setup.

Outiook 2007 Startup X

Outlook 2007 Startup

Welcome to the Outiook 2007 Startup Wizard, which will guide you through the
process of configuring Outicok 2007.

o

If you already have an account setup, click Tools in the top menu and then click Account

Settings.
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Step 2

To configure an email account select Yes and click Next.

Account Configuration

E-mail Accounts

You can configure Outlook to connect to Internet E-mail, Microsaft Exchange, or
other E-mail server. Would you like to configure an E-mail account?
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Step 3

Select Manually configure server settings of additional server types and click Next.

Add Mew E-mail Account b4

Auto Account Setup

Your Mame: | |

Example: Barbara Sankovic

E-mail Address: | |

Example: barbara@contoso, com

Password: | |

Retype Password: | |

Type the password wour Inkernet service provider has given wou,

@ilanually configure server settings or additional server types

_coade (o>
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Step 4

Select Internet E-mail and click Next.

Add Mew E-mail Account x

Choose E-mail Service

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

(") Microsoft Exchange

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

() Other
Connect to a server type shown below,
Cutlook Mobile Service (Text Messaging)

< Back Cancel

Step 5

There is a lot of information to fill in on this next screen, let’s look at each section bit by bit.

User Information

¢ 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 is made up of the mailbox name

you chose, an @ symbol and your domain name. you@yourdomain.com for example.

Server Information

e Account type: Depending on your preferred type of connection, select POP or IMAP from

the drop down menu.
¢ Incoming mail server: Enter mail.livemail.co.uk.

¢ Outgoing mail server (SMTP): Enter smtp.livemail.co.uk
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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.

¢ Require logon using Secure Password Authentication (SPA): Leave unchecked.
Once completed, the screen should look similar to the following:
Add New E-mail Account 4

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

User Information Test Account Settings
our Name: Ralph Smith After filimg out the informabion on this screen, we
recommend you test your account by diddng the
E-mail Address: alph Eralphsdomanname . com button below. (Requires network connection)
Server Information
Test Account Settings ...
Acoount Type: IMAP V
Incoming mal server: mail, ivemnai, co.uk
Qustgoing mail server (SMTP): | smip, ivemail co.uk
Logon Information
Liser Mame: alph @ralphsdamanname com
Password: l'l'l':'l'l'l'q
[ remember password
[ Require lngon using Secure Password Authentication (SPA)
<8k Cancel

Once you have entered all the information required, click More Settings.
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Step 6

Select Use same settings as my incoming mail server.

Internet E-mail Settings >

General Folders ©Qutgoing Server  Copnection  Advanced

My outgoing server (SMTF) requires authentication
se same settings as my incoming mail server

D Leg on using

Remember password
Require Secure Password Authentication (SPA)

Corcel

Step 7

Click the Advanced tab and enter the following settings:

* Incoming Server: 993 for IMAP or 995 for POP.
¢ Use the following type of encrypted connection: Set to SSL.
e Outgoing server: Enter 465.

e Use the following type of encrypted connection: Set to SSL.
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Internet E-mail Settings >

General Folders Outgoing Server Connection  Advanced

Server Port Mumbers

Incoming server (IMAP): Ise Defaults

IIse the following type of encrypted cnnnecﬁDnD

Cutgoing server (SMTP):

IIse the following type of encrypted cnnnecﬁnnu

Server Timeouts
Short W Long 1 minute

Folders

Root folder path: ||

Cancel

Step 8
Click OK, then Next and Finish to close the wizard. Outlook 2007 is now configured to send and

receive email through your mailbox.

Page 52



Outlook 2003 Setup

O Important: Outlook 2003 is no longer available or supported by Microsoft
meaning you will no longer receive security and software updates from Microsoft
Update. Security updates to help protect your PC from harmful viruses, spyware,
and other malicious software, which can steal your personal information.
Although you will still be able to start and run Outlook 2003, you may want to

upgrade to a newer version of Outlook to get continuing support and updates.

Step 1

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

Took | NOD32  Actions Help
SendfReceive Y

Find *
Address Bock...  CtrleShift+B

Cirganize
Mailbox Cleanup. ..
Empty "Deleted Items" Folder

Forriis b
Bacro r
Speech

E-mail g::cmmt:b

Customize. ..

Options...
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Step 2

Advanced Mailbox Setup Guide

Select Add a new e-mail account and then click the Next button.

e -
m Accounts

(x)

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

E-mail

@Mdanme-nﬂmﬂ
{)view or change existing e-mal accounts

Directory

() Add a new directory or address book
() View or change exdsting directories or address books

Step 3

Depending on your preferred connection select POP3 or IMAP from the list of available server

types. Click Next.

() Microsoft Exchange Server
Cornect b an Exchangs cervar to raad e-mal, accecs publc folders, and chare
documents.

{=Por3
Cornect to aPOPS e-mal server o downlosd your e-mal,
Cimmap
wm an JMAP e-mail server bo dowsnload e-mal and syrchronize mailboo:
%o
CnTTe
Cornect ko an HTTP e-mail cerver such as Hobmail ko downdoad e-mal and
synichroniza malbox Feldars.
() additinnal Server Types
Cornect to another workgroup or Sid-party mal sarver,

rM
Server Type
Yol can chaxose the [ype of Server vour nesy e-mall acoount will work with,

[ < Back l[_lm:-_)[ Caniced




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 E-mail Address: Enter your full email address. This is made up of the mailbox name

you chose, an @ symbol and your domain name. you@yourdomain.com for example.
Server Information
e Incoming mail server: Enter mail.livemail.co.uk
e Outgoing mail server (SMTP): Enter smtp.livemail.co.uk
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 Log on using secure password authentication (SPA): Leave unchecked.

Once completed, the screen should look similar to the following:
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-

E-mail Accounts

&

Internet E-mail Settings (POP3)

User Information
Your Mame: Realph
E-maill Address!  y@ralphsdomainname. com

Password: inmnttiiinl
[#Iremember password

[(JLog on using Secure Password
Authenkication (SPA)

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

server Information

Incoming mail server (POP3): i ralphsdomainname. com |
Qutgoing mail server (SMTP): 4 ralphedomainname. com

Test Settings

After filing out the information on this screen, we
recommend you test wour account by dicking the

| Test Account Settings ... |

(ore settings ... )

[ <Back | met> | [ concel |

Once you have entered all the information required, click More Settings.

Step 5

Select Use same settings as my incoming mail server.

Internet E-mail Settings

X]

General | Outgoing Server |Connection || .ﬂ.dvanced|

) Log on using

My oukgoing server (SMTP) requires authentication

@Jse same setkings as my incoming mail server

User Mame:

Password:

Remember passwiord

Log on using Secure Password Authentication (SPA)

() Log on ko incoming mail server before sending mail

QK

] [ Cancel

Step 6
Click on the Advanced tab
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Change the Incoming server port number to 993 if you are using IMAP or 995 for POP and

ensure you tick the This server requires an encrypted connection (SSL) box.

Change the Outgoing server port number to 465 and ensure you tick the This server requires

an encrypted connection (SSL) box.

Once finished click the OK button.

Step 7
Click the Next button, then click Finish. Outlook 2003 is now configured to send and receive

email through your mailbox.

Outlook Express Setup

Step 1

Open Outlook Express. Click the Tools menu and then click Accounts.

m Message  Help

Send and Receive k

Synchronize Al
Synchronize Folder

Address Book... Chri+Shift+8
Message Rules *

Oplions. ..
Step 2

The Internet Accounts window will open. Click Add in the top right corner. Click Mail in the

menu that appears. This will open the Internet Connection Wizard.
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Internet Accounts

All Mail | Mews | Diectoy Seivice

Advanced Mailbox Setup Guide

Account Type
Active Dvectory  direchory service
Bigfoot Intemet .. directory serice
WeriSign Intemet . directony service
ﬁthM’hclc Inter... directory service

Connechion

Local Area Metwork
Local &rea Metwork
Local Area Metwork
Local Srea Metwork

Tip of the

T~ e dn

Directory Service...

pane,

O Note: If it is the first time you have run Outlook Express on this computer, the

Internet Connection Setup wizard may start automatically.
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Step 3
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 see in their inboxes instead of your email address. Enter your

name and then click Next.

Internet Connection Wizard E|

Your Name

‘w'hen you send e-mail, your name will appear in the From held of the oulgoing message.
Types your name az you would ke it to appear.

Dizplay narme: Ralph
For example: John Srmith

E Meud » } Cancel

Step 4
Enter your full email address. This is made up of the mailbox name you chose, an “@"” symbol

and your domain name. For example you@yourdomain.com.

Internet Connection Wizard gl

Internet E-mail Address

four @-mail sddress i the addiess other people e to zend &-mail messanes o o

E-mail addeess: :talph@rahhwumainnama com|

For example: someone@microsoft.com

e
I < Back Mest > DI Cancel ]

s

After you have entered your email address, click Next.
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Step 5
Depending on your preferred connection select POP3 or IMAP from the drop down menu.

Entermail.livemail.co.uk in the Incoming mail (POP3, IMAP or HTTP) server text box.
Enter smtp.livemail.co.uk into the Outgoing mail (SMTP) text box.

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

Step 6

On the Internet Mail Logon screen, enter your full email address in the Account name text box.

When you created the mailbox, you chose a password. Enter this in the Password text box.

Internet Connection Wizard gj

Internet Mail Logon

Type the account name and passwond vour [ntemet service provider has onen you

Ancount rsme: t&lpk & alphesdom ainmname, corm
Pasmmd iilIIiiiIIIiil
Remember pazsword

[ your Intemet service provider ieguires you o use Secure Password Authentication
[SPA) ta access vour mail account, select the ‘Log On Using Secure Passwond
Authentication [SPA] check bos.

[ Log on uzing Secure Password Authentication [SP&)

[ <Back KT New> 3 [ Cancel

After you have entered your mailbox name and password, click Next.

o Important: The Log on using Secure Password Authentication (SPA) should not be

selected.
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Step 7
Click Finish and the mailbox will be added to Outlook Express.

Internet Connection Wizard

Congratulations

ou have successfuly entered all of the information required Lo st up your account.
To zave these settings, chick Finizh,

You will be left at the Internet Accounts window.

Step 8

Select the account you have just created and click Properties.

Internet Accounts E][g|
Al |Mail | News | Directory Sewice | add |
. Account Type Connection Remove
Cod Active Divectory  directony service Local Area Metvwork r . =
3 .
mi Bigfoot Interet . directory service Local Area Metwork L =
== mail ralphedomai. R e =0 Any Ay ailable Set a5 Defaul
ﬁ'ﬂriﬁign Inteinet . directony semvice Local Area Metwork
ﬁWhWhﬂf! Irter...  dirsctory semice Local Area Metwork.
Export...
I Set Order... |
Step 9

Click the Advanced tab and change the value in the Outgoing mail (SMTP) text box from 25
to 587.
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Step 10

Click the Servers tab and ensure the My server requires authentication check box is selected,

then click Settings.

*= mail.ralphsdomainname.com Properties

General | Servers | Connection | Secuiity | Advanced

?)X]

Server Information
by incorming mail server iz a :FCIPEI TErVer
Incaming mail [POP3): nwl ralphsdomainnanme, com

Outgoang mail [SMTF): .mp.ralpltsdmimam.m

Incoming bad Server

Account name: :rahh@mbhsﬂnmaimana.cam

Paszword: [P ———

Femember password

[[] Log on using Secure Pazsword Authentication
Dutgoing Mal Server
y sErvel fequiles authentication if Settngs... )

| ok || Cancel || Apoly |
Step 11

Check Use same settings as my incoming mail server is selected.

Step 12

Finally, click OK and then Close to exit the window. Outlook Express is now configured to send

and receive email through your mailbox.
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