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Mailbox Setup Guide

This document will show you how to set up any POP or IMAP mailbox with your preferred email

software. This guide does not show you how to set up an Exchange mailbox, whichis coveredina

separate guide.
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Introduction

Setting up a mailbox only takes afew minutes. You can set up any email software tosend and

receive email from your mailbox.

You can connectto your mailbox using eitherthe POP3 or IMAP protocols. As a rule of thumb
itisbetterto use POP3if only one computeraccesses your mailbox, while itis betterto use
IMAP if you have a number of computers that will access your mailbox. This guide will show
you step by step how to create your new mailbox and set up the most common mail clients,

using whichever protocol you prefer.
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Android

Each version of Google Android may vary slightly, but this guide will show you ageneric

processfor setting up a mailbox.

Step 1

Openthe email application onyourdevice.

Emai

C B

Phone  Messaging Contacts  Calendar

Step 2
[ed Set up account
Enter youremail address and mailbox passwordin

the text boxes provided and select Manual Setup.  Configure Email for most accounts in
a few steps.

|admin@raIphsdnmainname.com |

LT

Show password

Send email from this account by
default

(Manual setup ) Next

< K&J Add email account

Step 3
Choose IMAP as the account type.

What type of account?

POP3 account

(_ IMAP account)

Microsoft Exchange ActiveSync

Step 4

For the Incoming settings, enterthe following details in the text boxes provided:
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e Username: Enteryour mailbox username, this will be the same as your email address.

e Password: Enteryour mailbox password. Thisis the same password you chose when
you created your mailbox.

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

e Security type:Setto SSL.

e Port: Leave thisas 993.

¢ 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
P— !
Step 5
- oi - setti
For the Outgoing settings, enterthe following < bl st ik
detailsinthe text boxes provided: SMTP server
e SMTP server: Enter smtp.livemail.co.uk. [smtp_liuemail.CG.Uk l

e Security type: Setto SSL.

e Port: Leave this as 465. Security type

e Require sign-in: Make sure this is SSL
checked.

e Username: Enteryour e-mail address. Port

e Password: Enteryour password. 465

Once you have filled out all the details, click

“ Require sign-in
Next.
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Step 6

You will be given options to select some custom settings.

< 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 chosenyour custom settings, click Next.
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Step 7

Enter an accountname in the Set account Set up account
namebox and entera display name inthe

Your account is set up, and email is on

Your name box. )
its way!

The account name will allow you to . . .
Give this account a name (Optional)

distinguish this account from any other email

‘ admin@ralphsnewdomainname.com
accounts you have setup on your Phone. The

display name will be shown on all outgoing . .
(Displayed on outgoing messages)
messages.

admin

Click Done.
Done

Your mailbox will now be ready to use.

Apple Mall

Step 1
Open Mail.

e Ifyou have not already added anaccount to Mail you will directed tothe New Account
Wizard.
e |Ifyou have already created anaccount in Mail, click File, then Add account from the

drop down menu.

Choose a mail account to add...

Step 2 o » Cloud

When the New Account wizard opens,

@& Exchange
select Add Other Mail Account and click
_ Google
Continue.
YAHOOQO!
Aol.
Co Add Other Mail Account.,)
? Cancel
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Step 3

Enter the followingin the text boxes provided:

e Full Name: Enteryour full
name.

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

e Password: Enter the

password foryour mailbox.

Add a Mail Account

To get started, provide the following information:

Full Name: Fasthosts
Email Address: ralph@ralphsdomainname.com

Password: |ssesssssssl

Cancal [ Create |

Once done, click Create. You will receive amessage stating Account must be configured

manually, click Next.

Step 4

Selecttosetup your mailbox as
IMAP. Enter mail.livemail.co.uk
as the mail serverto usea

secure SSL connection.

Your username is the same as
your full email address. Enter
thisand yourpasswordinthe

text boxesand click Next.

( fasthosts

Incoming Mail Server Info

Account Type: QUG POP

Mail Server: | mail.livemail.co.uk
User Name: ralph@ralphsdomainname.com

Password: ssssssssss

Cancel Back “
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Step 5

The Outgoing Mail Server page will appear. Enterthe followinginformation:

e SMTP mail server: Enter smtp.livemail.co.uk asthe SMTP serverto use a secure SSL
connection.

e Username: Enteryour full email address.

e Password: Enteryour mailbox password. Thisis 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: sesssssssss

Cancel Back reate

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

settings Preferencesinthe Mailmenu.

MFHE Edit View
® About Mail
(=

Preferences... &£,

Get Ma ™ Accounts... :
ENRY s
- Add Account... F
Mailba L
& ‘ Services [ ]
<] ¢ Hide Mail 3H

= | Hide Others “C3¥H

"'y Quit Mail 3#8Q
Ul al
[ S
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IPhone, IPad and 1Pod

Each version of Apple'siOS may vary slightly, but this guide will show you ageneric process for

setting up a mailbox.

Step 1
Tap the Settings icon, then scroll down and press Mail, Contacts, Calendars.

----- - 10:10 -

¢ Settings Mail, Contacts, Calendars
Step 2 :
Press Add Account. LI

iCloud

M intact

Gmail

M. rontact Al -’ Mot

(Add Account J

Fetch New Data Pust

MAIL

Praview

Show To/Ce Label

Flag Style Colour

Ask Before Deleting

saans T 10:10 .
Step 3 ¢ Mail...  Add Account
Select Other.
= iCloud
@& Exchange

Google
YAHOQ!
Aol.

B4 Outlook.com

( Other )
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Step 4

Press Add Mail Account.

ssnss T

10:10 -

€ Add Account Other

MA

@dcs Mail Account j

CONTACTS

Add LDAP Account

Add CardDAV Account

CALENDARS

Add CalDAV Account

Add Subscribed Calendar

Step 5

Enter the followinginformation and press Next:

Page9

Name: Enter your name. People will seethis
whenyou send theman email from your device.
Email: Enterthe full email address you are
setting up. For example
ralph@ralphsdomainname.com.

Password: Enteryour mailbox password.
Description: Enter an optional description to

help you identify this mailbox.

snnes T

Cancel

MName
Email
Password

Description

10:10 -,
Mew Account MNext
Ralph Smith

ralph@ralphsdomainnamae. ...

SEEBRRBRERS

Ralphsdomainname

QWERTY U Il OFP

A S D

L X

nas

FGHJKL
CVBNM

space return
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e T 10:10 -

Step 6 Cancel New Account
Selectthe IMAP tab.

Name Ralph Smith

Email ralph@ralphsdomainname...

Description Ralphsdomainname

INCOMING MAI S ERVEF
Host Name
Username

Password eeessscessce

Step 7 eaes T 1a:10 -
Cancel MNew Account

You will be prompted to enter some additional .

information. Enterthe followinginformationin the Host Name mail.livemail.co.uk

Incoming MailServer box_ Usermame ralph@raiphsdomainname....

Password eessesssene

e Host Name: mail.livemail.co.uk.

OUTGOING MAIL SERVER
e Username:Enteryour email address, e.g Host Name
ralph@ralphsdomainname.com Llearnama

e Password: Enter the password you chose when QIWIEIR|T|YJU|!]O]P

you set up the mailbox with in your Fasthosts ASDFGHUJKL
control panel. ZXCVBNM
\7123 space return
Step 8

You will be prompted to enter some additional information. Enter the followinginformationin

the Outgoing Mail Server box.

e Host Name: Enter smtp.livemail.co.uk.
e Username: Enteryour email address, e.g ralph@ralphsdomainname.com
e Password: Enter the password you chose when you set up the mailbox withinyour

Fasthosts control panel.
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Cance New Account Next

AP PR E TR 1SRRI AN S E 8 T e e

Password eessssssses

DUTGOING MA SERVER
Host Name smitp.livemail.co.uk
Username ralph@ralphsdomainname. ..

Password essssss

QWERTYUI OP

ASDFGHJKL

Z X CVBNM

.23 space return

Once you have entered these details, press Next.

Step 9

Pressthe Save button at the top right of the screen to save your new account.

Outlook 2016

Step 1

Open Outlook 2016. If thisis 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 Nextagain.

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 ﬂ
Choose Service

Miciosall Exchange Seiver of compabible servioe
Lonnec b an Bohange account to access emall, calendars, contacks, tasks, and volce mail

Oultlook.oom or Exchange Activebyne compalible sersios
Lonnect b o pervice juch 83 Gutlook.com bo access emadl, cslemdar, contacks, and tasks

@wmm

Lonmect b b POP o IMAP gmbil adoount

Step 5
Thereisa lotof information tofill in onthis nextscreen, let’slook at each section bit by bit.

UserInformation

e Your name: Thisis what most email users will see intheirinboxesinstead of your
email address. Enteryourname.

e E-mail Address: Enteryour full email address.
Server Information

e Account type: Dependingonyour preferred type of connection, select POP or IMAP

from the drop down menu.

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

Logon Information

e UserName: Enteryour full email address.

e Password: Enterthe password yousetup whenyou created the mailbox within your
control panel.

e Rememberpassword: Check this box.

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

Once completed, the screen should look similarto the following:

Add Account =

POP and IMAP Account Settings
Erder the: mall server sebings for your acoount

Used Infarmaticn Test Account Settings

sour Mame Balph Smith We recommend that youw test your account to ensure that
the entries are comed,

Email Addrass: b vl o P . C G

Serwer IRfarmation

Arrount Type: IMAF W

It omang mail server: mail. Invemadl {o.uk

Dutgoing mail senver SMTPE  omtp lvemail.co.uk

Logon intormation
User Hame: i@ ralphsdomsesmnname.com
Mdail to keep offline: 1 month
Paspward  easessssss r . .............................................

Remembar padivednd

Dﬂequlre Imgon usang Secure Password Authentication

-
< Badc IE' Cancel

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

Step 6 Internet E-mail Settings

General | Putgoing erver | fdvanced

Make sure Use same settings as
My outgoing server [SMTR] requires authentication

my incoming mail server is
Y 9 se same settings as my incoming mail server

selected. _
[_JLlag on using

o Rermember password
Require Secure Passwoard Authentication [SP4)
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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 followingtype of encrypted connection: Setto SSL.
e Outgoingserver: Enter465.

e Use the followingtype of encrypted connection: Setto SSL.

Internet E-mail Settings *

General Outgoing Server Advanced

Server Port Mumbers

Incoming server {IMAP): Use Defaults

Use the following type of encrypted connection:

Outgoing server [SI'\-1TP]:

Use the following type of encrypted connection:

Server Timeouts

Short L] Long 1 minute
Faolders

Root folder path: |

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

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

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

Purge items when switching folders while online

Step 8
Click OK, then Nextand Test Account Settings
Outlook will testthe Congratulations! &1l tests completed successfully. Click Close to

continue,

connection.

Tasks | Errors

Tasks Status
\./lug onto incoming mail server [IMAF) Completed
" Send test e-mail message Completed

Whenthetestis

complete click Close.
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Outlook 2013

Step 1
Open Outlook 2013. If thisis 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 Nextagain.

Step 3

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

Add Account n

Auto Account Sebup
Manual sebus of ah Sooount or Sonresct b other Server By

E-mail Accouml

G}hrlud selup o sdditional serves Lypes

Step 4
Select POP or IMAP, then click Next.

Add Account n

Choose Service

Mlicrodalt Exchange Seiver of compatible servioe
Lonned o an Bahange account to accers emall, calendars, contacks, task: andvolce mail

Oultlook.com or Endhange Activeiync compalible semvios
Connect bo 3 fervice juch a3 Outlook.oom bo aocess emal, cslendar, contacks, and taks

@WHM

Conmect b b POP or IMAP eEbil aodunt
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Step 5

Thereisa lotof information tofill in onthis nextscreen, let’slook at each section bit by bit.
UserInformation

e Your name: Thisis what mostemail users will see intheirinboxes instead of your
email address. Enteryour name.

e E-mail Address: Enteryour full email address.
Server Information

e Account type: Dependingonyour 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 UserName: Enteryour full email address.

e Password: Enterthe password you setup whenyou created the mailbox within your
control panel.

e Rememberpassword: Check this box.

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

Once completed, the screen should look similarto the following:

POF and THAF Account Settimgs
Ervter the mall sarver settings for your acoount

User Information Test Account Settings

Vo Mama: Halph Smikh We recommend that you test your account to ensune that
thee emtries are cornect

Lmail Address: ihZralphsdomsinname.com

Served Infarmation

Agcount Type: ([A 51 o
Is{oming Mgl Seroer el By Email.ouuk
Outgomng mail server (SMTPE | oo vemail co.uk

Logon ntormation

Uses Mame: Ri@ralphidemainname,cam
Mail to keep offfine: 3 manths
Fasssaorde === msswsssse I

[#] Remembeer passward

| Raquire lagon uting Securs Patsward Authenticakion

-

< Back Hext = Cancel
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Once you have entered all the information required, click More Settings.

Step 6

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

Internet E-mail Settings

General | Qutgoing Server | Advanced

My outgaing server [SMTF) requires authentication

se same settings as my incoming mail server

() Log on using

| Remember password

Require Secure Password Authentication (SP4)

Step 7
Clickthe Advanced tab and enter

the following settings:

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

e Usethe following type of
encrypted connection: Set

to SSL.

e Outgoingserver: Enter 465.

e Use the following type of
encrypted connection: Set

to SSL.

Page 17

Internet E-mail Settings e

General Cutgoing Server Advanced

Server Port Numbers

Incoming server [IMAF): Use Defaults

Use the following type of encrypted connecticurl:

Outgoing server [SMTP]:

Use the following type of encrypted connecticurl:

Server Timeouts

S5hort @ Long 1 minute
Faolders

Root folder path: |

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

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

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

Purge items when switching folders while online
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Step 8

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

Test Account Settfngs
Congratulations! Al tests completed successfully. Click Close to Stop
continue, )
. Tasks . Errars
Tasks Status
\/lug 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.

Outlook 2011 for Mac

Step 1

Open Outlook 2011 and select Accounts from the Tools menu.

® Outlook File Edit View Message Format [ECFINY Window Help &
() Run Schedule »
M el = @) Send & Receive >
| ®@ MHome | Organize | Tools | j IMAPS
™ v * Meetiny .
& & B Y o
C-mail New Delote Reply  Reply Al Forward o Attachmed atey
ST Arange by. Conversatons & | Symc Services..
] orates Rules...
(35 sent ems Mailing List Manager...
¥Z Deleted ems Junk E-mail Protection...
G punk €-mas CAccounts..)
» SMARY FOLDERS Y
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. - S

Exchange...
NG
Directony Service. ..
 fasthosts Page 18



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

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

Enter your account information.

E-mail address: ralph@ralphsdomainname.com

Password: sssessse

Step 4

In the Username text box enteryourfull email addressand select POP or IMAP from the Type

drop down list, depending on your preference.

In the Incoming server text box enter mail.livemail.co.uk as yourincoming serverand tick Use

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

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

Incoming server: mail.livemail.co.uk ;983

Owverride default port
Use SSL to connect (rrcommended)

Step 5
Enter smtp.livemail.co.uk into the Outgoing servertext box. Select Override default port and

enter465 in the port box to the right of the Outgoing server, and make sure Use SSL to

connect (recommended) is selected.
Click Add Account whenyou have entered the details.

Outgoing server: smip.livemail.co.uk :

Override default port
Use SSL to connect (rercommended)

LU Add Account
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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

& Home | Organize | Tools

~) S gt
o;.'j—- @ e
E-mall New Defete Reply  Reply All Fory

B Arranna Bu e

You shouldreceive atestemail toyour Inbox folder.

Arrange By: Conversations # Mewest on Top v
¥ TODAY L1

B Microsoft Outlook Test Message

Microsoft Cutlook

* SMART FOLDERS

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

Outlook 2010

Step 1
Open Outlook 2010. Click File and then click Account Settings.

0 'a"":

g Home Send / Receive Folder View

Account Information

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

Fﬁ. ; S dp Add Account

Open
e Account Settings
Print ‘a}\vl‘ ’ Moddy settings for thes account and configure additsonal connections.
<
Account
Help Sett
3 Options QU Account Settings....
&7 ) Add and remove accounts or change
B et T existing connection settings.
P U x by emptyng Deleted tems and
2 archiving.
Cleanup
Tooks -
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Step 2

Selectthe E-mail tab and click New.

E-mail Accounts
You can add or remove an socount. You can selact an sccount and changs its settings.

Emal | Dats Fles | RSS Feads | Sharapoint Lists | Intarmer Calandars | Published Calendars | Address Baoks |

{ﬁﬁ:ﬂ} ﬂ'k-ﬁ:ﬂ ' hange. .. a cet s Dk sl Xr-'.r- * &
Iame

Type

Step 3

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

Connect to other server types. N
l-.“‘.

 Text Messaging (SMS)

(C Mmmu&pum“@

<o
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Step 4

Select Internet E-mailand click Next.

W Add Mew Account ==

Choose Service

@ Imternet E-mal
Connect to POP o [MAP server bo send and redcerve e-mal messages

Microsoft Exchange or compatible senioe
Connect and sccess e-mad messages calendsr, contacts, Faxes and voice mal messages,

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

Other
Connect to & server bype shown bedow.

am@ Coroed

Step 5

Thereisa lotof information tofill in onthis nextscreen, let’s look at each section bit by bit.
UserInformation

e Your name: Thisis what mostemail users will see intheirinboxes instead of your

email address. Enteryour name
e E-mail Address: Enteryour full email address. Thisis made up of the mailbox name

you chose, an @ symbol and yourdomain name. you@yourdomain.com forexample.
Server Information

e Account type: Dependingonyourpreferred type of connection, select POP or IMAP
fromthe drop down menu.

¢ Incoming mail server: Enter mail.livemail.co.uk

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

(SMTP) text box.
Logon Information

e UserName: Enteryour full email address. This made up of the mailbox name you

chose, an @ symbol and your domain name.

( fasthosts Page 22



e Password: Enterthe password you set up whenyou created the mailbox within your

control panel.

e Rememberpassword: Check this box.

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

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

Add New Bccount
Intemet E-mal Settngs

Each of thes= seltings are required to get vour e-mall account working

User Information

o e Falph Smith

E-mal Address: alphEraphadomannams, com
Server Information

Aorount Type: TMaF =
Trcoming ma server: i vl oo, uk

Dubgoing mall s=rver (ST | cer, sl oo,k

s M alphiEraiphsdomainnans, oom

Password: brbbbbsbb|
& Renwmber pessword
RFeguire koo usng Seore Passeord Authenbcstion (SPF&)

Test Accounk Setbmgs

After filing out the informabon on this screen, we
recommand pou best your sccount by dicking the bulton
berkows, (Requines netwrork, connesction)

Test Accounkt Settings ..

|| Tarst Bocount Sethings by chcking the Mext buthon

| <sack || metx | | cancel

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

Step 6
Make sure Use same settings as my

incoming mail server is selected.

Page 23

 Internet E-mail Settings
| General | Outgang Server | Connection | Advanced |

¥ My outgoing server (SMTP) requires authentication
same sathings as my incoming mail server
Log on using

e Fassw

Log on to incoming mal server before sending mal

G o ]
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Step 7

Click the Advanced tab and enterthe following settings:

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

e Usethe following type of encrypted connection: Setto SSL.

e Outgoingserver: Enter465.

e Usethe followingtype of encrypted connection: Setto SSL.

P

Internet E-mail Settings @

General I Sent Ikems | Deleted Ikems

Server Pork Mumbers

Incoming server (IMAF: Ilze Defaults

Ilse the Following tvpe of encrypted connection; u

Cukgaing server [SMTP:
IJze the Fallowing kvpe of encrypted conneckion: u

Server Timeouks

D

D

OuUbgoing Server | Connection 1 Advanced )

-

Shark d Long 1 minuke
Folders
Rook 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.

( fasthosts
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Outlook 2007

Step 1
Open Outlook 2007. If thisis the firsttime you've used Outlook 2007 the Startup Wizard will

appear. Click Nextto beginthe setup.

Outiook 2007 Startup X

Outlook 2007 Startup

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

=

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

Settings.

Step 2

To configure an email account select Yes and click Next.

Account Configuration X

E-mail Accounts

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

@es
Ong

<gack |[ mext> | | cancel |
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Step 3

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

Add Mew E-mail Account x

Auto Account Setup

Your Mame: | |

Example: Barbara Sankowic

E-mail Address: | |

Example: barbara@contoso, com

Password: | |

Retype Password: | |

Type the passwaord wour Internet service provider has given you,

II anually configure server settings or additional server types

< Back Mext = Cancel

Step 4

Select Internet E-mailand click Next.

Add Mew E-mail Account X

Choose E-mail Service

emet 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 your e-mail, calendar, contacts, faxes and voice mail,
() other
Connect to a server type shown below,
Outlook Mobile Service (Text Messaging)

<Back Cancel
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Step 5

Thereisa lot of information tofillin onthis nextscreen, let’slook ateach section bit by bit.

UserInformation

Your name: Thisis what mostemail userswill see intheirinboxes instead of your

email address. Enteryour name
E-mail Address: Enteryour full email address. Thisis made up of the mailbox name

you chose, an @ symbol and yourdomain name. you@yourdomain.com forexample.

ServerInformation

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

fromthe drop down menu.

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

Login Information

UserName: Enteryour full email address. This made up of the mailbox name you
chose, an @ symbol and your domain name.

Password: Enter the password yousetup whenyou created the mailbox within your
control panel.

Remember password: Check this box.

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

Once completed, the screen should look similarto the following:
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Add New E-mail Account 4

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

User Inf on Test Account Settings
four Name: Ralph Smith After fllng out the informattion an this screen, we
recommend you test your account by dicking the
E-mail Address: aiph @ralphsdomainname..com watiom bclow. iReuires nctwark comecion)
Server Infarmation | Test Account Settings ... |
Acoount Type: [Map bl
Incoming mail server: mail, ivemail, co.uk
Outgoing mail server (SMTF): | smip, ivemail.co.uk
Logon Information
Liser Name: alph@ralphedomainname. com
Pasaward: R |
[ remember password

Ruesquir Secure Password Authemnbca: B
. o - e More Settings ...

T e

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

Internet E-mail Settings

Step 6

. General Folders Outgoing Server  Connection  Advanced
Make sure Use same settings as my
My outgoing server (SMTP) requires authentication

incoming mail server is selected. @Jse same settings as my incoming mail server
D Log on using

Lser Mame: |

Password: |

Remember password
Require Secure Password Authentication (SPA)

ok || cancl
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Step 7

Click the Advanced tab and enterthe following settings:

¢ Incoming server: 993 for IMAP or 995 for POP.
e Usethe following type of encrypted connection: Setto SSL.
e Outgoingserver: Enter 465.

e Usethe following type of encrypted connection: Setto SSL.

Internet E-mail Settings >

General Folders Outgoing Server Connection  Advanced

Server Port Mumbers

Incoming server (IMAF): Ise Defaults

Lse the following type of encrypted connection:{ | S50 e

Cutgoing server (SMTF): 1I

Lse the following type of encrypted connection:{ | 551 w

Server Timeouts
Short ~® Long 1 minute

Folders

Root folder path: ||

Cancel

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

receive email through your mailbox.
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Outlook 2003

Step 1

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

| Iook | NOD32 actions Help
Send/Receive b
Find 3
Address Book...  Ctrleshift+B
Organize

Mailboyx Cleanup. ..

Ernpty "Dedeted Items” Folder

Recover Deleted Ihems. ..

Step 2

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

Fmﬁ

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

E-mail

@ﬂﬁamamm
{view or change existing e-mal accounts

Directory

() Add a new directory or address book
{CWiew or change existing directories or address books
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Step 3

Dependingonyour preferred connection select POP3 or IMAP from the list of available server

types. Click Next.

E-mail Accounts

Server Type
Youl Can ChoCse he Dype of SErver wour nes e-inall acoount will mork. with.

() Microsoft Exchange Server

Corneck b an Exchange cervar ko raad e-mal, sccess public folders, and chare
documents.

Gwor3

Cornect to APOPS e-mal server 1o dovnlosd your e-mai,
Cimmap

th an MAP e-mail server bo download e-mal and synchronize mailbox
5

CIHTTP

Corneck ko an HTTP e-mail server such as Hobmail ko downdoad e-mal and
synchronize malbos Foldars.

() Additional Server Types
Cornect to another workgroup or Sid-party mal sarver,

< Bmck it > Cancl

Step 4
Thereisa lotof informationtofill in onthis nextscreen, let’s look at each section bit by bit.
UserInformation

Your name: Thisiswhat mostemail users will see intheirinboxes instead of your

email address. Enteryour name.

E-mail Address: Enteryour full email address. Thisis made up of the mailbox name

you chose, an @ symbol and yourdomain name. you@yourdomain.com forexample.
ServerInformation
¢ Incoming mail server: Enter mail.livemail.co.uk
e Outgoing mail server (SMTP): Enter smtp.livemail.co.uk
Login Information

e UserName: Enteryour full email address. This made up of the mailbox name you

chose, an @ symbol and your domain name.
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e Password: Enterthe password yousetup when you created the mailbox within your
control panel.
e Rememberpassword: Check this box.

e Log on using secure password authentication (SPA): Leave unchecked.

Once completed, the screen should look similarto the following:

E-mail Accounts E

Internet E-mail Settings (POP3)
Each of these settings are required to get wour e-mail account working.

User Information server Information
Your Mame: Ralph Incoming mal server (POP3): ail.ralphsdomainname. com
E-mail Address: | @ralphsdomainname.com | Dutgoing mal server (SMTP): ail, ralphedomainname, com

Logon Information Test Settings
User Mame: dphsdamarname. After Filing out the information on this screen, we

- com recommend you best vour account by dicking the
Password: bbbk b | button below. (Requires nebwork connection)

[¥] remember password

| Test Account Settings ... |
[JLog on using Secure Password
Authenkication (SPA) ([ More Settings ... )
[ <Back || met> | [ cancel |

Once you have entered all the information required, click More Settings.
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Step 5

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

i S

Internet E-mail Settings

Gereral | ©ukgoing Server | Connection | Adwvanced

My outgoing server (SMTR) requires authentication

@Jse same settings as my incoming mail server

{:} Log on using

") Log on ko incoming mail server before sending mai

Ik l [ Cancel

Step 6

Clickthe Advanced tab and enterthe following settings:

e Incoming server:993 for IMAP or 995 for POP.
e Use the followingtype of encrypted connection: Setto SSL.
e Outgoingserver: Enter465.

e Use the followingtype of encrypted connection: Setto SSL.

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

email through your mailbox.
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W indows 10 Mall

Step 1

Click the Starticon and select Mail from the menu.

onlinesupport

Calculator

Alarms & Clock

= File Explorer

™ Power

All apps

Step 2

The firsttime you open Windows 10
Mail, you will be promptedtoaddan

account. Click the Add account button.

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

Account, then Advanced Setup to start

the wizard.

( fasthosts

Life at a glance

Calendar

e a

Microsoft Edge Photos

Mestly Cloudy

22% =l

London Phone Compa...

0

Search

NE|

OneNote

Accounts

First things first. Let's add your accounts.

—+‘ Add account
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Step 3

Click the Advanced Setupicon.
EE Exchange
Exchange, Office 365
E Google
] vahoo! Mail

] icloud

E Other account
POP, IMAP

l ﬁ Advanced setup }

Step 4 Advanced setup

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

Close

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 youraccount.
e Your name: The name that will be displayed in your messages.
e Incoming email server: Enter mail.livemail.co.uk.

e Account type: Select IMAPA4.
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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

o Username:Enteryour email address.
e Password: Enteryour mailbox password.
e Outgoing (SMTP) email server: Enter smtp.livemail.co.uk.

e Outgoingserver requires authentication: Checked.

o Userthe same username 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 similarto the following:

( fasthosts
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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-into set up your account and start using Windows 10 Mail. Windows 10 Mail is now

setup to send and receive emails from your mailbox.
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W indows Live Mall

Step 1

Open Windows Live Mail. Click the Add e-mail account link.

- Qutbo - Windows Live Mail

Mews -
Quick views
Qutbhox
Add e-mail account
Step 2
Enter your full email address
X5

and mailbox passwordinthe @ Add an E-mail Account

text boxes provided.

Please enteryour e-mail account information below:

In the D/splay Nametext E-mail address:  ralph@ralphsdomainname com -
bOX, enteryour name or example 555 &hotmail com Get a free e-mail sccount
Pasgword: sssssssassnan

company name. Thisis what
[¥] Remember password

most people will seeintheir

How ghould your name appear in a-mail sant from this account?
inbox whenthey receivean
Display Name: | Ralph Smih|

email fromyou. For example: John Sith

@1513!‘,’ configure server settings for e-mail account.
Selectthe box marked

Manually configure server € Nex B[ Cancel

settings fore-mail account and click Next.

Step 3
Select POP or IMAP as your incoming mail server fromthe drop down listand enterthe

following details:

o Incoming Server: Enter mail.livemail.co.uk
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e Incoming serverport: 993 for IMAP, 995 for POP.

e This serverrequiresa secure connection: Tick.

e Logon using: Select Clear text authentication from the drop down menu.
e Logon ID: Enterthe email address of your mailbox.

e Outgoingserver: Enter smtp.livemail.co.uk.

e Outgoingserver port: Change this from 25 to 465.

e This serverrequiresa secure connection: Tick.

e My outgoing serverrequires authentication: Tick

@ Add an E-mail Account

Whese can | find my e-mail server infomation?

Incoming Server Information
My micoming mail serveris a | IMAP = | server,
Incoming zerver;  mail livemail co, uk Port: 393
[+] This server requites a secure connection [SSL)

Log an using: [ Clear text autherdication bl

Lage 1D [if different from e-mail address):
ralphi@ralphadomainname. com
Oukgoing Server Infoimation
Outgong server:  smitp. Ivemal. co.uk Post: 465

[¥] This server requites a secure connection [S5L)
[¥] My cutgoing server requines autherbication

|I Cancel ]

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

mailbox.

Page 39 ( fasthosts



Thunderbird

Step 1

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

I 'E Events 4 p =
: M
Message CEFHM “ Activity Manager
Ewvent. . 2 Message Filkers 2
Task. .. R *.ﬁ.dd-nns
Folder ... . Cpkions 3
Saved Search... b ;
File 3

Get a Mew Mail Account... T Wiga r
Existing Mail Account... b [E%} g
Chat Accounk... Message +
Feed Account... Events and Tasks k
Other Accounts. .. Tools r
Calendar... Help r
Address Book Conkack...
Chat Contack...

Step 2

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

e Your name: Enteryour name.
¢ Email address: Enteryour email address.

e Password: Enter your mailbox password.

Mail Account Setup Ed |

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

Email address: I shsnewdomainnane, com

Passiword: I YTTTITIIY

¥ Remember password

zet a new accounk | Zancel |
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Step 3
The setup wizard will attempt to gatherthe serversettings for your mailbox, however the

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

Mail Account Setup

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

Email address: I shsnewdomainname. com

Basswiord; I YT TTYY)

¥ Remember password

Looking up configuration: Trying cOmMMmon SeFYer names f'

Step 4

Enter the following details on the Mail Account Setup screen.
Incoming

e Serverhostname: mail.livemail.co.uk
e SSL:SSL/TLS

e Authentication: Normal password
Outgoing

e Serverhostname: smtp.livemail.co.uk
e  SSL:SSL/TLS

e Authentication: Normal password

Enter youremail addressinto the Username: Incoming and Outgoing fields. Once

finished, click Done.
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Mail Account Setup E3

Your name, as shown to others

Your name: I Falph]

Email address: I shsnewdamainnarme., con

Password: I [TT T )

v Remember password

The Following settings were Found by probing the given server

Part 551 Authentication
|993 j ISSL,I'TLS j INDrmaI password j

j |465 j ISSL,I'TLS j INDrmaI passyord j

I admin@ralphsnewdomain

Server hostname

Incoming: IIMAP j Imail.livemail.co.uk

Outgoing:  SMTP Ismtp.livemail.co.uk

Username:  Incoming: I iin@ralphsnewdomainname, com Cutgaing:

ek & new account | Advanced config | Re-test | Cancel |

Step 5
Thunderbirdis now setupto send and receive emails.
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