To check your email settings:
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In the next box, double click on the domain email address.

This will then take you into a box similar to the box below which shows your incoming and outgoing
mail server. Check that these are both pointed to mail.yourdomain.com (NB. Replace
yourdomain.com with your own business domain name). If they are, then your email is set up
correctly.

If you still have your outgoing server going through your internet service provider (eg. Bigpond,
internode, activ8 etc), then replace this with mail.yourdomain.com, and then click More Settings
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Internet E-mail Settings
Each of these settings are required to get your e-mail account working.

User Information Test Account Settings

Your Name: Iohn Smith After filing out the information on this screen, we
recommend you test your account by dicking the button

E-mail Address: email @yourdomain, com,au below. (Requires network connection)

Server Information

[ Test Account Settings ... ]

Account Type: POP3 E

. - . | Test Account Settings by dicking the Next button
Incoming mail server: mail, yourdomain, com.au LI 4

. i Deliver new messages to:
Outgeing mail server (SMTP): | mail, yourdomain.com.au B
(@ New Qutlook Data File

() Existing Outlook Data File
User Name: email @yourdomain.com.au Browse

Logon Information

Password: e —
Remember password

["|Require logon using Secure Password Authentication (SPA)

“ Next > ] ’ Cancel ]




Click the Outgoing Server tab

Internet E-mail Settings

Cutgaing Server | ghnnection | Advanced |

My outgoing server (SMTE) requires authentication

IJse same settings as my incoming mail server
Log on using

Remember password
Require Secure Password Authentication (SPA)

Log on ko incoming mail server before sending mail

(] 4 l [ Zancel

Tick the box that says “My outgoing server (SMTP) requires authentication” and select
“Use same settings as my incoming mail server”

Internet E-mail Settings r§|

Outgoing Server | Connection | Advanced |

My oubgling server (SMTP) requires authentication

@' IJse game settings as my incoming mail server

Remember password
Require Secure Password Authentication (3PA)

{7 Log on ko incoming mail server before sending mail




Now click on the Advanced tab

Internet E-mail Settings

General | Qubgoing Server | Cnnnec@n || .ﬁ.dvanced|
v

My oukbgoing server (SMTP) requires authentication
{f} IJse same settings as my incoming mail server
{} Loy on using

Femember passwaord

Require Secure Password Authentication (SPA)

" Log on ko incoming mail server before sending mail
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Replace the number 25 with the number 587 in the Outgoing server (SMTP) box,

Internet E-mail Settings r>_<|

| Genetal || Dubgaing Server || Conneckion | v anced |

Server Pork Mumbers

Incoming server (POP3): | 110 | [ Use Defaulks ]

[ ] This server requires rvpted conneckion (5500

Cukgoing server (SMTPIY | 557
S—

=g the Following kvpe of encrypted connection:




Make sure there is no tick in the box that says Leave a copy of messages on the server
and click OK.

Internet E-mail Settings f‘5_<|

General || Qubgoing Server || Connection Advanced

Server Port Mumbers

Incoming server (POP3): | 110 IUse Defaults

[ ] This server requires an encrvpted connection (531

Cukgoing server (SMTPY: | 587

IUse the Following tyvpe of encrypted connection: | MNane W

Server Timeouks
short Long 1 minuke

B & copy of messages on the server

[( Ok, )][ Cancel
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(NB: If you have a phone that you check emails on, or more than one computer, you may wish to
tick this box, and then the box that says Remove from server after x days, and select the number
of days you would like emails left on the server. Always make sure that you choose to remove after
a certain time otherwise they will continue to build up and you may need to purchase additional
disk space on the host server).



Click Next

Add New E-mail Account [g

Internet E-mail Settings
Each of these settings are required to get vour e-mail accounk working.,

User Information Test Account Settings

Your Mame: |:|Dh|-| Smith | After Filling out the information on this screen, we
recommend wou best your account by clicking the

E-mail Address: |emai|@y0urd0main.com.au | button below, (Requires network connection)

Server Information

[ Teskt Account Setkings ...

Account Type: | |

Incoming mail server: |mail.v0urdnmain.c0m.au |

Oukgoing mail server (SMTP: |mail.y0urdnmain.c0m.au |

Logon Information

User Mame: |emai|@yourdomain.com.au |
Passward: |********** |
Remember passwaord

[[JRrequire logon using Secure Password Authentication (SPA) Mare Settings ...

< Back UI Mext = ” [ Cancel ]
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Click Finish

Add New E-mail Account

Congratulations!

‘ou have successfully entered all the infarmation required ko setup your
accaount,

To close the wizard, click Finish,
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Well done!





