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Checklist

Ensure you have the following details with you that are required to complete the process:

e Your full email address (eg. yourname@yourdomain.com.au)

e Your email password

e Your domain name. This is used as both your incoming and outgoing mail server. If
your website address was http://www.spectrumwired.com your incoming and
outgoing mail servers would be spectrumwired.com (we ignore the *http://www.’)

Overview

This document’s aim is to assist with email setup for the companies and businesses that
have website hosting through Spectrum Wired.

Instructions will be provided for email setup with Microsoft Outlook 2003 in step-by-step point
form with accompanying screen-grabs.

This document is for clients of Spectrum Wired hosting services only

Please Note: If after following these instructions you find that you can receive but
not send emails; you must contact your ISP’s technical support and use their
outgoing mail (SMTP) server.
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Microsoft Outlook 2003: Setting up Email for the First Time

1) Open Microsoft Outlook
2) Inthe ‘Tools’ menu select ‘E-mail Accounts...’

] Drafts - Microsoft Outlook

: Fle Edit View Go | Tools I Actions Help

|'_‘|-] New ~ | = _It.} * Send/Receive » | "ﬁ Send/Receive - | -—@p Find
Mail [ a
Y 4 Address Book... Ctrl+Shift+B | subject
Cirag Your Favorite Folde %:"@ Crganize
All Mail Folders Eﬁ Rules and Alerts...
= (Eﬁ' Mailbox - Andre Pinko Out of Office Assistant...
"_E' Deleted Ttems Mailbox Cleanup...
G Tbiciic fa) Empty Deleted Items™ Folder
'—E Junk E-mail [&l| Recover Deleted Items
L= Outbox
=] Sent Items e d
Ll Search Folders Macro 4
Speech
E-mail Accounts...
Customize...
Dptions...
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3) Select the ‘Add a new e-mail account’ radio button and click ‘Next >’

E-mail Accounts : L E[

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

E-mail

@d & new e-mail acc_o:r:E)

" View or change existing e-mail accounts

Directory

" Add a new directory or address book
" View or change existing directories or address books

= Back Dext > Close
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4) Select ‘POP3’ and click the ‘Next >’ button

E-mail Accounts

Server Type

‘fou can choose the type of server your new e-mail acount will work with,

" Microsoft Exch:
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5) Enter your email settings. The important points to remember are:
a. User Name: If your email address was youremail@yourdomain.com your

User name would be youremail (we ignore the ‘@yourdomain.com’).

b. Password: Make sure this has your password entered correctly.
c. Incoming mail server (POP3): Make sure this has your correct server settings.

Eg: yourdomain.com.au

d. Outgoing mail server (SMTP): This should have the same settings as your
incoming mail server (unless you are using your ISP’s outgoing mail server).

6) If you are using your domain (yourdomain.com.au) to send emails (as opposed to
your ISP’s outgoing mail server) you should click the ‘More Settings ..." button.

E-mail Accounts

Internet E-mail Settings {POP3)

Each of these settings are required to get vour e-mail account working,

x|

User Information

Your Mame:

E-mail Address: volremail@yourdomain. co

Logon Information

User Marmne: |y.;.uremail

Passwiord: I***********

¥ Remember password

| Log on using Secure Password
Authentication (SPA)

Server Information

Incoming mail server (FOP3: Iyl:nurl:ll:nmain.c-:um.au

Qutgaing mail server (SMTR: Iynurdumain.cnm.au

Test Settings

after filing out the information on this screen, we
recommend wou kest your account by clicking the
button below, (Requires netwaork conneckion)

Test Account Settings ...

More Settings ...

< Back I [exh = Cancel
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7) Then click the ‘Outgoing Server’ tab

Internet E-mail Settings

Generdl | Oukgoing Server I Jonnection | Advanced I

Mail Account

Type the narme by which wou would like to refer to this
account, For example: "Work" or "Microsoft Mail Server"

Other User Information

Drganization:

Reply E-mail:

(o] 4 Zancel
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8) Make sure the ‘My outgoing server (SMTP) requires authentication’ checkbox is
checked, and the ‘Use same settings as my incoming mail server’ radio button is

selected.

Internet E-mail Settings |

General ©Dutgoing Server |Cnnne::ticrn I Advanced I

o Lze same settings as my incoming mail server

@ Log on using

[JserTdame:

Password:

¥ Remember password
[T Logon using Secure Password Buthentication (SPA]

" Log on to incoming mail server before sending mail

Xl

9) Confirm all dialogues and your email is now setup.
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Microsoft Outlook 2003: Checking Existing Email Settings

1) Open Microsoft Outlook 2003
2) Inthe ‘Tools’ menu select ‘E-mail Accounts...’

] Drafts - Microsoft Outlook

: Fle Edit View Go | Tools I Actions Help
EdNew ~ | S [ X Send/Receive | I'ii Send/Receive - | SpFi_nd

Mail P 8 _

Favorite Folders Address Book. .. Ctrl+5hift+B |5I..I-biEd

69
Cirag Your Favorite Folde %:"@ Crganize
L-.ﬁ Rules and Alerts..,

All Mail Folders
= (Eﬁ' Mailbox - Andre Pinko Out of Office Assistant...
"_E' Deleted Ttems Mailbox Cleanup...
G Tebiic @ Empty "Deleted Items™ Folder
L@ Junk E-mail f&}| Recover Deleted Items
L= Outbox
[ Sent Items e 2
Ll Search Folders Macro »
Speech
E-mail Accounts...
Customize...
Dptions...
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3) Select the ‘View or change existing e-mail accounts’ radio button and click

‘Next >’

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

E-mail

" Add a new

* Hiew or change existing e-mail accoﬂh_’_csé

Directory

" Add a new directory or address book
" View or change existing directories or address books

E-mail Accounts . L E[

= Back Next =
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4) If you have already setup an email account for this email select that account and click

the ‘Change..." button.

E-mail Accounts

E-miail Accounts
‘fou can select an account and change its setkings or remove it,

x|

Cutlook processes e-mail For these accounts in the Following order:

Marne | Type f
j Fyer Exchange (Defaulk)
POPISMTR fdd. ..

Change. ..

vourdomair. cor. au
Remove

Set as Default

i

Mave Up

[Move Do

L

Deliver new e-mail to the Following location:
Mailbox - j Mew Outlook Daka File. . |

< Back I Finish I

Cancel
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5) Make sure your email settings are correct. The important points to remember are:
e. User Name: If your email address was youremail@yourdomain.com your
User name would be youremail (we ignore the ‘@yourdomain.com’).
f. Password: Make sure this has your password entered correctly.
g. Incoming mail server (POP3): Make sure this has your correct server settings.
Eg: yourdomain.com.au
h. Outgoing mail server (SMTP): This should have the same settings as your
incoming mail server (unless you are using your ISP’s outgoing mail server).
6) If you are using your domain (yourdomain.com.au) to send emails (as opposed to
your ISP’s outgoing mail server) you should click the ‘More Settings ..." button.

E-mail Accounts x|

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

User Information Server Information

Your Mame: I\'f':""r Mame Incoming mail server (FOP3; I':.-'n:nurdn:nmain.n:-:nm.au

E-mail Address: Iynuremail@yuurdnmain.cn Cutgoing mail serwver (SMTP): I}.-'u:uuru:lu:umain.u:-:um.au

Logon Information Test Settings

Liser Marne: Iyl:uuremail After filling out the infarmation on this screen, we
recommend you kest your account by clicking the

Password: I*********** button below, (Requires network connection)

¥ Remember password
Test Account Setkings ...

[ Log on using Secure Password
Authentication (SPA)

More Settings ...

< Back I Bexk = I Cancel
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7) Then click the ‘Outgoing Server’ tab

Internet E-mail Settings

oukgoing Server I Jonnection | Advanced I

Mail Account

Type the name by which wou would like ko refer to this
account, For example: "Work" or "Microsoft Mail Server"

Cther User Information

Drganization:

Reply E-mail:

(o] 4 Zancel
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8) Make sure the ‘My outgoing server (SMTP) requires authentication’ checkbox is
checked, and the ‘Use same settings as my incoming mail server’ radio button is
selected.

Internet E-mail Settings ). x|

General ©utgoing Server |Cnnne::ticrn I A::I'u'an::edl

(e U=ze same settings as my incoming mail server
@ Log on using

IiserIdame:

Eassword;

¥ Remember password
I | Log on wsing Sectire Fassword Guthentication (SPA])

™ Log on to incoming mail server before sending mail
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