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How to download mail from your hosting account using Microsoft Outlook 2007, Outlook or Outlook
Express

Outlook 2007

1. In Outlook 2007, from the Tools menu, select Account Settings.

Tools igcticuns Help

Send/Receive F

ﬁ Instant Search k

:ﬂ_.kj Address Book..,  Ctrl=5hift=E

| %f Organize

Li}l Rules and Alerts...
Qut of Office Assistant... IJ
Mailbox Cleanup...

"E' Empty "Deleted Items” Folder

@ Recover Deleted Items...

Forms »
Macro k
Account Settings...

Trust Center...
Customize...

Options...
| e—y—

2. On the E-mail tab, click New.

Account Settings

E-mail Accounts
You can add or remove an accounk, You can select an account and ch

| Ciata Files I R.55 Feeds I SharePaint Lists I Inkernet Calendars I P

o Mew. . S Repair. .. ﬁ?‘ Change. .. 0 Sefk as Defaulk )( Fems

Marne I Type

3. Select Microsoft Exchange, POP3, IMAP, or HTTP and click Next.
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Add New E-mail Account

Choose E-mail Service

i* Microsoft Exchange, POP3, IMAP, or HTTP

Connect ko an e-mail account at your Internet service
organization’s Microsoft Exchange server,

i other
Conneck ko a server bype shown below,

Cutlook Mobile Service (Texk Messaging)

4. Check Manually configure server settings or additional server types and click Next.

¥ Manually configure server settings or additional server bypes

5. Select Internet E-mail and click Next.

Add New E-mail Account

Choose E-mail Service

{* Internet E-mail
Conneck ta your POP, IMAP, ar HTTP server to send ani

" Microsoft Exchange
Conneck to Microsoft Exchange for access ko your e-ma

i” oOther

Conneck to a server bvpe shown below,

Cugtlook Mobile Service {Text Messaging)

6. Enter the requested information:
Your Name: your name
Email Address: the email address the messages will be sent from
Account Type: POP3
Incoming Mail server: mail.domainname.xyz
Outgoing Mail server: mail.domainname.xyz
User Name: the full email address
Password: the password for the email address
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Enternet E-meail Settings
Each of thisse settings ane riguingd to get wour e-nal account working.

Ubsesr Informnation Test Acoount Settings
Tour hame: I;"-" T After fillrg out the information on this scresn, wea
recommsnd you best your sccount by decking the
E-mail Address: FE‘;"M o bastton belows. (Requires netmork connection
Server Inlarmalion
Test Account Settings ..,
Account: Type: ] -

Incoming mel server: E;,.;.;.-.,-L.;;r
Chbgoiryg mal sarver (SMTP): Ea.nn*mn.rm-

Logon Informatian
s N e
Bazmwaord: W
[ mEmsmbar password
™ Regure logon using Secure Password Autherkication (SF8) e Settings .. |

cpak [ etz | concel |

7. Click More Settings.
8. On the Outgoing Server tab, check My outgoing server (SMTP) requires authentication.

Internet E-mail Settings x|

General  Oubgoing Server |Cu:unneu:tiu:un I fdvanced I

¥ Iy oubgoing server (SMTPY requires authenkicakion
i* Ilse same setkings as my incoming mail server
& Log on using

Iser [ame: I

Bassword; I

¥ | Remember password
™ | Require Secure Bassword futhentication (SPA)

™ Log on ko incoming mail server before sending mail

Ok, I Cancel
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9. Select Use same settings as my incoming mail server and click OK.
10. Click Test Account Settings to verify everything is configured correctly.
11. Click Next and then click Finish.

Outlook

1. In Outlook, from the Tools menu, select Email Accounts.
™ Inbox - Microzoft Dutlook

File Edit “iew Favortes | Tool: | Actions: Help

Sl New » S [‘3 > | e Send/Receive b Ed
|  Inl Send/Receive Settingz 3
= om0
& 5 | Dial-lp Connection 3
Folder Lisk b
E"@ Outlok Today - R Address Book... Ctrl+Shift+B
----- % Calendar Find Ctrl+E
----- §2 Contacts . .
-
_____ @ Deleted [terms Advanced Find...  Chl+Shift+F
..... Bl Dirafts Find Public: Folder... »
-5 Inbox S Qraarize i
33 Joua i
----- £31 Sent ltems - o
----- T Tasks &

@I Personal Folders
@I Perzonal Folders
-3 Public Folders Macro »

| E-mail Acocounts... |

Forms 3

[w]

LCustamize. ..

2. Select Add a new email account and then click Next.

E-rnail Accounts
Your can change the e-mal accounts and direckories that Cublook uses,

Directory
" Add & new diractery or sddress bock.

© Wiew or change existing directories or address books

[ ez | e |
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3. Select POP3 and then click Next.

Server Type

share documents

your e-mail.
T IMAR

mailbox; Folders.

E-mad Accownts ____________________________________________HE
You can chiocse the bype of server your rew e-mal soount will vk with,

" Microsoft Exchange Server
Connect ko an Exchange server bo read e-mal, access public folders, and

Connect b & POP3 e-mail server bo downboad

Connect to an IMAP e-mal server bo downlosd e-mal snd synchronize

T HTTR
Conneck ko an HTTP &-snal server such 82 Hobmal bo downlosd &-mead snd
Fynchronize malbox Folders.

™ additional Server Types
Connect to ancther workgroup or Jrd-party mal server.

< Back I ﬂm»l

4. Enter your email information:
Your Name: your name

Email Address: the email address the messages will be sent from
Incoming Mail server (POP3): mail.domainname.xyz

Outgoing Mail server (SMTP): mail.domainname.xyz

User Name: the email address used to log into the webmail interface
Password: the password for the email address

Internet E-mail Settings (POP3)
Each of thess cattings are required to gat your a-mal sccount warking.

User Information Server Information

Yiour Name: I'?lw LT Incoming mad server (POP3): l-ng_m_k-r-;
E-mall Address: e Sukgore mal server (SHTR): ﬁ.dwwnm.wz
Lodgpon Information Test Settings

Liser Name: le-lnal@dmme.xyz

Pasavaond:

qu ++n+-|-|

¥ Remember password

™ Log on using Secure Passwond
fuhenticstion (SPA)

After filirg out the information on this soreen, we
recommend you best your socount by clicking the button
bekow, (Fequines network connection)

Tt Auccount Sattngs .. |

< Back I et > I

Carcel |

5. Click on More Settings and select the Outgoing Server Tab.
6. Check My outgoing server (SMTP) requires authentication.
7. Select Use same settings as my incoming mail server.
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Internet E-mail Settings

r LG | | LS

8. Click Ok. Click Next. Click Finish.

Outlook Express

1. In Outlook Express, from the Tools menu, select Accounts...
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ook Express

Wiew | Tools Message Help
Send and Receive k
Synchronize all
- Synchronize Accounk =
mark: For Offline F (.
- fiddress Back. .. ChrHshift+B [
Add|Sender to Address Book. 1
ers
H (45" Message Rules 2 J
. MSh Messenger Service O
Thems My Dnline Status L .
|ted It
" IMAF Folders. ..
Accounks, ..
al (5) Mew Account Signup k
host [ options...
| -

2. Abox will appear. Click Add and select Mail.

Mews., ..

:l_ Remove | Direckary Service. ..
Properties |
Set az Default |

3. Enter your name as you want it to appear on your emails and click Next.

*four Name

¢

‘wihen pou send e-mail, vour name wil appear n the From lield of the: oubgoing meszage.
Type your name as pou would ke it o appear.

Display name: |:,w| riarne
Foa excamplec Johin Smith

£ Back I Meut » I Cancel I

4. Putin your email address, which consists of a user you set up in webmail and @yourdomain.xyz,
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and then click Next.

I Internet Connection Wizard |

Inteinel E-mail Address

|

“four e-mail address iz the addiess other people uee to sand e-mail meszages Lo wou.

= | akeady have an e-mal addess that I'd B bo use,
E-mail addrass: [voutEoundomain vz

Fior example; somacne@microzoflt com
" I'dlike ko sign up for a new account frome  [Hoimal =]
¢ Back Newt > Cancel |

5. Set the server type as POP3.

6. For incoming and outgoing mail servers, enter mail.yourdomain.xyz (where yourdomain.xyz is your
domain name and extension such as .com).

7. Click on Next.

I Internet Connection Wizard

3¢

E-mail Seiver Hames

My incommg mall server s |POP3 = | sepver

Incoming mal [POP3, IMAP o HT TF) server:
|mail yourdomainname. cam

&n SMTP zeaves is the sesver that iz used for pour outgomg e-meail.
Outgoing mal [SMTF) server
[mail pourdomainnanne. com

<Back New> |  Cancel |

8. Enter your email address for the Account Name. Enter the password you set for this account.
Note: Do NOT check the box "Log on using Secure Password Authentication”.
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Internet Connection Wizard

Intemet Mail Logon

|

Tupe the account name and password wour Inkernet senice piovider has gren vou,

Account name: |user@_l,lcuurdu:umainname.cu:um

Password: |um<n1
[ Remambsar pazsword

If waur Intemet senvice provider iequinres you lo uge Secure Password Authentication
[SP] bo access your mail sccount, select the 'Log On Using Secune Passwoed
Authenhication [3PAT check box.

I Log on wsing Secure Pazsword duthentication [SPA)

< Batk Hext > Cancel

9. Click Next and then click Finish. After you click Finish, you should see the following window. If not,
go to the Tools menu, and click on Accounts. After clicking Accounts the window will appear. In this
window, click on your domain until it is highlighted, then click on Properties.

I Internet Accounts _. 21

Al Mal | News | Director Service | add b

Aicoount | Type | Connechion
C=imail yourdomainname.com  mail Ay Avalatls

Set az Defaull

il

)

Cloze

10. When the next screen appears, click on the Servers tab. Under Outgoing Mail Server, check the box
next to My server requires authentication. Click Okay. Note: You MUST do this step so you can send
mail from your domain.
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& mail.yourdomain.xyz Properties d A
General Servers I Eu:unneu:ti-:unl Seu:urit_l,ll .-’-'-.dvann:eu:ll

Server Infarmatian

My incoming mail zerver iz a IF'EIF'S TEIVEL

Incoming mail [POP3]; Imail.ynurdumainname.cnm

Outgoing mail [Sk TP I rnail yourdomainnanme. com

Incoming kail Server

Account name; Iuser@ynurdnmainname.cum

Paszword: I’“‘”’“"“‘
[+ Remember pazsword

[™ Log on using Secure Pazsward Authentication

Outgoing kail Server

¥ty server requires authentication Settings. .. |
k. I Caricel | Apply |

11. Now, you're ready to send and receive mail. To set up multiple accounts, follow these steps again.
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