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SETTING UP YOUR EMAIL ACCOUNT

You can add an account to your email software with the following
information:

Incoming or POP server: mail.yourdomainname

Outgoing or SMTP server: whatever is provided by your ISP
Username: YOUR EMAIL ADDRESS

Password: your current password provided to you

Email address: something@yourdomainname

More detailed explanations follow below

Adding your something@yourdomainname email account to
Outlook & Outlook Express

e See the Tutorials at the end of this document

Adding your something@yourdomainname account to Mac OS X
Mail

e Open the Mail program. If the Mail program isn't already running,
open it now.

e Using the menu bar at the top of the screen, click Mail, then
Preferences.

e Click the Add Account button to create a new account.

e The Account Details window opens. You'll be entering the following
settings into the window:

e Account type: POP,

o description: Title that lets you identify the email address,

o Email address: your email something@yourdomainname

o full name: your full name (e.g. John Smith),

e user name: this is your email address

e password: your current password

e The mail server is mail.yourdomainname

e Click continue. Once the credentials are verified, a next screen will
be displayed

e Choose "Add Server" from the "Outgoing Mail Server" list box.

e The SMTP Server Options window appears.

o Enter the String provided by your Internet Provider as the Outgoing

Mail Server
o Leave all other options and boxes untouched
e Click OK
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This is the way it should look after setup:
—[---Amuum-lrﬂimrmﬁmrmi Mailbox Behaviors Advanced

Account Type: POP

Description:  5AM

Email Address:  forumadmin@samteam.net

Full Name: Forum admin

Incoming Mail Server:  mail.samteam.net

User Name: a=1111

4

Password: =sssssss

Qutgoing Mail Server (SMTF): " mail.samteam.net }-H

i
| Server Settings... |

Note the outgoing mail server. If that does not read "what you entered",
click on Server Settings and enter the correct name. Authentication should
be set to none, and the server port should be the default, port 25

Outgoing Mail Server:  mail.samteam.net

Check with your system administrator before changing any of
the advanced options below:

Server port: 25

] Use Secure Sockets Layer (S5L)

Authentication: | None +)

User Name: Example: steve

Password:

® CCanceI) C OK )
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Adding your something@yourdomainname account to
Entourage

o Select Tools | Accounts.

e Click on the Mail tab and click on the New button.

e From the Account Setup Assistant dialog box:

e In the Your Name text box, enter your name (eg. John Smith).

e To continue, click the right arrow.

e In the E-mail address text box, enter your email address (e.g.
something@yourdomainname ). To continue, click the right arrow.

e In the Incoming mail server text box, enter mail.yourdomainname. In
the Outgoing (SMTP) mail server text box, enter mail.domainname

e in the POP server enter mail.yourdomainame.

e To continue, click the right arrow.

e In the Account ID text box, enter your username, ie your password. In
the Password text box, enter your current password.

e To continue, click the right arrow.

e In the Account name text box, enter suitable name that you will
recognise. Click Finish.

Adding your something@yourdomainname account to Gmail

e Login to Gmail

e Click "Settings"

e Click "Add another mail account" in the "Get mail from other
accounts" section

o Enter your email address (e.g. something@yourdomainname ), and
click "Next step"

e In username, enter your email address

e In password, enter your current password

e In POP server, enter mail.yourdomainname

e Set other options

e Click "Add account”

o Follow the directions on the screen

o Gmail will send a message to your email something@yourdomainname
with a confirmation code, to access this you wil need to forward your
address to your GMail email account FIRST, via your mailbox control
panel

e Check your Gmail inbox for that message, and click on the link
included to complete the process
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Adding your something@yourdomainname email account to
Yahoo!

e Go to your Yahoo! Mail page and click the Mail Options link in the
upper-right corner of the page

« Under the Management section on the Mail Options page, click the
Mail Options link.

e Click the Add button to launch the Add Account wizard.

e enter a name for the new account (for example, FORTON mail), then
click the Continue button.

e In Step 2, enter the name and email address on your account. Enter
the "From" name to use (e.g. John Smith) and the email address (e.g.
something@yourdomainname ), then click the Continue button.

1. In Step 3, enter the following information about the
external account:

2. Mail server: mail.yourdomainname;

3. your user name: your email address

4. your password

e Click the Setup Mail Server button. Check your external mail account
for the confirmation message from Yahoo! Mail. Follow the
instructions in the message to complete the verification process.
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SETTING UP AN EMAIL ACCOUNT WITH OUTLOOK 2003

Setting up a new Outlook email account is reasonably straight forward if you follow
the following steps. Please note the extra step at the end of the tutorial if your
internet service provider (ISP) is BT, otherwise you will have difficulty sending
emails. In fact it is advisable to activate this step if you get difficulty sending

emails with other ISP’s.

When you open Outlook you will arrive at a screen similar to this depending on how

you have configured Outlook.
B L0l i sl Ak

[ R O

a9

a8

Ty
B ]

At the menu at the top click on Tools --- Email Accounts. If you have no email
accounts you will be presented with the wizard page otherwise you will first need
to select new from the first dialogue box.

Select new Add email account
and Next.

You will then be presented with
the Server Type dialogue box
select POP3 and Next

You will then come to the
screen displayed below:

B e e (3

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

E-rrasil

(=) add & reve e-mal sccount
e or change existing e-mal accourts

Diredctory

":).ﬁ.dd & rew ceeschory or addeess ook,
0 W o chandges eisting desctories o sddness books

[ hex= ] |




User Information
Enter your name, your Forton
Email address in the section

Server information
Incoming:
mail.thefortongroup.com

Outgoing: this will be provided
by your ISP. If you already have
an account setup you can look at
the details of it and get this
setting from there.

Login Information

User Name: your Forton Email
address

Password: you should have this
already

Ardeired | wvepdl Sartn ey, {HYS)

Fach of e siimgs o e tepomed T gef won @ el S0y el fag

s Dl vt e

frup Saree

g Pl cormrd i
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sl Srklmgu
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I < Fusch |

You can then click the Test Account settings button to check all is working OK.

At this point if you have a BT as your ISP or you are getting an error when testing
your account when trying to send your email when testing the settings - click the

More Settings button.

(ATiEnnEL Earfiul gt izs

Gerersl | Oubgoing Server | Connection  Advanced

[] My ouitgoing server (SMTP) requires authentication

%) Use same settings as my incoming mail server

(I Log on using

{7 Log on to incoming mail server before sending mail

x]

Select the Outgoing
Server tab the check
@My outgoing server
requires SMTP
authentication.
Select ‘Log on Using’
radio button and fill
in the User name and
password provided
by you ISP. Eg BT

Leave rest blank and
click OK

When you get back
to the Email settings
Page click Next and
then Finish

This should complete
your setup!!!!

|



Setting up Outlook Express to access your email

boxes

Basically there are 2 stages to this process — the third only necessary if you use BT Internet as
your Internet Service Provider (ISP)

1) Setting up a new account

2) Setting up a rule that allows you to send all the messages from this email box to a specific
folder (helps keep your emails organised!!)

3) What to do to solve the SMTP authentication required by BT Internet accounts

Setting up a new Account

The easiest way to do this is use the built in wizard.

Go to ‘tools’ -

‘accounts’ - click ADD this starts the wizard.

Tiikas et Cneethan Wizard x|

o Hame

\orar gaon e ol o riaies wall appaal in e Fiom held of the oulgoing message
Type voun name a5 you mould B & ko appes.

Dighyp e [ACTNGTRRSD

For exzmpbe Jofw Stk

T P

Enter the name you wish to appear when you reply to an email. Typically your name but if you

don’t want your name often the email address; something@yourdomainname.

Click next.
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Intermet Commection Wizard 5 : .E.j

Imtarnet E-mail Addiess

Woua el acdvecs & e addeess: o peophs ue b send & mad messaget 1o o

¥ | gheady have an e-mal sddess el 'd e o uee

E-mai acidieas |aradrengismpdonain
Fior suamiple: someone{@microsoft oom

™ 1'd s b i e Dot i e st oo [ ool = |

£ Bick et s Canced |

Here check the first radio button, and enter your email address.  Click Next

Internet Connection Wizard __:!s'l

E-madl Serve Names

My incoming mal seeverima | POFS | mver

[mcoming mad [POPR. IMAF o HTTP) server

Il'\u:.v:ulmmun

A SMTR seroed i the perver ki uged fon pou oilpoing e

Bubgaing mad |[SMTF] server:
}?ﬂl.l P add'u'.:d

Bk [ Mews ] cancel |

Make sure the first box has POP3 showing in the first box.
Incoming mail enter mail.yourdomainname (ie. the domain name of the email box)

Outgoing mail - this depends on your ISP (which company you use to access the internet). If you
already have an account set up using Outlook Express you can find this out from there.

Go back to the Internet Accounts dialogue box and, highlight an existing account and click
properties - then click the server tab, this will open the box giving the setting for incoming and
outgoing mail. Make a note of the outgoing mail setting and copy it into the relevant box
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Inteinel Mail Logon

Type the accourt name and password wour intemet service provider has given you

fecoanl name: [arsthing@yoiadamanname

Prewid [

¥ Remamber password

I st Ireimed peivice piorades iequies you lo use Secire Pasewand Auherteation
[5P4] b access you mai account, zelect the Log On Using Seciee Paszuced
Auhenfication [SPAT check box

r- Log on veng Secuie Fasswaid dutheniication [EF'J'-'I.'I

chak [ Het> | Cacel |

Click next

In the account name enter the email address.
The password will be provided by the person who set up the email box.
If you have access to a personal control panel for this domain you can set this yourself.

If you don’t want to enter the password every time you go to pick up your mail, tick the check
box. The other box should be left blank. Click next.

This will take you to box congratulating you on a fine job, well done!!
Click finish and your account will be set up.

You can change the name of the account, to something easier for yourself to identify, by right
clicking (PC’s only) on the default name and selecting rename.

Top
Sending your Emails to a specific folder.

This part is not necessary to actually receive the emails, but allows you to decide where they are
sent to as you receive them. It's a useful tool when you receive emails from more than one
account.

First you need to create a specific folder for your emails to go to.
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Make sure, that in the folders column the ‘local folders’ is highlighted.

Then in the menu bar click ‘file’

Now you can create the message rule.

Go to ‘tools’ ‘message rules’ ‘mail’

dialogue box below will open up.

Mew Mail Rule

Sabecdt poul Corcitions and Actuors lisk, ther spesly the valuss in the Desciplion

1. Select the Condition: fo wour nlle.
O

O 'whers the Ta ine contans paople

2. Selact the Actions bor pour i

new’ ‘folder’

O wihers the Subyect ine comlains speclic wods
[0 'wihers the message body canlains speclic words

- give it a name relevant to the account.

if you haven't used this facility before then the

X

b

O Mawve i 1o ihe speciied bakde
[ Coopes # 10 the spaciied halde
[ Cealeta

Li» |

O Foveard i b peopks =l
3 Rasde Diencrighion [chok on an erdetined value toedit i)
Aopy this rule after the message arves
& Hara of the nda
[Mew bai Huie #1
ok | Coned |

As you can see there are basically 3 boxes.

You select the rules that best serves your need and proceed, for this example we are sending an

email from a specific account to a specific folder.

In the top box scroll down and look for the rule that says “where the message is from a specified
account”. Tick the box, and as you do the 3" box shows the rule you have selected;
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rewraitRule B
Sebect your Corvitions. e dictions bist, ihwn epsciy Lhe valer o e Detorplion,
1. Bekect the Sondsors: boryour e

[0 'wihere it To oo O e contairs pecple =l

[2] e e rroespag is madkad s prosiy
Sl hiese: the mes2age is irom the tpecihed »

[ "whers the mesrsges bz m moes than wes g |
2 Salect te fitons fior pou nds:

[ Mo # 1o the speciied bolder 5
[ Coopw it tn the spacified oidsy

[ Dot it

[ Foswesd i 4o people =

2 Flue Desciiption [chok on an undesined voale fo sdt i)

Viophy this rule sfber the mesasge snmves
e tre rressage i From the spachied account

4. Hame of e e
[New e Fde 21

[ | _co=d |

You can click on specified and it opens up the following box to select the account you have just

set up.

Select Account x|

Select the mail account that these mezzages
apply to

Click OK when you have selected the account.

You return to the previous box only now specified has been replaced by the account name.

Next look in the 2™ box and look for the next rule “move it to the specified folder”. Tick the box
and again the rule will appear in the 3" box.

Repeat the above step, click on specified and it opens up the following box to select the folder

you have just set up.
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Morve the itemiz] bo the selected folder I I, I
E'_;#Mmiﬂxpmﬁ e I

= @
Inbsax Folder
2 Dutbox e
{f-h Cenik ltems
{3 Deleted Tams
B Drafts
% Han
(=1 Pesfect Hosts
i Peted
‘{& Cales

If you have not set up the folder beforehand you can click on new folder, select your folder and
click OK.

rewMailiude N I L

mmwmmm.mwhmhhnm.
1. Sedect e Conditior lo pou nda:

[l Whese thia To o O e oantsins people =]
[0 iveme o e sages i sk as pricriny =
B avtvees e message i bom the ipecihed sccount

Dmhmsmnmsmz!ﬁmsbﬂ >

2. Selac e Achors b poul sl
B Mewe i o the spcified lokder
I Copy i bo e specified iokder
O Detetn

Lix]

O Feavazrd if 10 poosle =|
3 Pk Dscaphionchek on an undesbnsd vakas o sdi #]

[ty this nate alter the meddages s

pitiere the message b from the gales@iperfecthosts, oo, uk acoount

Mo i ba the Sales folder

4 Hame of the ke
o

oh | Cencel |

The dialogue box should appear like above, give your rule a relevant name in the bottom box and
click OK.

This takes you back to the following dialogue box,
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M Fkes. | poves Rues | Blocked Senders |
Thiese rules vil be applied to Mol messages

2l
i Pate @ e,
RlE ~ea
¥l Elan Modiy,

Copy
Bemove
Apply Mo

Move Lip I Mave Davin

Flule Desciighon [chck on an undethned vishe fo sdit ]

Apply this rule after the massage arfves

s the meseage = From the salks@perfacthosts oo uk sccount
o it o bhie Sales Folder

o] oo |

Showing all your rules and summarising your rule in the bottom box, click OK to complete this
process.

Top
SMTP Authentication as required by BT Internet
This final step is only required if you use BT Internet as your Internet Service Provider (ISP).

For none BT Internet POP3 addresses you set your new account as normal and this should allow
you to receive your emails OK but when you try and send an email you will get an error message.

The way to solve this is to perform this final step — called SMPT authentication.

Click on Tools - Accounts — this dialogue box will pop up

Tt et ke aaints lzd
Al Hid | B | Dwsson Seves 2 FJ
St inal T et (Conra i I_llirn:rn I
el |chedpa | oy ialiables :- Poce |

| e |

| Espen |

[ Do |
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Select the email account you need to configure — then click on Properties and click on the
Servers tab at the top of the dialogue box

\g@i;ﬁmﬁ,mﬂm.ca.'...';'fa.;.ﬁ.m“ Bx

Gereral vers | Conngchion | Secuily | Advanced

Senved Informaton
My incomng mal terveria | POPY sarvaEr
Incomng mad [FOP3E | mad apoliobradevandows. co.uk
Dutgong mad [SMTPE | madhost 2en co.uk

Incarmindg b ol Sene
ACouUnt e testi@apolol soevandows. co.uk
Passwond [LITITY

[+] Remember pazsword
[T Log on wing Secue Passwond Authentication
Outgoing Mad Server
[ My cerver iequite: suthentication

Lok [ cance |

'
|

At the bottom of the window click on “My server requires authentication” check box and click on

Settings -

-~

Cutgoing Mail Server

ax]

Lagan [nfarmatian

{1 Usze same settings a5 my incoming mail server
(%3 Log on using

Account name;

Faszword:

Remember pazzword

[ ]Log on using Secure Pazsword Authentication

[ OE. l [ Cancel

Check the ‘Log on using’ radio button and fill in your BT Internet Account name and Password —
make sure Remember Password is checked — click OK and your done.

You should be able receive AND send your emails OK with your new email account.
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