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How to add a POP3 email account to your domain name

1. Login to your domain name s control panel.

http://www.yourdomainname.com/cpanel
Username: The username of the hosting account
Password: The password of the hosting account

2. Click on POP Email Accounts under Mail Management

3. Click on Add Account

4. Enter in the email address

5. Enter the password (passwords are case sensitive, so if you use CAPS, you must use
CAPS when you set up your email account in your email program.)

6. Enter the quota for this email account
Note: The default quota is 10 megabytes, which should be sufficient for any email
account, but you can increase it if you d like. Be sure that your email quotas do not
exceed your overall hosting accounts allotted disk space.

7. Click Create

How to set up your new email account in Outlook (Outlook Express is very similar)

1. Click on Tools in the File Menu (at the top)

2. Click on Accounts

3. You will see a screen below.

Click on the Add button and choose Mail.
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4. You will then see the next screen where you will type in your name or company name to
identify you when an email is received.
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5. The next screen is where you will enter your email address for this account.



© 2004 Evolve Media, Inc. Page 4

6. You will then choose the type of account, which will be a POP3 account.

Enter the Incoming mail server: mail.yourdomainname.com
(replace yourdomainname.com with your actual domain name)

Enter the Outgoing (SMTP) mail server: mail.yourdomainname.com
(replace yourdomainname.com with your actual domain name)
Note: This can also be the Outgoing (SMTP) mail server of the company you connect to
the Internet with. They should have provided you with those settings.
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7. The next screen is where you will enter your username and password of the email
account that you set up in the control panel.
Note: You will need to use your full email address as the username and remember that
your password is case sensitive.

Make sure the Remember password is checked so you won t have to enter your
password each time Outlook checks this account for mail.
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8. The next screen will ask you how you connect to the Internet to retrieve your email.
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9. You have now completed the Add Email wizard and you should be able to receive and
send email from this account.


