7.

How to add a POP3 email account to your domain name

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

Click on POP Email Accounts under Mail Management
Click on Add Account
Enter in the email address

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.)

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.

Click Create

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

1.

2.

3.

Click on Tools in the File Menu (at the top)
Click on Accounts

You will see a screen below.

Internet Accounts

Al M ail | Directon Service

Account | Type | Connection | Femove |
Fropertiez |

Set &z Default |
[rpart... |
Ewxport... |

Set Urder. .. |

Claze

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.

Internet Connection Yizard

Your Hame

Type %'our Mame ar Carmpany Mame Here
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5. The next screen is where you will enter your email address for this account.

Internet Connection Yizard

Internet E-mail Address

yoLEyaLrdamainnane, com |
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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.

Internet Connection Wizard ! x|

E-mail Server Hames

by incoming mail zerver iz a * | server.
PP

(k&P

Incoming mail [POF3 or IMAR] zerver:

rail yourdamainnane. com

b SMTP zerver iz the server that is used for pour outgoing e-mail.

Cutgaoing mail [SM TR server:

rail yourdamainnane. com

< Back I Mext » I Cancel Helm
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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.

Internet Connection Yizard

Internet Mail Logon

Type the account name and pazswaord your Internet zervice provider hag given you,

Account name: Iyuu@ynurdumainname.cum

Pazzword:

IKKKKKKKKKK
v Remember password

[f wour Internet zervice provider requires you to use Secure Paszword Authentication
[SPA) to access vour mail account, zelect the 'Log On Using Secure Password
Authentication [SPA] check bow.

[ Log on using Secure Password Authentication [SP4)

< Back I Mext » I Cancel Helm

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.

Internet Connecktion ¥Yizard

[f wour already have an account with an [ntermet service provider and hawve obtained all
the neceszary connection information, vou can connect to pour account Using Lour
phiote line. If you are connected ta a lacal area netwaork, [LAM] that is connected ta the
[nternet, pou can access the Intemet over the LAM.

YWhich method do pou want o use to connect to the Internet?

" Connect uzsing my phone line

% Connect uzing my local area network [LANE

™ | will establizh my Intemet connection manually

< Back I Ment » I Cancel Help
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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.

Internet Connecktion ¥Yizard

Congratulations
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