ukmailexchange.com Support Document

Microsoft Outlook

Introduction

The purpose of this document is to describe how to setup Microsoft Outlook
(often packaged with Microsoft Office) to enable you to send and receive e-mail
using your ukmailexchange.com service.

Setup Steps

1. Select Tools > E-mail Accounts. See fig 1.
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2. Under E-mail Select “Add a new e-mail account” and “next”, as in fig 2.

E-mail Accounts EJ@‘

E-mail Accounts @
“fou can change the e-mail accounts and directories that Outlook uses,

E-mail
(® 4dd 3 new e-mail account

" Wiew or change existing e-mail accounts

Directory
(" Add a new directory or address book

" Wiew or change existing directories or address books

[ ner | Clase |
fig 2.

3. Select “POP3” and then click “next”, as in fig3.
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E-mail Accounts @g|

Server Type @
*fou can choose the type of server your new e-mail acount will wark with,

(" Microsoft Exchange Server
Connect to an Exchange server to read e-mail, access public folders, and
share docurments.

@ POP3
Connect to & POP3 e-mail server to download
your e-mail.

" IMAP
Connect to an IMAP e-mail server to download e-mail and synchronize
mailbox folders.

" HTTP
Connect to an HTTP e-mail server such as Hotmail to download e-mail and
synchronize mailboy falders.,

(" Additional Server Types
Connect to another workgroup or Srd-party mail server,

<Back Nest > Cancel |
fig 3.

4. User Information; Enter your name (e.g. John Smith) and e-mail
address ( e.g. john@smith.com). See fig 4.

5. Login Information; Enter your mailbox login details username /
password, these can be found on your invoice (labelled Webmail login
details) or my logging in to your control panel. Note: The username is
your e-mail address. See fig 4.

6. Server Information; See fig 4.

Incoming mail server (POP3): pop.ukmailexchange.com
Outgoing mail server (SMTP): smip.ukmailexchange.com

Note: Some broadband suppliers block SMTP connections, if you are unable to send
e-mail contact your broadband supplier and request a different outgoing mail server
(SMTP).

7. Click “More settings...” as on the form displayed in fig 4

Internet E-mail Settings (POP3) @
Each of these settings are required to get your e-mail account working.

User Information Server Information
Your Name: 10hn Srnith Incoaming mail server (POP3} | pop.ukmailexchange.com
= i . o i . T T T TR

E-mail john@s mith.com Outgaing mail server (SMTF): |smtp.ukmailexchange.com
Logon Information Test Settings
User Mame: IW After filling out the information on this screen, we

g recormmend you test your account by clicking the button
Password: I below, (Requires network connectiorn)

[v Remember passward Test Account Settings ... |

| Log on using Secure Password

Authentication (SPa) More Settings
< Back lv‘ Cancel
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fig 4.

8. Click on the “Outgoing Server” tab. select “My outgoing server (SMTP)
requires Authentication” and “use same settings as my incoming mail
server” this can be seen in fig 5.

9. Click “Ok”

Internet E-mail Settings

General Outgoing Server Connecﬂonl Advanced

[ My outgaing server (SMTF) requires authentication

® Use same settings as my incoming mail server

-

(" Log on using

-

("~ Log on to incoming mail server before sending mail

0]9 Cancel |
fig 5.

10. Click on Test Account Settings as in fig 4.
11.Click “Next”.
12. Click “Finish” your account should now be fully functional.

E-mail Accounts E‘g‘
Congratulations! @

You have successfully entered all the information required to sefup your account.

To close the wizard, click Finish,

fig 6.
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Additional Support

Due to the multi party nature of the internet and computing in general e -
asymail.com can only provide limited support for “third party software” such as
Microsoft Outlook.

We do however keep a database of all issues our customers encounter and
encourage customers to notify us of any such irregularities so they can be
investigated by a support member.

Please e-mail us at: support@ukmailexchange.com or use our contact form
on the ukmailexchange.com website.

Version

Version Number: v1.1
Release Date: 17-02-07
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