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Email messages can be viewed or composed using on on-line service (WebMail) or a
program that runs on the local computer i.e. Email

5.1 Email using Outlook

Email

Incoming Server

ISP

Outgoing Outlook

Email is handled by a number of parties before arriving in your inbox and before delivery
to the inbox of your email correspondent. Most ISPs (e.g. BigPond. Optus, Ozemail) block
outgoing email being relayed to the Email server because this technique is often employed
by unscrupulous spammers. Therefore you will need to replicate your outgoing email
settings from your normal email account.

These examples are from Outlook but the principles explained here apply to all email
programs.

5.1.1 Step 1 In Outlook Select Tools = Email accounts from the menu
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Figure: M S Outlook select POP3 server type
© Copyright WebSuburb 2006 Software — Hard Results MWW, websuburb.com.a

Page400f 80 » » > b


http://www.websuburb.com.au
http://www.websuburb.com.au/HelpDesk/Mail/Email/tabid/190/Default.aspx

cowebsuburb

for the community

WebSuburb Manual for Content Management Websites

5.1.3 Step 3 Complete settings

Full email address as supplied by
WebSuburb

Incoming mail server:
mail.websuburb.com.au

Outgoing mail server: NB! Copy the
settings from your email account with
your |SP.

Username: full email address
Password: Refer to WebMail to set
password

5.1.4 Step 4 Outgoing mail
settings

Click on the “More Settings ...” button.
Enter you ISP outgoing mail server
details and password on the Outgoing
Server tab.

5.1.6 Step 5 Advanced Settings

Select the Advanced tab and make sure
that the Delivery: Leave a copy of
messages on the server is unchecked to
ensure that web mail box does not
overflow.

E-mail Accounts

Internet E-mail Settings (POP3)
Each of these ssttings are requined to get vour e=mall account working.,

User Information Server Informathon
Incaming mad server (POP3E | mad jobebe.com

Outgoing mad server (SMTP): | Mall -HUB. bigpor

You Hame: TN
E-mad fAddress: | admindbicboube. com,au

Logon Information Test Settings
After filing out the irformation on this sereen, wi

Licar M admindichoube. e
S recommend you best your aooount by chcking the

Password: b bestton belows. (Riequines nebwoek connection)
[#]Remember password
Test Account Settings ...
[CLog on using Secure Password
HETECELRE [ore et
oo

Figure: M S Outlook email account settlngsexample

Internet E-mail Settings

Germeral  Oukgoing Server |Cu:unneu:tiu:un I Advanced I

v My outgoing server (SMTR) requires authentication

" lse same settings as my incoming mail server

ISP mail servi
B B b E

v Remember password

¥ Logon using

User Mame:

Passward:

[ Log on using Secure Password Authentication (SR

" Log on to incoming mail server before sending mail

Figure: M S Outlook Outgoing Server settlngs

Internet E-mail Settings

General I Ckgoing Server I Cu:unneu:tiu:unl Advanced

Server Pork Mumbers

Delivery
[T Leave a copy of messages on the server

I Remove fram server after| 10 == days

™| Remove from server when deleted From 'Deleted Ti

Figure: M S Outlook Advanced E-mail Settings
Delivery: Don’t leave a copies of mail on the server
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5.1.7 Step 6 Test

Click on the Test Account
Settings button

This should return a dialog box
similar to thisif al tests have
completed successfully.

Test Account Settings

Tasks | Errors

Tasks
" Establish network connection
' Fired cast going mall server (SHTF)
" Firsd incorming mad server (POPT)
+" Log ontbo incoming mal server (POF3)
" Sand best e-mall message

Congratulations! All besks complated successfully. Chek Close bo continue.

Skatus o
Complsted
Completed
Coenplated
Completed
Completed b

Figure: M S Outlook Test Account settings result

The next step in session 2 is using WebMail

‘hittp://www .websuburb.com.au/Hel pDesk/M aii/WebMail /tabi d/191/Default.aspx
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