Setting up an E-mail Account in Outlook (Screenshots from Outlook 2007)

From within Outlook enter Tools...Accounts

The admin will send you the username and password.

The username on the Ultima Mail servers is always the e-mail address.

Internet E-mail Settings
Each of these settings are required ko gek your e-mail account warking,

User Information

Your Mame:

E-mail Address:

Server Information
Account Type:

Incoming mail server:
Qubgaing mail server (SMTP):
Logon Information

User Mame:

Passward;

‘Tru:u':.r [Dokson

troyi@3doksmedia, com

mail, 3doksmedia, com

‘maiI.Sthsmedia.cDm

troyvi@3doksmedia, com

Hkdaksk

Remember password

[ ]Require lagon using Secure Password Authentication {SPA)

Test Account Settings

After filling out the information on this screen, we
recommend you kest wour account by clicking the
button below, (Requires network connection)

Test Account Setkings ... ]

Mare Sektings ...

i_mext:b l[ Cancel ]

Click the More Settings button to enter the specific server settings.



‘l Internet’ E-mail Setiings

aeneral |Outgu:uing Server || Connection || Advanced |

Mail Account

Type the name by which you want to refer to this account, For
example: "work" or "Microsoft Mail Server”

aksmedia. com |

Other User Information

Organization: | |

Reply E-mail: | |

Cancel

I Qi I

" Internet’E-mail Settings

General | ©ubgoing Server |Connectinn || Advanced|

[+] 8y oukgoing server (SMTP) requires authentication:

@ Ise same settings as my incoming mail server
O Log on using

User Mame: | |

Password: | |

Remember password
sword Authentication (SPA)

Require Secure Pa

) Lag on ta incaming mail server befare sending mail

[ o ][ cancel




'Internet E-mail Settings

| General | Cutgoing Server | Connection lndvanced|

0 apecify the type of connection o use For e-mail,

b

Connection

() Connect using my local area network (LARNYE

[CJconnect wia modem when Outlook is offline
(7 Connect using my phone line
() Connect using Inkernet Explorer's or a 3rd party dialer

Modem

Use the Following Dial-Up Metworking connection:

add...

[ QF ] [ Cancel

'" Internet’ E-mail’Settings

| General || Qutgoing Server || Connection | Advanced ’

Server Port Mumbers

Incoming server (FOP3): | | [ Use Defaulks ]

[ This server requires an encrypted connection (5510

Qutgaing server (SMTF) | 25

Use the following bype of encrypted connection: | MNone M

Server Timeouts

Short 7 Long 1 minute

Delivery

Leave a copy of messages on the server

[ pemove From server after days

Remove from server when deleted From 'Deleted Tkems'

I (0] I [ Cancel




mail Account

Internet E-mail Settings
Each of these settings are required ko get your e-mail account working,

User Information Test Account Settings

Your Marme: |Tr0y Dotson | After filling out the information on this screen, we
recommend you kesk your account by clicking the

E-mail Address: |tr0y@3dotsmedia.com | button below, (Requires network connection)

Server Information

Account Type: | POP3 |

Incoming mail server: |mail.3d0tsmedia.com |

Oukgoing rmail server (SMTP): |mail.3d0tsmedia.c0m |

Logon Information

User Mame: |tr0y@3dotsmedia.com |
Password: |****** |
Remember password
[JRequire logon using Secure Passward Authentication (SPA) Mare Settings ...

< Back I Mest = | l Cancel ]

Click the Test Account settings to validate the settings.

“Test Account Setti ngs |

Congratulations! All tests completed successfully, Click Close ko continue, Stop

Tasks | Errors

Tasks Skatus
\/Log onto incoming mail server (POP3) Completed
\/Send test e-mail message Completed

Change E-mail’Account

Congratulations!

You have successFully entered all the information required to setup your
account,

To close the wizard, click Finish,




