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Entourage 2008

Go to Tools > Accounts...
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If this is a new account, click on New > Mail... Otherwise, if you are changing an existing account, double click on the

account that you want to change and skip to step #5.
At the bottom of the window that popped up, click on “Configure Account Manually”
From the “Account Type” list, select “POP” and click “OK”
You will see the following window:
Edit Account

{Acmum Settings | Options Mail Security -

Account name: My Email Account 1

E Include this account in my "Send & Receive All" schedule

Personal information

Mame: Excalibur User 2

E-mail address:  User@example.com 3

Receiving mail

Account |[D: | user@example.com 4
POP server: | Pop.example.com 5
Passwnrd L E'
E Save password in my Mac 05 keychain
Click here for advanced receiving options
Sending mail
SMTP server:  Smtp.example.com| 7

8 Click here for advanced sending options

. Cancel . ( OK )

Steps correspond with the numbers in the image.

(1) Enter the name of this account as you want it to show up in the account list
(2) Enter your name as you want it to appear on emails

(3) Enter your email address

(4) Enter your email address here, as well

(5) Enter “pop.yourdomainname.com” (example: pop.excaltech.com)

(6) Enter your password

(7) Enter “smtp.yourdomain.com” (example: smtp.excaltech.com)

(8) Click on “Click here for advanced sending options” to continue
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6. You will see the following screen:
=]

: SMTP service requires secure connection (55L)
1 # override default SMTP port: | 111 2
3 E SMTP server requires authentication

4 "E‘“ Use same settings as receiving mail server

t Log on using

Domain for unqualified addresses:

Steps correspond with the numbers in the image.

(1) Check “Override default SMTP port:”

(2) Change the port number to 111

(3) Check “SMTP server requires authentication”

(4) Select “Use same settings as receiving mail server

Click the button at the top left to close this window.
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7. Click on the “Options” tab along the top. You will see this screen:

8.

Edit Account

| Account Settings | Options | Mail Security -

Message options

Default signature: | None v ]

Additional headers:

Header Value

Server options

2 Partially receive messages over 20 . KB
| Leave a copy of each message on the server
| Delete messages from the server after 30 : days

Delete messages from the server after they are deleted from
— this computer

Get all messages left on server...

[ Allow online access (shows account in folder list)

( Cancel ) E-0K)

Uncheck “Leave a copy of each message on the server”

Finally, click the “OK” button to save your changes, and close the “Accounts” window.
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Outlook 2007

Go to Tools > Account Settings

On the “Email” tab, either click on “New...” if you are creating a new account, or click on the account that you want
to change and click on “Change...” If you are changing an existing account, skip to step #5

For a new account, leave “Microsoft Exchange, POP3, IMAP or HTTP” selected and click “Next >"

At the bottom of the next screen, check the box that says “Manually configure server settings or additional server
types” and click “Next >”

Now, you will see a screen similar to this:

Add New E-mail Accourll . . s 23 |

Internet E-mail Settings
Each of these settings are required to get yvour e-mail account warking.

User Information Test Account Settings

Your Name: Excalibur Ussr 1 After filing out the information on this screen, we
recommend you test yvour account by dlicking the

E-mail Address: useri@example.com 2 button below. (Reguires network connection)

Server Information

| Test Account Settings ... |

Account Type: POP3 E 3
Incoming mail server: pop.example.com
Dutgoing mail server (SMTF): | smip. example.com 5

Logon Information

User Name: user@example.com &
Password: e S S 7
i [¥] Remember password [
[] Reguire logon using Secure Password Authentication (SPA) Maore Settings ...
<Back || Next> | [ cancel |
. e A =

Steps correspond with the numbers in the image.

(1) Enter your name as you want it to appear on emails

(2) Enter your email address

(3) For existing accounts, this will be grayed out; for new accounts, select “POP3”
(4) Enter “pop.yourdomainname.com” (example: pop.excaltech.com)

(5) Enter “smtp.yourdomain.com” (example: smtp.excaltech.com)

(6) Enter your full email address

(7) Enter your password

(8) Click on “More Settings ...” to continue
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6. Once you click “More Settings ...” a screen will pop up. Click on the “Outgoing Server” tab and you will see this:
= ™

imemet Email Settings —
iy —— i
Iﬂl Outgoing Senver |Curne:ct|m | Ad'l.ra1|:e:|:||
i | [¥]My outgoing server (SMTF) reguires authentication:
@ Uss same settings as my incoming mail server
i) Log on using

ser Mame: | |

| |

Password; | |

[/] Remember password
[ ] Reguire Secure Password Authentication (SPA)

) Log on to incoming mail server before sending mail

Make sure that “My outgoing server (SMTP) requires authentication” is checked and “Use same settings as my
incoming mail server” is selected.

6|Page



8.
9.

e
Internet E-mail Settings

Click on the “Advanced” tab, and you will see this:

|Gmeral|mtguhg5emer|m-mcﬁm|ﬂdvamed|

S=rver Port Mumbers

Incoming server (POP3): 110 Use Defaults
This server raguires an encrypted connection (S50L)
Qutgoing server (SMTF): | 111

IIse the following type of encrypted connection:

Server Timeouts
Shot = Long 1 minute

Delivary
[ Leave a copy of messages on the server
[ ] Remowe from server after davs

[ ] Remowe from server when deleted from ‘Deleted Items'

Change the Outgoing server (SMTP) port to 111
Uncheck “Leave a copy of messages on the server”

Click “OK”
Click “Next >”

10. Click “Finish”

.
i
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Outlook 2003

Go to Tools > Email Settings...
If you are adding a new account, select “Add a new e-mail account.” If you are changing an existing account, select
“View or change existing email accounts.” Click “Next >”
If you are creating a new account, select “POP3” and click “Next >.” Otherwise, select the account that you are
changing, and click the “Change...” button.
Now, you will see a screen similar to this:

E-mail Accounts ]

Internet E-mail Settings (POP3)
Each of these settings are required ta get wour e-mail account warking,

User Information Server Information
Wour Mame: IExcaIiI:uur User 1 Incoming rail serwer (POP3): Ipup.example.cnm 3
E-mail Address: Iuser@example.cnm 7 Sutgaing mail server (SMTP): Ismtp.example.cnm 4
Logon Information Test Sekttings
User Marme: Iuser@example.cnm 5 After filing out the information on this screen, we
recommend wou kest vour account by clicking the
Password: I************* B button below. (Requires network connection)
v Remember password
Tesk Account Setkings ...
[ Log on using Secure Password 7

Authentication {SPA) Mare Setkings ...

< Back I Mext = I Cancel

Steps correspond with the numbers in the image.

(1) Enter your name as you want it to appear on emails

(2) Enter your email address

(3) Enter “pop.yourdomainname.com” (example: pop.excaltech.com)
(4) Enter “smtp.yourdomain.com” (example: smtp.excaltech.com)

(5) Enter your full email address

(6) Enter your password

(7) Click on “More Settings ...” to continue
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5. Once you click “More Settings ...” a screen will pop up. Click on the “Outgoing Server” tab and you will see this:

Internet E-mail Settings |

iGemeral  Dubgoing Server ICn:nnnecti-:nn I Sdvanced I

Iw 1y outgoing server (SMTR) requires authenticakion:

¥ Lse same setkings as my incoming mail server

i Log an using

ser Mame: I

Eassword; I

¥ Remember password

™| Logon using Secure Password|Authentication (SR

" Log on to incoming mail server before sending mail

ok I Zancel

Make sure that “My outgoing server (SMTP) requires authentication” is checked and “Use same settings as my

incoming mail server” is selected.
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6. Click on the “Advanced” tab, and you will see this:

Internet E-mail Settings

Gereral I Outgaing Serverl Connection  Advanced |

Server Port Numbers

Incoming server (POP3: I 110 Use Defaults |

™ This server requires an encrypted conneckion {550
Cukgoing server [SMTP: 111

[ This server requires an encrypted connection {550

Server Timeouks

Short = pF—————— Long 1 miruke

Cielivery
™ Leave a copy of messages on the server

™ Remove from server after] 10 == days

™| Remove from server when deleted From 'Deleted Thems!

]|

ok I Zancel

Change the Outgoing server (SMTP) port to 111
Uncheck “Leave a copy of messages on the server”

Click “OK”
Click “Next >”
Click “Finish”
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Outlook Express

If you are currently using Outlook Express, Excalibur Technology strongly recommends upgrading to Windows Live
Mail. Microsoft has replaced Outlook Express with their new free email program, Microsoft Live Mail — it is
essentially an upgraded version of Outlook Express. It includes a number of interface, usability, and security
upgrades over Outlook Express.

Live Mail comes preinstalled on Windows 7, and is offered as a free download from Microsoft for Windows XP and
Windows Vista. You can download Windows Live Mail for free from http://download.live.com/wImail.

For instructions on how to configure Windows Live Mail for use with your Excalibur-hosted email service, please
reference the Windows Live Mail setup section included in this document.
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Windows Live Mail

New account setup (for changing an existing account, go to page 15)

1. Along the left side of the screen, click on “Add e-mail account” and you will see this screen:

-

U Add an E-mail Account

(o |

Please enter your e-mail account information below:

E-mal address:  user@example.com

exampleb55&hotmai. com et a free e-ma

il acoount

Password: I

Remember password

How =hould your name appear in e-mail sent from this account?

Dhzplay Mame: | Excalbur User
For example: John Smith

4 [¥] Manually configure senver settings for e-mail account.

Mext ]I Cancel

LN

Steps correspond with the numbers in the image.

(1) Enter your email address

(2) Enter your password

(3) Enter your name as you want it to appears on emails

(4) Check “Manually configure server settings for e-mail account” and click “Next”
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2. You should see the following screen:
i N

@ Add an E-mail Account

Where can | find my e-mail senser information?

|ncoming Server Information

My incoming mail server 1= a SETVET,
1 Incoming server:  pop.example.com Port: 110

[] This server requires a secure connection (S5L)

Log on using: [Claa; text authentication -

Login |D (f different from e-mail address):
2 user@example. com

Outgoing Server Information -

3 Qutgoing server; | =mtp.example.com Pot: 111 4

[] Thiz =erser reguires a secure connection (SSL)
5 My ocutgoing server requires authenbcabon

[ Mext ][ Cancel

b

Steps correspond with the numbers in the image.

(1) Enter “pop.yourdomainname.com” (example: pop.excaltech.com)
(2) Enter your email address

(3) Enter “smtp.yourdomain.com” (example: smtp.excaltech.com)
(4) Enter 111 for the port

(5) Check “My outgoing server requires authentication”

Click the “Next” button, and then “Finish” to finish.
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Once you are back at the main screen, right click on the mail account, and select “Properties”
On the screen that pops up, click on the “Servers” tab, and at the bottom, under “Ougoing Mail Server,” click on
the “Settings” tab. On the following screen, select “Use same settings as my incoming mail server”

S5

-
Cutgoing Mail Server a

Logon Information

(@ Ise same setings as my incoming mai senver

™) Log on using

Remember password

Log on using Secure Password Authentication

| ok || Cancel
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5. Click “OK” and then click on the “Advanced” tab. You will see the following screen:

-

;‘,_I Example (user) Properties

)

Server Port Mumbers

[] Thiz zenves reguires 3 secure connection (SSL)
Incoming mai (POP3): 110 2

[ This server requires a secure connection (S5L)

Outgoingmad (SMTP): (111 |1

Server Timeouts
Shot Long 1 minute
Sending

[] Break apart meszages larger than |50 E

KB

Dielniary
3 [ Leave a copy of messages on server

Hemowve from server after |5 = day(z]

Remowve from senver when deleted from ‘Deleted ltems

|Ga'ﬂal|53xfersltnmmmﬁn|55alny|ﬁd\fﬁm

Lok J[ cancel ||

Apply

)

Steps correspond with the numbers in the image.
(1) Set the Outgoing mail (SMTP) port to 111
(2) Set the Incoming mail (POP3) port to 110
(3) Uncheck “Leave a copy of messages on server”

6. Click “OK” to finish.
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Change existing account

1.

On the main screen, right click on the mail account you want to change, and select “Properties”

=

fJ Example (user) Properties

S

General | Servers | Connection | Securty | Advanced |

Mail Account

S Type the name by which you would ke to refer to theze
i _-| servers. For example: "work" or "Windows Live
o Hotmad".

Example (user)

|I=zer Information

Name: 1 Excalibur Uszer

Organzation:

E-mail address:) user@example.com
Feply address:

Indlude this account when recenang mad or synchronzing

ok || Cancel Apply

e
Steps correspond with the numbers in the image.

(1) Enter your name as you want it to appears on emails

(2) Enter your email address
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2. Click on the “Servers” tab and you should this:
i ™
fJ Example (user) Properties M

| General | Servers | Connection | Security | Advanced|

Server Information

My incoming mail serverizsa  POP3 1 server

Incoming mail (FOP3): | pop.example.com

Outgoing mal (SMTP):  smitp example.com

Incoming Mail Server

E-mai usemame: user@example. com
Password: Ty
Remember password

6 @ Leg on using clear text authentication
i) Log on using secure password authentication
™) Leg on using authenticated POP (4POP)

Outgoing Mail Server
7 [#] My senver requires authentication 3

| ok || cameal || sopy

e

Steps correspond with the numbers in the image.

(1) Make sure that the incoming server is set to “POP3”
(2
(3
(4
(5
(6
(7

Enter “pop.yourdomainname.com” (example: pop.excaltech.com)
Enter “smtp.yourdomain.com” (example: smtp.excaltech.com)
Enter your email address

Enter your password

Select “Log on using clean text authentication”

—_ — — — — ~—

Check “My outgoing server requires authentication”
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Click on the “Settings” button under “Outgoing Mail Server,” and you will see this:

,

Logon Information

(@ Ilse same setings as my incoming mai senver

™) Log on using

Azcount name: | |

Pazzword; | |

[/] Remember pazsword
[ ] Log on using Secure Password Authentication

| ok || Cancel

Select “User same settings as my incoming mail server” and click “OK”
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4. Click on the “Advanced” tab, and you'll see this:

-

;‘,_I Example (user) Properties

)

Server Port Mumbers

[] Thiz zenves reguires 3 secure connection (SSL)
Incoming mal (POP3): 10 2

[ This server requires a secure connection (S5L)

Outgoingmad (SMTP): (111 |1

Server Timeouts
Shot Long 1 minute
Sending

[] Break apart meszages larger than |50 =

KB

Dielniary
3 [ Leave a copy of messages on server

Hemowve from server after |5 = day(z]

Remowve from senver when deleted from ‘Deleted ltems

|Ga'ﬂal|53vers|€m|55amy|ﬁd\'ﬁm

Lok J[ cancel ||

Apply

)

Steps correspond with the numbers in the image.
(1) Set the Outgoing mail (SMTP) port to 111
(2) Set the Incoming mail (POP3) port to 110
(3) Uncheck “Leave a copy of messages on server”

5. Click “OK” to finish
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