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Wednesday, 15 February 2017

The following guide has been prepared to assist MelbourneOnline customers with setting
up our POP based email on various devices.

Please note due to frequent updates in the various software packages, the steps required
may differ a little to those below.

As we don'’t carry all devices or email software in house, some of the steps below have
been provided by 3" suppliers and website.

For PC and Mac laptops we can also remotely connect to your device to assist with mail
setup.

Call us on 1300 721 821 or email support@melbourneonline.com.au for assistance.

Devices / Software

MS Outlook 2003 and 2007 0N PC........coeiiiiiiieiieieee e Page 2
MS Outlook 2010 and later 0N PC.........ooeiiiiiiieiieiee e Page 8
WiINAOWS 10 Mal ....ceiiiiiiie e Page 13
TIPRONE ..o Page 18
Android (8g SamsUNG, HTC) ....oviiiiiiiriieireese e Page 24
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MS Outlook 2003 and 2007 on PC

1) From the Tools menu select Account Settings:

Tools i&cﬁuns Help

Send/Receive 3

Instant Search 3

Address Book... Ctrl+5Shift+B

tE

Organize
Rules and Alerts...

Mailbox Cleanup...

e B

Empty "Deleted Items" Folder
Forms 3
Macro 3
Account Settings...

Trust Center... h
Customize...

Dptions...
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2) This will open a new window as shown below. Click New to add your new email

address:

Account Settings

E-mail Accounts

You can add or remowve an account, You can select an account and change its settings.

E-mail | Data Files | RSS Feeds | SharePoint Lists | Internet Calendars | Published Calendars | Address Books

‘i New... 3 Repair... [5F Change.

o @ et aspefaulk € Remove W

nline. com.au

Click New to add your
new email address

Change Folder | Personal Folders\Inbox
in data file 0:Outook\outiook. pst

| Type
POP/SMTF (send from this account by default)
POP /SMTP
POP,/SMTP

ssages to the following location:

15/02/17
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Again a new window will open. Choose the top option which includes POP3 then
click Next.

Choose E-mail Service

@ Microsoft Exchange, POP3, IMAP, or HTTP

Connect to an e-mail account at your Internet service provider (ISP) or your
organization’s Microsoft Exchange server.
"

(") Other
Connect to a server type shown below.

Fax Mail Transport
Outlook Mabile Service (Text Messaging)

Choose the top
option for POP3

<gack | Next> | | cancel
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4) A window similar to that shown below will be displayed. Click the check box at to
“‘manually configure server settings or additional server types” then click next.

Auto Account Setup

"Add New E-mail Account =]

Your Mame:

Example: Barbara Sankawvic

E-mail Address:

Password: ~ Click the check box to indicate you will
manually configure server settings. Then
e word your Internet sermwhas QivEn Yo,

Retype Password:

r
#

Manually configure server settings or additional server types

< Back ][ Mext = ][Eam:d
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5) On the next window choose the option labelled Internet E-mail which includes POP

mail.
Add Mew E-mail Account [2=2]
Choose E-mail Service
Internet E-mail
Connect to yowr POP, IMAP, or HTTP server to send and receive e-mail messages.
IE:I Microsoft Exc
Connect to Microsoft Exchand access to your e-mail, calendar, contacts, faxes and voice mail,
(") Other
Connect to a se TN
Cutock Mople & ﬁ‘é"%es‘a"ﬁ Ll e
| alxlt which includes POP mail.
Then click Next.
<Back | Next> | | cancel
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6) Fill in the next window as shown below then click Next to complete.

Change Account

email address on emails you send

Internet E-mail Settings

Each of these settings are required to get your e-mail account ding. /rEma“ Address

User Information i
Your Name: |Judd Taylor”
ountby clicking the button
E-mail Address: |judd@webhoﬁﬁaustralia.cm|
Server Information : : : :
) T?s??&éé%f incoming mail server and outgo$
Account Type: |P0p3 - > | mail server (SMTP) should be set to

1’}1;3{9\%0@!9{%% glﬁe,c’lickir]g the Mext button
in this example, the domain the domain

mail.webhostinga name is webhostingaustralia.com.au so the

. servers are set to
Logon Information mail.webhostingaustralia.com.au
SEE LITE |jUdd@whgstinqausna\h1b/ /
Password: R EE UL

Email address ’

Incoming mail server: |maiI.webhostingaustralia.com|

Outgoing mail server (SMTP):

| Remember password
: Password

Require logon using Secure Password Authentication (SPA)
More Settings ...

Should be unticked j
< Back | Next = | ‘ Cancel ‘

Your name . This will be shown next to your }>
P

——
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MS Outlook 2010 and later on PC

1) Click the File menu then click Account Settings:

9 |3 . Accounts - Misc - Microsoft Out
Hom: Send / Receive Fold View

Save A .

Account Information
1 s: ttachment:

JuddT@MelbourneOnline.com.au

Info E vonsum

% Add Account
Open —
Print ~ Account Settings
o] @ Modify settings for this account and configure additional connections.

elp
Account

|4 options Settings -
Exit

Mailbox Cleanup

@ Manage the size of your mailbox by emptying Deleted Items and

S archiving.

Tools -

Rules and Alerts
@]’ Use Rules and Alerts to help organize your incoming e-mail messages,

2) This will open a new window as shown below. Click New to add your new email
address:

Account Settings =]

E-mail Accounts
You can add or remove an account. You can select an account and change its settings.

E-mail | Data Files | RS5 Feeds | SharePoint Lists | Internet Calendars | Published Calendars | Address Books

'Q-ENEW... ¥ Repair... 95 Change... @9 SefasDefaul X Remove & &

| Type
POP/SMTP (send from this account by default)
POP/SMTP
POP/SMTP

nline.com.au

Click New to add your
new email address

ssages to the following location:

Change Folder | Personal Folders\Inbox
in data file 0:\Outiook\outlook. pst
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Again a new window will open. Choose the top option which includes POP3 then
click Next.

Choose E-mail Service

@ Microsoft Exchange, POP3, IMAP, or HTTP

Connect to an e-mail account at your Internet service provider (ISP) or your
organization’s Microsoft Exchange server.
"

(") Other
Connect to a server type shown below.

Fax Mail Transport
Outlook Mabile Service (Text Messaging)

Choose the top
option for POP3

<gack | Next> | | cancel
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4) A window similar to that shown below will be displayed. Click the check box at to
“‘manually configure server settings or additional server types” then click next.

Auto Account Setup

"Add New E-mail Account =]

Your Mame:

Example: Barbara Sankawvic

E-mail Address:

Password: ~ Click the check box to indicate you will
manually configure server settings. Then
e word your Internet sermwhas QivEn Yo,

Retype Password:

r
#

Manually configure server settings or additional server types

< Back ][ Mext = ][Eam:d
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5) On the next window choose the option labelled Internet E-mail which includes POP

mail.
Add Mew E-mail Account [2=2]
Choose E-mail Service
Internet E-mail
Connect to yowr POP, IMAP, or HTTP server to send and receive e-mail messages.
IE:I Microsoft Exc
Connect to Microsoft Exchand access to your e-mail, calendar, contacts, faxes and voice mail,
(") Other
Connect to a se TN
Cutock Mople & ﬁ‘é"%es‘a"ﬁ Ll e
| alxlt which includes POP mail.
Then click Next.
<Back | Next> | | cancel
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6) Fill in the next window as shown below then click Next to complete.

Your name . This will be shown next to your
email address on emails you send

Change Account

Internet E-mail Settings

Each of these settings are required to get your e-mail account workin ﬁma“ Address 1

User Information
|
Your Name: |]udd Taylod =
E-mail Address: |judd@webhostinga—u‘sﬁﬂa.cm|
Server Information - : : ;
¢~ »Both your.incoming mail server and outgoing ™

Account Type: |P0p3 — = | mail server (SMTP) should be set to
Incoming mail server: |maiI.webhostingaustralia.com| E—’“".i“y‘.”“md@mn‘fmm the Next button 4

Eg in this example, the domain the domain
Outgoing mail server (SMTP): | maijl.webhostingaustratia name is webhostingaustralia.com.au so the

Password: |=============== |

Remember password
Password

[ ]Require logen using Secure Password Authentication (SPA)

Email address

. servers are set to
Logon Information 2 3 -
mail.webhostingaustralia.com.au
User Name: judd@webhostingaustralia.col /K

@uldbeunticked j < Back | Next = H Cancel ‘
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Windows 10 Mail

1) When Windows 10 Mall is first opened, you’ll be greeted with a screen similar to below.
Click the “+ Add account” button

hA=
via

Accounts

First things first. Let's add your accounts.

—|— Add account
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2) Click “Advanced setup”

Choose an account

ai Outlook.com

QOutlook.com, Live.com, Hotmail, MSN

Exchange
Exchange, Office 365

Google

iCloud

Other account
POP, IMAP

ﬁ Advanced setup
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3) Click “Internet email”

Advanced setup
Choose the kind of account you want to setup. If you're not
sure, check with your service provider.

Exchange ActiveSync

Includes Exchange and other accounts that use Exchange ActiveSync.

- __-------_----_'-'-—-..
Internet email

POP or IMAP accounts that let you view your email in a web browser.
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4) Enter your details similat to shown below then click “Sign In”

Internet email account

Account name

| judd@webhostingaustralia.com.au

Your name

| Judd |

B Bch'your l,u,commg mail server and \
~ outgoin 1|“sprver (SMTP) should be
 setto m: Il’ ; ' domain name”

~ Egin ‘thIS example the domain the

~ domain name Js
«Webhostlgga

- are ?et to

e ..0~_

We'll send your messages using this name.

Incoming email server

| mail.webhostingaustralia.com.au

lia.com.au so the servers
bhostingaustralia.com.au

i

Account type

| POP3 " |

Email address

| judd@webhostingaustralia.com.au |

,.Usermme is your full email
adfkr e

User name

| judd@webhostingaustralia.com.au

Examples: keving, kevinc@contoso.com, domain\kevinc

Password

| Bch'your lucommg mail server and \
~ outgoin, 1|“sprver (SMTP) should be
~ setto m 1” ' domain name”

~ Egin thls example the domain the

~ domain name 15
'«Webhostl a lia.com.au so the servers

Outgoing server requires authentication R 'are ?et to mﬁ oL bhOStingaUStra"a-comD

Outgoing (SMTP) email server

| mail.webhostingaustralia.com.au

Use the same user name and password for sending email
D Require SSL for incoming email

D Require SSL for outgoing ema

: ..Ensuse SSL is not ticked

oty

Cancel Sign in
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5) If all details have been entered correctly, a screen similar to below will be display. Click “Done” to close.

All done!

Your account was set up successfully.

B judd@webhostingaustralia.com.au
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iPhone

1) Press the Home button and choose Settings.

Settings .

2) Scroll down and click Mail, Contacts, Calendars
Mail, Contacts, Calendars

3) Click Add account

¢ Settings Mail, Contacts, Calendars
iCloud
Inactive

Namecheap
Mall, Calendars, Reminders

Add Account

Fetch New Data Push

MAIL

Preview 2 Lines
Show To/Cc Label
Flag Style Color

Ask Before Deleting

.

Load Remote Images O
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4) Scroll down and select ‘Other’ from the list

{ Mail...  Add Account

A iCloud
@7 Exchange
Google:
YaHoOO!
Aol.

B4 Outlook.com

5) Select ‘Add mail account’

| Add Account I

MelbourneOnline.com.au
WebHostingAustralia.com.au
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6) Type in the following information to the screen

Name: Your full name. This will appear as the sender name when people get an email
from you

Email: Your email address

Password: Your password for the email account

Description: You can type anything as your description but | would suggest you use your
email address

It will then go and look up your account.

Cancel New Account Next

Name
Email
PaSSWOI’d 00000000OCGOOGOO

Description

7) Click Next at the top right of the screen.
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8) Click POP at the top. It should turn blue when you select it.

Cancel New Account Next

POP ]

Name
Email

Description

INCOMING MAIL SERVER

Host Name
User Name

PaSSWOI’d 0000000OCOOOOS

OUTGOING MAIL SERVER

Host Name

9) Name, Email and Description should be already filled in as you added these earlier.
Enter your full email address for the username and the password provided by
MelbourneOnline.

Both your incoming mail server and outgoing mail server (SMTP) should be set to
mail.”your domain name”

For example, the domain the domain name for Judd@ webhostingaustralia.com.au is
webhostingaustralia.com.au so the servers would be set to
mail.webhostingaustralia.com.au
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10) Click save at the top right and your iPhone, iPad or iPod Touch will verify your settings.

11). Next you need to check you are using the correct ‘port numbers’ for your email
account. Once the account details have been saved you will go back to the Mail, Contacts,
Calendars screen. Click your account from the list.

12). Scroll down and select Advanced

I N e

PaSSWOfd o000 cOOOROOOOOS

OUTGOING MAIL SERVER

SMTP

Advanced )

13) Type in the port number and choose if you want to use SSL for incoming email (most
email accounts use SSL as this protects you and keeps your messages private).
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{ Account  Advanced

Archive Mailbox

nsure “Remove” is set to
one week.
DELETED MESSAGES

Remove After one week »

INCOMING SETTINGS

Use SSL

Authentication Password g’l‘f:re A A t”"‘e‘j

IMAP Path Prefix

Server Port

S/MIME

S/MIME

15. Click the button at the top left to return to the previous screen.
16. Click on the outgoing host name on the screen

18.That’s it!
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Android (eqg Samsung, HTC)

1. From the home screen of your Android phone, press the Email icon (this might be
on your home screen, but might also be lurking in your Apps folder) to open the
app.

o
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2. On the Set up Email screen, complete the following details:

Click [Manual Setup]

E Set up email

You can configure email for most accounts
in a few steps

Jjohnsmith@example.com.au

Show password

Manual setup

qwer r ty
als d f g h Jlk

Z X ¢ V b nm
3 ¢
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3. Click [POP3 Account]

< E Add email account

What type of account?
POP3 account
IMAP account

Microsoft Exchange ActiveSync
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Complete the following information:

POP3 Server: Your POP3 mail server should be set to mail.”your domain name”

For example, the domain the domain name for Judd@ webhostingaustralia.com.au
Is webhostingaustralia.com.au so the servers would be set to
mail.webhostingaustralia.com.au

Username: Your full email address

Password: Your password provided by MelbourneOnline

Delete email from server: Set to 1 week

< Incoming server settings

Username

johnsmithl

Password

POP3 server

pop3.example.com.au

Security type

None

Set “Delete email from
Port server” to 1 week.

110

Delete email from server

Never

Click [Next]
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6. On the Outgoing Server settings page, fill in the following information:

SMTP Server: Set the SMTP set the same as the incoming server (step 4)
Username: Your full email address
Password: Your password provided by MelbourneOnline

< E Outgoing server settings

SMTP server

smtp.example.com.au

Security type

None

Port
587

v/ Require sign-in

User name

johnsmith@example.com.au

Password

7. Click [Next]
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8. On the Account Options page, you can edit some of the basic options to suit your
needs, including how often you want your emails to download from the server and
whether or not you want a notification each time you receive an email.

< E Account options

Peak schedule

Every 15 minutes

Off-peak schedule

Every 15 minutes

v/ Sync Email

v/ Notify me when email arrives
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9. On the last page of your Android email set up, you can give your account a name
and edit the name that appears on your outgoing messages.

E Set up email

Your account is set up, and email is on its
way!

Give this account a name (Optional)

johnsmith@example.com.au

outgoing messages) Your ne

John Smithl

Smithfield Smithsonian
qgwerT T t y u
a s |dif|gflh|] kIl

Z X C V. b n m
>3 ¢ 2 ©

10.Click [Done] to be taken to your inbox.
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