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Microsoft Exchange Mailbox Setup Guide

Setting up a Microsoft Exchange mailbox only takes a few minutes. You can set up any
email software to send and receive email from your mailbox. This guide will show you step

by step how to set up the most common mail clients to work with your new mailbox.

Software Covered in this Guide

' Outlook 2010

Outlook 2007
Outlook 2003
& Mac Mail (see note below)

@ Thunderbird (see note below)

O Note: To get the full benefit of your Microsoft Exchange mailbox you should
use Microsoft Outlook 2010, 2007, or 2003. However, it is possible to
connect to a Microsoft Exchange mailbox in other software, such as
Thunderbird or Mac Mail, using the IMAP protocol.

Before you start

Before you set up your email software, there are certain things you will need. These are
e Email software (Microsoft Outlook 2010, 2007, or 2003 is recommended)
e An Internet connection.
e The Microsoft Exchange server name (this will look something like EXCH-BEO4).
e Your username (This is the same as the email address for your new mailbox).

e The password for the mailbox.



Setting up Outlook 2010

Step 1 Click the Windows Start button and open the Windows Control Panel.
Step 2 The next step will depend upon the display mode on your computer.

Category view: If your Windows Control Panel is in Category view, click User accounts,
then click the Mail icon located at the foot of the screen.

8

Classic view: If your Windows Control Panel is in Classic view, click the Mail icon.

A

Mail
Step 3 Click the Show Profiles button. [ M Mail Setup - Outhook = 1
E-mad Accounts
_f Setup e-mal accounts and directories. EM#WE---I
Data Fies

=, Change settings for the files Cutlook uses to Data Fles...
F‘Q store e-mal messages and documents.

Profies
Setup multiple profles of e-mal acoounts and - Show Prafies. ..
% data files. Typically, you only need one. N

_ oo |
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Step 4

Step 5

Step 6

Check the box marked Prompt for a profile
to be used.

Click the Add button above When starting
Microsoft Outlook, use this profile.

A window will open, asking you to name the new
profile. When you’ve entered a name, click Ok.

Gm'
@ The folowing profiies are set up on this computer:

-~

When starting Microsoft Outiook, use this profie:
& _Prompt for a profie to be used)

" Always use this profile

oot g

[ o ]

Cancel | ooy

Genetd'
@ The folowing profiies are set up on this computer:

-~

When starting Microsoft Outiook, use this profie:
& Prompt for a profile to be used
" Aways use this profile

foutook =l

[ o ]

Cancel | ooy
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Step 7

Step 8

Step 9

The Add New Email
Account wizard will
open. Select Manually
configure server settings
or additional server

types and click Next.

Select Microsoft
Exchange or compatible
service and click the

Next button.

Enter the Microsoft
Exchange server name
for your mailbox,
ensuring Use cached
Exchange mode is

selected.

e —
" Add New Account
Auto Account Setup
Connect to other server types.

E-mail Account

M Add New Aecount

Internct E-mall
Connect bo POP o BMAP server o send and recerve &-mal messages.

Microsoft Exchange or compatible service

Connect and acoess e-mal messages, calendsr, ontacts, faves and voice rrﬂmem)

Tcaﬂllelu.p-plsusj

Connect bo & moble messagng service.
Other

Connect bo a server type shown below,

M A New Aecount

Server

Type the server name for your sccount. [f you don't know e Strver name, ak yiur
sceount provider,

Server: EXCHEELY
Cached Exchange Mode

e Example: EXCH-BEO4

Settings
Enfter the informaton requined to connect to Microsoft Exchange or a compatble service.
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Step 10

Step 11

Step 12

Step 13

Step 14

Enter your full email
address in the User
name text box, then click
the More Settings

button.

Type the user name for your account.

User hame:  raiph@ralhadomainname. com|

(<t (ot ] [ come ]

A window headed Microsoft Exchange Server will open. Click the Connection tab.

Ensure the Connect using my Local Area
Network (LAN) radio button is selected.

Towards the bottom of the window, there
should be a section headed Outlook
Anywhere Check the box marked Connect
to my Exchange mailbox using HTTP, then

click the Exchange Proxy Settings button.

' M Microsoft Exchange
| General | Advanced | secusrity | Connection |
Connection

Use these settings when connecting to Mrosoft
Exchange when working offine:

@) Connect using my Local Area Network (LAN) )
Connect using my phone ine
Connect using Internet Explorer’s or 8 Jrd party dialer

Durthock: Arvywdeene
@unnccl: o Microsoft Exchange using HTTR

(| Exchange Prowy Setings... |}

[ oc ][ conce J[ aou

)

@ Note: If the Outlook Anywhere section is hot shown, you need to upgrade to
the latest version of Windows XP or Windows 2003.

A new window will open. Under
Connection settings, enter
exchange.livemail.co.uk or
exchange.yourdomainname.com

(replacing yourdomainname.com

with your domain name).

) Microsoft Exchange Proxy Settings

Microsoft Outiook can communicate with Mrosoft Exchange over the Internet by
nesting Remote Procedure Calls (RPC) within MTTP packets. Select the protocol and the
dentity verification method that you want to use. If you don't know which options to
select, contact your Exchange Administrator,

Connection settings

Use this URL to connect to my proxy server for Exchange:

hitps:// exchange ivemal.co.uk
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Step 15

Step 16

Step 17

Step 18

Step 19

Step 20

Step 1

Ensure all the check-boxes are prinect tiaing S5 ordy
unselected and that the drop— Only connect to proxy servers that have this principal name in their certificate:

down list under Proxy
fast networks, connect using HTTP first, then connect using TCP/IP

authentication settings is set to 7| 0n slow networks, connact using HTTP first, then connect using TCP/IP
Basic Authentication. Proxy authentication settings
Use this authentication when connecting to my proxy server for Exchange:
Gosc Authentcation ) v |

ez e

Click OK, then click OK in the Microsoft Exchange Server window.

Click Next in the Add new E-mail Account window. Then click Finish to close the wizard

Open Outlook 2010 and

select your new profile,

when prompted. M Choose Profile =]
( Profie Name: OUiool v New... :
[My New Maibox ]
Lo {Outiook
LLOffice
& 2010 Microsoft Corporation. All rights reserved Cancel

Enter your full email address in the username text box, then your password, when

prompted.

Outlook will now load and synchronise with your Microsoft Exchange mailbox. For a new

mailbox this will take no more than a few seconds.

You have now configured Outlook 2010 for use with your Microsoft Exchange mailbox.

Setting up Outlook 2007

Click the Windows Start button and open the Windows Control Panel.
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Step 2 The next step will depend upon the display mode on your computer.

Category view: If your Windows Control Panel is in Category view, click User accounts,
then click the Mail icon located at the foot of the screen.

%)

Mail
Step 3 Click the Show Profiles button. Mail Setup - Outlook X
E-mail Accounts
—? Setup e-mail accounts and directories.
Data Files

& Change settings For the files Outhook uses to Data Fies...
&Q store e-mail messages and documents.

Profiles
Setup multiple profiles of e-mal accounts and Ehu-r
data files. Typically, you only need one. Al

Close I
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Step 4 Check the box marked Prompt for a profile to be Mail X

used. General |

@ The Following profiles are set up on this computer:

_

add... | Remave | wa!rtiesl Copy... |

When starting Microsoft Office Gutlook, use this profile:
@mmtforapruflelobcmcd

™ Ahways use this profile

l El

Step 5 Click the Add button. R x|

Gar-ardl

:@Thsfolmwofhsamsa up an this computer:

_

m Remoye | Pmpemes] Copy... |

‘When starting Microsoft Office Outhook, use this profile:
(* Prompt for & profile to be used
(" Abways use this profile

Jontiook [~

Step 6 A window will open, asking you to name the New Profile x|
new profile. When you’ve entered a name, click - T
" v ()
-
?roﬂelﬂmu:
My Mews Malbio:
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Step 7

Step 8

Step 9

The Email accounts
wizard will open. Ensure
the Add a new emalil
account radio button is
selected, then click the

Next button.

Select the Microsoft
Exchange radio button,
then click the Next

button.

Enter the Microsoft
Exchange server name
for your mailbox,
ensuring Use cached
Exchange mode is

selected.

E-mail Accounts E

This wizard will allow you to change the e-mail
accounts and directories that Outlook uses.

E-mail

(Eadd a new e-mail account
(Dview or change exdsting e-mail accounts

Directory

() Add & new direchory or address book:
(D) 'Wiew or change existing directories or address books

><

S

Add New E-mail Account rz|

Choose E-mail Service

) Internet E-mail

‘Connect to your POP, IMAP, or HTTP server to send and receive a-mail messages,
D Microsoft Exchange

Connect to Microsoft Exchange For access to your e-mall, calendar, contacts, Faxes and voice mai,
) Other

Connect ko & server type shown below.

[ <Back [ mext> D[ cancel |

Add New E-mail Account E|

Microsoft Enchange Settings
You can enber the required information to connect to Microsoft Exdhange.
Type the name of your Microsoft Exchange server. For information, see your system
adminkstrator,

Mirosoft Exchange server: |EXCHEEL2
CududEmdlmMnda

e Example: EXCH-BEO4
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Step 10

Step 11

Step 12

Step 13

Step 14

Enter your full email Type the name of the madbox set up fior you by your administrator, The malbox name

is usually your user name.
address in the User User Name: [ralohé@ralphsdomanname.cor
name text box, then click (s
the More Settings
I < Back " et = ] [ Cancel ]

button.

An error message will appear. Don't worry, click the OK button, then click Cancel on the

next window.

] The action could not be complsted. The connection to the: Microsoft Exchangs Server is unavalable, Outhook must be
. online or connected to complete this action.

A window headed Microsoft Exchange Server will open. Click the Connection tab.

Ensure the Connect using my Local Area Microsoft Exchange
Network (LAN) radio button is selected. General || Advanced | Security | Connection | Remate Mal
Connection

Use these settings when connecting to Microsoft
Exchange when working offline:

{(EXconnect using ry Local Area Netwaork (LAN)

() Comnect using my phane line

() Comnect using Internet Explorer's or a 3rd party dialer

Towards the bottom of the window, there should Mo

be a section headed Outlook Anywhere Check

the box marked Connect to my Exchange

mailbox using HTTP, then click the Exchange Outlook Anywhers

Proxy Settings button. ([kennect to Merosoft Exchange using HTTP

[CExchange Proxy settings... )|

£

[oc  J[ conce ][ app
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Step 15

Step 16

Step 17

Step 18

Step 19

Step 21

Step 22

9 Note: If the Exchange Anywhere section is not shown, you need to upgrade
to the latest version of Windows XP or Windows 2003.

A new window will open. Under
Connection settings, enter
exchange.livemail.co.uk or
exchange.yourdomainname.co
m (replacing
yourdomainname.com with
your domain name).

Ensure all the check-boxes are
unselected and that the drop-
down list under Proxy
authentication settings is set to
Basic Authentication.

Microsoft Exchange Proxy Settings g|

Microsoft Office Outlook can communicate with Microsoft Exchange ower the Internat by
nesting Remote Procedure Calls (RPC) within HTTP packets. Select the protocol and the
identity werification method that you want to use. IF vou don't know which options to
select, contact your Exchange Administrator,

Connection settings

Lse this URL for Exchange:
https:ff{ | exchange ralphsdomainnanne. com

[ Onty connect to prosxy servers that have this principal name in their certificate:

[[]on fast netwarks, connect using HTTP first, then connect using TCP{IP
[+*] On slow networks, connect using HTTP first, then connect using TCPJIP

Proxy authentication settings
L i er for Exchange:

Basic Authentication w

Click OK, then click OK in the Microsoft Exchange Server window.

Click Next in the Add new E-mail Account window. Then click Finish to close the wizard

Open Outlook 2007 and select your

new profile, when prompted.

Choose Profile

Profile Mame: | my@mydomain, com| o [ Mew, .. ]

my@mydomain, com
Cutlook

[o]'4 ] [ Cancel ][thions -

2006 Microzoft Corporation. All rights rezerved,

Enter your full email address in the username text box, then your password, when

prompted.

Outlook will now load and synchronise with your Microsoft Exchange mailbox. For a new
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mailbox this will take no more than a few seconds.

You have now configured Outlook 2007 for use with your Microsoft Exchange mailbox.

Setting up Outlook 2003

Step 1 Click the Windows Start button and open the Windows Control Panel.
Step 2 The next step will depend upon the display mode on your computer.

Category view: If your Windows Control Panel is in Category view, click User accounts,

then click the Mail icon located at the foot of the screen.
ﬁ J‘ .
| L

Classic view: If your Windows Control Panel is in Classic view, click the Mail icon.

.

Mail

Step3  Click the Show Profiles button.

E-mail Accounts
5 Setup e-mail sccounts and diectories.
2 |
Data Files
#, Change settings for the files Cutiook uses to Data Files. ., |
9;1\, store e-mail messages and documents.
Prafiles

W Setup multiple profiles of e-mail accounts and 5,,:.,."
data files, Typically, you only need one. A

Close I
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Step 4 Check the box marked Prompt for a profile to

be used.
Step 5 Click the Add button.
Step 6 A window will open, asking you to name the

new profile. Once you have entered a name,
click the Ok button.

Mail

X]

Gemrdl

,@mmm«emmmmm:

_

Add... | Remove | Pruperties| Copy... |

When starting Mecrosaft Office Outlaok, use this profile:
(& Frompk for a profile to be used

(" Akways use this profile

I =

Mail X

Gan-ardl

@mm«rﬂpmmsmsummﬂism:

_

m Remove | Prupemes] COpY... |

‘When starting Microsoft Office Quthook, use this profile:
{* Prompt for & profile to be used
(" Ahways use this profile

Joutioo [/]

New Profile X

£ e o G

?mFlel'l-emu:
Tety M MMladbioe
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Step 7

Step 8

Step 9

Step 10

The Email accounts wizard
will open. Ensure the Add a
new email account radio
button is selected, then click
the Next button.

Select the Microsoft
Exchange Server radio
button, then click the Next

button.

E-mail Accounts Ed

This wizard will allow you to change the e-mail
accounts and directories that Outlook uses.

E-mail

(E)ndd & new e-mail aceount
() view or change existing e-mal accounts

Directory

() Add a new directory or address book
() 'iew or change existing directories or address books

E-mail Accounts (<]

Server Type
You can choose the bype of server your new e-mall account will work with.

{EIMicrosoft Exchange Server
Connext to an Exchange server to read e-mail, access public folders, and share
documents,

I POP3
Connext to a POP3 e-mail server to download your e-mail.
(I IMAP
Wtommmmmmmmmm
S

CHTTR
Connect to an HTTF e-mall server such as Hotmal to download e-mal and
synchronize maiboc folders,

) additional Server Types
Connect to another workgroup or 3rd-party mai server.

Enter the Microsoft

Exchange server name
for the mailbox, ensuring
Use cached Exchange

mode is selected.

e Example: EXCH-BEO4

Enter your full email
address in the User
name text box, then click
the More Settings
button.

< Back het > Cancel |
E-mail Accounts H
Enchange Server Settings _/Z/_
Yois can enter the required information o canneck bo your Exchange server.
Type the name of your Microsoft Exchange Server computer. For information, see your
system administrator, _
Microsaft Exchange Server: EXCH-BELZ
|[..-.
Type the name of the maibao: set up fior you by your administrator. The mailbox name
is wsually your user name. _ :
ot [t o
e sotos D
[ <Back [ mest> | [ concel |
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Step 11 An error message will appear. Don't worry, click the OK button, then click Cancel on the

next window.

' Thee ackion could not be completed. The connection to the Microsoft Exchangs Server is unavalable. Cutlock must be
L3 orling or connected Lo complete this action.

()
Step 12 A window headed Microsoft Exchange Server will open. Click the Connection tab.
Step 13 Ensure the Connect using my Local Area Network (LAN) radio button is selected.
Step 14 Towards the bottom of the window, there should be a section headed Exchange over the

Internet. Select the Connect to my Exchange mailbox using HTTP check box, then click

the Exchange Proxy Settings button.

L= o5

Microsoft Exchange Server

General | Advanced | Security | Connection | Remate Mai

Connechion

Use these settings when connecting ko my Exchange
server when working offine:

(%) Connect using my Local Area MNetwork (LAM)
() Connect using my phone line
{7 Connect using Internet Explorer’s or a 3rd party disler

Modem

Exchange over the Inkernet
nnneu:t to my Exchange malbox using HTTP

([-Exxl'ﬂ'h;e Prooy &tt'ngs.:)-l

| ok || cancel || appy |

Note: If the Exchange over the Internet section is not shown, you need to
upgrade to the latest version of Windows XP or Windows 2003.

Step 15 A new window will open. Under Connection settings, enter exchange.livemail.co.uk or

exchange.yourdomainname.com (replacing yourdomainname.com with your domain name).
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Step 16 Ensure all the check-boxes are unselected and that the drop-down list under Proxy
authentication settings is set to Basic Authentication.
Microsoft Exchange Proxy Settings g|

Microsoft Office Cutlook can communicate with Microsoft Exchange over the Internet by
nesting Remote Procedure Calls (RPC) within HTTP packets. Select the protocol and the
idenkity werification methad that you wank to use, IF you dont know which options to
select, contact your Exchangs Administrator,

Connection settings

Lise this LRL for Exchange:
https:ff{ exchange.ralphsdomainname.com  }

[ onty connect to proxy servers that have this principal name in their certificate:

[C]on Fast netwarks, connect using HTTP first, then connect using TCP/IP
[l on slow netwarks, connect using HTTP first, then connect using TCPIIP

Procey authentication settings

er for Exchangs:

| ok | [ concel |
Step 17 Click OK, then click OK in the Microsoft Exchange Server window.
Step 18 Click Next in the Email Accounts window, then click Finish to close the wizard.

Step 19 Open Outlook 2003 and select

Choose Profile

your new profile, when prompted.

Profile Marne: | myi@nydannain, com) ™ [ Mew,., ]
my@mydomain, com
Duklook,
a4 l [ Cancel ][thions pe

© 2006 Microsaft Corporation, Al rights reserved,

Step 20 Enter your full email address in the username text box, then your mailbox password in the

Password field when prompted.

Outlook will now load and synchronise with your Microsoft Exchange mailbox. For a new

mailbox this will take no more than a few seconds.
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Setting up Mac Mail

Step 1 Open Mac Mail.

Step 2 Click Preferences from the Mail menu. m File Edit View Mail

() About Mail ]

"ON1  Hide Mail #H
+ gss  Hide Others X #H
Show All
Quit Mail ®Q

Step 3 Click the Create an account button to open the Add Account wizard. This is ll:
located under the Accounts list, on the bottom-left of the window. -

Step 4 Enter your name in the Full Name text-box. This is what most people will see when you

send them an email. Type your email address in the Email Address text-box.
Enter the password for the mailbox in the Password text box.

Click the Continue button.

Add Account

You'll be guided through the necessary steps to set up
an additional mail account.

N

To get started, fill out the following information:

Full Name: | Ralph Smith |

Email Address: ralph@ralphsdomainname.con

Password: eescsccscccse

\_'j
@ Cone ) (G
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Step 5 On the Incoming Mail Server page, enter the following information:

@

Account Type: Select Exchange from the drop down menu.

Description: Enter a name for this account so you can identify it. This is only
visible to you.

Incoming Mail Server: Enter exchange.yourdomain.com (replacing
yourdomain.com with your own domain name).

User Name: Enter your full email address.

Password: Enter the password for the mailbox.

Outlook Web Access Server: Enter exchange.yourdomain.com (replacing

yourdomain.com with your own domain name).

Incoming Mail Server

Account Type: | €3 Exchange l'é-q

Description: Ralphs Email

Incoming Mail Server: exchange.ralphsdomainar

User Name: ralph@ralphsdomainame.c

Pﬂ.SSWDde YT T TR AR

Outlook Web Access Server: hg.ralphsdom ainname.c—:}mJ

[ Cancel [_ Go Back ;I(__Cuntinuejl

Click Continue when you are done.

Step 6 Enter the following information on the Outgoing Mail Server screen:

Outgoing Mail Server: Enter smtp.yourdomain.com (replacing yourdomain.com
with your own domain name).

Use only this server: Check this box.

Use Authentication: Check this box.

User Name: Enter your full email address.

Password: Enter the password for this mailbox (the same password that you

entered on the previous screen).
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Step 8

Step 1

Outgoing Mail Server

Description: (optional)

Outgoing Mail Server: v.sm(p.ralphsdomainnama
M Use only this server

@ Use Authentication

User Name: ralph@ralphsdomainname.

Password: [““""'""l J

i Checking connection to mail server
“exchange.ralphsdomainname.com”...

@ ( GoBack ) ~ Continue

Click Continue when you have filled out this information.
Confirm the details you have filled out, and click the Create button.

Mac Mail is now configured to send and receive email from your Microsoft Exchange

mailbox.

Setting up Thunderbird

Open Thunderbird.

Quick tip: When you open Thunderbird for the first time, and you already
have mailboxes set up using other email software, Thunderbird's Import
Wizard may offer to import your email account settings. If you choose not to
import settings from another email program, the Account Wizard will open.
This guide takes you through setting up your Microsoft Exchange mailbox

using the Thunderbird Account Wizard.
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Step 2 The Account Wizard will open, if you don't have any

LI:II:I]"_;
other mailboxes set up in Thunderbird. If the wizard Address Book Crrl+2
does not open automatically, click Account Settings Add-ons
in the Tools menu. Message Filters. ..
Imipiork
Error Console

Step 3 Click the Add Account
button.
Step 4 Select the Email account

radio button, then click
Next.

Options...

Account Settings

I~ Local Folders

Disc Space
Jurk, Settings The following is 2 spedial account. There are no identities associated with it.
Outgoing Server (SMTP) Account Mame: | Local Fokders ]
Message Storage
[[] Empty Deleted foider on Exit
Local directory:
C:ADocuments and Settings\iohn.dsinton! Application Datal| | Browse...
CCasircon-> |
L J
Account Wizard E|
New Account Setup

In order ko receive messages, you first need to sst up a Mail or
Mewsgroup sccount.

This Wizard will collect the information necessary ko set up a Mail or
Meswsgroup account. IF vou do nat know the information requested,
please contact your System Administrator or Inbernet Service Provider,

Select the type of account you would ke to set up:

) Emai account

) R55 News & Blogs
O Google Mal

) Newsgroup account

ek = | Cancel
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Step 5

Step 6

Enter your name in the Your Name
text-box. This is what most people
will see when you send them an
email. Then enter your email address
in the Email Address text-box, then
click the Next button.

Click the IMAP radio button, enter
exchange.yourdomain.com
(replacing yourdomain.com with
your domain) in the Incoming
Server text-box and
smtp.yourdomain.com (again
replacing yourdomain.com with
your domain) in the Outgoing

Server text-box, then click Next.

Enter your email address in the
Incoming User Name and
Outgoing User Name text fields,

then click Next.

X

Account Wizard

Identity

Each account has an identity, which is the information that identifies
you to others when they receive your messages.

Emaﬂwenaneywmidhtnoppwhme?mm Field of your
outgoing messages (for example, "John Smith™),

Your Mame: Rualph Smith

Enter your email address. This is the address others will use to send
ermail to you (For example, “usen@®example.net”).

Emai Address: | réiph@ralphsdomainnarme. com|

| < Back, d et > }' Cancel

Account Wizard D?i
Server Information

Select the bype of NCOMING SErver you &ré using.

o G

Enter the name of your incoming senver (for exampls,
“miadl, eample, net ),

Incoming Server: | exchangs.ralphedomain. com
Enker the name of your outgoing server (SMTP) (for example,
ot ecample. net”),

Outgeing Server:  skp.ralphedoemain. com

« fack || [ “I Canoel

Account Wizard r>_(l

LR

User Names

Enter the incoming user name given to you by your email provider (for
example, “jsmith™).

Incoming User Name: _laIW@(aIplsdunah‘marne.m

Enter the outgoing user name given ko you by your emall provider (this
is typically the same a5 your incoming wser name).

Quitgaing User Mame: | ralph@ralphsdomainname. com|

[ < Back I(I Mext > DI Cancel ]

Click the Finish button and your Microsoft Exchange email will be set up in Thunderbird.

Note: The first time you access your mailbox, Thunderbird will ask for the
password you chose when you created the mailbox in your Fasthosts

control panel.
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