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Setting Up to Read Mail
Background

Your domain can have as many separate mailboxes as you require, although most
businesses usually only want a single mail box. A mail box can receive mail from
many separate email addresses. An email address might be
sales@yourdomain.com.au’ or info@yourdomain.com.au but both can be redirected
by Netsite Australia to a single mailbox, so that one person can read (and respond) to
all email.

To read the mail in a mailbox, you have to set up an "account" in your mail reading
program, which might, for example, be Microsoft Outlook™ or Outlook Express™.
While the actual procedure to set up a new account in your mail reading program will
vary between programs, there are some basic concepts that remain the same.

Your name as it should be sent when you write
Your Name or Display Name | email. It might be your real name, or a generic
name, such as "Sales Team".

This is the address that others will use when
writing an email to you. It always has the format
<name>@yourdomain.com.au where <name> is
the name assigned to you by Netsite Australia. It
might reflect your real hame, or a generic name,
such as "sales".

Your E-mail Address

Your Account or ID This is always your full email address.

Is a kind known as POP3 or just POP. Its name
Your Incoming Mail Server | will be mail.mydomain.com.au That is, it is
exactly "mail." followed by your full domain name.

Is a kind known as SMTP. Its name must be the
name supplied by your Internet Service Provider
(ISP). Your ISP is the company that provides
your dial-up or broadband internet service.

Your Outgoing Mail Server

This is a name to give your new account, so it can
be differentiated from any other accounts you
have configured on your machine. This can be
any name that is meaningful to you.

Your Account Name

This is the password assigned to you by Nefsite
Your Password Australia. If you forget this password, you must
call Netsite Australia to have it reset.

Tip

Before you go too far defining your Netsite Australia email account, make sure you find
out the name of your Outgoing Mail Server as supplied to you by your ISP. One way
to do this is to locate your existing email account, open it up, and skip to where the

Outgoing Mail Server is defined. You can either copy the text, or write it down. Make
sure you write it down exactly.

T . . . . .
whenever this document refers to yourdomain.com.au, replace it with your domain
name, eg mycafe.com.au or mybiz.com
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¥8 Outlook Express

1. In the Tools menu, select Accounts. The following window is displayed.

Internet Accounts
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1. Ensure the Mail tab is selected. At this point, you may wish to select your existing

account and click Properties, to find out the name of your Outgoing (SMTP) Mail
Server.

1. Click on the Add button and select Mail.

Mews. ..
| Direckory Service. ..
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1. Having selected Mail, the Internet Connection Wizard will have started. Answer

the questions and click Next until you are presented with the final window as
follows.
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Internet Connection Wizard A x|

Coruge atulaliong

Wou have successfuly entered all of the mfomation requited bo et up yous account.

To zave theze sellings, chok Finish.

Carcel l

< Back

1. Click Finish. The new account with the name you chose for the account, will appear
in the listing of Internet Accounts.

1. To tell Outlook Express™ that you want to read the mail from the new mailbox
every time you click on Send/Recv, another step is required. Select the new
account (by clicking on it once) and click the Properties button. This will display
the following window.
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¥® mail.netspeed.com.au Properties 7] x|

General |Server3| Ennnectinnl Securit_l,II .ﬁ.dvancedl

bk ail &ccount
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servers. For example: wiork or “Microzaft Mail

Server
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E-maill addrezs:

Reply address:

v |nclude this account when receving mail or @

ak. Cancel Apply

1. Ensure the there is a tick next to Include the account when receiving mail or
synchronising. Click OK.

1. Your new account has been set up. You should now be able to read you Nefsite
Australia mail in the same way as you were previously reading your mail, for
example, by clicking on Send/Recv.
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' Inbox - Microsoft Dutlook

1. Set up in Outlook™ is almost identical to Outlook Express™. The Internet
Connection Wizard may contain an extra step, asking you to select the method by
which you connect to the internet. Since you are not changing this, the default
selection should be the correct choice. If you get the following window, just click
Next, whatever selection is shown.

Internet Connecktion Wizard = wL g

IF s afready have an account with an [ntemet sendce provided and have obtained 2l
the necessay conrechon mloemahon, pou can conmect bo poun account using powr
phione Fre. 1§ wou are cornected Lo oozl area netwotk [LAM] that iz connected to the
Irtemet, vou cam acoess the Inbeinet ower the LEN,

Which method do vou ward 1o wse o connecl bo the Inbeinel?

7 Cannect using riy phone line

O Ll establizh e Inleiret corsection manisly
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This and other documents can be found at http://netsite.net.au/

Netsite Australia

ABN: 48 003 403 941

Phone: 016 301 733
Facsimilie: (02) 6239 7444
E-mail: webhosting@drscc.com.au
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