Orion Hosting Email Support. This document provides an example of how to setup a new email account using Microsoft Outlook 2003.
Please note that although the basic information to be setup is the same for any mail reader, the steps described here are specific to Outlook 2003.
For more in depth information, read through the FAQ provided on Orion’s website under Hosting Support and then consult the documentation for
your mail reader.

Step 1: Select Tools/Options from Outlooks main menu —
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Step 2: Select “View or change existing e-mail accounts’ from the selections that appear next, and press “ Next >”

This wizard will allow you to change the e-mail
accounts and directories that Outlook uses.
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Step 3: In the window that appears next, pressthe “Add...” button to add a new account.
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E-mail Accounts
You can seleck an account and change its setkings or remove ik,

Cuitlook processes e-mail For these accounts in the Following order:

[ Mame Type
| Mail Account 1 POPISMTE (Default)
| Mail Account 2 PORJSMTE
Accourt 2 (Hotmail) HTTF
#Mail User PQPJSMTP
Cirion #Mail POPISMTP
Crrion Metwork Adminiskration POPISMTP

Mave Dawn

Deliver new e-mail ko the Follawing lacation:

Personal Folders |%| | Mew Qutlook Data File... I

< Back H Finish ][ Zancel




Step 4: Inthe next window, select “POP3” and press the “Next >” button...
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E-mail Accounts

Server Type
You can choose the bype of server wour new e-mail accounk will wark with,

") Microsoft Exchange Server

Conneck bo an Exchange server bo read e-mail, access public Folders, and share
| — docUments,
~—— Conmect to & POPS e-metsErver to download your e-mail,
) IMaP
Conneck b an IMAP e-mail server to download e-mail and synchronize mailbos
Folders.
{JHTTP
Conneck toean HTTP e-mail server such as Hotrail bo download e-mmail and
synchronize mailbo:x Folders.
() additional Server Types

Conneck b anokther workaroup or Srd-party mail server,
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Step 5: Enter your account information.  Please note that the “User Name” field will hold your email account name as issued by Orion. Y our
“Outgoing mail server (SMTP)” will vary depending on the internet service provider you are using. This illustration shows “mail.comcast.net” —
but this could be completely different, based on your service provider. Please consult with your service provider if you do not know the name of
your SMTP server.

E-mail Accounts

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

User Information Server Information

Your Mame: Jane Dioe Incaming mail server (POP3Y  mail. hicam. et

E-mail Address; jdoe@mydomain.com Dutgoing mail server (SMTPY | mail. carncask. et

Logon Information Test Settings

Liser Mame: midomi1 Afker filling out the information on this screen, we
recommend ol besk wour accaunt by clicking the

Passwiorid; btk button below, (Requires nebworl conneckion)

Remember password

Test Accounk Setkings ... l

|:| Log an using Secure Password

Authentication {SPA) More Setkings
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When you are done enter information, press the “Next >” button.



Step 6: When you return to your E-mail Accounts window, you will see anew account added to the list as shown here.  To change the ‘Name’ of
your newly added account to something more descriptive, click on “Change...” button.
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E-mail Accounts
ou can select an account and change its settings or remove i,

Citlook processes e-mail for these accoiints in the Following ordeks
Mail Accourt 1 POPSMTP (Default)
Mail Account 2 FORSMTE Add...
Account3  (Hokmail) HTTP
wMail User POPISMTP
Cirion ¥Mail POPISMTP
Orion Metwork Administration POP/SMTP Set as Default
irnail; hicarn, riet | PORSMTP

.....................................

Move Up

Deliver new e-mail ko the Following location:
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Step 7: The E-mail Account setup dialog will appear. Pressthe ‘More Settings...” button...
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E-mail Accounts
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Internet E-mail Settings (POP3)

Each of these settings are required to get wour e-mail account warking,

User Information

Your Mame: Jane Doe

E-mail Address:  jdoe@mydomain.com

Logon Information

User Mame: mydomal

Passwiorid; s

Remember password

|:| Log an using Secure Password
Authentication {SPA)

Server Information

Incoming mail server (POP3:

Qutgoing mail serer (SMTR:

Test Settings

after filling out the information on this screen, we
recommend ol besk wour accaunt by clicking the

button below, (Requires nebworl conneckion)

rnail, Ricam, nek

|mail; corncask, met
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e
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Step 8: In the next window, change the Mail Account name to whatever you would like and then press “OK” to close the window...
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Internet E-mail Settings

General | Qukgoing Server | Connection | Advanced |

Mail
» Type the name by which you would like to refer to this

< account, For example: "waork! or "Microsaoft Mail Server”

irnail, hicarn, nek - My Primary Email Accounk

N
Cther User TRFSrmath

Cirganizakion:

Reply E-mail:
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Step 9: After closing the Advance Settings dialog, you will be returned to the E-mail Accountswindow. Press*®Next >”
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Internet E-mail Settings (POP3)
Each of these settings are required to get wour e-mail account warking,

User Information Server Information

Your Mame: Jane Dioe Incaming mail server (POP3Y  mail. hicam. et

E-mail Address; jdoe@mydomain.com Dutgoing mail server (SMTPY | mail. carncask. et

Logon Information Test Settings

Liser Mame: midomi1 Afker filling out the information on this screen, we
recommend ol besk wour accaunt by clicking the

Passwiorid; btk button below, (Requires nebworl conneckion)

Remember password

Test Accounk Setkings ... ]

|:| Log an using Secure Password
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Step 10: Y ou will be returned to your email accounts list. Confirm the account name change and press “Finish” to close thewindow.
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E-mail Accounts
You can seleck an account and change its setkings or remove ik,

Cuitlook processes e-mail For these accounts in the Following order:

| Mame Tvpe f Change...
j L POPISMTE (Default)
POPISMTP
Dave Arndt (Hoktmail) HTTP
#Mail User PORSMTR Remove
Cirion #Mail POPSMTP
Crrion Metwork Adminiskration POPISMTP

mail. hicom.net - My Primary Email Account  POPJSMTR

E-| Ijii [ I |l Move Do

Deliver new e-mail ko the Follawing lacation:

Personal Folders |%| | Mew Qutlook Data File... ]
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You're done



