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E-mail Introduction
Below you will find instructions for using the various e-mail functions/options with your new HostGator account. We are also happy to provide you with the option to use our video tutorials instead or as a supplement to this printed documentation – you will find them at http://help.improvingworld.net
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Click the Email button for video instructions on setting up your email software application. 
· Supported Incoming Mail Protocols: POP3, POP3S (SSL/TLS), IMAP, IMAPS (SSL/TLS)

· Supported Outgoing Mail Protocols: SMTP, SMTPS (SSL/TLS)
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Click the Webmail button for video instructions on using any of the three webmail options provided as part of your service.
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Printed Instructions
With your new e-mail account, you have the following options for configuring, viewing and sending e-mail:

Create E-mail Account(s)
Webmail:  Log in  |  Read  |  Compose
Microsoft Outlook:  Manually Configure  |  Send/Receive
Create E-mail Account(s)
1. Open http://www.yourdomain.com/cpanel   - user name: xxxxxxxx,  password: xxxxxxxxxx (provided by HostGator)

2. Scroll down to the Mail section and click the Email Accounts icon.
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3. Enter the desired Email address and Password.
4. Select a Mailbox Quota.
5. Click the Create Account button.
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Log in to Webmail
1. Open http://www.yourdomain.com/webmail 


2. Enter user name your email address at this domain and password xxxxxxxxxxx (provided separately)
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3. Select (click) one of the webmail readers – I use SquirrelMail (I think it’s the simplest to work with)
[image: image5.png]SquinelMail
#horde A roundcube

Free webmal for he mesees
Read Mail Using Horde. Read Mail Using SquirrelMail Read Mail Using RoundCube

[ Enable AutoLoad ] [ Enable AutoLoad ] [ Enable AutoLoad ]

- - -
b » 2 X & M o

Change  Forwarding Auto Configure Email

Password Options Responders  Mail Client BoxTrapper Delivery Route Email Filtering




Note the feature options across the bottom of that screen as you might want to use them as well.
Read mail via the web
1. Log in to webmail


2. The main list of e-mail messages displays.
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Note: the SquirrelMail link in the upper right takes you to a site where you can learn more about the application, see screen shots and documentation on how to use all the features.

3. Click on the blue linked subject line (in this case the words “Test Message”) and the message opens.
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4. After reading the message you can click any of the following links:

· Delete – if you don’t want the message saved.

· Forward – to send it to another e-mail address

· Forward as Attachment – to send it to another e-mail address as an attached file.

· Reply – to respond to the sender.

· Reply All – to respond to the sender and anyone else s/he copied on the message. 

· Message List – to return to the Inbox

Compose/send e-mail via the web
1. Log in to webmail.


2. Click the Compose link in the upper left of the tool bar.
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3. The composition window displays.
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a. Enter an e-mail address in the To box.

b. Enter subject text in the Subject box.

c. Type your message in the box displaying the instructions in the above screen shot.

d. If you want to Attach a Word document, PDF or image file, click the Browse button, navigate to the file on your computer and click OK or Save (whatever option your system presents in that window). Then click the Add button.

e. Click the Send button.

Configure Outlook or other POP3/IMAP mail application
The online system provides an automatic configuration of this new account into Microsoft Outlook 2000 (I don’t know why they haven’t brought that up-to-date), it doesn’t work for Outlook 2007 or 2010, so you’ll need to follow the manual configuration instructions.

1. Open http://www.yourdomain.com/webmail 


2. Enter user name your email address at this domain and password xxxxxxxxxxx (provided separately)
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3. Click the Configure Mail Client link
[image: image11.png]Free webmal for he mesees
Read Mail Using Horde. Read Mail Using SquirrelMail Read Mail Using RoundCube

[ Enable AutoLoad ] [ Enable AutoLoad ] [ Enable AutoLoad ]

#horde S:;J et roundcube

~ B -
b & M o
L. =

Password  Options  Responders BoXTFaPPE  plivery Route  EMail Fitering






4. Copy the Manual Settings information for use in Outlook setup.  For this site, yours are:

· Mail Server Username: 8 character user name provided by HostGator
· Incoming Mail Server: mail.yourdomain.com
· Incoming Mail Server: (SSL) gator843.hostgator.com

· Outgoing Mail Server: mail.yourdomain.com (server requires authentication) port 26 (may differ depending on where HostGator set you up, so be sure to check this)
· Outgoing Mail Server: (SSL) *.hostgator.com (server requires authentication) port 465

· Supported Incoming Mail Protocols: POP3, POP3S (SSL/TLS), IMAP, IMAPS (SSL/TLS)

· Supported Outgoing Mail Protocols: SMTP, SMTPS (SSL/TLS) 


5. Log out of your webmail.


6. Follow instructions for your version of Outlook (2010 or 2007)

Outlook 2010 Instructions

1. In Outlook 2010, click the File tab and then click the Add Account button.
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2. Click the Manually configure server settings or additional server types radio button, and click the Next button.
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3. Confirm that Internet E-mail is selected and click the Next button.
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4. Complete the User Information, Server Information (POP3 incoming & outgoing should be mail.yourdomain.com) and Logon Information (User Name is the full email address) fields.
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5. Click the More Settings… button

6. Your email address should already be displayed in the first field of the General tab, copy and paste it into the Reply E-mail field and add an Organization name if desired.
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7. Click the Outgoing Server tab and check the box beside My outgoing server (SMTP) requires authentication.
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Click the Connection tab and make any changes necessary to match the way your computer connects to the Internet.
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8. Click the Advanced tab and change the Outgoing server (SMTP) to 26 (confirm the port number HostGator provided through your webmail panel), then select any other preferences you have regarding server timeouts, and leaving copies of messages on the server.
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9. Click the OK button.

10. Click the Next button and Outlook will test the account. When completed, click the Finish button.
Outlook 2007 Instructions
1. Open Outlook 2007


2. In the top menu bar click Tools and select Account Settings.
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3. Click the New… link
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4. Select the Microsoft Exchange, POP3, IMAP or HTTP option and click the Next button.
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5. Enter the name you want to display when sending and receiving messages in the Your Name box, and the e-mail address. Check the Manually configure server settings box (don’t forget this step or the e-mail send/receive won’t work with our server), and click the Next button.
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6. Select the Internet E-mail option and click the Next button.
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7. Complete the next screen as follows:

a. Confirm the name in the Your Name field is correct, if not, change it.

b. Confirm the address in the E-mail Address field is correct, if not , change it.

c. Enter mail.yourdomain.com in both the Incoming mail server and Outgoing mail server fields.

d. Enter emailname@yourdomain.com in the User Name field.

e. Enter xxxxxxxxxx in the Password field. (note: you can change this password in your site’s Mail options using the control panel – if you do, be sure to change it here as well).

f. Check the Remember password box.

g. Click the More Settings… button.
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8. In the Internet E-mail Setting screen, your e-mail address should already display in the first box, copy & paste (or type) it into the Reply E-mail box. Click the OK button.
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9. Click the Outgoing Server tab and check the My outgoing server (SMTP) requires authentication box and the Use same settings as my incoming mail server option. Click OK.
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10. Click the Connection tab and select the option that describes how you connect to the Internet.  If you’re not sure, skip this step until the end of these instructions and then open your existing e-mail account, navigate to this tab for it and record the information. After that, come back to this screen and complete it.
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11. Click the Advanced tab and change the Outgoing server (SMTP) to 26 (if that is the port number in the server settings HostGator gave you), then select any other preferences you have regarding server timeouts, and leaving copies of messages on the server.
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12. Click the OK button.


13. Click the Next button.


14. Click the Finish button.  If you receive an error message at this point, it’s probably because you need to look up the information for step #10 and complete that screen.


15. Click the Close button.

Microsoft Outlook Send/Receive
Please note that if you have more than one e-mail account set up in Outlook, one of them is set as the default account for sending e-mail.  

Outlook 2010

1. Click the New E-mail button in the top navigation.
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2. Select the email account you want to send from by clicking the From button and selecting from the options.
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3. Enter the email address of the person you’re sending to in the To… field (and Cc… if desired)
4. Enter the message Subject
5. Enter your message, attach files, etc.
6. Click the Send button
Outlook 2007

Please note that if you have more than one e-mail account set up in Outlook, one of them is set as the default account for sending e-mail.  

1. Click the New Message button/link.

2. If you want to send from an account other than the default, click the Account button and select the e-mail address you want to send from.
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3. Enter the email address of the person you’re sending to in the To… field (and Cc… if desired)
4. Enter the message Subject
5. Enter your message, attach files, etc.
6. Click the Send button
1
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