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1. After installing Thunderbird, open the program and click File > New > Account.

2. Thunderbird will ask what type of account you wish to set up. Select the

default option of Email account. Click on Next> at the bottom of the
screen to continue.

3. You will now be on the Identity screen. In the Your Name field, enter a full
name for the account (i.e. Joe Smith, ABC Co. Human Resources). This name will

appear as the “From” name in the recipient’'s email client.

Type your entire email address in the E-mail Address box. Click on Next> at the

bottom of the screen.

4. You will now enter server information into Thunderbird. Set the “type of
server” option to IMAP. In the Incoming Server field, enter
imap.yourdomain.com, replacing “yourdomain.com” with the domain of
your website. For example, if your domain is “xyzinc.com,” you would en-
ter “imap.xyzinc.com.”

Make sure a checkmark appears in the Use Global Inbox checkbox.

In the Outgoing Server box, enter in the SMTP server for your Internet
Service Provider in the Outgoing Server box. A list of some ISP’s SMTP
servers can be found at:
http://www.onyourmark.com/tutorials/email/index.html. You may also con-
tact your Internet Service Provider for your SMTP settings.

Click on Next> at the bottom of the screen.
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New Account Setup

In order to receive messages, you first need to set up a Mail or
Mewsgroup account,

This Wizard will collect the information necessary ko set up a Mail or
Mewsgroup account. IF you do not know the information requested,
please contact your System Administrator or Inkernet Service
Provider,

Select the bype of account you would like ko set up:

=
~

" Mewsgroup account

ews & Blogs
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Identity

Each account has an identity, which is the information that identifies
youl to cthers when they recsive your messages.

Enter the name you would like to appear in the "From" field of your
outgoing messages {for example, "John Smith"),

Yfour Name: [ 108 Smith

Enter your email address. This is the address others will use to send
el £ you (For sxample, "User@sscample nst,

Email Address:  [joe.smith@yourdomain.cam|

Cancel
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Server Information

Select the type of incoming server you are using.

O POR (v IMAP

Enter the name of your incoming server {for example,
"mail.example.net"),

Incorning Server: Iimap.yourdnmain.com

Enter the name of your outgoing server (SMTP) (For example,
"smkp.example.net").

Qukgoing Server: Ismtp.yuurisp.cum

Cancel
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5. Thunderbird will now prompt you for your Account user names. Enter

your entire email address in the both the Incoming User Name and Out- | tserfames

going User Name boxes (you@yourdomain.com). Click on Next> at the

bottom of the screen to continue.

Enter the incoming user name given to you by your email provider

(For example, “jsmith"}.

Incoming User Mame: |joe.smith@yourdomain.com

Enter the outgoing user name given ta you by your email provider

(this is bypically the same as your incoming User name).

Qutgoing User Mame: |joe.smith@yourdomain.com
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6. You will now enter a name for this email account. We advise leaving

this as the default, which is your email address. Click on Next> to con-
tinue.

Account Name

Enter the name by which you would like to refer to this account (For

example, "Wark Account”, "Home Account” or "Mews Account™),

Account Name: |joe.smlth@yourdomaln.com

7. Mailbox setup is now complete! Thunderbird will present a screen reviewing
the details of your account You may click Finish to start using Thunderbird. The
program will now download your email messages.

We recommend taking time to explore the features of Thunderbird to acclimate
yourself with the program. Assistance with Thunderbird features is provided
within the program under the Help tab. More Thunderbird tools and tutorials can
be found at:

http://www.mozilla.org/products/thunderbird/

Once your mail has downloaded, please reply to any test messages sent to you
from OnYourMark, LLC. These test message replies verify that you can properly
send email.
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Congratulations!

Please verify that the information below is correct.

Account Narne: joe. smith@yourdomain.com
Email Address: joe. smith@yaurdomain.com
Incoming User Mame: joe. smith@yourdomain.com
Incoming Server Mame: imap.yaurdomain, com
Incoming Server Type: IMAP

Qutgoing User Marme: joe. smith

Outgaing Server Mame (SMTP):  smtp. yourisp.com

Click Finish to save these settings and exit the Account Wizard.
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