Welcome to the BMC Solutions step by step guide to set up your new email account locally
on your home or business machine.

If you use Outlook* to collect and view your email, please make the following amendments:
*These instructions are for Outlook 2003 — older versions are similar

1. Open Outlook. Depending if you have already used Outlook before, you may or may not
receive a special wizard to help you through this process. If a wizard does appear, please
follow the instructions at the end of the document to successfully set up your email account.
Otherwise, Select Tools > Email accounts from the top menu.

2. Select “add a new email account” and click next

3. Select POP3 account when prompted.

4. You are then presented with the following screen:

E-mail Accounts g|

Internet E-mail Settings {POP3)
Each of these settings are required to get wour e-mail account waorking.

User Information Server Information

Your Mame: Joe Bloggs Incoming mail server (POP3: pop3.bricsalutions. co.uk

E-mail Address: joe@yourdomain, com Sutgaing mail server (SMTP): piost, brcsolutions, co, uk,

Logon Information Test Settings

User Mame: joe@yourdomain. com After Filling out the infarmation on this screen, we
recommend you tesk your account by clicking the

Password: k| button below, (Requires netwark, connection)

Remember password

Test Account Settings ... ]

|:| Log on using Secure Password

Authentication (SPA) Maore Setkings

< Back, “ Mext = l [ Zancel
Fill in the details where indicated —
Your Name: Enter your name
Email Address: Enter your full email address
Incoming mail server (POP3): pop3.bmcsolutions.co.uk
Outgoing mail server (SMTP): post.bmcsolutions.co.uk
User name: Enter your full email address
Password: Enter your email password

From here, now click the “More settings” button



Once you are presented with the Internet E-mail Settings box, click the second tab, “Outgoing
Server”, and check the “My outgoing server (SMTP) requires authentication” as indicated
below.

Internet E-mail Settings f'5_<|

iZeneral | Oubtgoing Server |Cnnnectinn fdvanced

[+]# oukgoing server (SMTF) requires authentication:

@I Iz same settings as my incoming mail server

{:} Log on using

Remember password

Log an using Secure Password Authentication (SPA)

) Log on to incoming mail server before sending mail

(0]4 l [ Cancel

Now click OK, next, then finish.

You will have successfully set up Outlook 2003 to send and receive your email.



If you use Outlook Express, you will need to do the following:

1. Open Outlook Express. Select Tools > Account, click the second tab in, the “Mail” tab and
you will have a screen like this:

Internet Accounts

All |M~3i| |News Directory Sermvice &

Account Type Connection Bemowve

Properties

Set az Default

Expart...

Set Order...

Cloze

2. From here, click “Add” then “Mail” and you will be confronted with an Outlook Express

3

Internet Connection Wizard [ X

wizard.

Your Hame

YWhen pou zend e-mail, pour name will appear in the From field of the outgoing meszage.
Type vour name az you would like it to appear.

Dizplay name: |..||:n3 Blogod

For example: John Smith

< Back Mest = l[ Cancel

Enter your name here



Internet Connection Wizard

Internet E-mail Address

Your e-mail addrezs iz the address other people uze to zend e-mail meszages to pou,

E-mail address: joe@yourdomain. canm

For example; someonet@microzoflt, com

< Back ” Mest = l[ Cancel

Enter your full email address here

X]

Internet Connection Wizard

E-mail Server Hames

by incoming mall gerveriza | POP3 W | SEIVEL

Incoming mail [POP3, IMAP or HT TR server:

pop3. brmezalutions. co.uk,

A SMTP server iz the server that is uzed for pour outgoing e-mail.

Dutgoing mail [SMTP] zerver:

post Brcsolutions. co. uk|

< Back ” Mest > ][ Cancel

Enter the POP3 and SMTP settings in here as shown



Internet Connection Wizard

Internet Mail Logon

Type the account name and pazzword your Internet zervice provider has given you,

Account name: | joetEnaurdanmain. com |

Password: |u"uu| |

Remember pazsword

[F pour Internet service provider reguires pou to use Secure Password Authentication
[SPA] to access vour mail account, select the 'Log On Using Secure Paszword
Authentication [SPA) check bos.

[ ] Log on using Secure Pazswaord Authentication [SPA)

< Back ” Mest = l[ Cancel

Enter your full email address and password here and click next, then finish.

You will be taken back to the initial setup screen. From here, highlight the new account
(which will probably be called pop3.bmcsolutions.co.uk) and click properties.

¥® pop3.bmcsolutions.co. uk Properties |E| E|

General |Sewets Connection | Security | Advanced

b ail Account

Type the name by which you would ke to refer to these
zervers. For example: "work! ar "Microzoft kail

|Jger Information

Marne: |Jc|e Blogas

E-mail address: |iae@yaurdamain.cum

|
DOrganization: | |
|
|

Reply address: |

Include this account when receiving mail or synchronizing

I OF. H Cancel ]

Now select the second tab, the “Servers tab”



*= pop3.bmcsolutions.co. uk Properties |E| fz|

Generall Servers |D:unnection Security | Advanced

Server Information
My incoming mail serverisa |[POP3 TEMVEL

Ihcaming mail [POP3): |pop3.bmcso|ution3.co.uk |

Qutgaing mail [SMTP: | post. bmczolutions. co. uk |

Incoming ail Server

Account name: | joe@wourdomain. com |

Pazzsward: | [ITITITL |

Remember password

[] Log on using Secure Password Authentication

Outgoing kail Server

by zerver requires authentication Sgttlngs o

[ 0K ][ Cancel ][ Apply ]

Here, ensure that the bottom section, where it indicates “Outgoing Mail Server” settings, that
the “My server requires authentication” box is checked.



