




D. Account setup in Outlook

1. From the main program window, select Tools in the menu, then 
Email Accounts. 

2. Select Add a new e-mail account then select POP3 

3. Fill out the form according to the following: 
    User Name: your full email address (ex: user@domain.com)
    Password: Password by default is lender if you had us set it up 

or it is whatever you designated to the account when you set 
it up. 

4. (Make sure SPA is unchecked.) 

5. Click “More Settings” 
6. Click “Outgoing Server” tab 

7. Check “My outgoing server (SMTP) requires authentication
8. Select “Use same settings as my incoming mail server” 
9. Click “OK” then click “Test Account Settings” 

10. If everything checks off green (OK) you are done, otherwise    
       proceed to Step #11. 
11. Click “More Settings” 
12. Click “Outgoing Server” tab 
13. Check “My outgoing server (SMTP) requires authentication 
14. Select “Log on to incoming mail server before sending mail” 
15. Click “OK” then click “Test Account Settings” 
16. Click Next and Finish the setup wizard. 



E. Logging into Webmail

1. Browse to http://www.yourdomain.com/webmail. 

2. Login using your full email address and password when 
prompted. 

3. We offer 3 choices for web mail: NeoMail, Horde, and Squir-
relMail. Functionality wise they are all similar and your email will 
be the same regardless of which program you use.  The easiest 
one to use is SquirrelMail and we suggest you use that if you 
are a Novice to Intermediate computer user. 


