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Setup and Managing Your Domain E-mail Account

Web Based Email Retrieval

Log In
=  Go to http://mail.yourdomain.name (ex: http://mail.chakracentral.com)
= Enter your e-mail address and password

Password Update:
= When logged in, click on the GREEN ARROW on the Settings tab and select Accounts.
= Next, click your account and select modify:
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chakrahos! com/mark (ma r;:@th.iﬂ:!ﬂ host.com)

= Follow the on-screen directions to change your password.

Get Messages / Sending Email
= Use the top navigation and follow provided prompts to read and send your emails.

E-Mail Settings for Outlook: Disregard if forwarding e-mail

= Click on Tools then Email Accounts.
= Select
0 For new setup: Add a new e-mail account
0 For changes/updates to existing: View or change existing e-mail accounts
= Highlight your e-mail account and click change.

E-mail Accounts

This wizard will allow you to change the e-mail
accounts and directories that Dutlook uses.

E-mail

%) Add & rewe a-mail sccount
(3 Wiewe or change existing &-mail sccounts

Directory

(Cradd & rew dirsctory or addeess baok
) Wiews o change existing directories or address books
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= For new setups, select POP 3. For existing accounts this step is skipped.

E-mail Accounts

Server Type
‘Yot can choose the bype of server your nevw e-mad acount wil work, with,

() Microsoft Exchange Server
Connact bo an Exchangs sarver to rasd a-mal, access public folders, and shara
dooumsnit,

EPora
Connack ba & POPS a-mail sarver bo downlosd your a-mad.,
i IMAP
mﬁwt ta an [MAP e-mal server bo dovnload e-mall and synchronize maslboo:

CIHTTP

Connect to an HTTP e-maill server such as Hotmaill bo downiload e-mail and
syrchronipe malbox Folders,

(_ additional Server Types
Connect to another workgroup or Jrd-party mad server,

[ <sack J[_met> | [ concel |

= Then enter your information per the screen shot below, make sure it looks like this with your user
information as provided by Chakra’s Support Team.

E-meail Accounts

Internet E-mail Settings (POP3)
Each of these settings sre regueed bo get your e-mal account working.

User Enformmation Server Information

Your hatne: our Mate Trocoming mad server (POP3) | mad chabrshoet, com
E-mad Adidress: sy domasn; oem Outgoing mad server (SMTP): | enad chbrabest . com

Logon Information Test Sethings
User M — After filirg out the information on this s een, we

recofrenend you test your acoount by choking the
Padword: S TR ] Toutton babow, (Requines network connection)

[ srarnbar patswornd
[CJkog on using Secure Fassword
Authenticstion (SPA) Hore Settings ...
[ <mack || mars | | cones |

= NOTE: Please change your SMTP (outgoing) and POP3 (incoming) settings to mail.{insert your
domain name here } [ex. mail.abcwidgets.com, mail.123company.net, etc.]

= Next click on More Settings...
= You will now go to the General Tab. Update information as indicated.

This document is for the sole use of the intended recipients, and may contain confidential and privileged information. Any unauthorized
review, use, disclosure or distribution of this document is prohibited.



)" "" Chakra Communications, Inc.
B0WDmllard Ave Lancaster, NY 14086
] [ 716.505.7300 Fax T16.505.7301
\ , 140 Washington Ave Ste 150 Endicott, NY 13760
— GO7.748.7491 Fax607.748 6839 (3- reate

Croate to Commaunisate:
L E N N N J

”

;:M'MH(JH cate Cwmtfff

= Next, select the Outgoing Server Tab. Make sure your settings look exactly as listed below.

Internel E-mall Settings (FOF3)
Each of theos sabtings are regured bo get your s-maill scopunt working,

Internet E-mail Soitings

g | Genersl | Curgorg Server | Connection | Advanced

1My cutgaly server (SMTP) requires suthentication
[y Jurrarreres SRR & By WO Fibdl SeFYeE

L4 pr thiz screen, wea
E2 Loy on ung . b chicking the

Py bk corneschion))

O

More Setitangs ...
HLog on o incoming mad server bofore sending mad
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Managing your storage limits

= You can add additional settings to your Outlook to better keep your storage space within the
maximum limits by setting up deletion rules.

=  Click on the Advanced Tab.

= By default, Outlook keeps all messages that you download to your Computer stored on the server.
You can select “Leave a copy of messages on the server” and check “Remove from server after x
days”. Depending on the amount of e-mail you typically receive, 14 days should be an acceptable
number. Please keep in mind that mail stored on your Computer can be saved forever and does not
count against your mailbox quota, only the messages saved on the server.

Internet E-mail Settings E

| General || Dukgoing Server || Conneckion | Advanced |

Server Pork Mumbers

Incoming server (POPS): 110 Use Defaults

[] This server requires an encrypted connection (S5L)

Cukgoing serwver (SMTR): 25
[] This server requires an encrypted conneckion (5513

Server Timeouts

ShoHE el a L o 1 minute

Delivery
Leave a copy of messages on the server
Remove from server after | 8 {ﬁ davys

[[] remove from server when deleted from 'Deleted Ttems'

I Ok ] [ Cancel ]
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= After you have completed any changes, click OK to save the changes.

= Click Test Account Settings. If the test was successful, click close and close final window. If you
have any problems or errors, please contact Chakra’s HelpDesk team.

E-mail Change Requests
e For your security, any requests to change, add or remove passwords or accounts must be
submitted in writing by fax or by e-mail from an authorized representative of your Company
e Faxrequests can be sent to (716) 505-7301.
e Please include contact information for the person making the request

Anti-Spam Settings

e By default, Anti-spam filtering is applied to all of your e-mail accounts. All messages in the
Spam Folder found in your webmail account are automatically deleted after 30 days. Itis
recommended that all e-mail users periodically log into their webmail accounts and check
this folder to ensure legitimate or wanted e-mails have not been delivered there. If you find a
message in the spam folder that you do not want flagged as Spam, you can “whitelist” the
sender and all future messages from that sender will bypass the spam filters and be
delivered to your Inbox. For instructions on “whitelisting”, please log into your webmail
account and click on the “Blue Question mark” located at the top right of the screen.
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