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EMAIL CONFIGURATION GUIDE
For

Mail on Mac OS

A. Mail (Version 7.3) —
Step 1: Click on the Mail m icon to start the Mail application.
v

® Mail File Edit View Mailbox Message Format Window Help O @ DO i B 4 71%@k Wed 4:15pm XYS Q iE
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Next, a new window will appear as shown below.

Inbox

J | N3

Delete Junk Reply Reply All Forward Flag

Search

Choose a mail account to add...

B iCloud
' @8 Exchange

) GO‘JS[@
' YAHOO!
" Aol.

’w Add Other Mail Account...

i Cancel Continue

Step2: From the mail account list, choose [Add Other Mail Account...] by clicking
on the radio button next to it and then, click | Centinue | to proceed to

add a mail account.
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Step 3:

Inbox

Junk Reply Reply All Forward Flag

On [Add a Mail Account] panel, enter the name of the user, email address
and password in the textboxes and then, click on the | Create | button.

Add a Mail Account

To get started, provide the following information:

Full Name: |Tester
Email Address: |tester@xysoft.sg

Password: eseesssse

Cancel | Create
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Step4: On the next panel, you might see a message [Account must be manually
configured].

=) Show
Add a Mail Account
To get started, provide the following information:

Full Name: |Tester
Email Address: | tester@xysoft.sg

Password: esssssss

I Account must be manually configured I

Cancel Next

Click on the Mext button below the message to proceed with the
configuration.
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Step 5: To configure the Incoming Mail Server, choose the [Account Type] by

clicking on either [POP] or [IMAP]. Next, enter “mail.[Domain Name]” in

the textbox for [Mail Server] and the email address in the textbox for [User

Name]. Lastly, enter the password for the email address.

Click onthe | Next

Incoming Mail Server Info

Account Type: | IMAP | POP
Mail Server: | mail.xysoft.sg
User Name: | tester@xysoft.sg

Password: essseess

Cancel Back Next

| button to proceed to the next step.
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Step 6 : A [Verify Certificate] message will pop up to warn on the identity of the
mail server. Please do not be alarmed. Click on the | Connect | button to
proceed.

nbox

(2] Show
Sort by Date v 10,00, Verify Certificate

The identity of “mail.xysoft.sg” cannot be verified.

The certificate for this server is invalid. You might be connecting to a server
that is pretending to be “mail.xysoft.sg” which could put your confidential
information at risk. Do you want to connect to the server anyway?

Show Certificate | Cancel | | Connect

- Signingin...

| Cancel | Back Next
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Step 7 : To configure the [Outgoing Mail Server], enter “mail.[domain name]” in the
textbox for [SMTP Server] and the email address in the textbox for [User
Name]. Lastly, enter the password for the email address.

Outgoing Mail Server Info

SMTP Server: ' mail.xysoft.sg
User Name: | tester@xysoft.sg

Password: | seessessdl |

Cancel Back Create

Next, click on the |  Create | button.
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Step 8: To complete the Mail client setup, go to the Mail menu. Choose and click

on the submenu [Preferences] as illustrated below.

o JOZTN File Edit View Mailbox Message Format Window Help & @ O

About Mail

4 = 4 70%@F Wed4:17pm XYS Q iE

Preferences...
Accounts...
Provide Mail Feedback...

Add Account...
Services

Hide Mail
Hide Others
Show All

Quit Mail
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Next, you will see the account settings on the [Account Information] panel.

Accounts

Geneml _mmws Junk Mail Fonts & Colors Viewing Composing Elgnatures Rules

@ tester@x -- Mailbox Behaviors = Advanced _|

[E Enable this account

Account Type: POP

Description: I testerf@wysoft.sg

Email Address: 'tester@m.rsnft.sg

Full Name:  Tester

Incoming Mail Server: 'mail.wsoft.sg

User Name: I testerf@uysoft.sg

Password: ssssssss

Outgoing Mail Server (SMTP): | mail.xysoft.sg:tester@xysoft.s + |

E] Use only this server

Yy
[==d |
)
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Step9: To edit the SMTP Server settings, click on the up down : arrow keys
located at the right end of the textbox for [Outgoing Mail Server]. Next,
click on [Edit SMTP Server List...].

@00 Accounts

General | Account

Junk Mail Fonts & Colors Viewing Composing Signatures Rules
= tester@x... . LA ELG M Mailbox Behaviors | Advanced |
o POP
E] Enable this account
Account Type: POP
Description: Itester@)wsnft.sg
Email Address: 'tester@m.rsnft.sg
Full Name: |Tester I
Incoming Mail Server: 'mail.xl.rsnft.sg '
User Name: 'tester@m.rsnft.sg
Password: |sssesees |
MNone
‘Dutguing Mail Server (SMTE v mail.xysoft.sg:tester@xysoft.sg
|+ | = |
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Next, you will see a panel showing the server settings.

000 Accounts

.;. A- s 4 ‘féﬂ

its | Junk Mail Fonts & Colors Wiewing Composing Signatures Rules

Description Server Mame In Use By Account

mail.xysoft.sg testerfinysoft.sg

Account Information Advanced

Description: | |

Server Name: ! mail.xysoft.sg

o —'_'._'l_|_'l'_!. —. '|'_|. — L — ma—

TLS Certificate: [ Mone

|—+ |®| | Cancel | [ 0K | -

Step 10 : Click on the | Advanced | tab to go to the next panel.
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Step 11 : To configure the port number for outgoing (SMTP) server, choose and
check the radio button next to [Use default ports (25, 465, 587)]. Next,
click on the up down = arrow keys located at the right end of the textbox
for [Authentication] and then choose [Password]. Enter the same
username and password (your email and password) that was used for
incoming server.

688 Accounts

; A. S - ' V”;H

et — -

Junk Mail Fonts & Colors Viewing Composing Signatures FE[ES

General [ Accounts

] Description Server Name In Use By Account

@ mail.xysoft.sg testen@uxysoft.sg

| Account Information i

(*) Use default ports (25, 465, 587) !

I._:jl Use custom port: | |
EI Use Secure Sockets Layer (55L1) T

Authentication: | Password Ll }

User Name: | tester@uysoft.sg
Password: | ssssssss
+. o

1 &) | Cancel | [ OK | )

When the configuration is done, click to save the new settings.
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Step 12: To check / edit the settings for incoming server port, click on the
tab. Change the [Port] number to 995 for POP setting, and
993 for IMAP settings, if it is otherwise. Next, click on the up down *
arrow keys located at the right end of the textbox for [Authentication] and

then choose [Password].

800 Accounts
) @ NS e A
General | Accounts | Junk Mail Fonts & Colors Viewing Composing Signatures

| Account Information Mailbox Behaviors [T T B

[EI Include when automatically checking for new messages

["| Remowve copy from server after retrieving a message:

When moved from Inbox : | | Remove now |

Prompt me to skip messages over KB

Check with your system administrator before changing
any of the advanced options below:

Port: 110/| ¢ use ssL

Authentication: | Password
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KEY INFORMATION

Your_Domain

[Enter domain name]

User Information

Your Name : < Your Preference >

Email address : < Email Address >

Server Information

Incoming Mail (POP):  mail.[Domain name]

Outgoing Mail (SMTP): mail.[Domain name]

Logon Information

User Name : < Email Address >

Default Password : < will be sent via approved means>

POP3/POP settings

Incoming mail server: mail.[Domain name]
Incoming port number: 995

Use SSL: M

Outgoing mail server: mail.[Domain name]
QOutgoing port number: 465

Use Secure Sockets Layer:

IMAP settings

~ o~ o~

Incoming mail server: mail.[Domain name]
Incoming port number: 995 (with SSL)
Use SSL: M

Outgoing mail server: mail.[Domain name]
QOutgoing port number: 465

Use Secure Sockets Layer:

END OF DOCUMENT ~ ~ ~
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