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EMAIL ACCOUNTS EXPLAINED

RECEIVING AND SENDING EMAILS: WHAT EMAIL PROGAM SHOULD | USE?

You can access your new email a variety of ways, almost an unlimited number of ways. The trick is to figure
out what method will be the most comfortable for each given person. The best way generally is to centrailze
your emails as much as possible, so that you don’t have to log in to various accounts to get your mail. You
can centralize your email accounts two ways:

1. Gmail

2. Outlook or Thuderbird

This document includes tutorials on how to set up gmail, and Outlook.

Both of these recommended solutions allow you to:
1. Receive the mail from mulitple email accounts into one centralized place (ie your personal email (ie
from yahoo or hotmail) and your business email)
2. Send messages from multiple emails, depding on the situtation (private or business related)

We recommend Gmail because:
1. Spam protection is incredibly powerful
2. Your email can be accessed from any computer, not just the computer you have your Outlook

installed
3. You can use the search, advanced search, and label system to easliy manage your mail
4. You can download your mail easily to your blackberry and iphone

GMAIL

SENDING MAIL FROM GMAIL

These steps explain how to send mail from a vareity of “alias” or a variety of different emails all within
gmail.

1. Sign in (or create) a Gmail account. http://www.gmail.com
2. Click Settings link (top right)

dgmail.com | A | Setfings | O

1-240f 24
3. Click the Accounts tab (second tab)
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Settings
General Accounts | Labels Filters Forwarding and
Language: Gmail display la
Maximum page size: Show 50 T}n
Keyboard shortcuts: 5] Keyboard sh
Learn more " Kevhaard eh
4. Under Send mail as, click Add another email address.
Settings
General Accounts Labels Filters Forwarding and POP/IMAP Chat Web Clips Labs
Send mail as: Jenny Carden <jennycarden@gmail.com=>
{Usa Gmail to sand from your other email
CEheEy Jenny Carden <info@triplesmart.com>
Leam more Reply-to address: jenny@triplesmart.com

Jenny Carden <jenny@4dmap.net>
Reply-to address: jenny@itriplesmart.com

Jenny Carden <jenny@triplesmart.com>

Jenn <test@triplesmart.com>
Add another email ad

When | receive a message sent to one of my addresses:
) Reply from the same address the message was sent to
 Always reply from my default address (currently jenny@triplesmart.com)

(Mote: You can change the addrass at the time of your reply. Lesm maons}

5. In the Name field, enter your full name. In the Email address field, enter the email address you'd
like to send from.

6. Click Next Step >> and then click Send Verification. Gmail will send a verification message to your
other email address to confirm that you own it.

7. Open your other account and either click the link in the message Gmail sent or enter the
confirmation code in the Accounts section of your Gmail settings.

8. You an now send mail from your newly added email account by using the drop down tab in the
from portion of your email.

(St’md) ( Save Now ) (Discard)

From:  jonny Garden <jenny@triplesmart.com> 15
To:

z

d Cc | Add Bec

Subject:
£7 Attach a file [5] Add event invitation
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i
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]

BJ UFTIT == L «Plain
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g; Send | L Save Now | ( Discard )

From: jenny Carden <jenny@triplesmart.com> i :}

To: Jenny Carden <jennycarden{@gmail.com=>
Jenny Carden <info@triplesmart.com=
Jenny Carden <jenny@4dmap.net>
Jenny Carden <jenny@friplesmart.com>

Subject:
/7 Attach a file [ Add event invitation

BZ UFTTHhEbeiziEEE
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RECEIVING MAIL FROM GMAIL

You can receive mail into your gmail account in one of two ways.
1. Forward your mail to your gmail account by setting up a fowarding account.
2. Ask Gmail to Get mail from other accounts . This means every 15 minutes Gmail will as for your
mail from your hosting or personal email (yahoo, hotmail etc.) Note: AOL in particular does not allow
you recieve your mail through gmail, however most other providors do.

We prefer forwarding the account because it will be forwarded instantaneoulsy rather than every 15
minutes. If you would like to set up a fowarding account for the email account attached to your new
website, simply send us your gmail account name and we will set up the fowarder for you with
BlueHost.

If you want to foward from other email accounts such as yahoo, or verzion etc. Search for tutorials or help
pages on how to do that directly from your email providor.

To use the second option “Get mail from other accounts”, follow the instuctions below or skip to the next
step (sending mail from your gmail account).

1. Log in to your gmail acount or sign up for an account
2. Click the Settings link (top right of your screen)
3. Select the Accounts tab.

Settings
General Accounis | Labels Filters Forwarding and
Language: Gmail display la
Maximum page size: Show 50 _:}0
Keyboard shortcuts: fui Keyboard sh
Leam maore " Kevhnaard eh

4. In the Get mail from other accounts section, click Add another mail account.

www.triplesmart.com
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Need more space? Upgrade your storage

Get mail from other accounts: jenny@4dmap.net

{Download mail using POF3) Last checked: 10 minutes agow\iew history Check mail now

Leam more
Add another mail account

Gooale Account settinas: Visit vour Gonale Account seftinas to reset vour nassward. chanoe vaur sacurity auestion. or learn aho

4. of the account you'd like to access, then click Next Step.

5. Gmail will populate sample settings, but if you have problems you can check with your other provider to
learn the correct server name and port.
6. Decide whether to:

If you'd like to keep a copy of each message Gmail retrieves in your other mail accounts, select
the Leave a copy of retrieved messages on the server checkbox. This way, you can access mail in your
other accounts and see the messages, and you can see the messages in Gmail.

If you'd rather delete copies of messages that Gmail retrieves, leave this option unchecked.
Gmail will delete the messages from the other account as those messages are retrieved, meaning you'll
only be able to read them in Gmail.

If the email account being retrieved from supports Secure Sockets Layer (SSL) encryption, you
can select this option to have all information sent through a secured connection.

If you select this option, and your email provider doesn't support it, Gmail will let you know that
your configuration failed. Clicking Show error details will likely reveal a Protocol error in this case. You'll
need to uncheck this selection before continuing.

7. Click

GMAIL TIPS

Search: You can search for emails by using the top search box. You can for example search from:jenny
and see all the mails | have sent you. Or you can search for the word “triplesmart”, or search for to: lucas.
You can also select the advanced search tab and look for a variety of things.

Labels: You can also create labels to organize your mail. These act like search folders. You can click the
edit labels button to add new labels. You can also create filters. You could for example create a filter for a
certain client or set of clients, and set up a filter to automatically file mails into this label when archived.
Archive: You an hit the archive button to remove mail from your inbox. To view the mail, simply do a
search, view the label, or view all mail.

To give youself an overview spend a half an hour reviewing the features you have available.
http://mail.google.com/mail/help/about.html

HOW TO SEND AND RECEIVE MAIL FROM OUTLOOK

To configure your Outlook or Thunderbird accounts, simply go to your account settings and add your new
email with the account settings which were sent to you in your email account settings email from Triple
Smart. These instructions are for Outlook 2003, but should be similar for all versions.
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1. Open Outlook 2003.
2. Click the 'Tools' menu, and select 'Email Accounts.’

| Inbox - Microsoft Outlook

¢ Ble Edit Wew Go | Tools | Actions Help
HES[T At Find k thrﬁard =%:'53nd,l'Recei~
. - YAy Organize
ET] e
Favorite Folders E-mail Accounts,..
E Inbo Cuskomize. ..
L Lhread Mag Options. ..
| L Foe Folow Lp a
|7 Sent Thems m -

3. Select 'Add a new e-mail account,' then click 'Next.'

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

E-mail

®)add a new e-mail account:

(3 Wiew o change existing e-mail accounts

Directory

(") add a new directory or address book
() view or change existing directaries ar address baoks

= Back. L_Mext:b ] [ Close J

4. Select 'POP3,' then click 'Next.'

New York - Cordoba - Milano - Washington DC | www.triplesmart.com
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E-mail Accounts

Server Type
ou can choose the bvpe of server wour new e-mail account will work, with,

(") Microsoft Exchange Server

Connect ko an Exchange server to read e-mail, access public Folders, and share
documents,

©p0P3
Connect ko & POP3 e-mail server to download wour e-mail.
(IMAP

Connect ko an IMAP e-mail server to download e-mail and synchronize mailbox
folders.

(IHTTP
Conneck ko an HTTP e-mail server such as Hotmail to download e-mail and
synchronize mailbox Folders,

(") Additional Server Types
Connect ko another workgroup or 3rd-party mail server,

[ < Back ”_ Mk = J[ Cancel

5. Setup

the Account.

* Enter 'Your Name' as you would like it to appear.
* Enter your 'E-mail Address' in the form of 'username@yourdomain.com’ (replace with your e-mail

addresss).

202-657-Go33 (4633) | info@triplesmart.com

* Enter 'mail.yourdomain.com' (replace yourdomain.com with your domain) in the 'Incoming Mail
Server' (POP3) field.
* Enter 'mail.yourdomain.com' (replace yourdomain.com with your domain) in the 'Outgoing Mail
Server' (SMTP) field.
* Enter your full e-mail address (in the form of username@yourdomain.com) in the 'User Name' field.

e Enter your password in the 'Password' field.

www.triplesmart.com
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E-mail Accounts

=~

Internet E-mail Settings {(IMAP)

User Information

Tour MNarne: Support: Technician

E-mail Address:

Logon Information
ser Marne:

Password: ekt o

|:| Log on using Secure Passward
Authentication (SPA)

username@donnain, exk

username@domain, exk

Remember password

Each of these settings are required ko get wour e-mail account working.,

Server Information

Incoming mail server (IMAaR):

Qutgoing mail server (SMTR):

rnail, damain. ext

mail, damain. ext

- S
-

{ [ More Sekkings ... E

£

i —

’ < Back,

“ Mext = ]’ Zancel

6. Click 'More Settings.'
7. Click on the 'Outgoing Server' tab.

8. Put a check next to 'My outgoing server (SMTP) requires authentication.' Make sure that 'Use same
settings as my incoming mail server' is selected.

www.triplesmart.com
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| General | Qukgoing Server | Connection | Advanced

N';.f oukqaoing server (SMTP) requires authentication

@ Il=e same settings as my incoming mail server
{:} Log on using

Ilser Mame:

Password:

Remember password

Log on using Secure Password suthenticakion (SPA)

oK ] [ Cancel

9. Click the 'Advanced' tab.
10. Change the 'SMTP' port to be 26.

New York - Cordoba - Milano - Washington DC | www.triplesmart.com
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E

| General || Dukgoing Jerver || Conneckion | Advanced |
Server Port Numbers

Incoming server (IMAR): | 143 | Use Defaults

e

. - : ' |
Ckgoing server (SMTP): »E__.E:E'T.,f'_l

[ ] This server requires an encrypted connection (S3L)

Server Timeouts

Short =7 Long 1 minuke

Folders

Rook folder path: |

oK ] [ Cancel

11. Click 'OK.'
12. Click 'Next.'
13. Click 'Finish.'

That's it, you're done!
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