Mail setup for MS Outlook

This pamphlet will guide you through setting up your MS Outlook Mail program to

send and receive mail in the B2X Domain.

Open Outlook and wait for the program to come up. If you already have accounts
configured it will try to send and receive mail from those accounts. Once the Outlook

has finished its cycle it will be ready for you to setup your new account.

1) On the menu bar click Tools then Accounts...
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2) The Internet Accounts dialog will appear. Click on the Mail tab to display all of your
current mail accounts. On the upper right click the Add button. A menu will be

displayed, click Mail...
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3) The Internet Connection Wizard will be displayed. This window requires you enter
the Display name for the account. Enter a name that you will be able to recognize for
you new account. You can enter your name or the account domain service name. For

B2X Online the account domain service name would be B2X Online.

Internet Connection Wizard

Your Hame

When you zend e-mail, vour name will appear in the From field of the outgoing mezzage.
Type vour name az you would like it to appear.

Diizplay name: |J okt Srnith]

Faor example; John Smith
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4) The next page prompts you to enter your email address. If you are setting up the
email box that came with your B2X Online service you will use the domain name of
b2xonline.com. However if you have your own domain name then you will enter your
domain. The email box name you will be using will have to be pre-approved and
setup by a B2X representative before it will work. You enter the email address as the

email_box _name@domain_name.

Internet Connection Wizard

Internet E-mail Address

Your e-mail addrezs iz the address other people uze to zend e-mail mezzages ta you,

E-mail address: liohnsmith121 @b 2xonline. com

For example; zomeons@microzaft.com
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5) Next you will be prompted for the Incoming and Outgoing mail server. To send and
receive mail from within the B2X Domain you must enter the servers below. However
if you are checking your email box from outside of the B2X Domain you may need to

change your SMTP server to the one supplied by your service provider.

Internet Connection Wizard

E-mail Server Names

ky incaming mail zerveriza |POP3 v] SEIVEL

Incoming mail [POR3 or IMAR] server:

mail. bZ=anline. com

An SMTP server 1z the server that iz uzed for pour outgoing e-mail.

COutgoing mail [SMTR) server:

zmtp. b2wonling. com
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6) Next you will be prompted for your Account name and Password. Your account

name will be the same as your Email address.

Internet Connection Wizard

Internet Mail Logon

Type the account name and pazsword vour [nternet service provider has given you,

Aocount name: ]iu:uhnsmith'l 121@b2Ranling. com

Ixxxxxxxxxxxxxxxx

Paszwiord:

¥ PFemember password

|f wour |nternet zervice provider requires vou to uge Secure Password Authentication
[SPa&]) to access vour mail account, select the 'Log On Using Secure Passwaord
Authentication [SPA]" check bow.

I Log on using Secure Password Suthentication [SP4)
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7) Next, you must specify the type of connection you are using to check your mail
with. Your B2X Connection is a LAN connection. If you are using another method of

connection to the internet you must select it here.

Internet Connection Wizard

If you already have an account with an Intermet zervice provider and have obtained all
the neceszan connection information, vou can connect o your account Lging vour
phone line. |f you are connected to a local area network, [LAN] that iz connected to the
|ntermet, pou can access the Intermet aver the LAN.

“Which method do vou want to use to connect to the Intermet?

(™ Connect using my phone line

% ‘Connect using my local area netwark, [LAME

7 | will establish my Internet connection marually
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8) Finished with the Internet Connection Wizard. Click Finish to complete your setup.

Internet Connection Wizard

Congratulations

Y'ou have successfully entered all of the infarmation required bo’ zet up pour account,

To zave these zetiings; click Finizh.
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9) On the button bar click Send/Receive and Outlook should check the mail. At this

point you are setup and working.
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If Outlook reports an error that it can not connect or it displays the password dialog

box, try entering your password again.

Internet E-mail - mail.b2xonline.com E”T_ﬂ

Please enter wour user name and password For the
following server.

~Logar -

Server; | mail.bZxonline. com

Iser Mame: I johnsmith1 12 1@b2xonling, com

Pazsivard: | ekt ek

[ Remember Password

Ok, I Cancel
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