Open Mail (Apple’s "Mail" program). If you use some other e-mail program like Thunderbird, do
not use these instructions.

Select "Mail" from the menu.
Select "Preferences..."
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Make sure the "Account Information" tab is highlighted in blue.

1. Make sute your full email account is typed in "Email Account".

2. Incoming Mail Server should be: mail.havilandtelco.com

3. Change the "User Name" so that it is your full email account. (It should be something like
ficticious@havilandtelco.com, not just "ficticious" or "Fict Icious").

eno ‘f Accounts

POP

Account Type: POP

Description: Incoming

Email Address: ficticious@havilandtelco.com -ﬂ—

Full Name: | Fict lcious

Incoming Mail Server:  mail. havilandteleo,com ﬂ—

User Name: ficticious@havilandteloo.com

Password: sssss

Outgoing Mail Server (SMTP): | Outgoing (Offline) B3|

E Use only this server
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Select the "Advanced" Tab.
1. Make sure "Port" is 110.
2. Make sure "Use SSL" is NOT checked.
3. Confirm that "Authentication" is set to "Password" only.
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E Remove copy from server after retrieving a message:
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Check with your system administrator before changing
any of the advanced options below:

Port: ;[F 110 [ use ssL
Authentication: [Fasswurd Hd *ﬂ—

Select the "Account Information" tab.
Click on the "Outgoing Mail Server (STMP)" drop down list and select "Edit STMP Server List..."
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(If you are using Mac OS 10.4, for this step please use the screen shot following this one.)
1. Click on the name of the outgoing server (mail.havilandtelco.com), if more than one
shown.
Click the "Advanced" tab.
Confirm that "Use default ports (25, 465,587)" is selected.
Confirm that "Use Secure Sockets Layer (SSL)" is NOT selected.
Set "Authentication" to "Password".
Change "User Name" to your full email account (i.e. ficticious@havilandtelco.com), not just
your user name or account name.

Input your password.
8. Click "OK".
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Mac OS 10.4 Usets:

1. Make sure "Outgoing Mail Server" is: mail.havilandtelco.com

2. Change "Server Port" to 587.

3. Confirm that "Use Secure Sockets Layer (SSL)" is NOT selected.

4. Set "Authentication" to "Password".

5. Change "User Name" to your full email account (i.e.
ficticious@havilandtelco.com), not just your usetr name ot
account name.

6. Input your password.

7. Click "OK".
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Check with your system administrator before changing any of

Accounts | the advanced options below:
F'DF A1

Server part: 587 "ﬂ—
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Password: ssssssss
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(Sew&r S.Ettings...j

[+] -] ©,

A

Click the RED "X" in the upper left corner of the "Accounts" box to close it. You are finished!
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Account Type: POP

Description: | Inceming |

Email Address: ficticious@havilandtelco.com |

Full Name: | Fict Icious |

Incoming Mail Server: | mail. havilandtelco.com |

User Name:  ficticious@havilandtelco.com |

Password:

Outgoing Mail Server (SMTP): | Outgoing 3|
E Use only this server




