Email Setup Guide

Setting Up Entourage For Mac

Open Entourage on your Mac to begin.
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Move your cursor up to the top menu bar and find the option labeled Tools. This contains a sub
menu called Accounts! where we can add, remove and edit accounts. Lets start adding our
Activ8me account by clicking on this.
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The window that appears will list all currently used email accounts. We are going to add your
ActivBme account by clicking on the New option in the top left of the window.

CNaN3] Accounts

This will open the Account Setup Assistant. Enter your email address into the E-mail address
box and then click Configure Account Manually.

800 Account Setup Assistant.
Set Up a Mail Account @

This assistant will automatically determine your account settings
based on your e-mail address. Type your e-mail address below.

E-mail address:

[l

My account is on an Exchange server
If you are part of a large organization, ask your local network
administrator whether you are on an Exchange server. If you select

this check box, you must be connected to the Exchange server
network to complete account setup.

Click the right arrow to continue.
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Select POP as the account type. This setting configures the incoming mail server to use the
POP3 protocol when it checks for mail. Click OK to continue.

New Account

A window labeled Edit Account should appear with empty fields to configure. Let’s start with
the Account nam, which describes the account for future reference. Let’s set it to something
like “ActivBme Email”.

Add new mail account

Account type: | POP : |

Setup Assistant | Cancel |

Under Personal Information we need to enter the Name that is associated with your Activ8me
account and your email address.

Account name: |

ude this account in my “Send & Recelve All" schedule

Personal information

E-mail address:

Now we will setup our account to receive mail. In Account ID enter the username you use to
login to your Activ8me account, set POP server to mail.activ8.net.au and set Password to your
Activ8me account password.

Make sure that Save password in my Mac OS keychain is checked. This securely saves your
password so that Entourage can retrieve email without needing you to login each time you use
the Entourage.

Recelving m;

Account 1D;
POP server:

Password.
|| Save password in my Mac 0S keychain

Chek here for advanced receiving aptaons |
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Click on the button labeled Click here for advanced receiving options to show the advanced
settings for incoming mail. Look at the text box that follows Override default POP port and
ensure that it is set to 110. If not then tick the check box and change the POP port to 110.

onnection (SSL)

MOvertide default POP port: 110

|| Always use secure password

Under Sending mail, set SMTP server to mail.activ8.net.au.
Sending mail

SMTP server:

CNek here for advanced sending options

Lets check that the sending mail server settings are correct. Click on the button labeled Click
here for advanced setting options to access the advanced settings and Ensure that the
default SMTP port is set to 25. If not, then tick the Override default SMTP port checkbox and
change the text field to 25.

. » . . el L L L

MOverride default SMTP port 25

|| SMTP server requires authentication

Use same settings as receiving mail server
» Log on using
Account 1D
Password
Save password in my Mac OS keychain

Domain for unqualified addresses:

Finally, click OK to finish setting up your ActivBme email account.
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