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Setting up Your New SSBG Email Account

This guide explains how to access your new SSBG email account via the web, or using Outlook or
Outlook Express. If you have any difficulties you can contact SSBG Customer Support for assistance.

In the guide yourdomain refers to your company domain name e.g abcd.com or xyz.com.cn etc.

Using Your New Email Account on the Web

1)  Open your Web browser (usually MS Internet Explorer)
2)  Inthe Address Bar, type http://www.ssbg.com.cn

3)  This will take you to our website. You can log in from the panel at the left hand
side.

4)  Enter your Email Address (yourname@yourdomain) and your new Password,
which has been provided to you by your IT Administrator. If you click the “Remember
Me” box, the next time you access this page, the Email Address and Password boxes
will remember your previous login entry.

5) Click “Log In”

6) An Inbox window opens — You can now read and send your messages!

Microsoft Outlook — Account Setup Guide

Step 1 - Open your Outlook on your laptop and from the menu bar at the top,
select TOOLS> EMAIL ACCOUNTS
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Step 2 — Select change or view your existing email accounts.
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Step 3 — You will see your existing account listed there, but instead of deleting it right
now, you will want to create a new email account, so you can still access the mail on your
old mail server. To do this, select the “ADD” button
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If a confirmation box pops up, choose “Yes”

Step 4 — You will be setting up a new “POP3” Account, and then click “Next”
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Step 5 — Now you will need to enter the mail account information as seen here:

b

E-mail Accounts

Internet E-mail Settings (POP3)

C User Information

Your Marme: |\f'0|_|r Mame

E-mnail address: |]'Dhn@‘r‘ourdc-main

Logon Information

User Mame [iohn@ ¢ ourdomain
Password:

W Remember password

]~ Log on using Secure Password
Authentication (SPA)

Each of these settings are required to get your e-mail account warking.
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Server Information

Incoming mail server (POP3):

1mai|.ssbg.com.en \

]mail.ssbg.com cn

Qukgoing mail server (SMTP)

Test Settings

After filing out the infarmation on this screen, we
recommend wou kest vour sccount by clicking the button
below, (Requires network connection]

Test Account Settings ... I

More Settings ...
< Back | Mest » |

Cancel J

POP3: mail. ssbg.com.cn
SMTP: mail. ssbg.com.cn

Note: Please don’t forget to input your full email address (yourname@ yourdomain) in the
space marked “USERNAME”

Step 6 — Once you have all of the fields entered correctly, you will want to click on “More
Settings” to bring up the final properties for the account to work properly.

Step 7 - Once you have clicked on the “More Settings” button, you will then select the
“Outgoing Server” tab, and check the box beside “My outgoing server (SMTP) requires

authentication.
&
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Step 8 — Now you need to select the “Advanced” tab, and slide the arrow point over under
the “Server Timeouts” section. About 3 minutes should be more than enough.
Also, please set the bottom Delivery Option to “Leave a copy of messages on the server”,
and check the “Remove after” 2 days.
@.
| Internet E-mail Settings (POP3)
Internet E-mail Settings 2JE9

Us{ General | Outgaing Server | Connection Advanced |

Server Port Mumbers

] Incoming server (POP3); 110 Use Defaults

I This server requires an S5L-secured connection {S5L

i Outgoing server (SMTP): 25
Usg [ This server requires an S5L-secured connection (S50

Pasl  server Timeouts
Shart = fF————— Lomg 1 minuke
Delivery

¥ Leave a copy of messages on the server

v Removefromserverafter|5| 32 days

[ Remove from server when deleted from 'Deleted Ttems'

Moate
= 0K, Cancel ‘
Delet
Items I Tasks [

You are now ready to use your new account in Outlook.

Microsoft Outlook Express — Account Setup Guide

Step 1 - Open your Outlook Express on your laptop/Desktop and from the menu bar at the
top, select TOOLS> ACCOUNTS
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Step 2 — You will want to “ADD’ a new “MAIL” account.

Internet Accounts @w
|

Al | Mail | News | Directory Service| Thdd P Mail...
I | Mews. ..,
Account Type Connection e Directory Service. .,

i
eaturing I‘ J
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Step 3 — This will bring up the Setup Wizard for you to follow the steps. You will start
by Entering you full name as you want others to see it.

-

Internet Connection Wizard

Your Name

“when you send e-mail, your name will appear in the From field af the autgoing message.
Tppe your name as pou would like it ta appear

Dizplay name: Johin St

Far example: John Smith E

Step 4 — Enter you new FULL email address, and then click “Next”

Internet Connection Wizard

X

Internet E-mail Address

Your e-mail address is the address ather people uze to send e-mail meszages to you.

E-mail address: liohn.smilh@‘r’ourdomain

For erample; someonel@microzoft. com
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Step 5 — Now you will need to enter the mail account information (POP3 &SMTP server

designation as seen here:

E-mail Server Names
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An SMTR server is the server that iz used for pour outgoing e-mail.

Dutgoing maillShd
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Internet Connection Wizard @

@ Offline synchronization

POP3: mail. sshg.com.cn
SMTP: mail.ssbg.com.cn

Step 6 — Now click on “Next” and enter the account name.

Internet Connection Wizard

Internet Mail Logon

Type the account name and pazsword your Internet service provider has given you.

Account name: [ iohn.smith@‘(ourﬁomain

Password: sesnsess

Remember password

It your Intemet service provider requires you to use Secure Password Authentication
[5PA] to access your mail account, select the 'Log On Using Secure Password
Authentication [SPA] check box.

[ Log on using Secure Password Authentication [SPA]

—

[ < Back ” Mext » ][ Cancel ]

Note: Please don’t forget to input your full email address (yourname@ yourdomain) in the

space marked “Account Name

29

Once you have all of the fields entered correctly, you will want to click on “Next” to

finalize the new account setup.
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Step 7 - Once you have finished the basic account setup, you need to select the
“Properties” button.

Internet Accounts

Al | Mal | News | Ditectay Service|

| Acoount Tupe Caonnection |
mail.ssbg.com.cn mail [default]

Ay Available =
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Step 8 — Now you need to select the “Servers” tab and click the box beside “My outgoing
mail server requires authentication”

l-mail. du-rna.in.cnm Properties

| General| Servers | Connection | Secuily | Advanced

T 3 r :
@ mail. domain.com Properties

II'| General :_Servers_. Eannection | Secuity | Advanced |
. Server Information -
b ail Account

@ Type the name by which you would like to refer to these
zervers. Forexample: "Work!' or "Microzoft Mail
Server’,

tdy incoming mail zerveriz a |[POP3 SEIVEL
Incoming mail [FOP3]  |mail. eshg.com.cn

mail 25k .com.cn Outgaing mail [SMTF):  mail zsha.com.cn

User Infarmnation — : Incaming b ail Server
M ame: Jahn Smith ' Account name: johinzmith@Y aurdamain
Organization: Co Namé{ | Pazsword: sessnnen
E-mail address: | john.smithi@ aurdomain [ Femember passward

[ ] Log on using Secure Password &uthentication

Reply address: | john.smith@ ourdomain

Include thiz account when receiving mail or synchionizing

t My zerver requires authentication

Settings...

ok ]I Cancel ][ Apply ] 0k ][ Cancel ][ Apply

Step 9 — Now you need to select the “Advanced” tab, and set the Delivery Option to
“Leave a copy of messages on the server”, and check the “Remove after” 2 days.

You are now ready to use your new account in Outlook Express.
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