Setting up Outlook Express to receive OnlineBizBuilder emails

Microsoft Outlook Express is the most commonly used way to receive emails on PCs and Macs. This guide is intended for users of Outlook Express 5, but the principles apply equally well to other versions of Outlook Express and similar programs such as Opera.

You can only set up your emails once:

· you have purchased an OnlineBizBuilder package

· you have bought or transferred a domain name for that package, and the registration / transfer process is complete (please allow 48 hours for this)

In this example we assume:

· that you have bought an OnlineBizBuilder package

· your OnlineBizBuilder username is johnsmith and your password is december
· your domain name is www.onlinebizbuilder.com
· that you want to retrieve emails sent to sales@onlinebizbuilder.com (follow the same principle to retrieve emails sent to other addresses)

Setting up Outlook Express

1. In Outlook Express, go to Tools>Accounts. A pop-up box entitled “Internet Accounts” should appear.

2. All current email accounts are displayed under the “Mail” tab. To set up a new account, select Add>Mail. Another popup box entitled “Internet Connection Wizard” should appear.

3. In the Display Name field type the name you wish recipients of your emails to see (such as “John Smith”. You can type anything here really and do not need to enter your actual email address. Click Next.

4. In the Email Address field enter sales@onlinebizbuilder.com. Click Next.

5. In the Incoming Mail field, type mail.onlinebizbuilder.com; in the Outgoing Mail field, type the address of your ISP’s SMTP server (usually in a format smtp.freeserve.com, but please check with them if you are unsure.) Ensure POP3 is selected. Click Next.

6. In the Account Name field, enter your OnlineBizBuilder account name in the format username_emailprefix. In this example your account name would be johnsmith_sales. Make sure that there are no spaces and that you follow any capitalisation exactly! In the Password field enter the password for your OnlineBizBuilder account, in this case december. Again, make sure that the capitalisation is exactly the same. Click Next.

7. That’s the end of the process. Click Finish.
Receiving your first email

1. From a different email account (such as Hotmail or AOL) send an email to your new email address

2. Wait a couple of minutes to see if it turns up.

3. If there’s no email in your inbox, or an error appears, check the steps above

4. If you still have no result, then please contact us on 0845 22 55 907 or support@onlinebizbuilder.com.
