Mail Configuration Tutorial - Red Waves, Inc.

Purpose

This tutorial will explain how to manage email accounts using the cPanel Web Interface.
Furthermore, the tutorial will provide step-by-step instructions on how to add, remove,
and configure email accounts for your domain.
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About This Tutorial

This tutorial uses the domain name, redwaves.com and example.com in the examples
to follow. You should replace redwaves.com or example.com with your domain name
where the tutorial indicates. This tutorial was written in Open Office 1.1.1 on a Fedora

Core 2 (Linux) operating system. Firefox 1.0 was the web browser of choice used for
this tutorial and Mozilla Mail Client and Thunderbird are the referenced email clients.

Common Terms Used in this Tutorial

POP - Post Office Protocol; is a protocol used to retrieve email from a mail server
ISP - Internet Service Provider; is a company that provides access to the Internet

Copyright © Red Waves, Inc. 2005 - redwaves.com 1




Logging into cPanel

1. Open your web browser of choice.
2. Navigate to your domain, for example: http://redwaves.com
3. Navigate to the cPanel interface by adding a /cpanel/ to the end of your URL. For

example:
http://redwaves.com/cpanel
_Or_

e http://redwaves.com:2082
4. Enter the username and password for your account at the htaccess prompt:

Prompt

(i ) Enter usermame and password for "cPanel” at http://redwaves.com: 2082

User Name:

Passwaord:

Use Password Manager to remember this password.

| Cancel H OK |

Figure 1-1

After you have authenticated with your username and password, you should be logged
into the cPanel interface. Your interface will look similar to the following:

cPanel X - Mozilla Firefox Y CEIx
File Edit Viev Go Bookmarks Tools Help
GE-p- 5 0O R m. _com 2findex. htmi [¥] ®co [l
P hibbets.net [ | redwaves [} | [ W Tent Works | | Upward Soulstice || Rocking| atch [GlGoogle
F& hibber b COL [1COLCC [ ML TTent Works | ) Upward Soul Rocking® EEWatch [G]Googl
|@:Pinalx

v B

Welcome redwaves com! Last login from: 68,221 97.104
Manage another account: | reawave s com (redwaves) = e

Flease update your contact information here.

General account information: )gj @ .ﬁ E\ A
i i R
Hosting package StandardResellerPlan . . ‘B
Dedicated Ip Address  67.18.81.75 Mail Webmail Change Parkad Addon
Password Domains Domains
Subdomai 0/ unlimited
Parked De 0/ unlimited @ @ 15 vi E
Addon D 0 {unlimited
FTP Fi Disk usag Backup  Passwo rd
MySCL Databases 0/unlimited Manager Manager Protect
Directol
Disk usage 36.50 Megabyles
g ﬂ [t b
SQL Disk usage 0.00 Megabytes ‘6 Py @ 5
Diskspace available  1163.40 Megabytes

Done

Figure 1-2
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Adding an Email Account

The following steps assume that you have already successfully logged into the cPanel
interface.

1. At the cPanel interface, click the “Mail” icon located on the first row, the first icon on

the left: ]
2
Figure 2-1

2. On the “Mail Manager Main Menu” page, select the “Manage/Add/Remove Accounts”
link.

Note: Additional Mail Manager options are not explained in this tutorial.

HOME LoGouT

cPanel X~

CPAMEL 8
Mail Manager Main Menu

= Web Mail

s Email Domain Forwanding

= Manage/Add/Remove Accounts
= Default Address

= Autoresponders

+ E-mall Filtering

= Forwarders

=+ Mailing Lists

s Spam Assassin

s Trace an E-mail Address

= Modify Mail Exchanger (MX Entry)

[ Go Back]

Figure 2-2

3. You will now see the “Mail Account Maintenance” screen as shown below:
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HOME LoGouT

CPAMEL 8

Mail Account Maintenance

Address Login
Main Account s+ redwaves

Read Webmail Aging
default@redwaves.com = default+redwavescom Ualete Read Webmail Aging Change Quota Change Pass

info@redwaves.com  » info+redwaves.com Read Webmail Aging Change Quota Change Pass

Show Disk Space Used

Be sure to enable SMTFP Authe ntication in your E-mail clientor you may not be able to send mail. If your e-mail client has
trouble using a + sign in the login, you can use @, @, or % sign instead.

[ Add Account] | [ Go Back]

Figure 2-3

Select the “Add Account” link inside the square bracket at the bottom of the “Mail
Account Maintenance” page.

4. Enter in the desired email account information, including the username, password,

HOmME LoGouT

CPAMEL 8

Add Mail Account

E-mail: | (@| redwaves.com j

FPassword: |

Cuota (optional): |1 o Meg

Create | Clear |

[ Go Back]

Figure 2-4
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If no quota limit (unlimited quota) is desired, leave the “Quota (optional)” field blank.

You will be limited to the total account Disk limit (Disk Usage Available).

For example, enter newuser for the E-mail field, securepassword for the password field,

and leave the default of 10 Meg for the Quota (optional) field:

cPanel X~

HOME LoGouT

CPANEL 9

Add Mail Account

E-mail: Inewuser (@} redwaves.com j
FPassword: |securepassword
Cota (optional): |1 1] Meg
Create | Clear |
[ Go Back]

Figure 2-5

5. Select the Create button. Upon successful creation, you will get a confirmation

screen as shown below:

cPanel X~

HOME LoGouT

CPAMNEL 8

Mail Account Maintenance

Account Created

The e-mail account newuser@ redwaves.com with the login newuser+redwaves.com and password
securepassword with a quota of 10 megs was succe ssfully cre ated.

[ Go Back]
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6. Select the G o Back” link in the square brackets at the bottom. This will return you to
the “Mail Account Maintenance” screen.

HOmME LoGouT

cPanel X~

CPANEL 8

Mail Account Maintenance

Address Login

Main Account 2 redwaves Read \Webmail Aging

default@redwaves.com = defaultiredwavescom Ualste Read Webmail Aging Change Guota Change Pass
info@redwave s.com 2 info+redwaves.com : Read Webmail Aging Change Quota Change Pass
newuser@redwaves.com = newuser+redwaves.com Uelote Read \Webmail Aging Change Guota Change Pass

Show Disk Space Used

Be sure to enable SMTP Authe ntication in your E-mail client or you may not be able to send mail. If your e-mail client has
trouble using a + sign in the login, you can use @ ;, or % sign instead.

[ Add Account] | [ Go Back]

Figure 2-7

You will see that the newly added account “newuser@redwaves.com” now appears in
the “Mail Account Maintenance” listing.

TIP: To view the account quota, select the “Show Disk Space Used” link. This will
show you the account quota used for each email account. You will see “Disk Used”
and “Quota” columns added to the right of each account displaying the usage in
Megabytes. For example:
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HOmE Locout

CPAMNEL 9

Mail Account Maintenance

Address Login
2 Disk . .
Main Account w redwaves Useq 2ueota Read Webmail Aging
0.00 10.00 . .
default@redwaves.com +» default+rredwaves.com Meg Meg Read Webmail Aging Change Quota Change Pass
; : 0.28 25.00 . i
info@redwaves.com v info+redwavescom Meg ‘Mag: D8 Read \Webmail Aging Change Quota Change Pass

Be sure to enable SMTP Authe ntication in your E-mail client or you may not be able to send mail. If your e-mail client has trouble using a
+ sign in the login, you can use @, :, or % sign instead.

[ Add Account] | [ Go Back]

Figure 2-8

7. Stop! This process is complete.
To remove an email account, see the “Removing (Deleting) an Email Account” section.

For assistance with configuring your local mail client, see the “Tips on How to Configure
Your Local Email Client” section.
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Removing (Deleting) an Email Account

The following steps assume that you have already successfully logged into the cPanel
interface.

1. At the cPanel interface, click the “Mail” icon located on the first row, the first icon on
the left:

E»g—"
Figure 3-1

2. On the “Mail Manager Main Menu” page, select the “Manage/Add/Remove Accounts”
link.

HOME LoGouT

cPanel X~

CPAMEL 8
Mail Manager Main Menu

= Web Mail

s Email Domain Forwanding

#  Manage/Add/Remove Accounts
= Default Address

= Autoresponders

= E-mall Filtering

= Forwarders

=+ Mailing Lists

s Spam Assassin

s Trace an E-mail Address

= Modify Mail Exchanger (MX Entry)
[ Go Back]
Figure 3-2
Note: Additional Mail Manager options are not explained in this tutorial.

3. You will now see the “Mail Account Maintenance” screen as shown below:
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HOME LoGouT

cPanel X~

CPAMEL 5

Mail Account Maintenance

Address Login

Main Account 2 redwaves Read Webmail Aging

defauli@redwaves.com = default+redwavescom Uelste Read Webmail Aging Change Guota Change Pass
info@redwaves.com = info+redwaves.com ! Read Webmail Aging Change Quota Change Pass
newuser@redwaves.com »» newuser+redwavescom Ueleto Read Webmail Aging Change Quota Change Pass

Show Disk Space Used

Be sure to enable SMTF Authentication in your E-mail client or you may not be able to send mail. If your e-mail client has
trouble using a + sign in the login, you can use @, :, or % sign instead.

[ Add Account] | [ Go Back]

Figure 3-3

Select an account to delete by clicking the gold “Delete” link to the right of the mail
accounts “Login” listing. In this example, we are removing the account,
newuser@redwaves.com by clicking on the “Delete” link next to
newuser+redwaves.com in the “Mail Account Maintenance” listing.

4. After selecting “Delete,” you will get an “Account Deletion” page:

HOME LOGOUT

cPanel X

CPAMEL

Mail Account Maintenance

Account Deletion

Are you sure you wish to delete the e-mail account newuser@redwaves.com?
Yes I

o |

[ Go Back]

Figure 3-4
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You will need to confirm that you want to to remove the email account. Select the Yes

button to continue removing the account. Select No to discontinue removing the
account.

5. After selecting “Yes,” you will see a page that confirms the account has been deleted
and removed from the domain.

HOME LoGOuT

CPAMEL 3

Mail Account Mainte nance

Account Deleted

The e-mail account newuser@redwaves.com was succe ssfully deleted.

[ Go Back]

Figure 4-5

Select the “Go Back” link in the square brackets at the bottom. This will return you
to the “Mail Account Maintenance” screen.

HOME LOGOUT

CFPAMEL 5

Mail Account Maintenance

Address Login

Main Account w redwaves Read Webmail Aging

default@redwave s.com = default+redwavescom L=l

+ Read Webmail Aging Change Quota Change Pass
= Read Webmail Aging Change Quota Change Pass

info@redwave s.com = info+redwaves.com Ua

Show Disk Space Used

Be sure to enable SMTP Authentication in your E-mail clisnt or you may not be ablz to send mail. If your e-mail client has
trouble using a + sign in the login, you can use @, ;, or % sign instead.

[ Add Account] | [ Go Back]

Figure 4-6
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The account, newuser@redwaves.com was successfully removed from the domain.
Your other email accounts remain unaffected unless you have email forwarding turned
on for other accounts.

Note: You can only remove one email account at a time.
7. Stop! This process is complete.
To add an email account, see the Ad ding an Email Account” section. For assistance

with configuring your local mail client, see the “Tips on How to Configure Your Local
Email Client” section.
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Tips on How to Configure Your Local Email Client

This section will provide some important details on mail server information you will need
in order to configure a local mail client to download email from your domains mail
server.

1. How do | start configuring my local email client?

Most email clients will have an “Add Email Account Wizard” to help you configure
your email. This typically can be found under the “Edit” menu or O ptions “menu.
For example, in Mozilla Mail client, the email account settings are located under
Edit > Mail & Newsgroups Account Settings. To add a new email account, select
the “Add Account...” option.

2. What type of mail server should | choose?
You should choose a Pop mail server. Do not choose an Imap server. A Pop
mail server uses port 110 by default. Be sure that any local firewalls allow port
110 to access the Internet.
Pop stands for Post Office Protocol and is a protocol used to retrieve email from a
mail server. Email is stored on the server and when your local mail client requests
messages that are waiting for delivery, the messages are “popped” to the local
email client and removed from the server. When the messages are downloaded
from the mail server they are only accessible from the local mail client.

3. What is my Incoming Server Name?
The Incoming Server Name will be in the format: mail.domain-name.com.
For example, mail.example.com.

4. What is my Outgoing Server Name?

The Outgoing Server Name will typically be the same at the Incoming Server
Name. For example, mail.example.com.

However, in many situations, you can use your Internet Service Providers (ISPs)

Outgoing Mail Server. For example, if your ISP is Earthlink, your outgoing mail
server might be smtp.earthlink.net.
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5. What is my username?
Your username will be in the format: username+domain-name.com

If your email address is joe @example.com then your email clients username will
be joe+example.com for your local mail client configuration.

6. How can | test my email?

You can test your email by sending an email message to yourself. Sending an
email to your email address will make the email message use your Outgoing Malil
Server and then test your set-up of the Incoming Mail Server for your local email
client. If you can successfully send an email from yourself and receive it to your
local Inbox, then your email should be set-up correctly.

7. What is my email address?
Even though your email username is username+domain-name.com, your email

address still requires the at (@) symbol. Your email address should be in the
format of username @domain-name.com. For example, joe @example.com.
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