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New Email Setup

1. Open Mac Mail
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2. Go to the Mail Menu & Select Preferences
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3. In the Bottom Left hand corner, click on the + button
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%Tﬂ!" Account Type: POP
.ﬁ Rl Description;  Work, Personal

Emall Address: janedoe@example.com

Full Name: Your Name

Incoming Mail Server: mail.example.com
User Name: janedoe

Password;

Outgoing Mail Server {SMTP):  smip sctelco netau

“Server Settings... )

4. Enter your account details below & click the Continue you button. It will sit at this window &
check your settings. It may take few minutes for this to complete.
Incoming Mail Server: mail.sctelco.net.au
User Name: user@sctelco.net.au

Password: Enter your SCTelco email password
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5. Enter the Details below & press the Continue button. It will sit at this window & check your
settings. It may take few minutes for this to complete.

Outgoing Mail Server: smtp.sctelco.net.au
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Qutgoing Mail Server: smtp.sctelco.net.au B 11:03 AM

Example: smtp.example.com
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[ Use Authentication
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Password:
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6. You will be prompted with the below Summary Screen, Click the Continue Button. You have

now completed the setup guide.
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Account Description: user@sctelco.net.au
Full Name: Your Name
Email Address: user@sctelco.net.au
User Name: techsupport@sctelco.net.au

E Deleted Messages

Incoming Mail Server: mail.sctelco.net.au
SSL: off

Outgoing Mail Server: smtp.sctelco.net.au
SSL: off

e ) Comma)




southern cross
TELCO

Remove old Account

If you delete the customers email account they will loose all emails current in there mac
mail. The only way teh customer can keep the old email account is disable the auto
Send/Receive for the account. The below guide explains how to disable the auto

send/receive.

1. Open Mac Mail
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2. Go to the Mail Menu & Select Preferences
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Ensure the Account Tab is select. On the left hand side, select the account you want to
disable & Click on the Advaned Tab

@ Mail File Edit View Mailbox Message Format Window Help = ¢ 4) &8 = Thulos4am @
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% Trash Account Type: POP

P Defeted Meszages Description: Work, Personal

Email Address: janedoe@example.com
Full Name: Your Name

Incoming Mail Server:  mail.example.com

User Name: janedoz

Password:

Outgoing Mail Server (SMTP): st screlconet.au

[+]=]

|

In the Advanced Tab, Untick ‘include when automatically checking for new mail’ & close
the page.
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E Enable this account
# Include when automatically checking for new mail

-/ Sent

# Remove capy from server after retrieving a message:

B8 (Remove vow)

o
> % Trash

After one week

Prompt me to skip messages over KB

Account Directory: -~ /Library/Mail Chaose

Check with your system administrator befare changing any of
the advanced options below:

Port: 110 [ Use SSL
Authentication; | NTLM

Domain Name:
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5. You will be prompted with the below page, click the Save button. You have now
disabled the Email account.
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Check with your system administratar befare changing any of
the advanced options below:

Port: 110 [ Usesst
Authentication; | NTLM .
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Domain Name:
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Leave A Copy of Message On Server

By Default, Mac Mail leaves a copy of all emails on the server for 5 days. If you need to

change these settings, see below guide.

6. Open Mac Mail
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7. Go to the Mail Menu & Select Preferences
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Ensure the Account Tab is select. On the left hand side, select the account you want to
disable & Click on the Advaned Tab
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In the Advanced Tab, you will have a tick box, ‘remove copy from server after receiving a
message’. If you un-tick this box, emails will automatically be deleted as soon as the
computer downloads the email. You can change how long the emails are stored on the
server by modifying the drop down menu.
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10. You will be prompted with the below page, click the Save button. You have now
disabled the Email account.
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Check with your system administrator before changing any of
the advanced options balow:

Port: 110 | Use SSL

Authentication: | NTLM =)

Domain Name:




