Memo

To: All Lanc & Tully employees
From: Tom Hanley

Date: 6/13/2003

Re: Lanctully E-mail setup

Lanc & Tully

How do | check my email?

You can check your email either by setting up your email client (Microsoft Outlook, Outlook Express,
Netscape, Aol...etc.) using the settings below or you can use web-based email to check online when

you are away from your email program.

Outlook 2000 account setup

These screen shots show the four panels within the account properties in Microsoft Outlook 2000.
Other email programs have similar setups. These settings are to be used only for your personal Lanc &
Tully Email accounts. The 5 shared email accounts that were previously setup (eng, svy, lanc, tully, &
admin) are handled differently and using this setup will cause email to be lost. Please contact me if you
need to setup up one of the 5 special shared accounts or if you need help with your personal account.

% thanley@lanctully.com Properties

General | Sewelsl Connectionl Advancedl

M ail &ccount

Type the name by which you would ke ta refer to these
servers. For example; "work' or "Microzoft Mai
Server”.

Ithanle}l@lanctull_l,l. com

User Infarmation

Marne: ITom Harley

Orgarization: ILanc: & Tully Engineering and Surveying, P.C.

E-mail address: Ilhanle_l,l@lanctull_l,l.com

Reply address: I

v Include this account when receiving mail or spnehronizing

¥ thanley@lanctully.com Properties

General  Servers I Eonneclionl Advancedl

Server Information

2l x|

My incoming mail zerver iz a IF'DF'3 TEIVEL

Incoming mail [FOP3): Imail.lanctully.com

Outgaing mail [SMTR): Imail.lanctully.c:orn

Incoming Mail Server

Azcount name: Ithanley@lanctully.com

Password: I xxxxxxx
v Remember password

[~ Log on using Secure Password Authentication

Outgaing Mail Server

™ My server requires authentication

Settings.... |

Ok I Cancel Lapply

Ok I Cancel

Apply




If you are unable to send email with the above settings, your ISP may not send mail with a domain
name other than its own. You may have to set the SMTP or outgoing mail server to the SMTP server of
your Internet Service Provider. For example, smtp-server.hvc.rr.com is the default SMTP for our
roadrunner connection at Lanc & Tully. Each ISP SMTP is a little different. | can help you find what it is
if you are having difficulty. Try mail.lanctully.com first and see if it works. Your account name must
include the domain name (that's the “@Ilanctully.com” part).

¥2 thanley@lanctully.com Properties %4 Xl *= thanley@lanctully.com Properties e
General | Servers  Connection | Advanced | General I Servers I Connection  Advanced |
@ Flease specify the tupe of connection pou uze far e-mail Server Part Mumbers

|
Dutgoing mail [SMTP]; 25 Wze Defaults

Conhhection X . .
[~ This server requires a secure connection [S5L]

Incoming mail [POF3): I'I 10

[~ Thiz server requites a secure connection (S50

' Connect using my local area netwark [LaM)
™ Connect via modem if the LAMN is not available

" Connect using my phone line

" Conmect using Intemet Explorer's or a 3rd party dialer Server Timeouts
Shot —F—————— Long 1 minute
rdadem
ze the follovwing Dial-Up Hetwerking connection: Sending
j [ Break apart messages larger than Im KB
Broperties... Add) Dielivery

[~ Leave a copy of messages on server

™| Bemave from server, after |5 3: daylz]

[T Bemave from semvenwhen deleted friom Deleted [tems

Cancel | Apply | Cancel | Apply

How do | use web-based email?

You will need Internet access to check your email on the web. There are several webmail sites you can
use. You navigate to www.lanctully.com/webmail and log in using your username (email address) and
password. You can choose between two web-based email services. Pick one, either NeoMail or Horde.
Try both to see which one you like better. Once you are verified you will be able to perform all your
standard email tasks. If you have multiple email account that you wish to check, you must logout and
then log back in under the next username (email address) and password to gain access to that
account. You must type the whole address shown to get to the web-based email. Once there, you can
save that page as a favorite for future use. | will be putting a link on the website so you won't have to
remember that address.

Please contact me if you have any questions concerning this procedure or need further clarification.
Thank You,

Tom Hanley
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http://www.lanctully.com/webmail
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