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1 Accessing Emails from Your Browser

1.1 Enter URL

i Enter the following link in your browser www.yourdomain.co.bw/webmail
ii. NB: Where you see “yourdomain”. Replace it with your registered domain name.

1.2 Enter User Credentials

i.  You will be presented with the below screen. Enter the email address and password
provided to you by Beko Media Technical Team.

Webmai

Email Address

1 Enter your email address.

Password

ﬂ Enter your email password.

Reset Password



http://www.yourdomain.co.bw/webmail
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1.3 Initial Page

After you enter your credentials you will get into the initial page as shown below.

Webmail @o6as6Ka/250M8 & -  @LoGOUT

Choose a Default Webmail Application

Lkhorde  roudowoe &g

Set as Default Set as Default Set as Default

For more email configuration options, click the User Preferences menu in the top navigation bar.

When you access an email account through a desktop email application such as "Microsoft Outlook 2010® for Windows®", the email application will require specific information about your email

account. You can use the auto-configure options below to attempt to automatically configure your email application. If the available options are not compatible with your application, you will need to
use the Manual Settings information.

1.4 Changing Password

At the top right hand corner, select the arrow next to your email.

@o6146KkB/250MB & support@ cobw ~ »LOGOUT

On the drop down menu that appears select “Password & Security”.

b ME & support®@ G+ LOGOUT

Horde

Roundcube

A

squirrelmMail

Autoresponders
BoxTrapper

Review Queues

R

Calendars and Contacts

Password & Security

Configure Mail C”erl Go to "Password 8 Security”.

It

Contact Information T
Manage Disk Usage i
Email Filters r
Forwarders r
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iii.  Onthe screen that appears, enter your new password and click “Save”.

Webmail
Bl Password & Security

Enter a new password for this account.

New Password
Confirm New Password

Password Strength &

Save

1.5 Selecting User Interface
i.  You have three (3) different interface options to choose from. Beko Media recommends
using ROUNDCUBE because of its user friendly interface. Select ROUNDCUBE as your
preferred interface, by selecting “Set as Default”.

Very Strong (94/100) Password Generator

Choose a Default Webmail Application

Lkhorde  roundeube &gy

Set as Default Set as Default Set as Default

rrelMail

WEBMAIL FOR NUTS

ii.  You will then be presented with the below page and you can begin sending and reading
emails.

roundcube L contacts &P Settings

+
= ) . - . e Al < [q-

Refresh  Compose Rep Renly o =
£ Inbox © - subiec %  From Date Size LA
# orafts |

&) sent

Junk

1 Trash

'n" (= 5 Select | & | | Threads | & Messages 1to 7 of 7 1
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2 Setting Up Emails On Microsoft Outlook On Your Computer Or

Laptop

2.1 Microsoft Outlook 2010

First, go to "File > Info > Account settings".

Q]: 595 Outlook Today - Microsoft Outlook

@ Home Send / Receive Folder View ESET Adobe PDF

\! 5
@ Save

Account Information

g S Adobe PDF : ; it
v R No account available. Add an e-mail account to enable additional features.

9 save Attact t &k Add Account
Info
= Account Settings
Open ‘m“ Medify settings for this account and configure additional connections.
=A%
Print Account
Settings ~
Help | w’-‘u Account Settings... ;
i‘ Add and remove accounts or change |
[ options “ existing connection settings. [
A - r;:\; Manage the size of your mailbox by emptying Deleted ltems and
£ et archiving.
Cleanup

Tools ~

Click on "New".

E-mail Accounts

You can add or remove an account, You can select an account and change its settings.

E-mail |Daiz Files | R3S Feeds | SharePoint Lists | Internet Calendars | Published Calendars | Address Books

'.'Q-New... W repair... WP chanoe... @ SetasDefauk X Remove # &

Mame Type

dential Internet | Domain Name R ration | Email &
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Tick "Manually configure server settings or additional server types" and click "Next".

Auto Account Setup
Connect to other server types,

) E-mail Account

() Text Messaging (SMS)

I‘o‘ Manually configure server settings or additional server types l

T T |

Select "Internet E-mail".

Choose Service

@ Internet E-mail
Connect to POP or IMAP server to send and receive e-mail messages.
Microsoft Exchange or compatible service
Connect and access e-mail messages, calendar, contacts, faxes and voice mail messages.
Text Messaging (SMS)
Connect to a mobile messaging service,
Other
Connect to a server type shown below.

Fax Maid Transport

—

< Back [ Next > ]I[ Cancel ]

dential Internet | Domain Name Registration | Email
g
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v.  On the page that appears, enter the following details. Once all details have been added,
select “More Settings”.
a. Your Name: YOUR NAME AND SURNAME
Email Address: YOUR EMAIL ADDRESS AS PROVIDED BY BEKO MEDIA
Account Type: IMAP
Incoming mail server: mail.yourdomain.co.bw
Outgoing mail server (SMTP): mail.yourdomain.co.bw
User Name: YOUR EMAIL ADDRESS AS PROVIDED BY BEKO MEDIA
Password: YOUR PASSWORD
Remember Password: TICK THIS OPTION
NB: Where you see “yourdomain”. Replace it with your registered domain name.

S® 0 o0 0T

Internet E-mail Settings
Each of these settings are required to get your e-mail account working.

User Information Test Account Settings

Your Name: After filing out the information on this screen, we
recommend you test your account by dicking the button

E-mail Address: below. (Requires network connection)

Server Information —_— -

SRR - 5 | Test Account Settings ... |

Incoming mail server: [V] Test Account Settings bydda\gtheNextbumml

Qutgoing mail server (SMTP):

Logon Information

User Name:

Password: =00 | m=ss=s== A

[ V| Remember password l

[T Reguire logon using Secure Password Authentication (SPA)

[ <gek [ next> ] [ cancel |

Residential Internet | Domain Name Registration | Email & Welb Hosting
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vi. In the "Internet E-mail Settings" screen that pops up, click on the "Outgoing Server" tab,
and check the box next to "My outgoing server (SMTP) requires authentication". Also select
the radio button next to "Use same settings as my incoming mail server".

General | Sent Items I Deleted Items
Qutgoing Server Connection I Advanced

My outgoing server (SMTP) requires authentication
@ Use same settings as my incoming mail server

() Log on using

User Narme:

Password:

| Remember password

| Require Secure Password Authentication (SPA)

vii. In the same window go to the “Advanced” tab and verify the following.
a. Incoming server (IMAP): 993
b. Incoming server encrypted connection: SSL
c. Outgoing server (SMTP): 465
d. Outgoing server encrypted connection: SSL
e. Click “OK” when finished.

| General |  sentmtems | f
| Cenes [ — I.D:H::\.,Lm

Server Port Numbers

Incoming server (MAP): [[Use Defauits

Use the following type of encrypted connection: | SSL = |

Outgoing server (SMTP):

Use the following type of encrypted connection: | SSL

Server Timeouts

Short y Long 1minute
Folders

Root folder path:

dential Internet | Domain Name Registration | Email &
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viii.  To make sure the settings are tested, check the box "Test Account Settings" by clicking the
"Next" button.

Test Account Settings

After filing out the information on this screen, we
recommend you test your account by dicking the button
below. (Requires network connection)

[ Test Account Settings ... ]

Test Account Settings by dicking the Next button

iX. If you've entered everything in correctly, both tasks will be completed successfully and you
can close out of the window and begin using your account via Outlook 2010.

Congratulations! All tests completed successfully. Click Close to continue. ‘ Stop

Tasks | Errors

Tasks Status
s/’ Log onto incoming mail server (IMAP) Completed
s/ Send test e-mail message Completed

dential Internet | Domain Name Registration | Email &
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2.2 Microsoft Outlook 2013 Or 2016
i.  Open Outlook 2016 and go to the “File” tab.

Outlook Today - Outlook
k Send / Receive Folder View Q Tell me what you want to do
W ' 4l
W£ Update Folder % B Mark to Download z_a
= Send Al Unmark to Download N
Send/Receive ) Show Cancel Download Work
All Folders (= Send/Receive Groups ™ progress Al Headers - Process Marked Headers ~  Offfine
Send & Receive Download Senver Preferences ~
- Favorites N Wednesday, June 14, 2017 Customize Cutlook Today ...
= Calendar Tasks Messages
4 Qutlook Data File
ii. Then, just above the "Account Settings" button, click "Add Account".
Inbox - Qutlook Data File - Outlook ? = X

Account Information

(= LCOom

+ Add [%:cou nt

F Account Settings
ad:

Change settings for this account or set up more connections.
Account

Settings -

Get the Outlook app for iPhone, iPad, Android, or Windows 10 Maobile.

iii.  Select "Manual setup or additional server types", then select “Next”.

Add Account

Auto Account Setup
Manual setup of an account or connect o other server types,

) Email Account
Scotty MeClaud

Com

(®) Manual setup or additional server types

< Back | Mext > |:: Cancel Help

jential Internet | Domain Name Reg ion | Email ¢
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Then under Choose Service select "POP or IMAP", then select “Next”.

BEKO MEDIA
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Add Account

Choose Your Account Type

() Office 365

Automatic setup Tor Office 365 acoounts

(®) POP or IMAP

Advanded setup for POP or IMAP ¢mail accounts

() Exchange ActiveSync

advanded setup for services that uie Exchange AdiveSymic

dential Internet | Domain Name R
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On the page that appears, enter the following details. Once all details have been added,

select “More Settings”
i. Your Name: YOUR NAME AND SURNAME

j- Email Address: YOUR EMAIL ADDRESS AS PROVIDED BY BEKO MEDIA
k. Account Type: IMAP
I. Incoming mail server: mail.yourdomain.co.bw

m. Outgoing mail server (SMTP): mail.yourdomain.co.bw

n. User Name: YOUR EMAIL ADDRESS AS PROVIDED BY BEKO MEDIA
0.

Password: YOUR PASSWORD
p. Remember Password: TICK THIS OPTION

NB: Where you see “yourdomain”. Replace it with your registered domain name.

Add Account

POP and TMAP Account Settings

Enter the mail server settings for your account.

User Information

Your MName:

Email Address:

Server Information

Account Type:

Incoming mail server:
Outgoing mail server (SMTF):
Logon Information

User Mame:

Passwaord:

IMAP

aa*u**u**l

[~ Remember passward

D Require logon using Secure Password Authentication

(3PA)

Test Account Settings

‘We recommend that you test your account to ensure that

the entries are correct.

Test Account Settings ...

Automatically test account settings when Next

is clicked

Mail to keep offline: All

Maore Settings ..

Cancel

Help

dential Internet | Domain Name Registration | Email &
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vi. Under "More settings", select the "Outgoing Server" tab. Check the box next to “My
outgoing server (SMTP) requires authentication” and select the radio button next to “Use
same settings as my incoming mail server”.

& Internet E-mail Settings

General| Qutgoing Server | Advanced

My outgoing server [SMTF) requires authentication
@ Use same settings as my incoming mail server
(::l Log on using

User Mame:

Passwiord:

Remember password
Require Secure Password Authentication [SP&)

vii. In the same window go to the “Advanced” tab and verify the following.
f. Incoming server (IMAP): 993
g. Incoming server encrypted connection: SSL
h. Outgoing server (SMTP): 465
i. Outgoing server encrypted connection: SSL
j. Click “OK” when finished.

Internet Email Settings >

Server Port Numbers

Incoming server [IMAP): Uze Defaults

Uze the foallowing type of enerypted connection: | S5L ~r
Cutgoing server (SMTP): | (455 |
Use the following type of encypted connection: ||SSL -

Server Timeouts

Short L Long 1 minute 30 seconds
Falders

Root folder path:

Sent Items
[ oo not save copies of sent items
Deleted Items

[ mtark items for deletion but do not move them automatically

Items: marked for deletion will be permanently deleted when
the items in the mailbox are purged.

EI Purge items when switching folders while online

II Cancel

2ntial Internet | Domain Name R ation | Email
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viii. Now click "Next". If you've entered everything correctly, both testing tasks will be
completed successfully and then you can close that little window and again click "Next".

Congratulations! All tests completed successfully. Click Close to Stop

continue,
Close

Tasks Errars

Tasks Status
\/‘Lng onto incoming mail server (IMAF] Completed
\/SEHd test e-mail message Completed
iX. If everything is set correctly, you'll get a "You're all set!" message. Click "Finish".

Add Account x

You're all set!

We have all the information we need to set up your account,

[[] set up Outiook Mobile on my phone, too R dd anoinirsctatnts

e BN oo

X.  Now you can check your emails through Microsoft Outlook 2016.

dential Internet | Domain Name ration | Email
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3 Setting Up Emails On Your Mobile Phone Or Tablet

3.1 Android Mobile Phone/Tablet

Select the “Email App” on your phone.

BEKO MEDIA

Fast. Faster. FIBER!

On the “Add Account” screen that appears, select “Other”.

. Add account

r"
LJ Exchange

Gmail

Windows Live

< Hotmail
YaHOO:!

Others

Residential Internet | Domain Name Registration | Email & W
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iv.

On the page that appears, enter your email address and password. Then select “Manual
Setup”.

BEKO MEDIA

Fast. Faster. FIBER!

. Account setup

You can set up your account in
just a few steps.

On the page that appears select “IMAP”.

What type of account is this?

POP3

dential Internet | Domain Name Registration | Email &
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v.  On the page that appears, enter the following details. Once all details have been added,
select “Next”.
g. Username: YOUR EMAIL ADDRESS AS PROVIDED BY BEKO MEDIA
r. Password: YOUR PASSWORD
s. Server: mail.yourdomain.co.bw
t. Port: 993
u. Security Type: SSL/TLS (Accept all certificates)

NB: Where you see “yourdomain”. Replace it with your registered domain name.

. Account setup

Lbpiraairie

Secunty bype
SSL/TLS (Accept all certificates)
IMLAP parth prefio

vi.  Onthe page that appears, enter the following details. Once all details have been added,
select “Next”.
v. SMTP Server: mail.yourdomain.co.bw
Port: 465
Security Type: SSL/TLS (Accept all certificates)
Require Sign-in: TICK THE CHECK BOX
Username: YOUR EMAIL ADDRESS AS PROVIDED BY BEKO MEDIA
aa. Password: YOUR PASSWORD

N < X g

NB: Where you see “yourdomain”. Replace it with your registered domain name.

Residential Internet | Domain Name Registration | Email & We
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ount setup

s
Sty g
SSL/TLS (Accept all certificates)

¥ Require sign-in

LISermmie

Passeond

EeEsssEmE

vii.  On the next page that appears set the details as follows, then select “Next”.
bb. Inbox Checking Frequency: Every 5 minutes
cc. Notify me when emails arrive: TICK THE CHECK BOX
dd. Sync emails from this account: TICK THE CHECK BOX
ee. Automatically download attachments when connected to Wi-Fi: TICK THE CHECK
BOX

. Account settings

Inbox checking frequency
Every 5 minutes 4

+ Notify me when emails arrive
¥ Sync emails from this account

Automatically download
+ attachments when connected to
Wi-Fi

Previous Next

Jential Internet | Domain Name Registration | Email 0 Hosting
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viii.  You can now select the “Email App” and begin sending and reading emails.

ALL FOLDERS

* Starred

Ba Unread 7

W VP
& 0nafts

B Outbox

g Sent

3.2 i0SiPhone/iPad (iOS 7 and Newer)

i From the Home screen, choose “Settings”.

* B

Mossbgun Cawnﬁl

dential Internet | Domain Name R ration | Email &
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ii. Select "Mail, Contacts, Calendars".

BEKO MEDIA
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Settings

R e R R E IR

Privacy

>
0
A icloud

Mail, Contacts, Calendars

Notes
Reminders

[\ ] Phone

iii. In the “Accounts” section, select “Add Account”.

Mo Cortacs (i

Fece Vew

S Tz Lt
Fag e

Agh Bt Diatng)
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On the screen that appears, select “Other”.

BEKO MEDIA
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¢ Accounts Add Aecount

%iCloud
@8 Exchange
Google
YAHOO!
Aol.

B4 Outlook.com

Cither

On the screen that appears, select “Add Mail Account”.

{ Add Account Other

MAIL

Add Mail Account

CONTACTS
Add LDAP Account

Add CardDAV Account

CALENDARS

Add CalDAV Account

esidential Internet | Domain Name Registration | Email &
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vi.  Onthe page that appears, ensure that “IMAP” is selected. Then enter the following details.
Once all details have been added, select “Next”.
a. Name: YOUR NAME AND SURNAME
b. Username: YOUR EMAIL ADDRESS AS PROVIDED BY BEKO MEDIA
c. Password: YOUR PASSWORD
d. Description: COMPANY NAME

NB: Where you see “yourdomain”. Replace it with your registered domain name.

Cancel  New Account Next

Name

Email
Password  eeeeeeee

Description

Busine sidential Internet | Domain Name Registration | Email & Welb Hosting
g g
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vii. Enter the following details.
a. Host Name: mail.yourdomain.co.bw
b. User Name: YOUR EMAIL ADDRESS AS PROVIDED BY BEKO MEDIA
c. Password: YOUR PASSWORD

NB: Where you see “yourdomain”. Replace it with your registered domain name.

AL LIAR OCOICD
\\.‘U’I’N \u w'-"‘ L S:."wi:':

Host Neme

User Name

Password  o0ennene

Residential Internet | Domain Name Registration | Email & W
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viii. Enter the following details. Once all details have been added, select “Next”.
a. Host Name: mail.yourdomain.co.bw
b. User Name: YOUR EMAIL ADDRESS AS PROVIDED BY BEKO MEDIA
c. Password: YOUR PASSWORD

NB: Where you see “yourdomain”. Replace it with your registered domain name.

ATANNS LA CEOVED
S | bm--
VUIOVING MAL QCNYEN

Host Neme

User Name

Password o0nenene

ix.  Select the information you want to sync with your phone. By activating "Mail" & "Notes"
and tap Save to save the entered information. Your iPhone/iPad will then verify your
account information.

Cance IMAP Save

Notes

0 v (
(

Residential Internet | Domain Name Registration | Email & Welb Hosting
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X. Upon successful completion, you will be taken back to the “Mail” screen. Your account will
now be listed in the “Accounts” section.

xi.  You can now select the “Email App” and begin sending and reading emails.

Mailboxes

1 Inboe
* ViP

& Flagged

% Drafts

" Sent

| Trash

<1 Anchive

Unduted Fuk How Ll

4 Additional Support
Happy emailing, should you run into any trouble or have any questions contact us at:
connect@bekomedia.co.bw or 3115937.
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