
 

 

 

 

 

 

 

 

Thank you for choosing Excalibur Technology Corp. to handle your email services.  

Please find listed below instructions on how to setup your Microsoft Outlook to send and 

receive email for your new email hosting services. 

 

 

To start you need to open Outlook. Once open go to the tools menu at the top and then 

“E-Mail accounts” 
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In the “E-Mail Accounts” window select “Add new email account” and click next 

(Note: If you already have an email account setup, select the “view or change existing e-

mail accounts” option and jump to the next page.) 

 

 
 

 

In the next window select “POP3” as the server type and click next. 

 

 
 



 

 

 

In the next window you need to fill out all the info listed. Obviously you will need to use 

your name, email and user name. The Incoming and Outgoing servers for you are 

mail.domainname.com (For example, if our domain is excaltech.com so we use 

mail.excaltech.com for our incoming and outgoing servers) 

 

 
 

Once you fill out the info above you need to click the “More Settings …” button, in the 

new window, select the “Outgoing Server” tab at the top and check the box that says “My 

outgoing (SMTP) server requires authentication. Once done, click the “OK” button.  

 

 



 

 

You should now be back at the “E-Mail Accounts” window. Click on “Next” 

 

 
 

Then “Finish” 

 

 
 

Your account is now setup. You passwords for your account should be supplied by your 

manager. 

 

Should you require assistance in completing this setup, please call Excalibur Technology 

Corp. @ 847-842-9570. 


