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Company e-mail from day one: a checklist from the first
mailbox to every phone
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The short answer: company e-mail comes out right when you do things in this order: decide the addresses, create
the mailboxes with strong passwords, check SPF, DKIM and DMARC, test in webmail, connect the phones and
computers and, last, tell the people who write to you. The list works for the e-mail that comes with a hosting plan
and for the Professional E-mail plan. Every step has its own article; this one gives you the order.

(?) Before the first mailbox

a Make sure the domain is active and pointing to us. Mailboxes live on the server, but they only receive
mail once the domain's MX records point here. If the domain is new and registered with us, this is already
done.

° Write the list of addresses. Role addresses (info@, invoices@, sales@) for company business and
personal ones (ana@) for each person. See which addresses a business should create.

° Decide what is a mailbox and what is a fForwarder. An address that only hands mail to another mailbox
does not need to be a mailbox: it can be a forwarder, which uses no space. The differences are in catch-
all, forwarders and aliases.

&4 Create and protect the mailboxes

G Create the mailboxes in cPanel, under Email Accounts, and give each the space it needs. The plan's
space is split between mailboxes however you like. Step by step: creating an e-mail account in cPanel.
If there are many, create them all at once from a spreadsheet.

e A strong, different password for every mailbox. Never one password for the whole team. A password
manager takes care of remembering them.
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Check deliverability. In cPanel, Email Deliverability shows whether the domain's SPF, DKIM and DMARC
are right. Without them, your mail is more likely to end up in the recipient's spam: why this matters.

° Turn on the spam Filter and the spam folder, under Spam Filters. See what we filter and what you can
do.

© Connect the devices

Test each mailbox in webmail first: if you can log in, send and receive there, the mailbox is fine and any later problem
is in the device setup. Then set the devices up with IMAP, which keeps the messages the same everywhere:

Setting Value

Incoming and outgoing server mail.yourcompany.com

Incoming (IMAP) port 993, SSL/TLS

Outgoing (SMTP) port 465, SSL/TLS, or 587 with STARTTLS

Username the Full mailbox address

Password the mailbox password (not the My MozOut or cPanel one)

Device guides: Android, iPhone oriPad, Thunderbird and eM Client.

Q The Finishing touches

0 One signature style For the whole team, with name, role and phone: adding a signature.
° Auto-replies for holidays and forwarders for whoever covers a colleague's absence.

Your own copy of the important mailboxes, on top of our daily backups: how to back up a mailbox.

and your invoices.

o Tell your contacts about the new address: business cards, the website, the signature of the old address
o Keep a list of the mailboxes somewhere safe

: who uses each one and on which devices it is set up. When someone leaves, that list tells you what to
close: opening and closing mailboxes when people join or leave.
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Do not use company mailboxes For campaigns or automatic bulk sending.
Mailboxes have an hourly sending limit, shown on the Professional E-mail page. Newsletters and the e-
mails your system sends have products of their own.

%) NEED AHAND?

Want a hand setting up your company e-mail? Open a ticket and tell us the domain and how many

mailboxes you need.

&= Open a support ticket =

© SEEALSO
How to create an e-mail account in cPanel? >
Which e-mail addresses a business should create: role addresses and personal ones >
SPF, DKIM and DMARC: why your e-mail lands in spam >
How to access your webmail >
Creating many mailboxes at once with the cPanel Address Importer and a spreadsheet >
Adding a signature to your e-mails: webmail, computer and phone >
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