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DISCLAIMER AND DISTRIBUTION STATEMENT:
This document is provided as is and does not provide any solutions or fixes to your systems. 
Distribution of this document is limited to our staff and customers on a need-to-know basis. Any other distribution is strictly prohibited.
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1.0 [bookmark: _Toc120724782][bookmark: _Toc122121660]Purpose and Scope
This document establishes the processes and procedures for installing and setting up the WP Mail SMTP plugin on a WordPress site.
[bookmark: _Toc120724783][bookmark: _Toc122121661]2.0 General Information
Standardized procedures are necessary to ensure consistent operation. They also provide a path of instruction for persons completing tasks for which they may be unfamiliar in doing.
[bookmark: _Toc120724784][bookmark: _Toc122121662]3.0 Responsibilities
All Delux Solutions IT Department staff are responsible for maintaining / creating a complete set of How To and Procedural documents for all tasks they perform or can be performed by other staff members or customers. 
Those documents are then uploaded to the proper SharePoint Library and also to our public facing website based on the need-to-know. 
[bookmark: _Toc120724785][bookmark: _Toc122121663]3.1 Review / Update
All documents will be reviewed on a quarterly basis and updated as required in order to provide as much detail as possible on how to perform a specified task. The IT Department will make every effort to continuously keep these documents up to date.
[bookmark: _Toc120724786][bookmark: _Toc122121664]	3.2 Precedence
In the event that any procedure in this document is found to be in conflict with other documents then both documents must be updated to reflect the most current procedures. 
[bookmark: _Toc120724787][bookmark: _Toc122121665]4.0 Assumptions
· You have your own web server with IIS installed
· You have basic knowledge on how to perform WordPress tasks


[bookmark: _Toc122121666]5.0 Installing The Plugin

1. On the left menu go to Plugins and then click on Add New
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2. In the search box, next to Keyword, type in WP Mail SMTP and when it appears on the screen click Install Now
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3. The plugin will begin installing
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4. When it is finished click Activate
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[bookmark: _Toc122121667]6.0 Configuring The Plugin

1. After the plugin has successfully activated it will take you to the setup wizard. Click on Let’s Get Started
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2. When the following page opens click on Other SMTP then click Save and Continue
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3. On the Configure Mailer Settings page enter the IP address of your mail server in the SMTP Host box, Set Encryption to None, and leave Auto TLS on
[image: Graphical user interface, text, application, email
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4. Scroll down the same page and turn on Authentication and if you setup MailEnable correctly you will use no-reply@yourdoamin and the password. You will also turn on Force From Name and in the From Email enter no-reply@yourdoamin. Then scroll down a little and click on Save and Continue
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5. Click on Save and Continue again
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6. Now click on Skip this Step
[image: Graphical user interface, text, application
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7. Click on Skip this Step again
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8. If you did everything correctly you should have gotten a test email from the site sent to the admin email.
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WP Mail SMTP

a wpforms product

Welcome to the WP Mail SMTP Setup Wizard!

We'll guide you through each step needed to get WP Mail SMTP fully set
up on your site.

Get Started —

Go back to the Dashboard
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Choose Your SMTP Mailer

Which mailer would you like to use to send emails? Not sure which mailer to choose? Check
out our complete mailer guide for details on each option.

Recommended Mailers

‘ I|. SendLayer ‘ ‘ SMTP.com

[ & sanoe |

WS Amazon SES PRO

@ Mailgun PRO
[B rosmnc
6 SparkPost #m Zoho Mail PRO

° Other SMTP
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Step2of 6

Configure Mailer Settings

Below, we'll show you all of the settings required to set up this mailer.

‘The Other SMTP option lets you send emails through an SMTP server instead of using a
provider's API. easy and convenient, but it's less secure than the other mailers. Please
note that your provider may not allow you to send a large number of emails. In that case,
please use a different mailer.

To get started, read our Other SMTP documentation.

SMTP Host

‘ 0000

Encryption
@ None ssL s

For most servers TLS is the recommended option. If your SMTP provider offers both SSL and TLS options,
we recommend using TLS.

SMTP Port

25

Auto TLS

By default, TLS encryption is automatically used if the server supports it (recommended). In some cases,
due to server misconfigurations, this can cause issues and may need to be disabled.

@ cEnableAuto TS
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Authentication

@  Enable Authentication

SMTP Username

- \

SMTP Password

From Name

setup.com

‘The name that emails are sent from.
Force From Name

(@) Vo Ce eyt e e o s g e ety
other plugins.

From Email

‘ no-reply@setup.com

‘The email address that emails are sent from.

Force From Email

(@) Ve e sl e o ol o e ey
other plugins.
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you'd like to use, and well go ahead and enable those for you. R

Improved Email Deliverability

Ensure your emails are sent successfully and refiably.

Email Error Tracking

Easily spot errors causing delivery issues.

Smart Contact Form
Create beautiful contact forms with just a few clicks.

Weekly Email Summary

Get statistics about emails you've sent.

Detailed Email Logs %0

Keep records of every email that's sent out from your website.

Complete Email Reports 770
See the delivery status, track opens and dlicks, and create deliverability graphs.

Instant Email Alerts PRO

Get notifications via email, SMS, Slack, or webhook when emails fail to send.

Manage Default Notifications 70

Control which email notifications your WordPress site sends.
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WP Mail SMTP

a wpforms product

Help Improve WP Mail SMTP + Smart Recommendations

Get helpful suggestions from WP Mail SMTP on how to optimize your email deliverability
and grow your business.

Your Email Address

tdw.mark@gmail.com

Your email is needed, 50 you can receive recommendations,

Help make WP Mail SMTP better for everyone

Yes, count me in

T SEPUBED

Close and exit the Setup Wizard
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Step 5 of 6

Enter your WP Mail SMTP License Key

You're currently using WP Mail SMTP Lite - no license needed. Enjoy!

To unlock selected features, Upgrade to Pro and enter your license key below.

Detailed Email Logs

Complete Email Reports

Instant Email Alerts

Enhanced Weekly Email Summary

Manage Default Notifications

€ L < < < K

Multisite Network Settings

Already purchased? Enter your license key below to connect with WP Mail SMTP Py

 Previous Step Skip this Step

Close and exi

the Setup Wizard
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