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HTE Americas Web mail 
 
Check your Emails using HTE Web mail Server  
Type in the address:  (if this is the first time you visit, login name & password can be 
found from the email) 
http://webmail.hteamericas.com 
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HTE Americas Web mail 
 
Change your Email password 
 
Click on “Change email password” to change your email password, from your webmail 
window ( webmail.hteamericas.com ).   
 
Login is your email address.  

  
HTE Americas Web mail 

 
After you logged in, it will bring you to the default main screen: 
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HTE Americas Web mail 
 

To change your password, click on “Preferences”  

 
 
 
 
 
 
 
Note:  After you are done, please do not forget to click on “Log out” especially if you are 
using a public access computer. 
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Setting up Email clients 
 

Creating an account for Outlook & other 
 
Step 1: 
 
From Outlook menu Tools E-mail Accounts 
       S1 

 
 
Step 2 
Select “Add a new e-mail account” click on Next.   

S2-1 

 



 7

Setting up Email clients 
Select “POP3” click on Next 

S2-3 
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Setting up Email clients 
 
Step 3 
Fill in your name, email address, User Name and password (user name is your email 
address).    
For the server information: the incoming & outgoing mail server type in 
mail.hteamericas.com.  and click on “More Settings” 

          S3-1 
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Setting up Email clients 
 

After clicked on More Settings, click on Outgoing Server, and check “My outing 
server (SMTP) requires authentication. click Ok button 
 
                 S3-2 

 
 
From screenshot S3-1, click on Next Finish. 
 
 
Setting up for other email clients, besides Outlook, is not much different; just have your  
login name & password, and HTE Email server host which is mail.hteamericas.com.   
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Setting up Email clients 
 

Setup a Default E-mail Account 
 
After you finished adding a new account, Outlook still looks for the old 
email account to send email, which is not what we want.  Go to the menu bar, 
click Tools E-mail Accounts (screenshot S1) 
It will bring up screenshot S2.  It stead of “adding”, select “view and 
change…” 
As shown below, it defaulted to old account (hteamericas.com, your account 
name may be different).  We want to set the newly added as default 
account—mail.hteamericas.com.   
          S3-3 

 
 
 
 
 
 
 



 11

 
Setting up Email clients 

 
Click on mail.hteamericas.com Set as Default Finish. 
          S3-4 
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Setting up Email clients 
 
FAQ: 
1.  I can’t send email! 
Be sure that “My outing server (SMTP) requires authentication” is checked, as seen on 
screenshot S3-2.  And set you default account to the new one: mail.hteamericas.com. 
 
 
2.  I got a login error. 
If you are login for the first time, use the default password provided.  It can be found 
from the same email you received this document. 
 
 
 
 
Other Notes 
Transition from Old to New Email server 
While we are transferring the email server from NY to LA, the existing email setting will 
not receive any new emails.  Please download all your emails after the transfer process 
completed—all new emails will go to the new email server mail.hteamericas.com.   
 
To download emails from old email server, follow the same instruction above except for 
the incoming & outgoing mail server type in hteamericas.com  ( 65.164.54.20) . 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
MIS Team 
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