
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 

How to Set up an Email Account on MOTO-Q 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Tips for entering information on the Q 
 
Before you follow the instructions in this guide, please take a few minutes to understand 
the Q keypad and the various text entry methods.  A full layout of the Q keypad is in 
Appendix B. 
 
Here are a few tips in following instructions:  
 



·  LSK refers to Left Soft Key 
·  RSK refers to Right Soft Key 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
·  Shortcut keys are available for some menu choices. 

o E.g. in the menu shown pressing the letter p 
will invoke the “Options” menu 

- Pressing R will invoke Reply 
- Pressing F will invoke Folders 
- Pressing S will invoke Switch Accounts 

 
 

 
For a full layout of the Q keypad please see Appendix B. 

Left Soft key (LSK) Right Soft key (RSK) 



Setting up Corporate Email with Exchange Servers 
Note: Before setting up your Q to synchronize via ActiveSync, contact your IT 
administrator to determine if you can synchronize your email over the air.  If you can 
synchronize over the air, follow setup procedures in section 2.1 before setting 
synchronization via cable sync (section 2.2). 

*Setting up Synchronization using ActiveSync on the Q 
Exchange Server Email Setup 
If you did not set up an Exchange Server email account, follow the steps in this section 
to set up an account now. Work with your Corporate IT department to gather the 
following info: 

·  Mail server address, domain name, and whether your company or email provider 
requires an encrypted (SSL) connection to the mail server. 

·  Your username and password. 
Note: The Exchange Server settings are case sensitive. Be sure to enter uppercase 
and lowercase letters properly. 

 
1. Press Start (LSK) 
2. Select the ActiveSync Icon 
 
 
 
 
 
 
 
 
 
 
3. Select “set up your device to sync with it” located on the main ActiveSync screen. 
 
 
 
 
 
 
 
 
 
4. Input your 

mail server 
address in 
the Server 
Address field. 

 
 
 



 
 
 
 
 
 
 

 
5. Press Next (RSK) 
6. Input your user name, password and domain in the appropriate fields.  Choose 

whether they would like to save their password. 
 
 

 
 
 
 
 
 
 
 
 
 
 

7. Press Next (RSK) 
8. Choose which data you would like to sync (Contacts, Calendar, E-mail, and/or 

Tasks). 
9. Press Finish (LSK) 
 

Note: Further settings are available for Email 
and Calendar. Select data sync parameters for 
your calendar and email by pressing 
Menu>>Settings.  You may select more or less 
data to maintain on your device and the 
amount of data to sync for each email 
message. 

 
10. You can choose your Exchange 

ActiveSync schedule by selecting 
Menu>>Schedule.   

 
Note: Syncing continuously will lead to shorter battery life than selecting a less frequent 
sync schedule, so carefully consider how often you’d like to receive data during peak 
and non-peak times or day.     

Setting up Synchronization using ActiveSync on the Desktop 



 
 
 

 
 
1. Press Next 
 
 
 
 
 
 
 

 
 
 

2. Select to “Synchronize directly with a server running Microsoft Exchange Server”.  
Press “Next”. 

 
 
 
 
 
 
 
 
 
 
 
 
 
3. Enter the server address, your login, password, and domain.  Contact your IT 

administrator for the correct 
information.  Press “Next” when 
complete. 

 
 
 
 
 
 
 
 
 
 
 

 
 
4. Choose what data you would like to sync with the server.  If you choose to sync 



with the Exchange Server, the device will synchronize over the air with the email 
server. Press “Next” when complete. 

Note: Only Contact, Calendar, Email, and Tasks are synchronized with the 
Exchange Server. 
 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
5. Press Next. 
6. Press Finish 

 

Appendix A: Server Settings Table for Common POP3/IMAP 
Providers 

 
POP3/IMAP 
Account   

Auto 
Setup 

Server 
Type Incoming Server 

Requires 
SSL Outgoing Server 

Requires 
Authentication 

        

Common Email Accounts      

hotmail.com   Setup available through Pocket MSN (see section 5) 

yahoo.com1   Yes POP3 pop.mail.yahoo.com No smtp.mail.yahoo.com Yes 

comcast.net   Yes POP3 mail.comcast.net No smtp.comcast.net No 

aol.com   Yes IMAP4 imap.aol.com Yes smtp.aol.com Yes 

gmail.com2   No POP3 pop.gmail.com Yes smtp.gmail.com Yes 

Aim.com   No IMAP4 imap.aim.com No smtp.aim.com Yes 

sbcglobal.net   No POP3 pop.sbcglobal.yahoo.com No smtp.sbcglobal.yahoo.com Yes 

        

Additional Email Accounts      

verizon.net   Yes POP3 incoming.verizon.net No outgoing.verizon.net Yes 

earthlink.net   Yes POP3 pop.earthlink.net No smtpauth.earthlink.net Yes 

netzero.net   Yes POP3 pop.netzero.net No smtp.netzero.net No 

excite.com1   No POP3 pop3.excite.com No smtp.excite.com Yes 

lycos.com   No POP3 pop.mail.lycos.com No smtp.mail.lycos.com Yes 

flash.net   No POP3 pop.flash.yahoo.com No smtp.flash.yahoo.com Yes 



nvbell.net   No POP3 pop.nvbell.yahoo.com No smtp.nvbell.yahoo.com Yes 

pacbell.net   No POP3 pop.pacbell.yahoo.com No smtp.pacbell.yahoo.com Yes 

prodigy.net   No POP3 pop.prodigy.yahoo.com No smtp.prodigy.yahoo.com Yes 

snet.net   No POP3 pop.snet.yahoo.com No smtp.snet.yahoo.com Yes 

swbell.net   No POP3 pop.swbell.yahoo.com No smtp.swbell.yahoo.com Yes 

wans.net  No POP3 pop.wans.yahoo.com No smtp.wans.yahoo.com Yes 

 
Note:   

1. Some email providers may charge a service fee for accessing email via POP3/IMAP4.  E.g. 
Yahoo and Excite in the above list require a service fee.  Please check with your email provider 
for additional details. 

2. For some servers you may have to enable POP3 access.  E.g. To enable gmail access you need 
to go to gmail website->Settings->Forwarding and Pop->Enable Pop 

 
 
 



 

Appendix B: How to use the keys on the MOTO-Q 
 
 
 
 
 
 
 
 
 

 
 
 

 
To enter any numeric digits you will use only the Black keys on the left half of 
the key board.  Alphabetic letter are entered using both the Black and White 
keys. 
 
To switch from letters to numbers, you will use the ALT key to switch mode.  
Hit the ALT key repeatedly until the symbol is ALT (all caps) appears in the 
upper right corner.  Now you can enter one or more numeric digits using the 
Black keys. 
 
To enter special characters, like $, # and -, hit the ALT key repeatedly until the 
symbol ALT (in all caps) appears in the upper right corner.  Now use the White 
keys to enter the special characters above the letters. 
 
To enter lower case alphabetic characters, hit the ALT key repeatedly until the 
symbol abc (all lower case) appears in the upper right corner.   
 
To enter one capital letter, hit the CAPS key once until the symbol Abc 
appears in the upper right corner.  The first character you enter will be capitalized 
and the rest will be lower case.   
 
To enter multiple capital letters in a row, hit the CAPS key twice until the 
symbol ABC appears in the upper right corner.  All the characters you enter will 
be capitalized until you hit the CAPS key again. 
 

 


