Vista - Windows Mail Setup

Click on the Start Menu button

Click on Windows Mail
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Click on the Tools button
Click on the Accounts button
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Step 3.
Click on the Add button

r

Internet Accounts

Set up new e-mail accounts or newsgroup subscriptions by clicking Add.
To make changes, export, or remove an account or subscription, select it first,
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Click on Email Account
Click on Next button
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Select Account Type

What type of account would you like to add?

;| E-rnail Account
-

{:1' Mewsgroup Account
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i Directory Service
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What information do [ need to set up mv account?

| Next ][Cancel||

Step 5.

Enter customer's name in Display name field
Click on Next button
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Your Name

When you send e-mail, your narme will appear in the From field of the outgoing message.
Type your name as you would like it to appear.

Display name: lohn Dcrel

For example: lohn Smith

Where can [ find my e-mail account information?

[Mﬂﬁ]l[ﬂncﬁjl

Step 6.

Enter email address in the Email address field
Click on Next button
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Internet E-mail Address

Your e-mail address is the address other people use to send e-mail messages to you,

E-rnail address johndoe@mycomspan.com

For example: someone@microsoft.com

Where can [find myv e-mail account information?

[ Mext ]| Cancel I

Step 7.

Enter mail.mycomspan.com in both the incoming and outgoing mail server fields
Click on Outgoing server requires authentication
Click on Next button



000
comspan

communications

Providing Business

and Residential
Telecommunication
Services to Communities
throughout Oregon

o

Set up e-mail servers

Incoming e-mail server type:

|POP3 -|

Incoming mail (POP3 or IMAP] server

mail.mycomspan.com

Outgoing e-mail server (SMTP] name:

mail.mycomspan.com

[ Outgoing server requires authentication

Where can [ find mv é-mail server information?

[ Mext ][ Cancel I l

Step 8.

Enter user name in the Email user name field (the username is your full email

address including @mycomspan.com)
Enter password in the Password field
Click on square labeled Remember password
Click on Next button
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Internet Mail Logon

Typethe account name and password your Internet service provider has given you.

E-rnail username:

Password:

joﬁndhe@mycomspan.com

[¥] Rerember passwaord

Mext H Cancel |

Click on Finish button

The email account is now set up and ready to use
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