
 

 
 

Vista - Windows Mail Setup  
 Click on the Start Menu button         

 Click on Windows Mail  
 
 
 
 
Step 2.  
        Click on the Tools button  
        Click on the Accounts button  



 

 
 
 
 
Step 3.  
        Click on the Add button  

 



 

 
 
 
 
Step 4.  
   
        Click on Email Account  
        Click on Next button  

 
 
 
 
Step 5.  
   
        Enter customer's name in Display name field  
        Click on Next button  
 
 
 



 

 
 
 
 
 
 

 
 
 
 
 
Step 6.  
   
        Enter email address in the Email address field  
        Click on Next button  
 
 
 
 



 

 
 
 
 
 
 

 
 
 
 
 
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  
 
 
 



 

 
 
 
 
 
 

 
 
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  
 
 
 
 



 

 
 
 
 
 
 

 
  
   
        Click on Finish button  
        The email account is now set up and ready to use 
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