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Tutorial: Windows Mail — Create an E-mail Account

Open Windows Mail

Click on the Tools menu
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In the Internet Accounts menu Intemet Accounts =
St up new e-mail accounts or newsgroup subscriptions by clicking Add.
H To make changes. export, of Iemove an account of subscription, select it first
Click Add
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Tutorial: Windows Mail — Create and E-Mail Account .....continued

Select E-mail Account (5

®

Select Account Type

Wihat type 0f Bcount would you fike 1o add?

‘_ E-mail Account

"?l Mewsgraup Account

::] | Qirectony Service

[ Mot ] [ cances

Type in here the name of your company, or if you prefer 5
your personal name, but remember it will be shown on ]
the head of each e-mail you send. Yout Name

Whan yai send e-mall, your name will agpear in the From field of the autgoing
message. Type your Name a8 you wold Fee It 10 apoear

Desplay name:

Far examples Jahn Smith

Where can [ fing my &-mail sCcour

ance
Type your full e-mail address in here o =]
Internet E-mail Address
Viour e-mail address &5 the sddeess otfer peopie use o send e-mail messages fo
ol
E-muail address |
Far example: someone@ microsof.com

Where can [ find my =-mai scoount infarmation?

ance
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Tutorial: Windows Mail — Create and E-Mail Account .....continued

Type your POP3 and SMTP address here @ =
Your e-mail provider can give you these details if you Set up e-mail servers
don’t know them Pt
POFY
Incamng mail (POPI of IMAP) senser
Chetgaing e=mail server (SMTP] name
Dulgaing senger Feguines Suthentication
ancel
Your Account name is your full e-mail address @ 5=
Type it in and your password htsmethis) Logen
Type e S0cound name and password your Inbarmset serice provider has glen you
If you tick the *Remember password’ box it will save you b ma semame l
having to enter it every time you collect your mail
Basraiard
o | Remembeer pakgaiond
Cancel
Click Finish 5
L&)
Congratulations
Yiois Mawe sucresstully entered a3 OF the wlormation required 10 58T U0 WOUT SCoount
To save these etings ana dowmnload your &-mail, click Finish,
Da not downlosd my &-mail a1 ths time
[ b | | Gancel

You will need to perform the above steps for each e-mail address you want to setup. For example you
may have your personal e-mail address, one for the office, and/or accounts for individual members of the
company. They will all need setting up.

©Rozegarden Aug-09 Tutorial: Windows Mail - Create and E-Mail Account - Page 3



