How 17O SET UP AN EVCOHS.COM ACCOUNT IN MAC MAIL

To BEGIN:

Double Click your postage stamp icon to open your email program

For more information about Mail on your Mac, clink this link: http://www.apple.com/support/mail/

STEP 2:

Your screen should look similar to this
Choose File

Then choose Add Account

New Message 8N
New Note ~%N
New To Do A3
New Viewer Window NN Inbox — EvCo

Open Message 3#80 - /C__\ -

Close

Save

Save As

Save as Stationery

Attach Files
Save Attachments
Quick Look Attachments

Add Account...
Import Mailboxes...
Add RSS Feeds...

Print

i3 1:'1 Drafts

» 5/ Sent

v s Trash
© on My Mac
¥ sample@evcohs.com
¥ MobileMe




STEP 3:

The Full Name is what will display in
FROM when others receive mail from
you.

Type the Name that you want to use
to identify yourself in the Full Name:
text box (Example = John Doe)

Type your full email address in the
Email Address: text box

Type your password in the Password:
text box S —
Note: if you don’t remember your
password, please call us @ 303-674-
5700 X3. Your
sensitive.

password is case

Then Choose Continue

STEP 4:

Choose POP as the Account Type:

Type the description that will help
you identify your email account from
your other email accounts into the
Description: text box (Example =
EvCo Email Account)

Type evcohs.com into the Incoming
Mail Server: text box. Note: do not
add anything in front of evcohs.com

Your User Name: and Password: “-- —_—
should automatically be entered into
the text boxes. Your User Name: is
the first part of your email address,
or everything before the @.

Then Choose Continue

( Cancel )

Incoming Mail Server
Account Type: [ é POP

( Cancel )

Add Account

You'll be guided through the steps to set up an
additional account.

To get started, provide the following information:

Full Name: Your Name

Email Address: youremail@evcohs.com

Password: [lvcnnc--c-- l

Go Back

B

Description: EvCo Email Account

Incoming Mail Server: [evcohs.cuﬂ

User Name: youremail

Password:

( GoBack )
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STEP 5: :
Add Account

Outgoing Mail Server

Type the description that will help

you identify the evcohs Outgoing
Mail Server from your other email
accounts your email account from
the others into the Description:
text box (Example evcohs)

Description: evcohs

Outgoing Mail Server: evcohs.com a
M Use only this server

M Use Authentication

User Name: youremail

Type evcohs.com into the Outgoing
Mail Server: text box. Note: do not
add anything in front of
evcohs.com

Password: l.lllll.l.4 I

Click in the box next to Use only
this server to add a check mark

Check the Use Authentication box

(" GoBack ) ( Continue )

Your User Name: and Password:
should automatically be entered
into the text boxes

Then Choose Continue

LAST STEP:

Account Summary

The next screen should look
Account Description: EvCo Email Account
Full Name: John Doe
Email Address: youremail@evcohs.com
User Name: youremail

like this. If you want to start

using your account right
away, click in the box next

to Take account online to
Incoming Mail Server: evcohs.com
SSL: on

add a check mark.

Then click Create
Outgoing Mail Server: evcohs.com

SSL: on
YOUR NEW EMAIL

ACCOUNT WILL
SHOW IN YOUR

MAIL ACCOUNTS. ® ( GoBack ) ( Creater )

E Take account online
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WHAT’S NEXT?

Have a look at the settings for the new email account.

Choose Mail

About Mail

Then choose Preferences
Preferences. ..

Provide Mail Feedback...
Services

Hide Mail
Hide Others
Show All

Quit Mail

Click on your new email account in the left menu and click Account Information

aro e You can review and modify your account
=1 - : ' settings on this screen.
Note: if you prefer not to use the Add Account

wizard, you can add your account manually by

{
C
©
Account Type: POP
MobileMe 8ene Accounts
MobileMe IMAP Description: EvCo Email Account e - N s - . . e TR .
@ Email Address: | youremail@evcohs.com ﬂ; (@ FILRSS B A Ll Y ‘;g
POP Genera CO L RSS 11,4 .'_'-... & Colors Vie NG COMmMpDoOsing Signatures ules
@ £OP Accounts ~—| Account Information  Mailbox Behaviors | Advanced |
,-@ Ev Incoming Mail Server: evcohs.com @
7 PO
User Name:  youremail POP ginahh this account
5 i ﬁ“"h“'m ™ Include when automatically checking for new messages
ASSWOId: | sevesevsess | MobileMe IMAP
™ Remove copy from server after retrieving a message:
Outgoing Mail Server (SMTP): | evcohs =) @ POP | After one week §#] (Remove now )
4 Use only this server @ Bop Prompt me to skip messages over KB
%' EvCo Email
= POP Check with your system administrator before changing
any of the advanced options below:
Port: 995 (¥ Use SSL
Authentication: | Password ]

clicking the + in the lower left corner of the
screen. Next you can enter all of the settings

described in this document into the text boxes.
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OUTGOING MAIL SERVER SETTINGS

. . . Accounts { | Mailbo s Advanced
To check the settings for your Outgoing Mail @ b = :
Server, click the toggle next to Outgoing Mail ﬁ:’z""h AEmEE s OF
Server (SMTP) \ L] Mobileme 1MAP Description: EvCo Email Account
‘@}’\ Email Address: _ youremail@evcohs.com
Choose Edit Server List... - ~— Full ez | John e
'@ EvCo Email ng Mail Server: evcohs.com
- User . youremail
Password: um\
Outgoing Mail Server (SMTP): | evcohs el |
None
¥ evcohs
Edit Server List...
"Besq:ription | Server Name wl_n Use W A_@:nounl =
evcohs evcohs.com EvCo Email Account
If you setup your outgoing mail to utilize Secure
Sockets Layer (SSL), your setting will look like this
when you review them.
=]

~ | Account Information

() Use default ports (25, 465, 587)
® Use custom port: 587

M Use Secure Sockets Layer (S5L)
Authentication: | Password =

Click OK

@ (" cCancel ) 0k )

Y
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