To BEGIN:

How 170 SET UP AN EVCOHS.COM ACCOUNT IN WINDOWS

MAIL

Open Windows Mail (Windows Mail is included with the Microsoft Vista Operating System)

For more information about Windows Mail, click this link: http://windows.microsoft.com/en-US/windows-

vista/Working-with-Windows-Mail

Choose Tools

Then choose 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.

b ¢ Local Folders
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Directory Service
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Send and Receive

Synchronize All

Windows Contacts...
Add Sender to Contacts

Ctrl+Shift+C |

Ctrl+Shift+L

Windows Calendar
Message Rules
Newsgroups...
Accounts...

Junk E-mail Options...
Options...

Then click Add
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Then click E-mail Account

Select Account Type

What type of account would you like to add?
Ib E-mail Account | K
r’j Newsgroup Account

ﬂ IDimdnlyServi:l

Then click Next

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

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

Type the Name that you Display name: O

want to use to identify
yourself in the Display
Name: text box (Example
= John Doe)

For example: John Smith

Then click Next
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Type your full email address in
the E-mail Address: text box

Then click Next

Choose POP3 as the incoming e-mail
server type

Incoming mail
text box. Note: do not add anything in

front of evcohs.com

Type evcohs.com into the Qutgoing Mail
text box. Note: do not add anything in

3

front of evcohs.com

Click Outgoing server requires

/

authentication

Then click Next

Type evcohs.com into the Incomin mail\

Internet E-mail Address

Your e-mail address is the address other people use to send e-mail messages toyou.

E-mail address:

youremail@evcohs.com|

For

Set up e-mail servers

Incoming e-mail gerver type:

\

\ Incoming mail (POF3 or IMAP) server:

evcohs.com

Qutgoing e-mail server (SMTP) name:
evcohs.com
> [¥[0utgoing server requires authenticatio

inf 7

i = mail
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Type your Account Name and
Password into the text
boxes. Your Account Name:
is the first part of your email
address, or everything
before the @.

Internet Mail Logon

Type the account name and p d your Internet service provider has given you.
E-mail username: youremail

Click Remember password if
you want Windows Mail to
log you on automatically. If
you don’t want anyone else
to have access to your email,
do not check the box. You
will need to enter your
password every time you
open Windows Mail

.....U.q

Remember password

Then click Next

This is the final screen. If you are
satisfied with all of your settings,
click Finish. Congratulations

You have successfully entered all of the inf i quired to set up your

To save these settings and download your e-mail, click Finish.

[7)Do not download my e-mail at this time.

Send an email to yourself to test the
account.

YOUR NEW EMAIL
ACCOUNT WILL SHOW IN
YOUR MAIL ACCOUNTS. —
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ADD SECURE SOCKET LAYER (SSL) SECURITY TO YOUR ACCOUNT

The Wizard for Outlook Express does not include an option to set up SSL security to your email account. This will
need to be done after you have created your account.

Choose Tools

B Create Mail Send and Receive

> Local Folders Synchronize All

24 Microsoft Co ) i
Windows Contacts... Ctrl+Shift+C

Add Sender to Contacts
Windows Calendar Ctrl+Shift+L

Then choose Accounts
Message Rules ¥

Newsgroups... Ctrl+W
Accounts...

Junk E-mail Options...
Options...

*

Internet Agiilwnls

l Set up new e-mail accounts or newsgroup subscriptions by clicking Add.
To make changes, export, or an account or subscription, select it first.

Mail

_, evcohs.com
youremail@evcohs.com

Choose Properties

Directory Service

L
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& E1Co Emal Accaunt Properte: e

I General | Servers | C ion | Securty | Ad d|

Mail Account \

SM_ Typethe name by which you would likdNg refer to these
servers. For example: "Work”™ or "Windo i

EvCo Email Account

User Information
Name: Your Name
Organization:
E-mail address:  youremail@evcohs.com

Reply address:

[¥! Include this account when iving mail or synch

H o) (o ) )

[ General | Servers | Connection | Securty | Advanced |

Server Port Numbers
Outgoing mail (SMTP): 587
[¥] This server reguires a secure connection (SSL)
Incoming mail (POP3): EI_ é//
[¥] This server requires a secure connection (S5L)
Server Timeouts
Short 1 Leng 1 minute
Sending

[7] Break apart messages larger than

Delivery

[¥] Leave a copy of messages on server
(V| Remove from server after 5 21 day(s) /

|| Remove from server when deleted from ‘Deleted ltems'

) (s ) |

Type in a name that will identify this account from
other accounts you may have

Your name and email address will be entered into
the text boxes for you. If you want to edit your
name or email address, you can also do that in this
screen.

Check Include this account when receiving mail or
synchronizing

Then Click the Advanced Tab

Enter 587 into the Outgoing mail (SMTP): text
box

Check This server requires a secure
connection (SSL)

Enter 995 into the Incoming mail (POP3): text
box

Check This server requires a secure
connection (SSL)

You may leave the rest of the settings the
same.

Note: If you retrieve mail from this account
from more than one computer, click the Leave
a copy of messages on server and choose the
number of days to leave them on there before
they are deleted. If this box is left as shown,
your email will be deleted from the server the
first time it is downloaded onto a computer or
phone.
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