NETastic Outlook Express E-mail Set Up Instructions

Open Outlook Express and then click on ‘Tools’ at the top of the window. Once the ‘“Tools’ drop down
menu pops up, click on ‘Accounts’ (near the bottom). Once you are in ‘Internet Accounts’ click on ‘Add’ in
the upper right corner then click on ‘Mail’ from the pop up menu. Once you are in the first page of the
‘Internet Connection Wizard’ for e-mail set up, type your name and then click on ‘Next’.

Internet Connection Wizard EH |

Your Hame

YWhen you zend e-mail, your name will appear in the From field of the outgoing meszage.
Type your name az you would like it to appear.

Display name: Display Mame

Faor example: John Smith

< Bach I Mext » ! Cancel Help
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Once you are in the second page of the Wizard you will need to type in your new e-mail address from
NETastic. When you are done click on ‘Next’.

Internet Connection Wizard EH |

Internet E-mail Address

'our e-mail addrezs iz the address other people uze to zend e-mail meszages to pou.
Thiz addrezz haz been azzigned ko pou by your Internet zervice prowider.

E-mail address: IsDmenne@yuurhusinessname.|::|:|m

For example: someone@microsaft. com

< Back I Mext » [ I Cancel | Help |

Once you are in the third page of the Wizard, you will need to type in the NETastic mail server addresses.
Both the ‘Incoming’ and ‘Outgoing’ mail server addresses are just your domain name (your web site address
without the ‘www.’ part in front). When you are done click on ‘Next’.

Internet Connection Wizard

E-mail Server Hames

by incoming mail zerver iz a IF'I:IF'S "I TEIVEL

Incaming mail [POP3, [MAP or HT TP zerver:

yoLrdomainnane, com

An SMTP server iz the zerver that iz used for your outgaing e-mail.

Qutgaing mail [SMTP] zerver:

vourdomainname. conl

< Back I Hest = I Cancel
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Once you are in the fourth page of the Wizard, you will need to type in your ‘Account name’ and
‘Password’. Your account name is your ‘username@’ followed by your domain name typed as if it were all
one word: ‘username@yourbusinessname.com’. When you type your password in, make sure you type it
exactly as it should be since it is case sensitive. When you are done click on ‘Next’.

Internet Connection Wizard Ed |

Internet Mail Logon

Type the account name and pazsword your Internet zervice provider has given you,

Account name: |username

Pazsword: I“"""’“‘ﬂ
¥ Femember password
[F wour Internet service provider reguires pou to use Secure Password Authentication

[SPA] to access vour mail account, select the 'Log On Using Secure Passward
Authentication [SPA]' check bos.

[ Log on uzsing Secure Password Authertication [SP4)

< Back I Mest » I Cancel

Once you are in the fifth page of the Wizard, just click on ‘Finish” which will take you back to the ‘Internet
Accounts’ window. Once you are there click on the new e-mail account that you just created to highlight it
then click on the ‘Set as Default’ button. Next click on the ‘Properties’ button.
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Once you are in the ‘Properties’ window, type in your ‘Reply address’ at the bottom. This is usually just
your e-mail address again. Next to ‘Organization’ you can put your business or employer’s name if you wish
those who receive e-mails from you to see this information in the message header.

#® uzername@pourdomainname_com Properties |

General I Serversl I:Dnnecti-:unl Securit_l,ll .ﬁ.dvancedl

b ail &ccount

Type the name by which vou would like to refer to these
zervers. Far example: "wark' or "Microzoft M ail
Server'.

Iusername@ynurdumainname.l:l:um

Izer Infarmatian

Harne: IJ ohn Doe

Organizatian: I"r’cnur Buziness Mame

E-mail address: Imername@ynurdumainname.-:Dm

Feply address: Iusername@ynurdumainname.n:u:un'l

¥ Include this account when receiving mail or synchronizing

k. I Cancel Apply

Next click on the ‘Advanced’ tab at the top. If you wish to leave a copy of your e-mail messages on
NETastic’s server so that you can retrieve the same e-mail messages from home and from work, click on the
‘Advanced’ tab. Here you need to put a check in the box labeled ‘Leave a copy of messages on server’. It is
important that you also put a check in the box labeled ‘Remove from server after 5 days’, otherwise your
mail will continue to pile up on our server until your box is full. If this happens you will no longer be able to
send or receive mail without manually deleting the messages on our server. If you do not need this feature
then skip this step.

Click ‘OK’. You should now find yourself at ‘Internet Accounts’ again. You are now finished and can click
on the ‘Close’ button at the bottom.
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