Managing Your E-mail Accounts

The instructions that follow below are based upon Microsoft Outlook, but the layout and function of most other
e-mail programs is similar enough that these instructions will apply. The first thing that you need to do is open
your mail program, such as Microsoft Outlook, Outlook Express, or other. At the top of the screen, you will see
“Tools”. Click on that and a menu will drop down as shown below with a number of options listed. What you
are looking for is “E-mail Accounts” (shown in light blue below).
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Select “E-mail Accounts” by clicking on it while it is highlighted and you get the following screen.

E-mail Accounts

E-mail Accounts
You can change the e-mail accounts and directaries that Outloaok uses, :

E-mail
" Add a new e-mail accounk

{* Yiew or change existing e-mail accounts

Directory
" #dd a new directory or address boaok,

" Miew or change existing directories or address books

| MHext > | Cloze

From this screen, make sure that the option “View or change existing e-mail accounts” is checked as it is

above. Just click on “Next” at the bottom of the form, and you will be taken to the next screen which looks like
the one below.



Generally, you will only see one e-mail account here. The account shown below is for Comcast. Other
providers will look similar. Click on “Change”, the button in the upper right corner of the dialog box.

E-mail Accounts

E-mail Accounts
You can select an account and change its settings or remove it :

Cwtlook processes e-mail for these accounts in the Following order:
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< Back | Firizh | Cancel




What you will see next is the screen below. Normally, your e-mail name and e-mail address will already appear
under User Information—otherwise you would not be getting any e-mail. What the Service Provider will
probably have you change will be under Server Information. They will probably have you type something into
the two spaces that follow “Incoming mail server (POP 3)”, but most likely it will be following ‘“Outgoing mail
server SMTP”. If that setting is wrong, the mail server on your Service Providers network does not know what
to do with the e-mail that you are trying to get it to send.

E-mail Accounts

Internet E-mail Settings (POP3)
Each of these settings are required ko get wour e-mail account working. :
User Information Server Information
Your Mame: |'-.-'u'hu::ever'1"u:uu.ﬁ.re Incaming mail server (POP3): |mai|.whau:k-;.f.net
E-mail Address: |whuever@whacky.net oukgaing mail server (SMTR: |smt|:u.wha|:';.f.net
Logon Information Test Settings
e ikmes after filling out the information on this screen, we
|whu:uever recommend you kest vour account by clicking the button
Password: |******** below, (Requires network connection)
[v Remember password Test Account Setkings ...

[ Log on using Secure Password

Authentication {SPA) More Setkings

< Back | MHext > | Cancel |

They will then have you click “Next” at the lower right. The final screen will be a screen shown below that
will ask if you want to save all of this by clicking on “Finish”.



E-mail Accounts

Congratulations! @

ou hawve successfully entered all the information required to setup your account,

To close the wizard, click Finish.

| Finizh |

You are done. Now when you try to send an e-mail from the WASCA website, it should work.



