Microsoft Outlook Set-up Instructions

These instructions will take you through the steps in creating a new
BEVCOMM e-mail account in OUTLOOK. Your existing “cvtel.net” account will
remain active. This will assure that no e-mail messages will be missed during
the transition to BEVCOMM. You’'ll also have the ability to request e-mail
forwarding once your BEVCOMM e-mail account is active.

1. In Microsoft Outlook, select Tools > E-mail Accounts.
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2. Select "Add a new e-mail account". Click Next.
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This wizard will allow you to change the e-mail
accounts and directories that Outlook uses.
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3. Select "POP3". Click Next.
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Server Type
‘fou can choose the type of server your new e-mail account will work with,

) Microsoft Exchange Server
Connect to an Exchange server to read e-mail, access public folders, and share

Connect to a POP3 e-m
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Connect to an IMAP e-mail server to download e-mail and synchronize mailbox
folders.
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4. Enter your e-mail information (see below). Click Next.

E-mail Accounts @

Internet E-mail Settings (POP3)
Each of these settings are required to get your e-mail account working.

User Information Server Information
Your Name:  |3ohn Doe | Incoming mal server (POP3):  |mail.bevcomm.net

E-mail Address: |jdoe@bevcomm.net

| Outgoing mail server (SMTP): | mail.beveomm.net|

Logon Information Test Settings
User Mame: 'jdne After filling out the information on this screen, we
b recommend you test your account by clicking the
Password: [k ok | button below. (Requires network connection)
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To complete the e-mail settings shown in Screen 4 (above), enter
your e-mail information as follows:

Your Name.:......... Your first and last name, business name, or family name
E-mail Address: .Your full BEVCOMM e-mail address

User Name.:......... Your username (first part of your e-mail address)
Password: ........... Your e-mail password

Incoming mail server (POP3): mail.bevcomm.net

Outgoing mail server (SMTP): mail.bevcomm.net

5. Click Finish.

E-mail Accounts

Congratulations!

‘You have successfully entered all the information required to
setup your account,

To dose the wizard, dick Finish,

6. Now, click the “"Send/Receive” button. This will check both e-mail
accounts (Cannon Valley and BEVCOMM).



E-Mail Forwarding

Once you've completed the steps above, you will receive an e-mail from
BEVCOMM Internet (cvtel@bevcomm.net) with the subject "NOTICE: E-Mail

Forwarding”.

This e-mail will give you the option to forward your existing “cvtel.net”
account to your new “bevcomm.net” account. Forwarding will allow you to
receive all e-mails sent to your “cvtel.net” e-mail address. They will arrive in

your new “bevcomm.net”

e-mail account.

Simply click the link (usually blue) in the e-mail message to open the web
page and select YES to request e-mail forwarding. You will receive a
confirmation e-mail once the forwarding is in place. If you do not want to
miss any e-mails sent to your “cvtel.net” account, we recommend you
request this forwarding option.

Deleting Existing Cannon Valley Account

Follow the steps below to delete your existing “cvtel.net” account.
You’ll want to delete your account once you are certain all “cvtel.net”
e-mails are removed from the mail server and/or your e-mail is
forwarding to your “bevcomm.net” account.

1. In Microsoft Outlook, select Tools > E-mail Accounts.
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2. Select "View or change existing e-mail accounts”. Click Next.

E-mail Accounts

This wizard will allow you to change the e-mail
accounts and directories that Outlook uses.
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3. Select your existing Cannon Valley e-mail account. Click Remove
along the right. Click Finish. Click Yes to confirm deletion of the
account.

E-mail Accounts
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E-mail Accounts
¥ou can select an account and change its settings ar remave it.

Outlook processes e-mail for these accounts in the following order:

Mame Type Change...

Microsoft Exchange Server Exchange (Default)

Hastmaster POP/SMTP | add.. |
Enews FOR/SMTR
mail.bevoomm.net POP/SMTR
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