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Setting up your MYSHARE email address

Step 1 - Open Microsoft Outlook
go to Tools / Email Accounts (see below) then click Next.

E-mail Accounts

This wizard will allow you to change the e-mail
accounts and directories that Outlook uses.

E-mail

(O add a new e-mail account

Directory

() add a new directary or address baok
() view or change existing directories or address books

[ Mesxt = ][ Close

Step 2 - click Add

E-mail Accounts

E-mail Accounts
‘fou can select an account and change its settings or remove it,

Outlook processes e-mail For these accounts in the Following order:

Type
POPJSMTP (Default)

|2

Change. ..

re.net.au
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Mowve Down
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Deliver new e-mail ko the Following location:

~l| [ Mew Outlook Data File, .. ]

Personal Folders
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Step 3 -select POP3

E-mail Accounts

Server Type
‘fou can choose the bype of server vaour new e-mail acount 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-mail server to download your e-mail.
O mMap

Connect to an IMAP e-mail server to download e-mail and synchronize mailbox
folders.

HTTP
Connect ko an HTTP e-mail server such as Hotmail to download e-mail and
synchronize mailbox: Folders,

() additional Server Types

Connect to another workgroup or 3rd-party mail server,
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Step 5 - Your Test should come back looking like this (below)

Test Account Settings

Congratulations! All tests completed successfully, Click Close ko continue. Stof

| Tasks | Errars |

Tasks Status ]
\/Establish nietwork connection Completed
\/Find outgaoing mail server (SMTF) Completed
\/Find incorning mail server (POP3) Completed &)
\/Log onto incoming mail server (POP3) Completed
\/Send test e-mail message Completed .

Step 4 - enterin your Name, email address,

Incoming mail server = mail.myshare.com.au

Outgoing mail server = smtp.telarus.com.au

Username = yourname@myshare.com.au

*Password = the password you have *provided Myshare
Then click Test Account Settings

E-mail Accounts

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

Server Information

John Smith | Incoming mall server (POP3): imail.myshare.com.au J
E-mail Address: john@myshare.com.au | Qutgaing mail server (SMTF: EW

Logon Information

User Information

Your Mame:

Test Settings

User Mame; After filling out the information on this screen, we
———— recommend vou test your account by clicking the
Passward: ks | butkon below. (Requires network connection)

Remember password

Test Account Setkings ...

|:| Log on using Secure Password
Authentication (SPA)

More Settings ...
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*Password. Please call Myshare on 1300 653 795 if you haven't
provided a password for your account.



