Setting Up Your E-Mail Account – A Crash Course

This document’s purpose to is help you set up your E-Mail program (either Outlook or Outlook Express) to send or receive E-Mail through your newly created domain account.

Should you run into difficulty, please feel free to call customer service at Elixir Labs (1-801-847-0172) between 8 a.m. – 5 p.m., Monday through Friday.

Creating your Account

First off, both Outlook and Outlook Express follow the same steps in creating your account.  If any differences exist during the set up process, they will be indicated in parenthesis.  

Step 1

On the top tool bar, click on the Tools Menu, a series of options will appear, near the bottom the option entitled “Accounts” should appear.  A note to Windows 2000 users – sometimes Windows 2000 will shrink the menu down when certain options go unused; if you don’t see the “Accounts” option, click on the double arrow at the bottom of the menu, and the “Accounts” option should appear. Click on the “Accounts” option.
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Step 2

Once the “Accounts” item has been chosen the Internet Accounts dialog box should appear as pictured below. Click on the Add button and a menu should appear asking what type of account you wish to create. Click on the “Mail…” option.
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Step 3

The following dialog will appear.  This is the name that you will see in Outlook and Outlook Express when referring to your new E-Mail account.  Enter in your name and click on the “Next” button at the bottom of the dialog box.
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Step 4

Enter in the name of the E-Mail address provided from Elixir Labs and click “Next”.
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Step 5

Enter in the names of the E-Mail servers that you will connect to for you new E-Mail Account.  The names have been provided below.  The incoming mail server should be selected as a POP3 server.  In the Incoming mail( POP3 or IMAP ) server field, type “mail.elixirlabs.com”, on the next line down type “mail.elixirlabs.com” as well. The top line indicates where you receive your E-Mail from and the bottom line indicates the server through which all outgoing E-Mail will be sent. Click “Next” to go to Step 6.
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Step 6

The Internet Mail Logon box will aid you by automatically logging you into the E-Mail account without having to provide your user name and password each time.  In the Account name field, please type your full E-Mail address including your domain name at the end. For example, if my E-Mail account name was jsmith, then I would type jsmith@mywebsiteaddress.com as the account name (substituting mywebsiteaddress.com with your appropriate website domain name).  In the password field, type the password provided to you for your E-Mail account.  Make sure the “Remember Password” checkbox has a check in it.  Notice that the lower left checkbox labeled “Log on using Secure Password Authentication (SPA)” is not checked. Click “Next” and go on to step 7.
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Step 7

You may be prompted with a new screen asking how you will connect to the Internet to send and receive E-Mail.  The selection you make depends on how you normally connect to the Internet.  If you use a modem to connect to the Internet, then select “Connect using my phone line”.  If your computer is in an office, generally you are already connected through a Local Area Network ( or LAN ). In this case “Connect using my local area network (LAN)”, should be selected.  For more advanced users, select “I will establish my Internet connection manually”. Click Next to go on to step 8.
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Step 8

You’re finished!  If successful the following screen should appear. Click on “Finish” to close out of this box and click “Close” on the Internet Accounts box to return to Outlook or Outlook Express.  
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