
Email Account Setup Instructions via the Web Based PowerOffice Tool 

1. Navigate your Web browser to <Displayed Email Subdomain>. Here you will see box below. Enter your 
administration username@yourdomain with your password and it will bring you to Step 2. 

 

2. Click on Site Administration.  

 

3. Click on New User Account. 



 

4. Complete the appropriate information and click Add User. 

 

 
Outlook Express/Outlook 2000 Setup Instructions  

Outlook Express is the email client/program included with Microsoft Internet Explorer.  
 
1. Open Outlook Express and on the menu click Tools and select Accounts. 



 

2. Click on the Mail tab, then click the Add button and select Mail. 

 

3. Enter your username. 



 

4. Enter the email address of your account (someone@yourdomain). 

 

5. Enter the mail server names ( <Displayed Email Subdomain>). 



 

6. Enter your mail account login (yourusername@yourdomain) and password.  

 

7. Click �Finish�. 



 

  

  

 


