Open Outlook Express

Navigate to Tools, Accounts
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Click the Mail tab; highlight the account, click properties

Select the General Tab:


· Under the heading of Mail Account heading, 

Type the name that you would like to use to refer to this email account, such as NTPCUG email rather than the name mail.ntpcug.org. It is your choice as to what you want to call your NTPCUG email account.

· Under the User Information heading:

In the Name area, enter the name that you want displayed for this account; i.e. John Smith or Mary Jones – NTPCUG

In the email address area, enter your NTPCUG email address

· Check the box for “Include this account when receiving mail or synchronizing”

Select the Servers tab:
· Under Server information heading, 

My incoming mail server is a POP3 server

· Incoming mail (POP3): Enter mail.ntpcug.org

· Outgoing mail (SMTP): Enter mail.ntpcug.org

· Under Incoming Mail Server heading:

· Under Account Name, enter

· The first letter of your first name, the first letter of your last name followed by your membership number

· Under Password, enter

Password07 followed by your membership number, so that your password will appear like this Password071234 or Password07123, if you have a low membership number. Do NOT enter the leading zeroes of your membership number.

· Decide whether or not, you want your computer to remember this password. Check this box, if you want your computer to remember.

· Check the box for “My server requires authentication.”

· Click the Settings dialog box:

· Under Logon Information heading,

Turn on the radio button for “Use same settings as my incoming mail server.”

Verify settings on Connection, Security and Advanced tabs
Verify settings on Connection, Security and Advanced tabs. 
Under the Advanced tab, you have the option of checking the box for “Leave messages on server”, see below.
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· Click apply, then click ok. 

· Once you have validated that you are receiving your email, then go to the SharePoint page at

http://69.41.237.216/default.aspx 

and change your password. The change password program is on the right hand side of this page. Your logon for SharePoint is 

User ID:  ntpcug\xx9999
  
xx = represents the first initial of your first name and first initial of last name, so if your name is Mary Jones and her membership number is 7523, then her user ID would be
ntpcug\mj7523

9999 = represents your membership number

Default Password: Password07 followed by your membership number 

This is the default password for all NTPCUG members, who have email accounts, so you will want to change your password at your earliest convenience. If you do not have a NTPCUG email account and you would like to set up a UG email account, then contact Larry Copeland at ltcopeland@sbcglobal.net. After you have changed your password, you will need to enter the new password in the password area for your UG email account.

Accessing your NTPCUG email on the Web

Aka Exchange OWA (Outlook Web Access)

After you have set up your NTPCUG email account in Exchange and have validated that it works, then go to the NTPCUG SharePoint site at http://69.41.237.216/default.aspx and click on change password. Once you have successfully created your new password, verify that it works on SharePoint. 
In SharePoint, it is only necessary to enter your user ID in the xx9999 format and your new password.

In the left hand column under lists, there is a list item titled URLs. Click on URLs, then click on Exchange OWA link. Or you can click on click on the URL below, if you are just now setting up your NTPCUG email account in Exchange.

https://mail.ntpcug.org/exchange/ 

To access Exchange OWA, here is the format that you need to use.

User ID:
ntpcug\xx9999

XX = the first letter of your first name and the first letter of your last name

9999 = your NTPCUG membership number but do not include any leading zeros

Password:
Enter your new password.
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