Quick Email Set up in WebsiteOS
1. Login to WebsiteOS at http://www.vmsol.com. Remember to type your domain without the ‘www’ prefix (ex. primeweb.ca). If you don’t know or cannot remember your password, please contact us at info@primeweb.ca.
2. When you are logged in to WebsiteOS, click ‘Email’ on the side panel.
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3. Below, you will see the email submenu. Click ‘Easymail Setup’.

[image: image2.jpg]N

Announcer
Version 20

&y Sesmg o





4. The Easymail Setup window will now appear, showing you the list of all the current accounts and passwords, as well as the number of accounts available for your domain. To make a new account, click the ‘Create’ button.
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5. You’ll then be taken to an area where you must enter a name and password for your email address. You may also choose to forward all mail from this account to another existing email address. When you are done, click ‘Apply’. Your new account is created.
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6. The next step is enabling spam filtering. Click the ‘Spam Filtering’ tab at the top. Highlight the email username of the account you just created in the ‘EasyMail Accounts’ window. Below this window is a checkbox that says ‘Enable Spam Filtering’ beside it. Select the checkbox so a check mark appears inside. Click the ‘Advanced…’ button to continue.
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7. Here you will see the advanced settings for the spam filtering of your new account. The following settings are recommended. Under ‘Filter Options’, ensure that ‘Standard Filtering’ is selected. For ‘Delivery Options’, ensure that ‘Tag and Deliver Spam’ is selected. With these settings, potential spam is marked as such in the subject line of the message and it is still delivered to you. That way, you won’t lose any important messages that are accidentally marked as spam. Scroll to the bottom of this window and click ‘Apply’ to ensure these settings are saved, then select ‘OK’ to exit this screen. Your email account is now set up and filtering spam.
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8. When you are finished in WebsiteOS, click ‘Logout’ located on the left side panel. A prompt will appear in the middle of the screen which says ‘Are you sure?’ Click ‘OK’ to continue. You are now logged out of WebsiteOS.
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