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Allstream Small Business
Customer Help Guide

Email: Create & Access

The information in this guide is provided for your convenient reference only and is based on a typical user’s system set up. Because individual users
may have unique system set ups and software configurations, Allstream does not guarantee that you will get the results you expect. If you have any
concerns you should only proceed with the assistance of an expert software technician of your choice. Allstream assumes no responsibility or liability
whatsoever for any loss or damage which may result from the registration and transfer of your domain name as discussed in this guide. By proceeding
with this set-up, you assume all risk of loss or damage. (© 2009 MTS Allstream Inc. All rights reserved.)
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The information in this guide is provided for your convenient reference only and is based on a typical user’'s system set up. Because
individual users may have unique system set ups and software configurations, Allstream does not guarantee that you will get the results
you expect. If you have any concerns you should only proceed with the assistance of an expert software technician of your choice.
Allstream assumes no responsibility or liability whatsoever for any loss or damage which may result from the registration and transfer of
your domain name as discussed in this guide. By proceeding with this set-up, you assume all risk of loss or damage. (© 2009 MTS

Allstream Inc. All rights reserved.)
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Introduction

Welcome to Allstream small business. We wrote this document to help our customers get the
most out of their telecommunications services. While we do have excellent people available to
provide technical support, we have designed our system to enable our customers to control their
own systems easily and effectively.

Email

Creating Email Accounts

Email accounts can only be created by using the Administrator user id and password. The
Administrator user id and password were sent to you by Allstream small business with all of your
Domain, Email, Web Hosting and Security information. You should appoint one or two people in
your company to be the Administrator and have access to the Administrator user id and
password.

The following are the steps required to create a new email account.
1. Go to the Allstream small business website - http://www.allstream.com/smallbusiness
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2. Click on My Accounts to access the account features webpage.

The information in this guide is provided for your convenient reference only and is based on a typical user’'s system set up. Because
individual users may have unique system set ups and software configurations, Allstream does not guarantee that you will get the results
you expect. If you have any concerns you should only proceed with the assistance of an expert software technician of your choice.
Allstream assumes no responsibility or liability whatsoever for any loss or damage which may result from the registration and transfer of
your domain name as discussed in this guide. By proceeding with this set-up, you assume all risk of loss or damage. (© 2009 MTS
Allstream Inc. All rights reserved.)
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My Accounts - Microsoft Internet Explorer
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Privacy Policy
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End uzer login
Administrator login

Weh Hosting

Access your hosted website sccount and change your seftings or preferences
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3. Under the Webmail Access section (middle of the screen), click the Manage webmail
accounts link.

The information in this guide is provided for your convenient reference only and is based on a typical user’'s system set up. Because
individual users may have unique system set ups and software configurations, Allstream does not guarantee that you will get the results
you expect. If you have any concerns you should only proceed with the assistance of an expert software technician of your choice.
Allstream assumes no responsibility or liability whatsoever for any loss or damage which may result from the registration and transfer of
your domain name as discussed in this guide. By proceeding with this set-up, you assume all risk of loss or damage. (© 2009 MTS
Allstream Inc. All rights reserved.)
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4. Log onto the website to setup all of your email accounts. To login enter your domain name
into the Username field and your password into the Password field.

Note: The password is the same password that was sent you by Allstream small business.

The information in this guide is provided for your convenient reference only and is based on a typical user’'s system set up. Because
individual users may have unique system set ups and software configurations, Allstream does not guarantee that you will get the results
you expect. If you have any concerns you should only proceed with the assistance of an expert software technician of your choice.
Allstream assumes no responsibility or liability whatsoever for any loss or damage which may result from the registration and transfer of
your domain name as discussed in this guide. By proceeding with this set-up, you assume all risk of loss or damage. (© 2009 MTS
Allstream Inc. All rights reserved.)
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5. To create your email accounts, select the Email option from the navigation menu on the top
of the screen.

The information in this guide is provided for your convenient reference only and is based on a typical user’'s system set up. Because
individual users may have unique system set ups and software configurations, Allstream does not guarantee that you will get the results
you expect. If you have any concerns you should only proceed with the assistance of an expert software technician of your choice.
Allstream assumes no responsibility or liability whatsoever for any loss or damage which may result from the registration and transfer of
your domain name as discussed in this guide. By proceeding with this set-up, you assume all risk of loss or damage. (© 2009 MTS
Allstream Inc. All rights reserved.)
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6. Click the Easymail Setup button from the navigation menu on the left hand side of the screen.

The information in this guide is provided for your convenient reference only and is based on a typical user’'s system set up. Because
individual users may have unique system set ups and software configurations, Allstream does not guarantee that you will get the results
you expect. If you have any concerns you should only proceed with the assistance of an expert software technician of your choice.
Allstream assumes no responsibility or liability whatsoever for any loss or damage which may result from the registration and transfer of
your domain name as discussed in this guide. By proceeding with this set-up, you assume all risk of loss or damage. (© 2009 MTS
Allstream Inc. All rights reserved.)
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7. Inthe Easymail Setup dial-log box, click the‘Create button to create a new email account.

The information in this guide is provided for your convenient reference only and is based on a typical user’'s system set up. Because
individual users may have unique system set ups and software configurations, Allstream does not guarantee that you will get the results
you expect. If you have any concerns you should only proceed with the assistance of an expert software technician of your choice.
Allstream assumes no responsibility or liability whatsoever for any loss or damage which may result from the registration and transfer of
your domain name as discussed in this guide. By proceeding with this set-up, you assume all risk of loss or damage. (© 2009 MTS
Allstream Inc. All rights reserved.)
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8. Enter your desired email account name in the Username field.
9. Enter the password that will be associated to the email account, in the Password field.
10. Click the OK to create the email account.

The information in this guide is provided for your convenient reference only and is based on a typical user’'s system set up. Because
individual users may have unique system set ups and software configurations, Allstream does not guarantee that you will get the results
you expect. If you have any concerns you should only proceed with the assistance of an expert software technician of your choice.
Allstream assumes no responsibility or liability whatsoever for any loss or damage which may result from the registration and transfer of
your domain name as discussed in this guide. By proceeding with this set-up, you assume all risk of loss or damage. (© 2009 MTS
Allstream Inc. All rights reserved.)
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11. Notice that the email account that you created will appear in a list in the Select an Account
section. Another way to confirm that you have created your email account successfully is by
viewing the status under the list of email accounts.

In this example, the status states ‘13 of 15 accounts available,” which means that there are
13 additional email accounts that can still be created that are associated to this Domain.

The information in this guide is provided for your convenient reference only and is based on a typical user’'s system set up. Because
individual users may have unique system set ups and software configurations, Allstream does not guarantee that you will get the results
you expect. If you have any concerns you should only proceed with the assistance of an expert software technician of your choice.
Allstream assumes no responsibility or liability whatsoever for any loss or damage which may result from the registration and transfer of
your domain name as discussed in this guide. By proceeding with this set-up, you assume all risk of loss or damage. (© 2009 MTS
Allstream Inc. All rights reserved.)
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12. To view the password associated with an email account, select the email account in the
Select an Account section

13. To create another email account, click the Create button and return to step #8.

The information in this guide is provided for your convenient reference only and is based on a typical user’'s system set up. Because
individual users may have unique system set ups and software configurations, Allstream does not guarantee that you will get the results
you expect. If you have any concerns you should only proceed with the assistance of an expert software technician of your choice.
Allstream assumes no responsibility or liability whatsoever for any loss or damage which may result from the registration and transfer of
your domain name as discussed in this guide. By proceeding with this set-up, you assume all risk of loss or damage. (© 2009 MTS
Allstream Inc. All rights reserved.)
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14. To delete an email account, select the email account and click the Delete button.

15. Click the OK button to delete the email account.

The information in this guide is provided for your convenient reference only and is based on a typical user’'s system set up. Because
individual users may have unique system set ups and software configurations, Allstream does not guarantee that you will get the results
you expect. If you have any concerns you should only proceed with the assistance of an expert software technician of your choice.
Allstream assumes no responsibility or liability whatsoever for any loss or damage which may result from the registration and transfer of
your domain name as discussed in this guide. By proceeding with this set-up, you assume all risk of loss or damage. (© 2009 MTS
Allstream Inc. All rights reserved.)
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16. Notice that the email account that you created does not appear in the list in the Select an
Account section. This is your confirmation that the email account has been deleted.

In this example, the status states ‘14 of 15 accounts available,” which means that there are
now 14 additional email accounts that can still be created that are associated to this Domain.
17. END.

Accessing Webmail

Email accounts can be accessed via the internet. Email accessed via the internet is known as
webmail). To access your email accounts via the internet (webmail), visit
http://webmail.allstreamhosting.com

We recommend adding this website to your favorites (bookmarks) to access it directly.

You can also access your webmail by following these steps:

1. Go to the Allstream small business website http://www.allstream.com/smallbusiness/

The information in this guide is provided for your convenient reference only and is based on a typical user’s system set up. Because
individual users may have unique system set ups and software configurations, Allstream does not guarantee that you will get the results
you expect. If you have any concerns you should only proceed with the assistance of an expert software technician of your choice.
Allstream assumes no responsibility or liability whatsoever for any loss or damage which may result from the registration and transfer of
your domain name as discussed in this guide. By proceeding with this set-up, you assume all risk of loss or damage. (© 2009 MTS
Allstream Inc. All rights reserved.)
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2. Click on the My Accounts section on the right side of the screen.

The information in this guide is provided for your convenient reference only and is based on a typical user’'s system set up. Because
individual users may have unique system set ups and software configurations, Allstream does not guarantee that you will get the results
you expect. If you have any concerns you should only proceed with the assistance of an expert software technician of your choice.
Allstream assumes no responsibility or liability whatsoever for any loss or damage which may result from the registration and transfer of
your domain name as discussed in this guide. By proceeding with this set-up, you assume all risk of loss or damage. (© 2009 MTS
Allstream Inc. All rights reserved.)
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3. Under the Webmail Access section (middle of the screen), click the Login to your webmail
link.

The information in this guide is provided for your convenient reference only and is based on a typical user’'s system set up. Because
individual users may have unique system set ups and software configurations, Allstream does not guarantee that you will get the results
you expect. If you have any concerns you should only proceed with the assistance of an expert software technician of your choice.
Allstream assumes no responsibility or liability whatsoever for any loss or damage which may result from the registration and transfer of
your domain name as discussed in this guide. By proceeding with this set-up, you assume all risk of loss or damage. (© 2009 MTS
Allstream Inc. All rights reserved.)
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4. On the next page, enter their email address including your domain name (i.e
jane@myownndomain.ca) and the password created for that particular email address.

The information in this guide is provided for your convenient reference only and is based on a typical user’'s system set up. Because
individual users may have unique system set ups and software configurations, Allstream does not guarantee that you will get the results
you expect. If you have any concerns you should only proceed with the assistance of an expert software technician of your choice.
Allstream assumes no responsibility or liability whatsoever for any loss or damage which may result from the registration and transfer of
your domain name as discussed in this guide. By proceeding with this set-up, you assume all risk of loss or damage. (© 2009 MTS
Allstream Inc. All rights reserved.)
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5. Displayed is an example of what your webmail will look like when you login.
6. END.

Technical Support

For further support, please call Allstream small business technical support at 1-866-663-2791

The information in this guide is provided for your convenient reference only and is based on a typical user’'s system set up. Because
individual users may have unique system set ups and software configurations, Allstream does not guarantee that you will get the results
you expect. If you have any concerns you should only proceed with the assistance of an expert software technician of your choice.
Allstream assumes no responsibility or liability whatsoever for any loss or damage which may result from the registration and transfer of
your domain name as discussed in this guide. By proceeding with this set-up, you assume all risk of loss or damage. (© 2009 MTS
Allstream Inc. All rights reserved.)
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