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Email Setup Guide

There are several ways to access your new @hearinginfo.co.nz email address.

You will need your email address and password.
You will be sent a default password which is created when your email address is setup.

The very first thing you need to do is change your email password to a personalised
password. We will not have access to this password even as the administrator of the
email account. When you terminate your contract/agreement with us you are obligated
to provide us with the password for the email address as it remains the property of Hear
This Education Aotearoa New Zealand Incorporated at all times.

How to change your password

Go to https://mailx.hosts.net.nz/mailadmin/index.php

0 o | freeparking email s« x | [E] SetUpEmailonMc X | F, AccountManager x [ECIRVAEN x freeparking webma X | ® Webmail : Welcom: X | +

<« O [l ps://mailxhosts.net.nz/mailadmin/index.php| o &3 A o po = N g
a
Q,
L 4
ur
Mail Control Panel u
Username (]
&
Domain Name -
@ +
Password
]
€3
£} HQre 12 e CHORAAOSIODD I ~oif=om e

Enter your email address and the automatically generated password you were sent.
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And “login”
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You will receive a success message at the top right of the page. After this you can log out
of platform.
Write you new password down.
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Option 1 - Webmail

This option is on the email provider’s website.
Go to https://mailx.freeparking.co.nz/roundcube/
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Enter your email address as the username and your new password.
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Option 2 - Outlook on PC/Desktop/Laptop
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File ~ Home Send /Receive View Help Try the new Qutlook
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Go to “File”
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w Inbox
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Sent
> Trash
Completed
HNZ Dispute
To fallow up
Drafts (This computer only)
Junk Email (This computer only)
Outbox 0
RSS Feeds
Search Folders

wanske.rosanne.scheepers...
> Inbox 496
» [Gmail]

Anske

Archive

Filter applied Connected
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6%  Inbox-hearing@hearinginfo.co.nz - Outlook

Account Information

Fl hearing@hearinginfo.co.nz

IMAP/SMTP
Open & Export
—+ Add Account
Save As Account Settings

P Change settings for this account or set up more connec Go to “Add Account”

Save Attachments Account
Settings

Print
Mailbox Settings

Manage the size of your mailbax by emptying Deleted Items and archiving.

Rules and Alerts

Use Rules and Alerts to help organise your incoming email messages, and receive
updates when items are added, changed, or removed.

Office Account
Feedback
Options

Exit
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File Home  Send / Receive View Help

£ send/Receive All Folders send Al [ Update " P work offline

Clear whatever email address
appears and enter your
@hearinginfo.co.nz email address

v Favourites All Unread

Inbox
ra.co.nz>

~ hearing@hearinginfo.co.nz C " OLIt‘OOI’(

 Inbox
Drafts
Sent
» Trash
Completed
- e Click on “Advanced options” and
To follow up ) = tick the box that says “Let me set
Drafts (This computer anly) up my account manually”_
Junk Email (This computer anly) Advanced options ~
Outbox 11 Let me set up my account manually

Then click “Connect”

RSS Feeds
No account? Create an Outlook.com email address to get started
wanske.rosanne.scheepers...
> Inbox 496
> [Grmail]
Anske
Archive

Filter applied Connected
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Advanced setup

0

Microsoft 365 Outlook.com Exchange

M [ E

Exchange 2013
or earlier

Select “POP”
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Change the settings as seen below:

Incoming mail

Server: mailx.freeparking.co.nz

Port: 995

Select “This server requires an encrypted connection (SSL/TLS)

Outgoing mail

Server: mailx.freeparking.co.nz
Port: 465

Encryption method: SSL/TLS

Change the following settings and click
“Next”

POP Account Settings

anske@hearinginfo.co.nz (Not you?)

Incoming mail
Server | | mailx.freeparking.co.nz Port | 995
Th s server requires an encrypted connection (SSL/TLS)

Require log-on using Secure Password Authentication (SPA)

Outgoing email

Server lnallx.freeparking'co'nz | Porl | 465

Encryption method | SSL/TLS  ~

Require log-on using Secure Password Authentication (SPA)

Message delivery

Use an existing data file

Go back
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POP Account Settings

anske@hearinginfo.co.nz (Not you?)

Password

l ARRRRRRRRERR |

Enter your password and click “Connect”

Go back

Account successfully added

-
anske@hearinginfo.co.nz

Success! and click
“Done”

Add another email address

anske.rosanne.scheepers@gmail.com v m

Advanced options A

Let me set up my account manually

Set up Outlook Mobile on my phone, too
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8 O
File Home Send /Receive View Help

7 Send/Receive All Folders %end All [Z Update Folder

Click “Send and Receive” and you should see
your emails there.

v Favourites Al Unread

Inbox
i .~ Microsoft Outiook <anske@hearinginfo.co.nz> n

= AO
Microsoft Outlook MO "+ anske@hearinginfo.co.nz None
> hearing@hearinginfo.co.nz Microsoft Outlook Test Message
This is an email message sent Click here to download pictures, To help protect your privacy, Outiook prevented automatic download of some pictures in this
- S message.

> anske.rosanne.scheepers@g... Anske Scheepers

Re: Test email
test back

This is an email message sent automatically by Microsoft Outlook while testing the settings for your account.

wvanske@hearinginfo.c
i hearing@hearinginfo.co... :
Sent Items Welcome Anske Scheepers! | [X] R Virus-free www avg com
Welcome, Anske Scheepers |
Deleted ftems
Conversation Action Settings
Junk Email

Outbox
Search Folders

> hearingchch@xtra.co.nz
> julie.hearingchch@xtra.co.nz

> julie.hearingchch@xtra.co.nz

items: 3 Unread: 3
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You are welcome to contact us at hearing@hearinginfo.co.nz if you encounter any
problems during the setup.
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Option 3 — Windows Mail - PC/Desktop/Laptop

Add an account
om Outlook.com
Outlook.com, Live.com, Hotmail, MSN

Create Free Account
Get a free personal Outlook email address

Office 365
Office 365, Exchange

Google

Yahoo!

iCloud When you enter Window Mail, scroll down

and select “Advanced setup”

Other account
POP, IMAP

Advanced setup

g U UK @

Add an account

Advanced setup

Choose the kind of account you want to setup. If you're not sure,
check with your service provider.

Exchange ActiveSync
Includes Exchange and other accounts that use Exchange ActiveSync.

Internet email
POP or IMAP accounts that let you view your email in a web browser.

Select “Internet email”

X Cancel
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Add an account

Internet email account

Email address

anske@hearinginfo.co.nz

User name

anske@hearinginfo.co.nz

Examples: kevinc, kevinc@contoso.com, domain\kevinc

Password

Account name

Anske - Hearing

Send your messages using this name

v Signin

Internet email account

Send your messages using this name

Anske Scheepers

Incoming email server

mailx.freeparking.co.nz

Account type
POP3

Outgoing (SMTP) email grver

maibx.freeparking.co.nz

Qutgoing server requires authentication

/' Signin

This document is the exclusive property of Hear This Education Aotearoa New Zealand
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Add an account

Internet email account
mailx.freeparking.co.nz

Tick all of the options as seen
Account type in the picture.

POP3 N Select “Sign in”

Outgoing (SMTP) emails.erver

mailx.freeparking.co.nz X

Outgoing server requires authentication
Use the same user name and password for sending email

Require SSL for incoming email

Require SSL for outgoing email

Vv’ Signin X Cancel

Outlook Dismiss |

All done!

Your account was set up successfully.

e Al vV
g anske@hearinginfo.co.nz

10:39 pm

Mail gets even better B ot Ou

C1 Folde with Outlook on the
phone

9:52 pm

Connect to any email account and info.co.nz wrof

access work and personal calendars
on the go. It's free!

8:56 pm
ccount is all re

Get the app

Success! f
Click “Done”
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Option 4 - Gmail App for Mobile

sseBoHHO - all B8 | @D

= Search in emails

Primary \ Open you GMail
app and click on

Google Community Team 4Jun the circled icon.
Surene, take the next step by customizing...

/ Compose

(@

sseBoHBO -

Google

Surene Scheepers

sct gmail.com

Click on “Add
Manage your Google Account another account”

Recommended actions

Storage used: 0% of 15 GB

Anske-Rosanne Scheepers

@gmail.com

Anske-Rosanne Ackerman

ail.com

Anske Scheepers

Add another account

Manage accounts on this device

Privacy Policy +  Terms of service
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Set up email

Add your email address

Enter your email

Google Click on “Other” anske@hearinginfo.co.nz address

Select “Manual setup”
Outlook, Hotmail and Live
Yahoo

Exchange and Office 365

Other

13
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s eDoHHOD -

Incoming server settings

sseBoBHO - Q B all®M@ | ED

anske@hearinginfo.co.nz

| anske@hearinginfo.co.nz
What type of account is this?

Select “POP3”
Personal (POP3)

Personal (IMAP)
mailx.freeparking.co.nz

4 5
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Username: Your email
address

Enter your password

Enter incoming mail server
mailx.freeparking.co.nz

In the “Delete emails from
server” option, select

“Never”

Select “Next”
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Outgoing server settings Make sure “Require sign-in” Outgoing server settings

is selected.

Require sign-in The validation process
may take a couple of

minutes.

Validating smtp settings...

Enter email address in
username.

anske@hearinginfo.co.nz

Enter password.

Enter outgoing server
details
mailx.freeparking.co.nz

mailx.freeparking.co.nz
Select “Next”
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s7«BoHHO - : 116 1] S

Your account is set up and emails You will get the

are on their way! success message
once the account

has been set up.

Select “Next”

Your name

Anske-Rosanne Scheepers

Should you have a different program you wish to use, please contact hearing@hearinginfo.co.nz for assistance in setting
up your email account.
*End*
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