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Domain Email User Account Creation

1. Go to the Phoenix Internet website
2. Type in the administrator name and password
a. id: *****
b. pw:  ********
3. If the domain doesn’t exist, go to Step 4.  If the domain does exist, go to Step 5.  

4.  Main Menu page:  Create an email domain association
a. Click on drop-down menu and select Virtual Hosts
b. Virtual Host Administration page
c. Click on Add Host
d. Step 2: Official Host Name - Add domain name with .com or .net extension 
e. Step 2: Top Directory Name – Add drive letter and domain name without extension
i. Example – e:\domainname
f. Step 3:  Enter number for Maximum User Count
g. Choose Save at the bottom of the page

h. Confirmation page loads:  Click on Virtual Host Administration link

5. Administrative Account Options: Click on drop-down menu and select User Administration 
6. User Administration page:  Click on Current Domain drop-down menu and select domain
7. Click Add to add a user email account
a. Enter Userid name

b. Enter Password and confirmation:  1234

i. Remember to tell admin/user to change password for greater security

c. Click Save
d. Repeat as necessary

8. Designate one email account as the Host Administrator
a. Choose email address and click on Modify User Account
b. User Attributes:  Place a check in Host Administrator and then click Save
9. Click on Logout when finished
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