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Email
Quick Reference

Accessing your Email
You can access your email using Internet Explorer or Microsoft Outlook Express.
To Access your Email within Central Office, Barbharmal

1. To access your Email, you will need to create an Email Account. Please contact system administrator to

create your Account. You will be provided with User name and Password
2. You will need to setup your Email Account in Microsoft Outlook Express. To setup your Email

account, please follow below mentioned steps:

Setting up Microsoft Outlook Express 6

1. Start Microsoft Outlook Express
2. Click on ‘Tools’ and Accounts in the menu.
3. Click on ‘Mail’
4. Click on ‘Add’ Button and select ‘Mail’
5. You will see screen as below:
Your Name
Wwhen you send e-mail, your name will appear in the From field of the outgcing message,
Type pour hame a3 you would [ke it to appear.
Display name:
For example: John Smith
|—| Bl

6. Enter Your Name and Click Next
7. Enter your Email Address and Click Next

Internet Connection Wizard n

Internet E-mail Address

Your e-mail addiess is the addiess other people use to send e-mail messages to you.

E-mail address: f

For erample: someone@miciosoft.com

< Back Cancel




8. Enter ‘mail.dor.gov.np’ in incoming Mail and Outgoing Mail Server as shown below, and click
Next
B

E-mail Server Mames

My incoming mail serveris a iRl ¥ | server

Incoming mail (POF3, IMAP or HTTFY server

mal dor gov.np

A SMTP server is the server that s used for your outgoing e-mail

Dutgaing mail SMTF) server,

mail.dor.gov.np

¢Back [ Mesws | Concdl |

9. Enter your Account name (email address) and password, Click Next.

Internet Mail Lagon

Type the account name and password your Intemet service provider has given you

Accourt name:

Password:

% Remember password

1f your Intetnet service provider requires you ta use Secure Password Authentication
[5PA4] to access your mal account, select the Log On Using Secure Password
Authertication (SPAT check box

I™ Log on using Secure Password Authentication (5P4)

< Back Next > Cancel

10. Now you are ready to send and receive email.
To Access your Email out side of Central Office, Babarmahal

1. To access your Email, run Internet Explorer and enter following URL in the address bar
http://mail.dor.gov.np/

2. You will see EMAIL login screen, as explained below.
3. Enter your username and Password.

. Welcome, please login into your account ;.

Username : @dor.gov.np

Password :

4l

Login ==

Changing your password

1. To change your password, run Internet Explorer and enter http://mail.dor.gov.np in address
2. Click on the “Change Password”
3

Enter your Email Address, Old Password, and New Password Twice and click Change
Password.

If you need any further assistance, please contact System Administrator.
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