
Email Account Change (new password or new user ID) 
 
1. Begin by selecting Email Accounts from the Tools menu 

 
 
2. Select the button for View or change existing e-mail accounts and click Next at 

the bottom. 

 



3. Select the email account that are changing and click Change from the top right 
corner. 

 
 
4. Verify that the User Name is the correct user name. 

 



5. Check the box marked Remember password and insert the current/new password 
into the Password field found below the User Name: field. 

 
 
6. Click on Test Account Settings to verify that all settings are working correctly 

 



7. Select Next at the bottom to move to the next window. 

 
 
8. Click on Finish at the bottom of the window and your settings have been changed. 

 



 
 


