Create Email Accounts in Plesk
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Goals
To create email accounts through Plesk Control Panel. Creating an email account in the Plesk control
panel is a fairly simple process, although there are certain options that you should try and custom
configure when setting up the email account in question.

How to create Email Accounts
Here are the steps to create Email account in Plesk :1.

Login to your Plesk admin panel.

2.

In the left-hand menu, click Domains.

3.

Click Control Panel next to the domain you want to modify.

4.

In the new window/tab that opens up, click “Mail” tab.

5.

Click Create E-mail Address.

6.
Type the left part of the e-mail address before the @ sign, and, if you have several domain
names on your account, select the domain name under which the e-mail address will be created.

7.
Leave the Mailbox check box selected. Clearing this check box makes sense only if you want to
use this address as a mail forwarder, which will forward all incoming mail to another address. Specify the
mailbox size or use the default size defined by the provider's policy or your service plan.

8.

Specify a password consisting of five or more Latin characters.

9.

Finally, click Ok button.

Your new Email account has been created.

Setting Up Mail Forwarding
To set up e-mail forwarding for an e-mail address:
1.

Click on the “Mail” tab at the top.

2.

Click the email address on which you need to set up mail forwarding.

3.

Click on the Forwarding tab.

4.

Select the Switch on mail forwarding checkbox.

5.
Specify one or several e-mail addresses to which e-mail must be forwarded. When specifying email addresses, separate them with white spaces, commas, semicolons, or type each of them on a new
line.

6.
If you do not want to keep copies of forwarded messages in the mailbox, go to the General tab,
clear the Mailbox checkbox.

7.

Finally, click Ok button.

You have set up mail forwarding.

Setting Up E-mail Aliases
To add or remove additional e-mail addresses (e-mail aliases) for a mail account:
2.

Click on the “Mail” tab at the top.

3.

Click the email address on which you need to set up e-mail aliases.

4.

Click on the E-mail aliases tab.

5.

To add an address, type it into the E-mail alias box.

6.

To remove an address, click the Remove link to the right of the address you want to remove.

7.

Finally, click Ok button.

You have now successfully setup e-mail aliases.

Removing E-mail Address
To remove e-mail addresses do the following:1.

Select a check box corresponding to the e-mail address you want to remove and click Remove.

2.

To confirm removal, click Yes.

Setting Up Mailing Lists
Mailing list is a group e-mail address to which a number of users are subscribed. Mailing lists are used for
sending e-mail messages to multiple recipients at once. E-mail messages sent to mailing list subscribers
can include anything from plain text to colourful newsletters and promotions with embedded images
and links, and attached multimedia and presentation materials.
You create a mailing list e-mail address in the Panel, and subscribe users to it. Then you send your
message to the mailing list address, and all subscribers receive it.

To set up a mailing list and subscribe users to it:

1.

Click on the “Mail” tab at the top.

2.

Click Mailing Lists tab.

3.

Click Create Mailing List.

4.
Type the mailing list address and, if you have several websites, select the website under which
the mailing list will be created.

5.

To subscribe users to the mailing list, type their e-mail addresses, one address per line.

6.
To notify the mailing list administrator about mailing list creation, select the checkbox Notify
administrator on the mailing list creation.

7.

Finally, click Ok button.

You have now setup mailing list.

Conclusion
Now that you have successfully created Email accounts, you can use an email client or web mail to send
and receive emails. If you encountered any issues with this guide, please also note that there is
additional information available in our Wiki database at http://myhosting.com/kb. Finally, we encourage
you to contact our technical support team by email at vps@myhosting.com, or calling us at 1-866-2895091 with any questions or concerns.

