Configuring your email for Qutlook Express

1. Open Outlook Express.

2. Click on ‘Tools’,then click on ‘Accounts’ near the bottom of the drop down.
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3. In the new window that opens, click on ‘New’ and select ‘Mail’ from the

Mail... Ik

flyout menu.
[ Al |r Mail | News | Directory Service |
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4. Type in the name you wish to be displayed by an email recipient, then click

next.

Your Name

When you send e-mail, your name will appear in the From field of the outgoing message.
Type your name as you would lilkke it to appear.

Dizplay name:

|
iYnur Mame

For example: John Smith
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5. Enter you email address that you have been provided with, then click the next
button

Intemet E-mail Address

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

E-mail address: iemailaddress@ynurdomain.co.uk

For example: someone@microsoft.com

<Back || Net> [\ | Cancel

6. Enter the two ‘Mailserver’ Addresses that you have been provided with, then
click on the next button

E-mail Server Names

My incoming mail serverisa | POP3 B SEMVer.

Incoming mail (POP3, IMAP or HTTF) server:

mail yourdomain.co.uk

An SMTP server is the server that is used for your outgoing e-mail.
Qutgoing mail (SMTP) server:

mail yourdomain.co.uk
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7. Type in your Account name, this is your full email address as mentioned in
step 5. then type in your password, this will have been supplied to you. Click
on the ‘Remember password’ tickbox, if it does not already contain a tick, and

then click on the next button.

Intemet Mail Logon

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

Account name: iemailaddress@yt:urdomain.co.uk |

Password: |----.--- |

[¥] Remember password

If your Intemet service provider requires you to use Secure Password Authentication
(SPA)to access your mail account, select the "Log On Using Secure Password
Authentication (SPA)Y check box.

[ Log on using Secure Password Authentication (SPA)
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8. You will now have the final screen of the configuration wizard displayed on
your screen, click on ‘Finish’ to exit the wizard.

Congratulations

You have successfulty entered all of the information required to set up your account.

To save these settings, click Finigh.
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9. You will now be back at the ‘Accounts’ page. Click on the newly created
email account, to highlight it, then click on the ‘Properties’ button.

‘Al | Mail | News | Directory Service |

Accournt Type Connection Remove
%mail.yourdumain.... mail (default) Any Available
Properties h‘

10. Whilst in the General tab, type into the top text box a name you would like
this email account to be known as, e.g. Accounts Email. If you wish you can
click on the text box titled ‘Organization’, and enter your company name into
it. When you have finished making changes to this page, click on the
‘Servers’ tab at the top of this screen.

General lServers | Connection | Security | Advanced |

Mail Account

Type the name by which you would like to refer to these
servers. For example: "Work" or "Microsoft Mail
Server”.

|Yo|.|r Name |

User Information

Mame: |Your Name

Organization: |Ynur0rganisalion

|
|
E-mail address; |emailaddress@yourdomain.co.uk |

Reply address: |

Include this account when receiving mail or synchronizing
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11. On the ‘Servers’ tab, ensure that there is a tick in the box titled ‘My server
requires authentication’ in the Outgoing Mail Server section. When you have
placed a tick into this box, click on the ‘Settings...” button.

[f?n.=,~|'1v.=,~|al_r Servers | Connection | Security | Advaneed |

Server Information

My incoming mail serveris a iF‘O P3 SEMVEr.

Incoming mail {(POP3): |mai|.yourdomain.cn.uk |

Outgoing mail (SMTF): Iﬁ.wurdomain.co.uk |

Incoming Mail Server

Account name: |emai|address @yourdomain.co.uk |
Password: I.i---.-- |
Remember password

[ Log on using Secure Password Authentication

Outgoing Mail Server

%My server requires authentication

12. Ensure that the settings look the same as the diagram below, then click on the
‘OK’ button.

Logon Information

& Use same settings as my incoming mail server

() Log on using

Account narme: | |

FPazzwiord: | |

| ok || cancsl




13. Back in the properties page, click on the ‘Advanced’ tab. Move the slider in
the middle of the screen, in the section Server Timeouts, until it reads 2
minutes. When this is done, click on the ‘OK” button. This will now take you
back to the Accounts page, where you can now click on the ‘Close’ button.

[ General ]"Senrers | Connection | Securty | Advanced |

Server Port Numbers

Outgoing mail (SMTP): 25

[ This server requires a secure connection (S5L)

Incoming mail (PFOP3): 110

[] This server requires a secure connection (S5L)

Server Timeouts
Shot = -'-'rg- — long 2 minutes
Sending

[ Break apart messages larger than = _i KB

Delivery
[7] Leave a copy of messages on server
! +| davls]
ok [ Goes ][ fowy ]

14. Your email account is now configured and is ready for use.



