
Configuring your email for Outlook Express 
 

1. Open Outlook Express. 

 

2. Click on ‘Tools’,then click on ‘Accounts’ near the bottom of the drop down. 

 

 
 

 

3. In the new window that opens, click on ‘New’ and select ‘Mail’ from the 

flyout menu. 

 

 
 

 

 

4. Type in the name you wish to be displayed by an email recipient, then click 

next. 

 

 



5. Enter you email address that you have been provided with, then click the next 

button 

 

 
 

 

 

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

click on the next button 

 

 
 

 

 

 



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. 

 

 
 

 

8. You will now have the final screen of the configuration wizard displayed on 

your screen, click on ‘Finish’ to exit the wizard. 

 

 
 

 

 

 



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. 

 

 
 

 

 

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. 

 

 

 
 

 

 

 

 

 

 

 

 

 

 



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. 

 

 
 

 

12. Ensure that the settings look the same as the diagram below, then click on the 

‘OK’ button. 

 

 

 
 

 

 

 

 

 

 

 

 

 



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. 

 

 

 
 

 

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

 


