How to Configure Outlook Express

How to configure Microsoft Outlook Express to send and
receive Email messages:

1. Open Microsoft Outlook Express Application
2. Go to Tools->Accounts->Mail

3. Click on Add->Mail.

4. A dialog box that looks like this will display:

Internet Connection Wizard

Your Name

“When wou send e-mail, your name will appear in the Fram field of the outgoing message.
Twpe your name as you would like itto appear.

Display narme:

For example: John Smith

Cancel

5. Enter your name for display name then click ‘“Next” Button
6. A dialog box that looks like this will display:
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Internet Connection Wizard

Internet E-mail Address

X]

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

E-mail address:

For example: someone@microsoft com

Cancel

7. Enter your email address — example, someone @microsoft.com, and then click “Next”

Button.

8. The following dialog will display. For “Incoming mail server is a “pull down, select
POP3. Enter the POP3 server supplied to you with your email box information as the
“Incoming mail (POP3, IMAP, or HTTP) server”. Enter the SMTP server supplied to you

with your email box information as the “Outgoing mail (SMTP) server”.
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Internet Connection Wizard

E-mail Server Names

My incoming mail serveris a |PDP3

¥ | sEMVET

Incoming mail (FOF3, IMAF ar HTTF) server:

Outgoing mail (SMTF) serser:

An SMTP serveris the server thatis used for yvour outgoing e-mail.

X]

Cancel

9. Click “Next” Button after filling in all values.

10. A dialog requesting userid and password information will display:
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Internet Connection Wizard

3

Internet Mail Logon

Type the account name and password wour Internet service provider has given you.

Account narme | |

Easzward. | |

[+] Memember possward

It wwour Internet sepsace provider requires youto use Secure Fassword Authenfication (SHEA) o
access vour mail account, selectthe 'Log 01 Using Secure Passward Authenticat an (SFA)'
check box.

[ Loy on using Secue Pazswo-d Auhanticatior (SE4)

11. Enter the userid and Password. Make sure “Remember password” is checked otherwise
you will need to supply your password every time you startup Outlook Express. Click on
“Next” Button after you’ve entered this information.

12. A dialog will display congratulating you on successfully entering in all information and
to click on Finish to save these settings. Click on Finish. You are nearly finished.
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Internet Connection Wizard

Congratulations

| 0 save these settirgs. click Fimish.

'ou hawe successfully entered all ofthe irformation requirad to set up wour account.

3

¢ Back

Finish | |

Cancel

13. You will need to turn on one more checkbox in order to start using Outlook Express to
send and receive email. From the main Outlook Express window, click on Tools-
>Accounts->Mail. You will see a list of email accounts. There will be an account named
after the POP3 server you supplied in step 8. Click on this account, and then click on

Properties. A dialog similar to this will display:
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*= pop3.mydomain.com Properties @@

General |Servers Caonnection | Security | Advanced

kAail Account

Twpe the name by which wou would like to refer to these
servers. Forexample: "“Aork" or "Microsoft Mail Serser”.

1opd. myclamain.com

Llser Infarmation

Mame:; John Smith

Organization:

E-mnail address:  |johnsmithi@mydomain.com

Feply address:

[w]Include this accountwhen receiving mail or synchronizing

QF, | | Cancel Apply

14. Click on the “Servers” tab (second from left) at the top of the dialog box.
15. Make sure the “My server requires authentication” checkbox is checked:
16. Then Click on “OK” Button

17. You may now start sending & receiving email.
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