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Setting up a new account for Outlook Express
e Add a new email account
1. Launch Microsoft Outlook Express
Note: If this is the first email account setup on this computer then skip to Step 4.

2. On the menu bar at the top, select Tools and then click Accounts
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« Create new account

3. Click Add, and then click Mail to open the Internet Connection Wizard.
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e Mail Account Setup

4. Enter your name (which will appear the “From” field in your emails), then click
Next

Your Hame

When you zend e-mail, your name will appear in the From figld of the outgoing meszage.
Type your name az you would like it to appear.

Dizplay name: Mame Sumame

Far example: John Srith

Carnicel
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e Mail Account Setup

5. Enter your email address, then click Next

Internet E-mail Address

'our e-mail addrezs iz the addresz other people uze to zend e-mail meszages to pou,

E-mail addresz: you (Eyour-d omain.com

Faor example; someonel@microsaltcam
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e Server Settings
6. Select “POP3” as the incoming server type.

7. Enter the POP and SMTP server information, then click Next

E-mail Server Hames

by incoming mail zerveriz a | POP3 W | SEIVEL

Incoming mail [POF3, IMAP or HT TR zerver:

pop your-damain com
An SMTP zerver is the server that iz used for your outgoing e-mail.

Outgoing mail [SMTFP) server:

sITitp your-domain com
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e Server Authentication
8. Click Finish
9. You will be returned to the Internet Accounts screen. Select the recently
created email account (pop.your-domain.com), click Properties and then proceed

to the Server tab.

10. Ensure that the “My server requires authentication” checkbox is ticked and
proceed to the Advanced tab

Ge_neral Servers E_Dr_)ne_u:t_iun I S_,a_u:urit_l,l I .ﬁ:.dx:'gnc_e!j
Server Infarmation
My incoming mail zerveriz a  |POP3 | server.
Incoming mail [POFP3) | pop your-domain.com
Cutgaoing mail [SMTF): smitp .r:ur-:‘.m:.'fin £om
|nzoming kail Server
Account name: you [Eyou r-domain.com
Fazsword: PTTTTITIIL I

Remember pagzward

[ ] Log on using 5 ecure Password Authentication

Outgoing kail Server

My zerver requires authentication Settings...

k. H Cancel H Apply
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e Server Ports

11. Ensure that the Outgoing Mail port is set to 587 and the Incoming Mail
port is set to 110

12. Click OK

Gereral | Serversz | Connection || Security | Advanced |

Server Port Mumberz

Outgoing mail (SMTP: |87 | Usze Defaults

[] This server requires a secure conmection [S5L]
Incoming mail (POP3E | 110
[ Thig server requires a secure conmection [S5L)

Server Timeaouts

Shaort U Long 1 minute
Sending

[ ] Break apart messages larger than KB
Delivery

[ ] Leave a copy of meszages on server

[ k. H Cancel H Apply
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