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Configuring Outlook Express

Please replace example.com with your domain throughout.
e Open Outlook Express.

e Inthe menu bar, go to the Tools drop-down menu and select Accounts.
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e On the page that shows, click Add and select Mail.
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e On the wizard page that shows, enter your name in the field and click Next
to proceed.
Note: this email will appear when you send out emails.

Internet Connection Wizard x|

Your NHame

wihen you send e-mail, your name will appear in the From field of the outgoing message.
Tppe pour name as vou would like it to appear.

Dizplay name: Johi Smith

For example: John Smith

< Back I Mext > I Cancel |

e On the page that shows, enter your Email Address and click Next to
proceed.

Internet Connection Wizard ﬂ

Internet E-mail Address

“r'our e-mail address iz the address other people uze to zend e-mail messages to pou.

E-mail address: IohnS mith@example. com

For example: someone{@microzoft. com

< Back I Mest » I Cancel

e In the form that shows:
- in the drop-down box, choose POP3 as your incoming server;
- enter the Mail Server Name for both Incoming Mail and Outgoing Mail ;
- click Next to proceed.
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Internet Connection Wizard ﬂ

E-mail Server Names

My incoming mail gerver is a IPDF‘3 'I SEMVEL

Incoming mail [POP3, [MAP or HT TP] server:

mail. example.com

An SMTP server iz the server that is uzed for your outgaoing e-mail

Dutgoing mail [SMTP) server:

Il‘nail.example.com

< Back | Hest > Cancel |

e On the page that appears:
- make sure to enter full email address in the Account Name field;
- enter mailbox password in the Password field;
- check the Remember Password box to avoid entering it every time you
check or send email
- click Next to proceed.

Internet Connection Wizard 1[

Internet Mail Logon

Tuype the account name and password your Internet service provider has given you.

Account name: IJohnS mithi@example. com

Password: ||u ene
¥ Remember pazsword
If paur Internet service provider requires you ta use Secure Passward Authentication

[SPA) to access your mail account, select the "Log On Using Secure Password
Authentication [SPA]" check bos.

™ Log on using Secure Passwaord Authentication [SPA)

< Back I Mest » I Cancel |

e On the page that shows, click Finish to save settings and get back to the
list of email accounts
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Internet Connection Wizard x|

Congratulations

You have successfully enterad all of the information required to set up your account.

To zave these settings, click Finish.

< Back Cancel |

e Now that email account is created, select Accounts from the Tools drop-
down menu in the menu bar.

e On the Internet Accounts window, select the newly created mail account
and click Properties to edit the settings for your email account.

Internet Accounts ed

Al |Mail I MHews I Directary Servicel Aidd 3

Aocount | Type | Connection | Remove |
@Active Directory directom service Local trea Metwork ;

G5 Bighoot Intemet .. ditsctory service Local &rea Metwork Properties |
% ams.net mail Ay dvailable St as Defaul |
% Hatmail mail Ay dyvailable —

mail Ay peailable |mpart.... |

@ uza.net mail [default) Ay Available

@VeriSign Internat .. directom service Local Area Metwark Expart... |
@ ‘Wwhow'here Inter...  directom service Local frea Metwork

% wahoo mail Ay dyvailable

Set Order... |

Cloze

e On the Properties page that appears, choose the General tab and check
the settings of your email account.
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¥ mail.example.com Properties e

General |Servers| Eonneclionl Securityl Advancedl

tail Account

Type the name by which pou would ke ta refer to these
servers. For example: "work! o "Microzoft Mail
Server',

zer Information

Hame: IJDhn Srnith

Organization: I

E-mail address: IJDhnSmith@exampIe.com

Reply address: I

¥ Include this account when receiving mail ar synchronizing

0K I Cancel Apply

e Here you can:
- set the name that will show in your letters
- set reply email (should be the same as email )

e Choose the Servers tab.

e Check My server requires authentication box and click Settings on the
right.

& mail.example.com Properties 2 x|

General Servers |E0nnecti0n| Securityl Advancedl

Server Information
My incoming maill zerver iz a IF'DF'3 TEMVEL

Incoming mail [POP3): |rnai|. example.con

Outgoing mail [SMTP]: Imail. example.com

Incoming b ail Server

Account narme: IJohnS mithi@exarmple. com

Password: |ouuo
v Remember pazsword

[~ Log on using Secure Password Authentication

Outgoing Mail Server

V¥ My server requines authentication

QK. Cancel Apply
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e On the Outgoing Mail Server window use the same settings as incoming
server.

Outgeing Mail Server : 2]x]

Logon Information
% lse same settings as my incoming mail server

™ Log on using

Caricel

e On the Outgoing Mail Server window use the same settings as incoming
server.
Back on the Properties page, click Apply and OK to save settings and then
close all dialog boxes.

e Now that Outlook Express is configured, you can send and receive emails.
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