Systems & Paradigms Consulting

Outlook Express

1. In Outlook Express, from the Tools menu, select Accounts...
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2. Aboxwill appear. Click Add and select Mail.
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3. Enter your name as you want it to appear on your emails and click Next.

‘when you send e-mal, your name will appear i the Fram field of the outgoing mezzape.
Type your name as wou would ke it b appear.

Disphay name: [vour niame
Fos examples John Smith

< Back et > Cancel |

4. Putinyour email address, which consists of a user you set up in webmail and
@yourdomain.xyz, and then click Next.

I Internet Connection Wizard X

Internel E-mail Address

“four e-mail address iz the addiess other people use to sand e-mail mezzages o pou.

% | gkesdy have an e-mal sddess that I'd B bo use,
E-mail address: Iym,@:.mrd:ln‘aimwz
For example; somecne@microzolt com

" I'dlike o sign up for & new account from: [ Hoimal =]
< Back Nest > Cancel |
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5. Setthe server type as POP3.

6. For incoming and outgoing mail servers, enter mail.yourdomain.xyz (where
yourdomain.xyz is your domain name and extension such as .com).

7. Click on Next.

I

I Intermet Connection Wizard

E-mail Server Names

My incomng mall seiver iz a8 (POP3 | senver

Incoming mad [(POP3, IMAP of HT TP server:
|mail yourdomainname. com

& SMTP zeaver iz the sesves that iz uzed for youw outgomng e-mal.

Outgoing mal [SMTF) sarer
|mail.yaurdnmainname. cam

<Back | News |  Concel |

8. Enter your email address for the Account Name. Enter the password you set for this
account.
Note: Do NOT check the box "Log on using Secure Password Authentication".

Internet Connection Wizard X

Intemet Mail Logon

Tupe the sccount name and password wour Inbernet service provider has gren you,

Account name: |user@ypourdornainnarne. comm

Password: ===
[¥ Ramambsar pazswond
1§ waur Inbennat servics provides tequires pou o use Secure Password Authentication

[SP&) bo sccess wour mail sccourt, select the Log On Using 5ecure Passwoed
Authentication [SPAT check box.

™ Log on using Secure Passward Authentication [SP4]

< Back Hewt > Cancel |
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9. Click Next and then click Finish. After you click Finish, you should see the following
window. If not, go to the Tools menu, and click on Accounts. After clicking Accounts the
window will appear. In this window, click on your domain until it is highlighted, then
click on Properties.

[otemetacconts 2
Al Mal | Mews | Directoy Service | Add P|
Acoount | Type  Connection ] Femaone I

temail yourdomainname.com  mail Ay Svalable -
Froperies

Set gz Defaull |

10. When the next screen appears, click on the Servers tab. Under Outgoing Mail Server,
check the box next to My server requires authentication. Click Okay. Note: You MUST
do this step so you can send mail from your domain.

# mail.yourdomain.xyz Properties i |

General Servers | I:n:nnnec:tin:nnl Sec:urit_l,ll .-’-‘-.u:lvann::edl

Server Infarmation

by incoming mail server iz a IF'I:IF'S TEVEL

|nzoming mail [FOP3]; Imail.yuurdnmainname.cum

Outgoing mail [SMTP: I mail. yourdamainname. com

[nzoming kail Server

Account name: Iuser@ynurdnmainname.cnm

Fazswond: I"’“"“‘“"
[+ Remember password

[ Log on using Secure Password Authentication

Outgoing M ail Server

v By server requires authentication Settings... |
] I Cancel | Apply |

11. Now, you're ready to send and receive mail. To set up multiple accounts, follow these
steps again.
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