Tel: 01472 852522 for Help if Required..

How to setup a new email account in Outlook Express.

(Settings are the same for Outlook)

1. Open Outlook Express and click ‘Tools’

Laser Red

¥4 Qutlook Express

then ‘Accounts’, this opens the Internet

Accounts dialog box

. Click the ‘Mail’ Tab and press the
‘Add’ button, and from the list click

‘Mail...". This starts the Internet
connection Wizard.
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3. Enter your name, this is the name that people who receive mail from you will see.

Then click Next > | Internet Connection Wizard

X]

Your HName

‘when wou zend e-mail, paur nare will appear in the Frorm field of the outgaing message.
Type vour name 5z wou would like it to appear.

Digplay name: A Other

Faor example: Jaohn Smith

RS ]’ Cancel

4. Enter your email address, you must put in the correct address or emails will not be sent to
you. If you are unsure what your email address is contact us and we will tell you, also if you
don’t like your email .
address, don't just Internet Connection Wizard E|
Change |t, let us know Internet E-mail Address
and we will setup a new

address for you that you

can use. Your e-mail address iz the address other people use to zend e-mail meszages to pou,

Then click Next >

E-mail addrezs: ann. other@mydomain. co.uk,

Far example: someone@micrazoft.cam
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5. Here you need to enter the incoming and outgoing mail server names, don’t worry because

we have supplied them
on a separate file. Make
sure that POP3 is
selected for the “My
incoming mail server is
a” selection

Then click Next >

(hint: these names are
normally your domain
name with pop3 and
smtp in front of it, for
example if you had the
domain of www.laser-
red.co.uk your incoming
and outgoing servers
would be pop3.laser-
red.co.uk and
smtp.laser-red.co.uk)

Internet Connection Wizard ﬁl

E-mail Server Names

My incoming maill serveriza | POP3 W | ZEIVEL

Incoming mail [POP3, IMAP or HT TP server:
I

An SMTF zerver iz the zerver that iz uzed for pour outgoing e-mail.

QOutgoing mail [SMTP) server:

6. Now enter the “Account name” (username) and password for the account, these again will

have been supplied by
us.

Make sure the box “Log
on using Secure
Password
Authentication (SPA)”
is NOT ticked.

Then click Next>

Internet Connection Wizard

Internet Mail Logon

Tupe the account name and pazsward your Internet service provider has given pou.

Account name: mydomallann

Pazzword: I

Femember pazzword

If wour Intermet service provider requires you to uge Secure Pazzword Authentication
[SPA) to access vour mail account, select the 'Log On Uzing Secure Password
Authentication [SPA] check box.

[] Log on using Secure Password Authentication [SP)

¢ Back “ M emt = ][ Cancel
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7. That's it click ‘Finish’ Internet Connection Wizard

X]

Congratulations

Y'ou have succeszsfully entered all of the information reguired to get up pour account.

To zave theze zethings, click Finizh.

’ < Back ]l Finish |[ Cancel l

8. If you have more that one email account an you want to make this the default account for
send and receiving email, select the new account and click the ‘Set as Default’ button

Internet Accounts

All kil |News Directary Service Add 3

Account Type Connection Remove
% pop3.honda-zoh...  mail [default) Ay Ayvailable

-"ga;' pop3.poL, com mail Ay Ayailable

Properties

Il

Set az D efault
Impart....

Expart. ..

Cloze

9. To test the new account click ‘Tools’, ‘Send and Receive’ then ‘Send and Receive All’
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Print this out and include your settings, keep safe.

Incoming mail server name

Outgoing mail server name

E-mail address(s)

Account Name

Password

=l pop3.honda-sohc, oo, uk (Default)
I‘_;fl Cutlook Express
for John Burrin
2 Local Folders Message Rules N
=2 Inbox (11

B Darian — weerware 11 unread Mail messages in your Inbox

Rember, if you have any problems, please just pick up the phone and ask: 01472 852522
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