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Setting up your email account

In Outlook Express
Steps to set up your email account in

Microsoft Outlook Express.
Introduction

This support document will proceed step by step through the procedure to set up
your email account in Microsoft Outlook Express. The graphics in this document are
taken from version 5.5. Even if you are not using Outlook Express V 5.5, the
procedure is very similar in all email client systems. Make sure you go through this
document sequentially, because it follows the setup procedure as it progresses in
the program interface.

This interface is a partial view of the Outlook Express Program as it looks when you
start the program..

&= Inbox - Outlook Express provided by @Home

# |Inbox

3 Outlook Express
=5 Local Folders

Rl i o S
- Outhox

ﬂ Sentltems

ﬁ Read MES::
-84 Reference

1. To begin setting up your email, press the Tools tab at the top of the
program window.

2. From the popup menu that appears, press the Accounts menu item.
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This will be the next window that will appear (or one similar) This window allows
you to set up accounts such as mail, news and directory services.

1. For our purpose, we
want to set up a mail Internet Accounts

account so we would [ wai, |ies | Dicsles Seiviee
: T '

by

first click on the Mall
tab.

2. We will then click on
the Add tab to the right
and select Mail, from
the menu,

to let the program
know that we are
adding a new mail
account.

This is the Internet Connection Wizard for your mail account. This easy to use
interface allows you to set up the mail account.

Internet Connection Wizard 1. In the form provided enter

Your Name the name that you would like
to use for the email account
that you are going to set up.
This would be any name that
you would want your email
to come from. It is not the

\ username that you have

been assigned for the
account. (although you can
use that if you like). You may
use any name to identify
yourself.Once you have
entered the name click on
the Next button to proceed.
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In this page you will fill out the information about your email account address.

1. Click on the "I already Internet Connection Yyizard
have an email address
that I'd like to use"
button.

2. In the form area, fill in
the email address that
has been assigned to @ | already have an e-mail address that I'd ke to use.
you by your Internet
Service Provider, or
Email Administrator.

Do Not use
youremail@yourdomain.
com as is shown in the
example. Use your
specific individual email
account assigned to you.
Click no the Next button
once you have filled in
your email address.

Internet E-mail Address

This next Window that your are presented with allows you to set up your email
server information. The email server is an Internet Server that stores your email
packages until you retrieve them. In order for Outlook to connect to the server,
it needs to know which server your email is stored on so that it can connect to
it. This information should be provided to you by your Service Provider or Email
Administrator. If you are hosted on our server, the information should be as
appears below (substituting your domain information for yourdomain.com).
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Internet Connection Wizard

E-mail 5erver Hames

pop. yourdomain. com

pop.yourdomain, com|

1. For our purposes make sure that the POP3 option is selected in the server
type form. The other options are IMAP and HTTP, but they do not pertain to your
account hosted on our server.

2. Enter pop.yourdomain.com for the POP3 server information. MAKE SURE
that you substitute your domain name for the yourdomain.com part of this
information. For example if your email account was at iicinternet.com, you would
put pop.iicinternet.com in this form area.

3. As above, enter pop.yourdomain.com for the SMTP server information. MAKE
SURE that you substitute your domain name for the yourdomain.com part of this
information. For example if your email account was at iicinternet.com, you would
put pop.iicinternet.com in this form area.

Note: Depending on how your ISP (Internet Service Provider - The people who
connect you to the internet via phone, cable, dsl, etc.) operates, you may, or may
not be able to use this SMTP account to send mail from your computer. Most
ISP's do not allow you to connect to remote servers to send email. If you are
having trouble sending email, check with your ISP and see if there is a special
setting for this portion of your email account. You may also try using mail for this
section (it seems to work a lot of the time.). In any case you may need to do
some mild experimenting to get the sending part of your email account to work.

When you have finished setting up this section click on the Next button to
proceed to the next setup screen.
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In the next portion of the Connection Wizard, you will fill in your account name and
password. Since an email server may hold 1000s of email accounts, you will need
to identify which mail "box" you are getting mail from. These are specific to you, and
will have been provided to you by your Service Provider or Email Administrator.
These will need to be entered exactly as they were provided to you. You must also
make sure that you write down this information so that if you need to re-enter them

Internet Connection Wizard

Internet Mail Logon

| youremailiZyourdomain. com

1. In this section you will put the Account Name or Username that you were
provided with. This is the same as a mail box number or ID at a post office and tells
the server where the emails have been stored. For our accounts this will be in the
format that you see in the example. Make sure that you substitute your email
account and domain name for the ones in the example. (ie: admin%iicinternet.com)
Another common mistake is to substutute the @ symbol for the % symbol . For the
purposes of retrieving your email you will use the format as it appears above. Your
email address, however is still in the format of youremail@yourserver.com.

2. In this section you will put the password for your account. The password is the
key to your mailbox. It tells the server that you are authorized to retrieve the malil
from your email account. This is why it is very important that you do not share your
password with anyone else.

3. Check this check box to have your computer remember the password. This
makes it easier when you retrieve your email so that you do not have to enter the
password manually each subsequent time.
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On the bottom of the page is a check box for Secure Password Authentification.
You should not check this option for email accounts on our server. (If you are
using these support pages for another server, and you receive authentification
errors, you may need to check this box. Check with your ISP)

Once you are finished entering the proper information, click on the Next button to
continue.

Once you have finished setting up your email account properly, this is the
screeen that you will be greated with.

Internet Connection Wizard

Congratulations

Click on the Finish button to complete the process.

After you have successfully completed settting up your email account you will
be returned to the Internet Accounts manager window. You will see the new
account represented in the window.
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Internet Accounts

1. This area lists your
email accounts . You will
notice the account that
you just set up represent-
ed in this window. You
may have multiple
accounts in this window
for different emaill
accounts. Should you
need to make adjust-
ments you can click on e
the account in the window =

to select it.

2. Once you have
selected the account you
will click on the Properties
button to edit the pro-
perties of that specific
email account. You will be
taken to the Properties
window.

¥& Account Name Properties

This is the Account Properties
window. In this window you can
change all of the settings for your
email account after it has been
created. For the purpose of this
exercise, | am changing the account
name, which is the name that
references this account in the
Account Manager window. You will
notice that you can also adjust your
actual Name, Organization email
address and Reply Address. The
other tabs also let you make
adjustments to your technical
information.
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1. I changed the Account Name to something that will readily identify this email
account. This is especially important if you have a lot of email accounts.

Once the changes are made, click on the Apply button and then the OK buttons to
put the changes into effect.

This is how the Account Manager window will look after the changeswere made. You
will notice the the Account Name is now represented by what | changed in the
Properties window.

Internet Accounts

Ay fevailable

Sl yel=p

Once you have added your account, click on the Close button to end your
Account Manager session.

IMPORTANT: It is important that you test your email after the account is set up.
You do this to make sure that your new account sends and receives emalil
properly. Send yourself an email using your new account and remember to check
to see that you also receive it. Also have someone else send you an email and
reply to it to insure that you are functioning properly.

The End
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