Setting up an email account in Outlook Express

Setting up an email account in OULIOOK EXPIeESS..........coeeiierierieerienieeeene e 1
Step 1 - In Outlook Express select Tools =» Accounts frommenu ............cccceeeveneee. 1
Step 2 — Select the Mail Tag ...c.ooeeeeeee e e 1
Step 3 — Complete the information requested by the wizard and click on the Next
PULLON O PrOCEEA. ......cviiiiciieie et re e e sneenees 2
Step 4 — Complete your email address provided to you by WebSuburb and click on the
INEXE DULTON.....eee bbb 3
(= o I 00010 1= (=TSP PR 4

Step 1 - Tools = Accounts
Open Outlook Express and select Tools = Accounts from the menu
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Step 2 — Select the Mail Tag = Add = Mail
Click on the Add =» Mail button
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Step 3 — Your Name = Next
Compl ete the information requested by the wizard and click on the Next button to
proceed.

Internet Connection Wizard |Z|

Your Name

When you zend e-mail, vour name will appear in the From field of the outgoing meszage.
Type your name as vou would like it to appear.

Dizplay name:; TrEe'-.--:ur kdillz

Far example: John Smith

Bk | Mews || Cancel

This is the name that will display to the user receiving the email e.g.
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E| DatL: Last Week
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Step 4 — Enter email address = Next

Complete your email address provided to you by WebSuburb and click on the Next
button

Internet Connection Wizard

Internet E-mail Address

“our e-mail addresz iz the addrezs other people uze to zend e-maill meszages to you,

E-mail addrezs: i_ 513 A ebS

For example; someone@microzoft. com
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Step 5 — Complete Email Server Names = Next

e Incoming mail: Use the server address that WebSuburb provides

e QOutgoing mail: Your ISP will block you from using the outgoing mail server on the
website therefore you will need to use your ISP (or ‘normal’ email account
connection) for outgoing mail.

e Click on the Next button

Internet Connection Wizard [z|

E-mail 5erver Hames

My incoming mail server iz a | POP3 | ZEIVEL

Incoming mail [POP3, IMAP or HTTP] server:
|209.132.200.253 .

An SMTP server is the server that is uzed for your outgoing e-mail.

Outgaing mail [SMTP] server;
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Step 6 — Incoming Mail Logon = Next

e Account Name: Advised by WebSuburb

e Password: Initially advised by WebSuburb. You can log in to the mail server and
change this one of your own choosing.

e Click on Next E.g.

Internet Connection Wizard ﬂ

Internet Mail Logon

Type the account name and pazsword vour lnternet service provider has given pou,

Account name: |TM iz ebS uburb, com, au

Fazswiord: Iirl----------l
v Remember passwaord
If wour Internet zervice provider requires you o uge Secure Paszword Authentication

[SP&] o access wour mail account, select the 'Log On Using Secure Password
Authentication [SPA] check box.

[ Log on uzsing Secure Password Authentication [SPA]
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Step 7 —Finish
Now click on Finish

Internet Connection Wizard ﬂ

Congratulations

Y'ou have succeszsfully entered all of the information required to set up your account,

To zave these zettings, click Finish.
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Step 8 — Modify Outgoing Email Server

e You will now need to set up the outgoing mail details by modifying the email
account that you have just set up.
e Highlight the account and select properties

Internet Accounts

;.-i'-.ll | Mal | Mews | Diectory Service | Add 2
Account Type Cannection Remaove
@ b rnail [default] Any Ayvailable ;
Set az Drefault




Step 9 — General
e Select the General tab
e Mail Account: this is the name will display in your list of email account. See Step 8
— Modify Outgoing Email Server
e User Information: Details as you would like them displayed to your email recipient

= WebSuburb Mail Properties

General | Servers | Connection | Security | Advanced |

M aill Account

Type the name by which you would like to refer to these
zervers, For example: "work' or "Microzoft bail
Server',

‘webSuburb Mail |

|Jzer Information

M ame:; | Trewvor Mills

Organization: |Web5uburb

|
|
E-mail address: | TMills@hwebSuburb. com. au |
|

Reply address: |

|nclude this account when receiving mail or sunchronizing

[_ (] ][ Cancel ][ Apply




Step 10 — NB! Servers

e Incoming Mail (POP 3): Advised by WebSuburb [this was set up in Step 5—
Complete Email Server Names =» Next
e Incoming Mail Server:
e Account Name: Advised by WebSuburb
e Password: Initially advised by WebSuburb. You can log in to the mail server
and change this one of your own choosing.

e Qutgoing mail (SMTP): You will need to insert the mail server details
provided by your ISP. You should be able to copy these from your
‘normal’ email account.

e OQutgoing Mail Server: Your ISP will advise whether this is required or
not. If you need to complete this then check the box and click on
Settings button.

*= WebSuburb Mail Properties

iﬁeneral Servers |E-:unneu:tiu:un | Security | Advanced |

Server Infarmation -

: : : : r
by incoming mail server iz a |POP3 | TEMVEL

[nzaming mail [POP3): |2EIE|.'I 32,200,253 |

Outgoing mail (SMTP). | MAIL-HUB. bigpond.net.au |

|rizoming Mail Server —

Account name: | TMills@ ehS uburb. com. au [

Pazsward: |-uuu- |

R emember pazsword

[]Lag on using 5 ecure Password Authentication

Outgaing Mail Server —

[ My server requires authentication Settings..

[ (] ][ Cancel ][ Apply




Step 11 — Settings
e Select the Log on using radio button
e Enter the account name that you use for your ‘normal’ email account. You will get
this from your ISP.
e Your ISP will also advise whether you need to use Secure Password
Authentication

Outgoing Mail Server 2=

Logon [nfarmatiorn

" Use same settings as my incoming mail server

¥ Log on using

Account name: |_I,u:|ur ‘niarmal’ email account name

FPazsword: I“““’“‘“’“I
v Bemember pazsword

™ Log on using Secure Pazsward Authentication
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Step 12 - Advanced

e Select the Advanced tab

e Delivery: Click the three boxes indicated in the example. l.e.

e Leave acopy on the server [‘insurance policy’ in case something happens to the
email on your computer. You will be able to retrieve the most recent emails from
the server. NB! If you receive a lot of email, especially with large attachments, then
this strategy will not work effectively. You will then need to un-check this option
and devise an alternative strategy to back-up your computer. Please discuss with
WebSuburb if you need help with this.]

e Remove after 10 days [to prevent the on-line mail box overflowing],
e Remove when deleted [to prevent the on-line mail box overflowing]
e Click on Apply

e Click on OK

*E x Properties

Server Port Humbers -

Outgoing mail (SMTFL |25 | Use Defaults

[ Thiz zerver requires & secure connection [S5L)

Incoming mail (POP3); |10 |

[] This server requires a secure connection [S5L]

Server Timeouts

Shaort U Long 1 minute
Sending

[]Ereak apart messages larger than | il kB
Delivery

Leave a copy of meszages on server

Remove from server after |10 ﬂ day(z]

Remowve from server when deleted from 'Deleted ltems'

[ (] ][ Cancel ][ Apply




