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Step 1  Tools  Accounts 
Open Outlook Express and select Tools  Accounts from the menu  

  

Step 2  Select the Mail Tag  Add  Mail 
Click on the Add  Mail button 

  



Step 3  Your Name  Next 
Complete the information requested by the wizard and click on the Next button to 
proceed.  

  

This is the name that will display to the user receiving the email e.g.  

  



Step 4  Enter email address  Next 
Complete your email address provided to you by WebSuburb and click on the Next 
button 

  



Step 5  Complete Email Server Names  Next 

 
Incoming mail: Use the server address that WebSuburb provides 

 
Outgoing 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. 

 

Click on the Next button 

  



Step 6  Incoming Mail Logon  Next 

 
Account Name: Advised by WebSuburb 

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

 
Click on Next E.g. 

  



Step 7 Finish 
Now click on Finish 

 

Step 8  Modify Outgoing Email Server 

 

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

 

Highlight the account and select properties 

 



 
Step 9  General 

 
Select the General tab 

 
Mail Account: this is the name will display in your list of email account. See Step 8 

 Modify Outgoing Email Server 

 

User Information: Details as you would like them displayed to your email recipient 

 



Step 10  NB! Servers 

 
Incoming Mail (POP 3): Advised by WebSuburb [this was set up in Step 5 

 
Complete Email Server Names  Next 

 
Incoming Mail Server: 

 
Account Name: Advised by WebSuburb 

 

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

 

Outgoing 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. 

 

Outgoing 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.  

  



Step 11  Settings 

 
Select the Log on using radio button 

 
Enter the account name that you use for your normal email account. You will get 
this from your ISP. 

 
Your ISP will also advise whether you need to use Secure Password 
Authentication 

 



Step 12  Advanced 

 
Select the Advanced tab 

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

 
Leave a copy 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.] 

 

Remove after 10 days [to prevent the on-line mail box overflowing],  

 

Remove when deleted [to prevent the on-line mail box overflowing] 

 

Click on Apply 

 

Click on OK  

  


