Email Setup for Outlook Express
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This document provides step-by-step instructions on
how to set up your email account within Outlook Express.
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1) If you haven’t set up an email account yet with Outlook Express, it will bring up the Internet
Connection Wizard screen upon opening. Otherwise go to Tools—Accounts and then click the
“Add” button and choose “Mail”. Enter your full name in the box provided. Then click “Next”.

Internet Connection Wizard EJ

Your Mame

‘when vou zend e-mail, your name will appear in the From field of the outgoing meszsage.
Type your name az you would ke it o appear.

Dizplay name: John Doe

For example; John Smith

Ment » ][ Canicel

2) Enter your email address in the box and click “Next”.

Internet Connection Wizard EJ

Internet E-mail Address

our e-mail address iz the address other people uze to send e-mail messages to wou,

E-mail address: eramplet@example. com

For example: zomeone@microsaft. com

[ < Back ” Mest » l[ Cancel
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3) Select “POP3” from the drop-down list. Enter your incoming and outgoing mail servers.
The value for “Incoming mail server” will be given to you by ArrowQuick Solutions. The
“Outgoing mail server” is based on your Internet service provider (ISP). Please check with the
company that provides your Internet service for the information to use in this field. Then click

“Next”.
Internet Connection Wizard @

E-mail Server Names

My incoming mail zerveriza | POP3 W | ZEIVEL

Incoming mail [POP3, IMAP or HTTF) zemver:

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

Dutgoing mail [SMTF] zerver:

E-mail Server Names

g incoming mal gerver iz a | POP3 | SEIVEL

Incoming mail [POP3, IMAP or HTTR) server:

mail.example. com

An SMTP zerver iz the zerver that iz uzed for your outgoing e-mail.
Outgoing mail [SMTP) server:

mail. example. com|

[ < Back ][ Hest » ][ Carcel
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4) Enter your Account name and Password in the provided boxes. Your account name will be
your entire email address. Your password was given to you by ArrowQuick Solutions. Click

“Next”.
Internet Connection Wizard @

Internet Mail Logon

Type the account name and password vour [nternet service provider has given you.

Account name: examplel@example. com

Pazzword: sesssssenns

Remember password

IF pour Internet service provider requires pou to uze Secure Pazsword Authentication
[SPA] to access your mail account, select the Log On Using Secure Password
Authentication [SPA] check box.

[]Log on using S ecure Passwaord Authentication [SPa)

< Back ” Mest » ][ Cancel

5) Congratulations, you have finished setting up Outlook Express. Click “Finish” to continue.

Internet Connection Wizard @

Congratulations

ou have succeszsfully entered all of the information required to set up pour account.

To zave theze settings, click Finizh,

[ < Back ]| Finish |[ Cancel
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6) To retrieve your emails, click the “Send/Recv” button.

¥4 Inbox - Outlook Express
File Edit Miew Tools Message Help

¥ . & & w8 S X | &

- Create Mail Reply Reply all Faorward Print Send/Recy
Folders X/t @ ¥ From Subject
lf:lil Outlook Express 4 Microsoft Outlook Expre...  Welcome to Qutlook E

= @ Local Folders

E@ Cutbox

713 Sent Ikems
(& Deleted Items

B} Drafts
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