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Creating email accounts in Outlook Express

F These instructions refer to Outlook Express v 6.0. Other versions might

e Corrsctin be slightly different in the detail of the screens, but all the fields required
vl iy By plable
I Ay v alatie will be there somewhere. You will just have to look a little harder for
wl My dvalabla
ol fiodall] A Avadaile them.
(oo ]
m a0 e ted.
_ First of all, from the Tools menu, select "Accounts ..." then Add.
A submenu will pop out. Select "Mail"
Interned Connection Wikard
iriii Mo
Yhen e e, well sppead e the Fiam lekd of the oulgorg . .
T e T A T e In the field "Display name" type the name that you want people to know

you by. This will appear in your emails. (e.g. Gerald Wallaby.)

Divipday e Giemake] ! allaby
Fix e Jobn Seath

Click "Next".
Intermed Connection Wirard
Inimiret E-mal Addiess
Yons o-read addbess o the addrast oibeer feeaple use o dend el metsaget 16 pou
ol geelaby B Lor ] . . . . .
: - = Type in your correct email address (provided by Guy Designs) Click

For enample pomesoresBeacroolt com
"Next" to go on to the next screen.

« Eack HH$ Cancel
Intermed Conmection Wizard El

[E-mail Server Hamez

M oamingmal paren i [FOF3 T s Make sure you have selected POP3 mail server, (the default) and type
the name of your mail server. On our system, the incoming (POP3) and
resing sl [POPT, IMAF o HT TF] servee outgoing (SMTP) server names are the same -
il v, COmL . . . .
mail.domain.com.au. (Substitute your own domain name for

An SHTF perves i e serves thal is used for you oulgong e-nal "domain.com.au' in this screen.)
Do iall [SR TF] dorved
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Click "Next" to move on to the next screen
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Imternel Comneciien Wirard

Trberwart B il Logon

Type tha account rame ard pastweord your Inoat servcs proreck has green pou

Aeoonrd P eeallabe ko 00,

Paziwesd

[ Romesber pactwesd

Irierest sprein priveackin secpnas pou 15 won Sacum Pidowond Autherisc aton
) b access mll scconnk, pelect the Log D Ll org Securs Pasrsoed
J hesscik. B

uting Secuns Passweond Autherieation [SPA]

[ cmsek [ up-q%_“ Cancel |

Type your login username to the mail server.
In our system, it's your full email address. If you dont share your
| computer with others, and dont want to put your password in every time

you collect your mail, make sure "Remember password" is turned ON

Also, make sure that "Logon using secure password authentication" is
turned OFF (the defaul)

Click "Next" to go on to the next screen.
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You're almost Done. However just another few steps!

Make sure the email account you're setting up is selected (with Outlook
Express you can manage any number of email accounts

simultaneously) and click "Properties".

il

*% MyEmails Properties

| Genesdl | Servess | Connection Securnly | Advanced

Ml Accaunt
Type the name by which pou would ke (o nefes bo these
q pervess. For enample: "Wk o “Microsclt Mad
Seaver”,
MyE enails

Uzt Inforrmation

Mame: GeraldWallaby
Orgarizaton: Diomain Corposation

E-moll address: | geeallabp@doman. com.au
Reply addkess: | guealabp@doman, com au

Irnechude this account when recening mal o spnckeonizing

o1y Cowes ) Cow ]

At the top, change the text that's in the box labelled "Type the name by
which..." to something that makes sense to you, so you'll know which

account you're collecting mail from.

Enter your organisation name, if that's at all relevant to your
emails. Your company name if it's a company email account or your

club or leave it blank. Please yourself.

If you want people to send emails back to another address when they
hit "Reply”, then put another email into the "reply address" box,

otherwise just put this email address into there.

If you want Outlook Express to collect the emails from this account
every time you click "Send/Recv", make sure the box "Include this
account when receiving mail or synchronising" is checked. IF you leave
this Unchecked, you will have to select this account manually from the

Send/Recv menu any time you want to collect the mail.

DO NOT click "OK". That comes in a mnute or two. We have another

job to do first ....
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Click the "Servers" tab to complete the last job
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2 MyEmails Properties E-? |K|
| Genesal| Servets | Connection | Securily | Advanced |
Servet Infoimation

I inecoemang mail gerver is a :PEIF'S | sever.

Imwcoming mal (POF3L | mad domain com au . )
: On this screen, make sure you have checked "My Server Requires

QBB R EY el dowain.com.au . Authentication" Without it, Outlook Express won't log you into the server
Incoming Mal Server . before it tries to send mail and our server will not accept your mail. This
Agcourt riome: | quesliabyiEdom.sin. com.au | is one of our anti-spam measure to prevent spammers relaying large

Passuced ;""*"*"" | guantities of spam mail through your account.
Remesnber password
[ Log on wsing Secure Password Authentication Click "Settings" to make sure Outlook Express has adopted the correct
Duitgoine Mad Server defaults.
[ My senver reqves uiherticator [_setings.._|

72 [Mylmalls Properiies

Outgoing Mall Server

Losgo Indcamualion, L I P " :
p—————— e Sempie | This little popup appears. Make sure it has "Use the same settings as
3 Log omsing E‘ my incoming mail server" checked.
i [ fe | [
Click OK if it has.
L oxp ) concs || Coe | Then click OK and Close until you are back at the email accounts

=1 | O OE e
screen.

Intermed Aoosunts

Al Ml Bews | [inacios Service skl ] | " h be th
Now your email account is set up. If you want this account to be the
R Carcon v P11y
i [t | g Eoralatle o) default account whenever you write an email, click "Set as Default"
k
NOW you're done!
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