G:l Outlook Express G:l

How to Add an Email Account

1. Open Outlook Express. The Internet Connection Wizard may automatically open. If it does, skip Steps 2 & 3.
2. If not click on the Tools menu, and select Accounts. You will get the below window.

Internet Accounts

All |Mai| |News Diirectory Service add L4

Account Tupe Connection

Close

3. Click the Add button and choose Mail. The below window will then come up.

Internet Connection Wizard fg|
Your Name
Whet you send e-mail, your name will appear in the From field of the outgoing message.
Type pour name as you waould like it to appear.
Dizplay name: ||
For example: John Smith




4. Enter in your full name in Display name block so that it looks like this (i.e. if your name was John Doe you
would enter it John Doe). Click the Next button.

Internet Connection Wizard El

Your HName

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

Dizplay name: John Doe

For erample: John Smith

[ Mest » l[ Cancel ]

4. Enter in your email address in the Email Address block. Your email address will be: (except in special
circumstances where that specific address is not available or already in use)

(First Name)_(Last Name)@Ikstevens.wednet.edu ~ i.e. John_Doe@Ikstevens.wednet.edu

Click the Next button.

Internet Connection Wizard El

Internet E-mail Address

our e-mail address iz the address other people uze to zend e-mail messages to pou,

E-mail address: johr_doet@lk stevens. weadnet. edu

For example: someone@micrasaft. com

< Back " et » ll Cancel



mailto:John_Doe@lkstevens.wednet.edu

5. At the Email Server Names window select IMAP from the drop down menu for the My incoming mail server is
a block. 1T ISPARAMOUNT THAT YOU SELECT IMAP OR YOUR MAIL MAY NOT BE AVAILABLE
LATER!! Enter email for both the Incoming mail server and Outgoing mail server blocks so that it looks like
this. Click the Next button once done.

Internet Connection Wizard

E-mail Server Hames

My incorming mail gerver iz a | IMAP | SEMYEL

Incoming mail [POP3, IMAF or HTTP) server:

email

A SMTP server iz the zerver that iz used for your outgoing e-mail.

Outgaing mail [SMTR] server:

| email

< Back ” Heut > ][ Cancel

6. From the Internet Mail Logon window, the Account name block should already have your first name underscore
your last name. Enter your password in the Password block and ensure that the Remember password box is
checked. Once the window looks something like the below picture you can click the Next button.

Internet Connection Wizard &l

Internet Mail Logon

Type the account name and password vour Intemet service provider has given you,

Account name: |i0hn_doe |

Password: |uoo |

Remember pazsword

If wour [ntermet service provider requires you to uge Secure Pazsword Authentication
[SP4) to access your mail account, select the 'Log On Using Secure Password
Authentication [SPA]' check box.

[ Log on using Secure Password Suthentication (SPA)

< Back " Mest » l[ Cancel




7. The Congratulations window should now appear. Click the Finish button.

Internet Connection Wizard

Congratulations

To zave these zettings, click Finigh.

You have successfully entered all of the infarmation required to zet up pour account.

x)

< Back ][ Finizh |[ Cancel

8. You may get a window that looks like this:

Outlook Express

If you do, click Yes.

1) : There are not any folders to show For this account, Would vou like ta vigw a lisk of available Falders now?
-

9. You will then get a window that looks like this:

When you do, click OK.

B8 Show/Hide IMAP Folders

Account(s]: Dizplay folders which contain:

= |

] All isible

Show

Falder
@ Inbox
S Sent ltems
B} Drafts
Bin Progress
EJunk E-mail
& K.eep for Reference
B Gent
B Sacial Metwaorking &b...
B Trash
Erweb - Completed Tas...

Hide

Reset List

Cancel

J o J[

Goto




10. Click on the Tools menu, and select Accounts. You will get the below window.

Internet Accounts

All | Mail |News Directary Service Add 4

Account Type Carinection Bemave

mail [default) Any Available

"

Properties
Set az Default
Import....

Export..

Set Order...

Cloze

11. Click on the All tab so that you see a list similar to this:

Internet Accounts

Al | [LET! Mews || Directory Service Add »
Account Type Connection Remove
ve Directary directomny service Local Area Metwork -
% Bigfoot Intemet .. directany service Local Area Metwark
53 email mail (defaull &y Available St s Defant
@VeriSign Internet ... directony service Local Area Metwork —
@Who\v\-"here Inter... directary service Local Area Mebwark, Impart...

Export...

Set Order..

i

Cloge

12. Remove each entry by clicking the Remove button with a couple of exceptions; you do NOT want to remove
anything that says email or Lake Directory. It will ask “Are you sure you want to delete XXXXXXX account?”
(Where XXXXXXX is a name of an account.) Click the Yes button for each one. Now it should look more like
this:

Internet Accounts

Al | [LET Mews | Directony Service Add »

Account Type Connection

% email mail [default] Any Aeailable -

Set az Default

Export...

Set Order...

Cloze

i




13. Click on the email account entry so that it is highlighted and click the Properties button.

Internet Accounts

Al | GET! || Mews || Directom Selvice| Add [ 4
Account Type Connection Bemove
"'ﬁ" email mail [default] A Available -

Set az Default
Import...

Export...

Set Order. .

Cloze

i

14. You will then see a window that looks like this:

& email Pro perties

General | Servers | Connection || Security | Advanced | IM&P |

b ail Account

Tupe the name by which you would ke torefer to these
zervers, Forexample: wiork' or "Microzoft b ai
Serer

|email |

Uzer Information

Hame: |J0hn Dioe

E-mail address: |inhn_doe@lkstevens.wednet.edu

|
Organization: | |
|
|

Reply address: |

Include this account when receiving mail or synchronizing

0, H Cancel H Apply




15. Change the Mail Account block to your name so that it looks like this:

¥= John Doe Properties

General |Server$ Connection || Security | Advanced | IMAP

b4 ail Account

Type the name by which pou would like to refer to these
servers. For example: "work' or "Microzoft bail
Server'.

|J-:-hn Do |

Uzer Informatian

Marme: |Jc-hn Doe

Organization; |

E -mail address: |il:lhn_dl:ue@lkstevens.wednet.edu

Reply addrezs: |

Include this account when receiving mail or synchronizing

[ Ok, ] [ Cancel l [ Spply ]

16. Click on Servers tab and click on the Outgoing Mail Server-My server requires authentication checkbox so
that it is checked. It should look like this:

¥2 John Doe Properties

General | Servers |Eu:unnectiu:un Securty || Advanced | 1MAP

Server Information

My incaming mail zerveriza | IMAP TEMVEL

Inizoming mail [IMAP]: |email |

Outgsing mail (SMTF): | email |

Incoming kail Server

Account name: |iu:uhn_u:|n:ue |
Passward: |nuu |
Remember paszword

[] Log on using Secure Password Authentication

Outgoing M ail Server

by zerver requires authentication Settings...

0. H Cancel H Apply




17. Click the OK button. Click the Close button to exit out of the Internet Accounts window.

Before you begin sending and receiving mail, there are a few configuration changes to be
made to your account to make your life easier.

18. Click on the Tools menu, and select Options. You will see a window that looks like this:

Speling Security Connection Maintenance
General Read Receipts Send Compose Signaturez
General

[Ciwdhen starting, go directly to my Tnbos’ foldes

Moatify me if there are any new newsgroups

Autarnatically display folders with unread messages

Send / Receive Mezzages

=y Play sound when new mezzages arive
Send and receive messages at startup

Check for new messages every a0 5| minute(z)
If ry computer is ot connected at this time:

Do not connect “

Default Messaging Programs

%4 Thiz application iz the default b ail handler
20

Thiz application iz the default News handler

[ ok, H Cancel ]

19. Click on the When starting, go directly to my ‘Inbox’ folder checkbox. Also, ensure that under the Default
Messaging Programs that both say This application is the default Mail (or News) handler.

20. Click on the Spelling tab. Click the top checkbox of Always check spelling before sending. We can all use a
little help with spelling right? It should look like this:

General Read Receipts Send Compoze Signatures
Spelling Security Connection Maintenance
Settings

[¥litshwrays check speling before sending

Suagest replacements for mizspelled wards

‘when checking spelling, always ignore
ab [wards in UPPERCASE
[words with pumbers
The ariginal text in a reply or fonward
|ntermet Addresses

Language

% Englizh [United States) W Edit custom dictionary

I (0] 4 H Caticel ” Apply

8



21. Next click on the Security tab, and uncheck the checkbox that says Do not allow attachment to be saved or
opened that could potentially be a virus. It should now look like this:

General Read Receipts Send Compose Signatures
Spelling Security Connection taintenance

Wiruz Pratection

Select the Internet Explarer zecurity zone to use:
) Intermet zone [Less secure, but more functional]
(%) Restricted sites zone [More secure)

W arm me when other applications try to zend mail as me.

|:|§D0 not allow attachments to be saved or opened that could
potentially be a vins,

Download Images
Block images and other external content in HTML e-mail,

Secure Mai

% Digital IDs [also called cerdtificates) are special

documents that allow pou to prove your identity in

electronic rahsactions. Digital D=

To digitally zign meszages or receive enciypted

meszages, vou must have a digital 10, Get Digital 1D

[] Encrypt contents and attachments for &ll autgaing messages

[ Ok l[ Cancel ][ Apply ]

[] Digitally sign all outgoing messages

22. Click on the Maintenance tab. Click on the first two checkboxes for Empty messages from the ‘Deleted Items’
folder on exit and Purge deleted messages when leaving IMAP folders so that it looks like this:

General Read Receipts Send Compose Signatures
Spelling Security Connection Maintenance

Cleaning Up Messages

[¥]iE mphy messanes from the Deleted ltems' folder ar e

Purge deleted meszages when leaving IMAP folders

“When compacting messages:
[ Delete read message bodies in newsaroups

Delete news messages |5 % | days after being downloaded

Click Clean Up Mow to clean up downloaded Clean Up Mow
MESEA0ES 0N YOUI COMPLLEr. =
Click Store Folder to change the location of your Store Folder
meszage zhore. =

Troubleshooting

Outlook Express can zave all commands bo and from a server in a log file
for troubleshooting purposes.

[ i CMews  []IMaP CIHTTP

[ Ok ][ Cancel H Apply l

23. Click the OK button. You can now click on Inbox under your name over to the left of the screen to start reading
your mail.
24. Your email account configuration is complete.



