Note : The procedures and pictures is used as a reference only. Users should have the knowledge and
skill in email setup. Or you should find an experienced technical man to help.

How to setup an email account in Outlook Express

1. Open Windows - open "Outlook Express"

2. Choose “Tools” > “Accounts” > “Add” > “Mail” > enter your name - click “Next”

Internet Connection Wizard

Your Name

When you 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.

Display name: VOour tame

For example: John Smith

Ned> | | Cancel

3. Enter your email address - then click “Next”

Internet Connection Wizard

Intemet E-mail Address

‘Your e-mail address is the address other people use to send e-mail messages to you.

E-mail address: narne@yourdomain. com

For example: someone@microsoft.com

<Back || Ned> | [ Cancel
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4. Select "POP3" in the field of “My incoming mail ” > then enter pop.domain.com.hk in
“Incoming mail (POP3) server” ; enter our smtp server name smtp.domain.com.hk in

*Outgoing mail - SMTP” > and then click “Next”

‘Internet Connection Wizard
E-mail Server Names

My incoming mail serveris a gPOPB Jv SEMVEr.

Incoming mail (FOP3, IMAF or HTTP) server:
| pop.domain. com hl |

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

Cutgoing mail (SMTP) server:
[sttp. domain, cotrn bl

5. Now inthe “Internet Mail Logon” screen - enter your mailbox login id in field of “Account
name” - and also enter your mailbox login password in the field of “Password” - then click

“*Next”

Internet Connection Wizard

Intemet Mail Logon

Type the account name and password your Intemet service provider has given you.

Account name: vour mailbox logm 1d
Password: Ty
Remember password

if your Intemet service provider requires you to use Secure Password Authentication
(SPA)to access your mail account, select the "Log On Using Secure Password

Authentication (SPA) check box.
[] Log on using Secure Password Authentication (SPA)

<Back || MNed> | [ Cancel
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6. Click “Finish” button to complete

Internet Connection Wizard m

Congratulations

You have successfully entered all of the information required to set up your account.
To save these settings, click Finish.

<Back | Fnish | [ Cancel

7. Select "Tools", click "Accounts™ , then click "Mail" tab, and click "Properties”

T R e e e PR
L Al | Mail | News || Directory Service |
Account | Type | Connection
(] your domain na. mail (defaut) Any Available
Set Order
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8. Select "Servers" tab, then go to "Outgoing Mail Server" at the bottom and check "My server
requires authentication™. Then, click "Settings.." button

¢ your domain name Properties

| General | Servers | Connection | Secunty Advanced
Server Information —
My incoming mail serveris a F‘OP3 | server.
Incoming mail (POP3) p op. dDmamcDmhk
Outgoing mail (SMTFP): | smitp. demain com hlk

Incoming Mail Server -

Account name: [srour mailbox logmid
Passwond: e o
Remember password

[]Log on using Secure Password Authentication

Outgoing Mail Server ——

[¥]iMy server requires authertication;

OK“ -][ .Cancs;l- | [ ﬂ:ph‘l ]

9. Nowyouarein “Logon Information” , then, enable “Log on using” and enter ™ Account
name” with the smtp id provided. Then, enter “Password” as provided. Finally, click “OK”
button.

Internet E-mail Settings x|

General  Qubgoing Server |Cu:unnectiu:un I Advanced I

¥ My oukgaing server (SMTP) requires authentication

i Ilze same settings as my incoming mail server

User Mame: | my_smitp id
Password: fmy smtp password

™ Remember password

[ Log on using Secure Password Authentication (SPA)

= Log on ko incoming mail server before sending mai

10. Click “OK” buttonand “Close” button to finish.

11. How to keep copy of emails in the server with Outlook Express
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11.1 Select “Tools” > “Accounts” > “Email” > “Properties”

11.2 Select “Advanced” > go to “Delivery” - select “Leave a copy of messages on server” - Now
also check “Remove from server after __ day(s) “and Specify how long you want messages
to be kept at the server. Then click “OK”

td your domain name Properfies

General | Servers | Connection | Security | Advanced

Server Port Numbers
Outgoing mail (SMTF): |25
[] This server reguires a secure connection (S51)
Incoming mail (POP3): 110

[] This server requires & secure connection (S5L)

Server Timeouts

Short Long  1minute
Sending

[] Break apart messages larger than KB
Delivery

Eﬂ Leave a copy of messages on server

h

OK || Cancel |[ oply

11.3 If you cannot send out email after everything has been setup OK. You may go to tag
<Advanced> again, and change the Outgoing server (SMTP) port number from default 25 to
1025. Click <OK> to confirm and try again.

‘3 your domain name Properties @

General | Servers | Connection | Security | Advanced

Server Port Mumbers
Outgoing mail (SMTP):  [1025
] This server reguires a secure connection (S5L)
Incoming mail (POP3): 110
[ This server requires a securs connection (S5L)

Server Timeouts

Short long 1 minute
Sending

[] Break apart messages larger than KB
Delivery

Eﬂ Leave a copy of messages on server

Ml

ok J[ Camcd [ omy |

11.4 Click “Close” to finish
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