Email Account Setup Instructions

Microsoft Outlook Express



Microsoft Outlook Express is the basic email client that comes free on any
Windows XP installation. Follow these simple steps to get your email up
and running.

1. First, click on the green “Start” button at the lower left of your screen

2. Next, click on the “All Programs” link at the bottom left.
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3. Choose “Outlook Express” from the list of programs.
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4. On the Outlook Express main window, click on the “Tools” menu

option, then select “Accounts...” from the sub-menu.
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5. On the “Internet Accounts” window, click the [Add >] button at the
upper right.
Internet Accounts (2Je3

W—I“Mg%ﬂ News | Directory Service |

Account | Type Connection Bemove

@hews, filetel.com  news (default) Any Available -
Properties

Setas Default

6. Select “Mail...” from the sub-menu.

News...
Directory Service...




7. Enter your name as prompted then click [Next >]

‘Internet Connection Wizard 3

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: | Fox Mulder

For example: John Smith

< Back [ Next > N[ Cancel ]

8. Enter your full email address as prompted, then click [Next >]

“Internet Connection Wizard &

Internet E-mail Address

Your e-mail address is the address other people use to send e-mail messages to you.
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For example: someone@microsoft.com

[ < Back ][ Next)_w[ Cancel ]




9. Enter server information as follows, then click [Next >]
My incoming mail server is a POP3 server.
Incoming mail (POP3, IMAP or HTTP) server.
pop.filertel.com
Outgoing mail (SMTP) server.
mail.filertel.com

Internet Connection Wizard

E-mail Server Names

My incoming mail server is a {PUPB 7. SErver.

Incoming mail [POP3, IMAP or HTTP] server:

| pop.filertel.com

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

Outgoing mail (SMTP) server:

| mail.filertel. cord

< Back ][ Next > N[ Cancel

10. Enter your username and password as prompted, then click [Next >]

Internet Connection Wizard

Internet Mail Logon

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

Account name: spooky
Password: sccsscee
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 [SP&)

< Back ][ Next > *[ Cancel




11. Click [Finish] on the Congratulations window.

Internet Connection Wizard ‘

Congratulations

You have successfully entered all of the information required to set up your account.

To save these settings. click Finish.

[ <Back || Finish N [ Cancel |

12. Back on the “Internet Accounts” window, click on your new mail
account so that it is highlighted, then click the [Properties] button.
Internet Accounts 23
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13. Select the “Servers” tab at the top then make sure the “My server
requires authentication” box is checked. Click [OK]
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14. Your Outlook Express is now setup and ready to send and receive
email. If you have any problems with email after completing these
steps, please call 326-3700 for technical support.



