
Outlook Express Instructions 
 
 

 
 

After Outlook Express is open, select Accounts from the Tools menu option at the top of the 
window. 
 

 
 

Next, click Add then select Mail from the menu. 
 



 
 

Next, enter your Display name and click Next. 
 

 
 

Next, enter your E-mail address and click Next. 
 



 
 

Enter your Incoming mail and Outgoing mail.  This will be the text after the @ sign in your e-
mail address.  Click Next when you are finished. 
 

 
 

Enter your e-mail address in the Account name box and then enter your Password.  Click Next 
when you are finished. 
 



 
 

Click the Finish button. 
 

 
 

Next, click the Properties button. 
 



 
 

Select Servers from the tab at the top of the window.  Select My server requires authentication 
at the bottom of the window.  Click the Settings button after you do this. 
 

 
 

Select the Log on using option and enter your Account name and Password.  Your Account 
name is the text before the @ sign in your e-mail address. 
 
OK all the windows and you should be setup. 


