
To Set Up your email client Manually  
Select Client:  Outlook   Outlook Express 

1. For Microsoft Outlook 
In Outlook, click on Tools > Email 
Accounts. 

 
Select Add a new e-mail account and click 
Next 



 
Select Pop3 and click Next 



 
Fill out all information on this form, using 
your information.  Your incoming and 
outgoing mail servers should be: 
 
Mail.<your domain name>.ext  
 
(ext should be your domain extension, such 
as .com, .net, .us, etc…) 



 
Click on More Settings and the Outgoing 
Server tab. 

 
Make sure that the My outgoing server 
(SMTP) requires authentication box is 
checked, and Use same settings as my 
incoming mail server is selected. 



 
Click Ok, then Next. 

 
Then click Finish. 
 
You should restart outlook for the settings 
to take effect. 
 
 



2. Outlook Express 
In outlook express, click on Tools > 
Accounts.  Then click on the mail tab. 

 
Click on the Add Button, and select Mail 



 

 
Type your real name in the Display name 
box.  This is the name your recipients will 
see when you send them a message.  Click 
Next. 



 
Type in your email address and click next. 



 

 
Type in your mailservers, and make sure 
POP3 is selected, click next 



 
Type in your full email address in the 
account name box, and enter your password 
in the password box, click next. 



Click finish. 

 



Click on the properties button and select 
the servers tab. 

 
Make sure the My server requires 
authentication box is checked, and click 
OK. 



Click Close and restart outlook express for 
the changes to take effect. 


