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Microsoft Outlook and Outlook Express

A "How To" Setup for your E-Mail Account Complete the Internet Experience with your own E-Mail

Outlook Express Setup Instructions:

1. When you first start of opening Microsoft Outlook Express without any existing configured accounts, this window should pop up
asking you to configure a new email account. This will just ask you to enter the name you wish to be displayed when sending out
messages. This is normally just your name. (ie John Smith)

Internet Connection Wizard

Your Name

"Wihen you zend e-mail. your name will appear in the From field of the outgoing message.
Type paur name as you would like it to appear.

Dizplay narne: | John Smith

For example: John Smith
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2. The next step will require you to enter in your email address. If you are using your default Wightman Internet mailbox, your email

address will simply be your username followed by "@wightman.ca". It should look like username@wightman. ca.

Internet Connection Wizard

Internet E-mail Address

Your e-mail address is the address other people use to zend e-mail mezzages to pou.

E-mail address: iiohnsmith@wightman. cd

For example: somechel@microzoft com

< Back H Meut » ][ Cancel

3. This next step requires you to configure what servers Outlook Express will be connecting to. Make sure it is set for "My incoming
Mail Server is a POP3 server." The next two fields require you to put in the incoming and outgoing mail servers. For both empty
fields, just enter "mail.wightman.ca". It should look like the picture.
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5.

Internet Connection Wizard

E-mail Server Names

My incoming mail gerveriz a | POP3 v! TEIYEL

Incaming mail [POP3, IMAP ar HTTP] server:

!mail.wightman.ca !

An SMTF zerver iz the gerver that iz used for your outgoing e-mail

Dutgaing mail [SMTP) zerver:

!mail.wightman.ca !
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Next you will have to enter your username and password. These two items should be provided to you by Wightman Internet. If
you share the computer, you might want to make sure the "Remember Password" box is unchecked. This will provide you with a
more secure mailbox. However, if you are the only one using the computer, then | suggest you check the "Remember Password"
box to save some time and effort in the future.

Internet Connection Wizard

Internet Mail Logon

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

Account name: . johinzmith |

Pazsword: !uuuu.| |

Fremember pazsword

If your Internet service provider requires you to ugze Secure Pazsword Authentication
[SPA] to access pour mail account, select the 'Log On Using Secure Password
Authentication [SPA]' check bowx

[J Log on using Secure Password Suthentication [5P4)

< Back H Mext > ]’ Catcel ]

Finally just click on "

Finish" to complete the mailbox setup.

Internet Connection Wizard

Congratulations

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

To zave these zettings, click Finizh,
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Outlook Setup Instructions:

1. Inthis window will have to check the circle beside "Add a new email account". Then click on Next to

E-mail Accounts

E-mail Accounts
‘ou can change the e-mail accounts and directories that Outlook uses, ¥

" Wiew ar change existing e-mail accounts

Directory
i~ Add a new directory or address book,

7 Wiew or change existing directories or address books

| Mext = | Cloze I

Next you will have to choose what type of email server that you will be using. Check the circle beside POP3 and click Next to
continue.

2.

E-mail Accounts

Server Type
Wau can choose the type of server vour new e-mail acount will waork with, :

" Microsoft Exchange Server

Connect ko an Exchange server bo read e-mail, access public Folders, and
share documents,

Connect ko a POP3 e-mail server to download
vour e-mail,

7 IMAP

Connect ko an IMAP e-mail server to download e-mail and syvnchronize
mailboz Folders,

" HTTP

Connect ko an HTTP e-mail server such as Hokmail ko download e-mail and
synchronize mailbox Falders.

" additional Server Types
Connect ko another waorkgroup or 3rd-party mail server,
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3. This window requires a bit more information to be added.

a. In the field beside "Your Name" you will enter the name you wish to be displayed on all outgoing messages. Under that is your
email address. You email address is simply username@wightman.ca.

b. Next is the Log on information. Enter your username in the required field and under that enter the password that is been
provided to you by Wightman Internet.

c. For the Server Information, enter "mail.wightman.ca" for both empty fields. This just tells Outlook what server to connect to.
d. After that information has been entered, click on Next.

E-mail Accounts

Internet E-mail Settings {POP3)
Each of these settings are required to get vour e-mail account working, :

User Information Server Information

Waiir Mama:  ETTR T

Trenmina mail server (PORZY | —_—

B T
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E-mail Address: |johnsmith@wightman.ca

Logon Information

Ussr Mame: Jjohnsmith

Password: I**m*****

I+ Remember passward

n Log on using Secure Password
Authentication (SPA)

Er g e e e e g UL L L

Qukgoing mail server (SMTR): imail.wightman.ca

Teskt Settings

after filling out the information on this screen, we
recommend vou test vour account by clicking the button
below, {Reguires network connection)

Test Account Settings ... |

More Setkings ...
< Back | Mext » |
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E-mail Accounts

Congratulations!

You have successfully entered all the information required to sekup wour account.

To close the wizard, click Finish,

Finally just click on Finish and you can continue on to use your email.
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