
How to Setup Your E-mail via Outlook Express 
 
 
Open up Outlook Express 
 
Click on Tools, Accounts, as shown in the picture below 
 

 
 
Select Accounts. You will now be in a new window.  Select the Add button, and then pick Mail 
as shown below 
 

 
 
In the name field, type your name, and then click the Next button. 
 



 
 
Select the radio button “I already have an e-mail address that I’d like to use”, type in your email 
name, which has been assigned to you. For example, if your email account name is 
john@gettingmail.com , you would type it in here as shown 

 
 
Click the next button to continue. You will now need to enter in your mail server information. Your 
POP3 or incoming mail server will be your domain name along with “mail.” at the beginning. For 
example, if your domain were gettingmail.com, you would enter mail.gettingmail.com as your 
incoming server as shown below. Your ISP provides your outgoing, or SMTP server. Please 
check with your ISP for this information. If you are using AOL, you will not be able to send mail 

mailto:john@gettingmail.com


because they do not have SMTP. 

 
 
Once you have entered this information, click the Next button to continue. 
 
You will now be on a screen requesting your account information. Your account name will be your 
complete email address. As with our previous example, john@gettingmail.com, that name would 
go into the Account name box, then enter your password on the next box and continue by clicking 
next. 
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That’s it; now click the Finish box followed by Close to return to the main screen! 
 
 
 
 


