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 SETTING UP AN EMAIL ADDRESS USING MICROSOFT OUTLOOK  
 
Open Microsoft Outlook 
1. In Microsoft Outlook, select Tools > Accounts. 

 
 
2. Click on Add > Mail 
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3. In Display Name, type what you want other people to see as your name. Click "Next" 

 
 
4. Type in the email address you will send email from: yourname@yourdomain.com, Click "Next" 
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5. Enter in the following settings: 
My incoming mail server is a POP3 server  
Incoming mail (POP3, IMAP or HTTP) server: mail.yourdomain.com  
Outgoing mail (SMTP) server: mail. yourdomain.com or that of your ISP  

 

6. Click "Next" 
 
7. Enter your account/username and password.    Click "Next". 
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8. Choose your connection type depending on your connection method. Click "Next". 

 
9. Click Finish. 
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9. Click Close. 

 
 
 
Your Account is setup. You can test it by sending an email to yourself.  
 

 


