How To Set-up an Email Account

It does not matter what internet connection you use to access this email account.

Outlook Express
Outlook 2000

Outlook XP (2002)
Outlook Express
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Select: Tools…Accounts…
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On the Mail tab click Add and then Mail…
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Your Name

‘When you send emai, yout name wil appear in the From feld ofthe outgoing message.
Type yout name as you would ke i o appear.

Display name: John Smith

For exarmple: John Smith





Enter your name and click next
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Internet E-mail Address

our emai address s the addess other people use to send e mail messages to you.

Emaiaddress: [ someone@staffordbaplistchurch.org

For exarmple: someone@nicrosolt com





Enter your email address and click next
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E-mail Server Names

My incorming mal serveris | POP3 server

Incoring mail (POPS, IMAP of HTTF) server
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‘An SMTP server s the server that s used for your outgoing &-mai

‘Dutgoing mail SMTF) server:

mail stffordbapisichurch org





Enter mail.yourdomain and click next
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Internet Mail Logon

Type the scoount name and password yout Intermet service provider has given you.

Account name: someone@stafordbaptistchurch.og

Password

emember password

I your Intemet service provider requies youto use Seour Password Authentication
[SP&] to access pour mal acoourt, select the 'Log On Using Secure Password
Authentication (SPAY check box

[ Log on using Secure Password Authentication (SP4)





Enter your email address for the account name and enter your password and then click next.
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Congratulations

Yo have successfuly entered al of the information required t set up your accour.

To save these settings, click Firish.

T Mo e





Click Finish
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Click Properties
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On the servers tab make sure “My server requires authentication” is ticked. Then click OK.
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Click Close.

Outlook XP (2002)
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Select Tools .. Email Accounts…
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Select “Add a new e-mail account” and then click next
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Select “POP3” and then click next.
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Fill in the details


Incoming and outgoing mail server – mail.yourdomain 

(e.g. mail.staffordbaptistchurch.org)


User name – Your email address

Click on “More Settings”
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On the Outgoing Server Tab make sure “My outgoing server (SMTP) requires authentication” is ticked and then click OK.
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Click Next
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Congratulations! @

Vou have successfully ertered al the nformation recuired ta setup your accourt,

To close the wizard, clck Firish.





Click Finish

Outlook 2000
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Select Tools … Services …
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Click Add
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Select Internet E-mail and click OK
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Enter your name and email address and then click on the “Servers” tab
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On the servers tab fill in the details


Incoming and outgoing mail server – mail.yourdomain 

(e.g. mail.staffordbaptistchurch.org)


Account name – Your email address

Make sure “My server requires authentication” is ticked. Then click OK.

Click OK
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Click OK
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Click OK 

Close Outlook and Open it again.
