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Account Setup 

Under the “Tools” menu click “Accounts” 



Add a new account 

Click “Add” 



Choose Account Type 

Choose “E-mail Account”, then click “Next”. 



Enter your name 
then click Next 

Tom’s Email 



Enter your E-mail address 
Then click Next 

Test@test.com 



Choose mail settings 

Choose POP3, IMAP or HTTP. Enter mail server settings and 
authentication. 

Mail.test.com 

Mail.test.com 



Enter E-mail address & Password 
 Then click Next 



Finished 



New account now shows 

Click the “Properties” button to change any of the settings 



Property General Settings 



Server Settings 



Authentication Settings 



Security Settings 



Advanced Settings 

Here you can change the ports, choose to use SSL and choose to leave 
messages on the server. 



Windows Mail & Outlook Express 

• Both mail clients: 

– Can check mail from multiple mail accounts. 

– Have a contact list. 

– Allow you to create additional folders. 

– Allow you to send, receive & manage email and 
attachments.  

– Do Not have a built in calendar feature with 
appointment reminders. 

– Do Not allow you to check Microsoft Exchange 
Mail. 



Keeping Mail Completely Separate 

• Outlook Express allows for multiple identities 
which can keep mail completely separate. 

• Windows mail does not support identities. 
Instead you will need to create a separate 
windows logon account in order to keep email 
accounts separate.  


