
Setting up your email account in Outlook Express 
 

1. Double-Click the icon for Outlook Express.  

 
 
2. You will see a box for the Internet Connection Wizard.  Within that box there is a 

place to type the display name. This is the name that will display on any emails 
you send to people. You can enter any name you want in here. Then click next. 

 

 
 

3. The next screen asks you for your email address. Please type in the email address 
we provided for you. Then click next. 

 

 
 



4. The next screen will ask you what type of server the incoming mail server is. You 
can leave that set as POP3. The next box asks for the incoming mail server. In that 
box you will type email.yourdomainname.com. Replace yourdomainname.com 
with whatever your website address is. (ex. email.tripledcomputers.com) You will 
put the same thing in the box for Outgoing mail server. Then click next. 

 

 
 

5. This screen will ask you for your account name and password. The account name 
box should already be filled in with your account name. It should be the first part 
of your email address. For the password, type in your email password. You can 
leave the save password box checked if you do not want to have to type your 
password in every time you check your mail. Then click the next button. 

 

 
 

6. You should then see the box that says “You have successfully entered all of the 
information required to set up your account.”  Click the finish button. 



 
 

7.  Next, you need to click on the tools menu at the top of the screen and then click 
on accounts. 

 

 
 

8. Next, you will see a box for Internet Accounts. Click on the tab that says Mail. 
This lists all of your email accounts set up in Outlook Express. You should see the 
one we just created. 

 



 
 

9. Next, make sure the account is highlighted and then click on properties. 
10. In the Properties box you can click on the Servers tab. 
 

 
 

11. Under Outgoing Mail Server, check the box that says “My server requires 
authentication” and then click settings. 

12. In the settings box under Logon Information make sure “Use same settings as my 
incoming mail server” is selected. 

 



 
 

13. Click OK 
14. Click OK 
15. Then click Close 

 
 
 

 


