How to set up your e-mail account in Microsoft Outl
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Open the program you would like to use to send and receive your domain e-mail

(MS Outlook or Outlook Express)

Look at the top right menu bar, click on TOOLS.

Click on Accounts
A new window opens

up.
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Click on the right on ADD.
Click on MAIL.
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7. A new window opens — you are asked to type in your display name eg. John Smith.
This is the name the recipient of your e-mails will see when they download your mail.

8. Click next.

9. Type in your full e-mail address:

Internet Mail Logon

Type the account name and pazsword your Intermet service provider hag given you,

Account name: |marilize@artdesign.za.net |

Bassword: | ane |

Remember pazsword

[f pour Internet service provider requires vou to uge Secure Pazzword Authentication
[SPA) to access vour mail account, select the 'Log On Using Secure Pazsword
Authentication [SPA] check box.

[ Log on using Secure Password Suthentication [SPA)
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10. Mail Servers: You have received the details of your mail servers from us on an e-mail
or fax that stipulates the full details of your account. Usernames, passwords and mail
server details. Make sure you type it in correctly.

NB: If your dail-up to the internet is facilitated by another ISP the SMTP
server detail should match the SMTP details on thei r servers.

11. Click next

12. You are done.

13. You'll see that your account has been added in the list. If you click on “properties” all
the details will be available.

14. Exit this window — go online and test your new e-mail account. (Remember to click
“send/receive”.)



