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CREATING & mNeEw fFCCCcCoudmT
M OUJUTLOOH EXFRESS

Open up OUTLOOK EXPRESS then click
TOOLS, and then go down to ACCOUNTS.

| Accounts. ..
Cnfion

A new window will open up with a series
of tabs at the top. CLICK on MAIL tab.

| All | Mail | Mews || Directory Service|

CLICK the ADD button and then MAIL.

Add ¥ Mal., : :

Mews. ..

Remave Directory Service. ..

TYPE the DISPLAY NAME you want and
then CLICK NEXT.

‘wihen you send e-mail, your name will appear in the From field of the outgoing message.
Type your name az you would like it to appear.

Dizplay name:

For example: John Smith

TYPE your full email address, and make
sure that it's spelled correctly.

E-mail address: johndoet@lewizcounty. com|

For example: someone@microsoft.com

TYPE in the TMT SETTINGS shown below
to correctly send and receive email.

E-mail Server Names

My incoming mail zerveris a | POP3 FEIVEL

Incoming mail [POP3, IMAP or HTTF] server:

pop3.lewizcounty. com

An SMTP zerver iz the server that iz uzed for your outgoing e-mail.

Outgaing mail [SMTF] server:

smtp. lewizcounty. com|

7)

8)

TYPE your USERNAME and PASSWORD
exactly the same as you set up with us.

Internet Mail Logon

Type the account name and password your Internet service provider has given you.

Account name: | johndoe

Password:

Fiemember pazsword

I your Internet service provider requires you to use Secure Pazsword Authentication
[SPA] to acoess your mail account, select the 'Log On Using Secure Password
Authentication [SPA]' check box.

[] Log on using Secure Passwaord Authentication [SPA)

CLICK FINISH and you're done!

“r'ou have successfully entered all of the information required to et up pour account.

To zave these settings, click Finizh.

For more help with email be sure to visit
our Frequently Asked Questions page at:
http://www.lewiscounty.com/fags.html
Topics covered include:

*General Email FAQ's

*How to use WebMail

*How to use the Internet

*Keeping your computer safe

*Spyware FAQ's

*How to change Proxy Settings

*Wireless Internet FAQ's
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