Instructions For Adding An
Internet E-Mail Account

1. Open Outlook Express. If the computer wants to connect to the internet, click
Cancel or Work Offline.

2. Now at the top menu, click Tools=>»Accounts. Now click on the Mail Tab. Here you will see
the list of mail accounts set up just like the window below:
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3. Remove any mail account that is not being used by clicking on it once to highlight it and then
clicking the Remove button to the right. Once all un-needed mail accounts are gone go to
Step 4.

*Note: You must remove accounts that are not being used before successfully being able to check your email.



4. Click the Add button in the top right corner and then click Mail. This will now bring you to the
following screen:

Enter your display name — This is how your name will appear when you send a message oLt.
Click NEXT.
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5. Enter your new e-mail address. Eg. joeblow@west-teq.net Click NEXT

NOTE**All email addresses have the dash (-)
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6. Settings for E-mail Server Names should be the same as below:

My incoming mail server is a POP3 server. (This is the default so it doesn’t need to change)
Incoming mail server: west-teg.net

Outgoing malil server: cherokee.west-teg.net

Click NEXT
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7. Account name is your username without the @west-teq.net. This will already be filled in for
you. Enter your password. The Remember password box can be checked if you do not want
to type your password every time you check for email.

Log on using Secure Password Authentication (SPA) should NOT be checked.

Click NEXT.
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8. Congratulations!!! This is the end of the Connection Wizard. Click FINISH.
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9. Click Close on the Internet Accounts windows. You are now ready to start using your email.



