
Setting up your email account using Microsoft Outlook

1. Open Microsoft Outlook. From the Tools menu choose E-mail Accounts.

2. On the E-mail Accounts window, select Add a new e-mail account, then click Next



3. Select POP3 as the server type. Then click Next.



4. On the Internet E-mail Settings (POP3) window, enter your information as follows:
User Information:
Enter your name and e-mail address.

Server Information:
In the Incoming mail server field type mail.yourdomain.com (replace yourdomain.com with your own website name
e.g. mail.onlinedevelopment.co.uk

In the Outgoing mail server field type mail.yourdomain.com (replace yourdomain.com with your own website name
e.g. mail.onlinedevelopment.co.uk

Logon Information:
Enter your username and password (ensure your CAPS LOCK is turned off.) 
Tick the remember password checkbox.

5. Click the More Settings button.



6. On the Internet E-mail Settings window, select the "Outgoing Server" tab.
Tick the "My outgoing server (SMTP) requires authentication." checkbox.
Select "Use same settings as my incoming mail server".

7. Select the "Advanced" tab.
Ensure the Incoming server (POP3) port number is 110
and the Outgoing server (SMTP) port number is 80.

Click OK.



8. Click Next.

8. Click Finish.


