Lawrence Tech Computer Help Desk

Outlook Express

Use the following instructions to set up Outlook Express to access your LTU email.

1) Open Outlook Express.

If this is the first time Outlook Express has been started, a Setup Wizard will open. Click Next >
to continue to the next step.

If the Setup Wizard does not start, click on Tools, then Accounts. Click on the Mail tab, and
then click the Add button. Select the ‘Mail’ option on the pop-up window.

Internet Accounts

All Mail | Mews || Directorny Sewice| Add 2
Accaunt Type Connection Bemove
FProperties

Set az Default

Ewxpart...

Set Order...

Cloze
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2. Type your name in the Display name: window as you want it to appear to your recipients.

Internet Connection Wizard

Your Hame

Display name:

YWhen pou zend e-mail, pour name will appear in the From field of the outgoing meszzage.
Type vour name az you would like it to appear.

Lary Tech

For example: John Smith

Hest » l[ Cancel

Page 2 of 7



Lawrence Tech Computer Help Desk

3. Type your full email address in the E-mail address: window. Then click Next > .

Internet Connection Wizard

Internet E-mail Address

Your e-mail addrezs iz the address other people uze to zend e-mail meszages to pou.

E-mail addresz: Ltechi@ly. eddy

For example: someonel@microzoft. com

< Back ” Hest » l[ Cancel
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4. From the drop down box,” My incoming mail serverisa [ ] server, select IMAP.
Type postoffice.ltu.edu in the ‘Incoming mail (POP3, IMAP or HTTP) server:‘ box.
Type mail.ltu.edu in the ‘Outgoing mail (SMTP) server:‘ box.

Then click Next > .

Internet Connection Wizard

E-mail Server Hames

ky incoming mail gerveriz a | IMAP TEMVET.

Incoming mail [POP3, [MAF or HT TR zerver:

postaffice. b, edu

An SMTP server iz the zerver that iz used far your outgaing e-mail.

Qutgaing mail [SMTP] zerver:
mail. I edu

< Back ” Mewt > l[ Cancel
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5. Type your email account in the ‘Account name:” box. It is not necessary to enter the domain

information here (@Itu.edu is not entered here).

If you want Outlook Express to remember your password, enter your password in the ‘Password:’ box

and check the ‘Remember password’ box.

If you do not want Outlook Express to remember your password, leave the ‘Password: ‘box empty and

uncheck the ‘Remember password’ box. You’ll be prompted to enter your email password every time

you open Outlook Express.

Then Click Next > .

Internet Connection Wizard

Internet Mail Logon

Account name:

Pazzwiord:

Type the account name and pagswaord your Intermet service provider has given youl,

Ltech

Remember pazsword

[f wour Internet service provider requires vou to use Secure Password Authentication
[SPA) to acceszs your mall account, select the 'Log On Using Secure Paszword
Authentication [SPA) check bos.

[ Log on using 5 ecure Password Authentication [SP)

< Back ” Mewt > l[ Cancel

Page 5 of 7



Lawrence Tech Computer Help Desk

6. Click ‘Finish.’

Outlook Express has been configured and will open your LTU email.

Internet Connection Wizard

Congratulations

Y'ou have successtully entered all of the information required to set up pour account.

To zave these zettings, click Finizh.

< Back ]| Firizh |[ Cancel
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Using Outlook Express from Home
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To send email messages through Outlook Express from home, the LTU email server requires

authentication of your username and password. Follow these steps:

1) Open Outlook Express and right click on postoffice.ltu.edu on the left side of the window.

(Alternately, you can click on Tools, then Accounts. Select the Mail Tab. Select

postoffice.ltu.edu and click the Properties button.)

2) In the Properties window, click the Servers tab.

3) Check the box by My Server Requires Authentication.

4) Click on the Advanced tab.

5) Type 587 in the Outgoing Mail area and 143 in the Incoming Mail area.

2 postoffice. ttu.edu Properties

General| Servers |Cc-nnec:ti-:-n Securty | Advanced | IMAP

|E|E| ¥=|postoffice. ltu.edu Properties

General | Serverz | Connection Securit_l,.l| Advanced | |MaP

Server Information
by incoming mail serveriza | IMAP TEVEL

Incaming mail [IMAP]: |post0ffice.ltu.edu |

Outgoing mai [SMTP: | mail iy edu |

Incoming b ail Server

Agcount name: | hizhah |

Paszword: | |

[] Remember password

[“]iLog on using Secure Password Authenticatior

Outgoing M ail Server

ty server requires authentication

Settingz...

Server Port Mumbers

Dutgaing mail [SMTE]: 5a7

) Usze Defaults
[ This zerver reguires a sgemrermmgection [S51)
Incoming mail [IMAP) "

[ This server requires a secure connection [S5L)

Server Timeouts

Short Long 1 minute

Sending

[]Break apart messages larger than I:I KB

[ 0k l[ Cancel ][ Apply

0k ][ Cancel l[ Apply

6) Click Apply.
7) Click OK.

8) Log out and then back into Outlook Express for the changes to take effect.
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