How to Configure Microsoft Outlook Express and Microsoft office
Outlook Preferences for Windows

This web page covers configuring Microsoft Outlook Express 6 and Microsoft office
Outlook for receiving and sending email using the MalawiNet's mail servers. It is
assumed that you can already connect to the Internet. For information related to
connecting to the Internet via MalawiNet.

1 Configuring Outlook Express

e Open Outlook Express. You do not need to be connected to the Internet to do
this.
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e Under the Tools menu, select Accounts.
Click on the Mail tab of the Accounts window.

Click on the Add button, and select Mail... to enter details about your account.
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Note that more than one account can be listed, for one or more people.
« Enter your name into the textbox, and then click the Next button.
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Your Mame

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

Dizplay name: A, Student

For example: John Smith
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o Select | Already have and e-mail address that I'd like to use. Enter your email
address into the textbox named E-Mail address: Click on the Next button to
continue.
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Internet E-mail Address

Y'our e-mail address iz the addresz other people uze to zend e-mail meszages to pou.

E-miail address: Istuderﬂ@malawi.net

For example: someone@microzoft com
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» Now select POP3 as the incoming mail server type. Then enter the mail server
names into the Incoming mail server: and Outgoing mail server: textboxes.

Outgoing mail: smip.malawi.net
Incoming mail: mailhost.malawi.net
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E-mail Server Hames

by incoming mail zerver iz a IF'EIF'EI vl FETVEL

Incoming mail [FOP3, IMAP or HT TR sérver:

Imailhu:ust.malawi.net

An SMTE server iz the server that iz used far your outgoing e-mail.

Ouitgoing mail [SMTR] server:

Ismtp.malawi.net
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Click on the Next button to continue

« Enter a name for the account in the Account name: textbox. For security
reasons, we recommend that you don't enter a password into the Password:
textbox , and uncheck Remember password, so that you will be prompted for
your password every time you check your mail.
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Type the account name and pazsword your [nternet service provider hag given you,

Aocount name: Istudenta

Pazzword: I

[T Femember pazsword

[F wour Internet zervice provider requires vou to uze Secure Passward Authentication
[SPA]) to access vour mail account, select the 'Log On Using Secure Passward
Authentication [SPA] check box.

™ Log on using Secure Password Authentication [SP4)
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Now you are finished setting up your new email account. Click on the Finish

e button to save your settings.
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Congratulations

'ou have successfully entered all of the information required to et up pour account,

To zave thege zettingz, click Finish.
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« This is an optional step that need be done only if you want to check your mail
from more than one location, such as both school and at home.

If you choose this option, you will have to remove mail from the server regularly
to avoid having your inbox overflow (and then having to rejoin your truncated
mail!).

Under the Tools menu, select Accounts.

Click on the Mail tab of the Accounts window. Select the account that you just
created, and click on the Properties button
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Ewpart.. |

Set Order... |

Note that more than one account can be listed, for one or more people.



Click on the Advanced tab.

Under Delivery, choose Leave a copy of
messages on server. The other options
available allow you to have mail removed
from the server either after a certain number
of days or when messages you have
downloaded have been deleted.
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2 - Configuring Microsoft Office Outlook

Open Microsoft office Outlook.
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e Under the Tools menu, select Accounts Settings.
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Select Add new e-mail account on email accounts window. Then click next.

e

E-mail

This wizard will allow you to change the e-mail
accounts and directories that Outlook uses.

E-mail

@ &dd a new e-mail account
(7 Wiew ar change existing e-mail accounts

Directory

(71 Add a new directory or address book
(71 Yiew ar change existing direckories or address books
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Choose POP3 option, and then click next.
I E-mail Accounts ﬁ

Server Type
¥ou can choose the bype of server your new e-mail account will wark, with,

(71 Microsoft Exchange Server

Conneck to an Exchange server ko read e-mail, access public Folders, and share
daocurments,

(@ POP3
Conneck to a POP3 e-mail server to download wour e-mail.
71 IMAP

Conneck to an IMAP e-mail server bo download e-mail and synchronize mailbio
Folders,

TIHTTP

Conneck o an HTTP e-mail server such as Hokmail to download e-mail and
synchronize mailbox Folders.

(") Additional Server Types
Conneck o another workaroup or Srd-party mail server,
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Enter your user information, logon information, and server information. For security
reasons, we recommend that you don't enter a password into the Password: textbox ,
and uncheck Remember password, so that you will be prompted for your password
every time you check your mail. On server information,

incoming mail : mailhost.malawi.net

outgoing mail : smtp.malawi.net

As shown in the figure below.
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Internet E-mail Settings {POP3)
Each of these settings: are required to get vour e-mail account working.

User Information Server Information
Your Mame! [kidanE | Incoming il server (POP3Y | naihost malawi.net |
E-mail Address: | student@malwi,net Cukgoing mail server (SMTR: E;mtp,mahwi,net
Logon Information Teskt Settings
User Marme: student After filling out the information on this screen, we

A : ' recommend vou test your account by clicking the
Passwiord; Hkspkok butkan below, (Requires netwark conneckion)

[¥] Remember password .
| Test Account Settings.... |

| Log on using Secure Password

Aukthentication (SPA) Maore Setkings
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Then click Next.



E-mail Accounts.

Congratulations!

¥ou have successfully entered all the information required to
setup your account,

To close the wizard, click Finish,
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Then click Finish.



