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

« Open Outlook Express. You do not need to be connected to the Internet to do
this.
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« 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.



Internet Accounts EE |

Al b il INEWS I Directany Sewicel fdd 3

Account | Type | Connection | Bemove |
Froperties |

Set az Default |
Irpart.... |
Erport... |

Set Order... |

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.

Internet Connection Wizard |

Your Hame

“Ww'hen you zend e-mail, your name will appear in the From field of the outgoing mezzage.
Type your name as you would like it to appear.

Dhizplay name: A Student

Far example: Jaohn Smith
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- 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.



Internet Connection Wizard

Internet E-mail Address

“'our e-mail address iz'the address other people uze to send e-mail mezsages to you.

E-mall address: Istudent@malawi.net

Forexkample: someons@microsoft 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: smtp.malawi.net or mailer.malawi.net

Incoming mail: mailer.malawi.net

x|

E-mail Server Hames

tu incoming mail zerer iz a IF'I:IF'S TI TEMVET.

Inzoming mail [POP3, IMAF ar HT TP server:

Imailer.malawi.net

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

Dutgoing mail [SMTF] zerver:

Imailer.malawi.netl
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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.

Internet Connechion Wizard |

Internet Mail Logon

Type the account name and pazsword vour [nternet service provider haz given you,

Account name: Istudenta

Pazzword: I

[~ ‘Remember passwornd

[F wour [nternet service provider requires you to uze Secure Paszword Authentication
[SPA] to access vour mail account, gelect the 'Log On Uzing Secure Pazswaord
Authentication [SPA] check bos.

[™ Log on using Secure Password Authentication [5Pd)
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Now you are finished setting up your new email account. Click on the Finish

- button to save your settings.



Internet Connection Wizard |

Congratulations

'ou have successiully entered all of the information required to zet up vour account,

To zave these zettings, click Finizh.
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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

Internet Accounts |
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Account | Type | Connection | Bemove |
Froperties |

Set az Default |
Impoart.... |
Ewport... |

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.

Internet E-mail Settings




2 - Configuring Microsoft Office Outlook

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

m‘r

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

E-mail

@ Add a new e-mail account

(7 Yiew ar change existing e-mail accounts

Directory

(7 Add a new directory or address book
(7 Yiew or change existing directories or address books
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Choose POP3 option, and then click next.

E-mail Accounts ﬁ

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

(71 Microsoft Exchange Server

Connect o an Exchange server to read e-mail, access public folders, and share
docurments,

@ POP3
Connect ko a POP3 e-mail server to download vour e-mail,

) IMAP
Connect to an IMAP e-mail server bo download e-mail and synchronize mailbos
Folders.

I HTTP
Connect to an HTTP e-mail server such as Hokmail bo download e-mail and
synchronize mailbox folders.,

(71 Additional Server Types
Connect to another workgroup or 3rd-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 : mailer.malawi.net

outgoing mail : mailer.malawi.net

As shown in the figure below.



Add New Exmail Account i T

Internet E-mail Settings

Each of these settings are required to get your e-mail account

| General | Outgoing Server I Connection | Advanced |

User Information

four Name: |h'ur1 E@mzuzupanelbeaters.com |

E-mail Address: |h'ur1 @mzuzupanelbeaters, com |

Server Information

Account Type: | POP3 IE“

Incoming mail server:

41.221.106.131 |

Outgoing mail server (SMTF): |41|2;;_1. 106,131 |

Logon Information
User Name: |adminis1raﬁnn |
Password:

| o |

Remember password

Require logon using Secure Password Authentication (SPA)

Server Port Mumbers

Incoming server (POP3): 110 lUse Defaults
This server requires an encrypted connection (55L)

Outgoing server (SMTP): 25

IUse the following type of encrypted connection:

Server Timeouts
Short ~—J0—— Long 1minute

Delivery

Leave a copy of messages on the server

[ |remove from server after daws

[ 1remove from server when deleted from 'Deleted Items'




General | Outgoing Server | Connection | Advanced |

My outgoing server (SMTF) reguires authentication
(@ Use same settings as my incoming mail server

Log on using

ser Mame: | |

Password: | |

Remember password
[ |Require Secure Password Authentication (SPA)

Log on to incoming mail server before sending mail
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Then click Next.
E-mail Accounts.

Congratulations!

¥ou have successfully entered all the information required ko
setup wour account,

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





