Set Up an Outlook Express E-Mail Account
1. Before you get going, make sure you know your email address and your account name and

password.

a. Your email address will be your first initial of your first name and your last name (unless
otherwise noted); all lower case with no spaces @jacksonvilleisd.org .
Email Address Example: dduck@jacksonvilleisd.org
Account Name Example: dduck
Password Example: grade (five characters)

2. Start Outlook Express [ Accessories
a. Click the Start button. d &) Adwinictrative Taok
b. Point to All Programs All Programs B | & Ttsimet Esplaver

c. Click Outlook Express
% Microsoft Baseling Security Analy

Y SN Explorer

#

o Hﬂl W5 Cutlock Exprass

3. On the Your Name page of the wizard, o ——r—

type your first name and last name as you our Name

would want it to appear to everyone who

gets e-mall from you, and then Clle NeXt- “wéhen you send e-mail, your name will appear in the From figld of the outgoing message.

Type pour name as pou would ike it to appear.
Display name: Donald Duck ,
Far example: John Smith

4, On the Internet E-mail Address page, T T Con neetor A

type your e-mail address, and then click Next. [  inemet £-mait Address

“Four e-mail address i the address other people uze to send e-mail messages to you.

E-mail address: dducki@jacksonvilleisd. org . ‘

For erample: someone@microsoft. com
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Internet Connection Wizard

E-mail 5erver Names

On the E-mail Server Names page,
complete both blocks of information My incoming mai erveris o
as follows: mail.jacksonvilleisd.org
(nO Spaces), and thel’l CliCk Next. Incorning mail (POP3, IMAP or HTTP] server: , |

mail. jacksonvileisd.org

An SMTP server iz the server that is usgd for pour outgaing e-mail
Outgaing mail [SMTP] server

mail jacksorvileizd.org |
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Internet Connection Wizard

On the Internet Mail Logon page,
type your account name
(first initial, last name with no spaces.)

Internet Mail Logon

Type the account name and pazzword your [nk ervice provider hag given pou,
Account name: | dduck |

Password:

Uncheck the Remember Password
bOX, and then CliCk NeXt- If your Internet service provider requires you to use Secure Password Authentication

[SPA] to access pour mail account, zelect the 'Log On Uszing Secure Password

Authentication [SPA)' check box.

[[] Log on using Secure Password Authertication [SP4)
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On the Congratulations page
click Finish.

Internet Connection Wizarnd

Congratulations

“r'ou have successfuly entered all of the information required to set up your account.

To zave these settings, click Finish.
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[ <Back || Finish |[ Cancel ]

Unsure if your new e-mail account is working? Send an e-mail message to a friend and ask
them to reply. If they get the message, your account is working. If you have problems setting up
your account contact your campus C-Tech.



