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To set up an email in Outlook Express, Open Outlook Express and click Tools and then 
Accounts. 

 

 
 
Then Click on the Mail Tab.  On the right side, click Add -->  Mail. 
 

 



 
For Display Name, Type the name that you want to appear in the From Field in your 
outgoing email messages. 
Example:  John Doe 
 
Click Next 
 
 

 
 
Type your full email address 
Example:  jdoe@magnoliawave.com 
 
Click Next 
 
 



 
 
For the incoming and outgoing mail servers, 
Type mail.magnoliawave.com 
 
Click Next 
 



 
 
In the Account name field, type your whole email address. 
Example:  jdoe@magnoliawave.com 
In the Password field, type your password.  If you haven't changed your password through 
the webpage it will still be the same as your Account name. 
**Remember**  If you do change your password through the web page, you also have to  
change it here. 
 
Click Next 
 
 
 



 
 
Click Finish 
 
 
 

 
 
To set up your outgoing email address you will need to click on your new 
mail account and then click on properties. 



 
 

 
 
Click on the server tab. 
 
 
 



 
 
Under Outgoing Mail Server.  
Check My server requires authentication. 
Then Click Settings. 
 
 
 

 
 
Verify that Use same settings as my incoming mail server is selected. 
Then Hit OK 
 



 

 
  
This step is optional, if you would like to keep a copy of your emails on 
the server for X amount of days. 
Click the Advanced tab. 
Go down and put a check mark on Leave a copy of messages on server. 
Also put a check mark on Remover from server after X days. 
I usually keep my messages on the server for 5 days.  In case you need  
to check your mail through the web browser at a different PC your most recent  
emails will still be there.  Also this will free up your amount of space that you  
are allocated on the server. 
Click OK 
 



 
 
Click Close 
 
 


