How to Set Up an Email Account in Microsoft Outlook
1. Under the “Tools” menu, select “E-mail Accounts…”

2. Select “Add a new e-mail account then click “Next >.”

3. Select “POP3” then click “Next >.”

4. Enter your name and your e-mail address (username@domainname.com) in the text boxes under “User Information.”

5. Enter the “Server Information.” Your incoming and outgoing mail servers should be set to: mail.domainname.com.
6. Under “Logon Information,” set your username to username.domainname.com (same as your email address, only with a “.” Instead of an “@”). Enter your password.

7. Now click the “More Settings…” button and click the “Advanced” tab. In the text box beside “Outgoing server (SMTP),” enter “1025” then click “OK.”
8. Click the “Test Account Settings…” button to ensure there are no errors.

9. Click “Next >,” then “Finish.”
