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How to add a POP mailbox in Outlook Express 
 
Startup Outlook Express and you should see a screen similar to the one below. 
 

 
 
Select  

•Tools / Accounts 
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Select 

Add 
Choose “Mail…” from the pop up list. 

 
Complete the entry below as required… 

 
 
Press Next once you have completed the entry. 
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Complete the entry below as required… 
 

 
 
Press Next once you have completed the entry. 
 
Complete the entry below as required… 

 
Press Next once you have completed the entry. 

Put the name of the 
SMTP server as 
provided by your ISP 
here. 

Enter the Pop mail server name 
as provided by Matcom here. 
This is normally in the format  
 
mail.yourdomainname.co.uk  
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Complete the entry below as required… 

 
Press Next once you have completed the entry.  
 
 
That is all for the Wizard simply press the <finish> button shown below. 

Enter the POP 
account name as 
provided by 
Matcom here.

Enter the POP  
password as 
provided by 
Matcom here.
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Your list of mail accounts will have a new entry. 

 
 
For most users that is that is required to collect your mail. If you wish to view or change any 
entries you think you may have mistyped see the section “Changing or checking the details 
for a Mail account”.
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Changing or checking the details for a Mail account. 
 
Each of the tabs for the Properties option are shown on the following pages. 
 

 
 

 
 
 
 

Click 
Properties 

Select the 
account you 
wish to view or 
change.  
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The entries on this page 
are the most commonly 
required to be checked 
as they are all too easily 
mistyped with long 
names and passwords 
not being visible when 
typed. 
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These settings vary because 
there are a  number of ways to 
connect to the internet. 
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