
Configuring Outlook Express for your email account hosted by EIS 
The following instructions provide an easy to follow procedure that will empower you to configure 
Outlook Express to send and receive email.  
 
To setup your account you will first need to be furnished with the following information. 
Mail Server – for this example we will use mail.mydomain.com 
Email Address – for this example we will use jdoe@mydomain.com
Password – for this example we will use Pass789 

1. Open Outlook Express.  

2. From the Tools menu select Accounts...  
 

 

3. Opens a new window 'Internet Accounts'. On the right side of this window select Add then select 
Mail... from the list of options.  
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4. The Internet Connection Wizard window opens. Enter a Display name in the first window.  
 

 

5. Select next.  

6. Enter your Internet email address in E-mail address: jdoe@mydomain.com  
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7. Click Next.  

8. Under E-mail Server Names enter the following information: 
o My incoming mail server is a POP3 server  
o Incoming mail (POP3,IMAP or HTTP) server: mail.mydomain.com  
o Outgoing mail (SMTP) server: mail.mydomain.com 

 

 

9. Click Next.  



10. In the next window, under Account name: enter your Email Address. Under Password enter your 
Password. Also be sure to check Remember Password. 

 

11. Click Next.  

12. Click Finish to exit the Wizard.  

13. In the Internet Accounts window, highlight mail.mydomain.com and select Properties. 
 

 

 

 



14. In the new window select the Servers tab and check My server requires authentication. 

 

 
 
 
 

15. Click OK and the email should be set-up.  

 


