
Email Setup Guide for Outlook 2007 and 2003 (and 
Express).
Please note that this guide is based around Outlook 
2007. Outlook 2003 is very similar but some screen shots 
may look slightly different. 
 
First ensure you have the following details from your 
WebForces: 
 Email Address 
 Mail Box Name 
 Password 
 POP3 Server 
 SMTP Server 
 
If you are setting up Outlook express instead, 
please skip down to the Outlook Express 
instructions. 
 
If you have started Outlook for the first time, then click 
the options to create an account now, until you see the 
window below.  If you already use Outlook, then simply 
click on the top Menu Bar -> Tools -> Email Accounts (Or 
Settings).  Then click “Add a new email account …”. 
 





Please note that some broadband providers do not allow 
you to send out through other Internet Providers, so you 
may need to change the smtp.yourdomain.com to the 
broadband provider’s, and then set “their” username and 
password above (after clicking “Log on Using” (please ask 
your broadband provider to help here) 
 



Now send an email to yourself and test the setup works. 
You may need to press the “Send and Receive” button at 
the top a couple of times to push this email through. 
 
Outlook Express Setup
Go to Tools and Accounts from the top menu bar. 
 



Choose “Add” -> Mail 
 
Add you name to the screen below: 
 



Now enter the email address confirmed by WebForces and 
click next: 
 

Now enter the server details that WebForces has provided 
you and click next. 
 



Please note that some broadband providers do not allow 
you to send out through other Internet Providers, so you 
may need to change the smtp.yourdomain.com to the 
broadband provider’s, and then set “their” outgoing 
username and password shown later (please ask your 
broadband provider to help here) 
 
Now enter the mail box name and password provided. 
 



Now click finish (you still need to do one more step…) 
 
Once back on the Outlook express page, click Tools -> 
Accounts again. 
Now click on the account you have just created in the list, 
and then click properties. 
 
Click on the “servers” tab and click on the tick box called 
“My server requires authentication”. 
 
Then click “settings” 



Ensure the settings look like this: 
 

Unless you have needed to use your broadband provider 
as the outbound email method.  In that case, select “Log 
on using” and enter their username and password. (Ask 
them directly for this help) 


