
 

 

Mail setup in Outlook 2007 

Please note: other versions of Outlook are similar. 

The information is the same however Outlook prompts for the details in a different order. 

 

Setting up a new email account 

 

Go to Tools - Account Settings - click New to set up a new email account in Outlook. 

 

 

Leave Microsoft Exchange, POP3, IMAP, or HTTP ticked and click Next (you are setting your 

email up as a POP3 account). 

 



 

 

 

 

Enter Your Name, the Email Address that you are setting up, and the Password (twice).  

 

 

 



 

 

Select the “Manually configure server settings or additional server types.” This will allow us to 

add specific information into Outlook. 

 

Click Next. 

 

Leave Internet E-mail selected and click Next. 



 

 

Some of the information is already filled in for you.  

Ensure the Account Type is POP3. 

 

Incoming and Outgoing mail servers are the same: mail.yourdomain.com  

For example, for the domain whitedoggreenfrog.com, both the incoming and outgoing mail 

servers are: mail.whitedoggreenfrog.com 

 

Under Logon Information be sure to enter your full email address as the username and the 

password.  

 

This is important! If you do not enter your full email address, your email set-up will fail.  

 

Many people miss this step. 

 

So again, be sure to enter your full email address eg: mailsetup@whitedoggreenfrog.com 

Click “More Settings.” 



 

 

Select the Outgoing Server tab.  

Tick “My outgoing server (SMTP) requires authentication”.  

Leave the setting “Use same settings as my incoming mail server” selected. 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

Click on the Advanced tab. 

Change the “Outgoing server (SMTP)” port number from 25 to 26.  

Leave all of the other default values as is. 

 

Click OK. 

Click Test Account Settings. 

 

Click Close. 

Click Next.  

Click Finish. 



 

 

Testing the newly created account 

 

Send an email to the new account and click on the Send/Receive icon. The new message should 

download into Outlook. 

 

Voila! The new email account has now been successfully configured. 


