
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

How to setup your E-mail in  
 

Outlook 2003 and Outlook Express 
 

For 
 

 CIHSS Staff 
 
 
 

 
 
 
 
 
 
 
 
 



 
 
 
 
 
 
 
 
 
 

Outlook 2003 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
 
 
 
 
 
 
 
 

 
 

 
 

From inside Microsoft Outlook, from the menus across the top  
Click on ‘Tools’ . 

 
From the drop-down window click on ‘E-mail Accounts…’.



 
 
 
 
 
 
 
 

 
 
 
 
 

Select the radio button next to   “Add a new e-mail account”. 
Click on the “Next >“ button. 

 
 
 
 
 
 
 
 
 
 



 
 
 
 
 
 

 
 
 
 

Click on the “Add…” button. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
 
 

 
 
 

Select the radio button next to “POP3”. 
 

Click on the “Next >” button. 
 
 
 
 
 
 
 
 



 
 
 
 

In the box next to ‘Your Name:’ enter your name (John Smith). 
 

In the box next to ‘E-mail Address:’ enter your full e-mail address (jsmith@cihssinc.org). 
 
 
 

In the box next to ‘Incoming mail server (POP3):’ enter this pop.mpowercom.net. 
 

In the box next to ‘Outgoing mail server (SMTP):’ enter this smtp.mpowercom.net. 
 

In the box next to ‘User Name:’ enter your full e-mail address (jsmith@cihssinc.org). 
 

In the box next to ‘Password:’ enter the password that was provided to you. 
 

If you want to enter your password to get your new mail, uncheck the box next to ‘Remember 
password’ 

 
Click on the ‘Next >’ button. 
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You should see under the ‘Name’ column a listing for ‘pop.mpowercom.net’. 
 

Click on the ‘Finish’ button. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
 

If you uncheck the checkbox next to ‘Remember password’, you will see the following screen. 
 
 

 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Outlook Express 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
 
 

 
 
 
 
 
 
 

 
 

From inside Microsoft Outlook Express, from the menus across the top. 
 

Click on ‘Tools’ . 
 

From the drop-down window click on ‘Accounts…’. 



 

 
 

Click on the ‘Mail’ tab 
Click on the ‘Add’ button 

 
 
 
 
 
 

 
 
 

Click on ‘Mail…’ from the popup menu. 



 
 
 
 

 
 
 

In the box next to ‘Display name:’ type your full name (John Smith). 
Click on the ‘Next >’ button.



 
 
 
 

 
 
 

In the box next to ‘E-mail address:’ type your e-mail address (jsmith@cihssinc.org). 
Click on the ‘Next >’ button. 
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In the box below ‘Incoming mail (POP3, IMAP or HTTP) server:’ type ‘pop.mpowercom.net’ 
 

In the box below ‘Outgoing mail (SMTP) server:’ type ‘smtp.mpowercom.net’ 
 

Click on the ‘Next >’ button. 



 
 

 
 
 
 

In the box next to ‘Account name:’ enter your full e-mail address (jsmith@cihssinc.org). 
 

In the box next to ‘Password:’ enter the password that was provided to you. 
 

If you want to enter your password to get your new mail, uncheck the box next to ‘Remember 
password’ 

 
Click on the ‘Next >’ button. 
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Click on the ‘Finish’ button. 


