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RVUSA E-mail Setup - Microsoft Outlook Express 

If you are setting up Outlook Express for the first time, skip to Step 4. 

1. Click the Tools pull-down menu at the top of the Outlook Express screen and select Accounts. 

2. Click the Mail tab on the Internet Accounts window. 

3. Click the Add button to the right and select Mail. The Internet Connection Wizard will open. 

4. Enter your first and last name into the Display Name field and click Next. 

5. Enter your full email address into the E-mail Address field and click Next. 

6. Match the same settings illustrated in the below graphic with the options shown in your E-Mail 

Server Names portion of the setup wizard. Click Next when finished. 

 

7. Enter your information into the fields as follows: (See red letters in graphic below.) 

A. Your full email address into the Account Name field. 

B. Password for the email account. 

C. Ensure Remember Password is checked. 

D. Do not check “Log on using Secure Password Authentication (SPA). 
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8. Click Next & Finish when completed.  

 

If you are not setting up Outlook Express for the first time, please skip to Step 11. 

 

9. Click the Tools pull-down menu at the top of the Outlook Express screen and select Accounts. 

10. Click the Mail tab on the Internet Accounts window. 

11. Click on the newly created email account and click on the Properties button to the right. 
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12. Click the Servers tab in the Mail Account Properties window. 

13. Match the same settings illustrated in the below graphic with the options shown in your Servers tab. 

Settings under Incoming Mail Server for Account Name and Password should already be filled in 

your account information. These fields should not be blank. 

 

14. Click on the Settings button next to “My server requires authentication.” 

15. Ensure that there is a dot filled in next to “Use same settings as my incoming mail server.” Click OK. 

16. Click the Advanced tab. 

17. Match the same settings illustrated in the below graphic with the options shown in your Advanced 

tab. 
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18. Click OK when complete. This will return you to the Internet Accounts window which you can now 

close. 

19. Click the Inbox folder. 

20. Click Send/Recv button on the top toolbar. This will initiate a manual download of all email from our 

servers for the account. 

Your account is now setup and ready for use. 


