
Microsoft Outlook Express Setup 

Step 1: Open Microsoft Outlook 

Click on the Tools Menu and then on Accounts. 
 

 
 
 
 
 
 

    
 

Step 2: In the accounts window, click on the Add button and choose Mail. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
 
 
 
 
 

   
 

Step 3: Type your name in the Display name text field. 
 

 
(click Next) 
 

    

Step 4: Type in your s_fmlast username followed by @mail.clarion.edu 

 

 
(click Next) 
 
 
 
 
 
 
 
 



    

Step 5: Make sure that My incoming mail server is set to POP3 and fill in both text 

fields with POP3mail.clarion.edu and smtpmail.clarion.edu (your window 

should look just as below). Note: If you have an ISP (off campus), you will 

need to enter their Outgoing mail (SMTP) server information, NOT 

smtpmail.clarion.edu. 
 

 
(click Next) 
 

Step 6: This step requires you to enter your account name (i.e. username) and 

password. You are also prompted with an option to allow Microsoft Outlook 

Express to retain your password. If this Remember password box is check 

you will not need to enter your password upon Outlook startup. If the box is 

unchecked then every time you open Outlook Express, it will prompt you for 

your password.  
 

 
(click Next) 

    



Step 7: Click Finish on the next window and the setup of your POP3mail.clarion.edu 

account is done. The next window you will see is the Accounts window again 

with your new account listed in it. Click close to close this window and then go 

to the Tools menu, Send/Receive, and then POP3mail.clarion.edu. This will go 

out to your gold email account and pull down your email. 
 

 

  

 
 

 


