
Configuring Microsoft Outlook to use your Generic Lions Email 

Account. 
Note that these instructions are not exhaustive as many ISP have specific email settings, so some 

additional configuration may be required, refer to either your ISP or the Communications Officer. 

Further Outlook support can be obtained from Microsoft, see this webpage 

http://office.microsoft.com/en-us/outlook/FX100487751033.aspx 

For Outlook 2002 
1. Open Outlook 

2. In Outlook, go to the Tools menu and click on Email Accounts. 

 

3. Select Add a new email account and then click Next. 
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4. Select POP3 and then click Next. 

 

5. Enter your email information:  

o Your Name: your name, this can be Your Lions Title, or Generic Email address  

o Email Address: the email address the messages will be sent from, this will be your 

Generic Email Address. 

o Incoming Mail server (POP3): This will be the same as your existing personal email 

details, your ISP will have told you this.  

o Outgoing Mail server (SMTP): This will be the same as your existing personal email 

details, your ISP will have told you this. 

o User Name: this will be your existing personal email address or user name as 

advised by your ISP. 

o Password: the password for the email address or User name as advised by your ISP  

 



6. When you now log onto Outlook and create a new email, you will see a menu item (Outlook 

2002) as below but the option will be titled in the same format as the details you have 

entered into the “Your Name” filed in step 5 

 

For Outlook 2003 and 2007, in the message click Accounts.  Click the account you want to 

use. 

For Outlook 2003; 
1. Open Outlook.  

2. From the Tools menu select E-mail Accounts. 

 
 

  



3. Select the button next to Add a new e-mail account and click Next. 

 

4. In the next window select POP3 as the type of server the e-mail account will work with.  

 

 

Then follow from Step 5 above. 

  



For Outlook 2007 
1. Open Outlook 2007  

2. Select Tools >> Account Settings from the file menu at the top.  

 

3. Select Account Settings  

4. Select New... from the Email tab.  
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5. Check Manually configure server settings or additional server types and then click 

Next.  

 

6. Select POP3, IMAP, or HTTP and then click Next.  

 

7. Enter your name and e-mail address in the User Information field.  

8. Choose POP3 for Account Type.  

o Your Name: your name, this can be Your Lions Title, or Generic Email 

address  
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o Email Address: the email address the messages will be sent from, this will be 

your Generic Email Address. 

o Incoming Mail server (POP3): This will be the same as your existing personal 

email details, your ISP will have told you this.  

o Outgoing Mail server (SMTP): This will be the same as your existing personal 

email details, your ISP will have told you this. 

o User Name: this will be your existing personal email address or user name as 

advised by your ISP. 

o Password: the password for the email address or User name as advised by 

your ISP  

o Be sure to check Remember Password if you do not wish to be prompted 

for your password every time you check your email.  

 

Click Next, then Finish and finally, close the Account Settings window. 
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