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New Email Setup 

 
1. Open Outlook Express. 

 
 
2. Go to the Tools Menu and select Accounts 
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3. Click Add & Select Mail 

 
 
3. Enter your Name.  This will be what is displayed when you send 

someone a new email.  Once completed Click Next 
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4. Type your SCTelco email address & click Next 

 
 
5. Enter the details showed below.  Once the required information has been 

entered, click the Next button   
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6. Enter the username as your full email address(user@sctelco.net.au) & 
type your password.  Once completed Click Next 

 
 
7. You have now completed, click the Finish button 
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8. You will now be returned to the accounts pages. Your email is setup and 
ready to go. 
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Remove Old Account 

 
 

1. Open Outlook Express. 

 
 
2. Go to the Tools Menu and select Accounts 
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3. Highlight the account you want to remove & click the Remove button 

 
 
4. Confirm you have selected the correct account & Click Yes. 
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Change Timeout Period 

 
 

1. Open Outlook Express. 

 
 
2. Go to the Tools Menu and select Accounts 

 
 



  10 
3. Highlight the correct account & select Properties. 

 
 
4. Click on the Advanced Tab 
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4. You will see in the middle of the page ‘server timeout’.  Move the bar to 

the right hand side.   

 
 
5. Click the Apply Button. 



  12 
Leave a Copy of the Message on the Server 

 
1. Open Outlook Express. 

 
 
2. Go to the Tools Menu and select Accounts 
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3. Highlight the correct account & select Properties. 

 
 
4. Click on the Advanced Tab 
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4. Go to the Advanced Tab  

 
 
5. Tick the following Tick Boxes.  Once ticked, click the OK button. 

‘Leave a copy of the messages on server’ 
‘Remove from server after 5 days’ 
‘Remove from server when deleted from ‘Deleted Items’’ 
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