
 

 

Outlook Express – CIACCESS Email Account Setup 
 
  
In Outlook Express, go up to Tools, then down to Accounts… 

 
 

 

 

Go over and click on the mail tab. On the right hand side, go to Add, then select Mail… 

 
 

 

 

 

 

 

 

 

 

 



You will need to type in your first and last name. In this case, it’s John Smith. Then click Next. 

 
 

                At this point, you will need to enter in the following mail settings. 

These should be typed in all lower case / small letters. 

 
 

 

 

 

 



 

You will need to type in your email address (account name) and password (this has to be at least 6 

characters long). You should check the box to remember the password. Leave the SPA checkbox 

unchecked. Click next. 

 
 

     Click finish. 

 
 

 



 Select the account “pop3.ciaccess.com”. Then click on “properties”. 

 
                  

          Go over the “Servers” tab and make sure the bottom checkbox is checked 

                 “My server requires authentication”. 

 
Click apply, then ok. When you return back to the internet accounts windows, close it and have 

them send and receive mail.  


