
 
 
 
 
 
 
 
 
 
 
 
 
 
Step 1:
 
Click on ‘Start’, select ‘All Programs’ and click on ‘Windows Mail’. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Step 2:
 
If this is the first time you have launched Windows Mail, you will be prompted to enter a ‘Display Name’. Enter the 
name you wish to appear in the From: field when you send an email.  

 



Step 3:
 
Select ‘Tools’ from the top menu and click on ‘Accounts’. 
 

 
 

Step 4:
 
Click ‘Add’.  

 

 



Step 5:
 
Select ‘E-mail Account’. Click ‘Next’.   
 

 

 
  



Step 6: 
 
 

Enter your ‘Display Name’ again. Click ‘Next’.  
 

 



Step 7: 
 
Enter your full CitéNet email address (e.g. jsmith@citenet.net). Click ‘Next’.  

 

 
 
Make sure 'Log on using Secure Password Authentication' is unchecked.  



Step 8: 
 
Enter the email settings as follows: 
Incoming email server type: POP3 
Incoming mail (POP3 or IMAP) server: pop.citenet.net 
Outgoing email server (SMTP) name: smtp.citenet.net 
 
Outgoing server requires authentication: optional (Check off this function if you will be using Windows Mail on a laptop 
with an alternate Internet connection, other than CitéNet’s, to check and send your email.) 
 
Click ‘Next’ when done.  
 

 



Step 9:
 
Enter the master email username and password as it appears on your Access Information sheet. Click ‘Next’.  
  

 
 



Step 10:
 
Click ‘Finish’.  
 

 
 


