
Setting up OUTLOOK EXPRESS to use 
your school email account from home 
 

 
You can use your school email account from home in a number of ways.  
If you want to use OUTLOOK EXPRESS to connect to your school email 
account you need to carry out the following steps. 
 
Note – this adds the school account to any existing email accounts you 
use – it will not overwrite or remove your current settings. 
 
(1) Upon opening Outlook Express, click on the Tools menu and select 
the Accounts option. 
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(2)  
 
A new dialog box will open, click the Mail tab, click Add, then click 
Mail. 
 

 
 
 
 
 
 
(3)  
 
A dialog box will open, enter your name in the form and click next. 
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(4) 
 
A new dialog box will appear requesting your email address, in this 
dialog box enter your Gilberd email address.  After you have filled this 
in click next. 
 

 
(5) 
 
A new dialog box will open, make sure the incoming mail server is set to 
POP3.  In the two boxes enter the following: 

195.144.146.15  
Then click Next. 
 

 



(6) 
 
Another dialog box will appear asking for two pieces of information. 
 
In the Account name box enter: 
 
     class\your username 
     i.e. class\rmk  
 
Note. Those on the office server must type in: 

 
 gilberd\your username 
i.e. gilberd\rmk 

 
Password:  Enter your password 
 
After you have filled in the information click Next. 
 

 
 
 
 
 
 
 
 
 



(7) 
 
The last dialog box will now appear, simply click Finish to complete the 
set up. Mail from your Gilberd account will now automatically be sent 
and received when Outlook Express checks for mail. 
 

 


