
 

 
Procedure Receiving ,sending email from new mail server and checking mail at New WebMail 

interface 

Reference No  Launched Date January 14, 2015 

Apply To Corporate Mail 

  

 
 
 

How to set up email account at MS. Outlook 2013 
 

 

Steps: 

 
1.   Open Microsoft Outlook 
2.   On the Tools menu, click  Email Accounts or Account Settings 

2.1 Select View or change existing email accounts then click Next. 
2.2 Select your email account then click Change button. 

3.   Change the information as below details ( Your mail ) 
 

Example : User Name :  it@expressdata.co.th 

 Email address :  it@expressdata.co.th 

 

 

3.1 Enter new E-Mail Address   it@expressdata.co.th, 

3.2 Enter new Password   (your secret password that you changed at new WebMail) 

3.3 Click Manually configure server settings or additional server types. 

 

 

it@expressdata.co.th
it@expressdata.co.th
mailto:example@phuketemail.com
mailto:example@phuketemail.com
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3.4 Click Next 

 

3.5 Setup information on your server type details 
 

Server Type : POP3 

Incoming mail server :  mail.expressdata.co.th 

Outgoing mail server : mail.expressdata.co.th 

 

 
3.6 Click More Settings 
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3.6 Setup page Outgoing server 
 
 

 

 
 
 
 

3.7 Setup page Advanced 

3.8 Click OK 
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3.9 After filling out the information we recommend you test your account by clicking the button, Test 

Account Setting. If all tests completed successfully you will see all green tick as below. 
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3.10 Click Next and Finish.
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