
Outlook Express 5.5 

How to add an account. 

1. Launch Outlook Express 

2. Click on Tools and select Accounts 

http://www.cogeco.com/ontario/knowledgebase/knowledgebase.htm


4. The first screen will prompt you to enter your name. This is what recipients will see in the From field in the emails that 
you send. Click Next > to continue after you have entered a name.

3. Click on the Mail tab to bring up a list of all the mail accounts. If there are no accounts set up, the window will be 
blank. Click the Add button, and select Mail.



5. Click on the first radio button, and enter your email address. After entering your email address, click the Next > button 
to continue. The email address must be created on Cogeco's server before adding it to your email program.



6. Select POP3 as the server type. The incoming server must be pop.cogeco.ca and the outgoing server must be 
smtp.cogeco.ca. Click Next > to continue.



7. Enter your email address in to the Account name field and enter your password in the Password field. If you have 
forgotten the password for your primary (parent) account, you must call Cogeco to set a new one. If you have forgotten 
the password for a secondary (child) account, you can login to self care with the primary (parent) account and reset it. 
Click Next > to continue.



9. You will be returned to the accounts screen. Click Close to return to Outlook Express.

  

  

8. Click Finish on this screen to complete the set up.


