
Windows Live Mail Instructions 
 

1. Double-click on the Windows Live Mail / Mail icon, or select Windows Live Mail by 
clicking on the Start menu, select All Programs, select Windows Live, and then click on 
Windows Live Mail.  

 
2. Once opened, go to the top menu bar and choose Tools. 

 
3. From the Tools menu, select Accounts. 

 
4. Click Add. When prompted, ‘What type of account do you want to add?’ Select E-mail 

Account and click Next. 
 

5. The Add an E-mail Account window will appear. 
 

Please enter your e-mail account information below:  
 
Enter your email address: Enter your e-mail address (ex – johndoe@nutelecom.net). 
Enter your password: Enter your e-mail password. Please note that email passwords are 
case-sensitive. 
The ‘Remember password’ option will be checked by default. 
 
How should your name appear in e-mail sent from this account?  
 
Display Name:  Enter your name as you would like it to appear when you send e-mails. In 
this example, we will enter our name as John Doe. 

 

  



 Check the box ‘Manually configure email settings for an e-mail account.’ Click Next. 
 

6. Next, enter your e-mail server information. 
 

Incoming Server Information:  
 
By default, your incoming e-mail server will be listed as a POP3 server. Do not change this 
option. 
 
Enter your Incoming server.  
 
In this example, our e-mail address is johndoe@nutelecom.net so we will enter 
pop3.nutelecom.net for the incoming e-mail server.  
 
By default, the incoming mail server Port will be listed as 110. Do not change this 
information. 
 
Log on using: will be set to clear text authentication by default. Do not change this option. 
 
Outgoing Server Information: 
 
Enter your Outgoing server. 
 
In this example, our email address is johndoe@nutelecom.net so we will enter 
smtp.nutelecom.net for the outgoing e-mail server.  
 
By default, the incoming mail server Port will be listed as 25. Do not change this information. 

 



 
Check the box ‘My outgoing server requires authentication’.  Click Next. 

 
7. You have successfully entered the information required to set up your account. 

Congratulations!  
 
8. Click Close to close the Accounts window. 
 

 


