
Before proceed, for the case of your e-mail, in the following guide: 

For server information: 

- The e-ƳŀƛƭΩǎ ƛƴŎƻƳƛƴƎ mail server is : mail.ssci.com.sg 

- The e-ƳŀƛƭΩǎ ƻǳǘƎƻƛƴƎ mail server is : smtp.ssci.com.sg 

For server port numbers: 

- The e-ƳŀƛƭΩǎ ƛƴŎƻƳƛƴƎ ǎŜǾŜr is : 110 

- The e-ƳŀƛƭΩǎ ƻǳǘƎƻƛƴƎ ǎŜǾŜǊ ƛǎ Υ 587 

 

 

Please choose your Outlook version and type: 

1. Outlook Express 

- I just started using Outlook Express 

- I had been using Outlook Express and would like to add a new email account 

2. Microsoft Outlook 2003 

- I just started using Microsoft Outlook 2003 

- I had been using Microsoft Outlook 2003 and would like to add a new email account 

3. Microsoft Outlook 2007 

- I just started using Microsoft Outlook 2007 

- I had been using Microsoft Outlook 2007 and would like to add a new email account 

4. Microsoft Outlook 2010 

- I just started using Microsoft Outlook 2010 

- I had been using Microsoft Outlook 2010 and would like to add a new email account 



Microsoft Outlook 2007 - New Setup 

 

1. /ƭƛŎƪ άbŜȄǘ Ҕέ ǘƻ ŎƻƴǘƛƴǳŜ. 



 

 

2. /ƘƻƻǎŜ ά¸ŜǎέΣ ŀƴŘ ŎƭƛŎƪ άbŜȄǘ Ҕέ ǘƻ ŎƻƴǘƛƴǳŜ. 



 

 

3. /ƘƻƻǎŜ άaƛŎǊƻǎƻŦǘ 9ȄŎƘŀƴƎŜΣ thtоΣ La!tΣ ƻǊ I¢¢tέΣ ŀƴŘ ŎƭƛŎƪ άbŜȄǘ Ҕέ ǘƻ ŎƻƴǘƛƴǳŜΦ 



 

 

4. ¢ƛŎƪ άaŀƴǳŀƭƭȅ ŎƻƴŦƛƎǳǊŜ ǎŜǊǾŜǊ ǎŜǘǘƛƴƎǎ ƻǊ ŀŘŘƛǘƛƻƴŀƭ ǎŜǊǾŜǊ ǘȅǇŜǎέΣ ŀƴŘ ŎƭƛŎƪ άbŜȄǘ Ҕέ ǘƻ ŎƻƴǘƛƴǳŜΦ 



 

 

5. /ƘƻƻǎŜ άLƴǘŜǊƴŜǘ 9-ƳŀƛƭέΣ ŀƴŘ ŎƭƛŎƪ άbŜȄǘ Ҕέ ǘƻ ŎƻƴǘƛƴǳŜΦ 



 

 

6. 9ƴǘŜǊ ȅƻǳǊ ŘŜǎƛǊŜŘ ƴŀƳŜ ƛƴ ǘƘŜ ά¸ƻǳǊ bŀƳŜΥέ ŦƛŜƭŘ. 

7. Enter your e-Ƴŀƛƭ ŀŘŘǊŜǎǎ ƛƴ ǘƘŜ ά9-Ƴŀƛƭ !ŘŘǊŜǎǎΥέ ŀƴŘ ά¦ǎŜǊ bŀƳŜΥέ ŦƛŜƭŘΦ 

8. /ƘƻƻǎŜ άthtоέ ŦƻǊ ǘƘŜ ά!ŎŎƻǳƴǘ ¢ȅǇŜΥέ selection. 

9. Enter your e-ƳŀƛƭΩǎ ƛƴŎƻƳƛƴƎ Ƴŀƛƭ ǎŜǊǾŜǊ ƛƴ ǘƘŜ άLƴŎƻƳƛƴƎ Ƴŀƛƭ ǎŜǊǾŜǊΥέ ŦƛŜƭŘΦ 

10. Enter your e-ƳŀƛƭΩǎ ƻǳǘƎƻƛƴƎ Ƴŀƛƭ ǎŜǊǾŜǊ ƛƴ ǘƘŜ άhǳǘƎƻƛƴƎ Ƴŀƛƭ ǎŜǊǾŜǊ ό{a¢tύΥέ ŦƛŜƭŘΦ 

11. Enter your e-ƳŀƛƭΩǎ ǇŀǎǎǿƻǊŘ ƛƴ ǘƘŜ άtŀǎǎǿƻǊŘΥέ ŦƛŜƭŘΣ ǘƛŎƪ άwŜƳŜƳōŜǊ ǇŀǎǎǿƻǊŘέ ƛŦ ȅƻǳ Řƻ ƴƻǘ ǿŀƴǘ 

to enter the password again every time you receive e-mails. 

12. /ƭƛŎƪ άaƻǊŜ {ŜǘǘƛƴƎǎ Χέ ŀŦǘŜǊ ȅƻǳ ƘŀŘ ŦƛƴƛǎƘŜŘ ŜƴǘŜǊƛƴƎ ǘƘŜ above details. 



 

 

13. A Window shall pop-up. CƘƻƻǎŜ άhǳǘƎƻƛƴƎ {ŜǊǾŜǊέ ǘŀō. 

14. TƛŎƪ άaȅ ƻǳǘƎƻƛƴƎ ǎŜǊǾŜǊ ό{a¢tύ ǊŜǉǳƛǊŜǎ ŀǳǘƘŜƴǘƛŎŀǘƛƻƴέ. 

15. /ƘƻƻǎŜ ά[ƻƎ ƻƴ ǳǎƛƴƎέΦ 

16. Enter your e-Ƴŀƛƭ ŀŘŘǊŜǎǎ ƛƴ ǘƘŜ ά¦ǎŜǊ bŀƳŜΥέ ŦƛŜƭŘΦ 

17. Enter your e-ƳŀƛƭΩǎ ǇŀǎǎǿƻǊŘ ƛƴ ǘƘŜ άtŀǎǎǿƻǊŘΥέ ŦƛŜƭŘΣ ǘƛŎƪ άwŜƳŜƳōŜǊ ǇŀǎǎǿƻǊŘέ ƛŦ ȅƻǳ Řƻ ƴƻǘ ǿŀƴǘ 

to enter the password again every time you send e-mails. 



 

 

18. /ƘƻƻǎŜ ά!ŘǾŀƴŎŜŘέ ǘŀōΦ 

19. Enter your e-ƳŀƛƭΩǎ ƛƴŎƻƳƛƴƎ ǎŜǊǾŜǊ ƛƴ ǘƘŜ άLƴŎƻƳƛƴƎ ǎŜǊǾŜǊ όthtоύΥέ ŦƛŜƭŘΦ 

20. Enter your e-ƳŀƛƭΩǎ ƻǳǘƎƻƛƴƎ ǎŜǊǾŜǊ ƛƴ ǘƘŜ άhǳǘƎƻƛƴƎ ǎŜǊǾŜǊ ό{a¢tύΥέ ŦƛŜƭŘΦ 

21. ¢ƛŎƪ ά[ŜŀǾŜ ŀ ŎƻǇȅ ƻŦ ƳŜǎǎŀƎŜǎ ƻƴ ǘƘŜ ǎŜǊǾŜǊέ ƛŦ ȅƻǳ ǿƻǳƭŘ ƭƛƪŜ ǘƻ ǎŀǾŜ ŀ ŎƻǇȅ ƻŦ ȅƻǳǊ Ŝ-mails on the 

server instead of downloading it to your computer. 

Important! 

LǘΩǎ ōŜǎǘ ǘƻ ƭŜŀǾŜ ŀ ŎƻǇȅ ƻŦ ȅƻǳǊ Ŝ-mails on the server, because by not doing so, the downloaded e-

mails can only be accessed or viewed on the computer which you had downloaded it, which means 

that, if you setup your e-mail on another computer, you wonΩǘ ōŜ ŀōƭŜ ǘƻ ŀŎŎŜǎǎ ƻǊ ǾƛŜǿ ǘƘŜ Ŝ-mails 

that you had previously downloaded! 

22. ¢ƛŎƪ άwŜƳƻǾŜ ŦǊƻƳ ǎŜǊǾŜǊ ǿƘŜƴ ŘŜƭŜǘŜŘ ŦǊƻƳ Ψ5ŜƭŜǘŜŘ LǘŜƳǎΩέ ƛŦ ȅƻǳ ǿƻǳƭŘ ƭƛƪŜ ȅƻǳǊ ŎƻǇȅ ƻŦ Ŝ-mails 

ƻƴ ǎŜǊǾŜǊ ǘƻ ōŜ ŘŜƭŜǘŜŘ ŀǎ ǿŜƭƭ ǿƘŜƴ ȅƻǳ ŘŜƭŜǘŜ ƛǘ ŦǊƻƳ aƛŎǊƻǎƻŦǘ hǳǘƭƻƻƪ нллтΩǎ ά5ŜƭŜǘŜŘ LǘŜƳǎέΦ 

23. /ƭƛŎƪ άhYέΣ ǘƘŜƴ ŎƭƛŎƪ άbŜȄǘ Ҕέ after you had finished entering the above details. 



 

 

24. /ƭƛŎƪ άCƛƴƛǎƘέ ŀƴŘ ǘƘŜ ǎŜǘǳǇ are done. 



Microsoft Outlook 2007 - New E-mail Account 

 

1. Lƴ aƛŎǊƻǎƻŦǘ hǳǘƭƻƻƪ нллтΣ ŎƭƛŎƪ άTƻƻƭǎέ -Ҕ άAŎŎƻǳƴǘ {ŜǘǘƛƴƎǎΧέ option. 



 

 

2. /ƭƛŎƪ άbŜǿΧέ option. 



 

 

3. /ƘƻƻǎŜ άaƛŎǊƻǎƻŦǘ 9ȄŎƘŀƴƎŜΣ thtоΣ La!tΣ ƻǊ I¢¢tέΣ ŀƴŘ ŎƭƛŎƪ άbŜȄǘ Ҕέ ǘƻ ŎƻƴǘƛƴǳŜΦ 



 

 

4. ¢ƛŎƪ άaŀƴǳŀƭƭȅ ŎƻƴŦƛƎǳǊŜ ǎŜǊǾŜǊ ǎŜǘǘƛƴƎǎ ƻǊ ŀŘŘƛǘƛƻƴŀƭ ǎŜǊǾŜǊ ǘȅǇŜǎέΣ ŀƴŘ ŎƭƛŎƪ άbŜȄǘ Ҕέ ǘƻ ŎƻƴǘƛƴǳŜΦ 



 

 

5. /ƘƻƻǎŜ άLƴǘŜǊƴŜǘ 9-ƳŀƛƭέΣ ŀƴŘ ŎƭƛŎƪ άbŜȄǘ Ҕέ ǘƻ ŎƻƴǘƛƴǳŜΦ 



 

 

6. 9ƴǘŜǊ ȅƻǳǊ ŘŜǎƛǊŜŘ ƴŀƳŜ ƛƴ ǘƘŜ ά¸ƻǳǊ bŀƳŜΥέ ŦƛŜƭŘΦ 

7. Enter your e-Ƴŀƛƭ ŀŘŘǊŜǎǎ ƛƴ ǘƘŜ ά9-Ƴŀƛƭ !ŘŘǊŜǎǎΥέ ŀƴŘ ά¦ǎŜǊ bŀƳŜΥέ ŦƛŜƭŘΦ 

8. /ƘƻƻǎŜ άthtоέ ŦƻǊ ǘƘŜ ά!ŎŎƻǳƴǘ ¢ȅǇŜΥέ ǎŜƭŜŎǘƛƻƴΦ 

9. Enter your e-ƳŀƛƭΩǎ ƛƴŎƻƳƛƴƎ Ƴŀƛƭ ǎŜǊǾŜǊ ƛƴ ǘƘŜ άLƴŎƻƳƛƴƎ Ƴŀƛƭ ǎŜǊǾŜǊΥέ ŦƛŜƭŘΦ 

10. Enter your e-ƳŀƛƭΩǎ ƻǳǘƎƻƛƴƎ Ƴŀƛƭ ǎŜǊǾŜǊ ƛƴ ǘƘŜ άhǳǘƎƻƛƴƎ Ƴŀƛƭ ǎŜǊǾŜǊ ό{a¢tύΥέ ŦƛŜƭŘΦ 

11. Enter your e-ƳŀƛƭΩǎ ǇŀǎǎǿƻǊŘ ƛƴ ǘƘŜ άtŀǎǎǿƻǊŘΥέ ŦƛŜƭŘΣ ǘƛŎƪ άwŜƳŜƳōŜǊ ǇŀǎǎǿƻǊŘέ ƛŦ ȅƻǳ Řƻ ƴƻǘ ǿŀƴǘ 

to enter the password again every time you receive e-mails. 

12. /ƭƛŎƪ άaƻǊŜ {ŜǘǘƛƴƎǎ Χέ ŀŦǘŜǊ ȅƻǳ ƘŀŘ ŦƛƴƛǎƘŜŘ ŜƴǘŜǊƛƴƎ ǘƘŜ ŀōƻǾŜ ŘŜǘŀƛƭǎΦ 



 

 

13. A Window shall pop-ǳǇΦ /ƘƻƻǎŜ άhǳǘƎƻƛƴƎ {ŜǊǾŜǊέ ǘŀōΦ 

14. ¢ƛŎƪ άaȅ ƻǳǘƎƻƛƴƎ ǎŜǊǾŜǊ ό{a¢tύ ǊŜǉǳƛǊŜǎ ŀǳǘƘŜƴǘƛŎŀǘƛƻƴέΦ 

15. /ƘƻƻǎŜ ά[ƻƎ ƻƴ ǳǎƛƴƎέΦ 

16. Enter your e-mail addreǎǎ ƛƴ ǘƘŜ ά¦ǎŜǊ bŀƳŜΥέ ŦƛŜƭŘΦ 

17. Enter your e-ƳŀƛƭΩǎ ǇŀǎǎǿƻǊŘ ƛƴ ǘƘŜ άtŀǎǎǿƻǊŘΥέ ŦƛŜƭŘΣ ǘƛŎƪ άwŜƳŜƳōŜǊ ǇŀǎǎǿƻǊŘέ ƛŦ ȅƻǳ Řƻ ƴƻǘ ǿŀƴǘ 

to enter the password again every time you send e-mails. 



 

 

18. /ƘƻƻǎŜ ά!ŘǾŀƴŎŜŘέ ǘŀōΦ 

19. Enter your e-ƳŀƛƭΩǎ ƛƴŎƻƳƛƴƎ ǎŜǊǾŜǊ ƛƴ ǘƘŜ άLƴŎƻƳƛƴƎ ǎŜǊǾŜǊ όthtоύΥέ ŦƛŜƭŘΦ 

20. Enter your e-ƳŀƛƭΩǎ ƻǳǘƎƻƛƴƎ ǎŜǊǾŜǊ ƛƴ ǘƘŜ άhǳǘƎƻƛƴƎ ǎŜǊǾŜǊ ό{a¢tύΥέ ŦƛŜƭŘΦ 

21. ¢ƛŎƪ ά[ŜŀǾŜ ŀ ŎƻǇȅ ƻŦ ƳŜǎǎŀƎŜǎ ƻƴ ǘƘŜ ǎŜǊǾŜǊέ ƛŦ ȅƻǳ ǿƻǳƭŘ ƭƛƪŜ ǘƻ ǎŀǾŜ ŀ ŎƻǇȅ ƻŦ ȅƻǳǊ Ŝ-mails on the 

server instead of downloading it to your computer. 

Important! 

LǘΩǎ ōŜǎǘ ǘƻ ƭŜŀǾŜ ŀ ŎƻǇȅ ƻŦ ȅƻǳǊ Ŝ-mails on the server, because by not doing so, the downloaded e-

mails can only be accessed or viewed on the computer which you had downloaded it, which means 

that, if you setup your e-mail on another compǳǘŜǊΣ ȅƻǳ ǿƻƴΩǘ ōŜ ŀōƭŜ ǘƻ ŀŎŎŜǎǎ ƻǊ ǾƛŜǿ ǘƘŜ Ŝ-mails 

that you had previously downloaded! 

22. ¢ƛŎƪ άwŜƳƻǾŜ ŦǊƻƳ ǎŜǊǾŜǊ ǿƘŜƴ ŘŜƭŜǘŜŘ ŦǊƻƳ Ψ5ŜƭŜǘŜŘ LǘŜƳǎΩέ ƛŦ ȅƻǳ ǿƻǳƭŘ ƭƛƪŜ ȅƻǳǊ ŎƻǇȅ ƻŦ Ŝ-mails 

on server to be deleted as well when you delete it from Microsoft Oǳǘƭƻƻƪ нллтΩǎ ά5ŜƭŜǘŜŘ LǘŜƳǎέΦ 

23. /ƭƛŎƪ άhYέΣ ǘƘŜƴ ŎƭƛŎƪ άbŜȄǘ Ҕέ ŀŦǘŜǊ ȅƻǳ ƘŀŘ ŦƛƴƛǎƘŜŘ ŜƴǘŜǊƛƴƎ ǘƘŜ ŀōƻǾŜ ŘŜǘŀƛƭǎΦ 



 

 

24. /ƭƛŎƪ άCƛƴƛǎƘέ ŀƴŘ ǘƘŜ ǎŜǘǳǇ ŀǊŜ ŘƻƴŜΦ 


