
Manually Creating New LPHA IMail Account in Outlook 
(Depending on your version of Outlook you are using the screenshots below might differ 

slightly from what you see but the steps should be the same) 
 

1. On your pc, click on Start, Control Panel (or Start, Settings, Control Panel).  Open the Mail 
icon.  
       

 
 

2. Click on Email Accounts: 
 

   
 

3. Click New.   
 



 
 
 
 
 
 

4. Type in Your Name (e.g.) Bob User, your Email Address (e.g.) userb@lpha.mopublic.org, and 
your new account Password, and retype your Password. Check Manually Configure Server 
settings or additional server types.   
 

 
 

5. Click Next. 
 

 
 

6. Select Internet Email, click Next.  

mailto:userb@lpha.mopublic.org


 

 
7. Type webmail.mopublic.org for Incoming and Outgoing mail server, type in User Name 

(same as email address) userb@lpha.mopublic.org and your new account Password, check 
Remember password, click on More Settings. 

 

 
 
 

8. Click on Outgoing Server. 
 

 
 
9. Select the options ‘My outgoing server (SMTP) requires authentication’ and ‘Use same 

settings as my incoming mail server’.   
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10. Click Advanced Tab Enter the Server Information as listed in image below. 
 

 
 

11. Click OK 
12. Click Next.   

 



 
 

13. Click Finish.  Close Account Settings, close Mail Setup. 
 

 


