
Setting up your Microsoft Outlook to check Webmail 
 
Step 1: 
Open Outlook.  On the Toolbar, click on Tools and then E-Mail Accounts. 
 

 
 



Step 2: 
Choose “Add a new e-mail account” and click “Next”. 
 

 
 



Step 3: 
Choose “POP3” as the server type and click “Next”. 
 

 
 



Step 4: 
Next to “Your Name:” type in the name that you wish to be displayed when you send 
and receive e-mails.  In the “E-mail Address:” box, type in your 
“firstname.lastname@murraystate.edu”.  In the “Incoming mail server (POP3):” box, 
type in “pop.murraystate.edu”.  In the “Outgoing mail server (SMTP):” box, type in 
“smtp.murraystate.edu”.  In the “User Name:” box, type in your 
“firstname.lastname”.  In the “Password:” box, type in your password.  Your 
password is initially set to the last four digits of your Social Security Number.  When 
all the fields are entered correctly, click “Next”. 
 

 
 



Step 5: 
Simply click “Finish” on the final screen. 
 

 
 
Step 6: 
To check your e-mail, simply click on the “Send/Receive” button on the Toolbar. 
 

 


