Setting up your Microsoft Outlook to check Webmail

Step 1:

Open Outlook. On the Toolbar, click on Tools and then E-Mail Accounts.
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Step 2:
Choose “Add a new e-mail account” and click “"Next”.
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E-mail Accounts
You can change the e-mail accounts and directories that Qutlook uses,

E-mail
£+ add a new e-mail account

™ Miew or change existing e-mail accounts

Directory
" add a new directory or address book,

" view or change existing directories or address books
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Step 3:
Choose “"POP3" as the server type and click “"Next".
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Server Type
You can choose the bvpe of server your new e-mail acount will work with, :

" Microsoft Exchange Server

Connect to an Exchange server to read e-mail, access public folders, and
share documents,

P
Conneck ko a POP3 e-mail server to download
wour e-mail,

" IMAP
Connect ko an IMAP e-mail server to download e-mail and synchronize
mailbo: Folders,

" HTTP
Connect to an HTTP e-mail server such as Hokmail to download e-mail and
synchronize mailbox Folders,

i Additional Server Types
Connect to another warkgroup ar Srd-party mail server,
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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”.

E-mail Accounts

Internet E-mail Settings (POP3)

Each of these settings are required ko get wour e-mail account working, :
User Information Server Information
Your Mare: {J,:,h,-, Srith Incoming mail server (POP3): |pup.murraystate.edu
E-mail Address: hn.smith@murraystate.edu Cutgoing mail server (SMTR): {smtp.murraystate.edu
Logon Information Test Settings
[ er R - - after filling out the information on this screen, we
= ]]Dhn.smlth recammend ywou kesk vour account by clicking the button
Password: i****l below, (Requires network connection)

v Eemember passwgrd Test Account Sekkings ...

[ Logon using Secure Password

Authentication (SPA) More Setkings ‘
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Step 5:
Simply click “Finish” on the final screen.

E-mail Accounts

Congratulations! @

You hawve successfully entered all the information required to setup wour account.

To close the wizard, click Finish.

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