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1. Open Outlook Express. Select “Accounts” in the Tools menu.
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2. Click the Add button and select “Mail” from the menu.
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3. Type in the name you want to appear in the “From” field of your outgoing mail and click “Next.”

Internet Connection Wizard [Z|

Your Name

‘When pou gend e-mail, vour name will appear in the From field of the outgoing message.
Type your name az you would like it to appear

Dizplay name: |Bob Dod|

For example: John Smith

[ Next » ][ Cancel ]

4. Type your email address in the entry box and click “Next.”

Internet Connection Wizard b_<|

Internet E-mail Address

Your e-mail address is the address other people uze to send e-mail messages to pou.

E-mail address: I bobdoe{@merit. edu

For example: someone@microzoft. com

[ < Back ][ Mext > ][ Cancel ]

5. Select the type of incoming email server and type in the server addresses.

Internet Connection Wizard

E-mail Server Names

A. Select IMAP from the menu

Ll TG | B. Type webmail.merit.edu as the incoming mail

server.
Incoming mail [POP3, IMAP ar HTTP) server:

| webmail merit edu

C. Type magus.merit.edu as the outgoing mail
server.

An SMTP zerver is the gerver that is used for your outgoing e-mail.

Outgoing mai [SMTF) server:

! ragus. merit, sdu

D. Click the “Next” button.

< Back “ Mexwt > ][ Cancel
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6. Type in your email account and your password. Click the “Next” button.

Internet Connection

Internet Mail Logon

Type the account name and password vour Internet service provider has given you.

Account name: |bobdoe@merit edu
Passward: io......l |
Remember pazsward

If wour Intemet service provider requires pau to use Secure Pazsword Authentication
[SPA) to access your mail account, select the 'Log On Using Secure Password
Authentication [SPA]' check box

[[] Log on using Secure Password Authentication [SP&]

[ < Back “ Next » ][ Cancel

7. Click the “Finish” button.

Internet Connection Wizard

Congratulations

ou have successfully entered all of the information required to set up your account.

To zave these seftings, click Finish.

[ < Back ||_ Finizh J[ Cancel ]

8. You will need to do a few more steps before you can receive your email. Click the “Accounts” item
in the Tools menu.
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9. Click the mail tab and select your email account. Click the “Properties” button to open Properties
menu.
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10. Click the “Servers” tab and view your email server settings. You will need to
check the box next to “My server requires authentication.”

*= webmail.merit.edu (2) Properties

[ ti_énerai] Gervers i_tannec.:t.ion- |l _S.ec:u-r.i-ty ..&avanced“i‘ -IMAF'

Server Information -

My incoming mail server is a |h-1.t"-.F | SEIveL

Incoming mail [IMAF]: | webmail. merit. edu |

Outgaing mail [SMTP): |magus.ment.edu |

Incaming Mail Server -

Account name: : bobdoet@merit edu |

Password: [sossunssen |

Remermber password

[]Lag on using Secure Passward Authentication

Outgoing Mail Server

by zerver requires authentication Settings..

11. Click the “Advanced” tab. Type in the port numbers for the email servers and click “OK.”

A. The port number for the Outgoing Mail should be
set to “25”

Server Port Mumbers

Ougongmal MTP: [ ] B. The port for the Incoming Mail should be set to
This zerver requires a secure connection [S5L) u993 ”
Incoming mail (k&P !993 | "

Thiz zerver requires a secure connection [S5L)

Server Timeouts C C“Ck “OK-”

Short —F

Long 1 minute

Sending —

I D. Your email should now be all set. Click the

“Send/Receive” button to check your email.




