
 
 
 
Receiving Merit Email Using Outlook Express 
 
1.  Open Outlook Express. Select “Accounts” in the Tools menu to open the 
Internet Accounts screen. 
 

 
 
 

 
 
 
 
 
 



 
2.  Select the Mail tab, click the “Add” button and select “Mail” from the menu 
 

 
 
3.  Type in the name you want to appear in the “From” field of your outgoing 
mail and click “Next”. 
 

 
 
 



 
4. Type your email address in the E-mail address field and click “Next”. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



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

 
 
A. Select IMAP from the menu 

 
B. Type webmail.merit.edu as the incoming mail server. 
 
C. Type magus.merit.edu as the outgoing mail server. 
 
D. Click the “Next” button. 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
6.  Type in your Account name (email address) and your Password.  Click the 
“Next” button. 
 

 
 
7.  Click the “Finish” button. 
 

 



8.  Select the “Close” button to close the Internet Accounts screen. 
 

 
 
9.  Select the “No” button when asked to download folders from the mail server. 
 

 
 
10.  Once again select “Accounts” in the Tools menu. 
 

 
 



11.  Select the Mail tab and highlight your email account. Click the “Properties” 
button to open the Properties screen. 
 

 
 
12.  Select the “Servers” tab to view your email server settings.  Check the box 
next to “My server requires authentication”. 
 

 



13.  Now select the Advanced tab so that the Port Numbers can be set. 
 

 
 
A. The port number for the Outgoing Mail should be set to “25”. 
 
B. The port for the Incoming Mail should be set to “993”. 
 
C. Put check marks in both “This server requires a secure connection (SSL)”      
fields 
 
D. Click “OK”. 
 
14.  Select the “Yes” button when asked to download folders from the mail 
server. 
 

 
 


