Outlook Account Set-up for Campus Webmail

Outlook Account Set-up for Campus Webmail
The following describes how to create a new account so you can use Outlook for CSU
Email. Please note that to use Outlook, you must have your CSU Email system set as
Campus Webmail.
NOTE: You will need to access CampusNet to obtain your Email settings.
To Set-Up Outlook Account

1. Open Outlook

2. Click on Tools then Email Accounts

Outlook Today - Microsoft Outlook

! ple Edt WView Go | Tools | Actions Help AdobePOF
i yiNew - | c§ | SpFinf | P d ")
il Address Book...  Ctrl+Shift+B "
W@. Empty "Deleted Items” Folder i
(3 Inbox "~ Emal Accounts.. |"
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3. Click on Add a new Account then Next

E-mail Accounts

This wizard will allow you to change the e-mail
accounts and directories that Outlook uses.

E-mail

(® dd a new e-mail account: <:|

(") wiew or change existing e-mail accounts

Directory

() add a new direckory or address book
() view or change existing directories or address books
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4. Click on IMAP, then ‘Next’

E-mail Accounts

X

Server Type
‘ou can choose the bype of server your new e-mail account will work with,

() Microsoft Exchange Server

Connect ko an Exchange server to read e-mail, access public folders, and share
documnents.,

CipoP3

Tto a POP3 e-mail server to download your e-mail.

Connect to an IMAP e-mail server to download e-mail and svnchronize mailbox

Connect to an HTTR e-mail server such as Hotmail ko download e-mai and
synchronize mailbox Falders,

(O Additional Server Types
Connect: to another workgroup or 3rd-parky mail server.

< Back ” Mext = l’ Cancel

5. Enter your name and CSU Email address under ‘User Information’. This will be
the name and Email address that will be displayed on the *From’ field of any
email you send.

E-mail Accounts g|

Internet E-mail Settings {(IMAP)
Each of these settings are required to get your e-mail account working.

Server Information

‘four Mame: John Doe coming mail server (IMAPY: |fseml1 b, csuohio, edu

E-mail Address: |§ doe@csuohio.edu tgaing mail server (SMTPY: | <rmbp-server.csuchio.edu

Logon Information

User Mame: 1234567

Password:

|:| Log on using Secure Password More Settings ...

Authentication (SPA)
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6. Enter the Incoming mail server name (you can get this information in CampusNet.
Below is an example, but your setting MAY BE DIFFERENT)

E-mail Accounts E_<|

Internet E-mail Settings {(IMAP) . ..
Each of these settings are required to get your e-mail account working. Flnd th IS IN

CampusNet

User Information Server Information
Wour Mame: Jahn Dae C Incoming mail server (IMAPY:  |Fsemiih.csuohio.edu
E-mail Address: |§ doe@csuohio.edu Oukgoing mall server SFTF I embp-server .csuohio. edu

Logon Information

User Mame: 1234567

Password:

|:| Log on using Secure Password More Settings ...

Authentication (SPA)

[ < Back ” [dext = ][ Cancel ]

7. Enter the Outgoing mail server name — this will be ‘smtp-server.csuohio.edu’
(If you are off-campus and using another Internet service provider — see special
note at http://www.csuohio.edu/ist/smtp.shtml)

E-mail Accounts E_<|

Internet E-mail Settings {(IMAP)
Each of these settings are required to get your e-mail account working.

User Information Server Information

‘our Mame: John Doe Incoming mail server

E-mail Address: |§ doe@csuohio.edu Outgaing mail server (SMTPY | smtp-server.csuohio.edu

Logon Information
If you are NOT using CSU as your
Internet provider at home, please see
special note:
http://www.csuohio.edu/ist/smtp.shtml

User Mame: 1234567

Password:

|:| Log on using Secure Password
Authentication (SPA)

< Back ” [dext = ][ Cancel
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8. Inthe ‘User Name’ field, enter your CSU ID number (7 digits — on your Viking
Card)

E-mail Accounts g|

Internet E-mail Settings {(IMAP)
Each of these settings are required to get your e-mail account working.

User Information Server Information
Your Marne: |_‘|Dhn Dioe | Incoming rmail server (IMAP): |fsem|1b.csu0hi0.edu |
E-mail Address: |j.doe@csu0hio.edu | Cukgoing mail server (SMTF); |smtp-server.csu0hi0.edu |

Logon Information

User Name:  [1734567 | >
[ EE——— |

|:| Log on using Secure Password More Settings ...

Authentication (SPA)

[ < Back ” [dext = ][ Cancel ]

9. If you wish to store your password in Outlook, check the ‘Remember password’
box and enter your password

E-mail Accounts E|

Internet E-mail Settings (IMAP)
Each of these settings are required to get vour e-mail account working.,

User Information Server Information
Yfour Mame: |John Dioe | Incoming mail server (IMAPY: |fsem|lb.csuohio.edu |
E-mail Address: |j.doe@csuohio.edu | Qukgaing mail server (SMTP): |smtp—server.csuohio.edu |

Logon Information

User Mamne: [1oagee
p—— '
< Password: |

el

e

|:| Log on using Secure Password Maore Setkings ...
Authentication (SPA)
< Back ” ek = ] [ Cancel
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10. If you specified an off-campus or another Internet service provider as the
Outgoing mail server (SMTP) in Step 7, you may need to specify your login
credentials to that service provider. Otherwise, skip to step 11.

=man A ECO S Lﬂ

Internet E-mail Settings {(IMAP)
Each of these settings are required to get vour e-mail account working.

User Information Server Information
Your Marme: John Doe Incoming mail server (IMAPY |rsamith, csuohio.edu
E-mail Address: | j doe@csuchia.edu Outgaing mail server (SMTPY | smibp, sheglabal vahaa. canm

Logon Information
User Hame: 1234567
Passwiord:

[JRremember password

|:| Log on using Secure Password More Setkings ...

authentication (SPA)

[ « Back H Mext = ][ Cancel I

In this example, we are using SBC Global Yahoo as the Outgoing mail server.
Click “More Settings...” button, then click on the ‘Outgoing Server’ tab.

.
P p Nt v
‘ =izt E-pia b G2y J

General | Qutgoing Setver | Conneckion | Advanced

[C]#y outqoing server (SMTP) requires authenticakion:

Ok l [ Cancel
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Check the *“My outgoing server (SMTP) requires authentication’ box, then click
on the “Log on using’ radial button. Enter your User Name and Password for
your ISP Email account, then check the ‘Remember password’ box.

.
1 L 4 . Ly v
| Lty E-plzinl 28y d]
—_———
General | ©ubgoing Server | Connection | &dvanced

My oukgoing server (SMTP) requires authentication

{:} Use same settings as my incoming mail server
'@' Log on using
User Mame: j.doe@sbeglobal.net

Password; ko]

Remember password
[[JLog on using Secure Passward Authentication (SPa)

0K, l [ Cancel

Click OK
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11. Click on Next

(%)

E-mail Accounts

Internet E-mail Settings (IMAP)
Each of these settings are required to get vour e-mail account working.,

User Information Server Information
Yfour Mame: |John Dioe | Incoming mail server (IMAPY: |fsem|lb.csuohio.edu |
E-mail Address: |j.doe@csuohio.edu | Qukgaing mail server (SMTP): |smtp—server.csuohio.edu |

Logon Information

User Name:  [1734567 |

Password: |

|:| Log on using Secure Password Maore Setkings ...

Authentication (SPA)

< Back ” ek = ][ Cancel

12. Click on Finish

E-mail Accounts

Congratulations!

You have successfully entered all the infarmation required ta
setup your accounk,

To close the wizard, click Finish,

< Back.

Your Email will now be sent to Outlook!

If you have trouble with your Email, please contact the Call Center at
call.center@csuohio.edu or 687-5050.
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