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Set up Outlook to enable sign in to two or more accounts 
 

1) Sign into Outlook, in upper left corner select “File” 

 

2) Select “Info” and then “Add Account” 
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3) Enter information for the new account that is to be added: Your Name - common name associated 

with the account; E-mail Address – CSU email address of the new account (xx@csuohio.edu); 

Password – password assigned to the email address.  Once this information is entered, select “Next” 

 

4) Once the client completed the configuration, the screen should appear as listed below.  Select 

“Finish” 

 

mailto:xx@csuohio.edu


  
 
 

 
 
REVISED DATE: 3/18/2015          PAGE 3 OF 3 

 

5) A pop-up will appear informing you that the Outlook client must be shut down and restarted for 

the change to take effect.   

 

6) Once the client has been restarted, once you are signed in a link to the new account(s) just 

added will appear on the left side along with the other folders.  Simply select the account to 

view the mail, while you are in that account all mail sent will come from that account.   

 


