Information Services and Technology

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

1) Sign into Outlook, in upper left corner select “File”
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2) Select “Info” and then “Add Account”

©

Info

Open & Export

Save As
Save Attachments

Print

Office Account

REVISED DATE: 7/20/2017

Account Inforn

(/‘j engage.365@csuohio.edu
Microsoft Exchange

+ Add Account

(&

Account
Settings ~

Account and Soci
Change settings for this at
Access this account o
https://outlook.office

PR R

PAGE 1 OF 3



Information Services and Technology

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”

Add Account ﬁ

Auto Account Setup
Outlook can automatically configure many email accounts.

(@) E-mail Account

Your Mame:

Example: Ellen Adams

E-mail Address:

Example: ellen@contoso.com

Password:
Retype Password:

Type the password your Internet service provider has given you.

‘_:_-Manual setup or additional server types

ook | e

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

Congratulations!

Configuring

Cutlook is completing the setup for your account. This might take several minutes.
+"  Establishing network connection
+"  Searching for mrs.prince@csuchio.edu settings

+~'  Logging on to the mail server

Congratulations! Your email account was successfully configured and is ready to use.
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5) A pop-up will appear informing you that the Outlook client must be shut down and restarted for
the change to take effect.
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!' \ You must restart Outlook for these changes to take effect.
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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.

FILE HOME SEND / RECEIVE

ljl .T'EI (5 Ignore x E

% Clean Up~

New New g Junk Delete  Re
Email Items~ %"
MNew Delete
4 Favorites
Inbox 7
Sent ltems

Deleted Items

4 engage.365@csuchio.edu

Inbox 7
Drafts [45]
Sent Items

I» Deleted Items
Junk E-Mail [1]
Qutbox
RSS Feeds
This is a test
Search Folders

4 mrs.prince@csuohio.edu

Inbox 1
Drafts

Sent Items
Deleted Items
Junk Email
mrsprince stuff
Outbox

RSS Feeds
Search Folders

REVISED DATE: 7/20/2017 PAGE 3 OF 3



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

