Setting up an e-mail account 1n the absence
of a CSU Help Desk Technician

1. Click on the Start button
2. Click on Control Panel
3. The Control Panel window will appear
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4. In the Control Panel Task Pane window, click on the Other Control Panel Options link
5. At the Pick a Control Panel icon window, click on the Mail icon — The Mail Setup-
Outlook dialog window appears:

Mail Setup - Outlook

E-mail Accounts

@ Setup e-mail accounts and directories.

Draka Files
" Change settings For the files Qutlook uses
ko skare e-mail messages and documents,
Diata Files. .. |
Profiles
Setup mulkiple profiles of e-mail accounts
and data files, Typically, vou only need
ane. Show Profiles. .. |

Close |
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6. Click on the E-mail Accounts button. Make the adjustments as indicated in the
following screens:

E-mail Accounts [2|r5__<|
E-mail Accounts
ou can change the e-mail accounts and directories that Qutlook uses, ]

E-mail
* add a new e-mail account!

" Wiew ar change existing e-mail accounts

Directory
(" Add a new directory or address book

" Wiew ar change existing directaries ar address books

| Mest » | Cloze |

7. Click on the Next button

E-mail Accounts E|r'$__(|

Server Type
ou can choose the bvpe of server your new e-mail acount will work, with, :

{* Microsoft Exchange Server

Conneck ko an Exchange server ko read e-mail, access public Folders, and
share documents,

" POP3

Zonneck ko a POP3 e-mail server bo download
wour e-mail,

" IMAP

Conneck ko an IMAP e-mail server ko download e-mail and synchronize
mailbox; Folders,

" HTTP

Conneck ko an HTTP e-mail server such as Hokmail to download e-mail and
synchronize mailbox Folders.

" Additional Server Types
Conneck to anokher workgroup or Srd-party mail server,
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8. Click on the Next button. At the Microsoft Exchange Server window, type in ORD
E-mail Accounts |E| E'

Exchange Server Settings
¥ou can enter the required information to connect to vour Exchange server, ]

Type the name of vour Microsoft Exchange Server computer, For information, see yvour swskem
adrninistratar,

Microsaft Exchange Server: ORD

Type the name of the mailbox sek up For wou by wour administrator, The mailbox name is usually
WOUF LS Name,

Llser Mame: ||
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9. At the User Name window, type in your username. Click on the Check Name button

10. Click on the Next button. The Congratulations window on the next page will appear

Setting up Outlook E-Mail Account Page 3 of 3



E-mail Accounts

Congratulations! @

Wou hawve successfully entered all the information required to setup wour account,

To close the wizard, click Finish,

11. Click the Finish button
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