
Setting up an e-mail account in 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 

 

 
 

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

 
7. Click on the Next button 
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8. Click on the Next button.  At the Microsoft Exchange Server window, type in ORD 
 

 
 

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 
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11. Click the Finish button 
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