How To Set Up Outlook To Work With MySCSU
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1. From the Outlook Menu Bar, Choose
Tools/Accounts
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2. In the Window that opens, Click the Add button

3. In the menu that appears, click Mail to add a new
email Account

Internet Accounts

Al Mail | Diector Service |

Account | Type | Connection |

Souther mail (defaul) Local Auea Network

Properties

Set az Default i
Irmpait... z
Expoit.. i
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4. Type Your Name in the Textbox labeled "Display
Name"

Internet Connection Wizard
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5. Type your MySCSU Logon ID followed by

@myscsu.southernct.edu in the textbox indicated
by the red arrow.

For example, doejl@myscsu.southernct.edu

Internet Connection Wizard
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6. Your incoming mail server is an IMAP server

7. Your Incoming and Outgoing Mail Server is
mail.southernct.edu

Internet Connection Wizard
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8. Your Account Name is your MySCSU Logon ID

9. Type in your Password (originally your six digit
birthdate, MMDDYY)

Note: If you are creating an account on your
home computer, check "Log on using Secure
Password Authentication (SPA)" to be able to
send as well as receive email

Internet Connection Wizard ﬁl

Intemet Mail Logon

Type the scoou name and password pour Intemet sendce provider has given you.

Account name; [MySCSU Logon 1D _

Password: I. ........ 1 _

¥ Remember password

I your Intemnel service provider requees vou to use Seciee Fassword Authenbication
[SPA] to access wour mail account, select the Log On Uzing Secus Password
Authertication [SPA] check bos

[™ ' Log on using Secure Password Authenfication [SPA)

< Back Mext » Cancal Hedx
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10.Choose to "connect using my local area network
(LAN)" as indicated by the red arrow.

Internet Connection Wizard . .EI

IF you aheady have an accourd wilh an [nternel service provider and have obtained al
the necessany connachion nformation, you can connect bo your account uzing your
phone line. If you are connected o a local area network [LAN] that iz connected to the
Irtemaet, vou can access he Inbenet aver the LAN,

“which method do pou want o wse bo connect ba the Inteiret?
" Connect using my phone ine

@ [Connect using my Jocal area network (LAN] (g

€ | will establish my Intemet connection manusly

< Back Meat > Cancel Heldp
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9. Your setup is complete.

Internet Connection Wizard

Congratulations
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10. Outlook will display a new folder similar to the

illustration below.
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