How to setup CGU Mail for Entourage
By Luke Olfman

Create a new account in Entourage, type in your email address and click “Configure
account manually”.

enNnn Account Setup Assistant

Set Up a Mail Account

@

This assistant will automatically determine your account settings
based on your e-mail address. Type your e-mail address below.

E-mail address:

john.dog@cgu.edu

Example: someone@example.com

|_| My account is on an Exchange server

If you are part of a large organization, ask your local network
administrator whether you are on an Exchange server. If you select

this check box, you must be connected to the Exchange server
network to complete account setup.

Click the right arrow to continue.

f Configure account manually b q|1 IE

Enter the name, account ID and server as shown in picture. The server for staff/faculty is
outlook.cgu.edu and the server for students is cgumail.cgu.edu.



Eﬂit Account

| Account Settings | Options = Security |

CGU Mail

ACcount name:

E Include this account in my "Send & Receive All" schedule

Personal information

NamE'_ Jﬂhn DDE

E-mail address:  ichn.dee@cgu.edu

Receiving mail

Account |D: | o€

POP server: | Dutlook.cgu.edu

Password: (eeeses
E Save password in my Mac 05 keychain

!..L"Hck here for advanced recelving options

Sending mail

SMTP server: | outlook.cgu.edu

(5]

D SMTP service requires secure connection (55L)
[ | override default SMTP port: 25

E SMTP server requires authentication

B Use same settings as receiving mail server
~ NOTE**

Make sure you check “SMTP Server requires authentication” and “Use same
settings as receiving mail server”.



Edit Account

[ Account Settings | Options = Security |

Account name: | CGU Mail
E Include this account in my "Send & Receive All" schedule

Personal information

Nam&: JDhn DDE

E-mail address: | john.doe@cgu.edu

Receiving mail

Account |D: | dogj

POF server- | Coumail.cgu.edu

Password: (eeeses
E Save password in my Mac OS5 keychain

iLL'HcJ: here for advanced recelving options |

Sending mail

SMTP server: | COumail.cgu.edu

[E]

D SMTP service requires secure connection (S5L)
[] override default SMTP port: 25

E SMTP server requires authentication

B Use same settings as receiving mail server
L

NOTE** Make sure you check “SMTP Server requires authentication” and “Use
same settings as receiving mail server”.



