
Creating Outlook account for OWA with IMAP 

First start Outlook and create a new profile. Select “Add a new e-mail account” and click 
Next. 
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Select IMAP and click Next 
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Fill in the fields as shown in the picture. The outgoing and incoming mail servers are 
outlook.cgu.edu (for faculty and staff) and cgumail.cgu.edu (for students).  Make sure 
“Log in using SPA” is unchecked. Click the More Settings… button. 
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Check “My outgoing server (SMTP) requires authentication” and click “Use same setting 
as my incoming mail server”. 

 
Click OK then Finish. 


