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.

This wizard will allow you to change the e-mail
accounts and directories that Outlook uses.

E-mail

%) Add a new e-mail account

i) Wiews or change existing e-mail accounts

Directory

i add a new directory or address book,
) Wiew or change existing directories or address books
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Server Type
¥ou can choose the tvpe of server your new e-mail account will worls with,

") Microsoft Exchange Server

Connect to an Exchange server to read e-mail, access public Folders, and share
documents,

) poOP3
Connect ko a POP3 e-mail server to download vour e-mail,

(=) IMAP
Connect to an IMAP e-mail server to download e-mail and synchronize mailbo
Folders.

{IHTTP

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

() additional Server Types
Connect to another workgroup ar Srd-party mail server.
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Select IMAP and click Next
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X

E-mail Accounts

Internet E-mail Settings {IMAP)
Each of these setkings are required ko gek vour e-mail account warking,

User Information Server Information
Your hame: |,:|,:,E]- | Incoming mail server (IMAR): |,:,,_,t|,:,,:,k.,:g,_,le,:|,_, |
E-rnail Address: |jnhn.due@cgu.edu | Outgaing rmail server (SMTR): ||:n.||:||:u:|k.|:gu.edu |

Logon Information

User hame: |,:|,:,E]- |

Passward: |w*w*** |

Remember passward

[ ]Log on using Secure Password | More Settings ... |

Aukthentication (SPA)
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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”.

Zeneral | Oubgoing Server | Connection | &dvanced

My oukgoing server (SMTP) reguires authentication

{}} Use same setkings as my incoming mail server

{:} Log on using
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Click OK then Finish.



