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ADDING YOUR CQUNIVERSITY
STUDENT EMAIL ACCOUNT TO
OUTLOOK

niversity
AUSTRALIA

BE WHAT YOU WANT TO BE

cqu.edu.au

This guide will provide instructions on how to add your CQUniversity student email account to Outlook.

Part A — Enabling IMAP
Part B — Adding email account to Outlook

Part A — Enabling IMAP

Part A must be completed before completing Part B

1. Log into My CQU my.cqu.edu.au
g y @ i "';__ 0
2. Click the mail icon, located in the top right-hand corner of the webpage to launch your Quick settings X

e
. . . See all settings
emails in Gmail.

You're using the new Gmail view

3. Click the settings cog, located in the top right-hand corner and click See All Settings @ o back to the original view
(pictured right).

Apps in Gmail
4. Click the Forwarding and POP/IMAP tab, click the Enable IMAP option and click Save
Changes (pictured below)
Faneral Labels Inbox Acecounts and Impoart  Filters and blocked addresses  Forward ng and PO IMAFP Add-ons Chat and Meet Advanced Offline  Themes

Forwarding: Add a forwarding address
Learn more

Tip: You can also forward only some of your mail by creating a filter!

POP download: 1. Status: POP is enabled for all mall that has arrved since 11/10/2010
Lean more Enable POP for all mail (even mail that's already been downloaded
Enable POF for mail that arrives from now on
Disable POP
2. When messages are accessed with POP | keep Gmails copy in the Inbaox -

3. Configure your email client (e.g. Outlook, Eudora, Netscape Mail)
C truct

IMAP access: Status: IMAP is enabled
access Gmail from other clients wsing IMAP @ Enable IMAP

Learn more Disable IMAP

When | mark a message in IMAP as deleted:
® Auto-Expunge on - Immediately update the server. (default)
Auto-Expunge off - Wait for the client to update the server

When a message is marked as deleted and expunged from the last visible IMAP folder:
Archive the message (default
Move the message to the Bin
Immediately delete the message forever

Faolder size limits
& Do not limit the number of messages in an IMAP folder (default
Limit IMAP falders to contain no maore than this many messages | 1,000 «

Configure your email client (= g. Outlook, Thunderbird, iPhone)

Cancel
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Part B — Adding your email account to Outlook

1. Open the Outlook desktop program.

2. Click File located on the left-hand side of the ribbon along the top of the page.

3. Click Account Settings and then Account Settings (pictured right).

[' ] Manage Mobile Notifications
e MS and Mobile
tion:

4. An Account Settings pop up box will appear, click New.

5. Type your CQUniversity student email address in the field, click Advanced options and B
click the Let me set up my account manually tick box and click connect (pictured
below).

6. Click the IMAP tile (pictured below).
mi OUthOk ﬁ Qutlook

Advanced setup

J & &K

Microsoft 365 Outlook.com Exchange Google

Q

mark.test@cqumail.com

o M = | 8]

| ¥ Let me set up my account manually POP IMAP Exchange 2013
or earlier

mark.test@cqumail.com (Mot you?)
. X . Incoming mail
7. An IMAP Account Settings box will appear, type the following Server [imaprgmaiicom | port [ ]
information below into the relevant fields (pictured to the right). Encryption method [SSITS_ <]
Incom|ng Ma” Server, imap.gma"_com ["] Require lagon using Secure Password Authentication (SPA)
Incoming Mail Server Port: 993 Outgoing mil

Server [ smip.gmail.com | Port [4ss |

Encryption method |

] Require logon using Secure Password Authentication (SPA)

Encryption Method: SSL/TLS
Outgoing Mail Server: smtp.gmail.com
Outgoing Mail Server Port: 465

Encryption method: SSL/TLS Goback -
IMAP Account Settings
8. Click Next. mark test@cqumail.com (Not you?)
Password
9. Type your CQUniwersity student email [T %

password in the field and click Connect

10. Type your CQUniversity email address and Google

password in the window that appears ;’niversitv

A

AUSTRALIA 4
Microsoft apps & services wants to
access your Google Account

11. Click Sign In

12. Click Allow on the popup that appears. Sign n Wit your usernaime or amall address ° Gequmat.con

e . This will allow Microsoft apps & services to:
lour username or email address

13. The account will now be successfully

Read, compose, send and permanently delete all
added. ™M

‘your email from Gmail

; Associate you with your personal info on Google

» See your personal info, including any personal info
@ you've made publicly available

; See your primary Google Account email address

By clicking Allow, you allow this app and Google to use your information in accordance
with their respective privacy policies. You can change this and other Account
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