Add a Second Email Account to Your Outlook

Desktop App

This article covers how to add additional email accounts to your Outlook desktop

app.

Choose your operating system:

Windows PC

1. In the Outlook desktop app, click File.
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2. Under Account Information, click Add Account.

Inbox - camjohnson@Fullerton.edu - Outlook

Account Information

camjohnson@fullerton.edu

Open & Export m Microsoft Exchange

+ it Account |

Most Recent Sign-in

Save as Adobe Last sign-in: Browser (Chrome, Windows 10)
PDE Movember 09, 2022 (15 minutes aga)
Fullerton, Califarnia, US

Save As

3. Enter the email address you want to add. Then, click Connect.

R Outlook

Email address
ittraining@fullerton.edu - ol

Advanced options

I O

Mo account? Create an Outlook.com email address to get started.

A. Enter the email address you want to add into the data field.
B. Click Connect to add the email account to your Outlook.
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4. You may be prompted to log in with the account credentials.
Enter the username and password, then click Sign in.

If you are trying to re-add an account that you recently removed from your
Outlook, you may not see the Faculty/Staff Authentication log in prompt.

CSUF Faculty/Staff
Authentication

Sign in with your username and password

ittraining @fullerton.edu o

& California State University, Fullerton  Division of IT

5. You'll be prompted to authenticate with Duo 2FA.

New to Duo?

View Duo 2FA guides for Faculty/Staff/Emeriti

View Duo 2FA guides for Students
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Check for a Duo Push

Verify it's you by approving the notification. .

Sent to "iQS" (ser-ma-TTET)

- D

Other options

Need help?

6. A message prompt will appear confirming that the account was
successfully added. Click Done. Then, restart Outlook for the
changes to take effect.

>
l'ﬁ Outlook
Account successfully added
You need to restart Outlook for these changes to take effect.
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7. After rebooting Outlook, the account now appears in your left
pane. Click the > icon to expand and view the folders.
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Mac

1. Open Outlook and then click on the Outlook menu. Select
Preferences.

A Outlook File Edit View

About Outlook

v New Outlook

bPreferences... 8,

> b work Offline

Turn Off Reminders
>
Services >

> | Hide outlook
Hide Others

Show All

y Quit Outlook

A. Click on the Outlook menu.
B. Then select Preferences.
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2. Double click on Accounts under Personal Settings.
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3. Click on the plus sign at the bottom left of the Accounts window.

@ Accounts Show Al Q
Default Account
larthur@fullerton.edu
® larthur@fullerton... T
larthur@fullerton.edu

Account description: larthur@fullerton.edu
Personal information

Full name: Arthur, Lori

E-mail address: larthur@fullerton.edu

Delegation and Sharing

Security

Directory Service

Free Up Space
(SR
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4. Select New Account...

5. Enter the campus email address that you want to add. Then click
Continue.

o Add Account

IEEOY S

Welcome to Outlook
Enter your email address

Add your Microsoft 365, Outlook.com, iCloud, Yahoo, IMAP, POP, or
Google accounts.

= Email address
ittraining@fullerton.edu

B Continue

i

A. Enter the campus email address that you want to add.
B. Then click Continue.
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6. Enter the password for the account you are adding. Then click
Sign In.

CSUF Faculty/Staff
Authentication

Sign in with your username and password

ittraining@fullerton.edu

© California State University, Fullerton  Division of IT

A. Enter the password for the account you are adding.
B. Then click Sign In.

7. You'll be prompted to authenticate with Duo.

New to Duo?

View Duo guides for Faculty/Staff/Emeriti

View Duo guides for Students
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Verify it's you by approving the notification. .
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Other options

Need help?
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8. Click Done when you see the notification that the account has

been added.

Add Account

v

Microsoft 365 account has been added

ittraining@fullerton.edu

‘ o Add another account

Outlook supports Microsoft 365, Outlook.com, Google,
G d iCloud, Yahoo, IMAP and POP accounts,
‘ Add Another

Take Outlook anywhere
Get Outlook for your i0S or Android devices.

— Get Mobile Outlook

Add another account

Done
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9. Click the red button to close the Accounts window.

[ ] Accounts

Default Account
larthur@fullerton...
larthur@fullerton.edu

ittraining@fullerto...

ittraining@fullerton.edu

Show Al

ittraining@fullerton.edu
Office 365

Account description:  ittraining@fullerton.edu
Personal information

Full name: IT Training

E-mail address: ittraining@fullerton.edu

Security

Directory Service
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10. The new account will show on the left of your Outlook app. It
may take several minutes to download all of the emails and
calendar events for the newly added account, especially if there are
a lot of them.

@ Outlook File Edit View A

(4 New Message

> Favorites
> All Accounts
> larthur@fullerton.edu

> ittraining@fullerton.edu

> Saved Searches

Need More Help?

Microsoft 365 Support
Contact the IT Helpdesk at helpdesk@fullerton.edu or 657-278-7777.
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