Student Email Setup

You have several options for accessing your A-State student email. You can use mail apps on your
smart devices, as well as accessing it through web browsers. You will find instructions for all of
these options here.

e Set Up the Microsoft Outlook Mobile App

e Transfer email from Gmail to Outlook




Set Up the Microsoft Outlook
Mobile App
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1. Download Microsoft Outlook from the iOS App Store and then open it.
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2. Tap Add Account.

Welcome to Outlook

Bring all your emails, contacts, files and calendars together.

Add Account

Create New Account
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3. Enter your full A-State email address and tap Add Account.

& Add Account

Enter your work or personal email

Email Address

Create New Account

82 sign in using the QR code on your computer

Privacy & Cookies

4. Enter your email account password and tap Sign In.

< Not Office 365 (D

] Office 365

B Microsoft
@astate.edu
Enter password

Password

Forgot my password

Sign in with another account

A-State IT Support

(870)-972-3933
itshelpdesk@astate.edu

By signing in, you agree to abide by the ASU
System's Terms of Use

pdf). Violati
lead to restrictions of privileges and/or disciplinary
action.

5. Authenticate using Microsoft Authenticator.
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Approve sign in request

Open your Authenticator app and approve the
request. Enter the number if prompted.

27

Didn't receive a sign-in request? Swipe down to
refresh the content in your app.

| can't use my Microsoft Authenticator app right now

More information

Note: If the Push notification doesn't appear, open up the Microsoft Authenticator app on
your phone

Add Another Account

wunt when prompted, tap Add and follow the prompts.

Would you like to add
another account?

i “

7. If you desire notifications, tap Turn On when given the

following prompt.
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¢ Enable Notifications

¢ Outlook uses notifications as a way to

make sure your inbox is always up-to-

date. Disabling them might delay email
delivery.
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Android

1. Install the Microsoft Outlook app from the Google Play Store and then open it.
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2. Tap Get Started if this is your first time.

3. Tap Add Account.
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4. Enter your full A-State email address and tap Continue.

<  Add account

Enter your email

johndoe@astate.edu

5. Enter your password and tap Sign In.
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] Office 365

B® Microsoft
(@astate.edu
Enter password

PPassword

Forgot my password

Sign in with another account

A-State IT Support

(870)-972-3933
itshelpdesk@astate.edu

By signing in, you agree to abide by
the ASU System's Terms of Use
(http://www.asusystem.edu/about/po
licies/files/appropriate-use-tech-
resources.pdf). Violations could lead
to restrictions of privileges and/or
disciplinary action.

6. Authenticate using Microsoft Authenticator.

" Microsoft

Approve sign in request

@ Open your Authenticator app and approve the
request. Enter the number if prompted.

27

Didn't receive a sign-in request? Swipe down to
refresh the content in your app.

| can't use my Microsoft Authenticator app right now

More information

Note: If the Push notification doesn't appear, open up the Microsoft Authenticator app on
your phone

7. If you wish to add another account when prompted, tap Add and follow the prompts.
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Add another account

¢

Would you like to add another account?

MAYBE LATER

8. If you desire notifications, tap Turn On when given the following prompt.

Outlook uses notifications as a way
to make sure you are notified about

new emails.

For further assistance, contact the ITS Help Desk at 870-972-3933 or stop by the IT Support

Services (itsupportservices@astate.edu). It is located on the bottom floor of the Dean B. Ellis
Library, Room 149.
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Transfer email from Gmail to
Outlook

For students wishing to move emails from the older Gmail inbox to Outlook can follow these
instructions.

1. Download and install Microsoft 365 from Office.com, which includes Outlook. Use your full A-
State email address and password to sign in.

The following link provides detailed instructions: https://kb.astate.edu/books/microsoft-

365/page/how-to-install-microsoft-365

2. Open Outlook.

3. Click File.

Search

File Home Send / Receive Folder View Help

m 'E[ TReply  [F

Delete Archive 3 Fephiol Ev Share to
Email ltems ~ L Forward E"D Teams

Mew Delete Respond

wFavorites All Unread

4. Click Add Account.
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Change settings for this account
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5. Enter your full A-State email address and click Connect.

o™ Qutlook

Email address

student.test@smail.astate.edu

Advanced options v

Connect

Mo account? CLreate an Uutlook.com email address to get started.

6. Select Google.
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Go back

7. Copy the settings underlined below, then click Next.
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IMAP Account Settings
student.test@smail .astate.edu

Incoming mail
Server | imap.gmail.com
Encryption method | S5L/TLS
| Require logon using Secure Password Authentication [SPA)

Qutgoing mail

Server | smip.gmail.com

Encryption method | SSL/TLS

| Require logon using Secure Password Authentication [SPA)

Go back

8. Enter your password, then click Connect.
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IMAP Account Settings
student.test@smail astate.edu
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9. Click Next.
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G sign in with Google

Sign in
to continue to Microsoft apps & services

Enter your email

student test {@smail astate ¢

Forgot email?

Before using this app, you can review Microsoft apps &
services's privacy policy and terms of service.

Create account Mext

English (United States) v Help Privacy ~ Terms

10. Enter your full A-State email and password and click Login.
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11. "Microsoft apps & services wants to access your Google Account" will show up, scroll down and
click Allow.
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NOTE: You will be prompted to do steps 9, 10 and 11 once a day. It is recommended to remove
your Gmail account once you've moved over all emails you wish to keep. Instructions on removing
your Gmail account are at the end.
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12. You should see Account successfully added; click Done.

Account successfully added

IMAP

student test@smail.astate.edu

Add another email address

Advanced options v

] Set up Outlook Mobile on my phone, too

13. Your Gmail inbox will be displayed on the left below your new Outlook inbox.
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14. Your Gmail account has been successfully added! To move emails to your new inbox, simply
select and drag emails from your old inbox into your new one.

Remove your Gmail account
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1. Right-click on your Gmail account and select Remove First.last@smail.astate.edu.
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2. A confirmation box will appear; click Yes.

Microsoft Outlook

/1. Careful, if you remove this account, its offline cached cantent will be deleted. Learn how to make
5 abackup of the offline .ost file.

Do you want to continue? Vas Mo

For further assistance, contact the ITS Help Desk at 870-972-3933 or stop by IT Support

Services (itsupportservices@astate.edu). It is located on the bottom floor of the Dean B. Ellis
Library, Room 149.
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