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The following describes how to create a new account so you can use Entourage for CSU 
email. Please note that to use Entourage, you must have your CSU email system set as 
Campus Webmail (If you have been using Lotus Notes, you must request a change to 
Campus Webmail).  
 
NOTE: To add a new account, you will need to access CampusNet to obtain your email 

settings.  
Click on the 
Email tab 

Write down 
your Server 
Name. You 
will need it 
during mail 
setup. 

 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
1. Once Entourage is launched for the first time, you should see a screen similar to 

this: 
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2. In this case, we will be setting up Entourage for the first time. Therefore, choose 

“I want to start using Entourage without importing anything” and click next. 
 
3. Next enter your information as shown and click next. 
 

   
 
4. You should see “Automatic Configuration Failed”. Simply click next once again. 

 
5. Now you should see something similar to the screen below. Make sure to enter 

your information correctly as indicated below and click next. 
 

 

Your CampusPass 

Your CSU ID # 

Maker Sure this field 
is set to IMAP.

Enter your incoming 
mail server that you 
wrote down in the 
first step. 

Smtp-server.csuohio.edu will only work on 
Campus, or if you connect to the Internet using 
CSU dial-up.  Please contact you Internet service 
provider to get specific instructions on setting up 
their SMTP Server. 
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6. Click next again without verifying your settings and choose “Skip” if prompted to 
verify. 

 
7. Next choose an account name such as ‘CSU’ and leave both boxes checked. Click 

“Finish”. 
 

 
 
8. You should now see a folder with the account name specified in the last step.  

Click on inbox to check your E-mail and send a test message to be sure Entourage 
is working properly. 

 

                                                  

NOTE: Please contact the IS&T Call Center 
@ (216) 687-5050 or call.center@csuohio.edu 
with any questions or issues you may have. 

mailto:call.center@csuohio.edu

