
How do I setup an email account? 

1. Inside the email setup wizard, you will be prompted to type your name in the Display name box and then click 
the Next button. 

 

 

 

 

 

 

 

 

 

 

 

 



2. Type the email address you will be receiving messages from: cuxyz@eiu.edu, cgxyz@eiu.edu or 
cxxyz@eiu.edu. 

 

 

 

 

 

 

 

 

 

 

 

 



3. Select POP3 as the incoming mail server.  And pen.eiu.edu as the incoming server and SMTP outgoing 
server. 

 

 

 

 

 

 

 

 

 

 

 

 

 



4. For better safety on your email messages, deselect the Remember password checkbox. 

 

 

 

 

 

 

 

 

 

 

 

 

 



5. You have now completed the setup of your account. Click on Finish. 

 

6. After you have an internet connection, click the Send/Recv Button at the top to check your mail. Please contact 
us if you think everything is set up correctly, but you're still having problems  


