
   

  

  

  

  

  

        

        

        

        

        

        

        

        

        

        

              

              

              

              

              

              

              

              

              

    

              

              

              

              

              

              

              

              

        

        

    

    

    

    

        

        

        

         

 

IT Services 
How to set up staff email on an Android phone 

Click the ‘Settings’ icon on the home 

screen. (If there is not an icon on the 

home screen then you can find ‘Settings’ 

in the application menu.)  

Within settings, please select ‘Cloud and 

accounts’. On some Android devices, this 

may simply say ‘Accounts’ or something 

similar 

Select ‘Accounts’ 



       

       

       

       

       

       

       

       

       

       

       

       

       

       

       

       

       

       

       

       

       

 

 

 

 

 

 

        

        

 

 

 

 

        

        

        

        

         

Select ‘Add account’  

and then ‘Microsoft Exchange ActiveSync’ 

Enter your MMU email address and 

password and select ‘Manual Setup’ at the 

bottom of the screen.  

The following pop-up box will appear, 

select ‘Microsoft Exchange ActiveSync’ 



              

              

              

              

              

              

              

              

              

              

              

              

              

              

              

              

              

              

              

              

              

              

              

              

              

        

        

        

        

        

        

        

Change the fields as instructed below (and 

as shown in the screenshot to the right) 

Change the ‘Domain\username’ field to 

contain ad\ID number  

Change the ‘Exchange server’ to 

outlook.mmu.ac.uk 

All other fields should be correctly filled  

Select ‘Sign in’ at the bottom of the page  

 

 

 

The following pop-up box will appear, 

select ‘OK’  

 

On the next page, select ‘Activate’ 

 



       

       

 

 

 

 

 

 

 

 

       

       

 

 

 

 

 

 

 

 

 

 

 

       

       

       

       

       

              

              

        

 

Open the ‘Email’ application 

It may take a few minutes for your emails 

to be retrieved from the server but your 

Android phone now fully set up to receive 

your MMU email.  

 

Note: The menus and settings on your 

personal Android device may differ slightly 

from those shown in this guide, as Android 

user interfaces tend to differ between 

devices. Please refer to the manufacturer’s 

instructions of your personal Android 

device to carry out these steps. This guide 

was created using a Samsung Galaxy S7.  


