
 

 BC Faculty and Staff Email Setup Guide  
For Android Devices  
NOTE: There are many different versions of the Android operating system. Because of this, the menus and layout 
on your device may appear a bit differently from what you see below. However, the settings you must enter 
should remain the same, regardless of the device. This setup was performed using a Samsung Galaxy device.  

1) Navigate to the Settings menu on your device. Within the settings, should be a section for accounts. 
Select Add Account from this section.  
Once here, you must choose to add a Microsoft Exchange account. It may appear under a variety of  
different names, such as: Exchange, Microsoft Exchange, Microsoft Exchange ActiveSync, or Corporate. 
In many cases, you will see a small square icon next to the name.  
 

 



 



2) Enter your full Brooklyn College e-mail address and password. (e.g. JDoe@brooklyn.cuny.edu) and 
then select Manual Setup.  
Enter the following credentials:  
• Email address: Your full Brooklyn College email address (e.g. JDoe@brooklyn.cuny.edu)  
• Domain\Username: • The domain is brooklyncollege (one word, no space)  
• Your username is the portion of the email that comes before @brooklyn.cuny.edu  
• Therefore, domain\username is: brooklyncollege\username (e.g. brooklyncollege\jdoe)  
 
• Password: Your regular Brooklyn College email password  
• Exchange Server: mail.brooklyn.cuny.edu  
• Make sure that the Use secure connection (SSL) option is checked.  
 
Scroll down a bit and, select Next to continue.  

 



3) You should see a screen appear that says “Checking incoming server settings…” Please wait for this to 
finish. Once it has, you may have a security message pop up. Press OK to continue. 

 



4) You should now see a screen that allows you to customize your account options. The most important 
of these options is the Period to sync Email. If you would like to be able to see ALL of the past messages 
in your mailbox, you should set this option to sync All messages. If you would like to only retrieve the 
last 2 weeks, set this option to 2 weeks, etc... The same goes for the Period to sync Calendar option.  
You can also customize if you would like to sync your contacts, calendar, and tasks as well, by checking 
the applicable box next to each option.  
Select next to continue. 

  



5) You may receive another security popup asking for permission to activate device administrator. Select 
Activate to continue.  
6) Lastly, you may customize the name your mailbox is listed under within the Email app. You can leave 
it as the default, or change it to something else you prefer, such as BC-Mail.  
Your BC Email should now be setup. To access it, please open up your default Android email app, and 

select it from the list of available mailboxes. 

  



 



 

 

 

 


