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You can use the following procedure to configure any version of Outlook. The 2016 screens are graphically different
from other versions but the required information is the same.

1. Open Outlook.
If there are no accounts currently configured in Outlook, the Startup Wizard will launch.

When the Setup Wizard appears enter the email we have created for you, Select Advance Options, click the let me
set up my account manually then click Connect. If the Setup Wizard does not show then click the File menu Info
and click Account Settings, Add Account.

Welcome to QOutlook

Enter an email address to add your account.

|cstest@mybaystone.com |

Advanced options A

[] Let me set up my account manually

2. You will be taken to the Choose account type screen and then you will click IMAP.

©

Choose account type

d g &

Office 365 Qutlook.com Google

33

Exchange POP IMAP
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3. You will be taken to the IMAP Account Setting.
a. Make sure the Incoming Mail Server says webmail.yourwebsitemail.com and the Port is 993.
e Inthe drop down box for Use the following type of encrypted connection: select SSL/TLS.
b. Make sure the Outgoing Mail Server says webmail.yourwebsitemail.com and the Port is 465.
e Inthe drop down box for Use the following type of encrypted connection: select SSL/TLS.
Click Connect.

@ IMAP Account Settings for test@mybaystone.com
(Not you?)

Incoming mail

Server l\".’ebmail.yourwebsitemail.coml l Port ‘7993

Encryption method iVSSL./?LS i Y|

[ Require logon using Secure Password Authentication (SPA)

Outgoing mail
Server :\V’\"ebmai'l.youn/vebrs-ivtemail:com Port 465
Encryption method 7SSL/:TLS '7:

|| Require logon using Secure Password Authentication (SPA)

4. Finally Enter the User Name and Password we provided you then click OK.

r | i\
Internet Email - cstest@mybaystone.com L% |

\?) Enter your user name and password for the following server.

Server Webmail.yourwebsitemail.com

User Name: ;E;teéf@myﬁaystbne.com

Password: [ xxaarasnas

[¥] Save this password in your password list

[ OK ] [ Cancel ]
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EMAIL CONFIGURATION CONFIRMATION

1. Open Outlook.
Click the File menu Info and click Account Settings.

Inbox - cstest@mybaystone.com - Outlook 2 = ] X

©

Account Information

Open & Export

=1 cstest@mybaystone.com
-
e =N mmap/sMTP

+ Add Account

[—‘ Account Settings
=

Change settings for this account or set up more connections.
Get the Outlook app for iPhone, iPad, Android, or Windows 10 Mobile.

Settings ~
Office r
Account %’ Account Settings...
&% Add and remove accounts or

Feedback change existing connectio settings, IRox by emptying Deleted Items and archiving.

@ | Change Profile
Support &:‘ Restart Microsoft Outlook and

choose a different profile.

Options Manage Profiles

= "‘?d and rEmoye profiles or change organize your incoming email messages, and receive
Exit eXsting proflesettings. ed, changed, or removed.

& Alerts |

2. Select the Email you wish to configure then click Repair.

mybaystone.com - Outlook

Send / Receive Folder View Help Q Tell me what you want to do

e x = QReply [ Moveto:? YiMover || | |[SearchPeople
3 S o
& ~  R2Reply All 3 To Manager | i5Rules~ [EE: Address Book -
New New = o Delete Archive E@ - = . = S ) . Send/Receive
Email Ttems~ 457 & Forward | = Tear Erhal | WoneNote - Y Fitter Email~ ") Folders
New Delete Respond Quick Steps IF} Move Find Send/Receive ~
4 Favorites % Account Settings i = | ld
Inbox 1 3 A
Email Accounts B&1v 1148 AM
Sent Items You can add or remove an account. You can select an account and change its settings.
v
Trash

Email ‘ Data Files ] RSS Feeds | SharePoint Lists I Internet Calendars | Published Calendars | Address Books

4 cstest@mybaysto...

B Tnbox 1 & New. I‘i“"w Iﬁ‘ Change.. @ SetasDefault X Remove # &
Drafts [5] —llams Tone
Sent Items Q cstest@mybaystone.com IMAP/SMTP (send from this account by default) l
Trash

Deleted Messages
Junk E-mail
Notes

Other

Outbox

Selected account delivers new messages to the following location:
RSS Feeds

cstest@mybaystone.com\Inbox

Sent Messages ; 5 A
in data file C:\Users\mkeho\...\Microsoft\Qutlook\cstest@mybaystone.com.ost

Spam

Search Folders

Close
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3. Click Manually configure server setting or additional server types, and then click Next.

Inbox - cstestC aystone.com - Outlook

Send / Receive Folder View Help Q Tell me what you want to do

o | &
@
E’ 0'3 x .
New New °
Email Items> &7

New

4 Favorites
Inbox 1
Sent Items

Trash

4 cstest@mybay:
I Inbox 1
Drafts [5]
Sent Items
Trash
Deleted Messages
Junk E-mail
Notes
Other
Outbox
RSS Feeds
Sent Messages
Spam

Search Folders

x D € Reply o P Yl Move ~ > Search People [j?
(G2 Reply All 3 To Manager v igRules~ [EZ Address Book =1
Delete Archive - = 2 = 2 _ : Send/Receive
£ Forward Team Email 7| 0 OneNote + Y Filter Email ~ All Folders
Delete Respond Quick Steps 1] Move Find Send/Receive A~
Repair Account R
Auto Account Setup > v 1143 AM
Manual setup of an account or connect to other server types.
v
() Email Account
Your Mame fcstest@mybaystor\e.com
Example: Ellen &dams
Email Address icstest@mybaystone.com
Example: ellen@contoso.com
Easswarid axrananann
Retype Password: "“*"*"""
Type the password your Internet service provider has given you.
I (@ Manual setup or additional server types I
<gack | Next> | [ Concel | [ hHep |

4. On the Internet E-mail Settings page, provide the following information:

a.
b.

S @ ™0 oo

Type your name in the Your Name field.

In the E-mail Address field, type the email address.

From the Account Type drop-down list, select IMAP.

In the Incoming mail server field, type webmail.yourwebsitemail.com

In the Outgoing mail server (SMTP) field, type webmail.yourwebsitemail.com
For User Name, type your full email address.

In the Password field type the password that was given to you by your provider.
Click the Remember password checkbox if you want to select this option.

Make sure Require logon using Secure Password Authentication (SPA) is NOT checked
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ystone.com - Outlook

Send / Receive i Help Q Tell me what you want to do
[j .i.j T x D 2 Reply o [% Move to: 7 ¥ Move ~ > Search People [:.:
g - = 3
o (=R 5 @. Reply All 9) To Manager ~| 3 Rules~ [EZ: Address Book .
New New o Delete Archive =g = £ = Tags : : Send/Receive
Email Trems~ & 3 Forward = Team:Email *| MoneNote - Y FilterEmail~ " Ay Folders
New Delete Respond Quick Steps P Move Find Send/Receive ~
Z s N

4Favorites Repair Aecaon | = |

Inbox 1 R e

POP and IMAP Account Settings L-  1148AM
Sent Items Enter the mail server settings for your account.
v
Trash
User Information Test Account Settings
4 cstest@ mybay: Your Name: | cstest@mybaystone.com We recommend that you test your account to ensure that
b Inbox 1 : , o T the entries are correct.
Email Address: |cstest@mybaystone.com
Drafts [5] Server Information
L Test Account Settings ...
Sent Items Account Type: [map ~1
Trash : ; . ‘ 3 V| Automatically test account settings when Next
oy Incoming mail server: Webmail yourwebsitemail.cc Sonaialy ?

Deleted Messages " : R
9 Outgoing mail server (SMTP): | \Webmail.yourwebsitemail.cc|

el Logon Information
Notes R -

User Name: | cstest@mybaystone.com
Other = Mail to keep offline: All

Password: |axaRaRER . El
Outbox O

[¥] Remember password

RSS Feeds

[] Require logon using Secure Password Authentication

Sent Messages (SPA)

Spam

Search Folders

) o ) ) ()

5. Once completed Click the More Settings button.

Send / Receive Folder Vi

=R el R e ==
S « = E
- - Z @. Reply All =% Manager ~| i Rules~ [EZ Address Book )
New  New e Delete Archive E@ = ‘ BT Ernail = ags 2 Z Send/Receive
Email tems~ &9~ £ Forward | eam tmai ¥: _@ OneNote - Y Filter Email - All Folders
New Delete Respond Quick Steps 1] Move Find Send/Receive ~
: s Ny
4 Favorites Repair Account ‘ = J
Inbox 1
POP and IMAP Account Settings I~ 1148AM
Sent Items Enter the mail server settings for your account.
v
Trash
User Information Test Account Settings
- CSTeSt@mybay Your Name: cstest@mybaystone.com | ‘We recommend that you test your account to ensure that
b Inbox 1 v = T = the entries are correct.
X Email Address: cstest@mybaystone.com |
Drafts 3] Server Information
= Test Account Settings ...
Sent ltems Account Type: {MAP
A < = 1 Automatically test account settings when Next
ic Incoming mail server: Webmail.yourwebsitemail.cq S v 9

Deleted Messages . . —
9 Outgoing mail server (SMTP): | \webmail.yourwebsitemail.cc

L0k E:mait Logon Information
Notes
User Name: cstest@mybaystone.com ‘
Other = Mail to keep offline: All
Password: AARRRRARES ‘ . 0
Outbox S
Remember password
RSS Feeds
[7] Require logon using Secure Password Authentication
Sent Messages (SPA)
Spam

Search Folders
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6. The Internet E-mail Settings page opens.

Click the Outgoing Server tab.

a. Ensure that the My outgoing server (SMTP) requires authentication checkbox is selected.
b. Ensure that the Use same settings as my incoming server is selected.

Internet Email Settings L% |

m Outgoing Server | Advanced

My outgoing server (SMTP) requires authentication
@ Use same settings as my incoming mail server
@) Log on using

'| Remember password
Require Secure Password Authentication (SPA)

[ OK ][ Cancel ]

\. v,

7. Click the Advanced tab.

a. Make sure the Incoming Server (IMAP) port is 993.
e Inthe drop down box for Use the following type of encrypted connection: select SSL/TLS.
b. Make sure the Outgoing Server (SMTP) port is 465.
e Inthe drop down box for Use the following type of encrypted connection: select SSL/TLS.

Click OK.

>
Internet Email Settings ‘

| General I Outgoing Server] Advanced |

Server Port Numbers
Incoming server IMAP): 993
Use the following type of encrypted connection: :SSL/TLS ) [ZI
QOutgoing server (SMTP): 7465 I
Use the following type of encrypted connection: :SSL/TLS ] lz\

Server Timeouts
Short Long 1 minute
Folders

Root folder path:

Sent Items
D Do not save copies of sent items

Deleted Items

[j Mark items for deletion but do not move them automatically

Items marked for deletion will be permanently deleted when the
items in the mailbox are purged.

] Purge items when switching folders while online

[ OK ] [ Cancel
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8. Click Test Account Settings to validate the information that you entered.

Inbox - cstes ne.com - Outlook
Send / Receive Folder View Help Q Tell me what you want to do
ol & [ S g |[Eveewr [ Mo |[p]sooron | %
- - ; {2 Reply All 1o Manager ~| ‘= Rules~ [ Address Book i )
New New Delete Archive Ei- = T Ermail = ags 2 : Send/Receive
Email Ktems~ &7 £} Forward cam:Ema; Y| MoneNote - Y FiterEmail "y Folgers
New Delete Respond Quick Steps F} Move Find Send/Receive A~
4Favorites ( Repair Aecodns (=]
Inbox 1 e
POP and IMAP Account Settings L~ 1148 AM
Sent ltems Enter the mail server settings for your account.
v
Trash
User Information Test Account Settings
4 cstest@mybayy | vour Name: stest@mybaystone.com We recommend that you test your account to ensure that
P Inbox 1 : = the entries are correct.
Email Address: cstest@mybaystone.com
|| e [Cams]
o Test Account Settings ...
Sent Items Account Type: [ap =
2 : S - V| Automatically test account settings when Next
Trasly Incoming mail server: Webmail.yourwebsitemail.cc is S e
Deleted Messages o . ————————————
s 29 Outgoing mail server (SMTPJ: | Webmail yourwebsitemail.cc
Junk E-mail Lopon o ioni
Notes e
User Name: cstest@mybaystone.com
Other = Mail to keep offline: All
Password: FARRRRARE . 5
L 0
Qutbox _
@ Remember password
RSS Feeds
D Require logon using Secure Password Authentication
Spam
Search Folders
\. J

Note: If the test fails, double-check that the information is correct, and try the test again. If the test fails again,
contact your provider for assistance.

a. Click Next.
b. Click Finish.



