
 

The following instructions will document how to set up an IMAP ŜƳŀƛƭ ŀŎŎƻǳƴǘ ǳǎƛƴƎ [ŀƴŀƛǊΩǎ ƘƻǎǘŜŘ ŜƳŀƛƭ ǎŜǊǾƛŎŜΦ   

1.)   When you first start up outlook, and if there is no account currently associated with it, you will see the following 
screen. 

 

 

This start up screen will help guide you through the set up and allow you to enter in all of your account information for 
sending and receiving email.   

2.)  When you click Next, on the welcome screen, Outlook will ask you to verify the set up as shown below.  You should 
ǎŜƭŜŎǘ ά¸Ŝǎέ ƻƴ ǘƘŜ ǎŎǊŜŜƴΣ and then click Next. 

 



3.)  The next window will ask you to set up your basic options.  You should ignore the fields asking for text boxes and 
ǇƭŀŎŜ ŀ ŎƘŜŎƪƳŀǊƪ ƛƴ ǘƘŜ ōƻȄ ƭŀōƭŜŘ άaŀƴǳŀƭƭȅ ŎƻƴŦƛƎǳǊŜ ǎŜǊǾŜǊ ǎŜǘǘƛƴƎǎ ƻǊ ŀŘŘƛǘƛƻƴŀƭ ǎŜǊǾŜǊ ǘȅǇŜǎΦέ  Then click Next.   

 

 

 

 

 

 

 

 

 

 

 

 

 

 

4.)  Next, you will give you choices on what kind of account to set up.  Since we are setting up a IMAP account, the first 
ƛǘŜƳΣ άLƴǘŜǊƴŜǘ 9-Ƴŀƛƭέ ǿƛƭƭ ƴŜŜŘ ǘƻ ōŜ ǎŜƭŜŎǘŜŘΦ  ¢ƘŜƴ ŎƭƛŎƪ Next. 

 

bƻǘŜ ǘƘŀǘ ǘƘŜ άLƴǘŜǊƴŜǘ 9-Ƴŀƛƭέ ǎŜƭŜŎǘƛƻƴ Ƙŀǎ 
the IMAP server portion underneath the 
heading.  

 

 

 

 

 

 

 

 

 

 



5.) The next page will contain all of the information necessary to create the email account.  First we will enter in the 
ά¸ƻǳǊ bŀƳŜέ ƛƴŦƻǊƳŀǘƛƻƴΦ  This will be your display name within outlook, as well as the name that all those receiving 
your messages will see.  For this example, we will be using the name John Smith.   

 

 

6.) Next, the email address field.  This will be provided to you by your System Administrator and will contain your 
username, followed by your purchased domain name.  In this example it is jsmith@email-setup.com, utilizing first initial 
trailed by the last name.   

 

 

Notice that POP3 shows up on default.  This is not the account type that we will want to use, so change need to be made 
within the drop down box to select IMAP. 
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7.)  Now, we will enter in the email server information.  This is the most important step in set up, and if you are unable 
to send or receive emails, this is usually the problemΦ  ¸ƻǳǊ άLƴŎƻƳƛƴƎ aŀƛƭ {ŜǊǾŜǊέ ƛƴŦƻǊƳŀǘƛƻƴ ǿƛƭƭ ōŜ 
imap.emailsrvr.com.  NowΣ Ǝƻ ǘƻ ǘƘŜ ¢ŜȄǘ .ƻȄ ǳƴŘŜǊƴŜŀǘƘ ƻŦ ƛǘ ŀƴŘ ŜƴǘŜǊ ƛƴ ǘƘŜ άhǳǘƎƻƛƴƎ aŀƛƭ {ŜǊǾŜǊ ό{a¢tύΦέ   ¢Ƙƛǎ 
server will be smtp.emailsrvr.com as illustrated below. 

 

 

 

 

 

 

Notice the username has 

automatically filled in.  This will 

change in the next step.   

 

 

 

 

 

 

 

8.)  Your username will be your email address, here as jsmith@email-setup.com, as shown above. 

Your password will be provided to you and all letters entered in will be displayed as asterisks (*).  

Note the remember password box.  This will make it so you do not need to enter in your password each time you open 
outlook.  
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Now, click the more settings button in the lower right hand corner of this window.  Below, it is highlighted in red. 

 

 

9.)  On the settings dialog box ǘƘŀǘ ŎƻƳŜǎ ǳǇΣ ǿŜ ǿƛƭƭ ǿŀƴǘ ǘƻ Ǝƻ ǘƻ ǘƘŜ ǎŜŎƻƴŘ ǘŀō ƭŀōŜƭŜŘ άhǳǘƎƻƛƴƎ {ŜǊǾŜǊΦέ  hƴ ǘƘŜ 

left, you will see the default layout that first shows up.  IŜǊŜ ǿŜ ǿƛƭƭ ƴŜŜŘ ǘƻ ŎƘŜŎƪ ǘƘŜ ōƻȄ ƭŀōŜƭŜŘ άaȅ hǳǘƎƻƛƴƎ {ŜǊǾŜǊ 

ό{a¢tύ wŜǉǳƛǊŜǎ !ǳǘƘŜƴǘƛŎŀǘƛƻƴΦέ  hƴŎŜ ǘƘŀǘ ƛǎ ŎƘŜŎƪŜŘΣ ǾŜǊƛŦȅ ǘƘŀǘ ά¦ǎŜ ǘƘŜ {ŀƳŜ {ŜǘǘƛƴƎǎ ŀǎ Ƴȅ LƴŎƻƳƛƴƎ aŀƛƭ {ŜǊǾŜǊέ 

is selected, which will normally come up on default. The proper set up is shown on the right.  Now, click OK. 

 

 

 



10.)  Once you hit OK, you will go back to the set up screen.  Here we will test the set up of the account.  On this page, 

ȅƻǳ ǿƛƭƭ ǎŜŜ ǘƘŜ ά¢Ŝǎǘ !ŎŎƻǳƴǘ {ŜǘǘƛƴƎǎ Χά button, below highlighted in Red.  Once clicked, a dialog box will pop up 

showing the send and receive progress.  If successful, hit the Close button to remove the box, then select Next on the 

Email settings page.  If it is not, check the details of the failure, then make sure that the information it is showing is 

entered in correctly on the Email settings page, and then retry the test. 

 

 

11.)  Once complete, you will see the final page, informing you that the set up is successful.  Click Finish here and it will 

take you to your inbox.  

 

 

Your email is now set up.  You will begin to download all messages that are currently on the server to your inbox.  


