
To set up a new account in iPhone/iPad/iPod mail: 

1. From the home screen of the mobile device, access Settings. 
2. Select Mail, Contacts, Calendars. 
3. Under Accounts, select Add Account… 

4. From the list of account types (iCloud, Exchange, Gmail…) select other. 
5. From the Add Account/Other screen, Select Add Mail Account.  The New Account screen 

appears. 
6. Enter a Name.  This is the name that people will see when they receive an email from you. 

7. Enter the full email address for the account you want to configure in the Address field. 
8. Enter the password for the email User Name in the Password field Select Next. 
9. Select POP3 as the incoming email server type. 
10. Fill in the incoming and outgoing email server’s Host Name as follows.  Replace 

your_domain.com with your domain name.  Do not include www in the domain name. 

             Incoming Mail Server:  yourdomain.com 

             Outgoing Mail Server:   smtp.yourdomain.com:587  

11.  Fill in your email User Name for both the incoming and outgoing email server.  
12.  Select Save. 

Note: 
#1:  You may get an error saying Cannot Verify Server Identity.  If you do, select Continue. 

#2:   You may also receive an error saying Cannot Connect Using SSL.  Do you want to try 
setting up the account without SSL?  Select Yes.  You may need to indicate that you do not wish to 
use SSL more than once. 

Optional Delivery Settings 

To access the optional delivery settings: 

1. From the home screen, select the Settings icon.  The Settings screen appears. 
2. Select Mail, Contacts, Calendars.  The Mail, Contacts, Calendars screen appears. 
3. Select your account under Accounts.  Your account information screen will appear. 
4. Select Advanced.  The Advanced screen appears. 
5. Select Delete from server.  The Delete from server screen appears. 

   

o The option when removed from Inbox will delete messages from the server when 
you delete messages in your inbox. 

o The option Seven days will delete messages from the server that are 7 days old, but 
you will still have a copy on your device. 

Please do NOT leave messages on the server for more than 30 days as a large mail box will 
slowdown the server and may result in many time-outs. 

 

Please let us know if you think we should Add/Change anything in this article 
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