[image: ]	Setting up 1and1 via Outlook
[bookmark: _Toc464236394]Step 1
On your computer, click the Start Menu and select Control Panel.
[bookmark: _Toc464236395]Step 2
If using Windows XP, double-click the Mail icon.[image: Open the Control Panel]
Open the Control Panel


If using Windows Vista, Windows 7, or above, type Mail into the search box at the top-right of the Control Panel window to quickly find the Mail icon. Then, double-click it. 

[image: Click Mail]
Click Mail


[bookmark: _Toc464236396]Step 3
Click the Email Accounts button. 

[image: Click E-mail Accounts]
Click Email Accounts
[bookmark: _Toc464236397]Step 4
Under the Email tab, click the New button to add your 1&1 email account. [image: Click New]
Click New


[bookmark: _Toc464236398]Step 5
Select Manually configure server settings or additional server types and then click the Next button. 
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Select Manually configure


[bookmark: _Toc464236399]Step 6
Select the POP or IMAP type of account and then click the Next button. 

[image: Select Internet E-mail]
Select Internet Email


[bookmark: _Toc464236400]Step 7
· Enter Your Name. This is the name that will appear when others receive your email.
· Enter your 1&1 ( IONOS) email address.
· Make sure that IMAP is selected from the Account Type drop-down box.
· Enter imap.ionos.com as the Incoming mail server.
· Enter smtp.ionos.com as the Outgoing mail server (SMTP)
· Enter your full 1&1(IONOS)  email address as the User Name
· Enter the email account's password.
· Check the box for Remember password if you do not want to enter your password every time you check or send mail from this account.
· Click the More Settings button.

[image: Enter the appropriate information and click More Settings]
Enter the appropriate information and click More Settings

[bookmark: _Toc464236401]Step 8
Select the Outgoing Server tab from the top of the new window that opens.

[image: Select Outgoing Server]
Select Outgoing Server


[bookmark: _Toc464236402]Step 9
Check the box for My outgoing server (SMTP) requires authentication and ensure that Use same settings as my incoming mail server is selected.

Next, click the Advanced tab at the top of the window.

[image: Click Advanced]
Click Advanced


[bookmark: _Toc464236403]Step 10
Enter port 993 as the Incoming server (IMAP) port and ensure that SSL is chosen from the following type of encrypted connection drop-down box.

Enter port 587 as the Outgoing server (SMTP) port and choose TLS from the drop-down box next to Use the following type of encrypted connection.

Click the OK button to save your settings.
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Enter the information and click OK


[bookmark: _Toc464236404]Step 11
Click the Next button. 

[image: Click Next]
Click Next


[bookmark: _Toc464236405]Step 12
If the test fails, go through the previous steps and double-check all of your settings in Outlook. If the test is successful, click the Close button. 

[image: Click Close]
Click Close


[bookmark: _Toc464236406]Step 13
Click the Finish button.

[image: Click Finish]
Click Finish


[bookmark: _Toc464236407]Step 14
Click the Close button to close the Account Settings window. 

[image: Click Close]
Click Close


[bookmark: _Toc464236408]Step 15
Click the Close button to close the Mail Setup window.

[image: Click Close]
Click Close

You may now launch Outlook from the Start menu and begin writing and checking your mail!


Step 16
Once you have added the company email, you need to add the company signature to it. 
1. Go to File/Options…
2. Inside the options window, click on the "Mail" tab and then click Signatures…
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[image: C:\Users\ronce\AppData\Local\Microsoft\Windows\INetCache\Content.Word\Screenshot_21.png]
3. Click on New and define the name of your company signature
4. In the Edit signature box, copy YouTestMe or Malloc Inc official email signatures

John Doe | Job Title | YouTestMe
john.doe@youtestme.com
Phone:+1 647 5586 199
https://www.youtestme.com/ 
[image: YouTestMe Logo]
John Doe | Job Title | Malloc Inc.
john.doe@mallocinc.com
Phone:+1 647 5586 199
www.mallocinc.com 
[image: YouTestMe Logo]
SetingUp AutoArchive in Outlook
The necessary instructions on how to set up auto archiving can be seen in this video:
https://owncloud.youtestme.com/owncloud/s/6xgEERIMH9po3Cg



Troubleshooting
Outlook won't connect to my YouTestMe email account
If the settings in the steps above didn't help you connect Outlook to your YouTestMe email account, try with the settings in the table below.
First, try to set up Outlook using IMAP.

	#
	Setting
	IMAP
	POP3

	1. 
	Incoming Server
	imap.ionos.com
	pop.1and1.co.uk

	2. 
	Port with SSL enabled
	993
	995

	3. 
	Outgoing Server (SMTP)
	smtp.ionos.com
	auth.smtp.1and1.co.uk

	4. 
	Outgoing port with TLS enabled
	587
	587

	5. 
	Outgoing server requires authentication
(user name and password)?
	Yes
	Yes



Outlook stopped receiving new emails
Sometimes Outlook stops receiving new emails even though there are no errors in send/receive. If this occurs, go to Task Manager and in Processes tab end Outlook.exe process. When this process is gone, start the Outlook again and it should start receiving emails again.
Page 5 of 18
image2.png
G O)~[F > conorron +

Control Panel Home

Name Category.
X





image3.png
Email Accounts

? Setup e-mal accounts and drectores.

DataFies

£ mail Accounts.

O —
hEEEEEEE

Profies

Data Fies.

Setup multple profies of e-nai sccounts and
data fies. Typicaly, you only need one.

Show Profes.

cose





image4.png
E-mail Accounts.
‘You can acd or remove an account. You can select an account and change ts settings.

Emol Dot s | RS Fecds | Sharspont st | itemet Calnders [ bl Colenrs | Addss ook

S Nen | R Repar... W Change... @ SetasDefak X Remove # &

Neme Type





image5.png
Auto Account Setup
Connect to other server types.

() E-mail Account.

Example: Ellen Adams

Example: elen@contoso com

Tyee the password your Internet service pravider has civen you,

© Text Messaging (SMS)

[ Manually configure server settings or additional server types|





image6.png
Add New Account =

Choose Service

© Internet E-mail
Connect to POP or IMAP server to send and receive e-mail messages.
Microsoft Exchange or compatible service
Connect and access e-mai messages, calendar, contacts, faxes and voice mai messages.
Text Messaging (SMS)
Connect to a mobile messaging service.

Other
Connect to  server type shoun below.





image7.png
Add Account

POP and IMAP Account Settings
Enter the mal server settings for your account.

User Information
Your Name: John Smith

Email Address: ohn.smith@youtestme.com

Server Information
Account Tpe: s

Incoming mail server: imap.tand1.com

Outgoing mail sever (SMTPY: [smtp.Tand.com

Logon Information
User Name: john.smith@youtestme.com
Password: =

emember password

[Require logon using Secure Password Authentication

(5P

Test Account Settings

We recommend that you test your account to ensure that
the entries are correct

Test Account Settings

Automatically test account settings when Next
is dicked

Mail to keep offiine: All

More Settings

<Back Next > Cancel





image8.png
General [ outgoing Server

Mail Account

Type the name by which you want to refer to ths account. For
example: “Work” or "Microsoft Mail Server”

Other User Information

B —





image9.png
General Advanced|

Ny outgoing server (SNITP] requires authentication
© Use same settings as my incoming mail server
T 'Log on using.

Remember password
[]Reauire Secure Password Authentication (SP)





image10.png
D Intermet Emai ettings

General Outgoing Server  Advanced

Server Port Numbers

Incoming server (IMAP): Use Defauts

Use the following type of encypted connection: [SSUTLS.
‘Outgoing server (SMTP):

Use th following type of encypted connection: [Auto [

e Tmeouts
Short 8 Long 1 minute

Folders
Root folder path:

Sent ftems.

Do not save copies of sent items
Deleted ftems.

[ 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

e





image11.png
B Add New Account =

Internet E-mail Settings
Each of these settings are required to get your e-mail account working.

— R

- e A S
ot Smith recommend you test your account by diicking the button

E-mail Address: |account@1and thelp.com below. (Requires network connection)

B

Pl - 5

R =

Outgoing mail server (SMTP): |smep. 1and1.com

S

User Name: laccount@ tand thelp.com

— —=

[CJRequrelogon using Secure Password Authenticaton (SPA)





image12.png
B Add New Account =

Internet E-mail Settings
Each of these settings are required to get your e-mail account working.

+/ Log onto incoming mal server (IMAP)
/' send test e-mail message

[[]Reauirelogon using Secure Password Authenticaton (SPA) More Settings .





image13.png
Congratulationst

You have successfull entered al the information required to setup your account.

To dose the wizard, cick Fiish.





image14.png
E-mail Accounts.
You can add or remove an account. You can select an account and change it settngs.

Emol [ Data s | RsSFecds | SharsPont st | intemet Calndors | ublshed Calenors | Addss ook

GNen.. Repar... B Change... @ SeiasDefalt XRemove # &

Name. Type
® account@iand help.com IMAR/SMTP (send from this account by default)

Selected account defvers new messages to the folowing locaton

‘account@1and1help.com\Inbox
i data file C:\Users\danafer... Mcrosoft|Outooklaccount @ tand thelp.com.pst





image15.png
B Mail Setup - Outiook
el Accunts
) seert s mdrere.

Data Fies

4, Change settings for the fies Outook uses to
store e-mail messages and documents.

Profies

Setup multiple profies of e-mail accounts and
data fies. Typicaly, you only need one.

e

Show Profies...

| o |





image16.png
Outlook Options. ? X
Genersl () change the settings for messages you create and receive.
il
Calendar Compose messages
People @ Change the editing settings for messages. Editor Options...
Tk Compose messages i thisformat:
Search
ABc
Always check speling before sendir and Autocorrect..
Language v O Aways pelling ing Spelling
nore riginal message txt i repy o forward
Ease of Access. o ! il
Advanced
[ cretecrmty signatures formessages.
Customize Ribbon
QuickccessToolar || A e statonesyto change deflfonts sndss,clrs,and bckgrounds Sttionery and Eonts..
Adei
Trust Center Otk e
Customize how items ae marked a5 read when using the Reading Pane. e

Message arrival
When new messages arive:

Play 2 sound

0] Eriefly change the mouse pointer

0] Show an envelope icon in the taskbar

Display a Desktop Alert

0] Enable preview for Rights Protected messages (May impact performance)

Conversation Clean Up.





image17.png
Select signature to edit Choose default signature

9 youtestme





image18.png
L4
a? youtestme




image19.png
L Malloc

CORPORATION




image1.png
& Control Panel B=X]
L

Fle Edt View Favortes Took Help

O B s s @ rodr e

R v e Mg
s & ¥ D B W@ B X
bty Aditordnre dddr iz e Aonoie Gy
B swich to Categary View Optons Remo. Tods | Destop  Updstes  DVDDeco
> &N W % o s
sceiso of © 2 v 2 &
Dateand Time  Display  Folder Options. Fonts Game. Indexing  Intel(R) ASF
R Windows Lidste. Controlers  Optons  Agert Console
@ st - :
& | D )
e
Tnternet Jva  Keyowd | il Mose  Newok  WIDIA
e oot comabael

@ kL % & a @ 8 |

WVIDIARView Phone and  Power Options Printersand  QuickTime  Regionaland  Scanners and

Desesarn, Mot o Congiage . Cameras
= 9
2 ¢ B 9 & W
el Sy Swwe  Sandwy Sandiad  Soeeh  Symen
LR A i
)
= 8 § e <
Tosbarand Uit Wedws Wi wndess
ey Gz Fomndl necwkon

40 objects





image20.png
o
n? youtestme




