
 

 1 

IPHONE EMAIL INSTRUCTIONS 
Initial Set Up 
1. Tap your Settings app:   
 

 
 

2. Scroll down and select Passwords & Accounts:  
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3. Scroll down again and click Add Account: 
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4. On the Add Account screen, choose Other at the bottom: 
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5. In the Mail section, select Add Mail Account: 
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6. The next screen should display the form below: 
 

 
 

• Fill out the first three spaces (Name, Email, Password) 
• The description field will populate with your email address. 
• If you do not know or did not receive your email account password, please give us a 

call at (915) 351-8440 to request that information.  
 

Once all boxes are entered with the correct information tap Next in the upper right corner 
 
  

{ 
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7. Confirm IMAP is selected and enter the information in red below.  

Once the required fields are entered, click Next. 
 

 
 

              Note: Set up your email account on your computer as an 'IMAP' account as well. 
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8. The information entered will be verified: 

 

 
 

 

Settings Confirmation 
 

Your settings should be saved, but you will need to confirm and configure a few more items. 
 

1. Return to main Settings screen and select Passwords and Accounts: 
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2. Select the email account that was just added: 
 

 
 
 
Then select it again: 
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3. Scroll down to the Outgoing Mail Server and click the button: 

 

 
 

 
Then select it again: 
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9. Toggle the SSL off: 
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10. Click on Authentication  
 

 
 
 
Confirm that Password is checked: 
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11. Once confirmed, press the Back arrow and your account will verify.                               
Continue to exit until you’ve returned to the account view and select Advanced: 
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12. Here you will review the mailbox settings. Click on the Drafts Mailbox: 

 

 
 
Confirm Drafts is checked: 
 

 
 
Repeat this confirmation for the 'Sent Mailbox' and 'Deleted Mailbox' as well. 
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13. Return to the account view and scroll to the Incoming Settings.  
Confirm all of your information is correct. 
 

 
 

 
14. Exit from Settings. You can now access your email via the Mail app on your iPhone: 

 

 
 

Congratulations! You have successfully updated your email information.  
Now you’re ready to send a test email from your email account. 

 
Please contact us at (915) 351-8440 if you have any questions. 

 


