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}Under File, 
Choose Info

} In the Account 
Settings box, 
click Add 
Account



} If you need to remove an 
old account , go to File then 
Info.  

} Choose Accounts or Account 
Settings

} Select the Account to remove
} Click Remove (red arrow)
} Confirm your selection

} Note this doesn’t delete mail, 
it just deletes the connection 
to the server.

HINT: If youõre about to re- create 
a new account, youõre on the 
right page, click New (Green 
Arrow)



}Choose 
Manually 
Configure 
Server Settings

}Next



}Choose Internet 
Email

}Next



}Enter your name and 
email

}Choose POP3 or IMAP
}Enter incoming server 

as pop.gds.us or 
imap.gds.us

}Enter outgoing server 
as smtp.gds.us

}Username is your full 
email address

}Enter your password
}Click More Settings



}Click the Outgoing 
Server Tab

}Click the checkbox for 
My outgoing server 
(SMTP) requires 
authentication.

}Click the Advanced Tab



}Click the SSL 
dropdown for both 
incoming and 
outgoing connections.

}The port number will 
correctly change for 
incoming (pop or 
imap)

}Change the port 
number for SMTP to 
465. (Green arrow.)



}Click OK

}Click OK and 
Finish to 
complete the 
account.


