
How to Setup Email 
in Apple Mail
information for macrobatix customers
The following is a step-by-step tutorial 
showing you how setup email in Apple Mail.                
Brought to you by Macrobatix, LLC.



STEP 1
From the Apple Mail menu, select “Mail”, then “Preferences”.



STEP 2

STEP 3

Select the “Accounts” tab.

Click the plus sign”+” at the bottom-left of the “Accounts” window. 



STEP 4
On the “Account Information” screen, select “IMAP” from the “Account Type” list, and enter your 
information as follows:

Description: Enter the name of your account. This name is just for your reference.•	

Email Address: Enter your entire email address. Example: youremail@your-domain-name.com.•	

Full Name: Enter your name.•	

Incoming mail server (IMAP): Type the domain name of your incoming mail server.•	

User Name: Enter your entire email address, again.•	

Password: Enter the password you set up for your email account.•	

Outgoing Mail Server (SMTP):  Select “Add Server” from the list. •	



STEP 6

STEP 5

Note:

In the “SMTP Server Options” window, enter the following information in the appropriate fields:

Outgoing Mail Server field: Enter the domain name of your outgoing mail server. •	

Server Port: Enter 587.•	

Authentication: Select “Password” from the dropdown menu. •	

User name: Enter your entire email address. Example: youremail@your-domain-name.com. •	

Password: Enter your password.•	

“Mail.your-domain-name.com” is an SMTP relay server. In order to use this server to send emails, you must first 
activate SMTP relay on your email account. Log on to your Manage Email Accounts page to set up SMTP relay. 
If you do not have SMTP relay set up and your Internet Service Provider (ISP) allows it, you can use the outgoing 
mail server for your Internet Service Provider. Contact your Internet Service Provider to get this setting.

Click “OK”.



Setup Complete

Congratulations! You have successfully set up your email account in Apple Mail. 

If you have any questions or need help with this or any other Macrobatix tutorial please send email to 
support@macrobatix.com. Please visit www.macrobatix.com/tutorials to see other information and tutorials.  

Setup Complete


