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Configuration of Twake Mail on MS Outlook

Open Control Panel:

Best match

Control Panel
App

Apps Control Panel

App
i1t HP Audio Control

Go to the Windows Control Panel.

In the search bar, type Mail and select Mail (32-bit).

Control Panel

&« S v o > Control Panel

Adjust your computer's settings View by: Category ~

System and Security

Review your computer’s status

Save backup copies of your files with File History
Back up and Restore (Windows 7)

User Accounts
'y Change account type

Appearance and Personalisation
Network and Internet

s
in-
View network status and tasks "s Clock and Region
[
L

Hardware and Sound Change date, time or number formats

View devices and printers
Add a device
Adjust commonly used mobility settings

Ease of Access
Let Windows suggest settings
Optimise visual display

 DIE @

Programs
Uninstall a program
Get programs

- v N » Control Panel

q’f@ Mail (32-bit)

OSearch Windows Help and Support for "mail”




Set Up a New Email Account
In the Mail Setup window, click on Email Accounts.

@ Mail Setup - Government Email Service Unit *

E-mail Accounts

§ ? Setup e-mail accounts and directories. [ il ]
Data Files
& Change settings for the files Outlook uses to Data Files
store e-mail messages and documents. —_—

Profiles

Setup multiple profiles of e-mail accounts and )
data files. Typically, you only need one. _ Show Profiles...

Click on New to add a new email account.

{0 Account Settings X

E-mail Accounts
You can add or remove an account. You can select an account and change its settings.

E-mail  Data Files RSS Feeds SharePoint Lists Internet Calendars Published Calendars Address Books

G New... R Repair.. W Change.. @ SetasDefault X Remove # &

MName Type




Select Manual Setup:

Choose Manual setup or additional server types and click Next.

© Manual setup or additional server types

Select POP or IMAP and click Next.

@ Add Account X

Choose Service —\'[i

O Microsoft Exchange Server or compatible service
Connect to an Exchange account to access email, calendars, contacts, tasks, and voice mail

() Outlook.com or Exchange ActiveSync compatible service
Connect to a service such as Outlook.com to access email, calendars, contacts, and tasks

© POP or IMAP
Connect to a POP or IMAP email account




POP3 Configuration

Enter Account Information: POP3

Your Name: Enter the name you want recipients to see. (E.g. CISD_GES Unit)

Email Address: Enter your full email address.

User Information
Your Name: \CISD_GES Unit
Email Address: cisd_gesu@govmu.org

Enter Account Information: POP3

Configure Server Settings:
Account Type: Select POP3.
Incoming Mail Server: Enter pop3.govmu.org.

Outgoing Mail Server (SMTP): Enter smtps.govmu.org.

Server Information

Account Type: POP3 ~

Incoming mail server: pop3.govmu.org

Outgoing mail server (SMTP): | smtps.govmu.org

Logon Information:

User Name: Enter your email address.

Password: Enter your password.

Logon Information
User Name: 'cisd_gesu@govmu.org
Password: AEEERREES

@ Remember password

] Require logon using Secure Password Authentication

(SPA)




| Add Account X

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

User Information Test Account Settings

Your Name: |CISD_GES Unit | We recommend that you test your account to ensure that
the entries are correct.

Email Address: |cisd_gesu@govmu.org |

Server Information
Test Account Settings ..

Account Type: |pop3 =

Incoming mail server: . . ﬂAu‘tomaticaIIy test account settings when Next is
|pop govmu.org | dicked

Outgoing mail server (SMTP): |smtps.govmu.org | Deliver new messages to:

Logon Information © New Outlook Data File

User Name: |cisd_gesu@govmu.org | () Existing Outlook Data File

Password: |mmm | | Erowse

B Remember password

[ JRequire logon using Secure Password Authentication (SPA)

More Settings ...

< Back Mext = Cancel

You can also import your .pst file by selecting "Deliver new message to:", browsing for the file, and
selecting your .pst file.

More Settings:

Click More Settings.
Go to the Outgoing Server tab, check My outgoing server (SMTP) requires authentication, and ensure

Use same settings as my incoming mail server is selected.

@ Internet E-mail Settings X

General Outgoing Server Advanced

@ My outgoing server (SMTP) requires authentication
© Use same settings as my incoming mail server
(O Log on using

Jser Mame: | l

Password: | |

Remember password

Require Secure Password Authentication (SPA)




Under the Advanced tab:

Incoming Server (POP3): Set to 995 and select SSL or (SSL/TLS for newer Outlook version) as the
encryption.

Outgoing Server (SMTP): Set to 465 and select SSL or (SSL/TLS for newer Outlook version) as the
encryption.

Internet E-mail Settings >

General Outgoing Server Advanced

Server Port Numbers

Incoming server (POP3): 995 Use Defaults

BThis server requires an encrypted connection (S5L)
Qutgoing server (SMTP): 465

Use the following type of encrypted connection: | 55L ~

Server Timeouts

Short W Long 1 minute

Delivery
B Leave a copy of messages on the server
[ IrRemaove from server after 14 |5 days

E] Remove from server when deleted from 'Deleted ltems'

QK Cancel

Test Account Settings...

If you prefer not to select the 'Remember Password' option, you will be prompted to enter your
username and password each time you connect to the server. (pop3.govmu.org and smtps.govmu.org)
Provide your complete email address and password.

Internet E-mail - cisd_gesu@govmu.org X

Lp Enter your user name and password for the following server.
Enter your complete email
server pop3.govmu.org address and password

User Name: |cisd_gesu@govmu.org

Password: |*mrm*mrm1 .

(] save this passwaord in your password list

oK Cancel




-
Internet E-mail - cisd_gesu@govmu.org x

® Enter your user name and password for the following server.

Server smtps.govmu.org

User Name: |ci5d _gesu@govmu.org |

Password: |umt-rm |

[]save this password in your password list

0K Cancel

Test Account Settings

Congratulations! All tests completed successfully. Click Close to continue. Stop

Close

Tasks  Errors

Tasks Status
v Log onto incoming mail server (POP3) Completed
V' 5end test e-mail message Completed

If the test is successful, click Finish to complete the setup.

@ Add Account X

You're all set!

‘We have all the information we need to set up your account.

Add another account...

< Back Finish




IMAP Configuration

Enter Account Information: IMAP

Your Name: Enter the name you want recipients to see. (E.g. CISD_GES Unit)

Email Address: Enter your full email address.

User Information
Your Mame: CISD_GES Unit

Email Address: cisd_gesu@govmu.org

Enter Account Information: IMAP

Configure Server Settings:
Account Type: Select IMAP.
Incoming Mail Server: Enter imap.govmu.org.

Outgoing Mail Server (SMTP): Enter smtps.govmu.org.

Server Information

Account Type: IMAP

Incoming mail server: imap.govmu.org

OU‘thiﬂg mail server ESMTP]: Emtpﬁlgaymularg

Logon Information:

User Name: Enter your full email address.

Password: Enter your password.
Logon Information

User Name: cisd_gesu@govmu.org

Password: P
ﬂ Remember password

] Require logon using Secure Password Authentication
(SPA)



Change Account X

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

User Information Test Account Settings

Your Mame: |CISD_GES Unit | We recommend that you test your account to ensure that
the entries are correct.

Email Address: |cisd_gesu@g0\rmu.org |

Server Information
Test Account Settings ...

Account Type: |IMAP ~

B Automatically test account settings when Next is

Incoming mail server: ||‘maplgovmulorg e

Outgoing mail server (SMTP): |smtps.govmu.org

Logen Information

User Name; |cisd_gesu@g0\rmu.org |
| Mail to keep offline:  All

Password: |

) Remember password

[_JRequire logeon using Secure Password Authentication (SPA)
More Settings ...

< Back MNext = Cancel

More Settings:
Click More Settings.
Go to the Outgoing Server tab, check My outgoing server (SMTP) requires authentication, and ensure

Use same settings as my incoming mail server is selected.

M Internet E-mail Settings X

General Outgoing Server  Advanced

8 My outgoing server (SMTP) requires authentication
0 Use same settings as my incoming mail server
(O Log on using
Iser Name: [ ]

Password: | |

Remember password
Require Secure Password Authentication (SPA)
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Under the Advanced tab:

Incoming Server (IMAP): Set to 993 and select SSL or (SSL/TLS for newer Outlook version) as the
encryption.

Outgoing Server (SMTP): Set to 465 and select SSL or (SSL/TLS for newer Outlook version) as the

encryption.
nternet E-mail Settings
General Outgoing Server Advanced
Server Port Mumbers
Incoming server (IMAP): 943

Use the following type of encrypted connection:

Outgoing server (SMTP): 465

Use the following type of encrypted connection:

Server Timeouts

Short L Long 1 minute
Folders

Root folder path:

Sent ltems

[ J Do not save copies of sent items

Deleted Items

[ Imark items for deletion but do not move them automatically

Iterms marked for deletion will be permanently deleted when the

items in the mailbox are purged.

Use Defaults

[ IPurge items when switching folders while online

QK

55L bt

55L et

Cancel

Test Account Settings...

If you prefer not to select the 'Remember Password' option, you will be prompted to enter your
username and password each time you connect to the server. (imap.govmu.org and smtps.govmu.org)

Provide your complete email address and password.

Internet E-mail - cisd_gesu@govmu.org X

.:\’!}9) Enter your user name and password for the following server, |

Server imap.govmu.arg
User Name: |¢jsd_gesu@govmu.org
Password: W

[] save this password in your password list

Cancel

nternet E-ma

- cisd_gesu@govmu.org

.,':I)g) Enter your user name and password for the following server. |

Server smtps.govmu.org
User Name: | cisd_gesu@govmu.org
Password: |

[ ] save this password in your password list

0K Cancel
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Test Account Settings

Congratulations! All tests completed successfully. Click Close to continue.

Stop

Close

Tasks  Errors

Tasks

vy Log onto incoming mail server (IMAP)

' 5end test e-mail message

Status

Completed
Completed

If the test is successful, click Finish to complete the setup.

@ Add Account

You're all set!

We have all the information we need to set up your account.

~Add another account...

< Back

Finish

12



Configuration of Calendar on MS Outlook

1. Firstinstall “Caldav Synchronizer” plugin :
» Go to https://caldavsynchronizer.org/

C A Notseaure caldavsynchronizer.org

Homepage Download SupportUs  Gallery Blog About Help Enterprise @& Deutsch

CalDav Synchronizer

Outlook Everywhere

> Click on “Download”.(Download the latest version)

Download  SupportUs Gallery Blog About Help Enterprise

| 4

9 Download 4.4.1

> After the file has been downloaded, unzip the archive and click on
CalDavSynchronizer.Setup.msi

B® OutlookCalDavSynchronizer-4.4.1.zip

#= Deutsch

13


https://caldavsynchronizer.org/

> Click on Next>

2 cal DavSynchronizer — x

Welcome to the CalDavS3ynchronizer Setup Wizard

The installer will guide you through the steps required to install CalDawSynchranizer on your
computer. This addin works for Outlook 2007 - 2021 and Outlook 365 for Desktop, but Outlook 2013 or
higher is recommended! Outlook 2007 only supports installing addins for the current user, so don't

choose Everyone and install with the default option "Just me".

> Select the installation folder and click Next.

A cal DavSynchronizer — x

Select Installation Folder

The installer will install CalDawvSynchronizer to the following folder.

Tainstall in this folder, click "Next". To install to a different folder, enter it below or click "Browse".

Folder:
ChProgram Files (xBENCalDavSynchronizer, Browse...

Disk Cost...

Install CalDavSynchronizer for yourself. or for anyone who uses this computer:

() Everyone

© Justme

14



» Click on Close after CalDavSynchronizer has been successfully installed.

b | CalDavSynchronizer = X

Installation Complete

CalDawvSynchronizer has been successfully installed.

Click "Close" to exit.

Flease use Windows Update to check for any critical updates to the NET Framewark.

2. Close and reopen Outlook. A new CalDav Synchronizer tab is now available.

®E o -
FILE HOME SEND / RECEIVE FOLDER VIEW CalDav Synchronizer

El % iz Ignore x @ @_ 9) [Te Meeting 'H‘Mm;;to:? 53 To Man

%% Clean Up~ =1 Team Email @ Reply &
New New g Delete Reply Reply Forward E.;;"El More - 5
- Create New
Email ltems- %©Junk All
MNew Delete Respond Quick Steps
> Favorites ¢ Search Current Mailbox (Ctrl+E) ,O | Cu
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3. Click on this tab and choose “Synchronization profiles”.

FILE HOME SEND / RECEIVE FOLDER  VIEW | CalDav Synchronizer

FE o -

"‘: Synchronize now ﬁAbout
%, Synchronization Profiles | £ Reports
#* General Options 4 Status

CalDav Synchronizer

4. Click on “+” to add account.

Options

[l x w32

ks

5. Select “Generic CalDAV/CardDAV” then click on “OK

Select Profile Type

| ® Generic CalDAV/CardDAV | Google O Google

@ O iCloud Contacts

Ya n dex © Yandex

Landmarks® © Landmarks

oQo
ﬂextcloud O Nextcloud

(@) easyPROECT O EasyProject

ﬂmﬂl. . O mailde

ECROUPWARE (O EGroupware

fr'uux°

sog©

‘-ﬁé

KOLAB

COMMUNITY

M FastMail

O Fruux

O GmxCalendar

O Sogo

O mailbox.org

O Webde

O Kolab

O FastMail

%Zsarenet

O

OX .. ooen

@@mmmr

$ swisscom

O iCloud Calendar

O Posteo

O Sarenet

O Cozy

O Open-Xchange

© SmarterMail

O Swisscom

O untermStrich
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6. Choose a name for the calendar profile [1], then click on “...” [2]

i options - o X

e x ok h

[ Agenda Name: | <New Profile>

70 Meeting —_——

<New Profile>

Outlook folder: |<MISSING>

[] synchronize items immediately after change

Server Settings

DAV URL:

Username: ‘

|
|
Password: ‘ |
|

Email address: ‘

Test or discover settings

Sync Settings
Synchronization mode: ‘ Outlook —— Server (Two-Way) ¥ |
Synchronization interval (minutes): ‘ 30 v |

Show Advanced Settings

7. On the Select outlook folder option, Select Folder 3
Select your email account and Folders:
> U8 outlook Data File oK

Click on new. > [E cisd gesu@govmu.org




8. Enter a name for the calendar (e.g. My Agenda), .
X

Create New Folder

Mame:
|

Set Folder contains to: Calendar Items and
|M)r Agenda

Select your email account and click OK s G

|Ca|endar Iltems. |~

Select where to place the folder:

> &Y outlock Data File
> E: cisd_gesu@govmu.org

OK Cancel

9. You will find the newly created folder, “My Agenda (This Computer only)", within the main email

account folder. Select the folder and click OK.

Select Folder X
Folders:
w E cisd_gesu@govmu.org oK
b Inhox ()
7 Drafts Cancel
= Sent
=] Trash (1 New...

My Agenda (This computer only)




Server Settings

Server Settings

DAV URL:

Username:
Password:

Email address:

|
|
| |
|
Test or discover settings

DAV URL:

10. Go to Twake-Calendar (https://calendar.govmu.org/calendar/calendar), click on & near the

agenda and click on “Settings”

< [¢] 25 calendar.govmu.org

Cgopen PaaS Q, Ssearchin events

I Calendar

< December 2024 >

Mo Tu We Th Fr Sa Su

1 all-day .
Calendar configuration
2 3 4 5 6 7 8
9 10 11 12 13 14 15 8:00 AM
16 17 18 19 20 21 22 MAIN DELEGATION

23 24 25 @ 27 28 29 EENPNYN 9:00 AM -
30 21
P 10:00 A\ IEEACLLS

'm My calendars

My agenda
11:00 AM
. Color
O Meeting Lt settings
O e == B
1:00 PM
'm Shared calendars
1 L 1] . .
, 2:00 PlA =  Public right

& CalDAV URL

iJ

Hide calendar A

Copy to
clipboard

https://dav.govmu.org/calendars/67483b30ff69a0001¢56222d/67483b30ff6920001c562 [—|:|

CLOSE

Copy the URL given by “CalDAV URL”
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11. In Outlook, paste it in section “DAV URL” with a “/” at the end.

Name: My agenda

Outlook Settings

Cutlook folder: |My Agenda (This computer only) |

Synchronize items immediately after change

Server Settings

N\
DAV URL: |https:ffdav.govmu.orgfcaIendars,-’ﬁ?483b30rff6930!]!]‘1 c56222df6?483b30ff6950001c562.’é2d,-’ ]
AN .
Username: |cisd_gesu@govmu.org |
Password: |i***i***i* |
Email address: |cisd_gesu@govmu.org |

| Test or discover settings |

Sync Settings
Synchronization mode: ‘ Outlook —— Server (Two-Way) * |
Synchronization interval (minutes): ‘ 1 ¥ |

» Username: Enter full email address
» Password: Enter your password
» Email Address: Enter full email address

Synchronize items immediately after change: Checked

Synchronization interval (Minutes): Set to 1

12. Click on Test and discover settings.

Test settings X

You will see a "Connection Test Successful" message.

Connection test successful.

Click on OK, and restart outlook.
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Outlook

BE o -
E HOME  SEND/RECEVE  FOLDER  VIEW  CalDav Synchronizer

_l Copy Calendar — h ™

Move Calendar

New  Rename Share  Open Calendar  Calendar
Calendar Calendar " Delete Calendar ar Calendar= Fermissions Properties
New Actions Share Properties ~
.
4 Movember2024  * Today Tomarrow Saturday
FEY . - Search Agenda (This Iy) (Ctri+E]
e e December 2024 - January 2025 New York, NY 36°F/25°F 39°F/33°F A4F v | Seerch Agenda (This computer onl) Cirt+E) L

2% 29 30 31 1 2 3 MONDAY TUESDAY WEDNESDAY THURSDAY FRIDAY SATURDAY SUNDAY -
456 7 8 85N

2 Dec 3 4 5 6 7 8
N1 s e T
18 19 20 21 22 23 24
25 2% 27 28 29 30
e 9 10 1 12 13 14 15

23 4 5 6 7 8
5101 1213 115 16 17 18 19 20 21 22
16 17 18 19 20 21 2

22242;.272.&29

M3 12 3 45

23 24 25 26 27 28 29
4m| My Calendars [ 0900 Test, €150
' Calendar I :::::u:,cm
/ Agenda (This computer only) v
30 31 1Jan 25 2 3 4 5
6 7 8 9 10 n 12

Mail Calendar People Tasks ***

Twake Calendar

Q, searchinevents

I Calendar == Dec 23 — 29,2024

< December 2024 >

Mo Tu We Th F Sa Su

all-day

2 & 4 5 6 7 a -
9 10 n 12 13 14 15 8:00 AM

16 7 18 19 20 n 22

23 24 25 @ 27 28 29 EELPITN 9:00 AM - Test

10:00 aM [RLECELUEITEYS
- G My calendars

30 3

RRECL YT 11:00 AM - Meeting
@ wyegends
O Meeting 12:00 PM

0 ow

1:00 PM
~[%) Shared calendars

2:00 PM

300 PM
X  Manage calendars

40060 h hi
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