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Configuration of Twake Mail on MS Outlook 
 

Open Control Panel: 

 

Go to the Windows Control Panel. 

In the search bar, type Mail and select Mail (32-bit). 
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Set Up a New Email Account 
In the Mail Setup window, click on Email Accounts. 

 

Click on New to add a new email account. 
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Select Manual Setup: 

Choose Manual setup or additional server types and click Next. 

 

Select POP or IMAP and click Next. 
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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. 

 

 

 

 

 

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. 

 

 

 

 

 

 

Logon Information: 

User Name: Enter your email address. 

Password: Enter your password. 
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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. 
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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. 

 

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. 

 

 

 

 

 

 

 

 

Enter your complete email 

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

 

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. 

 

 

 

 

 

 

Logon Information: 

User Name: Enter your full email address. 

Password: Enter your password. 
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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. 
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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. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

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. 
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If the test is successful, click Finish to complete the setup. 
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Configuration of Calendar on MS Outlook 
 

1. First install “Caldav Synchronizer” plugin : 

 Go to https://caldavsynchronizer.org/ 

  

 

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

 

 

 

 After the file has been downloaded, unzip the archive and click on 

CalDavSynchronizer.Setup.msi  

 

  

 

 

 

 

https://caldavsynchronizer.org/
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 Click on Next> 

 

 

 Select the installation folder and click Next. 
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 Click on Close after CalDavSynchronizer has been successfully installed. 

 

 

 

2. Close and reopen Outlook. A new CalDav Synchronizer tab is now available. 
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3. Click on this tab and choose “Synchronization profiles”. 

 

4. Click on “+” to add account. 

 

 

5. Select “Generic CalDAV/CardDAV” then click on “OK 
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6. Choose a name for the calendar profile [1], then click on “…” [2] 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

7. On the Select outlook folder option, 

Select your email account and  

Click on new. 

 

 

 

 

 

 

 

 

 

 

[2]

o

[1]

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

Set Folder contains to: Calendar Items and  

Select your email account and click OK 

 

 

 

 

 

 

 

 

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. 
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Server Settings 

 

DAV URL: 

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

agenda and click on “Settings” 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

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.  

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 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.  

 

You will see a "Connection Test Successful" message. 

 

Click on OK, and restart outlook. 
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Outlook 

 

 

 

 

Twake Calendar 

 


