
 

Set up email in 

Mail for Windows 10 

______________________________________________________________

Applies To: Mail for Windows 10, Outlook Mail for Windows 10 

 

Windows 10 Mail is designed to provide you one program to 

access all your WEB MAIL, regardless of how many WEB MAIL 

accounts you have. Web Mail examples are: Gmail, Yahoo 

mail, Hotmail, Outlook.com, and the web mail interface for 

almost all other email providers, including but not limited to 

Volcano Web Mail and Comcast Web Mail. 

 

WINDOWS 10 Mail REQUIRES A MICROSOFT ACCOUNT ALREADY BE 

ESTABLISHED.  

 

Note: If you still need a 

Microsoft account, you 

can create one for any 

email address you 

currently use by going to 

https://login.live.com and 

click the CREATE ONE link 

at the very bottom. 

 

 

 

http://windows.microsoft.com/en-us/windows-8/microsoft-account-tutorial
https://login.live.com/
https://www.microsoft.com/


 

 

Once you log on to Windows 10 with your Microsoft account, the email address 

associated to the Microsoft account is added to the available options for Mail 

accounts. If your email is provided by a WEBMAIL ONLY provider, such as 

Hotmail, Gmail, Yahoo Mail, or an Outlook Mail account, the process is very 

straightforward.  

 

However, PLEASE NOTE: if your email is not 

shown on the list, it is considered an OTHER 

ACCOUNT. You are advised to contact your 

email provider for instructions and specify 

you are configuring your email account for 

Windows 10 Mail, as it requires going into 

ADVANCED SETTINGS and manually 

configuring the incoming and outgoing mail 

settings*.  

 

 

*See “ADDING AN ACCOUNT USING ADVANCED SETTINGS” located at the 

end of this document.  

 

Detailed Steps to Add a Web 

Mail Account to the App 
1. The first time you open the Mail app, you’ll see a Welcome page. Choose 

Add account there to get started. Otherwise, at the bottom of the left 

navigation pane, choose Settings > Manage Accounts > Add account. 

Note: On a phone or tablet, choose the three dots at the bottom of the 

page to access Settings. 

2. Choose the account you want to add. If it is a Hotmail, Gmail, Yahoo Mail, 

or an Outlook Mail account, select it and click ADD ACCOUNT and 

proceed to step #3.  



Again, Please Note: If your email address is not on the list, it is considered 

an Other Account. Stop, obtain instructions from your Email Provider 

(such as Volcano or SBC Global), and then go directly to the instructions 

for ADDING AN ACCOUNT USING ADVANCED SETTINGS” located at the 

end of this document. 

 

3. Enter the required information and choose Sign in. For most accounts, 

this is your email address and password.  

If you receive the message “We couldn’t find info for that account. Make 

sure that the email address is correct and then try again,” you’ll need to 

choose Try again three times before the button changes to Advanced. 

Choose Advanced and follow the steps in the next section to add your 

account.  

4. Choose Done. Your data will start syncing as soon as your account is set 

up.  

Note: It may take a few minutes for your account to synchronize. During this 

time, you may see not synced yet in the message pane.  

Special instructions for adding a Yahoo! account 

In order to send and receive mail with your Yahoo! account, you'll need to 

make one simple change at https://www.mail.yahoo.com.  

1. Choose your name in the upper right corner of the screen, and then 

choose Account Info. 

2. Choose Account security in the left pane, then turn Allow apps that use 

less secure sign in on. 

 

Special instructions for adding a Gmail account 

If you choose Google Gmail Account, you’ll need to sign in to your Google 

account, enter your 2-step verification code if you’ve enabled that security 

feature, and give Windows permission to access your information. Choose 

Allow and your account will be created. 

 

https://support.office.com/en-us/article/Set-up-email-in-Mail-for-Windows-10-7ff79e8b-439b-4b47-8ff9-3f9a33166c60#BKMK_add-account
https://www.mail.yahoo.com/


Add an account using advanced setup 

There are two ways you can access the Advanced Setup options for your email 

account.  

 Choose Advanced Setup if your automatic email setup fails in Step 3 

above. 

 Choose Advanced Setup from the Choose an Account window in Step 2 

above. The Advanced setup option is the last option on the list, and you 

may have to scroll to see it. 

Enter the following information in the Advanced Setup window. 

 Account name: This is the name you'll see in the left pane of the Mail app. 

 Your name: This is the name that your message recipients will see when 

you email them. 

 Incoming email server: You can get this information from your ISP or 

administrator.  

 Account type: Choose POP3 or IMAP4. If you don't know which one to 

pick, contact your ISP or administrator. There is a big difference between 

the two options. 

 Email address: This is your full email address, for example 

tony@volcano.net. 

 User name: Most email accounts use your full email address as your user 

name. 

 Password Enter your email account password. 

 Outgoing (SMTP) email server: You can get this information from your ISP 

or administrator.  

 By default, all four checkboxes at the bottom of the window will be 

checked. Most email accounts don't require any changes to these 

options. 

Once you've entered the required information, choose Sign in > Done. 


