
Open the Outlook application, either through 
accessing it from your status bar or your start 
menu.

When Outlook opens for the first time, you 
should see a window like this pop up.

Enter your polarcomm.com email address in the 
box as shown and then click Connect.

Enter the password for your polarcomm.com 
email account and then click Connect.

If the password was entered correctly, this 
window should pop up. Please click Done at the 
bottom of the page. 

If you do NOT wish to set up Outlook Mobile on 
your phone, please uncheck the box BEFORE 
clicking on Done. 
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HOW TO SET UP A POLARCOMM.COM EMAIL ACCOUNT IN OUTLOOK

**This documentation assumes the 
use of Microsoft Office 365 Suite.
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You should then be able to see your inbox and a 
test email from Microsoft.

To get the best possible service for email 
delivery, you will need to ensure a few settings for 
your mail servers. This can be done by clicking 
on File in the upper left corner. Then click on the 
Account Settings, and from that drop down 
menu, click on Server Settings.

A window should appear with the following as 
default settings.

If you are a customer that will be using SSL 
method of encryption, please make the 
following changes to the incoming mail fields 
that are highlighted below:
a. Incoming Server - mail.polarcomm.com
b. Port - 993
c. Encryption method - SSL/TLS

* Please note: Polar recommends using the 
StartTLS method of encryption; however, it is 
not required.

If you are a customer that will be using StartTLS 
method of encryption, please make the 
following changes to the incoming mail fields 
that are highlighted below:
a. Incoming Server - mail.polarcomm.com
b. Port - 993
c. Encryption method - StartTLS

* Please note: Polar recommends using the 
StartTLS method of encryption; however, it is 
not required.

Once you have set up the Incoming mail server, 
click the Outgoing mail down arrow to view the 
default settings.
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Just as you made changes to the Incoming 
mail server settings, you will want to change the 
Outgoing mail settings as well to be what is listed 
below, and then click Next.
a. Outgoing Server - mail.polarcomm.com
b. Port - 587
c. Encryption method - Start TLS (regardless if 
you have SSL or StartTLS for incoming)

If by chance something was entered incorrectly, 
you may see a message like this.

If that is the case, simply click Retry in the lower 
left corner and review your entries. 

*Please note, some email clients will 
automatically correct incoming port and 
security method combinations if they are 
entered incorrectly; however, not all do, so 
please review your entries if it does give you an 
error like what is pictured below.

If all the information was entered correctly, you 
should see a message like this.

Click the Done button and it should take you 
directly to your polarcomm.com email inbox.
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