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How to install email on your Android smartphone

& Print this guide

Having email on your phone makes it very easy to stay connected when you’re on the go. You can check
your emails whenever you like, so you don’t have to wait until you're at a computer, saving you time and you
can read and reply to important mails as soon as they arrive in your in box, which is very convenient. It is
very simple to set up too!

What you’'ll learn in this guide:

e How to set up an email account if you don’t already have one (Gmail, Outlook etc.) and get the login
details

How to find and open the Android email application

¢ How to use your sign in details to connect your email account to the Android email app

How to start to use your email account on your phone

A brief overview of some of the main third party email apps
Step 1: Making sure you have an email account

First you will need the details of your email account. You will need your email address, e.qg..
yourname@gmail.com, as well as your password. If you do not have an email account, you will need to set
one up. Go online and visit the site of the email provider you would like to use. Some of the most popular are
www.gmail.com, www.outlook.com and www.yahoo.co.uk. Follow the instructions on the site and make note
of your password. We recommend you make your password difficult to guess, including letters, numbers and
symbols.
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If you already have an email account but have forgotten your password, log out of your email account and
click on ‘Forgot Password?’ This will prompt you to create a new password. Make a note of it before you go
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to install email on your Android.
Step 2: Opening and setting up the Android email app
Go the list of apps on your phone and tap on the icon marked ‘Email’.

Tap ‘Add Account’.
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Step 3: Setting up your account

Enter your email address and password and tap on ‘Next’.
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< Set up account

Configure Email for most accounts in
a few steps.

| Fmail address ‘

| Password ‘

Show password

~ Send email from this account by
default

Thanks

Step 4: Synchronising your mail

Now set up the email account the way that suits you. You can choose how frequently to synchronise your
mail, whether to make this the default email account and whether to automatically download attachments.
Note that the more frequently your phone checks for mail, the greater the drain on your battery, so you may
prefer to set synchronisation infrequently and manually synchronise when you want to check your mail. You

can also select if you'd like a notification when a new mail arrives. When you’re happy with your settings, tap
on ‘Next’.
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< Account options

Period to sync Email

2 weeks

Sync schedule

Every 15 minutes

Peak schedule

Every 15 minutes

+/| Sync Email

. Send email from this account by
default

+/| Notify me when email arrives

Automatically download

| attachments when connected to
Wi-Fi
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Your account is now set up. You can now give this email account a name if you want and set the name that
will accompany any outgoing messages.

Set up account

Your account is set up, and email is on
its way!

Give this account a name (Optional)
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Step 5: Changing the settings

If you want to change the settings on your email account, open up the email and tap the button on the
bottom left of your phone. Tap ‘Settings’ to give yourself the option to set up a signature, change your
default account, change your password and change notifications.
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Sync settings

Signature | 5

Sent from Samsung Mobile

Default account

Send email from this account by
default

Password

Update your password to matchthe  \2
email server

Motification settings

Email notifications
Motify in status bar when email arrives

Select ringtone
Postman ~

Vibrate

More settings

Tap on ‘More settings’ to change the account name, send yourself copies of emails, turn on images in
received mails, automatically download images, set the number of times your phone will attempt to send a



mail, as well as change the server settings.
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< More settings

Common settings

Account name 5
Email Name =t
Your name N
Mr Example =

Always Cc/Bcc myself

Include my email address in Cc/Bce 2
line

Show images

Security options
Set advanced email security options

Data usage

Auto-download attachments

Automatically download attachments
when connected to Wi-Fi

Auto resend times
10 times

Step 6: Third party email apps

You may prefer to use a custom email app rather than your smartphone’s default email app. Some of the
most popular include Microsoft Outlook, Gmail, myMail and Boxer, all of which are free to install.

e The Outlook app works with a number of different email providers rather than just Microsoft, and has lots
of Cloud storage and an integrated calendar.

e Gmail's app is also free, but only works with Gmail. However, if you have a Gmail account, you'll find it
very useful for its great search feature, easy-to-use interface and the ability to insert Google drive
documents.

¢ MyMail has a very easy interface, using images to represents your contacts so you can see at a glance
who has mailed you. Compatible with all the main providers, it also places picture attachments as
thumbnails at the top of your emails to give you a preview of attachments.

e Boxer is one of the most feature-filled apps, perfect for avid emailers! It supports all the main email
providers and incorporates a number of powerful features, including the ability to attach files from Box or
Dropbox, swiping for a number of tasks, such as archiving, deleting or marking, a ‘like’ function to send a
read receipt, customisable signatures and integration with Evernote.
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Now you can install email on your Android smartphone. You can choose to use your phone’s provided email
app or you can install a specific email app for even more functionality

Step 7: Outlook for Android

¢ Open Outlook for Android and tap Get Started if it's your first time
¢ Or, go to Settings > Add Account > Add Email Account

Accounts

& OneDrive

o) ricky@contoso.com

Qutlook

<+ ADD ACCOUNT

If you have 2-step verification turned on, identify yourself using the method you chose (6 digit code, phone,
or using the Microsoft Authenticator app.

Enter your full email address, then tap Continue.



Add account [ 2]

Enter your work or personal email
address.

yourname@hotmail.com
Microsoft might email you about the Qutlook Mobile app
You can unsubscribe at any time. View our Privacy Policy

@hotmail.com @outlook.com @hotm;

CONTINUE >

Outlook may request permission to access your calendar, contacts, etc. Tap Yes or Allow.
You're now ready to use Outlook for Android!
Step 8: Setting up Gmail in Android email app

After you have installed the Gmail app onto your phone from the Google play store, you can login using your
full email address and password.
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Set up email

G Google
ﬂﬂ Outlook, Hotmail and Live
Yahoo
@8 Exchange and Office 365

Other
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Add your email address

Enter your email address

yourname(@hotmail.com

MANUAL SETUP NEXT
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yourname@hotmail.com

Password
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NEXT

Once you’'ve mastered emailing from your phone, you might like to explore other ways to connect with your
friends and family. You could install WhatsApp to send messages, group messages, photos, etc. You can
even learn about video messaging and using FaceTime to stay in touch.

We hope you have enjoyed this guide on how to install email onto your Android device, why don't you check
out our Next Steps links below for more Android and email guides.

Next steps
u Types of computer devices
3 The best video calling apps for Android phones
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