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Having email on your iPhone and iPad is very convenient if you want to be able to check your email at any
time. It means that you don’t have to wait until you're at a computer to check your emails, saving you time
and hassle, and you can read and reply to important mails as soon as they arrive in your in box. It is very
easy 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 iPhone or iPad email application

e How to use your sign in details to connect your email account to the iPhone or iPad email app
¢ Choosing what you want to synchronise

¢ Confirming your account and starting to use your email

¢ A brief overview of some of the main third party email apps
Follow these step by step instructions to install email on your iPhone or iPad
Step 1: Making sure you have an email account set up

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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Create your Google Account

Choose your username
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Create a password

Confirm your password
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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
to install email on your iPhone.

Step 2: Connecting your email account to the iPhone email app
First, go to Settings > Mail > Accounts > Add Account.

If you are using an online email provider, such as Google or Outlook, you should see it in the list of email
providers. Tap on it to add your account automatically.

Now type in your email address and password and tap ‘Next’. Mail will verify your account and you have
email!

If your provider was not listed, you will need to set up your email manually. Tap Other > Add Mail
Account. Input your name, email address, password and an account description then tap ‘Next’. Mail will
search for your email settings to finish setting up the account. If it finds your account, tap on ‘Done’ to
complete the process.

Step 3: Adding an account manually

If Mail cannot find your email account, you will need to enter them manually. First, type in your email
address and password, then tap ‘Next’.

Now select either IMAP or POP for your account and enter the details for the Incoming and Outgoing Mail
Server. If you do not know this information, contact your email provider.
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Description Personal Account
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Step 4: Confirming your details

Once you've finished typing in all your details, you’ll be asked to confirm they’re correct. Tap ‘Save’ to finish
or edit them if they are incorrect.



— —

ssnee = 9:41 AM 100% .

Cancel New Account
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q Name John Appleseed

Email j.appleseed@example.com

Description Personal Account

INCOMING MAIL SERVER

Host Name imap.example.com
i User Name j.appleseed

Password eeesesse

Now you can synchronise your content. Select what you want to sync and then tap on Save’.



[ sssee T 9:41 AM 100% .-

Cancel iCloud Save

O
o
=
-
w
Q
w
I | ! 1

|

Reminders

Only your main account can use Bookmarks, Photos,
iCloud Drive, Notes, Backup, and Find My iPhone.
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Step 5: Start using the app

Now you're ready to start using your email. To create a new mail from your Home screen, tap on Mail and
then select ‘New Message’. If you'd like to add an attachment, double tap, then tap ‘Add Attachment’
and select the file you want. Adding a photo or video is the same process - double tap, then tap on Insert
Photo or Video’.
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You can choose which account you send an email from by tapping the ‘From’ field and selecting the account
you want to use. Once you’ve added recipients to your mail, you can change the order or drag them to the Cc
or Bcc fields.

Step 6: Third party email apps

Although the iPhone default mail app is good, you might prefer the different functions offered by other third
party email apps.

¢ If you use an online email provider such as Gmail or Outlook, you might want to install their specific app
for your email for improved usage. Alternatively, you might to look for an app that offers the kind of
functionality you like with your email.

¢ Mailbox allows you to swipe to carry out a command and comes with an extra 1GB of storage for your
Dropbox when you install it. However, it’s only compatible with Gmail and iCloud.

¢ CloudMagic allows you to access all your email accounts in one inbox and is compatible with all the main
email providers and IMAP accounts. It's also fully integrated with apps such as Evernote and MailChimp,
making it even easier to organise your email activity with your phone.

seneE = 9:41 AM 0% | mmaws o 9:41 AM 100% -

Add your email ALL INBOXES ¥
Search

* Socrates & Confucius
With regard to our conversation earlier..

Let's discuss about this when we meet

David Hume w
Critique of Judgment - 30 copies

Hello, Can you please send a quote for

* Confucius
Need to take classes on Greek philosop...

Hello sir, I'm Confucius from China. | sa

* Plato
Artwork for "Collection of Plate's Dialog...

Aristotle, | shortlisted a designer from

Bertrand Russell
Critique of Pure Reason - 20 copies

Hello, Thanks for the quote. | appreciat,

Now you can install and use email on your iPhone. You can choose to use your phone’s provided email app or
you can install a specific email app for even more functionality.

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.

Next steps
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