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How to Set Up Apple Mail

Mail is the counterpart of Microsoft's Outlook software, which enables Mac users to send, receive, and read
email messages on their Apple computers and devices. Adding popular accounts such as Gmail and Yahoo! to
Mail is as simple as...

Part 1 of 6:

Ensuring that You Are Connected to the Internet

1.

Check your network connection. You'll need to be connected to the Internet in order to configure your
email account and retrieve emails.

1. In OS X (i.e. on your computer), click on the Apple menu (looks like an apple with a bite out of it)
at the upper left of your Mac desktop.

2. In iOS (i.e. on your iPhone, iPad, or iPod touch), you'll want to have it open and be on your home
screen.
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2.

Select 'System Preferences'. In OS X, you'll select this from the menu that drops down when you click
on the Apple icon. In Yosemite, 'System Preferences' is the second option from the top, but this may differ
depending on which OS X you have — for example, in Mavericks, it's fourth from the top.

1. In iOS, tap the 'Settings' icon on your home screen (it may also be in a folder, depending on whether
you've moved it). The 'Settings' icon looks like a grey box with a darker grey gear inside of it.

3.

Open your Internet settings. In OS X, click on the 'Network' icon (in Yosemite, it's on the third line
down from the top), which looks like a navy blue globe with white lines webbing across it. On the left
panel, you should see a list of options for connectivity. If you're connected through Ethernet, it should say
'Connected' under the Ethernet connection. The same goes for Wi-Fi.

1. In iOS, tap Wi-Fi (second line down in 8.4), which will open a menu to the right that lists networks.
At the very top, to the right of the word 'Wi-Fi', there is a slider button that should be pushed to the
right, with green next to it indicating that the Wi-Fi is on. Beneath that, you should see your network



with a checkmark next to it and black bars to indicate a strong connection.

Part 2 of 6:

Making Sure Your Version of Apple Mail Is Up to Date

1.

Search for updates. In OS X, click the Apple menu again to show the drop-down menu, then select
'About This Mac'. In Yosemite, this will open a pop-up window that shows details about your Mac. Near
the bottom right of this window, click on the button that says 'Software Update', which will open the App
store and show you available updates. (Again, note that this process may differ depending on which OS X
you have.)

1. In iOS, in 'Settings', tap on 'General' (7 lines down in iOS 8.4), which will open a menu to the right.
Tap 'Software Update', which is two lines down, beneath 'About'. This will automatically turn into a
software update check.



2.

Update Mail. In the App store of OS X, you'll see a list of apps that need to be updated. If Mail appears
on the list, click 'Update' at the lower right to begin the update. Close the window if Mail does not appear
and you do not want to update the other software on the list.

Part 3 of 6:

Adding Your First Email Account in OS X and iOS

1.

Open the Mail app. In OS X, the Mail icon looks like a postage stamp of a hawk. It should be either on
your desktop or, more likely, in your doc (the menu bar that by default sits at the bottom of your screen).
The Mail Setup Wizard should appear the first time you open up Mail.

1. In iOS 8, the Mail icon looks like a white envelope in a light blue box.



2. In OS X, if you don't see the Mail icon, you'll want to search for it in your 'Applications' folder,
which can be accessed by clicking anywhere on your empty desktop so that the word 'Finder'
appears in the menu bar at the top of your screen, then selecting 'File', 'New Finder Window',
clicking on 'Applications' in that window, then scrolling until you find 'Mail'. To show 'Mail' in your
dock, click and drag it to where you want it to be.

2.

Input your account details. In both OS X and iOS, when you open Mail for the first time, you'll be
prompted to enter various details, starting with choosing which email account to add. Options include
iCloud, Microsoft Exchange, Google, Yahoo!, Aol., and Other (this could include you work email address,
for example).

3.

Click on 'Create' at the bottom left of the Setup Wizard window. Your computer/mobile divide should
automatically configure your email account from this point onward. Once it's done, you'll be able to see
your email account's inbox and any folders you may have in the main window of the Mail app.



4.

Test that your email account works. Just to make sure it works, send a test message by clicking on 'New
Message' in the top left of the Mail window (second from the right), enter your own email address into the
'To' field, type 'test' into the 'Subject' and body fields, and then send it to yourself by clicking on the paper
airplane icon in the top left corner of the New Message pop-up window.

5.

Be patient. The setup wizard should automatically configure your email account, so once you've gone
through the wizard, it shouldn't be long before your inbox fills with messages from the account you added.
Depending on your Internet connection and how much data you have saved in your email account, it may
take a few minutes for the contents of your email account to show in Mail, so don't panic if it doesn't all
download immediately after you've set it up!

Part 4 of 6:



Adding Additional Email Accounts in OS X (Yosemite)

1.

Open Mail. Ensure that you have the Mail app open and selected, so that in the top left corner of your
screen, you see the word 'Mail'. Click on 'Mail' to show a drop-down menu.

2.

Select 'Add Account'. Selecting 'Add Account' from the Mail drop-down menu will bring up the same
Setup Wizard that you completed before in order to set up your first email account with Mail.



3.

Complete the Setup Wizard. As you did with your first email account, enter the relevant details into the
Setup Wizard (i.e. your full name, email address/ID, and password). The app will automatically configure
the account for you based on these details.

4.

Send a test email. Just to make sure it works, send a test message by clicking on 'New Message' in the top
left of the Mail window (second from the right), enter your own email address into the 'To' field, type 'test'
into the 'Subject' and body fields, and then send it to yourself by clicking on the paper airplane icon in the
top left corner of the 'New Message' pop-up window.



5.

Be patient. As with the first account that you added, it may take a few minutes to import your messages,
so don't panic if you don't see all of your messages right away.

1. If your other email account is open, you may need to scroll a bit to see the new account you've
added. If you have a lot of folders in your email account, you might find it best to click on 'Hide' (to
the right of the account name in the scroll-down list) so that you can more quickly/easily see your
second account.

2. To show your folders for an email account, drag the mouse pointer/arrow over to the right of the
account name. It may currently have a number next to it (representing the number of unread
messages in your inbox). Hover the pointer over that number, or in that area to the right of your
account name, until the word 'Show' appears, then click on it.

Part 5 of 6:

Adding Additional Email Accounts in iOS 8



1.

In iOS, tap the 'Settings' icon on your home screen (it may also be in a folder, depending on whether
you've moved it). The 'Settings' icon looks like a grey box with a darker grey gear inside of it.[1]

2.

Tap on 'Mail, Contacts, Calendars'. In the Settings window that opens, scroll down the menu on the left
side of the screen until you reach the line that says 'Mail, Contacts, Calendars' (15 lines down in iOS 8),
with the Mail icon in front of it. Tapping on this will open a window to the right in which you can edit
your mail settings.



3.

Add account. In the 'Mail, Contacts, Calendars' window, tap on 'Add Account', which should be the third
line down from the top of the screen, beneath the 'Accounts' heading. This will open a Setup Wizard that
begins by asking you to select which account to add: iCloud, Exchange, Google, Yahoo!, Aol., Outlook, or
Other (a work or school address, for example).

1. Details you'll need include your full name, email address, password, and a description of the account
(for example, My Yahoo! Account).

2. If all of your details are entered correctly, you'll see blue checkmarks next to each line before the
Setup moves on.

4.

Close Settings and open Mail. Once you've completed the Setup Wizard, you'll be returned to the
Settings screen. Click on your home button (the round button with the square inside of it that sits in the
middle of the bottom of your iPad, iPhone or iPod touch) to return to your home screen, then tap the Mail
icon to open the app.



1. You should see the names of your email accounts listed under the 'Accounts' heading in the menu
beneath 'Mailboxes' on the left side of your screen.

Part 6 of 6:

Adding an 'Other' Email Account From an Unknown Email Provider

1.

Find out your email settings from your email provider. If you use a common email provider such as
iCloud, Exchange, Google, Yahoo!, Aol., or Outlook, the Mail app will automatically configure your
settings once you have entered your full name, email address, and password. If the Mail app does not does
not automatically load your email settings, you'll need to find them out before adding your email account
to Mail.[2]

1. Examples of email accounts that may be classified as 'other' when you add an account in Mail
include work accounts (for example, yourname@nameofyourcompany.com), school accounts
(yourname@nameofyourschool.co.uk), or your Facebook account (yourname@facebook.com).

2. If you are trying to add your work email address, contact your company's IT support for the
Incoming and Outgoing Mail Server Settings.

3. If you are a student, you may find that you can find your email settings online. Before calling your
school's IT department, do a search on your school's website, including the words 'email server
settings'.

4. If you have an email address attached to your own business with a hosted website, you'll likely find
your email settings on the dashboard of your admin panel on the web host's site.



2.

Select 'Add Account' from menu. Open Mail on your device and select 'Add Account' from either the
drop-down menu in OS X, or the Mail, Contacts, Calendars menu under 'Settings' in iOS.

3.

Select 'Add Other Mail Account…' in the Setup Wizard.



4.

Input your information. Enter your full name, email address, and password, then click on 'Create'.

5.

Manually configure your account. When the Setup Wizard doesn't recognize your email server, it will
say 'Account must be manually configured'. Click 'Next' to move forward and enter your account details
manually.



6.

Select account type. You'll be given two options for 'Account type': IMAP or POP. Which one you
choose depends on how you want your mailbox to behave. IMAP (Internet Message Access Protocol)
temporarily downloads your emails to the Mail app, and any changes you make will be across the server
(i.e. if you delete a Gmail message in Mail, it'll also be deleted from the Gmail server); with POP (Post
Office Protocol), your emails go straight to Mail and are not stored on the server (although you can
configure settings to have copies left on the server as well).[3]

1. Be careful with POP as, unless you've specified otherwise, if you lose your emails locally (i.e. on
your computer, in the Mail app), you'll lose them completely, since they are not stored elsewhere on
a server.

7.

Enter your details. Once you've selected an account type, enter your account details as prompted. You'll
want to have your email settings open/available so that you can easily copy them into the appropriate
boxes.



1. Details will include: full name, email address, password, account type, incoming server, and
outgoing server.

8.

Test your account. Once you've completed setting up your account, send a test message to make sure it
works.

You finished reading the article "How to Set Up Apple Mail" edited by the TipsMake team. We hope this
article has provided you with many useful tech tips and tricks. You can search for similar articles on tips and
guides. Thank you for reading and for following us regularly.

© 2019 TipsMake.com

https://tipsmake.com

