Setting up Mac OS X Mail

Mail is the default email program that comes with Mac OS X. Y ou can configure it to access your emall
account by following these instructions.
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Before starting, to avoid errorswhile setting up Mail, make sure that you are connected to the Internet. If
you cannot be connected to the Internet, you may still set up Mail, but additional stepswill be required.

1. Inthe Dock, click onthe Mail icon (the icon that looks like a postage stamp).

5 If thisis the first time you've opened the Mail application, you will immediately be brought to the New Account
" setup assistant. Click the Continue button at the bottom right and skip to step 6 below.

08 New Account

Welcome to Mail

You'll ke guided through the necessary steps to set up
your mail account.

To get started, click Continue.
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If you've opened Mail before, wait for Mail to open then click on the M ail menu at the top left of your screen
and select Preferences.

4. Click onthe Accountsicon at the top of the window.

5. Click onthe plussign ( +) at the bottom left of the window, circled in the example below.
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Ceneral | Accounts | Junk Mail Fonts & Colors  Viewing Composing Signatures  Rules

| Accounts [ Accountinformation | Muilbox Behaviers  Advanced |

Account Type: IMAP

Description;  Work, Persanal
Ernall Address:  janedoe@enample. corr

Full Name:

Incoming Mail Server:  mall example.con
User Name: janedos

Passwonrd!

Outgoing Mail Server [SMTP):  titan.owip.onet

Server Seftings

In the General Information area, set the Account Typeto POP.

Enter Main Account (or adescription of your choosing) for the Account Description.

. Enter your name in the Full Name field.

Enter your e-mail address in the Email Address field. The window should now look like the example below.
Click the Continue button.

neon New Account

General Information
Account Type: @FOF m

e
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Account Description: 'I'l.-l'lain Hﬂnuunt

Full Name: jnhn Elae

Email Address: | john@mydomain.com.au

Inthe Incoming Mail Server area, enter mail.yourdomain.com.au, substituting yourdomain with your actual
domain name.

Enter your username into the User Name field.

. Enter your password in the Password field. The window should look like the example below.

Click the Continue button.



Tnan Mew Account

Incoming Mail Server

Incoming Mail Server: mal.mydomain.com.au
Example; mailexampile.com

User Mame: john@mydomain.com.au

Password: sssssses

If you get an error like the example below, this either means you are not connected to the Internet or that your e-
mail username or password are incorrect. Try retyping both of them making sure the "Caps Lock" key on your
keyboard is not on.

Click the Continue button and go on to step 8.

‘' an New Account

Incoming Mail Server

Incoming Mail Server: mal.mydomain.com.au
Example: mailexample.com

User Hame: john@mydomain.com.au

Password: sssssses

Trying to log intg the IMAP senser “titan.cvip.net” has
failed. Please make sure the username and password ane
correct. i you cortinue, you may not be able 10 recehe
arry amail,

Inthe Outgoing M ail Server area, enter mail.yourisp.com.au in the Outgoing Mail Server field. The window
should look like the example below. Check with your specific ISP for exact Incoming/Outgoing server settings.

Click the Continue button.
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Outgoing Mall Server

Outgoing Mail Server: mai yourisp.com.au ﬂ
f Example: smip. example.com
=¥ .

- _ Use Authentication

User Mame:
Password:

9. The Account Summary area should look like the example below. Click the Continue button.

‘nean New Account |

Account Summary

Account Description: Main Account
Full Name: john Doe
Email Address: johni@mydomain.com.au
User Mame: john@mydomain.com.au

Incoming Mail Server: mall_mydomain.com.au
S5L: off

Outgoing Mail Server mail yourisp.com.au
55L: off

The New Account window will now show a Conclusion area. If thisis the first time you've opened Mail, you'll
10. see the Import M ailboxes button. If you've opened Mail before, you will only see the Create Another Account
button. Click the Done button.
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Conclusion

A new account has been created.

¥ou Can make changes to your accoun information in Account
Preferences,

|,: Import Mallboxes

"

[ Create Another Account |

If thisis the first time you've opened Mail, you will see the Welcome dialog box below. Y ou will not see this

1L Welcome dialog if you've opened Mail before.

Welcome

‘i ; This version of Mail is greatly enhanced with new
features, improvements, and optimizations. For
L details, choose Mail Help from the Help menu.

Would you like to see what's new?

N ) EvaE)

IMPORTANT: In the Accounts window, click on the newly created Account listed on the left, then
Advanced.

12 If you only check your mail from one computer/mobile device, change the drop menu menu under Remove
"Copy from server after retrieving a message: to Right away.

If you check your mail from more than one computer/mobile device, change the drop menu menu under
Remove Copy from server after retrieving a message: to After one day.
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Ceneral | Accounts Junk Ml Fosts & Colors Wiewing Composing  Signatures  Rules

Accounts | Agesunt Informatian  Mailbax Behaviors | Adwanced ]
# Enable this account
Mag (POF) # Inciude when autsenarically checking for new mail
| = Pop @ Remave copy fram sercer aftes retrinving @ message:
Opnnline Accocnt | Right away ) [ Rernave now )
POF
e o Ship Mmessages cver KE
Directory:  ~{Library,Mall fChoose

k. with your system adeinistrator before changing any af the
aptiang bl

Post 110 [ Use 550
Authenibcation: | Passwoed Ila

D MOT leave messages on the s rver daless checking
this email from mulliple computers or devices,

s okl @ .
Click the red close bubble button at the top left of the Accounts window to close it. Mail is now configured to

13 send and receive e-mail.



