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What is Apple Mail?

Apple Mail is Apple’s email service that hosts all your email
accounts in one location. It is only available on Apple devices such
as the Mac, iPad, and iPhone. You can add all your existing
accounts—such as iCloud (Apple ID), Exchange, Google (Gmail),
school, work, or other—in Mail.

2 of 20



(646)758-6606
support@candootech.com
candootech.com

How to set up an email account with Apple Mail

on a Mac

Step 1

After opening 0

Other Mail Account.

the Mail app - Select your account provider or

Choose a Mail account provider...
© iCloud
Microsoft Exchange
Googler
yahoo/

Aol.

Other Mail Account...
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Step 2

Enter your account information (email address and password)

yahoo/

Signin

using your Yahoo account

Username, email, or mobile

v’} Stay signed in Forgot username?

Terms | Privacy
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Step 3

Select the apps you want to use with that account - such as Mail,
Contacts, Calendar, Reminders, Notes. This will allow information
saved from those apps to merge and sync with your email

provider.

O

Select the apps you want to use with this account:

l, YEY

—,

)
i Contacts

JuL

Calendars

- Notes
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How to on your iPhone or
iPad

Go to the Settings App on your device and choose the Mail
category on the left-hand side

Settings

Battery
ﬂ' Privacy & Siri & Search
£ l\‘qmlci“?,r]?
@ App Store Banners, Badges

B8 Wallet & Apple Pay
Accounts

2 Lines

rrevicw

Show To/Cc Labels .

Swipe Options
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Tap Accounts

ALLOW MAIL TO AC

* Siri & Search

Notifications

Banners, Badges

Accounts

MES ELIST
Preview

Show To/Cc Labels

Swipe Options

Tap Add Accounts

iCloud

Add Account

Fetch New Data

support@candootech.com

candootech.com

2 Lines

Push
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Step 4
Select your email provider or Choose Other
& iCloud
Step 5

Enter your email address and password. Click the Next button.

& accounts.google.com

Google
Signin

Use your Google Account

Let this iPad access your mail and other Google Account data

[ Email or phone

Forgot email?

Create account
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Tap on the right-hand side button to Toggle On (green) which
apps you want to be merged with your email account. If you see
Next, tap Next and wait for Mail to verify your account.

If you see Save, tap Save.

Mail

Contacts

Calendars

Notes
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How to compose an email on a Mac

When you write a message, you can add recipients, text, photos,
and more, before sending your message.

Add address Add text, photos,
fields like Cc and files, or mark Add people

or Becce. up attachments. from Contacts.
eeoe < H-~ & Aa ~
To:  Allison Cain-—| ®

Cc:
Subject: Remember this?

Message Size: 80 KB Image Size: Medium

Hi Allison — Thought you'd enjoy this memory from that epic bike ride the group took. Unforgettable fog!

Ashley
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Step |

[ |
After opening "~ the Mail app on your Magc, click the New Message
 button in the Mail toolbar.

B O N 0 T Q& K » M. 3 » Q

WM Sustainability Forum B Inbox - iCloud ~ February 9, 2022 at 9:01 AM
2022 WM Sustainability Forum is now live. Sign in.

WF

Tol Rae,
Reply-To: Support: WM Sustainability Forums

Sustainability .
' Forum Forum IS

now open
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Step 2

In the ‘To:" subject line is where you’'ll add as many emaiil
addresses you're looking to send the message to. If your contacts
are synced, you can also type in the name of the recipient. Enter
the subject of your message in the ‘Subject’ line. Add your text
anywhere below the ‘From’ line.

Helvetica

To: |

Cc:
Subject:

From:

Step 3
When you're ready to send your message, click the Send button
located at the top right corner.
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How to compose an email on an iPhone or iPad
Step 1

—
Open the Mail app on your iPhone or iPad and click on the

compose button.

22/22 Reflections....

ich is designed for healers and healing events.

3/2 In-Person Meditation Here
A e T A

Step 2

Add your recipient by writing their email in the ‘To’ subject line or

clicking the plus sign @ to add from your contacts. Then, add the
Subject

New Message
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Step 3
Tap anywhere in the email, then type your message. You can
change the font style and color of text, use a bold or italic style,

add a bulleted or numbered list, and more.

Format

Ithy Snack

tab q delete

caps lock return
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Step 4

When ready hit the UP arrow to send the email

Candoo Learning

o
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How to save attachments
Step 1

N

Y
In the Mail app on your Mac click the Attachment button
that appears, click the name of an attachment or choose ‘Save All',

then choose a location. Click Save.

@ 1~
Save All (53 KB)...

B IMG_0455.jpeg

Export to Photos S
Ity Snac
New Message Quick Look )
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How to Format text in emails on a Mac

Step |

Start a new message window, click the Format button Aa in the
toolbar

Helvetica

Step |

Click the button for an option you want to use such as Text Color,
Font Type, or Font Size

Show or hide text
Text color formatting tools.

eee ¥ B~ @ A @ @~

Helvetica = 12 2 a B I USs === =~

Text alignment

Text background color

B represents Bold Text
I represents Italics

U represents underline

o
I represents strikethrough text
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Format

Default Font >
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How to Delete an Email

Step |
Open the message in the Mail app you wish to delete.
Step 2

Click the Delete button in the Mail toolbar or move the pointer over
the message’s header, then click the Delete button that appears.

y o \
i

Calm

Your Weekly Wind Down for Jan. 16
To:

Reply-To:

1 This message is from a mailing list. Unsubscribe
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How to Delete multiple emails
Step 1

Start by holding the Command button 3 on your keyboard
Step 2

Select all the emails you'd like to remove

Step 3

Click the Trash Icon or Delete key on the key

710 Labs
The List closes TONIGHT at

Dossier

How much love we've gotten!
Dossier 4:36 PM To:
How much love we’ve gotten!

Backstage L.A. 2:47 PM doSSIGP
Casting a Few Roles for a Short Fi...

Plus, more jobs you won't want to
miss. Apply on Backstage today!...

Monique Ruffin 12:47 PM

2/22/22 Reflections.... &
Pluto Direct, America's Astrology &

Offerings View this email in your...

Nintendo 12:44 PM Free shipping Crafted in Vegan & Free

;::;:eo:‘l‘i’r::!?otrog;h:e':yetlcr::i‘:: 3+ products Grasse, France Cruelty-free returns
products, and more! Trouble viewi...

Ciana Mai from Ho...  12:19 PM
Welcome to How to: (,) ﬂ
Thank you for subscribing to How to:

M1 Finance 11:23 AM
More control over your holdings:...

We've made some changes that will
give you even more control over yo...

Asana 11:18 AM
R MO CIEEH T W Privacy Policy | Terms & Conditions | © 2021 All rights Reserved
Join us for a live demo on March X

2k o

@dossier.perfumes
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