How-to setup your new Gmail using Apple Mail
On your Macbook Air.

— Open Apple Mail, and go to the “Mail’ menubar at the top of the screen and then
select ‘Preferences’ from the menu.

[ File Edit View Mailbox N
About Mail
Check for Mail Act-On Updates
Preferences... a8,
Provide Mail Feedback... i
<) |
== Services >
M
~ Wot  Hide Mail #¥H
Hide Others _3H
Show All ib
Quit Mail #0 I
T

— Select the ‘Accounts’ tab. From here you can manage your mail accounts.
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— Press the ‘+' button — this means add a new account.
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— You will select Google and then it will prompted for some details:
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Click continue, and you will be asked to enter your username (email address)

and password.
Where it says ‘email address’ put in your username@SPELLMAN.COM email

address.
Where it says ‘password’ enter your password.



Google

Sign in with your Google Account

PKelly@Spellman.com

Need help?

Create an account

e Check off Mail, Contact and Calendar all three options and click Done (shown
below):
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- Note: You may want to delete your existing Outlook/Exchange account and just keep
only the new Google account.



