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Creating a new E-mail account.... 
If you don’t already have an email account then this section will show you how 

to set one up using yahoo mail... 

If you do already have an email account then you can move straight on to the 

next section syncing email account to iPad, which will show you how to 

connect your existing email account to the iPad email app. 

The first step to creating a new email account is to go to the safari internet 

browser and search Yahoo mail in the Google search bar. 
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Search yahoo mail 
here...
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The following search results should appear... select the very first search 

result...
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You will need to select this create new account option at the top of the screen 

as you do not have an existing login at this stage..... 
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This screen should appear next, you will need to type in your details by tapping 

on the spaces...this screen appears quite small but you can zoom in or out on 

any section of the screen by dragging  your thumb and index fingers together 

or apart on the screen... 
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Begin typing your details in, below is an example using the name Bob Smith... 

you will notice on the image below when selecting the email address (ID) an 

error message appeared saying this ID is not available. This is because the ID I 

was trying to select was already taken by another user...this is quite common 

as yahoo provides email worldwide and every user of this email must have a 

unique ID (email address). You can choose any address (ID) you like but it has 

to be unique so if you get this error message just keep trying to make it a bit 

more unusual you must be able to remember it so make sure you write it down 
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After a few trials...we got a unique address with 

*************@yahoo.com.au

You will also need to decide on a password, make sure this is something hard 

to work out for others but easy for you to remember, it may help to write this 

down as well. You might need to use letters and numbers in your password to 

make it more secure. 
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This image is a zoomed in shot of the same screen with the keypad active. You 

will need to choose some secret questions and type in the answers of your 

choice so that if you forget your password at any stage a new one can be 

issued given that you answer those questions correctly. 

In the last section you just need to type out the letters that you see written in a 

distorted way in the box.  

Once you have finished putting all the details in you can then select the ‘create

my account’ button (circled). 
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Once you have finished putting all the details in you can then select the ‘create 

my account’ button (circled). 

The page may reappear with some red highlighted sections...this means it is 

not happy with your response to certain sections, just try and amend the 

errors and then select the create my account button again. 
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This should take you to a logged in webmail screen, however if it doesn’t, just 

go back  and search the yahoo mail website again to log in to your webmail 

online as shown below. This is the same spot we were earlier where you had to 

select to create an account, now you have an account so you can input your 

new email address (ID) and password.  
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You will then be directed to this page which is the email inbox for your new 

email account. Your first email should already come up in the list as circled 

below.... 

Your inbox will generally be arranged in chronological order so the most recent 

email received will be at the top of the list. To view the email tap on it... 
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You might notice that it is hard to view the whole email like this; you may 

prefer to turn your ipad around to the landscape view to make it easier to see 

the whole message. This is shown on the next page.  
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Once you have finished viewing your email and you want to sign out just press 

this icon in the bottom left hand corner and select sign out 
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You can check your email on any computer just by heading to this yahoo email 

site: www.yahoo.com

The next section shows you how to also sync your iPad email App to this yahoo 

email account so that you don’t have to log in to check it, and it appears in a 

more user friendly format..... 
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Syncing an email account to the iPad.... 
You will need to select the mail option on your home screen as circled below... 

This will take you to the following screen..... 

If you have just set up a yahoo e-mail account then just select the yahoo mail

option. If you have another type of existing email address then you will need to 

select the other option, we will get to the other option in a little while....first 

lets go through how to set up the yahoo mail option. 
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 It’s really very easy!...you just need to tap on that option and then type in your 

first and last name, your new yahoo email address and password and then hit 

return on the key pad. 
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Once this has verified your yahoo email will be synced to the iPad mail app. 

The screen should appear empty to start with but if you tap on the inbox 

button in the top left corner a panel showing your emails will come up.  

You will see that very first welcome email from yahoo, if you tap on this... that 

email will fill the entire screen and you can scroll up and down by dragging 

your finger up and down to read it. See the next page.... 



52



53

To view the different mailboxes in your account you just need to select the 

button circled below... 

This takes you back to the mailboxes section where you can access your sent 

items, your trash folder and your drafts folder etc. To get into any of these or 

back to your inbox simply tap on the option. If you’re not familiar with how all 

of these boxes work, this is explained later in the section titled ‘Some 

instructions about using the email app’...  
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Syncing an existing email address using the 
‘other’ option... 

If you have another email address that doesn’t come up on the list below, you 

can still sync this to the iPad using the other option at the bottom of the list. 

An example might be if you have an account with internode or hotmail..... 
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This example shows configuring a   ‘Your address”   email address to the iPad. 

The information for the ‘Your organisation” email server configurations is on 

the’ your organisation” Website. The same should apply for other email 

providers...  

For example if you have an email account with Internode, you should go to 

their website and search out information on email accounts. You should be 

able to find the details of incoming and outgoing mail servers reasonably 

easily...but if you can’t we can also help.... 

The first screen when 

you select the other 

option just asks you to 

type in your name and 

email login details as 

normal... 
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Once you have all the details in there you can hit the save button (circled) in 

the top corner of the box or the return button on the keypad.  
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The following screen that appears next... this asks you to put in the incoming 

mail server details and the outgoing mail server details. This is where you will 

need to source some information depending on who your email service 

provider is.... 

You will need to type in the host name for both the incoming and outgoing 

mail servers...in this case the “your details” were mail.    .au and the smtp.    

.au. Then the user name and password can be typed in as normal to both 

sections.
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Once all of this information is typed in...You can then press the save button 

again and the mail should configure after a few moments with your existing 

email inbox appearing as demonstrated below, depending on who your  

account is with, all of your existing emails should be pulled into the inbox... 
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Some instructions about using the email App.... 
You will notice this panel across the top of the screen in your inbox... This has a 

few other email functions that you may or may not be familiar with... 

When you select the inbox button on the left hand corner of the screen to 

bring up the list of emails in your inbox you can also access the separate 

mailboxes, the arrows next to it allow you to scroll between different emails in 

these boxes.  

This one opens up 
the various other 
mailboxes, i.e. 
trash or inbox and 
enables you to 
move the mail to 
one of these. 

This moves 
the email 
directly to 
the trash if 
you wish to 
delete it.

This arrow 
allows you to 
either reply to 
an email or send 
it on (forward) 
to someone 
else. 

This icon 
allows you to 
start writing a 
new email.
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To view the mailboxes you just need to select the button circled below. 

And the mailboxes will appear as below... 

The inbox is where your incoming mail appears.  

The drafts box is where you can save messages you have begun typing but 

don’t want to send yet.  

The sent box is where a copy of the emails you have sent out will be stored and 

the Trash is where any deleted messages will go....   
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For now you probably only really need to worry about the inbox and 

composing new emails.

Now we can try sending an email...if you tap the inbox button again the mail 

box menu will disappear from the side of the screen. Then you just need to 

select the new message button 

(the square with a pencil in the top 

right hand corner of the screen).  

The screen below will appear... 

This is the new message screen. 
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You can then begin typing an email... 

First of all you need to type in the email address of the person you want to 

send an email to...this goes in the To: line.... 

The Cc/Bcc: is optional.  

Note: Cc stands for Carbon Copy....this means that if you put another person’s 

email address in here they will receive an exact copy of the email you are 

sending. Bcc stands for Blind Carbon Copy; it is the same as Cc except email 

recipients in the To line will not be able to see that the email has been copied 

to anyone else, it’s a copy that is sent in secret!   

The subject line is where you type a small description of what the email is 

about, this is what comes up in the inbox of the recipient so they have an 

introduction to the email before opening it.  

Try testing this process by sending an email to *******... 

You should type in as follows: 

To: *********@yahoo.com.au

Cc/Bcc: 

Subject: Testing my new email 

And then what ever text you like to follow.  
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See below for a screen shot of a typed email.... 

When you have finished typing and are ready to send the email just tap the 

send button in the top right hand corner of the screen as circled above.  
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Whenever you receive an email your mail application will show there is unread 

email using a red dot with a number in it, the number represents how many 

unread emails there are in the inbox. On the next page you can see there is 

one email to be read..... 
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A new email in your inbox will appear with a blue dot as shown below... 


