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Email

Instructor: Ron
Plain



Mac Lab New WiFi

* WiFi Network name = MacLab
* Password = 57persons



Latest OS

e CurrentiOSis 18.3.1 version



eMail Clients

* An email client is a software application that allows users to
access, manage, and send emails through a user interface on
their computer, tablet, or smartphone, enabling them to read,
write, organize, and reply to messages, essentially acting as a tool
to interact with their email account;examples include Microsoft

Outlook, Apple Mail, and Mozilla Thunderbird.



Email clients

* Key points about email clients:

* Function: They let you send, receive, and organize emails from your
inbox.

* Access methods: Can be accessed through a desktop application, web
browser (webmail), or mobile app. .

 Examples: Microsoft Outlook, Apple Mail, Gmail (web-based), Mozilla
Thunderbird.



What are the benefits of using an
email client?

* The benefits of using an email client are numerous.

1.1t allows users to manage their emails more efficiently by
providing a central location to view and organize emails.

2.1t provides a more user-friendly interface than a web-based
email service, making it easier to navigate and use.

3.1t can be customized to meet the specific needs of the user,
allowing for greater control over the email management process.

4.Email clients can be used offline, allowing users to access their
emails even when they do not have an internet connection.

5.Email clients offer additional features such as email filtering,
spam protection, and email encryption



What is Webmail?

* Webmail is an email system that can be accessed via any web browser
when connected to the internet. All emails, calendar services, and
contacts are hosted on the email service provider’s online servers.
This makes it handy when you need to check your email in the depths
of the Amazon rainforest. All you need to do is find a device that is
connected to the internet. Webmails are therefore great for those
who like to live their lives on the go and need the flexibility.



The main problems with Webmail

e Security - If you talk to an expert, they will advise you against accessing your Webmail
from a public computer. You could compromise the security of your account. This is all
very well if you have trusted computers you can use wherever you are. If you don’t
however then your options are very limited.

* Adverts - With anything free, there always tend to be compromises and advertisements
filling up your screen is definitely one of them when it comes to Webmail.

* Limited storage space — As Webmail is hosted on the email provider’s server, the storage
space tends to be very limited. If you want to send emails with large attachments, or

need lots of memory for your inbox, then Webmail is probably not the best option for
you.

* It only accommodates one email address at a time



Email Apps

* Apple Mail — email client

* Gmail - email client

* MS Outlook — email client

* Web Mail - sefl explanatory



Email

* The Apple Email app

e |[tis an email Client
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ldentifying IMAP accounts

GMAIL ACCOUNT INFORMATION

Name Ron Plain

Email rbplain16@gmail.com

Description RP Gmail

OUTGOING MAIL SERVER

SMTP Gmail SMTP Server

Advanced
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Examples of Web Mail
Gmail
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From Gary Leavenworth - NMGC 30th Anniversary Celebration
e Concert
Maranne Champin “ Gary Loavonwor!h -
Hello NMGC Alumni,

Wiliam Tlay

Greetings gentlemen! H you are reading this, you are a friend and lormer

Gary L eavenworth member of the Glee Ciub. I'm writing 10 et you know that cur spring concert

: L NGO 30m £ celebrates the 30" anniversary of the Glee Club at 3:00 pm on Sunday, April
15 at Pleiffer Hall. it will be Bonnie Klee Roberts’ final bow as Director of
Naperville Men’'s Glee Club. Though Bonnie has is now officially retiring, she
will stay involved in a more part-time role and we will be celebraling her legacy
at our spring show. As part of the concert finale we would love for any and
Arne Hook all former members o join us on stage for a couple of classic numbers

) ’ from years past. There will also be a small reception afterward with

refreshments to honor Bonnie., N you can ion us, please let us know, and i




Examples of Mail
Outlook
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* You can add multiple email accounts to the Gmail app on your
phone or tablet, or to your computer. You can manage all of your
accounts from a single inbox.

* |t does not play in the apple environment so the ease of use If
sharing data is not avaialble



Examples of Malil
Gmail App
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Redfin 10:27AM
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Your CVS.com Order Confirma...
Prescription Center Store Loc...

/ Compose

Your CVS.com Order Confirmation nbox

' CVS.com Aug 2

to me ~

WY CVS pharmacy e

Order confirmation August 2, 2023

Thank you for your order

Hello Ronald,

We've received your order and will begin processing it shortly. If we run into any
issues while filling your prescriptions, we will contact you or your prescriber.

To get delivery, sign_up for text messages. When your order is ready, we'll text
you with delivery options for eligible prescriptions. Then pay and select delivery.

If you sign up for text messages early in the day, you'll likely get the text within
24 hours. If you sign up later in the day, you may get it up to 48 hours later.

W CVS pharmacy

Notification: We'll call or text you when your order is ready for pickup
or delivery.

Pharmacy filling your prescription: CVS Pharmacy Store
#6710 | 25622 crown valley pkwy., ladera ranch, CA, 92694

Payment method: Payment due at checkout

Rx#***3979 beginning with the letter N for Ronald
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Apple Mail
Accounts are in one place/app
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Reasons to use Apple Mail

1. Multiple Email accounts can be addressed in one application.
2. User interface is the same regardless of who your email provider
IS.

3. Apple mailis part of the Apple Eco System to that you can send
photos, documents etc from other apps and they will automatically
open a new email for you. It’s a much simpler way to send things.

Accomodates Apple Intelligence



Apple intelligence and Apple Mail

* Apple Intelligence in the Mail app on an iPad helps you manage your
email by summarizing messages, composing replies, and prioritizing
emails.

e Summarize messages

* Tap an email or thread

* Tap the Summarize button in the top right corner

* An animation will appear while Apple Intelligence analyzes the text

* Asummary will appear above the email



Apple Mail and Apple
Intelligence

Compose replies

* Tap an email, then tap Smart Reply
* Inthe keyboard, tap a suggested reply

e Apple Intelligence will draft a reply in the email

Prioritize emails Tap your inbox, then tap Show Priority

* Time-sensitive emails will appear at the top of your inbox

Writing tools Tap the arrow above the keyboard to expand the toolbar

* Tap the Apple Intelligence button to access the writing tools

* Use Apple Intelligence to proofread, rewrite, or summarize text



Changing Email option from Archive to Trash

Steps foriOS 16 Mail Swipe to Delete Save

1. Goto Settings > Accounts & Passwords

Tap Accounts to display all your connected email
accounts.

Selectyour email account.

Tap Advanced.

Find Move Discarded Messages Into.

Select Deleted Mailbox instead of Archive. ...

Press the Back button to return to Account Details.
Tap Done.

N
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Go to Settings > Accounts & Passwords

Select your Email Account

=)

Be&0OC

Settings

‘ f Accounts & Passwords
£ mai

Contacts
Calendar
Notes
Reminders
Messages
FaceTime
Maps
Safari
News

Home

90T AM

Accounts & Passwords

ﬂ App & Website Passwords

ACCOUNTS
iCloud

iCloud Drive, Mail, Contacts, Calendars, Safar and 5

RP Gmail

Mail, Contacts, Calendars, Notes

GHG Email

Mail. Contacts, Calendars

Yahoo!

Mall, Contacts, Calendars, Reminders, Notes

Add Account

Fetch New Data

more
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Tap on Email account you want to change
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Choose Advanced

GMAIL ACCOUNT INFORMATION

Name Ron Plain

Email greyhairedgeek@gmail.com

Description GHG Email

OUTGOING MAIL SERVER

SMTP Gmail SMTP Server

Advanced




Choose Deleted Mailbox and tap back button

£ Account

MANLBOX BEHAVIORS

Drafts Mailbox Drafts

Deleted Mailbox Trash

Archive Mailbox All Mail

MOVE DISCARDED MESSAGES INTO:

Deleted Mailbox

Archive Mailbox

INCOMING SETTINGS

Use SSL

IMAP Path Prefix




Tap on done

GMAIL ACCOUNT INFORMATION

Name Ron Plain

Email greyhairedgeek@gmail.com

Description GHG Email

OQUTGOING MAIL SERVER

SMTP Gmail SMTP Server

Advanced




Setting up your Email Account
Apple Mail

* Goto Settings

* Choose Mail (on older iOS versions it will say
Mail, Contacts, Calendars instead).

* This is where you create your email accounts
* Please go to Home Screen Now



[op

Adding Attachments to an email

You can attach and send documents, videos, and photos in your
emails for recipients to easily download and save.
1.Tap in the email where you want to insert the attachment, then do
one of the following:
eAttach a document: Tap above the keyboard, then locate
the document in Files.
In Files, tap Browse or Recent, thqﬁap a file, location, or folder to
open it.
eAttach a saved photo or video: Tap above the keyboard,
tap Photo Library , then choose|oto or video.
e Take a new photo 'deo and attach it to the
email: Tap above the keyboard, tap Take Photo or Video,
then take a new photo or video. Tap Use Photo or Use Video to
insert it into your email, or tap Retake if you want to reshoot it.


https://support.apple.com/guide/iphone/iphc61044c11/

Attach and Scan a document to an email

You can scan a paper document and send it as a PDF.
1.Tap in the email where you want to insert the scanned

document, tap @ above the keyboard, then 0}

J
tap :
2.Position iPad so that the document page appears on the
screen—iPad automatically captuzas the page.

To capture the page manually, tap or press a volume

button. To turn the flash on or off, taf

3.Scan additional pages, then tap Save when you’re done.
4.To make changes to the saved scan, tap it, then do any of
the following:
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