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Opening OS X Mail application

The following instructions are written for OS X Mail ver 2.1for Mac. If you use another E-mail
client, you would have to review the instructions for that software to determine how to do these
same steps in that program. These steps are designed to provide you will an overview on what
steps should be performed. You can also use this information to assist you in determining the
proper steps in your e-mail client in you are not using Outlook Express.

1. Open OSX Mail by clicking on the mail icon in the DOCK

2. If you do not have a mail icon on your desktop double click on the icon located on
the top right side of your desktop.

3. Double click and open the Applications folder.

4. Double click on the icon to execute the application.

5. If this is the first time using the OS X Mail application, proceed to page five Creating a
New Account.



How to create account if Mail client is already
configured

If you are already using your OS X Mail client with lauds.net or any other E-mail service please do
the following.

1. Once Mac Mail application is opened go to Mail option located on the top left hand corner
next to the ¢ [EIENY icon.

2. Select Preferences

3. Inthe Accounts
preferences Click on the

+ icon located on the
bottom left corner.

4. Proceed to page five
Creating a new account

[ ]

5. Inthe Accounts preferences Click on the + icon located on the bottom left corner.

6. Proceed to page five Creating a new account



Creating a new account

1. Welcome to the Mail application click Continue

General Information Window

2. Be sure to enter the following
Account type — Select POP
Account Description —
LAUSD.net
Full Name — Enter your first
and Last name.

Email Address — Enter entire
email address with domain
name as shown.

3. Click Continue

Keep in mind that not all lausd.net accounts use first and last name
format your username may be different

Incoming Mail Server settings

4. Enter the following information for
each section
Incoming Mail Server — Enter
“mail.lausd.net”
Username — Enter complete
username with domain name as
shown
Password — Enter your current
password for SSO /lausd.net mail
account.

5. Click Continue



Outgoing Mail Server settings

6. Outgoing mail server setting is
“mail.lausd.k12.ca.us”

7. Click Continue

You will notice that after
clicking continue the Malil
application will attempt to
establish connection to
lausd.net mail server.




New Account Summary

8. After successfully establishing connection the Mail click will provide a summary Verify
settings and click Continue

Conclusion

9. New account has been created Click Done to Continue



10. The Mail application will open

11. Click on to download your mail from lausd.net servers. All new and old messages
will appe our Inbox.

This guide was created using the latest version of OS X and Mac Mail
client. If you are using an older version of Mail there may be minimal
differences.

Additional Informational about Mac mail can be found at the following site:
http://www.apple.com/macosx/features/mail/



http://www.apple.com/macosx/features/mail/

Mail Settings for Advance Users

1. Server settings:

e Outgoing :
mail.lausd.k12.ca.us

e Outgoing Server Port: 25

e Incoming : mail.lausd.net

e Incoming Server Port: 995
Using SSL encrypted
connection.



How Set Client Copy Email from Server

This setting will determine whether the mail client will copy or delete email from the mail server. If
you used multiple E-mail clients you may want to modify this setting.

1. Open the Mail application, once application is opened go to Mail option located on the top
left hand corner next to the g [IEI] icon.

2. Select Preferences

3. Select Preferences
4. Click on Advance option

5. Remove the check mark or
configure current settings
to your satisfaction from
the “Remove copy from
server after retrieving a
message:” Setting



