
 Steps to adding email on your iPhone 
1. Open the settings app 

 

 

2. Scroll down until you see the “Mail” setting. Go ahead and tap on that. 

 

 

3. Once the mail setting opens up, click on “Accounts”. It should be towards the middle of the page. 

 

 

4. Next, you will click on the “Add Account” option 
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5. Now look for “Microsoft Exchange” and tap on that.  

 

 

6. After you click Microsoft Exchange, it will ask for you school email address. Go ahead and fill that out 
with your information. For the description that is personal preference. It will default to “Exchange” but 
you can change that and re-name it. Once that is done Click “Next” at the top right of the screen. Once 
you hit next a window will appear and you will click on “Configure Manually”  

 

 

  

 

7. Next, it will ask for your information again. Fill out the email if it not filled out yet and password, (Your 
entire email) and click next.  
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8. A menu will pop-up saying it cannot verify the server identity. Go ahead and click on “Continue” 
 

 
 

9. Now for the Server you will type in “mail.azleisd.net”. For the Domain you will type in “azle”. Type in 
your username, which is the first part of your email before the @ symbol and also your password. 
Again, you can change the description if you would like, if not it will default the name to “Exchange”. 
After all that has been done, click the “Next” at the top right of the screen.  
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10. A page will pop up asking what all you want to be saved to your iPhone. This is all personal preference, 

what you want saved and synced from your work email to your iPhone. You can tap on what you want 
synced by tapping on the toggle button to the right of the setting. Once you have decided what you 
want synced, then you will click “Save” at the top right of the screen.  

 

 

11. You will then go to your mail app built into the iPhone. And open that up. You may have to click the back button 
but the email account that you just made should be there.  

 

12. It will have the name of what you named it as the description or the default name of “Exchange”. 

 


