
Quick guide to adding child’s school email account to laptop email application 
This is the Mac process but this should be similar on other formats, iPhone below 

 
 
MacBook: In the Mail application, on the top left click on Mail > Add Account 
 

 
 
 
Select “Exchange” (This is Microsoft Exchange) 
 

 
 
 
 
 
 
 



Enter the child’s first name in the box that pops up.  
 
Copy the child’s email address and paste into the email address box.  
 

 
 
 
Click Sign In 
 
 
On the next screen, enter the password provided in the password box.  
 
Click Sign In 
 
It’ll look like this this:         Or this: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
You will then be prompted to change the password. Choose something your child will be 
able to remember but not too basic.  Then it should work! 
 
 
 
 

 



 
iPhone process:  
 
Settings > Mail > Accounts > Add Account 
 
 

 
 
 

 
 
 



 
 
 
 


