
STEPS TO CREATE AN EMAIL ACCOUNT ON YOUR IPAD 

 

STEP ONE: CLICK ON SETTINGS: 

 

 

 

 

 

 

 

 



STEP 2: CLICK ON MAIL 

 

 

 

 

 

 

 

 

 

 

 



STEP 3: CLICK ON ADD ACCOUNT 

 

 

 

 

 

 

 

 

 

 

 



STEP 4: CLICK ON OTHER 

 

 

 

 

 

 

 

 

 

 

 



STEP 5: CLICK ON ADD MAIL ACCOUNT 

 

 

 

 

 

 

 

 

 

 

 



STEP 6: FILL OUT THE NEW ACCOUNT INFORMATION. THEN CLICK NEXT. 

 

 

 

 

 

 

 

 

 

 

 



STEP 7: CONTINUE FILLING OUT THE NEW ACCOUNT INFORMATION AS 

SHOWN. YOU MUST FILL IN ALL THE BLANKS AS SHOWN.  YOU MUST 

PUT INFORMATION EVEN THOUGH IT SAYS OPTIONAL.  IF YOU DON’T 

PUT IN THE INFORMATION, IT WON’T WORK.  THEN CLICK NEXT. 

 

 

AFTER CLICKING NEXT IN STEP 7, YOUR NEW EMAIL ACCOUNT WILL BE 

CREATED AND YOU WILL NOW BE ABLE TO USE IT.  HERE YOU WILL 

RECEIVE ALL THE CONSENT AND REVIEW FORMS SUBMITTED BY YOUR 

CLIENTS. 

 

 

 



 

LOOK FOR YOUR EMAIL ACCOUNT ON YOUR SCREEN WHERE YOU HAVE 

THE EMAIL ENVELOPE ICON. THIS IS WHERE YOU WILL GET YOUR 

CONSENT AND REVIEW FORMS ONCE THE CLIENT HAS SUBMITTED 

THEM.  

 

 

 

 

 

 

 



ONCE YOU CLICK ON THE ENVELOPE ICON AND OPEN YOUR EMAIL, IT 

SHOULD LOOK LIKE THIS: 

 

TO SAVE THE CONSENT FORM, CLICK ON THE ARROW IN THE LOWER 

RIGHT OF THE SCREEN. LOOK FOR PRINT, THEN YOU CAN PRINT TO PDF 

OR SAVE TO PDF.  SAVE THE FORM IN A FILE THAT YOU HAVE CREATED 

FOR THE CLIENT.  


