
 

To set up Apple Mail to the Town of Westford Email 

 

From your home screen open Settings, swipe down and search for Mail at the top. 

Open the blue Mail by tapping. 

Tap Mail Accounts 

Tap the Current Town email.  If you don’t already have a town email skip ahead two steps to 
where you add an account. 

Tap Delete Account 

Tap Delete from My iPhone 

[Add Account] You will be returned to the Mail Accounts form, tap Add Account. 

Tap Microsoft Exchange 

Enter your phones passcode. 

Enter your town email address, optionally change the Default “Exchange” to Town of 
Westford or similar.  Double check your email address and Tap Continue. 

Depending on your iPhones experience you may be prompted for a password or to choose 
a multi factor account.  Enter the password or Choose the appropriate account. 

Optionally turn off Contacts, Calendars, Reminders and Notes, then tap Save. 

Close Settings, open Apple Mail.  Your account should be on the bottom. 

 

Screen Shots Follow: 

 

























 


