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Signing up for a Hotmail account

Before you can use Hotmail, you will need to sign up for an account.

9 Open your web browser (Internet Explorer, Firefox, Safari, Chrome, etc)

and type inrwww.hotmail.com

£7 Windows Live

Hotmail

% Powerful Microsoft technology helps fight spam and
improve security.

I Get all your e-mail accounts, calendars, and contacts
in one place - even if you use other e-mail services.

7l New! Chat from your inbox, see what's new with
friends, and get 5 GB storage that grows when you
need it.

Learn more
Don't have a Windows Live ID?

More about gindows Live ID
Privacy :'c:licy\

One Windows Live ID gets you into Hotmail, Messenger, Xbox LIVE — and other places you see ::

Sign in
«f Windows Live ID:

(example555@hotmail.com)

Password:

Forgot your password?

Remember me on this computer (7)
[[Jremember my password (7)

Use enhanced security

N\
T/ fA0]

2y a{ A3y

1 Choose the first part of your ema

dzLJe @

il addresshen click on the downward

pointing arrow to select hotmail from the drop down list. (Notice, that as

LQY R2AYy3I \iKlm@o

nfy dieryd thie Kp8on fo Yiave a

hotmail.co.uk address)not hotmail.com)

Create your Windowys Live ID

All information is required.

Sign in

Windows Live ID: |it_teacher

Create a password:

It gets you into all Windows Live\services—and other places you see o/

Ifyou use Hotmail, Messenger, or Xbox
LIXE, you already have a Windows Live ID,

@ itydeacher@hotmail.co.uk is available.

Check availability

[]

@ |hotmail.co.uk
live.co.uk

 NextcOf A O1 2V
available.
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If your chosen email address is available,
then fill in the rest of the form. .

&3 carclsmith@hotmail.co.uk isn't available.

T LT A L] A ?xyq@njall W|I®ffe'k | windows Live : caralsmith @ |hotmail.couk |+
you some alternative choices X

eate a password:

carolsmith1917 @live.co.uk
carolsmith1973@hotmail.co.uk
Retype password: | carglsmithol@hotmail.co.uk

9 You carclick on one of the choices,

e e-mail address:

or yOU can jUSt go baCk and type Use Windows Live ID advanced search
something else into the box and click reset

2y GOKSO1 | @quntifybudindfari dildress ybuzhate happy
with.

T LT @2dz R2y QiU g6l yil LINRBY2GA2Y I SYIF AT
the / opt-in box.

[C] Send me e-mail with promational offers
and survey invitations from Windows Live,
Bing, and MSMN. (You can unsubscribe at
any time.)

2 KSYy @2dz2Q@S FA{E{SR Ay GUKS F2N¥Xz Of A
Your new Hotmail account will be created and you will be taken to your
Hotmail inbox.

m http://mail.live.com/?rru=inbox

ﬁ Main Internet Marke... ﬁ My Wordpress blog ... -'l Google AdSense - R.. IT_‘ Beginner's Atahualp... | ] Amplify it!
———

£7 Windows Live™ Home Profile People Mail Photos Morer MSN¥ Search the web
Hotmail New | Delete Junk | Markasv Movetor o=
it-teacher@hotmail.cor [ sort by~ Search your e-mail o
Inbox (1) ] Windows Live Hotmai... Getting started with Wi...
Junk
Drafts
Sent
Deleted

Manage folders
Add an e-mail
account

Related places
Today
Contact list

Calendar

r. 1 messages Page 1

Mew | Delete Junk | Markas¥ Moveto v QQA
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Verifying Your Account

1 The first time you use your Hotmail accountsend an erail you will be
asked to verify your account.

Hotmail

Send | Save draft Attach | Spell check Richtext+ | ¥ 1 | Cancel
it-teacher@hotmail.co.L | A, We need to asky

& Messenger ¥ | Options v
ou to veW your account. After you do that, please come back and click Send again. This helps us fight
Inbox (2) spammers.

T/ftA01 2y GOSNATE &2dNJ | O02dzyiié

This helps us prevent automated programs from creating accounts
and sending spam. Get help with this

on AP/
W/W /,’@

To continue, enter the 8 characte;z,fmm 1‘ihE picture
\
2udmddall

/
‘ Ccntinue#—‘%ﬂ@li'

’
/2

1
\
1
\
\
\
4 \
|
1
]
]

/

1 You will be aysked to enter sor‘ne text. (Thisis to automatee sign

up robots fr'om signing up for a.ccounts and sending out spam entarey
the text and then ¢tk on Continue.

T LT &2dz OFyQld NBIR GKS GSEGxX OtA01 2y

numbers or click on the speaker to hear the letters and numbers (ote

the speakers oyour computer will need to be turned on.)
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Sending an Email

Tostartt y S g S/Yl- At OftAO]l 2y abSgée ySIN
E ﬂ http://mail.l#e.com/?rru=inbox
Main]ntemetMalke... Mme ress blog ... -"l Google AdSense - R... Beginnel'sAtahualp... [ Amplify it!
T ————
£7 Windows Live™ Home Profile People Mail Photos Morev MSNv
Hotmail New | Delete Junk | Markas+ Moveto v | =
it-teacher@hotmail.co.. | [C] Sort by * Search your e-mail yol
Inbox (1) ] Windows Live Hotmai... Getting started with Wi... 18111
Junk
Addressing your Email
T/fA01 AY (GKS 02E 0SaARS (GKS ¢g2NR 4aiz2
person you want to write to.
'—ﬁ
£ Windows Live™ Home Profile\ People Mail Photos Morey MSNw Search thy
Hotmail Send | Save draft Attach | Spell check Richtextv | ¥ & | Cancel
it-teacher@hotmail.co.L From: it-teacher@hotmail.co.uk v Show Cc & Bee
Inbox (1) carolsmith@myemail.com #
Junk . .
Click the "Ta" button to see your contact list
Drafts ]
Subject: | My new email address
Sent
Deleted Verdana v 10 B I UEESEE=EIZTIZEERLEA
1 Notice that once you click in the subject box, a little | remember ~§—
editing i@on appears beside the address you typed. _
1 there are NO SPACES in
email address
carolsmith@myemail.com %  email addresses ALWS
O2y il Ay (GKS
1 If you need to edit the email adgress (fQr example if you spot a typing
mistake)q just click on the little pencil icomand make your changes.
1 If you need to delete the address, click on the little cross.
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1 If you have added people twour contacts list (see Page)liien you can

Ot A0] 2y (KS g2NR ail2é¢ (G2 aK2g @2 dzNJ

Frorn.‘ﬁacher@hotmail.co.uk A Show Cc & Bec

pe
People | Categories | Favorites | Recently e-mailed lose yo
D
Subject (] select Al |
Carol Smith friendlytraining@tiscali.co.uk Il
Verdana

[[] it-tdcher@hotmail.co.uk it-teacher@hotmail.co.uk

N\

9 Select one or more people by clicking inthe box beside their name to put a

tick in it.
1 Click on Close to add the person/people to yemail.

Writing Your Email

T Clickk y u5§ a{do280il¢ o02E (2 GeaLls Ay
it-teacher@hatmail.co.L From: it-teacher@hatmail.co.uk Show Cc & Bee
Inbox (1) carolsmith@myemail.com #
Junk N L _ ] .
Drafts L N —
subject: | My new email address
Sent
Deleted Verdana v 10 B UEEEIEZZEEREA
Manage folders &
Add an e-mail Hello Carol
account I've got a new email address. Hope you are keeping warm.
Carc:nﬁJ /
Related places

1 Then click in the main body of the email to type your message.
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£7 Windows Live™ Home Profile People Mail Photos Morer MSNT the
Hotmail Send | Save draft Attach = Spell check Richtextv | ¥ & | cancel
it-teacher@hotmail.co.L : it-teacher@hotmail.co.uk » Show Cc & Bec
Inbox (1) Tao: arolsmith@myemail.com &
Junk \
12KSYy @2dz KIS FTAYA&AKSR GeLAy3a Of AO0j
Mail Folders
Sent Items Hotmail
1 OnvcevyE)uvhaV(,efc)\ Ol SR 2¢Yy Aé( é,S Y RE év tteacher@hotmailcd & 9 A
LT @2dz | NBYy Qi &dzNB cpsiclick Y Kl a
2y aaSyaé G2 asSS A‘F AG\%Draﬂ:s I RRS
F2f RSNE GKSYy A0Qa 0SSy & Ftsen
Deleted (3)
Inbox
.. I ) ) ) Manage folders
1 This is whereyou will find all yur incoming emails. , .
Add an e-mail
account
Junk

1 This is where Hotmail puts all those annoying emails offering you body

enhancement pills, fake watches, Russian beapggs
T b2 2dzy1 FAELGSNI A&

SOSNI mn x>

NEtAlIofS

from time to time to seaf any real emails have been sent there. Especially

AT @2dz F NB SELISOGAY3
have arrived.

by

Deleted
1 This is where Hotmail puts all the emails you have
RSt SGSR TNRY

SYLl Af

L VR A
\é,

1 Empty your deleted items
folder from time to time

Remember

82dz2NJ AYOZ2E®

LG 1 SSLxia

safeguad, in case you delete something by accident or you change your

mind.
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Custom Folders

1 As well as the folders that Hotmail provides by default you c{ nkex (2
create your own folders. Junk
 This is a good way of keeping your emails tidy and sayed | "™
bit like startinga new hanging file in your filing cabinet to e
. Deleted (3)
keep all those gas hills.
< ~ PR ~ < . hanage folders .
1T¢2 ONBILGS |+ yS¢s Odatey F2¢ ,....... |AO
Tb2g Ot A0l 2y dabSg¢e account
NetFomme peee | 1/ EAO1 Ay GKS 62E 0SaARS 4
L ; €2dzNJ F2ft RSN I} YSEYAYy3IFdzd yI Y
i F . ! .
. all those emails thaty (non existat) Aunty Flo is
fbox going to send me. ';
I - | z, A, / N «
u a{ € U - e 2
1 I tAO01 2y af{il @S 2 | RR 2
orafts folders list \ |
Sent X
Deleted :
Save Cancel .
Total '
L |
. 2
Folder name: |Aunty FI-;:||
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)l

. . Mew Rename Delete
Deleting/Renaming a Custom Folder v
Once you have added a custom folder or folders you can [.--~ %
rename or delete them atamymec2 dza & I 2.--6°2 nbox
T2t RSNAEE | yR Of AO1 _.é2 Lidzi Junk
-7 Draft
rename or delete. Pt .
-7 Sent
Then click on rename or delete
_ ) _ ) N Deleted
If you are deleting a folder that contains emails, you will | ., .
receive a warning. If you say OK, the contents will be Total
added to your Deleted folder. You still have them and you

can move them back to the inbox, if necessary.

-
| The page at http://col01w.col101l.mail.live.com says: g

| Areyou sure you want te delete this felder? Any mail in this felder will be moved to the Deleted
®  items folder.

ok || Cancel |

Sending an Email to Multiple Recipients
1 You can send an email to more than one pergdiut be careful. There are

good and bad ways of sending @mail to lots of people.

To, CC and BCQ How NOT to do it
T LQY &dz2NBE @&2dzQ@S Itf LINAY(ISR

page looks something like this:

carol@myemail.com; susan@heremail.com; albert@thelionsden.co.uk;
Frederickthegreatestarth@thelongestemailprovidernameknowntoman.com; flo@hotmail.com;
thejonesfamily @thisisp.conthechairman@anorganisation.com; carol@myemail.com;
susan@heremail.com; albert@thelionsden.co.uk;
Frederickthegreatestonearth@thelongestemailprovidernameknowntoo@n; flo@hotmail.com;
thejonesfamily@thisisp.com; thechairman@anorganisation.com; carol@myemail.com;
susan@heremail.com; albert@thelionsden.co.uk;
Frederickthegreatestonearth@thelongestemailprovidernameknowntoman.com; flo@hotmail.com;
thejonesfamily@thisp.com; thechairman@anorganisation.com; carol@myemail.com;
susan@heremail.com; albert@thelionsden.co.uk;
Frederickthegreatestonearth@thelongestemailprovidernameknowntoman.com; flo@hotmail.com;
thejonesfamily@thisisp.com; thechairman@anorganisation.comgl@myemail.com;
susan@heremail.com; albert@thelionsden.co.uk;
Frederickthegreatestonearth@thelongestemailprovidernameknowntoman.com; flo@hotmail.com;
thejonesfamily@thisisp.com; thechairman@anorganisation.com;
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There are fouthings against this:

1) L (i Qaste bf yalur paper if you print it.
2yLdQa |
you permission to share their email address.

0 NB I O K unke3s evedofidroh R& Wsthaslgizeh G &

3) Some people get cross about it. You could find yourself the recipient of

an angry phone call from @nof those people.
AHLF az2vysSz2ys

I OOARSY G f @&

Otqd1a 2y 6

entire list is informed that Aunty Flo will be arriving for lunch at 12.30 on

Sunday even if they have no idea who she is!

The Correct Procedure

To

1 If you are senatig an email to just a few people, they all know each other

YR I f NBFR®&

SOSNE2YS (2 GKS dac¢hé

KIS SIFOK 2GKSNRa
TASE RO

SYIF At

1 If you are adding addresses manually, make sure to separate EACH address

with a semi colon.
T EVERYONfan seeNHO ELStRe email is sent to.

Click on Show CC & BCC to display the extra fields

£7 Windows Live™ Home Profi ople Mail Photos Morev MSN¥ Search th
Hotmail Send | Save draft Attach | Spell check Ric x| ¥ 1| cancel
it-teacher@hotmail.co.L From: it-teacher@hotmail.co.uk v Show Cc & Bec
Inbox (1) To: carolsmith@myemail.com &
Junk
Drafts .
Subject: | My new email address
Sent
Deleted Verdana v0v BIUEEEECECEETREA
CcC
T ¢CKAZ A& (KS SldA@HtSyd 2F aASyRAy3I |

Usually, te email $ intended for the person (or persons) you have putin

thea G2¢ FASE RZ 0 dzl

sent.

82dz 61 yi

G2 fSd azy

1 For example, if your boss asks you to email a client and tell them their work

6Aft 0S8 NBIRe 2y
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YR GKSYy ayyf Bossso thie@) @seethatd/ou have done as
you were asked.
1 EVERYONE can $&elO ELSiBe email is sent to.

BCC

9 This is the one you use for mass emailing your friends, contacts, club etc.

1 NOhb9 Oly 4SS gK2 StasS (KS dafspace A a 3
Fd GKS G2L) 2F GKS LI 3AS FyR &2dz R2y Qi
giving out their email address to everyone else.

Replying to an Email

1 Once someone has sent you an email, you calnew Delete Junk  Markas Movetor = @

aNBLX &8¢ NI GKSNJI G w Reply Replyall Forward | & 2
. : . : P
if you are answering the original emait: Tuesday's IT-Class

ﬂ If you want to start a new tOp'C start a new From: carol s;ﬁ;'th (it-teacher@hotmail.co.uk)

ema”! sent pz Fghruary 2010 .12:50:54
it-j€acher@hotmail.co.uk
/

< , A - I '.-vo;(t/be able to come to the class on Tuesday.
ﬂ/f)\Ol 2)/ AONBLX eé€ D Crol

/
/

1 Notice that, by default, Hotmail leaves the original message and your reply
is added above it. ,
T¢KS 62NR 4aNB
know that you are replying to a
sent you.
T/tA01 2y GaSyReg/
TLF &2dz 1 SSLI aNBLX &A
want to delete some of the cenversation
before you send the emaiJ"I ?om'tfe;ii‘é?éﬂﬁtﬂac"ffk“k

Subject: Tuesday's IT class
/ Date: Tue, 2 Feb 2010 12:56:53 +0000

v~ ~ z 7N z z 2 A

A a I /R R b From: it-teacher@hotmail.co.uk v "B '
To: it-teacher@hotmail.co.uk #

Subject: | RE: Tuesday's IT class

a S Verdana v W0y B ] UEE

£

3 Thanks for letting me know. We'll see you next week. NJ
Anne|

/
/

4 I won't be able to come to the class on Tuesday.

Forwarding an Email ,” Carol
9 You do this if you ';ank someondse might be
AYGSNBaiESR Ay &aSSAy3a Iy SYIFAt @&2dzQ@S
1 Click on Forward and enter the email address of the person you want to
forward it to.
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