
(c) Carol Smith 2010          www.it-teacher.co.uk or www.friendlycomputertraining.com  

1 | P a g e 
 

Using Hotmail 

Contents 
Signing up for a Hotmail account .......................................................................................................... 3 

Verifying Your Account ......................................................................................................................... 5 

Sending an Email ................................................................................................................................... 6 

Addressing your Email ...................................................................................................................... 6 

Writing Your Email ............................................................................................................................ 7 

Mail Folders .......................................................................................................................................... 8 

Sent Items ......................................................................................................................................... 8 

Inbox ................................................................................................................................................. 8 

Junk ................................................................................................................................................... 8 

Deleted ............................................................................................................................................. 8 

Custom Folders ................................................................................................................................. 9 

Deleting/Renaming a Custom Folder .............................................................................................. 10 

Sending an Email to Multiple Recipients ............................................................................................. 10 

To, CC and BCC ς How NOT to do it ................................................................................................ 10 

The Correct Procedure .................................................................................................................... 11 

CC ................................................................................................................................................ 11 

BCC .............................................................................................................................................. 12 

Replying to an Email ........................................................................................................................... 12 

Forwarding an Email ........................................................................................................................... 12 

Managing Your Emails ........................................................................................................................ 13 

Mark As ........................................................................................................................................... 13 

Deleting Emails ............................................................................................................................... 13 

Junk ................................................................................................................................................. 14 

Using Custom Folders ..................................................................................................................... 14 

Manually Moving an Email to a custom folder ............................................................................ 14 

Automatically Moving an Email to a custom folder .................................................................... 14 

Adding an Attachment to an Email ..................................................................................................... 16 

Attaching a Document .................................................................................................................... 16 

Attaching a Photo ........................................................................................................................... 17 

Reducing the Size of Photos ........................................................................................................ 17 



(c) Carol Smith 2010          www.it-teacher.co.uk or www.friendlycomputertraining.com  

2 | P a g e 
 

Contacts .............................................................................................................................................. 18 

Adding an Email Address to Your Contacts List ............................................................................... 18 

Importing A Contacts List ................................................................................................................ 19 

Exporting a Contacts List ................................................................................................................. 20 

Hotmail Options .................................................................................................................................. 20 

Reading Pane Settings ..................................................................................................................... 20 

άhǳǘ ƻŦ hŦŦƛŎŜέ ƻǊ ±ŀŎŀǘƛƻƴ wŜǇƭƛŜǎ................................................................................................. 21 

Signature ς Using a custom email signature ................................................................................... 22 

Junk Mail ............................................................................................................................................. 23 

Check Your Junk Mail ...................................................................................................................... 24 

Delete Your Junk Mail (and Sent Items) .......................................................................................... 24 

 

  



(c) Carol Smith 2010          www.it-teacher.co.uk or www.friendlycomputertraining.com  

3 | P a g e 
 

Signing up for a Hotmail account  

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

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

and type in www.hotmail.com 

¶ /ƭƛŎƪ ƻƴ ά{ƛƎƴ ǳǇέΦ 

 

¶ Choose the first part of your email address ς then click on the downward 

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

LΩƳ ŘƻƛƴƎ ǘƘƛǎ ŦǊƻƳ ǘƘŜ ¦Y ς I am only offered the option to have a 

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

 

 

 

 

 

 

 

 

¶ Next ς ŎƭƛŎƪ ƻƴ ά/ƘŜŎƪ ŀǾŀƛƭŀōƛƭƛǘȅέ ǘƻ ǎŜŜ ƛŦ ȅƻǳǊ ŎƘƻǎŜƴ ŜƳŀƛƭ ŀŘŘǊŜǎǎ ƛǎ 

available. 

http://www.hotmail.com/
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If your chosen email address is available, 

then fill in the rest of the form. 

¶ LŦ ƛǘ ƛǎƴΩǘ ŀǾŀƛƭŀōƭŜ ς Hotmail will offer 

you some alternative choices. 

 

¶ You can click on one of the choices, 

or you can just go back and type 

something else into the box and click 

ƻƴ άŎƘŜŎƪ ŀǾŀƛƭŀōƛƭƛǘȅέ ŀƎŀƛƴ ς until you find an address you are happy 

with. 

 

¶ LŦ ȅƻǳ ŘƻƴΩǘ ǿŀƴǘ ǇǊƻƳƻǘƛƻƴŀƭ ŜƳŀƛƭǎΣ ōŜ ǎǳǊŜ ǘƻ w9ah±9 ǘƘŜ ǘƛŎƪ ŦǊƻƳ 

the opt-in box.  

 

 

 

¶ ²ƘŜƴ ȅƻǳΩǾŜ ŦƛƭƭŜŘ ƛƴ ǘƘŜ ŦƻǊƳΣ ŎƭƛŎƪ ƻƴ άL ŀŎŎŜǇǘέ ŀǘ ǘƘŜ ōƻǘǘƻƳΦ  

¶ Your new Hotmail account will be created and you will be taken to your 

Hotmail inbox.  
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Verifying Your Account  

 

¶ The first time you use your Hotmail account to send an email you will be 

asked to verify your account. 

 

¶ /ƭƛŎƪ ƻƴ άǾŜǊƛŦȅ ȅƻǳǊ ŀŎŎƻǳƴǘέ 
 

 

¶ You will be asked to enter some text.  (This is to help stop automated sign-

up robots from signing up for accounts and sending out spam emails.) Enter 

the text and then click on Continue.  

¶ LŦ ȅƻǳ ŎŀƴΩǘ ǊŜŀŘ ǘƘŜ ǘŜȄǘΣ ŎƭƛŎƪ ƻƴ wŜŦǊŜǎƘ ǘƻ ƎŜǘ ŀƴƻǘƘŜǊ ǎŜǘ ƻŦ ƭŜǘǘŜǊǎ ŀƴŘ 

numbers or click on the speaker to hear the letters and numbers (Note ς 

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

To start ŀ ƴŜǿ ŜƳŀƛƭΣ ŎƭƛŎƪ ƻƴ άbŜǿέ ƴŜŀǊ ǘƘŜ ǘƻǇ ƻŦ ǎŎǊŜŜƴ 

 

 

 

 

 

 

Addressing your Email  

¶ /ƭƛŎƪ ƛƴ ǘƘŜ ōƻȄ ōŜǎƛŘŜ ǘƘŜ ǿƻǊŘ άǘƻέ ŀƴŘ ǘȅǇŜ ƛƴ ǘƘŜ ŜƳŀƛƭ ŀŘŘǊŜǎǎ ƻŦ ǘƘŜ 

person you want to write to. 

 

¶ Notice that once you click in the subject box, a little 

editing icon appears beside the address you typed.   

 

¶ If you need to edit the email address (for example if you spot a typing 

mistake) ς just click on the little pencil icon and make your changes. 

 

¶ If you need to delete the address, click on the little cross. 

 

Remember  

¶ there are NO SPACES in an 

email address  

¶ email addresses ALWAYS 

Ŏƻƴǘŀƛƴ ǘƘŜ ŎƘŀǊŀŎǘŜǊ άϪέ 
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¶ If you have added people to your contacts list (see Page 18) then you can 

ŎƭƛŎƪ ƻƴ ǘƘŜ ǿƻǊŘ άǘƻέ ǘƻ ǎƘƻǿ ȅƻǳǊ ŎƻƴǘŀŎǘǎΦ 

 

¶ Select one or more people by clicking in the box beside their name to put a 

tick in it. 

¶ Click on Close to add the person/people to your email. 

Writing Your Email  
 

¶ Click ƛƴ ǘƘŜ ά{ǳōƧŜŎǘέ ōƻȄ ǘƻ ǘȅǇŜ ƛƴ ŀ ǎǳōƧŜŎǘ Φ 

 

¶ Then click in the main body of the email to type your message. 
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¶ ²ƘŜƴ ȅƻǳ ƘŀǾŜ ŦƛƴƛǎƘŜŘ ǘȅǇƛƴƎ ŎƭƛŎƪ ƻƴ ά{ŜƴŘέ ǘƻ ǎŜƴŘ  ȅƻǳǊ ŜƳŀƛƭ. 

Mail Folders  

Sent Items 

¶ Once you have cƭƛŎƪŜŘ ƻƴ άǎŜƴŘέ ȅƻǳǊ ŜƳŀƛƭ ǿƛƭƭ ōŜ 

ŀŘŘŜŘ ǘƻ ȅƻǳǊ ά{Ŝƴǘέ ŦƻƭŘŜǊ.   

¶ LŦ ȅƻǳ ŀǊŜƴΩǘ ǎǳǊŜ ƛŦ ŀ ƳŜǎǎŀƎŜ Ƙŀǎ ōŜŜƴ ǎŜƴǘ ς just click 

ƻƴ άǎŜƴǘέ ǘƻ ǎŜŜ ƛŦ ƛǘ Ƙŀǎ ōŜŜƴ ŀŘŘŜŘΦ  LŦ ƛǘΩǎ ƛƴ ȅƻǳǊ ǎŜƴǘ 

ŦƻƭŘŜǊΣ ǘƘŜƴ ƛǘΩǎ ōŜŜƴ ǎŜƴǘΗ 

Inbox  

¶ This is where you will find all your incoming emails. 

Junk 

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

enhancement pills, fake watches, Russian beauties, etc. 

¶ bƻ Ƨǳƴƪ ŦƛƭǘŜǊ ƛǎ ŜǾŜǊ млл҈ ǊŜƭƛŀōƭŜΣ ǎƻ ƛǘΩǎ ǿƻǊǘƘ ŎƘŜŎƪƛƴƎ ǘƘŜ Wǳƴƪ ŦƻƭŘŜǊ 

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

ƛŦ ȅƻǳ ŀǊŜ ŜȄǇŜŎǘƛƴƎ ŀƴ ŜƳŀƛƭ ŀƴŘ ƛǘ ŘƻŜǎƴΩǘ ǎŜŜƳ ǘƻ 

have arrived. 

Deleted  

¶ This is where Hotmail puts all the emails you have 

ŘŜƭŜǘŜŘ ŦǊƻƳ ȅƻǳǊ ƛƴōƻȄΦ  Lǘ ƪŜŜǇǎ ǘƘŜƳ ƛƴ ǘƘŜ ά5ŜƭŜǘŜŘέ ŦƻƭŘŜǊ ŀǎ ŀ 

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

mind. 

Remember  

¶ Empty your deleted items 

folder from time to time 



(c) Carol Smith 2010          www.it-teacher.co.uk or www.friendlycomputertraining.com  

9 | P a g e 
 

Custom Folders 

¶ As well as the folders that Hotmail provides by default you can 

create your own folders.  

¶ This is a good way of keeping your emails tidy and sorted ς a 

bit like starting a new hanging file in your filing cabinet to 

keep all those gas bills.  

¶ ¢ƻ ŎǊŜŀǘŜ ŀ ƴŜǿΣ ŎǳǎǘƻƳ ŦƻƭŘŜǊΣ ŎƭƛŎƪ ƻƴ άaŀƴŀƎŜ CƻƭŘŜǊǎέ 

¶ bƻǿ ŎƭƛŎƪ ƻƴ άbŜǿέ 

¶ /ƭƛŎƪ ƛƴ ǘƘŜ ōƻȄ ōŜǎƛŘŜ άCƻƭŘŜǊ bŀƳŜέ ŀƴŘ ƎƛǾŜ 

ȅƻǳǊ ŦƻƭŘŜǊ ŀ ƳŜŀƴƛƴƎŦǳƭ ƴŀƳŜΦ  LΩǾŜ ǎǘŀǊǘŜŘ ŀ ŦƻƭŘŜǊ Ŧƻr 

all those emails that my (non existent) Aunty Flo is 

going to send me. 

¶ /ƭƛŎƪ ƻƴ ά{ŀǾŜέ ǘƻ ŀŘŘ ȅƻǳǊ ƴŜǿ ŦƻƭŘŜǊ ǘƻ ǘƘŜ 

folders list 
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Deleting/Renaming a Custom Folder  

¶ Once you have added a custom folder or folders you can 

rename or delete them at any time ς Ƨǳǎǘ Ǝƻ ǘƻ άƳŀƴŀƎŜ 

ŦƻƭŘŜǊǎέ ŀƴŘ ŎƭƛŎƪ ǘƻ Ǉǳǘ ŀ ǘƛŎƪ ōŜǎƛŘŜ ǘƘŜ ŦƻƭŘŜǊ ȅƻǳ ǿŀƴǘ ǘƻ 

rename or delete. 

¶ Then click on rename or delete 

¶ If you are deleting a folder that contains emails, you will 

receive a warning.  If you say OK, the contents will be 

added to your Deleted folder.  You still have them and you 

can move them back to the inbox, if necessary. 

 

 

 

Sending an Email to Multiple Recipients  

¶ You can send an email to more than one person ς but be careful.  There are 

good and bad ways of sending an email to lots of people. 

To, CC and BCC ɀ How NOT to do it  

¶ LΩƳ ǎǳǊŜ ȅƻǳΩǾŜ ŀƭƭ ǇǊƛƴǘŜŘ ƻǳǘ ŀƴ ŜƳŀƛƭ ŀǘ ǎƻƳŜ ǎǘŀƎŜΣ ƻƴƭȅ ǘƻ ŦƛƴŘ ǘƘŜ ŦƛǊǎǘ 

page looks something like this: 

carol@myemail.com; susan@heremail.com; albert@thelionsden.co.uk; 

Frederickthegreatestonearth@thelongestemailprovidernameknowntoman.com; 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@thisisp.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.com; carol@myemail.com; 

susan@heremail.com; albert@thelionsden.co.uk; 

Frederickthegreatestonearth@thelongestemailprovidernameknowntoman.com; 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@thisisp.com; thechairman@anorganisation.com;  
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There are four things against this: 

1) LǘΩǎ ŀ ǿaste of your paper if you print it. 

2) LǘΩǎ ŀ ōǊŜŀŎƘ ƻŦ ŎƻƴŦƛŘŜƴǘƛŀƭƛǘȅ ς unless everyone on that list has given 

you permission to share their email address. 

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

an angry phone call from one of those people. 

4) LŦ ǎƻƳŜƻƴŜ ŀŎŎƛŘŜƴǘŀƭƭȅ ŎƭƛŎƪǎ ƻƴ άwŜǇƭȅ !ƭƭέ ƛƴǎǘŜŀŘ ƻŦ άwŜǇƭȅέ ς the 

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

Sunday ς even if they have no idea who she is! 

The Correct Procedure  

To 

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

ŀƴŘ ŀƭǊŜŀŘȅ ƘŀǾŜ ŜŀŎƘ ƻǘƘŜǊΩǎ ŜƳŀƛƭ ŀŘŘǊŜǎǎŜǎΣ ǘƘŜƴ Ǝƻ ŀƘŜŀŘ ŀƴŘ ŀŘŘ 

ŜǾŜǊȅƻƴŜ ǘƻ ǘƘŜ ά¢hέ ŦƛŜƭŘΦ 

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

with a semi colon. 

¶ EVERYONE can see WHO ELSE the email is sent to. 

Click on Show CC & BCC to display the extra fields 

 

 

 

 

 

 

CC 

¶ ¢Ƙƛǎ ƛǎ ǘƘŜ ŜǉǳƛǾŀƭŜƴǘ ƻŦ ǎŜƴŘƛƴƎ ŀ άŎŀǊōƻƴ ŎƻǇȅέ ƻŦ ŀ ƭŜǘǘŜǊ ǘƻ ǎƻƳŜƻƴŜΦ  

Usually, the email is intended for the person (or persons)  you have put in 

the άǘƻέ ŦƛŜƭŘΣ ōǳǘ ȅƻǳ ǿŀƴǘ ǘƻ ƭŜǘ ǎƻƳŜƻƴŜ ŜƭǎŜ ƪƴƻǿ ǘƘŜ ŜƳŀƛƭ Ƙŀǎ ōŜŜƴ 

sent.   

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

ǿƛƭƭ ōŜ ǊŜŀŘȅ ƻƴ aƻƴŘŀȅΦ  ¸ƻǳ ŜƳŀƛƭ ǘƘŜ ŎƭƛŜƴǘ όǇǳǘ ǘƘŜƳ ƛƴ ǘƘŜ άǘƻέ Ŧƛeld) 



(c) Carol Smith 2010          www.it-teacher.co.uk or www.friendlycomputertraining.com  

12 | P a g e 
 

ŀƴŘ ǘƘŜƴ ǎŜƴŘ ŀ άŎŎέ ǘƻ your boss so they can see that you have done as 

you were asked. 

¶ EVERYONE can see WHO ELSE the email is sent to. 

BCC 

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

¶ NO-hb9 Ŏŀƴ ǎŜŜ ǿƘƻ ŜƭǎŜ ǘƘŜ ŜƳŀƛƭ ƛǎ ǎŜƴǘ ǘƻΦ  ¸ƻǳ ŘƻƴΩǘ ǘŀƪŜ ǳǇ that space 

ŀǘ ǘƘŜ ǘƻǇ ƻŦ ǘƘŜ ǇŀƎŜ ŀƴŘ ȅƻǳ ŘƻƴΩǘ ōǊŜŀŎƘ ǇŜƻǇƭŜΩǎ ŎƻƴŦƛŘŜƴǘƛŀƭƛǘȅ ōȅ 

giving out their email address to everyone else. 

Replying  to an Email  
 

¶ Once someone has sent you an email, you can 

άǊŜǇƭȅέ ǊŀǘƘŜǊ ǘƘŀƴ ǎǘŀǊǘƛƴƎ ŀ ƴŜǿ ƻƴŜΦ  5ƻ ǘƘƛǎ 

if you are answering the original email.   

¶ If you want to start a new topic ς start a new 

email! 

 

¶ /ƭƛŎƪ ƻƴ άǊŜǇƭȅέΦ 

 

¶ Notice that, by default, Hotmail leaves the original message and your reply 

is added above it. 

¶ ¢ƘŜ ǿƻǊŘ άǊŜέ ƛǎ ŀŘŘŜŘ ǘƻ ƭŜǘ ǘƘŜ ǊŜŎƛǇƛŜƴǘ 

know that you are replying to an email they 

sent you. 

¶ /ƭƛŎƪ ƻƴ άǎŜƴŘέ ǘƻ ǎŜƴŘ ȅƻǳǊ ǊŜǇƭȅΦ 

¶ LŦ ȅƻǳ ƪŜŜǇ άǊŜǇƭȅƛƴƎέ ǘƻ ŜŀŎƘ ƻǘƘŜǊΣ ȅƻǳ ƳƛƎƘǘ 

want to delete some of the conversation 

before you send the email. 

Forwarding an Email  

¶ You do this if you think someone else might be 

ƛƴǘŜǊŜǎǘŜŘ ƛƴ ǎŜŜƛƴƎ ŀƴ ŜƳŀƛƭ ȅƻǳΩǾŜ ǊŜŎŜƛǾŜŘΦ 

¶ Click on Forward and enter the email address of the person you want to 

forward it to. 




