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 Hello and welcome to the Hotmail for 
Beginners tutorial. In this tutorial I will show 
you how to sign up, send emails, edit/ add 
contacts, and how to manage your inbox. 
Let’s get started. 



 First thing I want you to do is open up your 
Internet browser. (Firefox, Chrome, Safari, 
Internet Explorer) Then at the top in the 
address bar I want you to enter “hotmail.com” 



 That address will bring you to where you log 
in if you have an account. If you don’t you 
click the sign up button on the left side of the 
screen. 



 The next page will 
have a list of fields 
for you to fill out. 
Before you hit 
accept at the 
bottom un-check 
the box that is for 
newsletters and 
then hit “I accept” 



 Now it has signed you in and brought you to 
the home screen of Windows Live. Click the 
Hotmail link at the top of the page. 



 Now you are looking at your inbox where all 
your new emails will appear. To send a new 
email click the “New” link that is found above 
the list of your emails. 



 This is where you type up your email. Fill out 
the “To:” line with the email address of the 
person you are emailing. Fill out the subject 
line with the subject of the email. Under your 
subject field is an attachments button to 
browse your computer for a file to send in the 
email. A photo button to send a photo, and 
an emoticons button to insert smiles in your 
text. Where it says “Tahoma” and “10” is 
where you pick your font style and font size 
for the email. 



 When you are finished typing up your email 
you can hit “Send” or “Save draft” to save it to 
finish later. 



 To add and edit 
contacts on your 
Hotmail account you 
click on the “Contacts” 
link in the bottom of 
the left column on the 
page. 



 Here you 
click the 
“New” link to 
add a new 
contact. 

 ‣ Fill out the 
important fields 
like “First name, 
Last name, Live 
ID/ Other email” 
Then click save 
and you have a 
new contact. Now 
when sending an 
email you can just 
type in their name. 

 



 Back at your Inbox, to manage your emails you 
select the check box next to your email and 
then pick an action like “Delete”. If this is a 
spam message or an email that you don’t really 
care about or want to receive you can “Junk” it 
instead to keep them from appearing back in 
your inbox. You can mark them as read or not 
read and move them to a different folder which 

                                                         can be seen 

                                                          on the side. 



 When you are 
finished don’t forget 
to sign out in the 
top right corner of 
Hotmail! 



 Now you are signed up and have an account 
to send and receive emails with. You can add 
contacts and send them emails. You also 
know how to organize and delete any 
unwanted emails in your Inbox and you know 
how to sign out!  


