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Introduction

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




Start

» First thing | want you to do is open up your
nternet browser. (Firefox, Chrome, Safari,
nternet Explorer) Then at the top in the
address bar | want you to enter "hotmail.com”
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» 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.
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Schedule an inbox cleanup

Set up Hotmail to clear out old messages so you can focus on the important S I g n l n
ooooo

Mot your computer?

One Windows Live ID gets you into Hotmail, Messenger, Xbox LIVE - and other
Microso ft services.

Help Center | Feedback




~ Xbox LIVE? Sign in now

» The next page will o
have a list of fields e s

Create a password: sesesssssss

for you to fill out.
Before you hit i '

Alfternate email address: marshall-mcdonald@hotmail.com

ac C e pt at t h e Or choose a security question for password

reset

bottom un-check ——

© McDonald

the box that is for :

Postal Code:

newsletters and

Birth date: march - 30 - -

then hit “I accept”

MNew | Audio | Help
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also

heckohe also
Send me email with promaotional offers
and survey invitations from Windows Live,

Bing, and MSM. (You can unsubscribe at
any time.)

Clicking I accept means that you agree to the Microsoft service agreement and privacy statement.

——%




» 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.
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Hotmail highl Ig hts Search email and more E

Go to inbox (1)

profile | sign sut

d email Calendar Contacts Options

You have 1 unread message Messenger friends

Inbox | From contacts | Social updates | More
l l P l N You're signed in to Messenger. To change your

status, click your name in the upper right corner.
Keep me signed in | Sign out of Messenger

Messenger social
Highlights Recent Me Mare~ ‘2
Sign out of Messenger

Your friends haven't done anything new lately.




» 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.
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» 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.
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You're signed in to
Messenger. To change
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» When you are finished typing up your email
you can hit “Send” or “Save draft” to save it to

ish 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.
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» Here you
click the
*“New” link to
add a new
contact.

Save Cancel
/ Contact info

First name:
Last name:
Mickname:
Birthday:  Manth
Personal email:
Windows Live ID:
COther email:
Home phone:
Maobile phone:  Canada (1)

1
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Manage categories

Your friends
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You don't have anyone in your contact list

» Fill out the
important fields
ike “First name,
Last hame, Live
D/ Other email”
Then click save
and you have a
new contact. Now

&
L/ 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
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» When you are

profile | sign out

finished don’t forget optilil ©
to sign out in the oing [ v
top right corner of -
Hotmail! 10:18 AM
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Conclusion

» 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!




