WINDOWS LIVE MAIL

There are two types of e-mail. OnéNsb Mail where you go to the website of the mail
provider (i.e. Comcast, AT&T, Sonic, etc.) and ladkyour mail. Your mail always stays on the
web unless you need to download a picture or sdimer attachment to save it. Also there are
usually advertisements and other items in additioyour mail program.

There is also Client e-mail such as Outlook Expesd Windows Live Mail. With client
email your mail is downloaded to your computer uiithg any attachments. There are no
additional advertisements or other distractionsamgdattachments are included with the mail
and can be opened normally by just clicking on them

The Client email we are going to talk about todawindows Live Mail. This is
Microsoft's replacement email program for OutloakpEess which cannot be used on the Vista
or Windows 7 operating systems. But the new progean also be used with Windows XP
w/SP 2 or SP3 in addition to Windows Vista and Véwd7.

DOWNL OADING THE WINDOWSLIVE MAIL PROGRAM

You can download the program from the followingosiee:
http://explore.live.com/windows-live-essentials ?o$rer&wa=wsigninl.0

| have attached an additional handout giving detlout downloading the program software. |
have shown a link to the website along with indiars to download and install the software.

SETTING UPYOUR ACCOUNTSIN WINDOWSLIVE MAIL

Once the software is downloaded and installed,ngmd to load your email into the
Windows Live Mail program. You do this by Openithg Windows Live Mail program and

Home Folders View Account

Email Photo Items Junk  Delete Reply
message email -

clicking on the little =2 downward pointing pointer
in theupper left corner. When the menu drops down, ch@ggtions. Click onOptions and
then chos& Mail Accounts. Click onE Mail Accounts and when the Accounts window




comes up(See Below) SelectAdd to the right.
set up new email accounts or newsgroup subscriptions by clicking Add.
['o make changes, export, or remove an account or subscription, select it first
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After you click on Add above, below is what you vaée.

Select Account Type

What type of account would you like to add?

i“f_ Email Account

;_v MNewsgroup Account

;E | Contacts Directory Account

[ Next }l Cancel |

Select E Mail Account and then Click Next
When you Click Next you will get a windo{fee Below) that asks you to put in your
email address for the account that you are creating



Add your email accounts

Email address: Most em
\komeone@example.com e

Get a Windows Live email address HDm_}all
Gmail
Password: and man

| Remember this password

Display name for your sent messages:

|
|Example: John Doe

| Make this my default email account

|| Manually configure server settings

This email account will be identical to your webhthat you have been using.
You will also be asked to put in your Password tlat have been assigned for that account.
This is the password that you used with your emrai/ider when you first signed up for email
(unless you have changed it since then). You shalslol put a check mark in the Remember this
password. You may put a check mark into the bodMake this my default email account. But
do NOT put a check into the box fieranually configure server settings. Then Click onlNext
when the next window opens cli€knish and you should be into Windows Live Mail with that
email account. If you have more than one email esklyou follow the same procedure for each
email address. Windows Live Mail will show all yomdividual email addresses separately with
separate Inboxes, Sent, Trash etc. folders.

So if you have more than one email addresses diticaathl advantage is that they will all
be found in one place rather than going to sewffdrent websites. See the example below
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AlLM 1HAD MY COMPUTER GURU HERE TO CHECK OUT WHY NO ONE WAS GETTING MY PICTURES. AFTER MUCH TRYING SHE FINALLY FOUND A SITE
Drafts THAT EXPLAINED THE SITUATION. IT SEEMS GOQOGLE HAS DONE SOMETHING THAT HAS CAUSED THE PROBLEM. SO I WILL HAVE TO WAIT A WHILE
Sent Mail BEFORE I CAN FORWARD THE PICTURES. BUT--- | AM RECEIVING YOUR PICTURES. EXCEPT YOURS JANE.
Spam
Trash



Once you have set up your email accounts, witthallcorrect information, Windows Live Malil
will pick up your mail from your mail provider antiwill show in Windows Live Mail. Your
contacts should also be transferred. Then yoveady to use Windows Live Mail. Let’s go
over some of the things that you can do with troegy@m.

Windows Live Mail like most computer programs Isaseral different ways to do some
of the required actions. | will only cover one mad but may mention the other methods and
leave it up to you to choose how you want to doaitieon.

CREATING AND SENDING AN E-MAIL MESSAGE

To create an email message make suréithme tab is being used.

| =Rg Home Folders View Accounts

il O X (eles

Email Photo Items Junk  Delete Reply Reply Fc
message email > ' all

glete

““* Then click on Email message. A new email
message will come up. Then click ®o: When you click orT o: it will bring up your list of
your contactsSimilar to what you see below

Select contact(s) to whom to send an email.

‘ | | [Edit contact ‘ | Look in Contact directories.

AAAAAAAAA AAAAA@uUNknown.com =
Ada Mary Milliken amas46@aol.com =
Ada Milliken amasamam@acl.com !

Airlines Rapid Rewards Southwest

Al Larson ajlarson@mindspring.com
Angela Saul angelavaira@comcast.net
Arlene O'Rourke RandADR@msn.com

Art Nichols annpgn@sbegiobal.net

Audrey Sosoka AudSosoka@aol.com
Barbara Colbert Colbertbj@bellsouth.net
Beck Jerry

Bern Voelzow bernvel@sonic,net

Bernie Slesnick bobbiesbaubles@yahioo.com

Bettv Vinuie hettwinuie@shoalnhalnet
To -> ‘
Cc-> ‘

Bcec -= ‘

[ OK H Cancel ‘

Select the proper contact or contacts that you veasend the email to by highlighting each
individual name. If you want to send to one persnoly, highlight that person’s name and then
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click the To-> at the bottom of the page. If you want to senthore than one contat¢iold
down the Ctrl key asyou chosethe names. Thenclick the Bce-> at the bottom of the page. In
both cases you will then see the names or addre§#les selected contacts into the To or Bcc
line. After the contacts have been transferregh ¢hick on OK at the lower right corner. The
contact list will disappear and you will see thessage with the contacts shown in the To: or
Bcc: line of the message.

NOTE: Ifitisnecessary that all the recipients know who received the message then you

can usethe To-> or Cc->line. However thisshould not be used if thisisnot required asit
just spreadsa lot of email addresses on theinternet and leadsto hackers getting the
information.

After you have placed the recipient’s names yougiae the message a subject by hitting
theTab key and then typing the subject into that line. ThértheTab key again and move to
the body of the message and type in your message.

After you have completed your message, and yoootievant to add any attachments,
then click onSend just to the left of thd o: heading and your email will be sent.

SENDING ATTACHMENTSWITH YOUR E-MAIL

If you have a picture or another document thatwaat to include in your message, then you
need to do some other things before you cliclSard. If you have a picture or another file that
you would like to send along with your message, yeed to look across the top of the message
until you see an image ofpaper clip with the wordsAttach File. You then click on that paper
clip. When you do you will open a new window whitlay take you to My Documents, My
pictures or somewhere else.

%ﬂ % ¢ Libraries » Documents » v|*t|| Search Documents P |

Organize = New folder = - I &
Favorites — Documents library o
: Arrange by: Folder =
B Desktop Includes: 2 locations
- Rawmlaads MName Date modified Type =
-+ Recent Places
= BP Readings File fol| =
LB Camera to Computer File fali
L Documients Downloads ile f
} tisic email address File fo
&L Pictures Evan's Book File foli
a Videos | Fa){ :.:E' fl_
Flash Slideshow Maker Professional e fol
Hulu Fite fc

4 Homegroup

Letter Headings

& Comnuter ] 11 '

File name: v | Al Files (%) v

| Open ‘| Cancel ‘

But you need to go to the folder where the picturéle is located. You will see on the left of
the window that opened a list of files on your cat@p. You will have to browse until you
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locate the folder where the picture or file is li@zh It is necessary that you locate the folder
where the picture or file is located so you caaddttit to the email. Once you locate it then you
need to highlight the picture or file and thenkl@pen in the lower right corner of the window.
When you do, an icon for the document or picturé stiow up just below the Subject on the
email. If you want to add multiple pictures oe8lthen you will need to repeat the process for
each one. But be cautioned that too many may raalamail larger than might be accepted by
the recipient’s server.

SENDING MULTIPLE PICTURES

You can send multiple pictures by using the Phdtw# option on the email form.
After you open a new message blank, select Phdiarlfrom the choices across the top. When
you click on Photo Album it will bring up a windothiat will allow you to locate the photos you
wish to send. You select those photos and put thearthe email. You give the album a name,
add the addressee and send it. Your recipienteilible to do a slide show of the pictures.

VARIOUS OPTIONS AVAILABLE FOR E-MAIL MESSAGES
If you look across the top of the email messagmfgou will see many different icons.
Let us examine some of these:

-

Paste

This allows you to cut, copy or paste

Calibri -4 - B
This allows you to change the Font and Font sidge one of

the right will remove any formatting that is in ttext that you highlight.

B |7 Uake X x* &~ A-
TheB, I, and U are common to other programs. But the next

one allows you to strike through words, the nexd Xis allow you to locate letters below and

above the line. The next one allows you to hiditligords or sentences and the last A allows
you to change the color of the letters. In ead®geu need to highlight the area you want to
change before you select the change.
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L]

-

!riI

o The characters shown here from left to right ali@mu to number a line, put
a bullet at a line, decrease or increase the inofemparagraph.

Plain
text

G Clicking on this will make your message all intaipl text. It limits you adding any
colors etc to the message. Normally you would éusing this.



E,f, Hyperlink
= Emoticon ~

f| Other =

Hyperlink is used to create a link to a webdimotiocon allows you to insert
crazy figures into your message

g= ﬁwf
' n
Add  Check
names
CHERS Add allows you to add names on the email of adeess | do not know or
have be able to find out what Check names does.

Delivery

-

Delivery gives you several options on drawing attemto the recipient whether the
message has High Importance, Low importance, arythawant him to return a receipt that he
has seen it;. You obtain the options by clickimg@elivery and making the selection.

ABC i

Spelling
EBy checking this option it will spell check your ssage and point out any errors.

ﬁg(_"ﬂ‘.-‘mrd count
2% Find
'_ Select all

Editing Clicking on Word count will count the number of e in your message. Find
will locate a word or phrase in your message. @ele, highlights the entire message.

There is some other things that will allow you &b 8p rules about your email and how you send
it out and how you receive it. To set up thesaitletve need to go back to Windows Mail. By

B~
clicking on- the pointer and when the window drops down, sielg€@ptions and
then selecting/ ail, we open a window with a series of Tabs.



Spelling | Connection | Advanced
General Read | Receipts Send I Compose Signatures

General
=1 V] Notify me ifthere are any new newsgroups
| |Automatically log on to Windows Live Messenger

|| Help us improve Windows Live programs by allowing Microsoft to
collect information about your system. and how you use our software.
This data will not be used to personally identify you.

Learn more

Send [ Receive Messages

|+ | Play sound when new messages arrive

JLULL
o=
BT

[¥|Send and receive messages at startup

|| Check for new messages every 30 : minute(s)

If my computer is not connected at this time:

lDu not connect - ]

Default Messaging Programs

This application is NOT the default Mail handler Make Default

g This application is NOT the default Mews handler | Make Default |

oK | | Cancel Apply

TheGeneral tab gives some options about sounds and makiag/thir default mail.

TheRead tab below gives you one option undents that will allow you to increase the size of
the font on messages that come to you. Click onidrairthe lower part of the tab a




Spelling | Connection | Advanced

General Read | Receipts Send I Compose | Signatures

Reading Messages

()

[¥| Mark message read after displaying for 1 : | second(s)
| Automatically expand grouped messages
V| Automatically download message when viewing in the Preview Pane
| |Read all messages in plain text
Highlight watched messages: -Rﬁ‘d -

MNews

jﬁ V|Get 300 = headers atatime
|| Mark all messages as read when exiting 2 newsgroup

Fonts

Click here to change the fonts and default encoding used
when reading messages

A Fonts... | | International Settings...

Click on Fonts and you will see an option to chatigeFont size from smallest to Largest which
is usually better for us Seniors. Select and thiek on OK at the bottom. You can ignore the
other information.

Proportional font: ISegce I "J

Fixed-width font: [Cnurier Mew "]

Font size: lLargest v]

Encoding: IWEEtEFr‘I European (Windows) "]

Default encoding:  Western European | Set as default |
| OK | | Cancel




The Send tab allows for some rules on sending messa@e® important item is setting up
your messagesto HTML format. If you do not then you cannot send pictures or anything
colored. All you will be ableto send istext. See Mail Sending Format below and make sure
HTML isselected

Spelling | Connection | Advanced
General | Read | Receipts Send Compose Signatures

Sending
=1 |[¥|Save copy of sent messages in the 'Sent ltems' folder
V] Send messages immediately

;E".umrr1E:Tjt:aII1,ur put people | reply to in my address book after the
third reply

Include message in reply
Reply to messages using the format in which they were sent

| International Settings... |

Mail Sending Format

] @HTML | HTMLSeftings.. | | Plain TextSeftings.. |
() Plain Text

Mews Sending Format

jt (CIHTML | HTMLSettings.. | | Plain TextSettings.. |
(@) Plain Text
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TheComposetab allows you to set the size and font to be usé¢lde email that you send out. |
use 14 which is a little larger than normal but tppeople who | send to are seniors and can read
a larger type easier. You make the change byinbjcén the Font Settings for Mail. When you
do you will get a window that allows you to seldst Font, whether it iBold and the size Font

Spelling | Connection | Advanced
General | Read | Receipts Send | Compose Signatures

Compose Font — =

A Mail: 14 pt. Calibri | Font Settings... |

Mews: 10 pt. Arnial I Font Settings... ‘

Emoticons

|| Convert special key strokes to emoticons

Photo emails

|¥| Convert messages to photo emails when adding photos

Business Cards

5 _'| Include my business card when creating new messages.

[ Mail

[T News Edit...

OK | | Cancel Apply
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The Spelling tab allows you to do spell checking aat up the rules. It also allows you to add or
remove words from your custom dictionary

L A A

1
Spelling Connection Advanced

uuuuu 1 e s 1 Py 1 A 1 e e

Settings

ABC || Always check spelling before sending
W] Automatically correct common capitalization and spelling mistakes
Check my spelling as | type

Check spelling in current input language
When checking spelling. always ignore

¥|Words in UPPERCASE
I | Words with numbers
The original textin a reply or forward

Custom dictionary

Add or remove words from the custom dictionary Edit...

The Advanced tab has a Maintenance section that when you clidd aintenance it allows you
some options to handle deleted mail.

General | Head | Receipts | Send | Compose | Signatures
Spelling | Connection Advanced

Settings

IMAP
El Use the 'Deleted tems' folder for IMAP accounts
Message Threads
Mark Message Threads | start as "Watched'
Reply/Forward
|| Reply on the bottorn of a Message
|| Signature on the bottom of a Message

Restore Defaults

Maintenance and Troubleshooting

=3

Click Maintenance for advanced settings on the storage of Messages.

Maintenance...

12



See the Maintenance options below:

: I
Maintenance — — — — | PXE

Cleaning Up Messages
V| Empty messages from the 'Deleted tems' folder on exit
a || Purge deleted messages when leaving IMAP folders
|| Purge newsgroup messages in the background
Delete read message bodies in newsgroups

Delete news messages |5

V| Compactthe database on shutdown every 100 = runs

w

Click Clean Up Mow to clean up downloaded |

Clean Up Now... |
newsgroup messages on your computer.

Click Store Folder to change the location of your |

Store Folder... |
message store.

Troubleshooting

Selectthe troubleshooting logs you'd like to allow. For each one, Windows
Live Mail can save alog of all related commands as they occur, which may
help with troubleshooting.

1 i - 1
| | General || E-mail | |Calendar

V| Contacts I | Newsgroups

oo ]

ADDING NEW CONTACTS If you want to add a new contact to your address li

Outbox

Storage folders
Drafts
Sent items
Deleted items

Recovered items

3 hEy [ {}-_J |

8 message(s), 1 unread

e If you click on theicon that isthethird from the left, it will open
your contactslist. When Contactsis open you will see Contact in the Menu bar
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XN oo BEZ

Contact Category Iems Delete Email Instant View Edit
¥ Meszage | prafile contac

MNew Send A
Feantacke Click on Contact and a
window will open that allows you to add a new cathtaSee below
- . T 1 ‘ v
- AddaContact W o I =1 |
Quick add First name: Last name;
Contact
Personal
Work Personal email: Home phone:
M
Notes
IDs Company:

After you have entered all the necessary infor mation be Surethat you click on Add Contact
in thelower right corner of the Add a Contact Window. Your new contact will then be
entered into your Contact List.

[z Edit category

B4 Sortby ~ i'_?
) Move ta = =

:l_ﬂ Previm|
SERE—_— |y

t =) Copy to =
tions View . . .
= : If you click on Sort By abovein the Contacts window
it will allow you to sort your contacts by either first namesor last names.

If you go back to Mail and click on the Folderstab you will seethe following:

Home Falders View Accounts

Bl Ra R MM E- - B

Mark Copy Move  Find Goto Move Previous MNext  Next =5 pspame | Message
folder | all read to to T unread rules

Messages ALctions
You can add new folder by clicking on New folder, You can also set up message rules by
clicking on Message Rules.
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That isabout the extent of handling messages
with Windows Live Mail. However it also hasa feature called Calendars

Outbox

Storage folders
Drafts
Sent items
Deleted items

Recovered items

.....

I TR gt you click on the second box from the left belavere all the
folders are shown, you will have a window open th&alendar.
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EREEEE X = O B

Event Calendar Items Toda! Day Week Month‘ Delete | Forward Send/ Reminders ramsey7999@
- ! N Receive ~ sbcglobal.net ~
New View Tools

4 May, 2011 > Sunday Vionday Tuesday Wednesday Thursday Friday Saturday
1 2 3 4 5 6 7
& 9 10 11 |12|13 14
15 16 17 18 19 20 21

22 23 24 25 26 27 28

28 30 New Members Pro

Sbeglobal (ramsey7999) | ]
[¥] My Calendar = z = o o = o
|| Birthday calendar

PC Program

This offers various options for setting up everd ather items that you want to keep track of or
use to remind you of coming events. To set upvamteon the calendar, you click on Event;
when you do you will get a window that allows yauset up the event with various options.

ot cut ABC foc
H db ’( [ l N |=] calendar |My Calendar - Q Show as Busy > f fi2g Werd count
23 Find
Save and Forward Delete Paste [ ; i ) - Spelling ..
i L. Reminder Mo reminder .} Recurrence No recurrence peliing i select all
Actians Clipboard Options Editing
Subject
Location
Start Thu 5/12/2011 v 800 AM | [C]All day
End Thu 5/12/2011 v B30 AM v

For the event you select the time and date. Tleeincgn also select when (or if ) you want to be
reminded, or if it is an event that occurs on aitagbasis, you can schedule it for the remainder
of the year or various times into the future.

| think that covers Windows Live Mail with most thfe basics and | hope you will enjoy its use.
If there are any questions please feel free tongalht 538-4981
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