WINDOWSLIVE MAIL FOR WINDOWS XP

There are two types of email. One is Web Mail where go to the website of he
mail provider (i.e. Comcast, AT & T, Sonic etc) dodk at your mail. You mail
always stays on the web unless you need to dowslgacture or some other
attachment to save it. Also there are usually dbegnents and other distractions
in addition to your email program.

There is also Client e-mail such as Outlook Exprése Fox Thunderbird
and Windows Live Mail. With client email your masl downloaded to your
computer. There are no additional advertisementdhaar distractions and any
attachments are included with the mail and canpemed normally by just clicking
on them.

The client email we are going to talk about togawindows Live Mail.

This is Microsoft’s replacement for Outlook Expredsich cannot be used on
Windows Vista or Windows 7. But it can also bedisvith Windows XP w/SP2
or SP3 although it is slightly different.

You can download Windows Live Mail for Windows >@the following
website:
http://explore.live.com/windows-live-essentials-xp

| have attached to your email about the Window® IMail additional instructions
about downloading the software. After the softwiardownloaded and installed
you will find it available in you Program list asiidows live mail.

Open the Windows Live Mail Program so that you loed your email into
the Windows Live Mail program. Click chOOL Sin the menu bar. Select
Accounts from the drop down menu bar. When you select Aotsy a window
will open and you need to selédtil and then click oADD and therEmail
Account. Click NEXT.

This email account will be identical to your webihtlat you have been using.
You will also be asked to put in your Password ttoat have been assigned for
that account. This is the password that you usddyeur email provider when
you first signed up for email (unless you have geahit since then)Y ou should
also put a check mark in the Remember this password. Do not put a check a
check mark in the Manually configure settings. Ybwuld enter the name that
you want to use on this email. Then cIMEXT and finish in the next window and
you should be in Windows Live Mail with that emadcount. If you have more
than one email address you follow the same proeedith each email address.
Windows live mail will show all your individual emaddresses separately with
separate Inboxes, Sent, Trash etc. folders.

So if you have more than one email address arianal advantage is that
they will all be found in one place rather thanngpio several different websites.



Once you have set up your email accounts all of goatacts should be there also.
So we are ready to go over what you can do witlptbgram. Windows Live

Mail like most computer programs has several diifiéways to do some actions. |

will only cover one method and if you find otherysaand wish to use them that is

your choice.

CREATING AND SENDING AN EMAIL MESSAGE
If you click onNew in the Menu Bar a new email message will pop Tipen
Click on To. This will bring up a list of your caaatts. Select the proper contact or
contacts that you want to send the email to byllggting each individual name.

If you want to send to one person only, highlidt#ttperson’s name and theick
the To-> at the bottom of the page. If you want to senchbre than one contact,
Hold down the Ctrl key asyou chose the names. Thenclick the Bcc-> at the
bottom of the page. In both cases you will thentee names or addresses of the
selected contacts into the To or Bcc line. After tontacts have been transferred,
thenclick on OK at thelower right corner. The contact list will disappear and
you will see the message with the contacts showviinao: 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 spreads a lot of email addresseson the

inter net and leadsto hacker s getting the infor mation.

After you have placed the recipient’'s names yougiae the message a
subject by hitting th& ab key and then typing the subject into that line. Thén
theTab key again and move to the body of the message andriyyamir message.

After you have completed your message, and yowotlevant to add any
attachments, then click é&end 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 thatwaaut to include in your
message, then you need to do some other thingeesbgda click onSend.

You need to click on Attach. When you do you willen a new window which
may take you to My Documents, My pictures or somenelelse. But you need to
go to the folder where the picture or file is laght You will have to browse until
you

locate the folder where the picture or file is li@th It is necessary that you locate
the folder where the picture or file is locatedysa can attach it to the email.
Once you locate it then you need to highlight tleéupe or file and then click
Open in the lower right corner of the window. When yon, dn icon for the
document or picture will show up just below the f@abon the email. If you want
to add multiple files then you will need to repta process for each one. But be




cautioned that too many individual pictures may enak email larger than might
be accepted by the recipient’s server.

SENDING MULTIPLE PICTURES

If you want to send multiple pictures then you tbyi sending individual
attachments as explained above or you might opséathe Add Photos option. If
you click on the Add Photos option a window willewpasking you where the
pictures are located that you wish to add. You aale to Browse to locate the
folder where the pictures you wish to add are le¢a¥When you locate the pictures
to add, you need to highlight them and then clickAold at the lower right of the
window. This will insert the pictures into the @mdf you move your mouse over
the pictures you will notice that you can add saex¢ if you wish. All you have

to do is click there and type in the text you wisladd.

VARIOUS OPTIONSAVAILABLE FOR EMAIL MESSAGES

If you click onTOOL S and the menu drops down, ch@etions When you do a
window pops up with a number of different tabs.eTWeneral tab gives some
options about sound and making this your defauit. ma

TheRead tab gives you one option undéonts that will allow you to increase the
size of the font on messages that come to youk GhcFonts and you will see an
option to change the Font size from smallest t@ésr which is usually better for
us Seniors. Select and then click on OK at theobattYou can ignore the other
information.

The Send tab allows for some rules on sending messa@e® important itemis
setting up your messagesto HTML format. If you do not then you cannot send
picturesor anything colored. All you will be ableto send istext. Make sure
HTML isselected if you want to send pictures.

TheComposetab allows you to set the size and font to be usé¢lde email that
you send out. | use 14 which is a little largerrtmormal but most people who |
send to are seniors and can read a larger typereashu make the change by
clicking on theFont Settingsfor Mail. When you do you will get a window that
allows you to select the Font, whether iBdd and the size Font.

The Spelling tab allows you to do spell checking and set uprdiess. It also allows
you to add or remove words from your custom diciyn

TheAdvanced tab has a Maintenance section that when you chck o
Maintenance it allows you some options to handle deleted @ad do some clean
up work. It also allows shows you where the sterfadder is that stores all of



your emails. It allows you to move these to aaitdht location but | suggest that
you be careful with this if you are not experienced

Adding a New Contact If you want to add a new contact to your addrests/bu
can click on th&Contacts icon below the list of folders in the lower letiroer of
your desktop when Windows Live Mail is open. Wlyen click on the icon, all of
your contacts will come up. Click on New in the iMiebar and a window will

come up that allows you to add a new contact. After put in the required
information, click onAdd Contact in the lower right corner of the window and the
contact will be added to your Contact list.

That is about the extent of handling messagesWitidows Live Mail. However
it also has a feature call€hlendars. If you click on Calendar in the lower left
corner below the list of folders, a calendar far tdurrent month will come up.
This offers various options for setting up everd ather items that you want to
keep track of or use to remind you of coming eveiits set up an event on the
calendar, you click ohew in the upper left corner of the window; when yau d
you will get a window that allows you to set up thent with various options.
You enter the subject, the location, the datefithe it is to start and end, and there
Is a possibility if it is a regular event to putntthe calendar for the balance of the
year. When all the information is completed, ybakcon Save & Close and the
event will be put into your calendar.

| hope that you have been successful in addingd@wus Live Mail to your
computer and if you need any additional help, @dasl free to call me at
538-4981.

Gordon Ramsey May 16, 2011



