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It is very important that you read the instructions carefully in this
book and follow them accurately.
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Signing UE for an email account

Open Internet Explorer

Type www.hotmail.com into the Address Bar of your browser and press Enter.
Your browser will take you to the Windows Live:

If you do not have an account, click  Sign Up Type www.hotmail.com here

(= Sign In - Windows Internet Explorer
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£7 Windows Live

One Windows Live ID g you into Hotmail, Messenger, Xbox LIVE — and other places you see 3

Hotmail Click @ Windows Live ID to sign in

g Powerful Micgbsoft technology helps fight spam and improve

security. .
& roger_bellingham@hotmail.com
D Get all yofir e-mail accounts, calendars, and contacts in one
place en if you use other e-mail services.

Forget me

at from vour inbox, see what's new with friends, and get

- . .
orage that grows when you need it. Sign in with a different account

Use enhanced security

More about Windows Live ID

Privacy Policy

©2009 Microsoft Corporation  About  Privacy  Trademarks Account | Help Central | Feedback
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You will be taken to the next page



This is the sign up page.
You have a choice of two email domain names: @hotmail.co.uk or @live.co.uk. You may
use either. Choose by clicking the drop down arrow

-
£7 Windows Live™
Create your Windows Live ID
It gets you into all Windows Live services—and other places you see =
All information is required.
If you use Hotmail, Messenger, or Xbbx
LIVE, you already have a Windows Live\ID.
Sign in
Windows Live ID: @ |live.co.uk v
Create a password:
Retype password:
Alternate e-mail address:
Or choose a security question for password
reset
First name:
Last name:
Country/region: | United Kingdom v
Constituent Country: | select one L
Postal Code:
Gender: (O male O Female
Birth year:
M
Characters:
Send me e-mail with promotional offers
and survey invitations from Windows Live,
Bing, and MSN. (You can unsubscribe at
any time.)
Clicking I accept means that you agree to the Microsoft service agreement and privacy statement.
© 2009 Microsoft | Privacy | Legal Help Central | Account | Feedback
As soon as your ID and password are accepted WRITE THEM DOWN or you WILL
~ .
forget them! Dondt bother with the alternat

guestion instead.

Continue filling in the questions.

For assessment purposes it is a good idea to use your real name or something close to

it.

Enter this security code into the box below it, and click this button to accept and

create your account.

This code is often completely illegible, but
Windows will keep generating different ones for you to try until you get it right.

Un-tick the opromotional email optioné

When you have done this clickWellbene!lAccept but

TURN TO THE NEXT PAGE



You will now see your Inbox.
There is a Welcome message from Microsoft. Ignore it for the moment.

Click the New button

Manage folders

Add an e-mail
account

Related places

Today
Contact list
Calendar
beyond L]
e-mai ]
¥ 1 messages Page 1
MNew | Delete Junk | Markas~ Movetor Qéa

© 2009 Microsoft | Privacy | Terms of use
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£7 Windows Live™ x Home Profile People Mail Photos Morev MSN¥ Search the web 2] roger~
sign out
Hotmail New | Delete Junk | Markasv Moveto v | & & Messenger v | Options+ @+
itcourse@live.co.uk [] Sertby~ ‘ Search your e-mail i ‘
Inbox (1) F Windows Live Hotmai... Getting started with Windows Live Hotmail 22:00 Where does
Junk y_o“ r
Credit Score
Drafts
Stand?
Sent
Deleted

-
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Find out in Seconds!

QuickCreditScore .|

Account | Feedback

TURN TO THE NEXT PAGE




Sending an email

Having clicked on New you will see this window. You are now going to send an email to

your Tutor

1 | Inthe To: box, type in the address of the

2 | Now click into the Subject: box and type

in a brief description of your message. In

person to whom you are sending.
thiscase: DI nner
E.g. roger.bellingham@googlemail.com

at

RO (

£7 Windows Live™ Home Profile People Mail Photos Morew MSNw Search the web

Hotmail Send | Save draft | Attach v | Spell check Richtext» | ¥ I | Cancel & Messenger v

itcourse@live.co.uk ? Show Cc & Beg
Inbox (1)

Junk

From: itcogyse@live.co.uk v

|

Subject:

Drafts
Images

Sent

Deleted

Manage folders

# 53 @ Verdana v 10+ B I UE Videos

Add an e-mail
account

Hello Roger
We were very pleased to receiveyour kind invitation to dinner

at your house on Saturday and, as\Qur weekend in Scotland has
been cancelled, we would be pleased\tp accept and look
forward to seeing you about 7.30pm.
What is the order of dress, by the way? Knswing you as we
do, we assume it will be formal.
Regards

Your Name

Related places
Today
Contact list

Calendar

3 | Type this message

Choose the type of info you'd
v like to add to your message.

roger~

sign out

Options » v

4 *IMPORTANT **

Check your spelling and grammar by pressing this button

SIFinally, when

now be sent and you will be returned to your Inbox (or your last location).

y 0 u 0 roecliclstletSens buttan.dYowr indil will s

The first couple of times you send an email you will be asked to verify the account.

This will mean filling in one of those security codes. When you have done so, you will

be thanked, and your mail will be sent. You will be returned to your Inbox.


mailto:roger.bellingham@yahoo.co.uk

Practice writing emails

Practice 1
Compose a new email to send to your tutor. Use Favourite Books as the Subject and
type this message:

Hello Roger

| have been asked my | ocal |l i brary to carry
| shall of course be writing to other people when | know their email addresses but for the
moment, and to get me started, | wonder if you would reply with a list - say about six - of

your favourites.

Thanks

Your Name

Practice 2
Compose a new email to send to your tutor. Use Book Search as the Subject and type
this message:

Dear Mr Bellingham

Thank you for y®&wmunémgumiam pbyavitabRowldn g 6

Unfortunately after contacting the publisher we are informed it is now out of print and

therefore no longer available. However, one of our Staff has carried out an Internet search

and managed to locate acopyatHe | p Th e | dhari§shogie @ld Hllo We are of

the opinion that they wil/l not want much for
| hope we have been of some help to you.

Sincerely

Your Name

Practice 3
Compose a new email to send to your tutor. Use Shopping as the Subject and type this
message:

Hi Roger

| shall be popping into Birmingham later this week to buy new evening clothes, as we have

been invited to a rather upmarket dinner party where formal attire is essential, and | was
wondering if thereds anything | can get you
some old book or other for ages and, i f you
Cheers me dears

Your Name



Receiving an email

When you receive an email it will - of course - be delivered to your Inbox, so you must
open the message by clicking it.

amg

Hotmail New | Delete Junk | Mark#+ Moveto~ | fe & Messenger v | Optionsy @ »
itcourse@live.co.uk [0 sortby~ Search your e-mail P

Inbox (2) O Roger BeMhgham Received Message 22:36

Junk Il Wind Live H i Getting started with Windows Live Hotmail 22:00

Prnfie

You can then read what has been written.

R —
£7 windows Live™ Home Profile People Mail Photos Morev MSNv Search the web 0] rogerv
=ign out
Hotmail New | Delete Junk | Markasy Moveto v | o= -&.,E-MESSEHQEFV Options ¥ @

itcourse@live.co.uk Reply Replyall Forward | &4

Received Message

Junk
Drafts From: © Reger Bellingham (roger.bellingham@blueyonder.co.uk)
— W@ vou may not know this sender. Mark as safe | Mark as junk
Sent: 21 December 2009 22:36:04
Deleted (1) To:  itcourse@live.co.uk
Manage folders
: This is the first email you have received.
Add an e-mail . o o
You will now print it out and give it to your tutor.
account
Related places _ Upto 10Mb
fibre optic broadband
Today .
i without the
ontactiis phone line
Calendar
beyond [
e-mai ]

¥ Reply Replyall Forward | Delete | 44

ﬁ'q[
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\_edia

Rollover for legal stuff




Creating Contacts

To create a New contact - one you have not written to:
1. Click Contact List along the left side of the page.
2. Click New and you can add their detalils.

If you have received an email from someone and wish to add them to your contacts,

First you wil/ have to agree that they are
and they will automatically be added to your address book.



Replying to an email

It isndt necessary for you to reply to an er
until you decide to move it. When you do want to reply, this is how...

|l f the email you wish to reply to isndt oper
to open it and click on Reply

You will notice that the page now looks a little like the one when you sent your email,

~

but in addition it has the senderds details
flashing curser is in the upper section, ready for you to type your reply.

When you have typed your reply, press Send. The message will now be delivered.



