Using Hotmail

1. Setting up an Account

Before you can use a free email service such as Hotmail, you must sign up for an account.  This process is free of charge, and may take anywhere from 10 minutes to half an hour.

Open your Internet browser, and type www.hotmail.com in the Address Bar
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When the page loads, you will see the screen illustrated below.  If you already have an account, type in your logon and password into the provided spaces.  If you do not have an account, click on the Sign Up Now link in the top-right of the screen.
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Clicking sign up now will take you to the Hotmail Terms of Service page.  At the bottom of the page is a button labeled I Accept.  Clicking this button will take you to the Registration page.  

You will be required to fill in your first and last name, country, province, postal code, time zone, gender, age and occupation.  Note that you have to fill in each field, but the information only has to be as accurate as you feel comfortable with.

You now need to choose a Sign-In name, Password, as well as a Secret Question and Answer.  BE SURE TO WRITE THESE DOWN, YOU'LL NEED THEM TO ACCESS YOUR HOTMAIL ACCOUNT.

This is also the first part of your email address, and should therefore be easy to remember.  It must also be unique, so "ed" probably will not work.  Try something like your full name, or a nickname.  Note that the sign-in name must be in lower-case letters, and contain no spaces.

You must then choose a password with which to access your account.  The password must be at least 8 characters long, and contain no spaces.  It should difficult for others to guess, but simple for you to remember.  You must type this twice to ensure that you do not misspell it.

The next piece of information is your Secret Question.  If you ever forget your password, you have the option of having Hotmail ask you your Secret Question.  Answer correctly, and Hotmail will tell you your password.  Type in your desired question, and type the correct answer in the next box.  The question and answer should be something only you know.

You should never need them, because you wrote down your sign-in name and password, right?

Below this are two checkboxes, which refer to the Hotmail Member Directory and Internet White Pages.  Click on the check marks to remove them; this will cut down on the amount of unsolicited junkmail you receive, which on the Internet is called "spam".
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When you are ready to continue, click the Sign Up button at the bottom of the page.

If you made a mistake, such as not filling in some of the information of typing your password incorrectly, you'll see a page that will allow you to correct this information.  If your Sign-in name is already taken, you'll be asked to choose another.

After you've changed any mistakes, you'll be presented with a page that lists your new email address.  Note the warning underneath your email address -- you must check this account once in the next ten days; and once every sixty days after that.  If you don't, your account will die of neglect, and delete itself.  Click the Continue at Hotmail button.
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2. Using Hotmail

You'll now find yourself back where you started you journey at Hotmail -- the login screen.  Type your newly acquired name and password into the boxes, and click on Sign In.  The first time you access your Hotmail account, you'll be shown a page that asks you to sign up for special-interest mail lists.  Unless you enjoy commercial junkmail, I advise not checking any boxes off.  Scroll down to the bottom of the screen and click on the Continue button.

Finally, you're at your Inbox.  This is where any messages you receive will appear.
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Your email address is displayed at the top of the page.  Below that is a blue strip containing links to all the sections of Hotmail: Inbox, Compose, Addresses, Options and Help.  This is commonly called the Navigation Bar, and offers you the fastest way of getting around in your new email account.  It will also follow you around while you are in Hotmail.

Below the Navigation Bar is a chart displaying all of the messages you have received.

Right now, the only message you see is an automated message sent to you by Hotmail.  If you wish to view this message, or any you get later, click on the message's subject, which is written in blue.  When you've read the message, use your browser's Back button to get yourself back to your Inbox.  From the Inbox you can also delete unwanted messages, or move them to other folders.  To do this, click on the checkboxes of each message you wish to move or delete, and click the appropriate button 

To send a message, click on Compose in the navigation bar.  You'll now see the screen shown below:
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Type the email address of the recipient in the To box; remember that email addresses are always in lowercase letters.  If you wish to send the same message to multiple people, type in each address, separated by a comma.  Clicking on the To: link will bring up a window where you can choose an address from your address book.

The Subject line is for the "title" of your message.  It can be left blank.

The CC and BCC boxes stand for Carbon Copy and Blind Carbon Copy.  Blind carbon copy is useful if you want to send the message to two people (or groups of people) but don't want the first group to know about the second one.

Clicking the box beside the Save Outgoing Message to save a copy of your message in your Sent folder; more on folders later.

Click into the large box below, and type your message.  When you are finished, go back to the top of the page and click on Send.  If you'd rather send the message later, click on Save Draft.  You'll then be able to retrieve the message from your Drafts folder and send it at a later date.  The Attachments button will bring up a new window where you can choose a file to send along with the message.  This is useful if you have a pre-made document or image you wish to send.  Clicking on Cancel will send you back to your Inbox, and delete the message you were typing.

If you're tired of writing down and trying to remember people's email addresses, click on Addresses in the blue navigation bar.  Click on Create New to add a name your online address book.  Clicking on the name of someone you've put in your address book will open up a Compose message screen, and automatically use that person's email address.
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The Folders button in the navigation bar will bring up a list of all your folders: Inbox, Sent Messages, Drafts and Trash Can.  Click on the folder's link to view its contents.
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You've already seen the Inbox.  Sent Messages is an archive of outgoing messages that you have chosen to save.  The Drafts folder is the home to any messages you have typed up, but chose to Save as Draft rather than Send.  Clicking the message link will bring up the draft, and allow you to make changes and send it.  The Trash Can houses all the messages you have "deleted".  They will remain here until you delete them from the Trash Can.  You can also create your own folders in which to store mail.  This provides a great way to organize your messages; by person, theme, etc.  To do this, click on Create New, and type in a name for the folder.

The Options button will allow you to change information about your Hotmail account, including personal information and your password.

When you are finished using Hotmail, click on the Sign Out button on the extreme right of the navigation bar.  This ensures that you do not mistakenly leave your email account running, and prevents other people from accessing your mail.
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