PERSONAL COMPUTERS
EMAIL



EMAIL

Start Windows Live Mall

Create An Email Message

Send And Receive An Email Message
Read An Email Message

Include An Attachment

Close Email




EMAIL ACCOUNTS & PASSWORDS

Account Name

elkahirpcclassN
Where N = The Shrine PC Number

Password
Shrine1400-N
Where N = The Shrine PC Number



START WINDOWS LIVE MAIL

Click On Start

Point To
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There are no items in this view,
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SEND AN EMAIL TO YOURSELF

| @ windows Live Mail

C“Ck On NeW ‘) BFENew - @ Reply #% Replyall % Forward

4 | & Quick views

Find a message
# Unread e-mail

Type
elkahirpcclass1@hotmail.com
In The To: Box

1 Test
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o Send [gSave 0 . [ % | Atach U7 ¥ ¢

i) T elkahirpcclass L@ hotrmail.com

Type Test In The Subject Box = S subject: [Tt

bl Add photos 5% Layout &3 - [l Stationery - A Anal - AJB 1
Type In The White Box

A s [ arm having a wonderful time.
| am having a wonderful time. =2 ’
= = instructor is rea reat!
My instructor is really great] ———2 ™ memeerts ey o

This is my first email. — |'I'his is my first email.
] | Test
Click The Send Icon —> dsend [fsve . O 9 0 Awmcn V¥

Lif Ter  elkahirpeclass L@ hotmail.com

Subject: | Tast



RECEIVING EMAIL

Y Move to ‘ Send/receive - % Blog

Click On The Send/Receive Icon =

There are no items in this view.

Click Once On
The NeW Messa ge KahilPCCIassl EC gfzooalo:um

E| El Kahir PC Class 1 Add to contacts

-

View Message Below -

To: elkahirpcclassl @hotmail.com;

$ Test

| am having a wonderful time.

DO u b I e_Cl iC k O n Wy instructar is really great!
N eW IVI essa ge This is my first ernail.

(-] Test
a _esReply o Replyall o Forward X Delete >
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In Separate Window
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| am having a wonderful time.
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Close Separate Window
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SENDING AN ATTACHMENT

Create A New Email

Address It To The Other Group,

-

[ File Attached

MAttach A;T _‘{.,‘ 3 =

= Send | Save

¥
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Either elkahirpcclass1@hotmail.com

iy

Or elkahirpcclass2@hotmail.com

The Subject Is File Attached /
The Message Is See attached file. /

elkahirpeclass2@ho From: |elkahirpcclassl@hotmail.comr

% File Attached Show Cc & Bec
; IEHExcercise 1.rigf (175 bytes)
mnl Add photos 55 Layofft 23 - gl Stationery - A Arial - AB10- B T U =

See attached file |

Click On The Attach Icon

Select The Practice File Exercise 1

Click On Open =

Send The Email

Open PIX
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Look ir: | [ My Documerts v O3 -
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i
e | Excercise 1 rtf
» [&@ My sharing Folders
Computer
-, File name: Excercise 1.1 Open
2
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SAVE CONTACTS

Click On R
Add To Contacts b
Add A Contact s

Dialog Box Appears

Fill In First Name =—
And Last Name —

Click On Add To Contacts ==

2 Add an e-mail accoun t

Click On Contacts To View \ _

i} Contacts
G Feeds

L# Newsgroups

Close Contacts —
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READING AN ATTACHMEN

'-.@\'ﬂ'd:bwsLiueHai

If NO NeW Messages B MNew - @ Reply #%Replyall #% Forward Delete #% Junk B Moveto B Send/receive ~ [ Blog
’
H 4 | K Quick views - ; .
Cl |Ck On = Find a message

¢ Unread e-mail
1@ 8| From Subject Date ~

I Unread from con... |
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Bl Unread feeds (57) |

Click On New Message e > =7 Hotmail (ellahirpc...
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Double-Click On el = cletin :
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The AttaChed Flle £ Deleted items A@Efcercisel.nf 137 bytes)
- File Attached
f{ﬂAdd an e-mail account
Mail Attachment Dialog ——— See attached fle.
BOX AppearS [i] Contacts

X

Mail Attachment

Click On Open

Do you want to open thiz file?

Mame: Excercise 1.rtF

Type: Rich Text Format

Read Attachment

DOpen ]l Cancel |

Always ask before opening this type of file

C | Ose Th e Atta C h m e nt @ ‘wihile files from the Intemet can be uzeful, some files can potentially

harm your computer. |f you da not trust the source, do not open this
file. What's the risk?




SAVING AN ATTACHMENT

- rinu d IIII:'_-'_-GHI:
¢ Unread e-mail

Right-Click On
The Attached Filé e

= Unread from con... 18, % From Subject
U - || El Kahir PC Class 1 File Attached
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X : File Attached
Click On SaveAs... =— S
S— See attached fiif  Print...
e Save as...
1] Contacts Save all...

Save Attachment As

Dialog Box Appears

In the Filename Box,
Type Test Attachment.rtf

Save n: DMyDDcumenls “ 3 T e -

I[ChLetters
23 My Data Sources
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=
.
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‘r‘] File name:
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Click On Save

1y Hetwar Save as bype: Attachment %] v

Cancel
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EMAIL FOLDERS

Right Click On Storage Folders —3 & Sorsgeiolias | Open

Find...

7 Sent items
] Deleted items ICaptain Add to contacts

Click On New Folder...

i Inbox

i Outbox$ Mew Folder...

| Recovered items thotmail.com;
i

Tawe L a - D
| Test P A Competition - 1.jpg (718 KB

Create Folder Dialog Box Appears

q}'J;l\dd an e-mail accol
In Folder Name Box, Type Test e _

Create Folder E\

older name:

Click On Storage Folders

=] Hotmail (mkmesele)

& Inbox
|£ Drafts

! Sent items

Click On OK
IC n @ Deleted iterns

M Storage folders

Z Drafts
o Sent items

Drag Message TO
Test Folder

W New - @2Reply @ Replyall @ Forward | Delete #Junk ¢ B Moveto P Send/receive ~ [ Blog

& Deleted items atrolCaptain . 9/19/2008 7:22 AM

Cl IC k O n TeSt FO | d e r l#j%t;r;g&e:fu\dgr:

To Verify Message Moved \

Close Windows Live Mail Gasom et sl el e



EXERCISES

Start Windows Live Mail

Create A New Email Message Addressed To Yourself

Send It

Click On Send/Receive Icon
Read The Email Message

Close Windows Live Email




EXERCISES

Create A Text File Using WordPad

Save The File To My Documents Using The Filename Will This Ever Be Over

Close WordPad

Start Windows Live Mail

Create A New Message To The Other Team From Contacts List

Attach Will This Ever Be QOver File To The Message

Send The Message
After You Get Your Message, Reply With Got It!
Move The New Message To The Test Folder

Close Windows Live Mail



