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Legacy Mail App

Mail App

With the mail app you can check your Microsoft Account email, as well
as other email accounts from Yahoo or Google you might have.

You'll find the mail app on your start menu.

Mail

If this is the first time you are using this app, you may be asked to add
your email account.

Add an account

Add an account to Mail, Calendar, and People to access your
email, calendar events, and contacts.

R hotmail.com
Outlook.com
Outlook.com

Outlook.com, Live.com, Hotmail, MSN

Office 365
Office 365, Exchange

Google

Yahoo!

iCloud

X Close

If you are using your Microsoft Account, select your Microsoft Account
email address at the top.

If you use Gmail, click ‘Google’. If you use Yahoo, click ‘yahoo’. If you
use iCloud click ‘icloud’.
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Legacy Mail App

Reading Mail

When you open mail app it will check for email, any new messages will
appear in your inbox.

o Hotmail

Search

New mail Focused  Other

. 05 September 2018
3 Accounts iz
Microsoft Family

Help sophiewilson071@hotmailcor

09 August 2018

@ Claire Wilson 5
"] Folders Hey os/0s/2018

Check out this fish...
" n
Sent

Del

sophiewilson071@hotmail.com wal 05/09/2018

SReply “Repfall > Fgward I Archive

Hey

Claire Wilson
09/08/2018 203

oz kewwils@hotmail.com

Check out this fish...

Click on the message in your inbox. The contents will be displayed in
the reading pane on the right hand side.

Inbox - Hotmail - o x
Search | & = Reply “Replyall - Forward =] Archive
New mail Focused  Other Al v Hey
05 September 2018 Claire Wilson <clairewilson988@icloud.com> ]
Accounts 09/08/2018 20:37 ©
Hotmail @ Vigoselt Famﬂ): T, To: kewwils@hotmail.com

feQhoaton Help sophiewilson071@hotmail.cor
Check out this fish...

Gmail

“Elluminet Press” 09 August 2018
@ Claire Wilson
Folders Hey SO
Check out this fish...

Inbox

Sent

Deleted

More
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Writing a New Message

To start a new message, click ‘new mail’ on the top left hand side of the

main screen.

First you need to enter the person’s email address in the ‘To’ field.
Click the people icon on the far right to open up your contacts. Scroll
down and select the person you want to send the email to.

Format Insert Options

From: kevwils1

To: clairewilson98@hotmail.com;

Subject

Hi Claire

How are you doing? What's new? Have you finished your project yet?

Kev

[i] Discard B> Send

=

® Cc &Bcc

People X

Choose contacts

I fearch J

C
@ Christine
© o

D
© o
@ Dave

111
X

Add a subject, then type your email in the body section. In the body
section, you can use the normal text formatting tools such as bold,
change the font colour or size and so on, using the format tool bar as

you can see below.

Format Insert Options

Calibri (Body) | 11 B I U 2 A v =

From: kevwils1

To: clairewilson98@hotmail.com;
Subject

Hi Claire

How are you doing? What's new? Have you finished your project yet?

Kev

it
Iy

[il] Discard B> Send
v | Heading 1 Heading 2 v | € undo
=

R Cc&Bcc

For example, select the text, click bold icon. Change text size, select
text, click font size. Change font, select text, click on font name in

toolbar.

Hit ‘send’ on the top right to send your email message.
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Reply to a Message

Legacy Mail App

To reply to the message, click the reply icon at the top of the screen.

Search ple =
New mail Focused  Other Al
05 September 2018

Accounts
Microsoft Family
sophiewilson071@hotmail.com war 05/09/2018
Help sophiewilson071@hotmail.cor

Hotmail
kevwils@hotmail.com

©Replyall ->Forward [ Archive [ Delete O Setflag
Hey
@ Claire Wilson <clairewilson988@icloud.com> (et
09/08/2018 2037 2]

To: kewwils@hotmail.com

Check out this fish...

Gmail 3

‘Elluminet Press™ <lumines. 09 August 2018

Claire Wilson

09/08/2018

Folders

Hey
Check out this fish..

You'll see a screen that looks a bit like a word processor. Here you can
type in your message. Your message will appear at the top. The original
message will be appended to the end of the email.

Inbox

Sent

- 6 x
Focused Other Al Calibri (Body) n B I U 2 A v | i= = E v | Headingl v |9 undo ¢
05 September 2018 From: kevwils@hotmail.com I:._IZ
To: Claire Wilson; R Ccase

Microsoft Family
sophiewilson071@hotmail.com wai 05/09/201¢

Help sophiewilson071@hotmail.cor RE: Hey

09 August 2018 That's a nice fish. Is it a gourami?
[Draft] Claire Wilson o |
~ Hey 09/08/2018

From: Claire Wilson
Sent: 09 August 2018 20:37
To: kevwils@hotmail.com
‘Subject: Hey

[Draft] kevwils@hotmail.com

That's a nice fish. Is it a gourami? From: Drafts

Check out this fish...

Claire Wilson

£
Check out this fish... 09/08/2018

You can use the basic formatting tools. You can make text bold - select
the text and click the ‘B’icon on the toolbar. Or you can make text into
a list. Select the text and click the list icon, then select a number style.

= =] X
Search 9| vEE BE Format Insert Options ; [ Discard B> Send
Focused  Other ALY Calibri @ody) | | 11 B I U 2 A +|[iEES|E v | Headingl v| 9o &
05 September 2018 From: kevwils@hotmail.com Numbering =
To: Claire Wilson; R Cc&Bee

Microsoft Family
sophiewilson071@hotmail.com wai 05/09/2018
Help sophiewilson071@hotmail.cor RE: Hey

09 August 2018 ‘That's a nice fish. Is it a gourami?

[Draft] Claire Wilson
~ Hey

IDraftl

09/08/2018

From: Claire Wilson

il com
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Adding Attachments

To attach a file, click ‘insert’ then select ‘files’. Select the file you want
to attach. Use this option to attach files such as documents, videos,
music or photos.

Format Insert Options

[ﬂj FileK@ Table  [ad] Pictures @ Link

Select your file from the dialog box. Hold down the control key to select
multiple files. Click ‘open’ when you’re done.

Open X
&« > v 4 P] > OneDr... > Pictures > v (&) Search Pictures yel
Organize v New folder O~ [H o
v @ OneDrive

@ Attachments

@ Camera Roll

IMG_0084 - Copy
[ Desktop - Copyjpg

IMG_2301 - Copy
(2).PG

> a Documents

@ Music
> BN Pictures
= IMG_2301 - IMG_2301.JPG P1010824.JPG P1010825.JPG
@ Videos Copy.JPG ]
i .|

File name: ["IMG_0084 - Copy,pg” "IMG_0084 - Coy v| | Al files () v

Open Cancel

These attachments will be added to the end of the email.

- 8 x
Search 0 = Format Insert Options [ Discard B> Send
Focused Other Al O riles [ Table [ Pictures @ Link Emoji
05 September 2018 From: kevw =
Microsoft Family To: Claire Wilson; R Cc&Bc
sophiewilson071@hotmail.com wai 05/09/2018
Help sophiewilson071@hotmail.cor Pictures of Fish
09 August 2018 Attachments
@ [Draft] Claire Wilson o
~ Hey 09/08/2018

n ] sk

[Draft] kevwils@hotmail.com
That's a nice fish. Is it a gourami? See if - Draits

What do you think of these fish?

Claire Wilson S |
Check out this fish... 09/08/2018

Once you are done, click ‘send’ on the top right.

6



Legacy Mail App

Inserting Images

Inserting images is a little different from adding an attachment. When
you insert an image, you insert it into the body of the email message
so it appears inline with the text.

In your email message, click ‘insert’. From the options, select ‘pictures’.

Format Insert Options

O Files [H Table [ Pictures @ Link

Select your picture from the dialog box. Hold down the control key if
you’re selecting more than one picture. Click ‘insert’.

Open X
&« > ~ 1 | P> OneDr. > Pictures > v ¢ Search Pictures el
Organize v New folder O~ [H o

v @ OneDrive

@ Attachments
@ CameraRoll ’1 G Frm-
IMG_0084 - Copy IMG_2301 - Copy
@ Desktop - Copy.jpg (2).JPG
> & Documents
= .
@ Music , l
> BN Pictures = B
R IMG_2301 - IMG_2301.JPG P1010824.)PG P1010825.JPG
- Videos Copy.JPG |
e .|
File name: | “IMG_0084 - Copy.jpg" “IMG_0084 - Co) v| Allfiles (%) &

Open Cancel

Click the ‘send’ icon on the top right when you’re done.

Search R = Format Insert Options [ Discard B> Send

Focused ~ Other Al v Calibri @ody) il B I U 2 A v |iZ i = v | Heading1l o|| D vnee @

05 September 2018 From: kevwils@hatmail com =
Microsoft Family To: Claire Wilson; R Cc&Bec
sophiewilson071@hotmail.com wai 0/09/2012
Help sophiewilson071@hotmail.cor Pictures of Fish

09 August 2018 What do you think of these fish?|

@ [Draft] Claire Wilson 27
~ Hey 09/08/2018

[Draft] kevwils@hotmail.com
That's a nice fish. Is it a gourami? See if | Drafts

Claire Wilson ©
Check out this fish. 09/08/2018

Images are inserted in the body of the email message.
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Adding Other Email Accounts

If you have another email account such as Gmail or Yahoo you can
add these too.

To do this click the settings icon on the bottom left of the screen.

Helena from CleverBooks
To Get or Not to Get.. a Cert! 29/02/2020
View this email in your browser Your generosity m

19 November 2019

Elluminet Press
Hi 19/11/2019
Hi Sent from my iPad

Click ‘manage accounts’ on the side panel on the right hand side of
the screen.

Settings

Manage accounts
Personalisation ‘
Automatic replies

Focused inbox

Click ‘add account’.

< Manage accounts

Select an account to edit settings.

Hotmail
kevwils@hotmail.com

=

@ Link inboxes

-+ Add account‘
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Select the account provider. Eg if you are adding a GMail or Google
account, click ‘Google’, if it’s Yahoo, click ‘Yahoo’, or Apple, click
iCloud’.... If your provider isn’t in the list above click ‘other account’.

In this example, I want to add my Gmail account. So I'd select Google.

Add an account X

Add an account to Mail, Calendar and People to access your
email, calendar events and contacts.

Outlook.com
o4

Outlook.com, Live.com, Hotmail, MSN

E Exchange

Exchange, Office 365

Google

Yahoo!

iCloud

N 0 K @

Other account
POP, IMAP

Close

In the ‘connecting to a service’ dialog box, type in your email address
for the email account you’re adding. Click ‘next’.

Connecting to a senvice e

X

Connecting to a service

~

G signin with Google G Sign in with Google

Signin Kevin Wilson

Continue to Windows ® kevwils@gmail.com

kevwils| X | N

[ Email or phone Enter your password

Forgot email?

To continue, Google will share your name, email address
and profile picture with Windows. Before using this app,
you can review Windows's privacy policy and

terms of service.

Forgot password? m

To continue, Google will share your name, email address
and profile picture with Windows. Before using this app,
you can review Windows's privacy policy and

terms of service.

Create account m

Enter your password on the next screen, click ‘next’.
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In the next window, scroll down and select ‘allow’ to give Windows
permission to access your account. Then click ‘done’.

Connecting to a service x

G sign in with Google

Windows wants to access your
Google Account

This will allow Windows to:

™ Read, compose, send and permanently delete all @
your email from Gmail

@  See, edit, download and permanently delete your @
contacts

See, edit, share and permanently delete all the ®
calendars that you can access using Google
Calendar

Make sure that you trust Windows

You may be sharing sensitive info with this site or app. Find
out how Windows will handle your data by reviewing its
terms of service and privacy policies. You can always see
of remove access in your Google account.

Find out about the risks

Cancel Allow

All your email accounts will appear under the accounts section on the
left hand side of the screen. Click the hamburger icon on the top left of
the screen to reveal the full sidebar.

Inbox_Other - Hotmail Inbox_Other - Hotmail

arch P& = v

=

Search 0

Q

d  Other Al v New mail Focused  Other Al v

Accounts

Hotmail
kevwils@hotmail.com

Gmail
kevwils@gmail.com

Folders
Inbox
Sent

Deleted |

Nothing has arrived yet Nothing has arrived yet
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Contacts List (People App)

The People App is your contacts list or address book and is used to
access your contacts in Microsoft Teams, Chat, Mail App, and Calendar.
You can find the People App on the bottom left of the Mail App.

Deleted

More

When the People App opens up, you'll see a list of your contacts on
the left hand side. Any contact you click on, their contact details will
appear in the right hand pane.

P R RSP

,
( Name N
A “=f) Claire Wilson
-

People

@~ [
B Contact 2 Edit
. Mobile phone
ee 075-455 Qo Call with Skype
C Work phone )
. 015-144 Qs Call with Skype
cath ©Other email .
clairewilson988@icloud.com S Email
. Cathy
personal email -
Email
‘ Chris clairewilson98@hotmail.com

more >

Events

Lo
-0 e
gl o
3 £
s 3
g

T—

Upcoming events with this contact will show up here.

Conversations
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Edit Contact

You can click on any of the contacts in your list to view or edit their
contact information.

Here I've clicked on Claire in the contacts list. In the right hand pane,
you'll see her contact details, plus upcoming calendar events she’s
been invited to or involved in and recent messages. Click ‘see more’ to
see all of these.

People E—
| Search 0 + A4 & e @ &
Name
=l Claire Wilso
A q5 laire Wilson
.
o~
B Contact & Edit
. Mobile phone
e 075-455 Q, Call with Skype
Work phone
.C 015-144 Qs Call with Skype
can Other email )
clairewilson988@icloud.com = Email
. Cathy
Personal email .
. Chris clairewilson98@hotmail.com = Email
crrne See more »
@ Claire Wilson
Events
D
Upcoming events with this contact will show up here.
o -
. Danny Conversations

To edit her contact details, click ‘edit’. In the new window you can edit
her name, add phone, email addresses and physical address.

Click the plus sign next to the one you want to add. For example
‘address’.

Claire Wilson Pl s

-+ Phone

Personal email \/

| clairewilson98@hotmail.com

-+ Email

»F Address
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Select whether the address is ‘home’ or ‘work’.

Edit Hotmail Contact

Name

Claire Wilson I Va

- Phone

Personal email v

| clairewilson98@hotmail.com

+ Email
- Address

Home address
Work addre
Other add;‘

Enter the details into the fields that appear.

Name

I Claire Wilson I V4

-+ Phone

Personal email v

clairewilson98@hotmail.com

+ Email

Home address \v/ X

[ |

| Town/City I

| County |

| Postcode |

| Country/region |

-+ Address

—+ Other

e

Click ‘save’ when you’re done.
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