
HOW DO I SET UP MY E-MAIL?

When you log in to your account for the first time, 
you’ll want to make it your own. Customize it by going 
to the upper-right corner of your inbox, then select  
Options More Options in the drop-down box. From 
this screen you can fully manage your e-mail account. 

Manage your account. Update your name, phone, 

password, and so on. Select Manage your account view

and edit your personal information to take you to a 
screen where you can make these changes. 

Customize your mail. Change your screen colors, language 
preference, and reading pane settings, or add a signature 
to the end of your e-mails—you can do it all here. 

Customize your contacts. Add contacts, import your 
contact list from Microsoft® Office Outlook® and Webmail 
accounts, and create distribution lists. 

1.  Import a contact list or export a contact list: Choose 
Import or export contact list under Customize your 

contacts, from the More Options page. Then follow the 
prompts on the next screen to complete this action.

2.  Add individual contacts: From the main page of your e-mail 
inbox, choose the address book icon. This will take you 
to your contacts screen. Here you can add a contact by  
clicking New, or change a contact’s information by 
clicking Edit Contact.

3.  Create distribution list: In your address book, select Add

to Group. This drop-down box gives you the option of 
adding a contact to an existing group (or distribution list) 
or creating a new group. To create a new group:

Add to group New group

1. Name the new group.

2.  Go back to your contact list and 
highlight a contact to be added.

3. Select Add to group New group name.
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YOUR NEW E-MAIL COMES WITH:

 GB storage in your inbox  •  A 10 MB attachment limit  •  Spam filtering, virus protection features, and 

attachment scanning  •  A familiar user interface with folders for sent messages and junk mail, and the 

ability to create new folders  •  Preview reading pane
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HOW DO I MANAGE MY E-MAIL?

Now that you’ve set up your e-mail preferences, you’ll want 
to customize how you view, organize, and receive e-mail.

Program your reading pane. The reading pane for viewing 
e-mail content without leaving the inbox can be customized. 
To move it or remove it altogether:

1.  In the upper-right corner of the page, click 
Options, and then click More options.

2.  Under Customize your mail, click 
Reading pane settings.

3.  Under Reading pane settings, select 
Right, Bottom, or Off.

4.  When you first open your inbox or another folder, 
set the reading pane to Show the first 

message automatically or Show a message 

only after you select it.
5.  Click Save.

Use Folders. Instead of keeping all your e-mail messages 
in your inbox, you can organize them into folders so they’re 
easier to find and store. To add a folder:

1. Click on the Mail icon.

2.  Next to New, click the arrow for the 
drop-down menu, then select Folder.

3. Type a name for the folder, and then press Enter.

Move messages between folders. You can either 
drag and drop the messages directly into the desired folder, 
or click the check box next to each message you want to 
move. Then on the Move to menu, select the folder 
where you want them moved to.

Search your e-mail. Using the search feature enables you 
to quickly find messages in your inbox from keywords, or 
find contacts in your address book.

1. Click the Mail icon from your inbox.
2.  In the Search box at the top of the page, enter a term 

that’s contained in the message that you want to find, 
and then click Mail. You can also use the same Search 
box to look up items on the internet.

HOW OFTEN DO I NEED TO LOG IN

TO MY E-MAIL ACCOUNT? 

To make sure you keep all of the e-mail messages in your 
inbox, log in at least once every 120 days. If you don’t, your 
account will remain active, but the messages stored in your 
inbox may be cleared.   

CAN I SET FILTERS ON INCOMING MAIL? 

Yes, you can have incoming e-mail automatically sorted into 
folders based on customized rules you create. You can find 
this feature under Options  More options.

1.  Go to Customize your mail  Automatically 

sort e-mail into folders.
2.  Click New filter.
3.  Choose From address  Contains and type the address. 
4.  Choose New folder and type your folder name. 
5. Click Save.

Go back to your inbox and wait for newly incoming messages 
to sort themselves into folders. This doesn’t affect messages 
you’ve already received. You can use the Search box to find 
them and move them. 

HOW DO I USE MY MOBILE PHONE TO ACCESS MY E-MAIL?

You can access your new e-mail through any Web-enabled 
browser, including the one on your mobile phone. Go to 
mail.live.com and log in with your school e-mail address 
and password.

CAN I ACCESS MY SCHOOL E-MAIL IN OUTLOOK, 

EUDORA, OR ANOTHER E-MAIL APPLICATION?

Follow these steps to access your e-mail from Outlook:

1.  Open Outlook, and then, in the Tools menu, 
click E-mail accounts.

2.  Click Add a new e-mail account, then click Next.
3. Click HTTP, and then click Next.
4.  Under User Information and Logon Information, type 

the appropriate information. Do not select the Log on 

using Secure Password Authentication (SPA) check box.
5.  In the HTTP Mail Service Provider list, make sure that 

Windows Live Hotmail® is selected.
6.  Click Next, and then click Finish.

CAN I FORWARD MY E-MAIL?

It’s not possible to forward messages from 
your Windows Live @ edu account. 

Using your e-mail



HOW CAN I USE THE CALENDAR?

The Windows Live @ edu calendar allows you to create 
and keep track of appointments, meetings, tasks, and notes. 
It also stores information about your schedule and reminds 
you when a calendar entry is near.

Create an appointment or meeting.

1. Click the Calendar icon.
2.  Next to New, click the arrow 
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