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SETTING UP A - An email address is unique to you - you alone can
UNIQUE EMAIL see the emails that are sent to it. You log into your
ADDRESS:

email account securely with a password that you
create. You can access the same email account on a
computer, tablet or phone, and log into it anywhere
in the world.

- It's easy and free to set up a new email address. Typical webmail services
include Google's Gmail (gmail.com) and Microsoft's Outlook.com (outlook.com).
They're both reliable, free choices.

- For this guide we are going to use outlook.com as the webmail service. Let's
start by going to your internet browser and type into the search bar
outlook.com and press ENTER on your keyboard or GO if you are on a phone
or tablet.
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- You now need to click on

- You will be directed to a page where you will now need to create your new
email address. You're free to make up whatever address you'd like. Typically,
you use your own name, and the remainder of the address is provided by the
email service itself. For example, your new email address would be
yourname@outlook.com

BS Microsoft

Create account

New email @outlook.com

Next

- Type into the box and click NEXT

- At this point the email you have chosen may already be in use - alternative
options will be displayed - or you can retype your chosen email.

- Next, you will be asked to set up your chosen password for your email account

Create a password

Enter the password you would like to use with your
account.

L’rea‘_e pass-.-ﬁ.'crd

9 @ Show password

D | would like information, tips and offers about
Microsoft products and services.

Choosing Next means that you agree to the Microsoft Services
Agreement and privacy and cookies statement.

Next

- Place a tick in the Show password box to help you when typing your password
to ensure you type it correctly.
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- The next step is to provide your first name and surname

What's your name?

We need just a little more info to set up your
account,

First name

Surname

Next

- Click

- Next, you will need provide your date of birth

What's your date of birth?

We need just a little more info to set up your
account.

Country/region

United Kingdom ~

Date of birth

Day ~ Month v Year hd
Next

- Click

- Finally, for security before proceeding, they need to make sure that a real

person is creating the account so they will ask you to type the characters you

see ONn screen. Create account

Before proceeding, we need to make sure that a real
person is creating this account

Audio
Enter the characters you see
Next
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- You will now be given the option to Stay Signed In on the device (laptop,
phone, tablet) you are using. Click YES. You will now be taken to your mailbox.

- If you click YES, you will now be taken to your mailbox.

- If you click NO, you will now be taken back to the sign in page.

LOGGING INTO - Go to your internet browser and type into the
YOUR EMAIL search bar outlook.com and press ENTER on your
ACCOUNT: keyboard or GO if you are on a phone or tablet.
< O @ & hitpsy/outlooklive.com/owa/ = s -
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B Microsoft

Outlook

Connect. Organise.
Get things~done.

Free Outlook email and calendar - Create free account

- Click to select Sign in at the top right of the screen. You will be taken to the
sign in page.

- You will need to type in your email address and click
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- Now you will need to type in your password and click

- You will now be given the option to Stay Signed in - this will mean that you
won't need to sign in again on the device that you are using.

This is only recommended if you are the only person using the device.

B® Microsoft
taniawhitnall87@outlook.com
Stay signed in?

Stay signed in so you don't have to sign in again
next time.

D Don't show this again

-

- Each time you log into your email account, you will

YOUR INBOX: be taken straight to your inbox where you will be
able to immediately see any new emails you have
received.

- The pane on the left will show all your folders:

<~ O f £ https://outlook live.com/mail/0/inbox

i Outlook O Search

£ Mark all as read [
() Focused  Other (i Filter
YOU'RE
Other: New conversations
IN THE
Sent ltems
 Outok Team DRIVING
Drafts ®"  Welcome to your new Outl... Wed 16:22 SEA
Hi Tania, Welcome to your new Outlook.co.. I
Add tavorte v. NOW
- BRITAIN
Inbox
Select an item to read
Junk Email Nothing is selected

Drafts

Upgrade to
Microsoft 365 with
premium Qutlook
features

B &

- As you click once to select each folder - the contents (emails) within each
folder will display in the centre pane:
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<« O @ A htips//outlooklive.com/mail/0/inbox ® #  x L4
I Outlook PO Search 9

= w 1 Mark all as read Undo 2

v Favourites ( Focused Other (1 Filter ~
YOU'RE
Inbox 2 Other: New conversations
Microsoft Account Team IN THE
B Sentltems
Outlook Team DRIVING
Z  Drafts Welcome to your new Outl... Wed 1622 SEAT
Hi Tania, Welcome te your new Outlook.co...
- NOW

. mﬁ BRITAIN

Inbox 2

]

Select an item to read

Nothing is selected

=)

Q  Junk Email
& Drafts
@  Upgrade to
Microsoft 365 with
premium Outlack
features

=) £

- As you click once to select the email within the centre pane, the email and it's
contents will display on the pane on the right hand side.

&~ O M & https://outlooklive.com/mail /0/inbox/id/AQQkADAWATM3ZmYAZSOZNWFILTE2Z)MtMDACLTAWCGAQALM96Gge... ® ¢  ¥& -
i Outlook O Search

= i] Delete = Archive & Junk v < Sweep 51 Moveto ~ < Categorise v (D Snooze -
~  Favourites (© Focused  Other @ Filter v elcome to your new Outlook.com account
2 Inbox 2 Other: New conversations (D This message is from a trusted sender.
Microsoft Account Team
B Sent Items mm Outlook Team <no-reply@microsoft.
0O Outlook Team B com>
& Drafts Welcome to your new Outl... Wed 16:22 Wed 21/10/2020 1622
Hi Tania. Welcome te your new Outlook.co... Tor You

Add favorite

~  Folders i i
9 Hi Tania,
£ Inbox 2 Welcome to your new Outlook.com account.
Outlook lets you stay connected, organized, and
©  Junk Email
productive—at work, at home, and everywhere in
betwe

& Drafts stueen
©  Upgradeto

Microsoft 365 with

premium Outlook

features
=2 B &

- You will notice, within the centre pane, you have Focussed and Other tabs at
the top. You may have emails within both of these tabs - so remember to check
if you're looking for something in particular.

Focused Other 1 Filter ~

Other: New conversations
Microsoft Account Team

gn Qutlook Team
Welcome to your new Outl... Wed 16:22
Hi Tania, Welcome to your new Outlook.co...
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- Within your folders in the left hand pane you will see your Junk folder. Emails
may be diverted to this folder if they are from an unrecognisable sender.

~ Folders

[ Inbox 2
& Junk Email
& Drafts

4%  Upgrade to
Microsoft 365 with
premium Cutlook
features

= £

- You will see your Drafts folder. Emails will save in here if you have created but
then not actually sent.

REPLYING TO AN - When you have opened and read an email you may

EMAIL: need to send a replying email.

- Have the email open in the right hand pane - and at the top right you will see 3
little dots ... - click on these

&« O @ 2 htps//outlooklive.com/mail/0/inbox/id/AQQkADAWATM3ZmYAZSOZNWFILTE2ZZ)MIMDACLTAWCGAQALMI6Gge... @ Y& ¥= e
i Outlook £ Ssearch 8 5 & 2 < Tw

T Delete T Archive  Junk ~ & Sweep 33 Moveto ~ ¢ Categorise v (D Snooze

& Drafts

Add favorite

~  Folders

Microsoft 365 with
premium Qutlaok
features

= [E £

mm Outlook Team <no-reply@micros
a om>

Wed 21/10/2020 16:22
: You

Hi Tania,

~/  Favourites (& Focused  Other Filter ~ Welcome to your new Outlook.com account
= Reply all
£ Inbox 1 O Outlook Team (0 This message is from a trusted sender.
Welcome to your new Qutlo... Wed 16:22 Forward
Sent ltems Hi Tania, Welcome to your new Qutlook.co...

""" Other reply actions

Delete
Mark as unread
Flag

Add to Safe senders

& Inbox 1 Welcome to your new Outlook.com account.
= QOutlook lets yi ay connected, arganized, and Security options
) ¥ Y L}
C Junk Email
- productive—at work, at home, and everywhere in

: Print
& Drafts )

View

©  Upgrade to

OneNote

B Get Add-ins

Advanced actions

- You will now have a list of actions - click REPLY from the list. A new email will

pop up in the right hand pane for you to type your reply into.
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& O 0 [ https://outlook.live.cq Email - Digital Support Guide - Ad PAWATM3ZmYAZS0zNWFILTE2Z]MtMDACLTAWCgAQALMI6Gge..

Outlook £ Search

= il Delete T Archive ) Junk v < Sweey
~  Favourites (©) Focused  Other Filter ~ Welcome to your new Outlook.com account
1 W VICroson
£ Inbox 1 O [Draft] Qutlook Team
> Welcome to your new Ou... Wed 16:22
B Sentltems Hi Tania, Welcome to your new Outlook.co...
& Drafts 1

Add favorite @ To: Outlook Team

~ Folders ‘

£ Inbox 1
©  Junk Email
& Drafts 1
@  Upgradeto

Microsoft 365 with
premium Cutlook

features & W AN B I U 2 A
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- Simply type in your reply and then click - your reply has been sent.

- If you need to send an email to a new recipient you
will need to click on the top left of the
screen.

SENDING A NEW
EMAIL:

<« O @ & https://outlook.live.com/mail/0/inbox/id/AQQkADAWATM3ZmYAZ SOZNWFILTE2ZJMEMDACLTAWCgAQALM96Gge... &  ¥&

Outlook P Search e B

il Delete T Archive  Junk v < Sweep 51 Moveto v {J Categorise ™ (O Snooze Undo
~s  Favourites () Focused  Other Filter Welcome to your new Outlook.com account =]
2 Inbox 1 O Outlook Team 5
> Welcome to your new Ou... Wed 16:22

B Sentltems Hi Tania, Welcome to your new Outlook.co... Tania Whitnall RN
Thu 22/10/2020 12:25 R

Z  Drafts To: Outiook Team g
Hi, Y \

Add favorite 4 \.\

Thank you for your email.

{ L
STUNNINGL)

v Folders
Please could you send me more information.

Inbox 1 Thanks
Tania

Junk Email

Drafts

¢ % O Db

Reply | Forward
Upgrade to
Microsoft 365 with
premium Outlock
features

=2 B &

- A new email will pop up in the right hand pane.

- You will need to type in the email address you wish to send the email to in the
To: field at the top of the email.

B> send [ Attach ~ [i] Discard --- [
To stayingwell@conwy.gov.uk Cc Bcc
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- Next, you will need to add a subject to the subject field

B Send [ Attach ~ [i] Discard --- i

To stayingwell@conwy.gov. uk Cc Bec

9 Appeintment on November 1st

- Now it's time to type your email.

> Send [J Attach ~ [i] Discard --- g

To stayingwell@conwy.gov.uk Cc Bec
Appointment on November 1st

Good morning,

Please could you confirm the time of my appointment with Dr Green on Sunday
1st November.

Kind regards,
Tania Whitnall
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- Finally, you can click the BEZEEES button.

- You can check to make sure you have sent an email
SENT ITEMS: and also check to make sure you have sent it to the
correct recipient by going to your Sent items folder.

G -
= ]EI Empty folder 2 Mark all as read Undo

~  Favourites ) sentltems * Filter v
£ Inbox 1 Today
B Sent ltems stayingwell@conwy.gov.uk
test 12:41

&£ Drafts Good morning, Please could you confirm th...

Add favorite Qutlook Team

> Welcome to your new Ou... 12:25

o Folders Hi, Thank you for your email. Please could y...
& Inbox 1
©  Jurk Email
Va Drafts
P Upgrade to
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DELETING AN EMAIL:

< O W

O httpsy//outiook.live.com/mail/0/inbox/1d/AQUKADAWAT M3ZMYAZSOZNWHILI EZZJMIMDACLIAWCGAQALMYEGge.. & 3%

- You can delete any emails received or sent within

any of your folders. Simply click to select the e

mail

you wish to delete and then select the [jj pejete icOn

at the top of the page

3 Outlook

£ Search

Tl Delete = Archive & Junk v~ < Sweep 51 Moveto ~ <7 Categorise ~ (D Snooze
v Favourites () Focused  Other Filter v Welcome to your new Outlook.com account =]
£ Inbox 1 '®) Qutlook Team ) (@D This message is from a trusted sender.
> Welcome to your new Ou... Wed 1622
B Sent ltems Hi Tania, Welcome to your new Outlook.co... mm Outlook Team <no-reply@microsoft.c 5 o« >
[ | om>
Z  Drafts Wed 21/10/2020 16:22
To: You

Add favorite

~  Folders i i
Hi Tania,
& Inbox 1 Welcome to your new Outlook.com account
- Outlook lets you stay connected, organized, and
& Junk Email . .
productive—at work, at home, and everywhere in
between.

Va Drafts erwesn
@ Upgradeto —

Microsoft 365 with

premium Outlook - °
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LOGGING OUT OF
YOUR ACCOUNT:

& O @ O

https://outlook.live.com/mail /0/inbox/id/AQQKADAWAT M3ZmYAZ SOzZNWFILTE2ZjMtMDACLTAWCGAQALMI6Gge... & 3% =

- Once you have finished working on your emails and

you want to log out of your account, you can do so by

clicking on your initials icon at the top right of the

page and then selecting sign out from the list.

O Search

=l New message

v Favourites Focused

£ Inbox 1
B Sent ltems
& Drafts

Add favorite

~  Folders
£ Inbox 1
©  Junk Email

& Drafts

©  Upgradeto

Microsoft 365 with
premium Outlook
features

[ i

My account X

Other Filter ~

Tania Whitnall
taniawhitnall87@outlook.com
My profile

My acco

eS C ym,

&\) U""o'
IS a o
Q 3
[+ o
) 2
K &



