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Using the Mail app

The Mail app offers a new way to view and manage your email messages. In many ways, the Mail app is very similar
to other email applications like Outlook or Gmail, but its redesigned interface may feel a little confusing at first. In this
lesson, you'll learn how to send, receive, and reply to email messages using the Mail app. You'll also learn how to
organize your inbox, add multiple email accounts, and modify your account settings.

Getting started with mail:

e To openthe Mail app, locate and select Mail on the Start screen. The Mail app will appear.

Mews
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e The first time you open the Mail app, you will need to connect an email account to start sending and receiving
email. If you are signed in to Windows 8 with a Microsoft account, the Mail app will request to connect with
that email address. Enter your account information, and then click Connect. Your inbox will appear.

Add your Google account

Enter the information below to connect to your Google account.

Email address

= =i

javier.flores838@gmail.com

o =l

Passward

| - -

e IS

If you have already connected an email service with the People app, such as Hotmail or Gmail, you will not
need to connect to the account again.

{ Include your Google contacts and calendars

Click the buttons in the interactive below to become more familiar with the Mail app interface.
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Ya hO 6 Landscaping Offer Thu
Amelia Jones
SENEREEIfes O, November 8, 2012 1:50 PM
LIRS S 2 e = Tor javierflores838@yahoo.com
Groupon

Drafts Welcome Aboard! Readv to Get Half Off?  Thu Potluck?


full.html
print.html

Sent Amelia Jones

Hey lavy,
Potluck? Thu

Outbox Just wondering if you and Merced would

O sometime in the next week or two. Desmr
Junk Falco as well.

O

Deleted All the best!
Email Amelia
Yahoo

Sending email:

You'll use the Compose pane to write and send messages from the Mail app. From here, you'll add the email address
of the recipient(s), the subject, and the body of the email, which is the message itself.

To compose a new message:

1. Locate and select the New Message button.

CEDONO
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2. The Compose pane will appear.

Add a subject @ ®

Add a message

Sent from Windows Mail

3. You'll need to add one or more recipients. There are two ways to add recipients: You can either type one or
more email addresses, separated by commas, or select the word To to choose recipients from your contacts.

Yahoo
javierflores838@yahoo.com
To
amelia.jones8&@gmail.com henri.rousseauBD@gmaﬂ @
Lt
Show moare

4. If you choose to add a recipient from your contacts, the People app will open. Choose the desired contact(s),
and then select Add.



=1 | stefaniekrausel4@yahoo.com

é‘“ﬁ Stefanie M Krause Y

3

5. Type a Subject for the message.

Upcoming Charity Evé @ ®

Add a message

Sent from Windows Mail

6. Type the body of the message. If you want to attach a file, save a draft, or include special formatting, such
as font styles, bolding, or italics, right-click to open a menu at the bottom of the screen.

Upcoming Charity Event @ ®

Hey Everyone!

| just wanted to send out a reminder about the upcoming charity ball sponsored by the local 506.

1 Saturday at thgel oyd Street. The proceeds

Include

attachment NI

options

OENOBNOBOENONNORNO

Save draft Attachments Paste Font Bold [talic Underline

7. Whenyou are satisfied, click the Send button. The message will be sent, and the inbox will appear.



Upcoming Charity Event 6% ®

Hey Everyone!

| just wanted to send out a reminder about the upcoming charity ball sponsored by the local 506.
The event starts at 7:00pm on Saturday at the Old Smith Ballroom on Lloyd Street. The proceeds
will be benefitting our local Parks and Recreation department, which is hoping to build a new
playground in our neighborhood.

Hope to see you all there!

Javier Flores

If a recipient is already one of your contacts, you can start typing that person's first name, last name, or
email address, and the contact will appear below the To field. Press Enter to add the contact as a recipient.

Suggestions from
your contacts list will

Yahoo

javierflores838@yahogffom appear as you type

Ta

ameila.jones88@gmail.com| henri.rousseau30@gmail.com @

stef

f\s Stefanie M Krause

{ stefaniekrausel4@yahoo.com

Reading and replying to messages

By default, any email you receive will go to your inbox. Unread emails are always bold.

Luke Mendoza 0

Landscaping Offer 2:02 PM

Yahoo

Elena Casarosa
Volunteering this Saturday? 1:56 PM

Your CNET newsletter subscription(s) 1:53 PM

Drafts

Groupon
Sent Welcome Aboard! Ready to Get Hal...  1:52 PM
Qutbox Amelia Jones

Potluck? 1:50 PM
Junk
Deleted

To read and reply to a message:

1. From the Mail app, locate and select the message you want to read.



Luke Mendoza W
Landscaping Offer 2:02 PM

Yahoo

Elena Casarosa
Volunteering this Saturday? 1:56 PM

Your CNET newsletter subscription(s) 1:53 PM

Drafts

Groupon
Sent Welcome Aboard! Ready to Get Hal...  1:52 PM
Outbox Amelia Jones

Fotluck? 1:50 PM
Junk
Deleted

2. The message will appear on the right side of the screen inthe Message pane.

Luke Mendoza @ Amelia Jones
Landscaping Offer Thu November 8, 2012 1:50 PM
To: javier.flores838@yahoo.com

Elena Casarosa
Volunteering this Saturday? Thu Potluck?

Amelia Jones

Potluck? Hey Jawy,

Just wondering if you and Merced would be interested in having a neig
sometime in the next week or two. Desmond and Henri and already in!
Falco as well.

3. To reply to the message, click the Reply button, and then select your reply option from the drop-down menu.

® & ®

Reply

Reply all

Forward

4. The Compose pane will appear. Type your message. When you are satisfied, click the Send button to send your

message.
e o RE: Potluck? @ *)
javierflores838@yahoo.com
To
Hey Ameila,
Amelia Jones E:-B
We'll be there, but anly if we can bring our famous chili!
E:C Looking forward to it!
@ lavy and Merced
Show more From: Amelia Jones

Sent: November 8, 2012 1:50 PM
To: javier.floresB38@yahoo.com
Subject: Potluck?

Organizing your mail

After you've used the Mail app for a while, your inbox can start to become cluttered with old messages. You can keep
your inbox organized by moving messages to folders or deleting messages you no longer need.



To move a message to a folder:

1. Locate and select the message you wish to move.

Luke Mendoza U
Landscaping Offer 2:02 PM
Yahoo
Elena Casarosa
Volunteering this Saturday? 1:56 PM
Inbox
Groupon
Welcome Aboard! Ready to Get Half O...  1:52 PM
Drafts
Amelia Jones
Sent Potluck? 1:50 BM
Outbox
Junk
Deleted

2. Right-click and then select the Move button from the menu at the bottom of the screen.

MDVQ Mark unread

3. Select the desired folder for the message.

Yahoo

Inbox
Drafts
Sent
Qutbox
Junk

Deleted

4. The message will be moved to the selected folder.

Groupon

Welcome Aboard! Ready to Get Half Off? Thu

Yahoo

Inbax
Drafts
Sent
Outbox

Deleted

To delete a message:

There are two ways to delete a message. You can either:



e Click the Delete button when viewing any email.

® 9 @

CNET Membership
Movember &, 2012 1:53 PM
To: javierflores838@yahoo.com

Your CNET newsletter subscription(s)

e Select the desired message(s) and then press the Delete key on your keyboard.

To delete messages permanently, you'll need to access the Deleted folder and then delete the messages

again.

account-services-us@cc yahoo-inc.com v

Y h Success! You have shared your Yahoo! . 1:51 PM

dnoo

Gmail Team
Your Gmail address, javier.flores838@g...

Inbox e =
account-verification-noreply@google.com
Google Email Verification

Drafts g
Yahoo!

Sent Welcome to Yahoo!

Qutbox

Junk

Deleted 2

Adding multiple accounts

If you use more than one email account—for example, one for personal email and one for work email—you can add
multiple accounts to the Mail app, allowing you to read all of your messages from the same place.

To add an account:

1. Inthe Mail app, hover the mouse in the lower-right corner to access the Charms bar, then select Settings.

=)
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2. The Settings pane will appear on the right. Select Accounts.



Settings

Accounts

Options

3. The Accounts pane will appear. Click Add an account.

(© Accounts

Microsoft Account

javier.flores838@gmail.com

Add an account

4. Select the service you wish to use. In our example, we'll add a Yahoo! account.

(© Add an account N4

Haotrail

Hotmail.com, Live.com, MSN

Outlook

Exchange, Office 365, Outlock.com

Google

Connect

Other account

Connect

MaEl L

ACL

Connect

123

Yahoo!

Connect

[

5. Enter your username and password, then click Connect.



Add your Yahoo! account

Enter the information below to connect to your Yahoo! account.

Email address

javier.flores838@yahoo.com

Passwaord

------.-| T

@ Cancel

6. Your account will be connected, and email will appear automatically in your inbox. Any contacts from the
account will also be imported into the People app.

Luke Mendoza W
Landscaping Offer 2:02 PM

Yahoo

Elena Casarosa
Volunteering this Saturday? 1:56 PM

Your CMET newsletter subscription(s) 1:53 PM

Drafts

Groupon
Sent Welcome Aboard! Ready to Get Hal...  1:52 PM
Qutbox Amelia Jones

Potluck? 1:50 PM
Junk

To get messages older than two weeks, go to
Deleted Settings

To switch between inboxes:

If you have multiple email accounts connected to the Mail App, you will need to switch between inboxes to view all
your messages.

1. Locate and select the desired account in the lower-left corner of the Mail app.

Luke Mendoza W

Landscaping Offer 2:02 PM

Yahoo

Elena Casarosa
Volunteering this Saturday? 1:56 P

Your CNET newsletter subscription(s) 1:53 PM

Drafts

Groupon
Sent Welcome Aboard! Ready to Get Hal...  1:52 PM
Cutbox Amelia Jones

Potluck? 1:50 PM
Junik
Deleted
Gmail Click the desired

accountto see
messages for that inbox

Yahoo

2. The selected inbox will appear.



Twitter

. Peter Hideyoshi (@PeterHideyoshi) is no... Tue
Gmail
Facebook
Mew message from Verda Jones
Drafts
Gmail
Yahoo

Modifying account settings
If you want to control how often email will be downloaded to the Mail app, change your email signature, or choose

additional options for your connected email accounts, you'll need to modify your account settings.

To modify account settings:

1. Inthe Mail app, hover the mouse in the lower-right corner to access the Charms bar, then select Settings.

2. The Settings pane will appear. Select Accounts.

Settings

Accounts

Options

3. The Accounts pane will appear. Select the account you wish to modify. In our example, we'll choose Gmail.

(© Accounts

o Microsoft Account
‘s javierflores838@gmail.com

Gmail

javier.flores838@gmail.com

; Yahoo
6. javierflores838@yahoo.com

Add an account

4. The account settings will appear. You may have to scroll down to see all of the settings. Change the settings as
desired.



(© Gmail

Account name

Gmail

Download new email

As items arrive W

Download email from

Any time hd

Content to sync
| Email

Scroll down to

/| Contacts view more
account seftings

/| Calendar

Automatically download external
images

On

Use an email signature

Yes =1

Sent from Windows Mail

Previous: Using the People App
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