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Attachments

It is possible to attach files from any drive or a floppy disk to your messages. The files you
attach do not have to be text files, they can be Word, Excel or PowerPoint files or even
sound and graphic files. (If you attach a gif or jpeg image file to a message to another
Hotmail user they will be able to see the image right in the message)

Note: Attachments must not exceed 1MB.

Sending Attachments:
1. Begin composing a message in the usual way.

2. It is useful to tell the recipient what software was used to write the document. (If the
recipient does not have the same software he/she may not be able to open the file)

e.g. The attachment is a Word97 document.

3. Click on the Attachments button

‘what's Hew? I ‘what's Cool? | Destinations I tSearchI People I Softwane
2

Localion:|http:le4fd.law4.hotmail.msn.comfcgi%&%o:pose?disk:}?‘l8.33.148.85_d984&Iogin=k_huszcza&f:BS?SE&curmboxa&ETIVE&_Iang: j

@M. H Otma” k_huszezagphoiall.com T
EETTPYE  Compose S R

Compose [ Direstaries | Egreetings™ |

Sendl Sawe Draft | Attachments | Cancell

To: [kmh@ice.acukghuszcza@its harmm. gov.ukizabilla@hotmail.cam

Suhject: |Par1y Invite

cc |j.hami|tun@iue.ac.uk|
bcc:l
Ouic:kListl Spell Check | Didionaryl Thesaurus o

4. The Attachments page will appear and instructions are given on how to proceed.

| nbex | Compese | Addresses | Folders | Options | Help |

Attachments
1. Click the Browse bufton to 2elect the Ble that yeu want to
attach, or type the path to the ble m the box below
Attach Fie: | Browse...

2 Chck the Attach to Message batten
The transfer of an stiached Ble may regues 30 seconds to
gt 10 maimbes
Alfach (o Message |

3 Bepeat Steps 1 oand 2 oo aftach additienal Bes. Click: the
Dione butan o refurn to pour message
[ione
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Viewing Attachments

1.

To see if a message contains an attachment you need to open the message in the
usual way and look at the bottom of the message to see if there is an Attachment

indicator.
o Attachment ACCESSINGINSTITUTECFEDUCATIONE dec (102K) -- Download without Scan -- Scan with Medfe
/ MIZH.H to Selected Folser) =]
Name of file
attached

You need to decide if you wish to download the file without scanning for viruses or

scan for viruses first. If you know the sender and are sure that the file is very

unlikely to have any viruses you may download the file without scanning. If you
cannot trust the source it is advisable to scan for viruses first. Choose one of the

following paths to proceed.

a) Download without Scan option

Click on the link Download without Scan

and the following Warning message will

come up.

wamang: These i@ 3 possible secunty hazand hee.

i 1]
‘“:.I) MEEIHEHETITUTEDFEMTIEI’EM LEN]

S

Wien vou dovriload a e hom B rslaork, wou thodd bs

el o sy Cordde b
A fibe sl conbans meslicious
ooud

OGRS DS
idasmage o ctherem e compromiss e contents ol

o Gomiele

“fou shindd orby uss Fleg oblmred fom mies dhat pou st

el ok ipois v b ok ks Ba Nila?

% [pen i
™ Baweil b sk,

[V Ehaeyr ack befors npening fhiz hvps of fls

[~ Opsn OLE s=resy inplacs
ok | [Tt ]

If you change your mind and wish to
scan the file afterall you can click on

the Cancel button and this time
select the Scan with McAfee link.

b) Scan file before Scanning option

Click on the link Scan with McAfee

and the file will be instantly

scanned. A virus scan report will

appear.
Virus Scan Result

Mame of File

wf || ACCESSMERSTITUTEOFEDACATIONE. doc

Status

il
W

Found

If no viruses were found you can

then select the Download File link

in the Action column of the virus
scan report.

At the stage you will be taken to
the Warning message shown to
the left.
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3. The Warning message box allows you to choose to either open the attachment or to
save it to disk.

If you select Open it and click What do you want to do with this file?

the OK button the file will open & Dpenit

automatically along with the " Saveit to disk

software it was written in if

settings are correct and you W Always ask before opening this type of file
have access to the appropriate [T Open OLE server in-place

software.

If the file fails to open you will have to select Save it to disk.
i.e.  n:ora:drive (students)
n:, c: or a: drive (staff)

The attached file is now saved in your chosen location and is now just like any other
file on your drive.

Folders

Folders allow you to organise your messages by filing them away into appropriate and
meaningful categories. There are four predefined folders (Inbox, Drafts, Sent Messages
and the Trash Can) but you may create additional folders. Once you have created
additional folders you may manually move the messages into the folders.

Creating Folders

1. Click the EFolders link on the horizontal navigation bar and you will be taken to the
Folders page.

Folders page

@M]@h H Otma” k_huszczaibhotmail.com sl
| Inbox | Compose | ZIEE  Options |
Folders [Create Mew]
Coaol Tools
Inbox 7 1
Sent MMessages ]
Dirafts 1 ]
Trash Can ] ]
Personal 0 ] Edit Delete i
Total 9 1 15k
2. Click the Create New link and you are taken to the Create Folder page.
3. Type the name for your folder in the New Folder Name field and click OK.
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4.

You are now taken to the Folders page and your new folder appears in the Folder
list.

Note the Edit and Delete links on the Folders page. Edit allows you to rename the folder
and Delete will delete the folder and move the messages from that folder into the Trash

Can.

Moving a Message from your Inbox into a Folder

1. Go to the Inbox folder
2. Select the message that o f 0 Fom o ol Dae s ol
you wish to move to [T Hotmail Staff Sep 8 1599 Weleome M
another folder by clicking I Colm Barton Sep 9 1999 It's you agar
the check boxes to the left [T Tuliette Milton Sep 5 1999 Ee:lt'sme:
v Eatie Hunter Sep 10 1999 Ee:lt'sme:
of the messages T
9 W Erystyna Husreza Mov 11999 October up:
. ¥ Eatie Hunter Mov 11959 Ee:testing b
3. Select the folder to which EE— e
you want to move the W
messages to Move To | I(Muve Checked Maessages to Selectad FDIderl vI
/ Delete | Use checkboxes to select messages to move or delete
4. Click on the Move To button
Filters

Filters are used to direct incoming messages to specific folders. Without filters all new
mails goes to the Inbox folder but once the filters are set up the messages are
automatically sent to the appropriate folders when they arrive.

Creating filters

1.

Click the Options link on the top horizontal menu bar and you are taken to the
Options page.

Click on the Filters link and you are taken to the Filters page.

Scroll down to incoming Mail Filtars:
the Incomlng By uzmg Bters, wou can deect mooming messages bo speciic folders
Mail Filters ) ———
. Filter 1: T Enabled
section and you __
will see several I | ram Scddr j ||=|"I'-. with j |.:l:|.-:n=.:l.:.u:1: Py |
table rows Then deliver to |In-=| fila j

containing the

; ' 11 W Enpabled
filter number Filter 2: ¥ Evatle

and criteria. It |"--u|-| [armne El |'-.I.1|I=- wilh El |’.| L] Y
Move Dgwen
Thien deliver ta [Greq =
Fillter 3: ¥ Enabled
It |R|.I:_r..". j |r.r.'r..1|rf. j |EZ.'I:I:. il
lova Dioswmi
Ihien delrrer to |In:'.| Ut j
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4, Set up the criteria for each filter

a) In the first menu choose from the following:

Subject - filters the message based on its subject

From Name - filters the message based on the sender's name

From Addr - filters the message based on the sender's e-mail address
b) In the second menu choose from the following:

contains - searches for a specific work, partial word or phrase

does not contain
contains word

is the opposite to contains
searches for the exact word

starts with - searches for a sentence or word that begins with the
specified word or partial word
ends with - searches for a sentence or word that ends with the
specified word or partial word
equals - searches for the exact phrase, no more and no less
C) In the text field, type the string for which you want to search.

d) From the Then Deliver To menu, choose the name of the folder to which you want
the filtered mail delivered.

e) Check the Enabled box.

5. Once you have set up your filters scroll right down to the bottom of the page and
click on the Apply Filters Now button. This saves your filters and all the messages
currently in your Inbox are filtered accordingly.

Address Book

The address book is used to record e-mail addresses of individuals or groups of people.
Once recorded you will not need to retype the e-mail address again.

Creating an Individual Nickname from the Address Book

1. Click on the Addresses button on the horizontal navigation bar to open the
Address Book page.
| mbex | Compose Addresses | Folders | Options | Help
o Addresses
Loal | ooks
vl ielials [Coeale Mew | Changs Hamss Duder
Eniesssre T, Mem= | Mailw | Address | Delets
Restiin dare Jub=tte Jukette Mitan Lreltoniiios ac uk Dielets
Greg greg husoerafiibhf gov uk Dielete
'L:'“m' Soo Erys EmhgTaon. ac uk Digleie
N Toor afarcelliFao s ac uk Dilete

Fres
Subscriplions

Hodmadl Mews

Groups [Cmats Mes]

| Delete |
ECLL 1 demifice. ac. uk p.thomasface. ac.uk 5. Dielete
bachmntan pmiteniEen, ac uk kabspmics ac uk kenhiTy Dilete
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2.

Click on the Create New link next to the Individuals title. You are taken to the
Create Individual Nickname page.

Create Individual Mickname

i' Cancal |

Regquired Information

Mickname |

Optional Information

E-mai Address |

Furst Hame [ Lazt Hame |
Web Page | Free Home FPagel
Home Address Ausiness faddress
Sereet Addresz | Coirgany Hame: |
Qi | Street Address |
StatePrommce I Jll:_,' |
TipiPostal Code: | StateProvince: |
Enter the required information:
* Nickname: field - type in the name you wish the address entry to be

known as.
 E-mail Address: field - type in the individual's e-mail address

Enter any optional information:
Type in any other information prompted by the remaining fields on the page.

Click OK to create the address book entry.

Creating a Group Nickname from the Address Book.

1.

Click on the Addresses button on the horizontal navigation bar to open the
Address Book page.

Click on the Create New link next to the Groups title. You are taken to the Create
Group Nickname page.

Create Group Micknarme
K | _Canca |
el T —

Recpaed

E-mail adcresses to aspocate with this group
Raqurad

3. morTenfihotmal 1. oon, no_O0TEhoT®a1l, oo, =
oddamer ioanf hormail .com

Ok | _Cancal |
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3. In the Nickname field type the name that you want to associate with the group,
e.g. Friends

4. In the text box underneath type in all the e-mail addresses that you want to include
in the group each separated with a comma and a space.

5. Click OK to create the address book entry.

Creating an Individual Nickname from the Read Message Page

1. Open a message you have received from the person you wish to set up an address
book entry for and you are taken to the Read Message page.

Hotmail k_huszezaiihotmail.com Exgivod o
[ iwbox | Compose | Addresses [ Follers | Opfions | Help |

Folder Inbox

Fromm: Jullatte Milton < |.mitonEioe.ac.ukx Save Address Block Sendar
Reply-Tor | miltorédios ac.uk
To: Krystyna Huszoze <k_hustozadhotmal come Sa
Sublect; Re: it's ma agaln

Diate: Thu, @ Sep 1909 1020022 0400 (ECT)

Adidrass

2. Under the From field, click the Save Address link and you are taken to the Create
Individual Nickname page.

_inbox | Compass | Adirosses Foldars | Optians ___|__Help _|
Save Address

[Jse the check boxes belosr to select the mdnndual(s) yoo would Boe to add to pour Addreapss,
ik chick OF

III'I-':.'l Cancel

B Addto Addresses
Email Address juniltonEioe, acuk

Hickname fruliecte [ Required |
Furst Mamss I-]ll]:lett-e
Last Mame |![1 1oom

l.‘.ll-:l Cancel

3. The e-mail address is already entered for you. If the first and last name appear in
the From: field in the original message they will also be entered here as well as a
suggestion for a nickname. You have the opportunity to edit any of the information.

4. Click OK to create the address book entry.
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Using the Address Book
A. Sending e-mail from the Address Book

1. Click the Address link on the top horizontal menu bar and you are taken to
the Address Book.

2. Click on the address link of the person or group you want to send a message
to. You are taken to the Compose page and the e-mail address should
already be inserted in the To: field.

3. Type your e-mail message and send it as usual.
B. Addressing a message using the Address Book
1. Click on the Compose link on the top horizontal menu bar and you are taken

to the Compose page.

Compoge | Dimcionss | Egrestings™ |

Sand Save [rafi ] Attachmants J Can-:,-all

To: |
s rr:|
bee |
[uickList Spell Check Cuctionary Thessuns
[T Sawe Chtgomg Message  Add Signature
2. Click the To: link (or the cc: or bcc: links) and a new window opens with your

nicknames in it.

—
B T - Nelsoape
i

3. Click in the check box to the

left of the nickname(s) to I| To:

which you want to send the\

message. M ECDL
A Juliette

4.  Click the Mail To button. | T badminton

This closes the window and 1 © Greg

the address that you chose 10 Ens

appears in the To: field. ‘r Tomy

tail Ta | Cancal

5. Type your e-mail message and
send it in the usual way.
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