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Accessing Live Mail for the First Time

1. Open your web browser and go to http://mymail.dover.edu or click on the Email tab in
Blackboard.

You have been provided with your Blackboard 1.D.
Your Windows Live ID is YourBlackboardlD@mymail.dover.edu.

Your initial Password is 00 followed by the last four digits of your Social Security
Number, i.e. 001234.

2. Enter your Windows Live ID (including “@mymail.dover.edu”) and Password, and
then click Sign in.

£7 Windows Live

Cne windows Live ID gets you into Hotmail, Messenger, Xbox LI¥E — and other places vou see :}

Sign up Sign in

windows Live ID gives yvou N ) }
access to Microsoft services ‘0’ windows Live 10: |

including MSn, Hatrnail, Office {exarmpleSSS@hotmail .com)
Live, »box LIVE, and many

mare. Password:

Forgot vour password?
Con't have a windows Live ID?

[Jremember me on this computer (7]

[CIrRermember ry passward (7)
More about Windaws Live ID —

Privacy Palicy
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3. Enter all of your missing information into the form, including a new password and a
security question.

4. Click on I accept at the bottom of the form.

% Windows L

Provide account information

The account you're signing in to is missing some required information. To finish signing in, enter the following information.

We respect your privacy and will use this information in accordance with our privacy policy. Learn about Windows Live privacy

*Required fields

Verify your information

Windows Live ID: username@mymail doveredu
Sign in with another Windows Live ID

*Password:

Forgot your password?

Change your password

*Type new password: | ‘

Six-characters minimum; case sensitive

Paszsword strength: | |

*Retype new password: | ‘

Omake my password expire every 72 days
Get help with this

Select a question and secret answer

*Question: | [Select One] i

*Secret answer: |

Five-character minimum; not case sensitive

Add an alternate e-mail address

Alternate e-mail address: | ‘

Retype alternate e-mail address: | ‘

Your information

*Country/Region: | w

Why is this required?

Example: 1999
Why is this required?

Review and accept the Agreements

Clicking I accept means that you agree to the Windows Live service agreement and Privacy Statement.
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You will now be required to sign into Windows Live using your new password.

5. Click on Sign in to Windows Live.

w Windows Live™

Provide account information

You just updated some information that requires you to sign in again.

[ Sign in to Windows Live ]

© 2008 Microsoft | Privacy | Legal |
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6. Fill out the form, making your selections for vision setting, Language, and Current
time zone.

7. Click on OK.

Microsoft

Office Outlook web Access

If you have low vision and use a scoreen rea |:|l-'r ar |'|Il:||'| contrast settings, you
0X for this and all

et
5 choice at any time

uhavquwntu
on the Options pag

[l Use the blind and low vision experienc

Ch
t|' |.:|r||:|IJ.:||:|l-' tl'u-' |:|r| ll:lr.:lrll W I||| use 1'| ir .:||| Itl"rll..-u

de n:rrninE
English {United States)

Language:

Current time zone:
(GMT-08:00) Padific Time (US & Canada)

n:|'|.:|r||:l|-'
ration, All rights
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Your main access page will appear, where you can read and compose email messages.

For online help, click on Help, located in the upper right part of your screen.

e Outhook web Az

% Mot Dacharge

Ml

ey Sttt | 0 e ey

o || e (0 Inema)
+ {3 wemamegdoveredu e,

Rl NI G R | Rty | EReciy s Al | ) Formand “
3 calendar
A Contacts. Search bnbon

F-a
5] Deeted Trems

LA oeates Amarge By Date = teweston =

= There are ro itoms o show n ths vew.
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How to Change Your Password in Live Mail

1. Go to http://logins.live.com
2. Click on Sign-in in the upper left hand corner.

R
£7Windows Live™ Home Profile Pecple Mail Photos Morev MSHY Search Pegpile oF wals 0] Sign in

Welcome to Windows Live

Welcome back!

Windows Live is fast, easy, and

i [Sign in to Windows Live]
reliable

1f you have a Hotrail, Messenger, or Xbox
LIvE account, you already have a Windows
Live 10

Hotmail has lots of storage, great spam fighting, and one
eagy-to-manage contact list, all available from your PC or
web-enabled mobile device,

New to Windows Live?

Sign up

Mail- Faster, easier, and mare reliable than ever befare, Messenger- Stay in touch, instantly—simply chat, ar share
Go to Hotrail photos, play garmes, and more.

Get Messenger
SkyDrive- Free, password-protected online storage. Photos- Share your favarite shats with friends, and comment
Go to SkyDrive on their photos, oo,

Go o photos
People- 4dd peaple to your network and stay in touch more On your PC or mobile devics- More for your PC or mobile
easily, device - Get free programs for your PC. Use Windows Live on
Go o people your mobile device, too,

Free downloads | More about mobile

© 2009 Microsoft ‘ Privacy ‘ Tertns of use Arcount | Feedback

3. The Sign screen below will appear.
4. Type in your Windows Live ID (BlackboardUsername@mymail.dover.edu) and
your current password.

Have an MSN Hotmail, MSN Messenger, or Passport
account? It's your Windows Live ID.

f < . . Sign in
& 4‘ Windows Live
3y windaws Live ID: | |
(example555@hotmail.com)
Help Passward: | |

Forgot your password?

o ¥Windows Live ID
[Flremermber me an this computer (7)
works with MSN, Office Live,

-
and Microsoft Passport sites Dremember my passuord (2)

Use enhanced security
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E7Windows Live

screen; then click View your account.

Home Profile People Mail Photos Maorer  MSH o«

Wednesday, June 3

P Little Falls, M1 702

o Private messages | Invitations
People you might ko

Your calendar

hat's new with Windows Live? Lots.

3| Your new profile iz all about you. Add more info, customize it, and
choose wha can see it.
Edit your profile

— Get free desktop programs, including Messenger, Mail, Photo
Gallery, Maovie Maker, and mare,
Learn more

Add more people to your network—you can even impaort contacts
from other networks or address books.
Irport contacts

‘hat's new with

The people in your network haven't done arything new |stely.
wWhat's this? | add new people

5. Click the down arrow to the right of your name on the upper right side of the

| Saarch Paapie or wabi [ 0] linda_milk

Change picture
Change name
“WiEw YOUr SCcount

Link other accounts

Options * Help
O Mo narme

Share a quick meszage

Add people | Edit profile
Share photos | add web activities

Do mare

6. Under Password reset information, click Change to the right of Password.

— ——
£7 Windows Live: Home Profle People Mail Photos More s+ MSM« ‘ Saarch the wab E| linda_milk...
sign out
Account
linda_milkes@mymail.dover.edu Frequently asked questions
Account Registered since: May 28, 2009

Password and PINs

Linked 10s
Related places

Profile detsils

Windows Live options

Country/reqgion: United States
Birth date: 1959
Registered information

Password reset information

Password: ******  Change

Question: Marme of first pet  Change
Alternate e-mail address: Mot specified  Add
Mobile number and PIN: Mot specified  Add

Additional options

Parental Permissions
Marketing preferences
Manage Consent
Close account

How do I create a strong passwiord?

How can 1 add an aliernate e-mail address or
change the alternate e-mail address associated
with iy registered infor mation?

How can 1 create my mobile credentials?

How can 1 change my name or location?

How can [ set up a question and secret answer?

Wiewr more questions
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=sign aut
Change your password
Account » Password and PINs s Password
A strong password helps prevent unauthorized access to your e-mail account, Help
Account
Password and PINs Windows Live 1D linda_milkes@mymail dover.edu
Old password:
Linked IDs P | |
Forgot your passwiord?
Related places D D (=S | |
Six-characters minimum; case sensitive
Profile details
Windows Live options Password strength: | |
Retype new password: | |
[ake my password expire every 72 days
‘What does this mean?
(© 2003 Microsoft | Privacy \ Legal Ahout | Heln Central | Account | Feedback

7. Type your current password in the Old password field
8. Type your new password in the Type new password
9. Retype your new password in the Retype new password field

Change your password

windows Live I0: mary_farlie@mymail.dover.edu

old password: | |

Forget your passuard?

& strong password helps prevent
unauthorized access to your e-mail
Six-characters minimurn; case sensitive account.

Type new password: ‘ ‘

Password strength: | ] Gethelp with this

Retype new password: ‘ ‘

[ make my password expire every 72 days
what does this mean?

i, Windows Live privacy ststemert
= Learn more about online security ave ance|

10. Click on Save
11. Click Sign Out in the upper right hand corner of the screen
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Resetting a Forgotten Password

1. Open your web browser and go to http://mymail.dover.edu or click on the Email tab in
Blackboard.

2. Click on Forgot your password?

£ Windows Live
Cne windows Live ID gets you into Hotmail, Messenger, Xbox LI¥E — and other places vou see 3

Sign up Sign in

windows Live ID gives yvou

access to Microsoft services 3 Windaws Live 10: || |

including MSMN, Hotrmail, Office {examples5s@hotrnail .com)
Live, »box LIVE, and many
mare. Password:| |

Forgot vour password?
Con't have a windows Live ID?

[Jremember me on this computer (7]

[CIrRermember ry passward (7)
More about Windaws Live ID —

Privacy Palicy

3. Enter your Windows Live ID (including “@mymail.dover.edu”). Type the characters
that you see in the picture into the Characters box.

4. Click Continue.

T —
”~ i i " N . [
A7 Windows Live Home Profile People Mail Photos Maorev MSMY | Szarch the wab B ‘ Sign in

Reset your password

Before you can reset your password, you need 1o type your \Windows Live ID and the characters in the picture below.

wWindows Live 1D | |

Exampla: someone@example.com

Picture: %‘R This helps us prevent automated programs from gaining
e

unauthorized access 1o accounts.

) ) Get help with this
Type the 6 characters you see in the picture
Characters: | |
(© 2009 Microsoft | Privacy | Legal About | Help Central | Account | Feedback
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5. Click on the button for your option choice. You can either,
Use your location information and secret answer to verify your identity, or
Send password reset instructions to you in email.

6. Click on Continue.

% Windows Live”

Reset your password

Select an option for resetting yvour password:

O use my location information and secret answer to verify my identity

O send password reset instructions to me in e-mail

Cancel

[
I:.
I
1]
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Sending an Email Message
1. Click on New Message.

2. Click on To... to add recipients,
or

Type a recipient’s address in the To, Cc, or Bcc box. Separate multiple addresses with a
semi-colon,

i.e. john-doe@mymail.dover.edu; jane-smith@mymail.dover.edu.

4. Type a subject and message.
5. If you’d like to attach files to the message,

Click Attachments...

Click on Browse. Select the file you wish to attach.
Click Attach.

If you wish to attach more files, click on Browse again.
After you are finished attaching files, click on Done.

6. Click Send to send the message.
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Forwarding Mail to another Email Account

1. Click Options.
2. Click Rules.
3. Click New Rule, and select “Create a new rule for arriving messages.”

4. In the pop-up window, type in a name for the rule (example: Forwarding) into the
Name box.

4. Under the “Do the following” heading, click on Forward or redirect...
5. Click the checkbox for “Redirect the message to people or distribution lists.”

6. In the “Rules Description” left pane, click on people or distribution lists. This will
bring up the Address Book — Web Page Dialog window.

7. At the bottom of the window in the “Message recipients:” section, type in the email
address where you want your mail redirected to, in the “To->" box.

8. Click OK. The Address Book — Web Page Dialog window will close and return you to
the previous pop-up window.

9. Click Move, copy, or delete...
10. Click the checkbox for “Delete the message.”
11. Click Save.

12. Click OK in the dialog box: “This rule will be applied to every message that you
receive. Is this correct?”
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Using the Out of Office Assistant
1. Click on Options.
2. Click on Out of Office Assistant.

3. Select the “Send Out of Office auto-replies” button.

Inside Your Organization

4. If you only want to send replies during a specific time period, select the checkbox for
“Send Out of Office auto-replies only during this time period.” Choose a Start time and
an End time.

Enter the text that you would like sent out to those within your organization.

Outside of Your Organization

5. To send auto-replies to external senders outside of your organization, select the
checkbox for “Send Out of Office auto-replies to External Senders.”

Choose either the button for sending replies only to those in your Contacts list, or the
button for sending to anyone outside of your organization.

Enter the text that you would like sent out to those outside of your organization.

6. Click on Save, at the top of the page.
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Creating an Email Signature

. Click on Options.

. Select the checkbox for “Automatically include my signature on outgoing messages.”
. Enter your signature text.

. Click on Save, at the top of the page.

Adding Contacts
. Click on Contacts.
. Fill out the form with your contact’s information.

. Click on Save and Close.

Adding a Folder

. Click on Manage Folders...

. Choose the location for the folder in the “Create folder in:” drop-down box.
. Enter the folder name.

. Click Create.

Deleting a Folder
. Click on Manage Folders...
. Choose the folder to delete in the “Folder name:” drop-down box.

. Click Delete.
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Renaming a Folder

. Click on Manage Folders...

. Choose the folder name to rename in the “Current name:” drop-down box.
. Enter a new folder name in the “New name:” box.

. Click Rename.

Moving a Folder

. Click on Manage Folders...

. Choose the folder name to move in the “Folder to move:” drop-down box.
. Choose the destination folder in the “New location:” drop-down box.

. Click Move.

Page 17 of 17



