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Add Contacts

o Log on to Microsoft Live@edu through your school portal or
http://home.live.com and click Mail.

© Click the Contacts tab in the bottom left-hand comer of the
screen.

0 On the top menu, click the arrow next to New and click Contact.

@ Enter the details of your new contact. Then click Save and Close
on the top right of the window.

Tip: To enter a new contact, you just need a First Name,
Last Name and E-mail Address. You can fill in the rest of
the details later if you wish.

o Your new contact is now displayed in the Contact List.

Create a Group

By creating a group, you can send a single e-mail to multiple contacts,
such as your project group or members of a club.

0 Log on to Microsoft Live@edu through your school portal or
http://home.live.com and click Mail.

Q Click the Contacts tab in the bottom left-hand corner of the
screen.

o On the top menu, click the arrow next to the New button and
click Group.

o In the Group Name box, enter the name of your group.
Tip: Name your group something descriptive and easy to
remember.

o To add members to the group, click Members. All your contacts
from your Contacts List will appear.

Select a contact then click Members at the bottom of the window.
Your selected contact will appear in the Members box.

Tip: You can tell that a contact is selected when it's
highlighted.

When you've selected all the contacts for your group, click OK.
You will return to the Groups screen.

o To add your selected contacts to your group, click Add to Group.
The members of the group will be displayed on the screen.
Click Save and Close.

0 To view your new group, click Groups on the Contacts menu on
the left-hand bar.
Your new group will also be listed in your Contacts list.
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Request a Meeting

o Click the Calendar tab at the bottom left-hand corner of the 3 ma
screen. On the monthly calendar, select the date for your meeting.

Tip: The calendar defaults to the current month. To select 4 catendar 0
a different month, click the month in the calendar on the 82| contacts
top-left corner of the screen.
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E Meeting Request

Q Click the arrow next to the New button and click Meeting Request.

o In the Meeting Request screen, enter the following:
« E-mail addresses in the To box £ Message
* Your meeting name in the Subject box
« The meeting location in the Location box
¢ The meeting's Start Time and End Time

Tip: You can set a reminder for your meeting by selecting == == &=
the time in the Reminder drop-down menu. Make sure the
Reminder box is checked.
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Tip: You can put your agenda or a meeting description in
the text area.

@ Click Save and Close.
The meeting will now be displayed in your Calendar.

Set Meeting Reminders

o To set a reminder for a meeting, go to Calendar and click the
meeting for which you wish to set a reminder.

o Check the box next to Reminder. The drop-down menus for Date
and Time can now be edited.

Set the reminder by updating the date and time.
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© A reminder dialog box will appear in Office Outlook Live at the

selected time. Click Snooze to be reminded again in:
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If you don’t want to be reminded again, click Dismiss. 5 rintee
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If you want to be reminded later, click Click Snooze to be 2hours
reminded again in: drop-down menu and click the time, then e
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click Snooze.




