How To Forward Your Soroptimist Club Email To
Another Email Account

Important Notice: You must sign into your account at least once every 270 days or your
account will go inactive and you will NOT receive email, including email from
Soroptimist headquarters!! This is true whether you have your account forwarded or not.
You will still need to remember to periodically log into your account to keep it active.
This is a Microsoft requirement to use their free Live / Hotmail service.

1. Sign into your account:

1. Open an Internet browser window (i.e. Internet Explorer, Firefox, Safari
etc).

2. Inthe address line type: hotmail.com or live.com and press “Enter” on the
keyboard.

3. Enter your Windows Live ID= siclubname@soroptimist.net

Please do not add any spaces or characters to the Windows Live ID/Club
email address provided by Soroptimist Headquarters.

Example: Soroptimist International of Nassau County—>
sinassaucounty @soroptimist.net

2 Sign In - Microsoft Internet Explorer

Flle Edit “iew Favorites Tools Help

™ I o
eBack A > ] |ﬂ @ h /._‘J Search ‘S:?Favnntes €j [_'\" ; i ﬁ
Address |@‘| https: fflogin.live.com{login.stFwa=wsigninl . 08 psnv=108ct=12211 444238 ver=4,5,2130. 08wp=SAPIawreply=https: % 2F%2Faccount ive com%2Fsummarypage. aspx” v| Go | Links >
Y.' A <A || Searchweb - &0 [T~ @ant-spy @  Camal - @My vahoo! - EpNews - 68 Games = 5 Music - »
Favaorit >
P
CcCam. ..
[CTLinks
£ Media
&Jms. .
E]Radi...
@wn.. )
Have an MSMN Hotmail, MSN Messenger, or Passport Enter emall
account? It's vour Windows Live ID.
o~ ' Sin in address here
& __ Windows Live
:} windows Live ID:| |
{example555@hotrnail.com)
Help Fassword: | - .
Forgut your password? Enter 6-digit
&Y windows Live ID
Werks with MeN, Offics Live, and [l Remember me on this computer () password here
Microso ft Passport sites [ remember my password (7} S #4
( )
@2008 Microsoft Corparation  About  Privacy  Tradernarks Account | Help Central | Feedback
&) Done S @ Internet
.2 start 4 2 Micros ce... Microsoft Excel - A, .. Omnis? - | @ Club Email Setup 7% 3 Internet Explorer  ~ ENM @ 55 % M 10:53 aM




Note: Some names are the same for more than one club, in this situation the abbreviation
for the state is added to the log-in after the club name.

Example: SI Fremont - sifremontca@soroptimist.net

Note: the example on this screen displays a @hotmail.com address, for our purposes club
address is ALWAYS @soroptimist.net

4.  Enter Your Password= 6 digit club ID number.(this number begins with a “1”)

5. Click “Sign in”

6.  When you log-in, you may initially see this screen. Windows Live performed
updates recently and this is to inform users of the new services. You can select
“Continue.” After you do this once, the next time you log-in you will not need
to go through this step.
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You spoke, Hotmail listened

Over the past year, many of you told us that you wanted a cleaner, faster Hotmail. We released the new Hotmail to meet those needs, and now we're adding more improvements based on your feedback.
In this version, we've changed the way that scrolling works for users who have the reading pane turned off. Tt'll look more like Classic Hotmail if your reading pane is off.

Even more improvements are coming soon—we'll be moving the advertisement from the top of page to the side, adding more themes, increasing the number of messages on each page, and adding the ability to
send instant messages from your inbox.

We apprediate all your feedback and want to thank you for using Windows Live Hotmail.
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7. Once logged in, you should see the following screen. You can access your Email
from this screen by clicking on Inbox, Go to inbox or Hotmail:
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Important Folders:
Inbox: Holds current emails
Junk Folder: Windows Live filters certain emails into this folder. If you are

expecting an email and have not received it- check this folder first.
There is a chance it was automatically filed in this Folder.

Drafts: Emails you have started but not sent will be saved to this file.

Sent: Windows Live automatically saves a copy of your sent emails to
this Folder.

Deleted: When you delete an email, it will transfer to this Folder. To
permanently delete the email, make sure to delete from this folder
as well.

This initial screen also provides information on how much space your emails are using,
current news headlines, contacts, and your calendar.
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2. Configure Email Forwarding:

1. Once you are in your Inbox, you will see the folder list on the left of your
screen.

2. To configure email forwarding as well as other various options, click on
the Options link in the top right-hand corner of this screen as illustrated
above.

3. From the dropdown menu that appears, click More Options.
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4. Click Email Forwarding to view the email forwarding configuration
screen illustrated on the next page.

Select the “Forward your mail to another email account” option.

Enter the destination email address.

Click the Save button to save your new settings

Important Notice: You must sign into your account at least once every
270 days or your account will go inactive and you will NOT receive email,
including email from Soroptimist headquarters!! This is true whether you
have your account forwarded or not. You will still need to remember to
periodically log into your account to keep it active. This is a Microsoft
requirement to use their free Live / Hotmail service.
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Important Notice: You must sign into your account at least once
every 270 days or your account will go inactive and you will NOT
receive email, including email from Soroptimist headquarters!!
This is true whether you have your account forwarded or not. You
will still need to periodically log into your account to keep it
active. This is a Microsoft requirement to use their free Live /
Hotmail service.
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3. Sign out and test email forwarding:

1. Once you have saved your new settings you will be back on the screen

2.

3.

above.

Click “sign out” in the top right-hand corner of your screen to log out of

your account.

Send a test email from another email account to your soroptimist.net
account to verify that forwarding is properly configured and working as

expected.



4. Additional information & resources:

As previously mentioned, you must sign into your account at least once every 270
days or your account will go inactive and you will NOT receive email, including
email from Soroptimist headquarters!! This is true whether you have your account
forwarded or not. You will still need to periodically log into your account to keep it
active. This is a Microsoft requirement to use their free Live / Hotmail service.

If you find that it is not feasible or simply not practical to log into your account at
least once every 270 days there is another option available to you. Microsoft offers a
paid subscription version of their Live / Hotmail service named Windows Live
Hotmail Plus for an annual fee of $19.95. If you choose to upgrade to the paid version
you will receive additional storage space, no account expiration, & no graphical ads.

No account expiration means that you will not be required to log into your account at
least once every 270 days to keep you account active as long as your Windows
Hotmail Live Hotmail Plus subscription is current. Visit the following website for
more information:

http://explore.live.com/windows-live-hotmail-plus
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What you get

More storage No account expiration No graphical ads

Start with more space—10 GB of storage that  vou don't need to log in to keep your Na graphical ads in Hotmail or SkyDrive—all

automatically grows with your needs. account active as long as your Hotmail Plus  you see is your email, photos, and documents.

subscription is current.
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