
 

STEP BY STEP: Receiving and Replying to an E-mail 
Message 

  
Step One Click the Hotmail button on the MSN.com home page (http://www.msn.com). 
 

 

  
Step Two After the sign-in page opens,  

1. Type your Hotmail e-mail address. 
2. Type your password. 
3. Click the Sign In button.  

Note: You must click inside the text field before you can type any words. 
 

 

  
Step Three After the Hotmail home page opens, click the Inbox tab. 
 

 

   
Step Four After the Inbox page opens, locate the message headers. 
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Note: Each message header indicates a separate e-mail message. 

  
Step Five Click the name of the sender to open the message. 
 

 
 Example of an opened message: 

 

 

   
Step Six To send a reply to the sender, click the Reply button. When the Reply page 

opens, type your message in the message field. Then, click the Send button. 
 

 
 
Note: A copy of the original message will appear below your reply. 

  
To delete the message, click the Delete button. The Inbox page will open 
showing that the message has been deleted. 

 

EAH Computer Learning Center  
STEP BY STEP GUIDE 


	STEP BY STEP: Receiving and Replying to an E-mail Message
	Step One
	Step Two
	Step Three
	Step Four
	Step Five
	Step Six


