CAN | USE MY EMAIL ID o
IN A TON OF DIFFERENT WAYS? | FY%

DOES MY
EMAIL ID
GIVE ME WAY
MORE THAN
JUST EMAIL?

STUDENTS.

YES!

What is Live@edu?

Microsoft Live@edu is a platform that supports the collaborative campus of the 21st century. Outlook

Live e-mail service provides the familiar and reliable Outlook Web Access (OWA) co-branded with your

school’s name and logo for students and alumni. Live@edu includes access to other programs and

services that increase your school’s ability to collaborate and communicate, including calendars,

document sharing, shared workspaces, blogs, instant messaging, video chat, mobile e-mail and

document access, and address books. With 10 gigabytes (GB) of e-mail storage and 25 GB of additional

file storage, your students can participate in online tutorials, collaborate on assignments, discuss ideas

with faculty, and build lifelong relationships with your educational institution. Live@edu is accessible

through popular Web browsers for Windows, Mac, and Linux operating systems—and it’s not only free,

it’s easy for you to set up and administer.

Why is Live@edu so important to students? ~ IMPORTANT! If you have any issues accessing

Students are coming to schools more your new IVC email account, please submit a

technologically savvy than before. They expect ticket to the IVCService Desk at:

their school environments to have rich, high- https://servicedesk.imperial.edu and we'll be

quality communications capabilities like those happy to help you resolve yourissue. You can

available to them in non-academic settings. login to the Service Desk using your new IVC

Live@edu puts a no-cost yet familiar email and email address and your Student Portal password.

document management and sharing service at the Once logged in please select the Technology

tip of the students’ fingertips allowing them to Request | E-mail Support | Students request

communicate and collaborate easily with their type and provide some details for the issue you

fellow students and seamlessly incorporate their are having and we"ll get to you as soon as

digital lifestyle with their academic work style. possible. If you can't login, you may also call 760-
355-6300 to receive help.

1. How do | access my student e-mail account? " ——

Here are your login details: Dok Live

Login URL: http://outlook.com Outlook Live sign in

Email Address: lvalenz2 @imperial.edu

Password: Type in the same password you use to ekl

login to the Student Portal (your on campus

password will be kept in sync with Live@Edu if you

update it). Click Sign in.

| Sigmin

IMPORTANT! IVC students will be expected to
check their email on a frequent and consistent
basis in order to stay current with college-related
communications. Students have the responsibility
to recognize that certain communications may be
time-critical. Do not rely on any courtesy email
forwarding or other means to ensure you are
receiving important IVC information! The best
strategy is to get accustomed to checking this email
account at least once a day while a student at IVC,
especially during critical times such as registration.

This address will be the primary email address
we'll use to contact you while you are studying at
Imperial Valley College (this includes all financial
aid contacts)! You'll also be required to use this
accaunt far a number of new services we will be
launching in the near future for students. In fact,
you can already use your new email address to
login to the Student Portal (in addition to the
current GOO# method).



2. Choose the language English and then select Outlook Web App
Time Zone: Pacific Time (US and Canada). Click

o~

Ok.
Use The biing and low
Chaose the linguage you want 1o wie
lamguoge | Englesh (Uniiod Stoten) T<]
n;‘u;‘-'«.m Pavke Tune (US & Canida) =
E3
wh Fechange
3. Hereis asample of what you should see when & [CTEER vy magramanmcokconons v nae
you log into your new student e-mail account. Gutlook Web App kSO ot |
Position cursor on the right hand side and click on st > Ipbox
Office and select recent documents. e pradilcscs usoderniilescis "
There are no dems to show in this vew
2 inbes
4. How do | create folders? Position cursor in the bt @ perivaey | Yo Live

middle and click on New Folder. Name the folder, &/ SEEEE ros/senmeiecon/imi-eristicscocuments -
for example (CIS 100 — Hwk Assignments) and the SR RCoRE Livegitomar S Mescance DRSS Dl -

click Next. SkyDrive Create @) &) 5 & [ Addiies
s My files =% Welcome to the n{ Crezte folder |
( | Documents 'L‘ We've updated SkyDrive so you can easily find &ll your files, photos, and the stuff you shai
Fhotat
Documents
« Quick views halenz2@imperial.edu » SkyDrive
Recent documents Kame - Date medified Last modified by
Rocsshinted with you L CI5100 - Hwk Assignments 18 minutes ago Walen22 @imperial.edu
L English 100 - Hwk Assignments 17 minutes ago Ivalenz2@imperial.adu
5. How do | add files to a current folder? Click on SR W St Porl o] 3 At the oo » [+ S
_:'—"———_—— E— P [T rapss/shydeive e coem Tmit= o IS 100 - Hwk Assig =
Add Files. Select documents from your computer e TR
such as (Microsoft Word, Excel, PowerPoint, or Add documents to CIS 100 - Hwk Assignments
OneNote) and then ciick on continue. I Sy P B e
Note:_Upload size is limited to 100 MB per file. o o) o om (arge OGO
Select documents from your compuler
| Contae
’ ; B et s vl s S
6. How do | log out? Click on Sign Out. : = lvalenz2@imperial.edu ™

prefile | sign out
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Windows Live — Sky Drive Handout
Sky Drive — Free password protection online storage http

==
/2497 GB available out of 25 GB

1. What is Windows Live Sky Drive? Free 25 GB online storage means you can store, access, and share your files
online with friends or co-workers, from anywhere. With 25 GB of free, password-protected online storage,
you've got the freedom to share large photos, files, and documents. You set the passwords and you decide who
sees what, so you have confidence that your data is in your control.

2. Personal Folders: Store your files online and access them with virtually any Web-enabled computer or mobile
device—whether it’s yours, a friend’s, or a public computer.
Drag and Drop Files: Uploading content is as easy as dragging and dropping the files from your computer onto
the Web.

3. Share Folders: Working on a project with classmates, co-workers, or family? With shared folders, the whole
crew can upload, download, and collaborate with you on documents and other files.

4. Direct links: Each folder on SkyDrive has a unique Web address, so you can save the link as a favorite or copy-
and-paste it into e-mail or other documents for direct access.

Step 1. How do | access my Windows Live Sky Drive?
Log into your Windows Live — Hotmail E-mail account. £7 Windows Live

Home HowltWorks Online Desktop Mobile

£ Windows Live
Windows Live SkyDrive
Hotmail sign in [ Gasaove U

The efficient way to do email ) ] )
ot Online Storage | Share Files with

G s e S Shared Folders | Windows Live S Wigoa e
; SkyDrive SkyDrive
OME ST0" INBD KING Free 25 GB anline storage means you can Store,
"N Burg ews afterert sus access, and share your files online wilh friends
of co-workers, from anywhere, Al lolders
L!j‘ HOTHALL | OR MOURL [y y BBIwHE
Sgnin

|v: T VOB BUSY LT Wk b Heuad. Mo Bry 3 ) . .
Step 2. Click on More, then select Sky Drive Home  Profile’ People Mail Photos Morex. MSNT | Secrch the web ]
(See example on the right hand side). ---> Cobeicier '

Events
SkyDrive
Step 3. How do | add documents to my Windows Live -
Sky Drive account (25 G.B.) online storage? Click on

Newv Add files View synced folders Options »

Add files, then in My Documents select a Folder. Hinghcoks
(See example on the right hand side). ---> " ) [
My Public Presentation
Documents June 8
Favorites
Ko K,
Favorites Shared
favorites
Photos

Share photos with anyone, Create a folder for your photos



“Step 4. Click on “Select documents from computer” Ofies  Totslsize: 0 kA Phoa size: | Large (16009~
Find the document from your “My Documents” or
“Flash Drive” and then select the file and then click

open.
Drop documents here or select documents from your
computer.

Step 5. Here is an example of how a file looks like 0 of 1 file uploaded 93 KB of 166 KB

when vou upload it. Click Continue.

_ﬂ Test Gen...
L"’" ]

= kS
Step 6_ Here is an examEIE of a file uploaded to nour MNew+ Addfiles Sharev Wiew: Detais~ Sorthy Datev Download as zip file Morev
Sky Drive My Documents section.
You're done! You successfully added 1 file.
You can:
e Move the file to another folder Tachy
. 1] Test Gen Review Edit in browser Share+ Version history More~ x
e Copy the file to another folder Move
. Last week Copy
L4 Rename the flle ki ™5 Office 2010-Product Guides Larry val 5 days ago Rename
e Download file to your local drive or flash drive I tynerMans - Exefcise s lamyval 5 days ago e
J: OneNgte2010 Training Naotes Larry val June 9 Proparues
StEP 7. You can also share your documents with You're sharing this folder. Clear these settings
family, friends, public (optional) or just me by clickin Who can access this

on Share, then selecting Edit Permissions (see sample I Everyons (Bubkd
on the right hal’ld SidEI. My friends and their friends

i Friends (20)
You can also add specific people by entering their ‘ Same friends (20)
e-mail address in giving them permission to only: L Justme
° View files Sharing this with Friends, My friends and their friends, or Everyone (public) may also publish

updates to some connected services you have set up.

e Can add, edit details, and delete files.

Add specific people
3, Enter a name or an e-mail address: Select from ysur contact list
Note: Click Save to update changes
¥ "David"con carino y amor Can view files -

Cancel Can add, edt details, and delete files

Step 8. How do | drag and drop photo files into my Sky Drive account? Click on Photos, then Create an Album, then
click on Add Photos, then you can drag and drop photos to the middle area or select photos from your computer, then
click Continue. See sample below.

£7 Windows Live™ Bl (PR fcE =<
e @"“vh « Public Pictures b Ssmple Pictures ~ %3 | [searcn ol
ﬁ Add photos to Family Pictures =
IE¥] Larry » Photos » Family Pictures » Add photos Fie Edt View Tools Help wadciovia' sou
By Orgonze ~ H Views = [4 Open ~ M SideShow g Print B8 E-mail - B Sharing
4015 files upboaded 150 ME of 165 ME Favorte Links Hame. Date taken Tags w
| Documents
F:wc.‘rq Fo rr.sL ﬂ‘ Fr.w;p_ E Pictures
: s kil B Music
More »
Dockjpg Folders v Autumn Leaves Creek Desert Landscape
L] ® B Desktop -
E Documents
B Downlosds |z
B Favorites [
n Links
[J‘Mu;lc
E pictures
Dock Forest Forest Flowers
Drop more photos here or select more photos from your computer. & Microsoft Clip Organizer




; Step 9. You can also view a slide show of your pictures.

Add phatos  Creste folder  Slide show Sharev View: Thumbnails v  Sortby: Dater More ¥

You're done! You successfully added 1 file.
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Edit View Fevorites - Tooh  Help & Comen = [
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A dock at sunset on White Sarids-isiand in the Maldivess=®

profile | sign out
Step 10. How do | exit out of my Sky Drive account? On the right hand side, click on Sign Out.

Step 11. Tips on Windows SkyDrive: Go to http://explore.live.com/windows-live-skydrive-usin

SkyDrive: Tips

Featured tips
LX) A MIN Decie Vacation photos .
b Create: E) @) & § Get a link
Pk ] e Dan > SkyDrive » My
S Documents
Share with groups View files from a PC or Mac Share using email Share with your social networks
4 Sharin e . gl
ki o Edit permissions
People with a link = :
Edit permissions it e Dan_»_SkyDrive » M
Share photos with friends Upload your photos Work together on Microsoft View photos from a maobile

Office docs phone



