
	
	

mail.com	
	
To	create	and	account	in	mail.com,	start	by	entering	mail.com	in	the	address	bar.		The	“www”	
and	anything	else	will	be	added	automatically	by	your	browser.	
	

	
	
Then	click	on	Sign	up	
	

	
Fill	out	the	form.		If	you	wish	to	use	a	nickname	or	your	second	name,	you	can	do	that.		Make	
sure,	you	write	all	the	data	down,	so	you	will	not	forget	anything.	
	
When	signing	up	for	a	web	based	mail,	I	stay	away	from	the	sites	that	ask	for	my	cell	phone	
number.	 	



When	everything	is	OK,	you	will	get	this	page:	
	

	

	
	
As	suggested,	write,	or	print	your	account	information	(there	are	too	many	people	who	forget	
their	passwords,	ID	numbers,	security	questions	and	answers,	etc.	etc.).	
Now	you	are	ready	to			Continue	to	inbox	
							
On	the	next	page,	look	for	the:		No	thanks,	go	to	mail.com		(in	small	letters	at	the	bottom).	
After	all	you	just	wanted	a	free	email,	so	why	pay	for	all	the	extra	features,	unless	you	may	have	
some	business	reason	to	use	them.			
Now	you	should	be	able	to	see	your	mail	page.	
	
	 	



Typically,	it	opens	in	the	Home	folder:	
	

	
	
When	you	click	on	the	E-mail	icon,	you	will	see	the	layout,	you	may	be	used	to	from	other	e-mails.	
	

	
	
	
Let’s	test	the	e-mail	by	sending	a	simple	test	message	to	yourself.	
		



First,	you	have	to	add	yourself	to	the	Contacts.		Notice	that	if	you	look	at	the	Contacts,	it	looks	
like	you	have	been	automatically	added	(as	Myself).		If	you	start	a	new	e-mail	(by	clicking	on	
Compose	E-mail)	and	click	on	the	To	(Select	Recipient)	and	a	particular	contact	is	not	showing	
(including	Myself),	the	E-mail	part	of	the	contact	has	not	been	saved.	
	

	
	
If	you	entered	a	new	contact,	and	it	is	not	showing	up	when	you	click	the	To	(Select	Recipient),	
make	sure	to	Edit	the	E-mail	portion	of	the	contact	and	click	Save.	
	

	
	
Now	you	can	test	it	by	sending	yourself	a	“test”	email.	
Send	yourself	another	email	with	a	link	and	a	description	on	how	to	create	a	group.	
	
Here	is	a	suggested	link:	https://help.mail.com/en/email/sending.html		
	
After	you	created	a	group	(2	people	will	make	a	test	group),	email	(forward)	this	email	(how	to	
create	a	group)	to	the	group	you	just	created.	
	
	



Here	is	an	example	of	the	email:	

Link and a description on how to create a group 

https://help.mail.com/en/email/sending.html  
  

Creating a Group 

In addition to the pre-defined groups ("Friends", "Family" and "Co-workers"), you can create any number of 
custom groups. 

How to create a new group: 

1. Click the "New Group" button at the top left. 

 

2. Give the group a name and click "Save" to confirm. 
3. Click the "Add more Contacts" link 
4. In the contact list (on the left), activate the check boxes of all contacts you want to add. You can restrict 

the list by filtering or using the search function. 
5. Click the "Save" button on the right to confirm your selection. 

Now you can use your new group. You can add new contacts to the group or remove them from the group at any 
time. 

How to create a new group in Contacts by drag and drop: 

 
 This method only works if you already know at least two contacts who are to be members of the new group. 

1. Drag one of the two contacts to the other. 
2. Give the group a name and click "Save". 
3. If required, add more group members by dragging them to the group using the same method. 

	
----------------------------------------------------------------------------------------------------	

	
	 	



To	import	contacts	from	other	emails,	click	on	the	wrench	icon	then	Import	Contacts	and	follow	
the	instructions:	
	

	
	
	
	
	
	
For	the	next	practice,	let’s	find	a	picture,	insert	it	into	the	email	message	and	also	attach	it	to	the	
email.	When	inserting	a	picture	into	the	email	message,	you	cannot	just	copy	and	paste	it	(as	in	
some	other	mail	programs)	you	have	to	click	the	More	button	and	then	the	“picture”	icon	
indicated	by	the	arrow.	
	

	
	
	 	



To	attach	a	picture	(or	any	other	file,	or	even	multiple	files)	the	process	is	very	similar.	
	

	
	
Click	on	the	paper	clip	icon,	select	the	pictures	(files)	then	click	the	Open	button.		And	you	are	
ready	to	send.	
	

	


