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Configure 
your phone 
to access all 

of your email 
accounts.



In this chapter, you will learn about Windows 

Phone 8’s ability to send and receive email. 

Some of the topics covered in this chapter 

include:

  Setting up a Microsoft account

  Linking your phone to your email account

  Using Outlook Mobile to send and receive mail 3
Messaging

Messaging is one area in which Windows Phone 8 really excels. 
Whereas many cellphones limit you to connecting to a single email 
account, Windows Phone  8 supports simultaneous connectivity 
to a virtually unlimited number of mailboxes. Furthermore, the 
phone offers native support for Microsoft Live, Office 365, Exchange 
Server, Yahoo!, and Gmail. Of course, you also have the option of 
connecting to just about any mail server using POP3 or IMAP4.
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From here, you can set up a Microsoft account or a variety of email account 
types, which I cover in the following sections.

Microsoft Accounts
Although the use of a Microsoft account is optional, you can only get the full 
benefit of using your device if you use a Microsoft  account. Microsoft accounts 
provide access to Hotmail, SkyDrive, Xbox, and Xbox Live, and they are also 
used for phone backups, phone location services, and even social networking.

Accessing Email Settings and Configuring 
Accounts

This chapter guides you through the process of setting up different types 
of email accounts. All of the accounts types are configured through the 
phone’s Email+Accounts screen, which is accessible by going to the Apps List 
(swipe left from the Start screen), opening the Settings page, and tapping 
Email+Accounts. 
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Connecting Your 
Microsoft Account
Regardless of whether you use 
Microsoft’s Outlook.com email service 
(or Live or Hotmail), you should 
configure your phone to  use a Microsoft 
account. Microsoft accounts are required 
for using a number of the phone’s 
features, such as backups and Find My 
Phone. You can link the phone to your 
existing Microsoft account by going to 
the Settings Email+Accounts screen and 
completing these steps:

 1. Tap Add an Account.

 2. Tap Microsoft Account.

 3. Enter your email address.

 4. Enter your password.

 5. Tap Sign In.

 6. Decide whether you want to back 
up your phone; tap either Yes 
or Not Now. At this point, your 
phone is configured to access 
your Microsoft account.

Automated Setup
Depending on how you have used your 
Microsoft account in the past, you might 
find that Windows Phone 8 automati-
cally sets up other types of accounts 
on your behalf. For example, when I 
provisioned my Windows 8 phone with 
my Microsoft account, the phone auto-
matically set up Twitter and LinkedIn 
because those accounts were cross-
referenced with my Microsoft account.
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Setting Up a Microsoft Account
If you don’t have a Microsoft account, you  can easily create one for free. To do 
so, go to http://login.live.com and click the Sign Up Now link.

Setting Up Exchange Email
As you probably expect, Windows Phone 8 has the capability to connect to 
Microsoft Exchange Server using ActiveSync. Microsoft provides two different 
methods for connecting to  Exchange Server. The first method is a simplified 
method that works only with Exchange Server  2007, 2010, and 2013. The 
second method is a little more advanced and is used for connecting to older 
Exchange Servers or attaching to Exchange Servers that do not fully support 
automatic configuration.

What Is Microsoft Exchange?
Microsoft Exchange is Microsoft’s email messaging server and is commonly 
used in corporate environments. If you are attempting to connect your 
Windows Phone 8 to a corporate email account, there is a good chance that 
you will need to follow the instructions for Exchange Server connectivity.

Simplified Exchange 
Server Connectivity
If you have an Exchange Server 2007, 
2010, or 2013 that     supports automatic 
configuration for external clients, you 
can use the simplified connectivity 
method. To connect to your Exchange 
mailbox, go to the Email+Accounts 
screen, tap Add an Account, and 
complete the following steps:

 1. Tap Outlook.

 2. Enter your email address.

 3. Enter your password.

 4. Tap the Sign In button.

1
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Advanced Exchange 
Server Connectivity
The connectivity can be used only for 
connecting to a supported version of 
Exchange and only if the Exchange 
Server organization is configured to 
support automatic configuration. To 
use Exchange Server connectivity, go to 
the Email+Accounts screen, tap Add an 
Account, and follow these steps:

 1. Scroll to and tap Advanced Setup.

 2. Enter your Exchange email 
address. 

 3. Enter your password.

 4. Tap Next.

 5. Tap Exchange ActiveSync.

 6. Fill in the name of your Windows 
domain.

What’s Your Domain?
Information about your domain, as well 
as some of the other  settings listed here, 
typically comes from your employer or 
network administrator. 
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 7. Enter the fully qualified domain 
name (FQDN) of your Client 
Access Server (or front-end server, 
for Exchange 2003 and earlier).

 8. If your Exchange environment 
requires SSL encryption for 
ActiveSync, verify that the 
Server Requires Encrypted (SSL) 
Connection     check box is selected. 
Otherwise, deselect it.

 9. Set the Download New Content 
option to As Items Arrive. You can 
choose a longer interval, if you 
prefer. 

 10. Choose how much message 
history you want to store on the 
phone (this does not affect your 
actual Exchange mailbox—only 
the amount of mail stored on the 
phone).

 11. Choose the types of content you 
want to sync. Normally, you sync 
the Email, Contacts, and Calendar 
items.

 12. Tap Sign In.
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It’s Not All Good
You might discover that, even after performing an advanced setup, Windows 
Phone 8 cannot connect to Exchange Server. If this happens, verify that you 
have correctly spelled the fully   qualified domain name of your Client Access 
Server and that the server is externally accessible using this name. In some 
cases, you might have to use the server’s IP address instead of its name.

The other thing that tends to go wrong is that Windows Phone 8 might have 
trouble using SSL encryption. Exchange Server uses a certificate to perform 
SSL encryption. For Windows Phone 8 to be capable of using SSL encryption, 
the phone must trust the certificate authority (CA) that issued the certificate 
to Exchange. This is accomplished by using something called a CA certificate. 
Windows Phone 8 has built-in CA certificates for the most popular commer-
cial certificate authorities. However, if your company uses a certificate that 
was generated in-house or by a lesser-known commercial certificate author-
ity, the phone will not automatically trust the certificate authority, and SSL 
encryption will fail (which causes ActiveSync to fail).

The solution to this problem is to set up another mail account (such as a 
Yahoo! account or a Gmail account) and configure your phone to access it. 
Next, ask your network administrator to email the required CA certificate to 
the account that you have just set up. When you receive the message, open 
the attachment; the certificate will be installed on your phone. You should 
now be able to sync with Exchange Server.

One last problem that you might encounter is that mail might not synchro-
nize even if everything is set up correctly. This can happen if you have told 
Windows Phone 8 to synchronize messages from the last 7 days, but all the 
messages in your Inbox are more than 7 days old.
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Connecting to Yahoo! 
Mail
Windows Phone 8 includes   native 
support for Yahoo! Mail. To link the 
phone to your Yahoo! account, go to the 
Email+Accounts screen and complete 
these steps:

 1. Tap Add an Account.

 2. Tap Yahoo! Mail.

 3. Enter your Yahoo! email address.

 4. Enter your password.

 5. Tap Sign In.
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Connecting to Google 
Mail
Windows Phone 8   offers native support 
for Google Mail (Gmail). To link the 
phone to your Gmail account, go to the 
Email+Accounts screen and complete 
these steps:

 1. Tap Add an Account.

 2. Tap Google.

 3. Enter your Gmail email address.

 4. Enter your password.

 5. Tap Next.

 6. Choose whether you want 
to synchronize email only 
or whether you also want to 
synchronize your calendar and 
contacts.

 7. Tap Sign In.
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Setting Up POP3/IMAP4 
Messaging
If you need to connect Windows 
Phone 8 to a mail system other than 
Microsoft, Exchange Server, Yahoo!, 
or Gmail, you can do so by using a 
POP3/IMAP4   account. To establish 
connectivity to your mail server, go to 
the Email+Accounts screen and perform 
the following steps:

 1. Tap Add an Account.

 2. Scroll to and tap Advanced Setup.

 3. Enter your email address. 

 4. Enter your password.

 5. Tap Next.

 6. Tap Internet Email.
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 7. Enter your name into the Account 
Name field.

 8. Enter your name (as you want it 
to be displayed to recipients) into 
the Your Name field.

 9. Enter your server’s fully qualified 
domain name (FQDN) or IP address 
into the Incoming Email Server field.

What’s My Domain?
Specific information about your email 
account’s server  domain name, SMTP 
server, and so on should come from your 
email provider. 

 10. Tap the Account Type field and 
choose either POP3 or IMAP4.

 11. Type your username. You can 
enter your username as a name 
(BrienP), an email address (BrienP@
BrienPosey.com), or a Universal 
Naming Convention (BrienPosey\
Brien). Universal Naming 
Conventions use log-in names in 
domain\username format.

 12. Enter the fully qualified domain 
name (FQDN) or IP address of your 
SMTP server.

 13. If the outgoing server requires 
authentication, select the Outgoing 
Server Requires Authentication 
check box and the Use the Same 
User Name and Password For 
Sending Mail check box.

 14. Depending on your mail server’s 
configuration, you might need to 
enable SSL encryption. If so, tap 
the Advanced Settings button and 
then select both the Require SSL 
for Incoming Mail and the Require 
SSL for Outgoing Mail check boxes. 

 15. Tap Sign In.
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ADVANCED SETTINGS
The Advanced Settings screen can be used to control how frequently 
Windows checks for new mail. The  default option is to check for new mail 
every two hours. Checking more frequently can impact battery life and can 
also result in higher cellular bills if you do not have an unlimited data plan.

The Advanced Settings screen offers an option to control how much mail 
history is stored on the phone. By default, all mail from the last two weeks 
is stored on the phone, but you can store more or less mail as your needs 
dictate. This option affects only the phone’s storage, not your actual mailbox.
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Removing Mail Accounts
If you no longer need   mobile access to 
a mail account, you can easily remove 
the account without affecting any of 
the other mail accounts that might be 
set up on the phone. To remove a mail 
account, go to the Email+Accounts 
screen and complete these steps:

 1. Tap and hold the account you 
want to delete.

 2. When the menu appears, tap 
Delete.

 3. You will see a warning message 
indicating that you are about to 
delete all the information associ-
ated with the account. Tap the 
Delete key to remove the account.

An Extra Option
When you tap and hold an email 
account, the menu displays an option to 
delete the account, but you also see a 
Sync option. Tapping Sync synchronizes 
your phone with the mailbox and down-
loads the most recent messages.
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TO REMOVE ACCOUNTS, RESET
Because Microsoft accounts are used for more than just email access, 
Windows Phone 8 does not allow you to remove them in the manner 
described here. If you want to remove a   Microsoft account, you must reset 
the phone to its factory defaults, as described in Chapter 1.
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Microsoft Outlook Mobile
Regardless of whether you get your mail from Outlook.com, Exchange Server, 
Gmail, or somewhere else, all  mail is made accessible through Microsoft 
Outlook Mobile. The techniques discussed in the following sections, 
including how to access your email box, open a message, and delete a 
message, are valid regardless of the type of mailbox you are accessing.

For every mail account 
that you set up, 
Windows Phone 8 
creates a separate Live 
Tile on the Start screen. 
For example, if you set 
up a Microsoft account 
and an Exchange 
Server account, you 
have a Live Tile for 
each. The Live Tile 
displays the name of 
the mailbox and the 
number of unread 
messages waiting for 
you. In addition, you 
can find links to each 
of your mail accounts 
within the App List.

Yahoo! Gmail

Hotmail Exchange/

Office 365
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The Outlook Mobile Interface
When you tap a link to one of your   mailboxes, Outlook Mobile opens. The main Outlook 
Mobile screen contains several different objects:

 A. The current time.

 B. The name of the mailbox you are currently using. It is important to verify the mailbox 
that you are connected to because Windows Phone 8 can be connected to multiple 
mailboxes simultaneously. 

 C. The current view of your messages. All is selected by default, but you can flick the 
view option to view unread messages, flagged messages, or urgent messages.

 D. Your Mail. Outlook Mobile displays all the messages in the current folder.

 E. The New icon. Tap this icon to compose a new message.

 F. The Select icon. Tap this icon to access a screen that lets you perform bulk operations 
on your messages.

 G. The Sync icon. Tap this icon to manually check for new mail.

 H. The Search icon. Tap this icon to search your mail.

 I. The Menu icon. Flick this icon upward to reveal various menu choices.
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Identifying Unread Mail
In the image shown here, the messages with red   subject lines are new 
messages that have not been read. Messages displayed in black and white are 
messages that have already been read.

The Anatomy of a Message
When you open Outlook Mobile, you see the messages in your Inbox. Several pieces of 
information are listed for each  message.

 A. Sender: The name of the person who sent the message

 B. Time stamp: When the message arrived

 C. Subject line: Displayed in red (or whatever theme color your phone uses) if the 
message is unread; otherwise, shown in gray

 D. Message preview: The first several words of the message, displayed beneath the 
subject line

 E. Flag: (Optional) Indication of whether a message is important, unimportant, flagged 
for follow-up, or complete, as well as whether the message contains an attachment

 F. Attachment: Paper clip icon indicating that the message contains an attachment

 G. Urgent: Exclamation point icon indicating that the message is urgent

 H. Forward icon: Icon that appears next to messages that have been forwarded.
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Opening a Message
You can view a message    by simply tapping it.

Several items display on the message screen:

 A. The sender’s name

 B. The message subject

 C. The message’s date and time

 D. The address the message was sent to

 E. The attachment (if any)

 F. The message body

 G. The Respond icon

 H. The Delete icon

 I. The Older icon, for returning to the previous message

 J. The Newer icon, for advancing to the next message

 K. The Menu icon, for accessing more options
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Opening an Attachment
If a message contains an attachment, 
you can view the    attachment by 
following these steps:

 1. Tap the message to open it.

 2. Tap the attachment to 
download it.

 3. When the attachment has fin-
ished downloading, tap the 
attachment to open it. Windows 
Phone 8 automatically opens the 
application that is associated with 
the attachment file type (assum-
ing that such an application is 
installed on the phone).

Unknown File Types
If an email message contains an 
unknown file type, Windows  Phone 8 
devices still downloads the attachment, 
but are unable to open it.

1
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The paperclip icon 

indicates that the 

message has not yet 

been downloaded.

When the paperclip 

icon changes to a file 

icon the attachment has 

been downloaded and 

is ready for viewing.



Chapter 3 Messaging86

Replying to a Message
To reply to a    message, follow these 
steps:

 1. Tap the message to open it.

 2. Tap the Respond icon.

 3. Tap Reply.

Reply All
You can reply to every recipient of an 
email, not just the sender, by instead 
tapping the Reply All option, shown 
here. 

 4. Compose your response.

 5. Tap the Send icon.
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Forwarding a Message
To forward a message to an existing 
recipient, follow these    steps:

 1. Tap the message to open it. 

 2. Tap the Respond icon.

 3. Tap Forward.

 4. Enter the message recipient’s 
email address.

 5. Compose your response, if you 
have anything more to add.

 6. Tap the Send icon.
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Viewing New Mail
As mentioned earlier, Outlook displays 
the subject line of new    messages in 
red, while the subject line is shown in 
gray for old messages. If you want to 
temporarily see only the new messages 
in your mailbox, you can do so by 
following these steps:

 1. Open your mailbox.

 2. Flick the view setting from All to 
Unread. To return the view to nor-
mal when you are done, flick the 
view from Unread to All.

Viewing Urgent Mail
When you receive an urgent message, 
Windows Phone 8    displays a red 
exclamation point alongside the 
message, to indicate that the message 
is important. However, Outlook Mobile 
also has an option for viewing only the 
most important messages. To do so, 
follow these steps:

 1. Open your mailbox.

 2. Flick the view setting from All 
to Urgent. When you are done, 
you can return the mailbox to its 
previous state by flicking the view 
setting from Urgent to All.
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Viewing Flagged 
Messages
Some people flag messages as a way 
of reminding    themselves to look at the 
messages again later. However, flagged 
messages can become buried under 
newer messages over time. The easiest 
way to access all your flagged messages 
is to use the Flagged view. To view your 
flagged messages, complete these steps:

 1. Open your mailbox.

 2. Flick the view setting from All 
to Flagged. When you are done, 
you can return the mailbox to its 
previous state by flicking the view 
setting from Urgent to All. 1

2
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Deleting a Message
To delete a     message without opening it, 
follow these steps:

 1. Tap and hold the message you 
want to delete.

 2. When the menu appears, tap 
Delete.

 3. To delete a message that is open, 
tap the Delete icon.

A Word of Caution
Exercise caution when deleting mes-
sages. Neither of the methods just 
mentioned ask for confirmation before 
deleting a message.
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Deleting Messages in Bulk
If you need to delete more than one or 
two messages, consider performing a 
bulk delete:

 1. Go to the Inbox. 

 2. Tap the Select icon.

 3. Select the check boxes 
corresponding to the messages 
that you want to delete.

 4. Tap the Delete icon.
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Recovering a Deleted 
Message
If you accidentally delete     a message, you 
can recover it from the Deleted Items 
folder. To do so, follow these steps:

 1. Open your mailbox.

 2. Tap the Menu icon.

 3. Tap the Folders option.

 4. Tap Show All Folders.

 5. Tap Trash.

 6. Tap and hold the message that 
you want to recover.

 7. Tap Move.

 8. Tap Inbox.
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Marking a Message as 
Read
To mark a message as    read, open the 
folder containing it and follow these 
steps:

 1. Tap and hold the message.

 2. Tap Mark as Read.

2

1

Marking a Message as 
Unread
To mark a message as    unread, open the 
fold containing it and follow these steps:

 1. Tap and hold the message.

 2. Tap Mark as Unread.
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Marking Multiple 
Messages as Read or 
Unread
The method discussed in the two 
previous   sections works well for dealing 
with individual messages, but there is an 
easier way to mark multiple messages 
as Read or Unread. To do so, go to the 
folder containing the messages you 
want to manage and follow these steps:

 1. Tap the Select icon.

 2. Select the check boxes 
corresponding to the messages 
that you want to flag or unflag.

 3. Tap the Menu icon.

 4. Tap either Mark as Read or Mark 
as Unread.
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Moving a Message
Windows Phone 8 enables you to 
move messages into    folders for long-
term retention. If you need to move 
a message into a folder, you can 
accomplish the task by locating the 
message in a folder and following these 
steps:

 1. Tap and hold the message.

 2. Tap Move.

 3. Tap the folder where you want to 
move the message.
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Performing a Bulk Move
If you need to move more than one 
message to another    folder, you might 
be better off performing a bulk move. 
To do so, go to the folder containing the 
messages you want to move and follow 
these steps:

 1. Tap the Select icon.

 2. Select the check boxes 
corresponding to the messages 
that you want to move. All the 
messages that you select should 
be destined for the same folder.

 3. Tap the Move icon.

 4. Tap the folder where you want to 
move the selected messages.
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Viewing Folders
Windows Phone 8 displays the Inbox 
folder by default, but    you can view any 
of your mailbox folders. To do so, open 
the mailbox you want to access and 
follow these steps:

 1. Tap the Menu icon.

 2. Tap Folders.

 3. Tap the folder you want to view.

Empty or Missing Folders
Not all folders are displayed on the 
Folders list by default. If you don’t see 
the folder you are looking for, tap Show 
All Folders.
When you view a folder, the folder 
might at first appear empty. In an effort 
to save space on the phone, Microsoft 
does not automatically synchronize all 
folders. For example, it would normally 
be a waste of space and bandwidth to 
synchronize the Junk folder. If you need 
to view the contents of a folder that 
initially appears to be empty, open the 
folder and tap Sync This Folder.

Flagging a Message
Windows Phone 8 offers full support for 
message flags. To flag a message, locate 
it in your folders    and follow these steps:

 1. Tap and hold the message.

 2. Tap Set Flag.
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Clearing a Message Flag
To clear the flag from a message, locate 
the flagged message    and follow these 
steps:

 1. Tap and hold the message.

 2. Tap Clear Flag.

Flagging or Unflagging 
Multiple Messages
If you need to flag or unflag multiple 
messages, you can do so by locating 
the folder containing the messages and 
following these steps:

 1. Tap the Select icon.

 2. Select the check boxes 
corresponding to the messages 
that you want to flag or unflag.

 3. Tap the Menu icon.

 4. Tap either Set Flag or Clear Flag.
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Marking a Message as 
Complete
If you complete a task related to a 
flagged    message, you might want to 
flag that message as complete. To do so, 
locate the flagged message and perform 
these steps:

 1. Tap and hold the message that 
you want to flag as complete.

 2. Tap Complete Flag.

 3. When the complete flag is 
applied, a check mark icon 
appears next to the message, 
indicating that the message has 
been flagged as complete.
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Marking Multiple 
Messages as Complete
Just as you can flag a single message 
as complete, you can    mark multiple 
messages as complete. To do so, locate the 
folder containing the messages you want 
to flag as complete and follow these steps:

 1. Tap the Select icon.

 2. Select the check boxes 
corresponding to the messages 
that you want to mark.

 3. Tap the Menu icon.

 4. Tap Complete.

Accidental Completion
If you accidentally flag a message as 
complete, you can get rid of the flag 
by using the Clear Flag option. You can 
then apply the flag again.

Composing a New Message
One of the most basic   messaging tasks is to compose a new message. The message 
composition screen contains several elements:

 A. Time: The current time.

 B. To field: You enter the recipient’s email address here.

 C. Subject line: This is where you type the message’s subject.

 D. Message body section: Here you actually compose your message.

 E. Send icon: Tap this icon to send the message.

 F. Attach icon: Tap this icon to add an attachment to the message.

 G. Close icon: Tap this icon to cancel the message instead of send it.

 H. Speak icon: Use this icon to verbally compose a message.

 I. Menu icon: Flick this icon upward to access a menu with access to the CC, Blind CC, 
and Priority options.
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Writing a Message
You can compose a new message by 
opening the mailbox   you want to use 
and following these steps:

 1. Tap the New Message icon.

 2. Tap the To field, and then enter 
the address where you want to 
send the message.

 3. Tap the Subject field.

 4. Enter a subject line for the 
message.

 5. Tap the message body.

 6. Compose your message.

 7. Tap the Send icon.
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SENDING MAIL TO YOUR CONTACTS
These above assume that you are going to be manually entering the 
message recipient’s email address. However, Windows Phone 8 gives you 
the option of sending an email directly to one of your contacts by tapping 
the Add Contact icon. 
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Canceling a New Message
Occasionally, you   might begin to 
compose a message and then change 
your mind about sending it. When this 
happens, you can cancel the message by 
performing these steps:

 1. Tap the Close icon.

 2. If you have not yet entered any 
information for the new message, 
the message will be canceled with 
no further questions. Otherwise, 
you will see a menu with the 
following choices:

  Save: The message will not be 
sent, but it will be saved in your 
Drafts folder so that you can edit 
and send it later.

  Delete: The message is deleted 
without saving a draft copy.
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The Back Button
If you tap the Back button while composing a message, Windows Phone 8 dis-
plays the menu shown here instead of immediately navigating away from the 
message (unless the new message is completely empty).

Adding Message Attachments
Windows Phone 8 enables    you to send photographs as message 
attachments. You have the option of sending a photograph either from your 
Camera Roll (or albums) or directly from the built-in camera.

Sending Pictures from 
Your Camera Roll or 
Albums
To send a picture    from your Camera 
Roll or from your albums, open a new 
message and complete the following 
steps:

 1. Begin composing a new message.

 2. Tap the Attachment icon.

 3. Tap the Camera Roll icon, or tap 
the album containing the image 
that you want to send.

 4. Tap the photo you want to send.
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 5. You return to the message 
composition screen. Finish 
composing your message (if 
necessary).

 6. Tap the Send icon.

Multiple Attachments
You can add multiple attachments to 
an email message, but you must select 
each attachment separately.

Sending a Picture from 
the Camera
Windows Phone 8    enables you to access 
the camera from directly within the 
message composition screen and email 
a photo immediately after snapping it. 
To do so, open a new email message 
and follow these steps:

 1. Begin composing a new message.

 2. Tap the Attachment icon.

 3. Tap the camera icon and snap 
a picture. Choose if you want to 
Accept or Retake the photo.

 4. You return to the message 
composition screen, and the 
new picture is added as an 
attachment. 

 5. Tap Send.
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It’s Not All Good

Removing a Message 
Attachment
When you add an     attachment to a 
message, you have the option to 
remove the attachment before sending 
the message. To do so, open a message 
with an attachment included and follow 
these steps:

 1. Tap the Remove link just beneath 
the attachment.

 2. When Windows asks if you want 
to remove the attachment, tap 
Yes.

Although the message composition screen contains an attachments icon, the 
only type of attachment you are allowed to add to messages is a photograph. 
Windows Phone 8 does allow you to send other types of files as email attach-
ments, but you must do so through the application that created the file. For 
example, if you want to send someone a Microsoft Word document, you 
must do so through Microsoft Word Mobile. This option is discussed in more 
detail in Chapter 6, “Microsoft Office Mobile.”
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Setting Message Priority
When you compose a new message, you 
have the option to   set the message’s 
priority to high, normal, or low. To set the 
priority for a message, open the message 
you want to use and follow these steps:

 1. From the message composition 
screen, Tap the Menu icon.

 2. Tap Priority.

 3. Tap either High, Normal, or Low.

Verifying the Message Priority
When you set a message’s priority, 
Windows does not give you any kind of 
message telling  you that the priority has 
been set. To verify the message priority, 
you must look for a flag in the upper-
right portion of the message composi-
tion screen. Priority flags are displayed for 
only high- and low-priority messages. 

Adding Recipients 
Through CC and Blind CC
Windows Phone 8 gives you the option 
to copy or blindly    copy other recipients 
on a message. To do so, create a new 
message and follow these steps.

 1. From the message composition 
screen, Tap the Menu icon.

 2. Tap Show CC & BCC.

 3. Enter the email addresses for the 
recipients that you want to copy 
or blindly copy on the message.
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Adding Emoticons and 
Clip Art
When you compose an email message, 
Windows     Phone 8 gives you an easy and 
fun way to insert clip art emoticons and 
clip art images into your message. To do 
so, open a new message and complete 
these steps:

 1. Tap the emoticon key on the 
onscreen keyboard.

 2. Tap a category key related to the 
type of image you want to insert.

 3. Tap the actual image that you 
want to insert.

Taking a Shortcut
You might have noticed that one of the 
category keys looks like a clock. This is 
a shortcut key. Tapping this key takes 
you to a screen displaying your most 
commonly used emoticons or clip art 
images.

Emoticon Incompatibility
Some of the emoticons only work if the 
recipient is using a Windows Phone 8 
device. Recipients with other types of 
phones may not receive the emoticons 
or they might be displayed incorrectly.

1
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Checking for New Mail
Depending on the type of mailbox you 
are connected to, new  messages might 
not show up in your  Inbox immediately. 
You can manually check for new 
messages by completing these steps:

 1. Open the mailbox you want to 
check.

 2. Tap the Sync icon.

Configuring Mailbox Settings
Windows Phone 8 provides a number of settings that you can use to control 
the way that your phone handles email messages. For   example, you can use 
the various settings to do things like linking multiple mailboxes together or 
enabling conversation view for messages.

Linking Mailboxes
Although Windows Phone 8 supports 
the use of multiple   mailboxes, some 
people prefer to access all their mail 
through a single mailbox. This can be 
accomplished through mailbox linking. 
When you link mailboxes, all the mail 
from those mailboxes is displayed as 
if it existed in a single mailbox. To link 
mailboxes, open one of the mailboxes 
you want to link and follow these steps:

 1. Tap the Menu icon. 

 2. Tap Link Inboxes.

2
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 3. Tap the name of the mailbox to 
which you want to link.

 4. Tap Rename Linked Inbox.

 5. Give your Inbox a name that 
reflects its purpose.

 6. Tap the Done icon.

 7. The linked mailbox is displayed 
on the Start screen under the 
name you assigned to it. Multiple 
mailbox icons designate it as a 
collection of linked mailboxes.

7
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Unlinking Mailboxes
If you later decide that you want to 
unlink your mailboxes, you can easily do 
so. To unlink a mailbox,   open your linked 
mailbox and follow these steps:

 1. Tap the Menu icon. 

 2. Tap Linked Inboxes.

 3. Tap the name of the mailbox that 
you want to unlink.

 4. Tap the Unlink button.

Conversation View
By default, Windows Phone 8 groups 
messages into   conversation view. 
Conversation view reduces clutter in 
your mailbox by grouping messages 
from each sender into a dedicated 
conversation container. If you want to 
disable conversation view, open your 
inbox and follow these steps:

 1. Tap the Menu icon.

 2. Tap Settings.

 3. Set the Conversation slide bar to 
Off.

 4. Tap the Done icon.

Returning to Conversation View
You can re-enable conversation view by 
setting the slide bar to On.
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Message Signatures
By default, Windows Phone 8 devices 
add the phrase “Sent from my Windows 
Phone” to the end   of each message that 
you send. However, you can turn off this 
signature or customize it. To do so, open 
your mailbox and follow these steps:

 1. Tap the Menu icon.

 2. Tap Settings.

 3. If you want to customize the 
signature, tap it and type a new 
signature.

 4. If you want to disable the 
signature, set the Signature slide 
bar to Off.

 5. Tap the Done icon.

Blind CCing Yourself
Some people like to send a copy of 
every message that   they send to 
themselves. Windows Phone 8 includes 
an automatic BCC option. If you want 
to always BCC yourself, you can do so 
by opening your mailbox and following 
these steps:

 1. Tap the Menu icon.

 2. Tap Settings.

 3. Select the Always BCC Myself 
check box.

 4. Tap the Done icon.
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Lightening the Display
You have probably noticed throughout 
this chapter that the email message 
composition screens are white 
with black   text, but all the email 
configuration screens are black with 
white text. If you prefer to use a white 
background and black text for all 
messaging-related functions, you can 
do so by opening your mailbox and 
completing these steps:

 1. Tap the Menu icon.

 2. Tap Settings.

 3. Scroll to the bottom of the Settings 
screen and select the Use Light 
Background for Email check box.

 4. Tap the Done icon.

1
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Changing the Mailbox 
Sync Settings
Some types of mailboxes download new 
messages   automatically, as they arrive. 
Other types of mailboxes download 
mail according to a set schedule. Using 
the mailbox settings screen, you can 
customize the download schedule 
and the retention period for messages 
stored on your phone. You can access 
the Mailbox Sync Settings screen by 
opening your mailbox and completing 
these steps:

 1. Tap the Menu icon.

 2. Tap Settings.

 3. Tap Sync Settings.

 4. Tap Account Name to give the 
mail account a different name.

 5. Tap Download New Content to 
change the frequency with which 
new messages are downloaded.

 6. Tap Download Email From to 
control how much email history is 
stored on your phone.

1

2

3

4

5

6



Chapter 3 Messaging114

 7. Scroll down and tap Content to 
Sync to choose what you want 
to sync. Some types of mailboxes 
allow you to sync only email, 
but other types of mailboxes 
permit you to sync calendars and 
contacts.

 8. Tap Username to alter the 
username that you use to log into 
the mailbox.

 9. Tap Password to change your 
mailbox password. If you ever 
change your password, you will 
need to enter the new password 
here so that your phone can 
continue to receive mail.

 10. Tap Server to alter the fully 
qualified domain name (FQDN) 
or IP address of your mail server. 
For a properly configured email 
account, you won’t likely ever 
need to change this setting.

 11. Tap Done to save any changes 
you made here.

7
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Configuring Automatic 
Replies
If you are going to be unavailable 
for a period of time, you might want 
to configure your    phone to answer 
inbound email with an automated 
reply telling the person who sent you 
the message that you are not available. 
You can configure automatic replies by 
opening your mailbox and completing 
these steps:

 1. Tap the Menu icon.

 2. Tap Settings.

 3. Tap Automatic Replies.

 4. Move the Automatic Replies slide 
bar to the On position.

 5. Enter your automatic reply 
message.

 6. Tap Done.

Disabling Automatic Replies
When you want to stop using automatic 
replies, simply go back to   the Automatic 
Replies screen and move the slide bar to 
the Off position.
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About screen, 56, 364
accepting meeting 

invitations, 162
accessibility

high-contrast display, 51
screen magnifier, 

enabling, 51
text size, adjusting, 50

accessing
browsing history, 190
charts in Excel, 248
Device Settings screen, 31
favorites list, 189
Games hub, 281-282
keypad, 319
LinkedIn, 422
Microsoft Office 

Mobile, 230
Office 365 SharePoint, 

234
phone settings, 11
playlists, 141
rooms, 396
voicemail, 320
Xbox Guide, 312

accounts (Xbox Live), 285
Achievements (Xbox), 

290, 311
activating Video mode 

(Camera), 174

Add an Account command, 
405, 418, 421

Add Friend command 
(Games hub), 297

adding. See also creating
albums to your 
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appointments to shared 

calendar, 403
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messages, 103
audio to notes, 277
charts to Excel spread-

sheets, 247-248
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messages, 107
favorite pictures, 178
Local Scout results to 

maps, 366
media, 128-129
members to rooms, 396
musical artists to your 
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payment methods 

(Wallet), 214-215
pictures, 119

to Lock screen, 183
to notes, 276

songs to your phone, 121
tiles, 23
videos to your phone, 120
web pages

to favorites, 188
to Start screen, 193

Xbox Live friends, 297
Add Someone button 

(Calendar), 161
Add to Favorites command

Internet Explorer, 188
Photos app, 178

adjusting. See changing
Advanced Settings, 80, 

195-196
Aerial view (Maps), 359-360
Agenda view (Calendar), 154
Airplane Mode, 329-330
Alarm app, 148-150
alarms

deleting, 150
disabling, 150
setting, 149

albums
adding to your 

phone, 121
playing, 137

Allow Access to My 
Location option (Internet 
Explorer), 196
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427Battery Saver

Allow Microsoft to Store 
and Use Images from 
Vision Search option 
(Bing), 347

Allow Search Button from 
Lock Screen option 
(Bing), 347

All screen (People hub), 378
answering phone calls, 323
Apply Filter command 

(Excel), 246
appointments, 157

adding to shared 
calendar, 403

creating, 158-159
meetings

creating, 161
responding to meeting 

invitations, 162
status, 160

apps
Alarm, 148-150
backing up, 59
Bing

Bing Music, 350-351
Bing Vision, 351-353
interface, 345
overview, 343-344
search process, 

344-345
settings, 346-347
voice searches, 

348-349
Calculator, 150-151
Calendar, 152

appointments, 
157-164

To-Do list, 164-168
views, 153-157

Camera. See Camera
Facebook app, 418
finding, 200-201
installing, 203, 204
Internet Explorer. 

See Internet Explorer
Kid’s Corner, 208-209

launching, 210-211
permissions, 212
setting up, 209

Maps
Aerial view, 359-360
clearing history, 368
clearing maps, 359
downloading 

maps, 369
getting directions, 

358-359
interface, 356-358
Local Scout, 362-367
searching for 

destinations, 361
traffic conditions, 360
updating maps, 370

Microsoft Office Mobile. 
See Microsoft Office 
Mobile

People. See People hub
Photos, 176

adding pictures to 
favorites, 178

adding pictures to 
Lock screen, 183

cropping pictures, 182
deleting pictures, 179
fixing pictures, 183
playing videos, 184
rotating pictures, 181
sharing pictures, 180
uploading pictures to 

SkyDrive, 179
viewing favorites, 178
viewing pictures, 177

removing, 204
searching for, 

147-148, 201
Store, 198-199

downloading app 
updates, 199

finding apps, 200-201
installing apps, 203
podcast downloads, 

207-208
removing apps, 204
viewing apps, 202
Xbox music down-

loads, 205-207
Twitter, 421

Wallet, 213-214
Deals, 221-226
payment methods, 

214-218
PIN, 218-221

Apps screen (Local 
Scout), 364

artists
information about, 19
playing music, 138

attachments
adding to messages, 103
opening, 85
removing, 105
text messages, 337-338

audio
adding to notes, 277
audio controls, 139
podcasts, 207-208
Xbox music, 205-207

AutoCorrect, 47
AutoFit feature (Excel), 250
automatic replies, 115
AutoSum, 252
Auto Upload (Camera), 172
avatar (Xbox Live), 286-288

B

Back button, 4, 25
background music

controlling, 138-139
playing, 138

backgrounds for rooms, 
397-398

backing up your phone, 58
apps, 59
quality for photos and 

videos, 62
removing backups, 60
restoring backups, 63
text messages, 61, 341

battery cover, 5
Battery Saver, 64-65
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BCC
messages, 106
to yourself, 111

beacons
explained, 300
removing, 301
setting, 300

Bing
Bing Music, 350-351
Bing Vision, 351-353
interface, 345
overview, 343-344
search process, 344-345
settings, 346-347
voice searches, 348-350
wallpaper, 17

Bing screen (Xbox 
SmartGlass), 310

bio (Xbox Live), modifying, 
288-289

Bluetooth, 330-331
browsing history, 

accessing, 190
browser. See Internet 

Explorer
browsing

games, 303
web pages, 187

Busy status (Calendar), 160
Buzz screen (Local 

Scout), 364

C

Calculator, 150-151
Calendar, 152

appointments, 157
creating, 158-159
meetings, 161-162
status, 160

disabling calendars, 
163-164

enabling calendars, 
163-164

organizing, 163-164
settings, 163-164

shared calendars
adding appointments 

to, 403
viewing, 402

To-Do list, 164-168
completing tasks, 

166-167
creating tasks, 

164-165
displaying tasks on 

Calendar, 168
editing tasks, 165
postponing tasks, 166
viewing and reactivat-

ing completed 
tasks, 167

viewing tasks by 
priority, 168

views, 153-157
Agenda, 154
Day view, 153
Month view, 156-157
To-Do, 155

Call command (Bing), 349
call history, searching, 317, 

370-371
calls. See phone calls
call waiting, 324
Camera, 169. See also Photo 

app; Pictures
Auto Upload, 172
configuration 

settings, 171
flash, 172
front camera, 5, 173-174
geotagging, 169
lenses, 173
photo settings, 170
Reset Camera, 172
sorting pictures by 

date, 177
video light, 176
Video mode, 174
video settings, 175

Camera button, 4, 26
cancelling new 

messages, 102
CC: messages, 106

cells
formatting, 244
selecting multiple, 242
unfreezing, 243
viewing cell text, 243

Change PIN command 
(Wallet), 220

changing
comment authors, 240
device themes, 32
Kid’s Corner 

permissions, 212
mailbox sync 

settings, 113
passwords, 39
payment methods 

(Wallet), 216-217
pictures, 180

cropping, 182
rotating, 181

PIN (Wallet), 220
profiles, 381
ringtones, 325
screen brightness

automatically, 43
manually, 44

slides, 265
tasks, 165
text size, 50
time zones, 42
Xbox Live bio, 288-289

charts, adding to Excel 
spreadsheets, 247-248

chat
chat status, 417
group chat, 400

Check for Updates 
command (Maps), 370

Check-In command, 414
checking

new mail, 108
tweets, 420

Choose Background 
command (Groups), 397

choosing mailboxes, 380
clearing

map history, 368
maps, 359
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message flags, 98
search history, 375

Clear Map command 
(Maps), 359

clip art, adding to 
messages, 107

closing
notebooks, 273
tabs (Internet 

Explorer), 192
Collection screen (Games 

hub), 283
columns in spreadsheets

hiding, 251
sorting, 245

comments
authors, changing, 240
Excel comments

adding, 239
comment authors, 240
viewing and 

navigating, 241
Facebook comments

adding, 408
viewing, 406-407

Word comments, 
257-258

deleting, 258
navigating, 257-258
viewing, 257-258

Complete command 
(Calendar), 166

completing tasks, 166-167
composing messages, 100
conference calling, 322-323
configuring

alarms, 149
automatic replies, 115
beacons, 300
Camera, 171
chat status, 417
Kid’s Corner, 209-210
LinkedIn, 421-422
mailbox settings, 108
phones

custom settings, 8
how phones 

update, 12

recommended 
settings, 6-8

regions and 
languages, 48-49

Twitter, 418-419
voicemail, 321

connecting
to Facebook, 405
to Google Mail, 77
to Wi-Fi networks, 34
to Yahoo! Mail, 76
to Xbox Music Pass, 132

connectivity
Exchange Server, 74
Microsoft Exchange, 

72-73
contacts

adding, 379-380
calling, 317
deleting, 382
finding with jump 

lists, 383
groups

adding members 
to, 389

creating, 388
deleting, 392
pinning to Start 

screen, 391
removing members 

from, 390
renaming, 391
sending messages to, 

393-394
inviting to rooms, 396
linking, 384-385
pinning to Start 

screen, 384
profiles

editing, 381
viewing, 379

removing from 
rooms, 397

searching, 372, 382
social networking 

settings, 385-387
syncing, 380

content
adding from nonstan-

dard locations, 123

copying from your 
phone to your 
PC/tablet, 127

copying multimedia con-
tent to your PC, 131

displaying 145
controlling background 

music, 138-139
conversations, deleting, 339
Conversation view, 110
Cookies and Website Apps 

option (Internet 
Explorer), 196

Copy command (Word), 255
copying

multimedia content to 
your PC, 131

phone content to your 
PC or tablet, 127

text messages, 340
correcting spelling errors in 

Word, 260
creating. See also adding

appointments, 158-159
contact groups, 388
lists, 275
meetings, 161
notes, 274
rooms, 395
shared notes, 403-404
spreadsheets, 237-238
tasks, 164-165
to-do lists, 277
Word documents, 253

credit card numbers, enter-
ing into Wallet, 216

Crop command (Photos 
app), 182

cropping pictures, 182
customizing

keyboards, 47-48
Internet Explorer, 186
lock screens

Modern interface, 15
using a photo as 

wallpaper, 16-17
ringtones, 326
Xbox Live avatar, 286-288
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D

date and time, 40
changing, 42
setting, 41
sorting pictures by, 177

Day view (Calendar), 153
Deals, 221-226

finding, 222
marking as used, 226
pinning to Start 

screen, 224
reminders, 227
removing, 223
searching for, 224
sharing, 225

declining meeting 
invitations, 162

Delete command
Alarm app, 150
Groups, 392
Microsoft Office Mobile, 

231, 236
People hub, 382
Photos app, 179
PowerPoint, 272
Wallet, 217
Word, 258

deleted messages, 
recovering, 92

Delete History 
command, 375

Bing, 347
Internet Explorer, 195
Maps, 368

Delete Room command 
(Groups), 399

deleting. See removing
destinations, searching 

for, 361
Details screen (Xbox 

SmartGlass), 311
Device Settings screen, 31
device themes, 

changing, 32
dictionary (Word), 260

directions, finding. 
See Maps

Directions icon (Maps), 357
Directory screen (Local 

Scout), 364
disabling

Airplane Mode, 330
alarms, 150
automatic replies, 115
calendars, 163-164
passwords, 40
Wi-Fi, 33

Discover screen (Xbox 
SmartGlass), 310

displaying. See viewing
Display Names By com-

mand (People hub), 387
displays

lightening, 112
resolutions, 4

documents
PowerPoint slides

adding notes to, 264
opening, 261-263
sharing, 268
viewing, 262-263

searching for, 235
Word documents

comments, 257-258
Copy and Paste, 255
creating, 253
finding text in, 256
interface, 254
saving, 259
sharing, 259
spelling errors, 

correcting, 260
text effects, 255-256

domains, 73, 79
double-taps, 24
downloading

app updates, 199
maps, 369
podcasts, 207-208
Xbox music, 205-207

Download Maps command 
(Maps), 369

dragging, 24

E

Eat+Drink screen (Local 
Scout), 362

Edit command
People hub, 381
Wallet, 217

editing. See changing
email

checking for, 108
searching, 373
sending to groups, 393
viewing, 88

emoticons, adding to 
messages, 107

ending phone calls, 318
Excel spreadsheets

AutoSum, 252
cell selection, 242
charts, 247-248
comments

adding, 239
comment authors, 240
viewing and 

navigating, 241
creating, 237-238
filtering, 246
fitting and hiding text, 

249-251
formatting options, 244
formulas, entering, 251
freezing panes, 243
interface, 238
saving, 248
searching, 241
sharing, 249
sorting columns, 245
undo and redo, 247
viewing text in, 243

Exchange Server, 75
connectivity, 72-74
setting up email, 72

Exercise Info setting (Games 
hub), 293
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F
Facebook

comments, viewing, 
406-407

connecting to, 405
Facebook app, 418
Facebook tagging, 416
photos

albums, 411
wall photos, 410

wall posts
commenting on, 408
liking, 408
viewing, 406-407

writing on friend’s 
wall, 409

factory settings, 
restoring, 29

favorites
accessing, 189
pictures, 178
web pages, 188-189

Favorites command 
(Internet Explorer), 189

Feedback option, 57
Feeds filter, 425
File Explorer, 127

adding media, 128-129
copying multimedia 

content to your 
PC, 131

opening, 128
removing media, 130

filtering Excel 
spreadsheets, 246

Filter My Contact List com-
mand (People hub), 386

Find command (Bing), 349
Find Deals command 

(Wallet), 222
finding

apps, 200-201
Deals, 222, 224
directions. See Maps
games

browsing, 304
by genre, 304

searches, 304
Spotlight, 302
your phone, 54-55

items on web pages, 197
text in Word 

documents, 256
Find My Phone, 53-55
Find on Page command 

(Internet Explorer), 197
fitting spreadsheet text, 

249-251
fixing pictures, 183
Fix option (Photos app), 183
flagged messages, 

viewing, 89
flagging messages, 97-98
flash, 5, 172
flicking, 24
folders

SharePoint folders, 235
viewing, 97

Format command
Excel, 244
OneNote, 278
Word, 255-256

formatting
notes, 278-279
spreadsheets, 244

formulas
AutoSum, 252
entering, 251

forwarding messages, 
87, 340

For You screen (Local 
Scout), 363

Free status (Calendar), 160
Freeze Pane command 

(Excel), 243
Friends List (Games 

hub), 293
Friends screen (Xbox 

SmartGlass), 311
friends (Xbox Live)

adding, 297-298
removing, 298

sending messages to, 299
viewing, 294-296

front camera, 5, 173-174. 
See also Camera

G

Game History (Games 
hub), 293

games
browsing, 303
finding by genre, 304
installing, 305
playing, 306
rating, 307
reviewing, 307
searching for, 304
uninstalling, 308

Games hub
accessing, 281-282
friends

adding, 297-298
removing, 298
sending messages 

to, 299
viewing, 294-296

games
browsing, 303
finding by genre, 304
installing, 305
playing, 306
rating, 307
reviewing, 307
searching for, 304
uninstalling, 308

screens, 283-284
settings, 291
Spotlight page, 302
Xbox Live

accounts, 285
achievements, 290
avatar, 286-288
beacons, 300-301
bio, 288-289
joining, 284-285
privacy settings, 

291-294
Xbox Extras, 286
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Xbox SmartGlass
explained, 308
installing, 309
interface, 310-311
using phone as Xbox 

controller, 313
Xbox Guide, 312

geotagging, 169
Get More Games command 

(Games hub), 304
Get Suggestions from Bing 

As I Type option, 196, 
347, 356

getting directions, 358-359
Google Mail, connecting 

to, 77
groups

adding members to, 389
creating, 388
deleting, 392
group chat, 400
pinning to Start 

screen, 391
removing members 

from, 390
renaming, 391
sending messages 

to, 393
Group Text, 341

H

hardware specifications, 3-4
headphone jack, 5
hidden Wi-Fi networks, 35
Hide option (Excel), 251
Hide Posts from Contacts 

I’ve Filtered command 
(People hub), 386

Hide Slide command 
(PowerPoint), 267

hiding
slides, 267
spreadsheet text, 

249-251
high-contrast display, 51

history
browsing history, 190
call history, 370-371
Maps history, 368
Music+Videos hub, 144
search history, 375

Home screen (Xbox 
SmartGlass), 310

I

icons, 14
identifying

new text messages, 333
unread mail, 83

ignoring phone calls, 323
images. See pictures
Images screen (Xbox 

SmartGlass), 311
IMAP4 messaging, 78-79
Import SIM Contacts com-

mand (People hub), 386
indicators, 14, 18-19
installing

apps, 203-204
games, 305
Windows Phone 

software, 9
Xbox Extras, 286
Xbox SmartGlass, 309

interfaces
Bing, 345
Excel, 238
Maps, 356-358
Microsoft Outlook 

Mobile, 82
OneNote, 268-270
People hub, 377-378
Word, 254
Xbox SmartGlass, 

310-311
International Assist, 328
Internet Explorer, 185

browsing history, 190
favorites list, 189
custom settings, 186

searches
overview, 353-354
pinning search engine 

to Start screen, 355
site suggestions, 

355-356
settings, 194-196
tabbed browsing, 

190-192
web pages

adding to 
favorites, 188

adding to Start 
screen, 193

browsing, 187
finding items on, 197
removing from 

favorites, 189
sharing, 192-193
zooming, 187

invitations
responding to, 162
sending, 396

J-K

joining Xbox Live, 284-285
jump lists, 135, 383

keyboards, 44
autocorrect, 47
clearing custom 

suggestions, 46
customizing behavior, 

47-48
languages

removing, 46
setting, 45

soft keyboards, 26-28
keypad, 319
Kid’s Corner, 208-209

launching, 210-211
permissions, 212
setting up, 209-210

Kinect Sharing setting 
(Games hub), 293
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L

languages
configuring, 48-49
keyboards

removing, 46
setting, 45

launching. See opening
Launch Kid’s Corner 

command, 210
lenses (Camera), 173
lightening displays, 112
Like option (Facebook), 408
Link command, 384
LinkedIn

accessing, 422
configuring, 421-422
Feeds filter, 425
posting messages, 424
responding to posts, 423

linking
contacts, 384-385
mailboxes, 108-109

lists
creating, 275
jump lists, finding 

contacts with, 383
To-Do list, 164-168

creating, 164-165, 277
displaying tasks on 

Calendar, 168
editing tasks, 165
viewing and reactivat-

ing completed 
tasks, 167

viewing tasks by 
priority, 168

Live Tiles, 20-21
Local Scout

adding results to 
map, 366

finding locations with, 
362-364

pinning results, 365
sharing results, 366-367

locations, finding. See Maps

Lock screen
adding pictures to, 183
background music, 139
customizing, 16-17
Modern interface, 13-15

M

mail. See email
mail accounts, removing, 80
mailboxes

choosing, 380
linking, 108-109
settings, 108, 113
unlinking, 110

Manage Storage option 
(Internet Explorer), 196

Maps
Aerial view, 359-360
clearing history, 368
clearing maps, 359
downloading maps, 369
getting directions, 

358-359
interface, 356-358
Local Scout

adding results to 
map, 366

finding locations with, 
362-364

pinning results, 365
sharing results, 

366-367
searching for destina-

tions, 361
traffic conditions, 360
updating maps, 370

Mark As Used command 
(Wallet), 226

marking
Deals as used, 226
messages

as complete, 99-100
as unread, 93-94

media
adding, 128-129
removing, 130

meetings
creating, 161
responding to meeting 

invitations, 162
Me icon (Maps), 357
Member Content setting 

(Games hub), 294
Menu icon (Maps), 357
messages

attachments
adding, 103
removing, 105

automatic replies, 115
BCCing yourself, 111
cancelling, 102
CC/BCC, 106
composing, 100
Conversation view, 110
deleting, 90-91
emoticons and clip 

art, 107
flagging, 97-98
forwarding, 87
LinkedIn messages, 

posting, 424
marking

as complete, 99-100
as unread, 93-94

moving, 95-96
opening, 84
priority, 106
recovering deleted 

messages, 92
replying to, 86
sending

to groups, 393-394
pictures, 103
to Xbox Live 

friends, 299
signatures, 111
SMS text messages, 331
writing, 101

Me tile, 412
chatting with friends, 416
checking in, 414
notifications, 417
posting status 

updates, 413
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setting chat status, 417
uploading photos, 415
viewing social 

networking wall, 412
Metro, 13
micro SD card slot, 5
Microsoft accounts, 7, 70

removing, 81
setting up, 71-72

Microsoft Exchange
server connectivity, 

72-73
setting up email, 72
server connectivity, 

74-75
Microsoft Office Mobile

accessing, 230
Excel spreadsheets

AutoSum, 252
cell selection, 242
charts, 247-248
comment authors, 240
comments, 239, 241
creating, 237-238
filtering, 246
fitting and hiding text, 

249-251
formatting 

options, 244
formulas, 

entering, 251
freezing panes, 243
interface, 238
saving, 248
searching, 241
sharing, 249
sorting columns, 245
undo and redo, 247
viewing text in, 243

OneNote notes
adding audio to, 277
adding pictures to, 276
closing notebooks, 273
creating, 274
deleting, 272
interface, 268-270
lists in, 275
opening, 271
pinning to Start 

screen, 273

searching for, 272
sharing, 279
text formatting, 

278-279
to-do lists, 277

overview, 229
Places screen

navigating, 232-234
Places option, 236
searching for docu-

ments, 235
SharePoint folders, 

adding, 235
PowerPoint slides

adding notes to, 264
editing, 265
hiding, 267
moving, 266
opening, 261-263
saving 

presentations, 267
sharing, 268
viewing, 262-263

Recent screen, 231
searching 

documents, 373
settings, 236-237
Word documents

comments, 257-258
Copy and Paste, 255
creating, 253
finding text in, 256
interface, 254
saving, 259
sharing, 259
spelling errors, 

correcting, 260
text effects, 255-256

Microsoft Outlook 
Mobile, 81

folders, 97
interfaces, 82
messages

anatomy of, 83
deleting, 90-91
flagging, 97-98
forwarding, 87
identifying unread 

mail, 83
marking as complete, 

99-100

marking as read/
unread, 93-94

moving, 95, 96
opening, 84-85
recovering, 92
replying to, 86

viewing, 88-89
Microsoft Sync, 331
military time, 42
Modern interface, 13-15
Month view (Calendar), 

156-157
More Details button 

(Calendar), 159
Move Slide command 

(PowerPoint), 266
moving

messages, 95-96
slides, 266
tiles, 22

multimedia content, 
copying to your PC, 131

multiple cells, selecting, 242
music

adding to your 
phone, 121

background music, 
controlling, 138-139

Bing Music, 350-351
playing, 134

albums, 137
artists, 138
in the background, 138
genre, 137
jump lists, 135
Smart DJ, 140-141
Xbox Music Pass, 133

removing, 125
sharing, 140
Xbox music downloads, 

205-207
musical artists, adding to 

your phone, 122
Music, Music Videos, and 

Windows Phone Games 
setting (Games hub), 294
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Music+Videos hub
accessing, 141
background music, 138
displaying new 

content, 145
History screen, 144
playing videos, 142

muting phone calls, 319

N

navigating
comments in Word, 

257-258
Excel comments, 241
Places screen (Microsoft 

Office Mobile), 232-234
Near Field Communications 

sensor, 5
New screen, 145
notebooks, closing, 273. See 

also notes
Note command (Bing), 349
notes

adding audio to, 277
adding pictures to, 276
adding to slides, 264
creating, 274
deleting, 272
formatting, 278-279
lists in, 275
opening, 271
pinning to Start 

screen, 273
searching, 272, 372
shared notes, 279, 

403-404
to-do lists, 277

notifications
enabling, 18
Me tile, 417
Twitter notifications, 420

Notifications screen (Games 
hub), 283

O

Office 365 SharePoint, 234
Office Mobile. See Microsoft 

Office Mobile
OneNote notes

adding audio to, 277
adding pictures to, 276
closing notebooks, 273
creating, 274
deleting, 272
formatting, 278-279
interface, 268-270
lists in, 275
opening, 271
pinning to Start 

screen, 273
searching, 272, 372
sharing, 279
to-do lists, 277

Online Status setting 
(Games hub), 293

Open command (Bing), 349
opening

attachments, 85
Internet Explorer 

tabs, 191
messages, 84
notes, 271

Open Links from Other 
Apps In option (Internet 
Explorer), 196

organizing Calendar, 
163-164

Out of the Office status 
(Calendar), 160

Outlook Mobile. See 
Microsoft Outlook Mobile

P

panes, freezing, 243
passwords, 36

changing, 39
disabling, 40
enabling, 38

Paste command (Word), 255
pasting text message’s 

contents into apps, 341
payment methods (Wallet), 

214-218
adding, 214-215
editing, 216-217
pinning to Start 

screen, 218
removing, 217-218

People hub
contacts

adding, 379-380
adding to groups, 389
deleting, 382
finding with jump 

lists, 383
linking, 384-385
pinning to Start 

screen, 384
searching for, 382

groups, 387
adding members 

to, 389
creating, 388
deleting, 392
pinning to Start 

screen, 391
removing members 

from, 390
renaming, 391
sending messages to, 

393-394
interface, 377-378
profiles

editing, 381
viewing, 379

rooms, 394
accessing, 396
adding members 

to, 396
backgrounds, 397-398
creating, 395
deleting, 399
deleting members 

from, 397
group chat, 400
pinning to Start 

screen, 398
renaming, 399

fresher

fresher
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shared calendars, 
402-403

shared notes, 403-404
shared photos/videos, 

401-402
social networking 

settings, 385-387
permissions (Kid’s 

Corner), 212
phone calls

answering, 323
call waiting, 324
conference calling, 

322-323
to contacts, 317
ending, 318
ignoring, 323
making, 316
muting, 319
returning missed 

calls, 320
speaker phone, 318
talking caller ID, 327
unmuting, 319
voicemail

accessing, 320
configuring, 321

phone numbers, 
transferring, 6

phones
configuring

custom settings, 8
recommended 

settings, 6-8
finding, 54-55
resetting, 29
settings, 11
updating, 10

accessing phone’s 
settings, 11

configuring how 
phones update, 12

Phone Storage, 65-67
photos. See pictures
Photos app, 176. 

See also Camera
adding pictures to 

favorites, 178

adding pictures to Lock 
screen, 183

cropping pictures, 182
deleting pictures, 179
fixing pictures, 183
playing videos, 184
rotating pictures, 181
sharing pictures, 180
uploading pictures to 

SkyDrive, 179
viewing favorites, 178
viewing pictures, 177

pictures. See also Camera
adding to Lock 

screen, 183
adding to notes, 276
adding to your 

phone, 119
backing up, 62
camera settings, 170
cropping, 182
deleting, 179
favorite pictures, 178
fixing, 183
removing, 126
rotating, 181
sending, 103-104
sharing, 180, 401
sorting by date, 177
uploading

to SkyDrive, 179
to social networking 

sites, 415
viewing on 

Facebook, 177
as wallpaper, 16-17
Xbox Live avatar, 

286-288
pinches, 24
pinning to Start

contacts, 384
Deals, 224
groups, 391
Local Scout results, 365
notes, 273
payment 

information, 218
rooms, 398
search engine, 355

Pin to Start command, 355
Groups, 391, 398
Internet Explorer, 193
Microsoft Office Mobile, 

231, 236
People hub, 384
PowerPoint, 273
Wallet, 218, 224

PIN (Wallet), 218-221
changing, 220
removing, 221

Places screen (Microsoft 
Office Mobile)

adding SharePoint 
folders, 235

navigating, 232-234
Places option, 236
searching for 

documents, 235
playing

games, 306
music, 134

albums, 137
artists, 138
genre, 137
in the 

background, 138
jump lists, 135
Smart DJ, 140-141
Xbox Music Pass, 133

songs, 134
videos, 142-143, 184

playlists, 141
Play screen, 135-136
podcasts, downloading, 

207-208
POP3 messaging, 78-79
Post an Update link, 

413, 424
Post command

Facebook, 408
Twitter, 420

posting
LinkedIn messages, 424
status updates, 413

postponing tasks, 166
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posts
Facebook

commenting on, 408
liking, 408
viewing, 406-407
viewing wall 

photos, 410
writing on friend’s 

wall, 409
LinkedIn, responding 

to, 423
power button, 4, 25
PowerPoint slides

adding notes to, 264
editing, 265
hiding, 267
moving, 266
opening, 261-263
saving presentations, 267
sharing, 268
viewing, 262-263

presentations (PowerPoint). 
See PowerPoint slides

privacy, 57, 291-294
profiles

editing, 381
viewing, 379

Profile Sharing option 
(Games hub), 293

Profile Viewing setting 
(Games hub), 294

Programming setting 
(Games hub), 294

providing feedback, 57

Q-R

Quick Status indicators, 
18-19

quick status notification, 
removing, 19

Rate and Review command 
(Games hub), 307

rating games, 307
reactivating tasks, 167

reading text messages, 333
rear-facing camera lens, 5
Recent command (Internet 

Explorer), 190
Recent screen

Microsoft Office 
Mobile, 231

People hub, 378
recovering deleted 

messages, 92
Redo command, 247
regions, configuring, 48-49
Related screen (Xbox 

SmartGlass), 311
reminders for Deals, 227
Remove Beacon command 

(Games hub), 301
Remove command 

(Groups), 397
Remove Friend command 

(Games hub), 298
Remove from Group com-

mand (Groups), 390
Remove from Recent com-

mand (Microsoft Office 
Mobile), 231

removing
alarms, 150
apps, 204
attachments, 105
backups, 60
beacons, 301
comments in Word, 258
contacts, 382, 397
conversations, 339
Deals, 223
groups, 392
known Wi-Fi 

networks, 35
languages, 46
mail accounts, 80
media, 130
members

from groups, 390
from rooms, 397

messages, 90-91
Microsoft accounts, 81

music from your 
phone, 125

notes, 272
payment methods 

(Wallet), 217-218
pictures, 126, 179
PIN (Wallet), 221
quick status 

notification, 19
rooms, 399
search history, 375
text messages, 339
tiles, 23
video, 126
web pages from 

favorites, 189
Xbox Live friends, 298

Rename command 
(Groups), 391, 399

renaming
groups, 391
rooms, 399

replying to messages, 
86, 334

Reset Camera setting, 172
Reset Office option, 237
resetting phones, 29
Reset Your Phone, 56
resizing tiles, 23
Respond button 

(Calendar), 162
responding

to LinkedIn posts, 423
to meeting 

invitations, 162
to tweets, 420

restoring
backups, 63
factory settings, 29

returning missed calls, 320
reviewing games, 307
ringtones

changing, 325
custom, 326

Room command 
(Groups), 395
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rooms, 394
accessing, 396
adding members to, 396
backgrounds, 397-398
creating, 395
deleting, 399
deleting members 

from, 397
group chat, 400
pinning to Start 

screen, 398
renaming, 399
shared calendars

adding appointments 
to, 403

viewing, 402
shared notes, 403-404
shared photos/videos

adding, 401
viewing, 402

Rotate command (Photos 
app), 181

rotating pictures, 181

S

SafeSearch (Bing), 346
Save As command

Excel, 248
PowerPoint, 267
Word, 259

Save Check-In Searches 
and Locations with My 
Microsoft Account to 
Improve Search Results 
option, 387

Save command
Excel, 248
People hub, 380
PowerPoint, 267
Word, 259

Save To command 
(Microsoft Office Mobile), 
231, 236

Save to SkyDrive command 
(Photos app), 179

saving
changes, 37
Excel spreadsheets, 248

PowerPoint presenta-
tions, 267

Word documents, 259
Scout icon (Maps), 357
screen brightness, adjusting

automatically, 43
manually, 44

screen magnifier, 51
screen timeouts, 36-37
SD cards, 66
Search button, 4, 25
Search command

People hub, 382
Wallet, 224

search engine. See Bing
Search icon

Games hub, 304
Maps, 357

searching
apps, 147-148, 201
with Bing

Bing Music, 350-351
Bing Vision, 351-353
interface, 345
overview, 343-344
search process, 

344-345
settings, 346-347
voice searches, 

348-350
call history, 370-371
contacts, 372, 382, 383
Deals, 224
email, 373
games, 304
with Internet Explorer

overview, 353-354
pinning search engine 

to Start screen, 355
site suggestions, 

355-356
with Maps

Aerial view, 359-360
clearing map 

history, 368
clearing maps, 359
destinations, 361
downloading 

maps, 369

getting directions, 
358-359

interface, 356-358
Local Scout, 362-367
traffic conditions, 360
updating maps, 370

Microsoft Office docu-
ments, 235, 373

OneNote notes, 272, 372
search history, 

deleting, 375
search language 

setting, 374
spreadsheets, 241

security, SIM cards, 328
See+Do screen (Local 

Scout), 362
selecting multiple cells, 242
Send a Do Not Track 

Request to Websites You 
Visit option (Internet 
Explorer), 196

Send Email command 
(Groups), 393

sending
pictures, 103-104
text messages, 334-335

with attachments, 337
long text 

messages, 336
to groups, 393
to multiple 

recipients, 336
to Xbox Live 

friends, 299
tweets, 419

Send Text command 
(Groups), 394

server connectivity
Exchange Server, 74
Microsoft Exchange, 

72-73
Set As Lock Screen com-

mand (Photos app), 183
Set New Beacon command 

(Games hub), 300
settings

Bing, 346-347
Calendar, 163-164
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Camera, 170
Auto Upload, 172
configuration 

settings, 171
photo settings, 170
Reset Camera, 172
video settings, 175

Games hub, 291
Internet Explorer, 186, 

194-196
Microsoft Office Mobile, 

236-237
People hub, 385-387
search language, 374
Xbox Live privacy 

settings, 291-294
Share command

Excel, 249
OneNote, 279
PowerPoint, 268
Wallet, 225
Word, 259

Share command (Microsoft 
Office Mobile), 231, 236

Share command (Photos 
app), 180

shared calendars
adding appointments 

to, 403
viewing, 402

shared notes
creating, 403-404
viewing, 404

Share Page command 
(Internet Explorer), 192

SharePoint folders, adding 
to Microsoft Office 
Mobile, 235

sharing
calendars, 402-406
Deals, 225
Local Scout results, 

366-367
music, 140
notes, 279, 403-404
pictures, 180, 401
PowerPoint 

presentations, 268
spreadsheets, 249

videos to rooms, 401
web pages, 192-193
Word documents, 259

Shop screen (Local 
Scout), 362

Show Completed command 
(Calendar), 167

Show Traffic command 
(Maps), 360

signatures, 111
SIM Security, 328
SkyDrive

uploading pictures 
to, 179

viewing contents of, 232
slides

adding notes to, 264
editing, 265
hiding, 267
moving, 266
opening, 261-263
saving presentations, 267
sharing, 268
viewing, 262-263

Smart DJ, 140-141
SmartGlass

explained, 308
installing, 309
interface, 310-311

SMS text messages, 331
social networking

Facebook
albums, 411
commenting on wall 

posts, 408
connecting to, 405
Facebook app, 418
Facebook tagging, 

416
liking wall posts, 408
viewing comments, 

406-407
viewing wall 

photos, 410
viewing wall posts, 

406-407
writing on friend’s 

wall, 409

LinkedIn
accessing, 422
configuring, 421-422
Feeds filter, 425
posting messages, 424
responding to 

posts, 423
Me tile, 412

chatting with 
friends, 416

checking in, 414
notifications, 417
posting status 

updates, 413
setting chat 

status, 417
uploading photos, 415
viewing social net-

working wall, 412
People hub. See People 

hub
Twitter

checking for 
tweets, 420

checking 
notifications, 420

configuring, 418-419
responding to 

tweets, 420
sending tweets, 419
Twitter app, 421

Social Network Sharing set-
ting (Games hub), 293

soft keyboards, 26-28
songs

adding to your 
phone, 121

playing, 134
Sort by Due Date command 

(Calendar), 168
Sort by Priority command 

(Calendar), 168
sorting

pictures by date, 177
spreadsheet 

columns, 245
Sort List By command 

(People hub), 386
speakers, 5
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speaker phone, 318
spelling errors, correcting in 

Word, 260
Spotlight page (Games 

hub), 283, 302
spreadsheets

AutoSum, 252
charts, 247-248
comments

adding, 239
comment authors, 240
viewing and 

navigating, 241
creating, 237-238
filtering, 246
fitting and hiding text, 

249-251
formatting options, 244
formulas, 251
freezing panes, 243
saving, 248
searching, 241
sharing, 249
sorting columns in, 245
undo and redo, 247

Start button, 4, 25
Start screen, 20

adding web pages 
to, 193

Live Tiles, 21
pinning items to

contacts, 384
Deals, 224
groups, 391
Local Scout results, 365
notes, 273
payment 

information, 218
rooms, 398
search engine, 355

tiles
adding, 23
moving, 22
removing, 23
resizing, 23

status of appointments, 160
status updates, posting, 413

Store app, 198-199
downloading app 

updates, 199
finding apps, 200-201
installing apps, 203
podcast downloads, 

207-208
removing apps, 204
viewing apps, 202
Xbox music downloads, 

205-207
switching

between keyboard 
languages, 45

tabs (Internet 
Explorer), 191

syncing contacts, 380

T

tabbed browsing, 190-192
tabs (Internet Explorer)

closing, 192
opening, 191
switching, 191

talking caller ID, 327
taps, 24
tasks

completing, 166-167
creating, 164-165
displaying on 

Calendar, 168
editing, 165
postponing, 166
reactivating, 167
viewing by priority, 168

tentatively accepting 
meeting invitations, 162

Tentative status 
(Calendar), 160

text
formatting in notes, 

278-279
spreadsheet text, fitting 

and hiding, 249-251
text size, adjusting, 50

Word documents
Copy and Paste, 255
creating, 253
finding text in, 256
interface, 254
text effects, 255-256

Text command (Bing), 349
text messages, 331-332

backing up, 61
backups, 341
conversations, 

deleting, 339
copying, 340
deleting, 339
forwarding, 340
Group Text, 341
pasting contents into 

apps, 341
reading, 333
replying to, 334
sending, 334-335

with attachments, 
337-338

long text 
messages, 336

to multiple 
recipients, 336

sending to group 
members, 394

themes, 32
tiles

adding, 23
arrangement, 22
moving, 22
removing, 23
resizing, 23

time zones, changing, 42
To-Do list, 155, 164-168

completing tasks, 
166-167

creating, 277
creating tasks, 164-165
displaying tasks on 

Calendar, 168
editing tasks, 165
postponing tasks, 166
viewing and reactivating 

completed tasks, 167
viewing tasks by 

priority, 168
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Together screen (People 
hub), 378

touch and hold, 24
touch gestures, 24
traffic conditions 

(Maps), 360
transferring phone 

numbers, 6
Try option (Store), 203
tweets

checking for, 420
responding to, 420
sending, 419

Twitter
checking for tweets, 420
checking 

notifications, 420
configuring, 418-419
responding to 

tweets, 420
sending tweets, 419
Twitter app, 421

U

Undo command, 247
unfreezing cells, 243
Uninstall command, 

204, 308
uninstalling games, 308
unknown file types, 

opening, 85
unlinking mailboxes, 110
unmuting phone calls, 319
unpinching, 24
Upcoming screen (Local 

Scout), 364
Update All button, 199
updates, downloading, 199
updating

maps, 370
phones, 10

accessing phone’s 
settings, 11

configuring how 
phones update, 12

uploading
photos to social net-

working sites, 415
pictures to SkyDrive, 179

USB ports, 5
Use Address Bar Button For 

option (Internet 
Explorer), 195

Use My Location command 
(People hub), 387

Use My Location slide bar 
(Bing), 346

Use SmartScreen Filter 
to Help Protect Against 
Unsafe Websites option 
(Internet Explorer), 196

V

verifying message 
priority, 106

vibration, enabling, 325
video, removing, 126
Video and Music Status 

(Games hub), 293
Video Communications set-

ting (Games hub), 293
video light (Camera), 176
Video mode (Camera), 174
videos

adding to your 
phone, 120

backing up, 62
Camera settings, 175
playing, 142-143, 184
sharing to rooms, 401

View Cell Text command 
(Excel), 243

viewing
tasks on Calendar, 168
apps in Store, 202
cell text, 243
comments in Word, 

257-258
Excel comments, 241
Facebook comments, 

406-407

Facebook photos
albums, 411
wall photos, 410

Facebook posts, 406-407
favorite pictures, 178
flagged messages, 89
folders, 97
hidden columns, 251
Maps aerial view, 

359-360
new mail, 88
pictures, 177
PowerPoint slides, 

262-263
profiles, 379
shared calendars, 402
shared notes, 404
shared photos/

videos, 402
SkyDrive contents, 232
tasks by priority, 168
urgent mail, 88
Xbox Live friends, 

294-296
views (Calendar), 153-157

Agenda, 154
Day view, 153
Month view, 156-157
To-Do, 155

Voice and Text setting 
(Games hub), 293

Voice Data Collection 
(Games hub), 293

voicemail
accessing, 320
configuring, 321

voice searches (Bing), 
348-350

volume button, 4, 26

W

Wallet, 213-214
Deals, 221-226

finding, 222
marking as used, 226
pinning to Start 

screen, 224
reminders, 227
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X-Y-Z

Xbox Extras, 286
Xbox Guide, 312
Xbox Live

accounts, 285
achievements, 290
avatar, customizing, 

286-288
beacons

explained, 300
removing, 301
setting, 300

bio, modifying, 288-289
friends

removing, 298
sending messages 

to, 299
viewing, 297-298

joining, 284-285
privacy settings, 291-294
Xbox Extras, 286
Xbox SmartGlass

explained, 308
installing, 309
interface, 310-311
using phone as Xbox 

controller, 313
Xbox Guide, 312

Xbox Music Pass, 132
connecting to your 

phone, 132
music downloads, 

205-207
playing music, 133

Xbox screen (Games 
hub), 283

Xbox SmartGlass
explained, 308
installing, 309
interface, 310-311
using phone as Xbox 

controller, 313
Xbox Guide, 312, 313

Yahoo! Mail. connecting 
to, 76

zooming web pages, 187

removing, 223
searching for, 224
sharing, 225

payment methods, 
214-218

adding, 214-215
editing, 216-217
pinning to Start screen, 

218
removing, 217-218

PIN, 218-221
changing, 220
removing, 221

wallpaper, 17
Bing, 17
photos as, 16-17

wall photos (Facebook), 
viewing, 410

wall posts (Facebook)
commenting on, 408
liking, 408
viewing, 406-407
viewing wall photos, 410
writing on friend’s 

wall, 409
web browser. See Internet 

Explorer
web pages

adding to favorites, 188
adding to Start 

screen, 193
browsing history, 190
browsing, 187
favorites list, 

accessing, 189
finding items on, 197
removing from 

favorites, 189
sharing, 192-193
tabbed browsing, 190-192
zooming, 187

Website Preference option 
(Internet Explorer), 195

What Can I Say command 
(Bing), 349

What’s New screen (People 
hub), 378

Wi-Fi
connecting to 

networks, 34

enabling/disabling, 33
removing known 

networks, 35
Windows Explorer. See File 

Explorer
Windows Phone software, 

117-118
adding

albums to your 
phone, 121

content from nonstan-
dard locations, 123

musical artists to your 
phone, 122

photos to your 
phone, 119

songs to your 
phone, 121

videos to your 
phone, 120

copying phone content 
to your PC or 
tablet, 127

installing, 9
photo interface, 124
removing

music from your 
phone, 125

pictures, 126
video, 126

setting up, 10
Word documents

comments, 257-258
deleting, 258
navigating, 257-258
viewing, 257-258

Copy and Paste, 255
creating, 253
finding text in, 256
interface, 254
saving, 259
sharing, 259
spelling errors, 

correcting, 260
text effects, 255-256

Wrap Text feature 
(Excel), 250

Write on Wall command 
(Facebook), 409

writing messages, 101
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