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Many people have more than one computer these days: a desktop computer at home, a

notebook or tablet for when you are away, and a smartphone. You can use each of these devices to:

· Send and receive e-mail.

· Check and record information about your

· contacts, the people you interact with.

· Add or check appointments on your calendar.

· Make or consult to-do lists or notes.

However, for them all to be fully useful, you have to be able to access the same e-mails, contact information, calendar appointments, and notes on every device so they are always available wherever you are.
The Windows 10 Mail, People, Calendar, and OneNote apps make synchronizing this

Information on your computers and phone easy, free, and automatic. All you have to do is use the same Microsoft account (a Microsoft e-mail address and password) to log onto all your Windows 10 devices and be connected to the Internet.

You can receive an e-mail on your desktop computer and reply on your notebook or phone. If you delete the message on your tablet, it will be deleted on all your devices.

You also can add an appointment to your calendar on your phone, and it will appear on your calendar on your desktop and notebook computer. Add a new contact in People on your desktop computer, and it will be with you on your notebook, tablet, and phone.

In addition, apps for Microsoft Mail, People, Calendar and OneNote are available for Android phones, iPhones, and iPads, so you can stay in sync on those devices also. Windows 10 phones have all these apps, but few Windows 10 phones are in service.

You can even make the Microsoft Office version of Outlook 2016 synchronize your mail, contacts, and calendar on all the Windows 10 computers, notebooks, and tablets where you install it. To accomplish this, you must log onto each device with the same Microsoft account and make your Microsoft e-mail account the first e-mail account you add to Outlook. This makes Microsoft Office 365 Home for five computers a good deal if you prefer the Outlook 2016 interface for mail, contacts, and calendar.

An important requirement makes this syncing work. The first email account in the Mail app must be the Microsoft e-mail account that you will use to log onto all the devices you want to keep in sync. This first e-mail account controls syncing and cannot be changed or deleted. No Delete option exists for it.

Here’s the key point: The e-mail address and password that you use when you initially set up Windows 10 becomes the first e-mail address in Mail. Therefore, you must use the same Microsoft e-mail address and password (the same Microsoft account) when you initially set up Windows 10 on each computer and phone on which you want to

sync your Mail, People Calendar, and OneNote apps.

For these reasons and more, you should have a Microsoft e-mail address and password (a Microsoft account) before you set up a new Windows 10 computer or upgrade to Windows 10.

To create your Microsoft account, go to www.outlook.com and sign up for an e-mail account. If you already have a Hotmail, MSN, or outlook.com e-mail account, you can use that.

Use this e-mail address and password, your Microsoft account, when you set up and first logon to all your Windows 10 devices. You have nothing to lose and a lot to gain by doing this.

If you change your mind and do not want to use your Microsoft account to log onto your computer, you can change to a local account at any time.

