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Switch your 
email address
Don’t feel stuck with your internet provider because you have an email account with 
them — move to a free webmail service, without losing a single contact or message

Google, Microsoft, Apple and Yahoo! are the four main 
webmail providers. Each service offers the same basic 
features, with different folders for your inbox, sent mail 
and drafts, plus built-in tools to filter spam and a place 
to store and manage your contacts. 

All four webmail services also tie into other services 
from the same provider, all of which are free. These 
may include instant messaging, cloud-based storage 
for your photos and documents and a calendar where 
you can keep track of events and appointments. 

Q Why should I switch  
my email address?

A  Many people stick with an internet 
service provider they’re not happy 

with simply because they have an 
email address with them. Switching to 
webmail can leave you with a service 
that has more features and is easier 
to use. What’s more, you won’t be tied 
to your ISP anymore, making it easier 
to switch providers whenever you like.

Q Do I have to use webmail 
through a browser?

A You can use an email program 
such as Outlook to access your 

webmail account, but we wouldn’t 
recommend doing this. It’s far easier  
to open a web browser, type in your 
webmail provider’s address, and log 
into your account. You can use this 
method on a tablet or phone, though 
it’s easier to use an app (see p39).

Q Can I keep my old 
emails and contacts?

A Yes – if you’ve been using an 
email program such as Outlook, 

Windows Mail or Windows Live Mail, 
any emails and contacts stored on your 
PC can remain on your PC. Even better, 
you can export contacts and emails 
from your old email address and 
bring them to your webmail address, 
so you don’t need to lose a thing.

Q Will webmail  
always be free?

A Google, Microsoft, Yahoo! and 
Apple are all fighting to build  

as big a user base as possible, in the 
hope that you’ll then spend money  
on add-ons such as cloud storage  
or music streaming. They also make 
money through targeted adverts. It’s  
in their interests to keep their webmail 
services free so you remain a customer.

Q Is webmail safe 
and secure to use?

A It’s safe and secure. The big 
webmail providers have learnt 

that trust is all-important, that security 
needs to be tight and that users will 
desert a service if they can’t control 
spam. They’ve invested large sums into 
protecting their services with additional 
measures, from blocking spam to 
spotting scam emails and viruses. 

Q Will my new email work 
on my phone or tablet?

A Yes – one of the strengths of 
webmail services is that they work 

so well with smartphones and tablets. 
As all your email is kept on the webmail 
server, everything is accessible from 
your computer, smartphone or tablet. 
Android, iOS and Windows Phone have 
built-in support for Gmail, Outlook.com, 
iCloud Mail and Yahoo! Mail. 

Q What’s different about 
a webmail address?

A Webmail services, run by 
the likes of Google, Microsoft, 

Yahoo! and Apple, are free to use. 
They’re designed to be accessible 
from pretty much any device that 
can browse the web. You can access 
your inbox from anywhere and use 
your email account regardless of 
who provides your home internet.

Q Will emails sent to my 
old address get lost?

A If you leave your old email 
account inactive for a period, 

your ISP (or ex-ISP) may close it, but 
some may leave it open indefinitely. 
You can set up your new webmail 
account so that it captures emails 
sent to your old email address.  
It’s still sensible to ask your contacts 
to use your new webmail address.

Gmail

Google’s service is a tried 
and tested favourite, with 
room for thousands of 
emails. One of its virtues 
is it uses Google’s Search 
expertise; type a name,  
a subject or some half- 
remembered text into the 
search bar, and Gmail will 
find any relevant emails. 

You can label emails  
to group them together 
or let Gmail do it for you. 
The anti-spam tools are 
effective. It’s the obvious 
choice if you own or plan 
on buying an Android 
tablet or smartphone, 
and with 15GB of space 
for email and files, you’re 
getting a lot for free. 

It has a bland interface, 
but you can customise 
it. Google’s systems also 
scan your email to better 
target advertising to you, 
which can feel intrusive.

Pros Reliable, handles 
lots of email, intelligent 
email sorting.

Cons A somewhat dull 
interface, can lead to 
intrusive advertising.

Outlook.com

Outlook.com has replaced 
Hotmail as Microsoft’s 
webmail service. It’s easy 
to navigate between your 
inbox and any other mail 
folders, or set up new 

mail folders to organise 
your email. 

It’s simple to insert 
photos into emails as you 
write them, or share files 
and folders you’ve stored 
on Microsoft’s OneDrive 
cloud storage service. 
Plus, if you’re a Skype 
user, you can send instant 
messages without leaving 
your inbox. 

Outlook.com can’t 
match Gmail’s auto-sorting 
features, and the 
advertising banners can 
be obtrusive. Like Gmail, 
Outlook.com gives you 
15GB of storage space.

Pros Clean interface, 
familiar Windows look 
and feel, easy to add 
folders, Skype support.

Cons Gmail’s search 
and sorting tools 
are better, obtrusive 
advertising.

Yahoo! Mail

Yahoo! Mail has been 
refreshed, and no longer 
looks like Gmail’s poor 
relation. It’s very similar  
in terms of the interface, 
with auto-sorting features 
(Smart views) to show 
you, for example, your 
unread email or travel-
related email at a glance.  

Yahoo! makes it easy 
to report phishing scams 
or spam, with a dedicated 
button in the toolbar  
at the top. Best of all,  
it flattens competitors 
with the storage space 
for email – a whopping 
1TB is provided for free. 

Many of its features are 
basic, and it’s neither as 
polished as Outlook.com 
nor as powerful as Gmail. 
It’s also annoying to see 
adverts either above the 
emails or taking up space 
on the right-hand side. 

Pros Easy to use, good 
spam-reporting features, 
useful smart views, 
lots of storage space.

Cons Basic features, 
intrusive adverts.

iCloud Mail

iCloud Mail, the webmail 
component of Apple’s 
cloud-storage service, 
takes over from the old 
Mac.com and MobileMe 
services. As a result, it’s a 
natural choice for anyone 
with an iPad, iPhone or 
Mac computer. To make 
full use of Apple devices 
and keep them backed 
up, you’ll need an iCloud 
account anyway. 

The browser-based 
interface is clear and 
easy to use. You can 
organise emails folders 

and flag messages. 
On the downside, you 
only get 5GB of space 
to store your emails, 
and while iCloud Mail has 
decent search features, it 
doesn’t have the powerful 
sorting tools or the 
instant messaging extras 
of Gmail or Outlook.com.

Pros Looks good, easy 
to use, works innately 
with iPads, iPhones 
and Mac computers.

Cons Limited features, 
not much storage space.

Webmail providers compared
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 5 Transfer your contacts
Contacts should transfer automatically. To check, 
click the squares icon in the top-left of your Inbox, 

then click People. You can also add contacts here from 
Skype, Yahoo! and Google. To import contacts manually 
from Windows Live Mail, for example, open the program, 
click Contacts, then Export. Select Comma Separated 
Values (.CSV) and save the file. In Outlook.com, go to 
People, click Start import, then Windows Live Mail.  
Click Choose file, locate your .CSV file, then click Upload.

 1 Sign up for your free account
Here, we’re using Outlook.com, but you could use 
Gmail, Yahoo! Mail or iCloud Mail instead. Head to 

Outlook.com and click the Sign up now link next to Don’t 
have a Microsoft account? Enter your name, the email 
address (username) you want to use and a password.  
Your preferred username may already be taken, so you 
may need an alternative, or select one of Outlook.com’s 
suggested options. Click the Create account button at  
the bottom, and you should now have a webmail account.

 7 Register your new address
If you use online stores or web-based services,  
visit their websites, sign in and look for options  

to update your account or settings. Look for options to 
change your email address, then enter the new one in  
the box provided. In some cases, a confirmation email  
may be sent to your old address for verification, so  
make sure you have some way of accessing your old 
email before you close any accounts or abandon them.  
Try and be organised about it. Make a list of every  
account you need to update, and then update them.

 3 Import your old emails
In Outlook.com, click Settings ( ) then Options. 
Click Import email accounts under Managing  

your account. Click Other email provider, then enter  
your old email address and password. Now click Import.  
If this doesn’t work, click Advanced options and add any 
more details requested. If your old ISP provided you with 
settings for their IMAP server, enter these. If your old ISP 
used POP3 accounts, click My provider doesn’t support 
IMAP, then click the button next to Import from POP3  
by adding your account to Outlook.com and click Next. 

 6 Send out a change of address email
Even if you’re still getting mail from your old 
address, your existing contacts need to know 

about your new one. It’s best to send one mail from your 
old ISP address to inform them of the change, then follow 
it with an email from your new address. If you don’t want 
your contacts to see each other’s email addresses, put 
your own new address in the To: box then click the Bcc 
link and add your contacts there. They will be copied into 
the email, but won’t be able to see each other’s details.

 2 Save or migrate your old emails
You can leave your old emails saved in your old 
email program, but it’s better to migrate them into 

your new account, so they’re all in one place. Many ISPs 
use ‘email protocols’ to transfer emails from their servers 
to your PC, where you read them on an email program 
such as Outlook or Windows Live Mail. In most cases, this 
protocol is called IMAP4, though some use an alternative, 
POP3. To import your old emails to your new account, 
contact your ISP to find out if they use POP3 or IMAP4. 

 4 Redirect emails to your new address
You can ask Outlook.com to pull in new emails that 
go to your old email address. Go to Settings ( ) 

Options > Your email accounts. Next, click Add a send- 
only account. Enter your name, your old email address 
and your old password, then click Next. Again, Outlook 
might do everything automatically, or it might need some 
help. If so, click Advanced options and add any details 
given to you by your old ISP. If these weren’t given to 
you, you can often find these on the web – search for your 
ISP and ‘server settings’ (eg ‘BT Internet server settings’).

Step by step

Swap your old email address for a webmail account
There are a few steps involved in switching email address, but it’s time well spent to free yourself from an ISP email address.

 8 Connect your phone or tablet
It doesn’t matter which webmail service you use  
or which smartphone you have – simply launch  

the mail app on your phone 
or tablet and you’ll be 
able to connect to your 
new webmail account 
with absolute ease.  
On an Android device,  
for example, the Email 
app takes you through  

a step-by-step account 

setup wizard, where you 

type in your username 

and press Next, then 

your password and 

press Next, and the app 

sets the rest up for you. 

Alternatively, Outlook.

com and Gmail both have 

their own dedicated iOS 

and Android apps that 

you can install and run  

on your device for free.


