E-MAIL TIPS

Outlook Express - Managing Your Account (DG)

You can easily manage your Outlook Express e-mail by creating rules to automatically delete junk mail, sort messages, and forward mail. To set up rules, follow these steps:

Choose Tools, Message Rules, Mail.

The New Mail Rule dialog box appears.

Click in a check box to set a Condition for the rule.

Click in a check box to select an Action for the rule.

In the Rule Description area, click the link (the colored text, such as Contains Specific Words), and fill in the specific information for the rule

in the dialog box that appears.

For example, if you type sale, then all e-mail containing that word in the subject line would move to another folder).

Fill in the Name of the Rule text box with a name that you can recognize, and then click OK.

Using a Business Card in Outlook Express (DG)

There are many complicated ways to create and send electronic business cards (sometimes called vCards), but this one in Outlook Express has to be the easiest.

In Outlook Express, click File, New, Contact.

Fill out a Contact entry for yourself.

Click OK.

You now have an entry for yourself in your Contacts list.

In Outlook Express, click the Addresses icon.

The Contacts list (Outlook Express calls it an Address List) appears.

Click your entry, and then click File, Export, Business Card (vCard).

You see the Export dialog box.

Pick a good location for the vCard, and then click Save.

Click File, Close or click the Close button to exit the Address Book.

When you want to attach a vCard to a message, start the message, navigate to the vCard location, click the vCard, and drag it to the message.

It's very easy to do this if the vCard is on the desktop; you merely click the vCard and drag it over the Windows taskbar button for your message.

Hover for a second -- the message opens, and you can drop the vCard into the message.

Pick up Your E-mail from any computer, anywhere in the world

Sue Crane, Big Bear Computer Club, CA

Sue.crane@charter.net

Your e-mail messages are held on the server of the company you've contracted with for Internet service until you log in and pick up your messages.  You can pick up your e-mail messages when you are away from home, too.  Many Internet service providers have a link on their web page that allows you to pick up your mail from any computer that is connected to the Internet.

You can also use a service called Mail2web.com.  Simply go to their web site and log in with your e-mail address and password and you will see all e-mail messages you have not retrieved.  If you want to save the messages, do not delete them from the server.

