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4 Introduction

When the Postman rings twice...

...then you probably still livein the good old
world of “snail mail.” But these days, letters and
even packages can be delivered using only
digital means. The magic word isn't “snail

mail,” but “e-mail”; electronic mail. This means
of communication is quicker, safer, more
reliable, and much cheaper than the traditional
post. If you're using e-mail, it doesn't matter if
you're sending the “mail” a couple of houses
down the street to Jane Smith, to Eric Karlsonin
Stockholm, or to Gina Tiraldi in Honolulu.
Under the most favorable circumstances, you'll
pay only aminimal charge to send this message
(and at the same time send other e-mail
messages or retrieve e-mail messages that are
waiting for you). But the fun doesn’t end with e-
mail! In this booklet, I'll aso show you how to
use Outlook Express to sniff around in the
discussion groups found on the Internet.

- You say that you have no precise idea how
- Outlook Express functions and what you' re
- supposed to do? No problem —in this bookl et

- 1’1l teach you everything you need to know to be

- asuccessful e-mail and Usenet user! And Il
- even include some tips for more advanced
i readers.

Where can | get Outlook Express?

Thefirst piece of good news: Outlook Expressis
free. It comes with Internet Explorer 5. And now
the second piece of good news: if you've
installed Windows 98, you' ve aready got
Outlook Express sinceit is automatically
installed by Windows 98.

Do you have the newest version of Outlook
Express, Outlook Express Version 5? If you
have a dightly older edition of Windows 98
(produced before the first quarter of 1999), then
you probably have Version 4, since at that time
Windows 98 shipped with Internet Explorer 4.0

I highly recommend Internet Explorer
Version 5.

You can get the newest version of Internet
Explorer from the CDs included with computer
magazines or from www.microsoft.com.

Prerequisites for this Booklet

What prerequisites do you need for this booklet?
You should aready know alittle bit about
Windows, especially about files, folders and the
Windows Explorer. KnowWare produces
booklets on al of these topics.

I'll show you everything else you need to know
step by step, from how to set up your e-mail
account to how to send your first e-mail. I'll
even touch upon the installation of the modem
or ISDN device.

About the Author

I’m 32 years old. Since Fall 1996 I’ ve been
working as a freelance author and writing books
and newspaper articles about Microsoft Office,
the Internet, and programming. My biggest
»hammer* is 945 pages long and bears the title
» 1he Best Office 2000 Secrets.”

- Thusfar I’ ve published the following booklets
- with KnowWare: “Getting Around Your PC,”

- “Word 2000 for Beginners,” “PowerPoint 2000
- for Beginners,” “Word for Students,” and

. “Homepages for Beginners.” The last two titles
i have since appeared in updated editions.

In addition, | give courses on Windows, Word,
Excel, Access, creating home pages, searching
on the Internet, and programming with
JavaScript at the Volkshochschule Berlin-
Friedrichshain.

Service Page for this Booklet

You' ve got a question about this booklet?
You've found an error? The sequence of stepsis
unclear? Please have alook at the service page
for this booklet, which you”| find at
www.lexi.de/outex5.htm. You'll also find my
home page there at www.lexi.de!

I, Johann-Christian Hanke, wish you much
enjoyment and success with Outlook Express 5!

- P. S. Thanks to Maria-Brigitte and Wolfgang for
: proofreading. | apologize for any errors, which
. may have crept into the text despite our best

- efforts to eliminate them.
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Outlook or Outlook Express

The Difference between Outlook and Outlook Express

Before we begin, let’s clear up acommon
misconception. For many computer-savvy
people confuse Outlook and Outlook Express.
And it's no wonder, since Microsoft paved the
road to confusion by giving two different
programs such similar names. It's a scandal!

Here, right up front, is the most important
realization:

Outlook Express is not Outlook!

Two Teams, Two Programs

Outlook Expressis, as mentioned above, the e-
mail and news program that comes with
Windows and/or Internet Explorer from Version
4 onward. Thusit isaso-called e-mail client and
newsreader in one. As you' ve probably guessed
aready, this booklet will concern itself with
Version 5.

Outlook, by contrast, belongs to the Microsoft
Office Suite. You can get it, for example, ina

bundle with Word, Excel, and the other Office
programs. You can also purchase it separately;
the price would probably be $100-150.

Outlook iswell worth the price, asit’s a program
that can do nearly everything! In technical

terms, itsaPIM, a, apersona information
manager. You can use it to manage your
calendar, produce reports on the activities of
your co-workers, send faxes, create and
administer a comprehensive address database,
and much more!

But — and here’s where the similarities begin —
Outlook is also an e-mail program. Using it is
different than using Outlook Express.

- Outlook and Outlook Express not only subscribe

- to different server philosophies, they were also
- programmed by different development teams.

Which is better?

Just in case you have both programs on your
computer and you can’'t decide between them,
which one should you use? Here are my tips:

If you're just looking to handle your e-mail, I'd
recommend Outlook Express. The degree of
functionality of Outlook Expressisjust a bit
below that of Outlook. And | find Outlook
Express much easier to use than Outlook. If you
want to venture into the world of discussion
groups on the Internet (Usenet), you must use
Outlook Express since Outlook won't take you
there.

- Outlook does have a command VIEW/GO :
. TO/NEws. But if you use this command, you're
- actually going out of your way to call up :
i Outlook Express.

Irreplaceable as a Calendar

But if, by contrast, you' re seeking areally cool
calendar program with all the bells and whistles,
you'll love Outlook. Its capabilities are truly
phenomenal.

KnowWare a so publishes a booklet on Outlook
- 2000. |

Asafax program, however, | can’t recommend
Outlook. Any fax program that comes with a
modem or ISDN device is almost guaranteed to
be better than the “test version” of Winfax that
comes with Outlook.

Can the Two Co-Exist?

Absolutely! Outlook and Outlook Express even
like each other and can be installed seamlessly
in parallel. On page 52 I'll show you, for
example, how you can link the Outlook and
Outlook Express address books with one another
and how you can make a program your default
e-mail application.

© Johann-Christian Hanke: E-Mail with Outlook Express 5 - 11-11-00 - 00:29



6 Modem or ISDN

You’'ll Need This: a Modem or ISDN Device

Before you can log on to the Internet, you'll
need some additional hardware. In layman’s
terms: for “classic access’ you'll need a modem,
or, if you're atechnophile, an ISDN device.

- Naturally you' Il need an ISDN device only if

- you've aready got adigital ISDN connection

- from your telephone company. The advantage:
- you can surf and telephone simultaneously

- through two connections. In addition, the

- connection to the Internet is somewhat faster; in

- particular, the connection to your Internet

- service provider should be extremely fast and
- practically seamless. The disadvantage: you'll
- need more expensive telephones and special

- devices. ISDN is offered by various telephone

i companies, so check with your local provider(s).

First I’ll show you how to install amodem since
most computer users are still working thorugh a
normal analog telephone connection. My tips for
setting up an ISDN connection will follow
shortly thereafter.

Cable, ADSL, Plug, or Satellite?

Let’stake a short detour! For at thispoint in
time there are several Internet technologies
emerging: I’ ve named ADSL (asynchronous
digital subscriber line) or you can get a
connection through a cable modem or satellite.
Some of the big energy suppliers are even
making attempts at “plugging into the Internet”
as| write this.

All of these new possibilities have one thing in
common: as arule, they will allow you much
faster access than the more usual modem or
ISDN options. But the downside is that they
require more technology — the additional
installation of a satellite dish, for example.

Most of these kinds of connections are still in
their experimental or beginning stages. The most
widely availableis probably ADSL, ASL for
short, which various telephone companiesin big
cities have been offering for awhile now.

Hughes Network Systems’ DirecPC can offer
you a satellite connection to the Internet if you
livein the U.S. At the moment, thisis the only

satellite provider in operation in the U.S., but
thisislikely to change in the very near future.

If you'd like to sign up with one of these new
service providers, just look at the adsin
computer magazines or your local newspaper.
When you'’ re setting up your connection, be sure
to follow the instructions you get from your
provider, for there are significant differences
from case to case.

Let one thing be said here: if you'rejust trans-
mitting e-mail, speed is hardly an advantage.
Only if you're sending large attachments (the
“electronic packages’) will you notice areal
difference with afast connection.

You must decide for yourself whether or not
the extra money and effort will pay off.

Installing a Modem

You' re not keen on experimenting and you' d
like to get onto the Internet as quickly and easily
as possible? You' ve got anormal (analog)
telephone connection? Then let’s begin with a
good old modem!

I’d recommend a fast modem, which these days
means one that conforms to the so-called V90
standard. Just about any modem you buy now
will suffice. Internal devices are usualy abit
cheaper, but external devices are more practical;
if “the connection hangs,” you can shut them off.
External modems begin at about $50.

- A modem is a device with which you connect

- your computer and telephone connection. It

- transforms digital computer signals into analog
- ones, since only analog signals can be trans-

- mitted over the analog telephone network. A :
: modem at the other end of the connection (at the
- service provider —we'll get to thisinaminute) |
: transforms the signal's back into digital data.
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Modem or ISDN 7

Connecting the Modem

Let'slook a moment at how to connect the
modem and the tel ephone connection.

It'sreally simple! You'll plug one end of the
wire into the telephone jack in your wall and the
other into modem attached to your PC. Or if
you' ve got a so-called USB modem, you'll plug
the wire into the USB port on your computer
instead.

- Be aware, however: only newer computers (built :
- after 1997/98) are USB compatible. You :
- wouldn’t be the first person to proudly carry a
- USB modem home and, in the end, be ableto do
i nothing at all withit. i

Installing Drivers

In order for your modem to work, it needs a
driver. The driver isthe program that “ drives’
the device.

And here’'s where Windows makes your life
really easy. You connect your modem, plug it in,
and turn your computer on. Upon startup, the
computer will recognize the new device
automatically and search for the installation CD.
Menus will lead you through the rest of the
process step by step.

This service is called Plug and Play.

But what if Plug and Play fails you? Or the
modem isn’t functioning properly? Then you
must proceed differently! You'll haveto do it
manually! |s your modem connected and
switched on? Great!

2 Atsome point you'll be asked to type your
area code into a dialog box. As soon as the
“location” question is clarified, click NEXT to
continue.

3. You'll see a dialog box that pertains to the
installation of a new modem. Check the box
next to DON'T DETECT MY MODEM (I'LL SELECT
IT FROM A LIST). Warning: if you already have
a standard modem installed, you'll need to
click the ADD button first!

Install New Modem

Click the manufacturer and model of vour moden. fyour modern is not listed, orif
y0u hawve an installation disk, click Hawve Disk.

Manufacturers: Models

d Hayas Optima 288 % FC + FAX (UK d
Hayes Optima 2866 W.FC + FAX

N e Optima 336 + Fax for PCMCIA
Heyes Optima 336,34 + FAK + Voice

Hidem Technology

Hawyes Optima 3366 V.34 + FAX + Vaice PnP 1
Hayes Optima 96
Haves Optima 96 + FAXIE ﬂ

Hawe Disk.

< Back MNext > Cancel ‘

= g @ F=
LiveUpdate Mail Microsoft
Control Mail Po...
Panel ) @
Mouse Multimedia
Modems
Installs a new
modem and changes |
modem properties, % %
j Network aDBC oDBC

1 Select START/SETTINGS/CONTROL PANEL.
You'll see an identically-named window.
Double-click on the MODEMS icon.

4 Click NexT. You'll see a dialog box that

offers you a long list of choices. Often on
the left side of this box you’ll see the correct
manufacturer of your modem listed, but not
always the correct model. This is because
Windows 98 doesn’t ship with all drivers.

5 Here, you should forego Windows 98'’s kind
offer to provide a driver for you. You're
better off clicking on the DISKETTE button
(yes, even if you're using a CD).

6 Now you'll be asked to insert the diskette or
CD. Click Next. (If the driver isn’'t found
now, just click the BROWSE button. Here you
can specify the relevant drive and folder,
just as you would in a word processor).

7 On the list that appears now, select your
modem type. Click on it and click NExT. On
the next dialog box you'll specify how the
modem is connected. You'll be installing a
“classic modem” connected to the serial
port, the so-called COM port. Click NEXT
again. Depending on your modem type, you
may see further dialog boxes that you'll
need to confirm.
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8 Modem or ISDN

At any time you can call up the Control Panel
and double-click the Modemsicon. Thisis
whereyou'll see al installed modems listed. Do
you want to set specific parameters? Then click
on your modem and click the PROPERTIES
button.

Communicating with Modem. This may take a
few minutes.

If you'd like to perform a quick test to see if

- your modem is working, click the DIAGNOSTICS

i tab. The DETAILS tab will start running a test.

Also not impossible: ISDN

ISDN? That will work too! Recently the manu-
facturers have been taking the trouble to make
installation easy and understandable. | won't
bother to tell you how things were in the infancy
of ISDN.

You've got an external device? Even here there
are some devices that connect to the COM port
and some that must be plugged into the USB
port. So watch out.

If you don'’t yet have an ISDN device: the
best known are those made by Teles and
AVM.

Among the AVM products, the Fritz! Brand has
made a name for itself and positioned itself as
the absolute market leader. My opinion: these
days, when you buy a Fritz! Device, a Fritz!Box
or aFritz! Card, you shouldn’t have any
problems with the installation.

- Watch out even if you're using an internal ISDN
- card: there are still older ones around for the so-

- called ISA dlot, for example, the Fritz! Card

i classic. The newer cards (like the Fritz! Plug and

- Play) will fit into any modern PCI slot. Before
- you buy, you should figure out whether you' ve
- got aslot free for the card!

So: first you'll connect your ISDN device with
the appropriate cable to the telephone

connection. At both ends of the cable, you'll
find the same kind of connector. If you're using
an external device, don't forget to connect it to
your computer.

Tips on Driver Installation

So you've installed and plugged in your device?
Great! Now you just need to install the drivers.
The catch: if you're using an ISDN device,
installing driversis abit different than if you're
using amodem. There are no generally-
applicable rules and there is no Windows
Assistant to help you. Why? At the beginning,
ISDN was off the beaten path. Handy to know:
Windows 95 and 98 don't recognize ISDN
devices; only Windows 2000 is prepared to
handle this technol ogy.

Therefore: you must be sureto install your
ISDN device according to the manufacturer’s
instructions. Depending on the manufacturer,
there are different concepts and methods.
Therefore | urge you: follow the manufacturer’s
instructions exactly, read the information sheets,
handbooks, Readme files, and above all — have
patience!

Don’t Forget the CAPIPORT Driver

In general, the installation of ISDN drivers
should happen without great difficulty. If you
install the AOL software, the CompuServe
program, or software for other large providers,
these programs will automatically detect and
connect with your ISDN device. You shouldn’t
get too stressed out and the return is more than
worthwhile. But in this booklet we' re not talking
about AOL or CompuServe — or even Earthlink.

Above all, we're interested in access over
the so-called Dial-Up network!

If, however, you want to access the dial-up
network using Windows, you must install the so-
called CAPIPORT driver. Luckily, thisisn’t too
hard.
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Modem or ISDN

Many computer-savvy people who want to move
from AOL or CompuServeto a“norma” service
provider are confronted with a puzzle: suddenly

their ISDN device doesn't work anymore. Why?

Because they’ ve forgotten the CAPIPORT
driver, the little program that fools Windows
into thinking that the ISDN device is a modem.
Search for it on the installation CD and just
install the driver.

COMMON-ISDH-API

VX1l the ISDN interface

If you don’t find the CAPIPORT driver on the
CD, have alook at the homepage of your
device's manufacturer, for example,
www.avm.de/english/index_e.htm!

- Secret: the CAPIPORT driver by AVM is :
- considered the best one by people in the know. It
- should even be possible to get ISDN devicesthat :
: aren't made by AVM to run using this driver. '

Isyour driver installed? Wonderful! Now make
sure that your ISDN card is masquerading as a
modem.

Use the Control Panel to check that your ISDN
deviceisrecognized by Windows. Select
START/SETTINGS/CONTROL PANEL. Double-
click the MoDEMS icon and check the list of
installed modems. For the Fritz! Card, for
example, you'll see entriesfor AVM |SDN
INTERNET (PPP OVER ISDN), etc.

Modems Properties EHE

General lDiagnDstics]
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10 Choosing an Internet Service Provider

Decisive: The Choice of Internet Service Provider

Great, now you' ve fulfilled the hardware
requirements. But there remains one more
important element: the service provider. You'll
need somebody who can connect you to the
Internet and set up an e-mail account for you.

Additional Uses: Online Services

Have you already subscribed to an online ser-
vice, Earthlink, AOL, or CompuServe, perhaps?
Online services are service providers who, in
addition to Internet access, offer you other
services over their own networks. Thusin
Germany, T-Online evolved out of BTX, which
made its name with tele-text in the 1980s.
CompuServe is another similarly old, worthy
service provider. And AOL istrying to attract
you with its proprietary, youth-oriented content.

I’ ve tried many online services; here are my
experiences with each:

» T-Online works with Outlook Express and
even functions compl etely without the special
decoder. You can get the user’s guide by
writing to T-Online.

e AOL usesaproprietary e-mail program; it
doesn’'t work with Outlook Express. For our
purposes, therefore, AOL is out of the
running.

*  On CompuServe, you can set up your e-mail
account so that it will work with Outlook
Express. Select Go POPMAI L for more
information. Lately, however, my experien-
ces with CompuServe have been so bad that
I’d recommend against using it.

Online services are spreading their proprietary

software across the population via computer

magazines and they’ re hiring marketing firms to

“shovel the customersin.” Since prices are

changing constantly, | can’t make any repre-

sentations about current costs.

Reliable: Local Providers

Many people whose careers depend on the Inter-
net are big supporters of so-called local provi-
ders. These are service providers who offer you
nothing more than Internet access, but they are
often very reliable and relatively inexpensive.

And there’s afurther advantage: you don’'t need
any proprietary software. You can use the
resources that Windows offers you to connect to
the net. And naturally you can use Outlook
Express for your e-mail.

A few years ago | subscribed to a service called
Snafu in Berlin (www.snafu.de) and I’ ve kept
my account with them ever since.

Cheap: Call by call

The cheapest of al are — especially if you only
need basic Internet access — the so-called call-
by-call providers. They offer you the Internet
without tying you to a contract and basic fees.
For just pennies a minute, you can access the
Internet.

- Note: call-by-call providers are much more .
- common in Europe than in the U.S. The monthly
- feesfor ISPsin the U.S. are low enough that '
: using acall-by-call provider probably wouldn't

i make alot of sense.

Here'salist of some of the call-by-call providers
in Germany. Be aware that the numbers, user-
names, passwords, etc. can (and do) change
practically overnight:

Provider Dial-Up-Number Price/Min UsernamPasswo
e rd

Arcor 01070/0192070 6 Pf. arcor internet

knUUt-by- 01088/0191955 4,9-5,5 Pf. knuut knuut

Call

o.tel.o 01011/0191501 5,9 Pf. otelo online

Talknet 01050/019251 4,8 Pf. talknet talknet

Yahoo! 01070/0192020 6 Pf. yahoo yahoo

Online

Mobilcom 010190-1929 5 Pf. egal egal

On the next few pages I’ [l show you how to set
up access to these providers using a POP3 e-
mail account. But you can only use Outlook
Expressif you select Mobilcom. And only then
if you're always going to be dialing in from the
same compulter.

Call-by-call providers are especialy good if
you' re planning to set up a POP3 e-mail
account. And with that, we' ve already arrived at
our next topic.
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Dial-Up Networking and E-mail Accounts 11

Dial-Up Networking and E-mail Accounts

Let’s go back to the e-mail account. Which
provider have you chosen? You'll find the
corresponding account settings in the material
you receive from your service provider.
Sometimes you'll find thisinformation on the
provider’s Web site.

If you're lucky, your provider will even offer
you anews account. That is, you'll gain access
to the discussion groups on Usenet, the forest of
the Internet.

- The second most popular service provider in the

- U.S. iscalled Earthlink. Therefore, many of the
- examples in this book will be based on

- Earthlink. (Earthlink also offers you accessto a
' news server.)

The Magic Word is POP3

Actually, I’ ve already mentioned this: in order to
work with Outlook Express, you' Il need a POP3
e-mail account.

- POP3 is short for post office protocol 3, the
- protocol that lets you retrieve your e-mail
i messages from the server.

Unfortunately, the cheapest providers only offer
you e-mail viaa Website.

If your service provider doesn’t work with the
POP3 standard, then you should look for another
provider.

You' re planning to set up a home page with a
Web hosting service? Good ideal For if you do
this, you may receive one or more POP3 e-mail
accounts that you can call up using a call-by-call
provider or another means.

Setting up Dial-Up Networking
Before you can access your e-mail account, you

must first access the Internet. And Dia-Up
Networking can help you with this.

Here's how you set up Dial-Up Networking:

_ =
My
Comput
Printers
Dial-Up
Networking
System Folder -,

Use Dial-Up 4 : ’
4 LHScheduled Web

1 Cclick on the desktop. Double-click on the
My Computer folder to open it and then
open the Dial-Up Networking folder.

2 Now select MAKE NEW
CONNECTION. In this way
you can even set up a
new Dial-Up Networking
connection to account you
already have.

Make New Connection

Twpe anarne for the computer you are dialing:

Make New
Connection;

Selecta device:

«&2  [CPiviva 336 Speakerphone PP ]

Configure... ‘

3 Click until you see a window labelled MAKE
NEw CONNECTION. Now enter the name
you'd like this connection to have, for
example, EARTHLINK. The corresponding
modem should also be selected; if it's not,
select it from the list. Please note: an ISDN
device IS a modem! If you’re using the
Fritz!Card, for example, choose AVM ISDN
INTERNET (PPP OVER ISDN). Click NEXT.
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Enter the dial-up number for your service
provider. Click NEXT.

Click FINISH. The connection will be now be
created; all you need to do is fine-tune it. If
you look, you'll see a new icon that bears
the name you just gave your new dial-up
connection.

=%
B

Create Shortcut
Delete
Rename

6 Right-click the icon for your new dial-up
connection, then click PROPERTIES.

o1

onnect

Earthlink i S

General ServerTypes | Scipting | Mulilink |

Type of Dial-Up Server:

FPF: Intermet, Windows NT Server, Windows 98 ﬂ

Advanced options:

™ Log on to network

W Enable software compression
I Reguire encrypted password
™ Reguire data encryption

I Becord alog file for this connection

Allowed network protocols:

™ NetBEUI

TCB/IP Settings...
oK | Cancel |

v TCR{/IP

7 Select the tab SERVER TYPES (if you're using
Windows 95, you'll need to click the SERVER
TYPES button instead).

8 If you're using a dial-up connection, you'll
need to select PPP: Internet, Windows NT
Server, Windows 98.

9 In addition, you'll need to deactivate all
options except Enable Software
Compression and TCP/IP. So take the
checkmarks away!

10 click ok! It's hard to believe, but you're
already all done!

In the next step, you' Il try out your connection
to seeif it'srealy working!

Trying Out the Connection

Do you have your user name and password at
hand? Then just double-click on theicon for
your new dial-up connection; it should be
functional immedately. As|’ve already
mentioned, if you' re using a call-by-call
provider, you'll just need to supply the
information from the table on page 10.

B
Earthlink

‘jchanke

User name:

Eassword: ""‘“““’“‘”1
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Setting up the E-mail Account

Ugh! By now, you' re probably wondering when
you'll finally be able to start using Outlook
Express. Have patience! At this point, you just
need to set up an e-mail account. Sorry, but
without this whole complicated “ configuration,”
nothing will work.

So you're ready? Great! The curtain is about to
go up on the big show. It would be best if you
started Outlook Express now. But how? By
activating the appropriate icon, of course! You'll
find the Outlook Expressicon on the QuickStart
bar that’s located next to the [ START]button.

- In case you can't find the QuickStart bar, you
i can select START/PROGRAMS/OUTLOOK

. ExPrESsinstead. Thistakes alittle longer, but it

i works just the same.
% Windows Update & Paint Shop Pro 6 >
= >
WinZip NI.IIITEIH Systethnrks
[H Microsoft Office Tools 4
% Norton SystemWorks & Outlook Express

3 Creative Wanders 4
GS Toaols ’
* (3 Britannica 4

E Programs
'ﬁ Documents

And now you'’ |l see one of two possible scena-
rios.

» Scenario 1: You had never started Outlook
Express before. From the very start you
should see a series of dialog boxes that will
help you set up your e-mail account. Skip
over step 1 in the next sequence of steps!

e Scenario 2: Outlook Express starts right up
without so much as aburp. If thisisthe case,
you'll need to call up the dialog boxes that
will help you set up your e-mail account.

If scenario 2 happens when you start up Outlook
Express, let's pull Plan B from the drawer.
You'll need to follow this method if you need to
change the settings for an existing e-mail
account or if you want to add another one.

News...

Directory Service...

1 Select TOoOLS/ACCOUNTS, then click the AbD
button and select MAIL.

Your Name

Wrhen you send e-mail, your name will appear in the From field of the outgoing message.
Type yourname as you would like itto appear.

Display name .Iohann-Christian Hanks]|

For exarmple: John Smith

2 Now you'll see the trusty Microsoft
Assistant, who will ask you for your name.
Tell it to him! Then go ahead and click
NEXT.

E-mail address: |jch@snafu.de|

Far exarmple: someone@microsoft. com

3 Now enter your e-mail address. Your
provider should have already given you this
information. Click NEXT.

Internet Connection Wizard

E-mail Server Names

My incoming mail sererisa [POP3 w | server

Incoming mail (POP3, IMAP or HTTF) server:

berlin.snafu.de

An SMTP server is the server thatis used for your outgoing e-mail.

Dutgoing mail (SMTF) server:

|berlin.snafu.de|

4 \What next? Now you'll need to take care of
the “postal formalities.” Enter the
information from the materials with which
your provider supplied you. The incoming
mail server is, as already mentioned,
generally a POP-3 server. The outgoing
mail server, by contrast, is generally a
SMTP (Simple Mail Transfer Protocol)
server.

- Please note that the server information will vary
- from provider to provider. The correct settings
- for your provider’s server may vary from what is :
- depicted here! 5
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Internet Connection Wizard

Internet Mail Logon

Type the account name and password your Internet service provider has given you

Account narme: |JE:h

Fassward
¥ Remember password
lfyour Internet service provider requires you to use Secure Password Authentication (SPA) to

access your mail account, selectthe 'Log On Using Secure Password Authentication (SPA]'
check box.

™ Log on using Secure Password Authentication (SPA)

o1

Generally, your user name is the first part of
your e-mail address. Type your secret
password into the PASSwWORD field since
you'd really like to get into your mailbox.
Naturally you'll only see asterisks (***) here.
Click NEXT.

If, for security reasons, you' d rather not typein

- your password here, you'll need to enter it each
- time you check your mail.

6 Finally, click FINISH.

And with that, you’ ve already set up your e-mail
account. But you should still check to see that all
the other settings are in order.

Tuning up your E-mail Account

Now we'd like to make sure that all the settings
are correct. To do that, you'll need to have a
look at your account and tune it up if necessary.

Internet Accounts

All hail lNews ] Directory Sewice]
Account Type Connection
%berlin.snafu.de mail Ay Available

1 select TooLs/AccounTs again. This time,
click on the mAIL tab. Double-click on the
account you just set up.

*® berlin.snafu.de Properties

General Senyers lCDnnec’tiDn] Securilyl Advancedl

Server Information

2 You should see the Properties window for
your very own account. Here you'll find
various tabs, which, for fun, you can
examine one by one. Here’'s where you can
check the settings that you entered with the
help of the Assistant.

* herlin_snafu.de Properties

General] Servers Connectian lSecurity] Advanced]

Connection

- Ifthis account requires you to connect using a LAN ar &
specific dial-up connection, you may override your default
Internet Explorer connection setting.

W Always connectto this account using:

|Bellatiantic et ~|
BellAtlantic.MNet
Local Area Network

3 The most interesting tab is the one labelled
CONNECTION. Have a look at the bottom
portion of it. In the list box, you should see
the connection(s) that you've already set up.

4 If your connection isn't selected yet, just
click on it and you’ll select it. Confirm your
selection by clicking the SETTINGS button.

B Close this dialog box by clicking OK.
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An Overview — Outlook Express in Brief

Now it’stime that we finally throw a glance in the direction of Outlook Express!

=y g
h’l!i()utluuk Express - Johann-Christian Hanke
File Edit View Tools Message Help Menus
I B &
New M... Addre..  Find Buttonbar
L
Folders * |1 DOK Go to (& N
5 Qutlook Express for Johann-Christian Hanke
=@ Local Folders Find a Message... Identities «
‘& Inbox (1) :
< Outhux( ) bOXQSE-ma" Tip of the day X
ent ltems There is 1 unread Mail message in your Inhox Create folders for
& Sent | B4 There | d Mail [ b folders f
@ Deleted ltems Set up a Mail account... ?:;:Snagg:sur
& Drafts '
[ F—— Click the File
g P menu, click Folder,
Set up 3 Mewsgroups account. .. then click New.
After you've
created the new
Contacts ~ || EEiEEES folder, drag and
[B All of the Almanzas i‘ _ drop messages into
B Andrew Steinberger Open the Address Book... it.
A
Anne Marchant B3 Fing People. .

[P Anthony Ruz==

(¥ Anthony St Adresses Wwhen COutlook Express starts, go directly to my Inbox,

The program is constructed in such away that
getting an overview of it is easy. Outlook
Express, like Windows Explorer, can be “broken
down” into two window-halves. On the left side,
you'll see folders and subfolders “dangling”
from a*string.” These subfolders serve your
postal needs. These are your “post boxes,” if you
will.

Here's abrief overview of the purpose for which
these folders are intended.

Inbox: here's where the incoming mail is stored.
An acoustic signal will inform you when you've
got new mail. The number of new and especially
unread messages is displayed on the bar at the
bottom left corner of the screen.

Outbox: here's where e-mail messages that
you' ve composed wait until you send them out.

Sent Items: acopy of each e-mail message that
you've sent is stored in the Sent Items folder.

4 Previous Mest

= Working Online

Deleted Items: thisis, for all intents and
purposes, the wastepaper basket of your e-mail
program. If there’'s an e-mail message that you
want to throw away, click on it and drag it to this
folder using the tried and true drag and drop
technique! Or use the faster method: click on the
e-mail message in question and press [DELETE].

Drafts: thisfolder isintended primarily for e-
mail messages that are works in progress, that is,
ones that don’t yet belong in your Outbox.

News Account: thisisthe folder for your
newsgroups. It'sonly visibleif you’ ve entered
the name of your news server; it will bear any
name you' ve chosen to give it. But more about
thisin a moment.

By the way, you can also set up your own
folders. You'll learn more about doing this on

page 33.
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In addition to these folders, you'll also find that
the lower portion of the left side of the window
isdesignated “ Contacts.” Thisiswhereyou'll
enter your contacts e-mail addresses. Naturally
hereyou'll only see addresses if you' ve set up
the Outlook Express address book correctly.

Greetings from the Team: The first
E-mail!

So you’' re working with Outlook Express for the
first time? Then it's asure bet that you've
already got mail, and this even without an
Internet connection. Thisfirst messageisa
greeting from the “Outlook Express Team” at
Microsoft.

Using this example, I’'ll show you exactly how
toread an e-mail!

Folders
“A Outlook Express
-3 Local Folders

¥ Qutbox
1  on the left side of the screen, click the
INBOX folder.
*|6|% | From Subject Received
[= Microsoft Outlo... Welcome to Outlook Express 5 9/27/00 1

< |

From: Microsoft Outlook Express Team To: New Outlook Express User
Subject: Welcome to Outlook Express 5

The solution for all your messaging needs

Hotmail

Tired of sharing yc
email account with
others in your
haousehold? Get a
Hotmail account!
Then read your mi
from any place on

Featuring
& E-mail and Newsgroups
* Multiple accounts and Identities

* HTWML message support

® Address Book and directory services

* Offline synchronization

2 Onthe right side of the screen you'll now
see the message or messages that you've
received. In our example, we’ll look at the
“Mail from the Team”. Surely it's already
occurred to you that the right side of the
screen is divided into two overlapping
sections!

From ‘

& Micrusuﬂ.kDutluuk Express Team

3 Now click on the unread message on
the top section of the screen. You'll |
see the contents of the message on &
the bottom section of the screen. Scroll up
and down using the vertical scroll bar so
that you can see the entire message!

| |

'] 8|7 |From Subject
[=' Microsoft Outlook Express Team Welcome to Outlook Express 5

From: Microsoft Outlook Express Team To: New Outlook Express User
Subject: Welcome to Outlook Express 5

The solution for all your messaging needs

1S |

Featuring -
Hotmail

® E-mail and Newsgroups

® Multiple accounts and Identities
others in your
® HTML message support

& address Book and directory services

e Offline synchranization from any place
ST

4 |

4 You say that you'd like to read the message
in a more comfortable format? Then just
double-click on it on the top section of the
screen! Now another e-mail window will
open and you'll have a better view of things.

5 You'll recognize a message that you're
already read by the open envelope icon.
Also, the blue number that showed how
many unread messages you had has
disappeared.

Try poking around abit in the Inbox and Sent
Items folders. At the beginning, they’ll both be
empty!
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Sensible Basic Settings for Outlook Express

Outlook Express has afew annoying habits of
which you should definitely break it. | find the
most annoying thing is that Outlook Express
will check your account to see if you' ve got mail
each time you open it up.

And since later on you'll inevitably want to try
clambering through the thicket of Usenet, here
are afew more tricks.

The Options Dialog Box

Most of the possibilities are hidden on the
Options dialog box. So come take the grand
“checkmark tour”:

1 Select TooLs/OpTIONS and click the
GENERAL tab.

W& Options [ 2] x]
Spelling I Security I Connection I Maintenance }
General 1 Read 1 Receipts I Send I Compose ] Signatures 1
General
% I When starting, go directly to my 'Inbox' folder
¥ Motify me if there are any new newsgroups
IV Autormatically display folders with unread messages
¥ Autormatically log on to MSN Messenger Service
Send / Receive Messages
¥ Play sound when new messages arrive

I Send and receive messages at starup

[T Check far new messages eveny |

:‘ minute(s)
If my computer is not connected at this time

| =

2 Herel implore you: remove the checkmark
next TO SEND AND RECEIVE MESSAGES AT
STARTUP.

3 Another unnecessary checkmark is the one
next to Check for new messages every X
minutes. This causes Outlook Express to
check for mail automatically. I'll tell you
more about this feature on page 53.

hi!lUptiuns HEH
Spelling 1 Security } Connection } Maintenance I
General Fiead I Feceipts } Send } Compose } Signatures I

Reading Messages

IVRYME“I( message read after displaying for ‘5

[~ Autornatically expand grouped messages

jl second(s)

4 n principle, everything is in order on the
Read tab. At the most, you'll want to
increase the number next to MARK MESSAGE
READ AFTER DISPLAYING FOR X SECONDS.

tail Sending Format

4':% ~ HTML HThL Settings...
'Y

Mews Sending Format

*= ~ HTL HTML Settings...

* Plain Text

5 The next tab, SEND, is much more
interesting for us. Have a look at the section
labelled MAIL SENDING FORMAT. | would
advise you to choose PLAIN TEXT here
rather than HTML.

- But you think that the HTML format is much

: more attractive than plain text since you can

: change the font size and type, make the text

- colored, add background pictures, graphics, and
- much more? Thisis correct, but I'd still advise
: sending HTML mail with caution. If you're sure
: that the recipient’s e-mail program possessesthe
: same capabilities that yours does, then go ahead
. and enjoy; but if you're not sure, it's possible

: that your e-mail will arrive scrambled! And

. another thing: it's hard to quotein HTML

- messages. And if you' re posting to newsgroups,
: so-called “HTML postings” are treated with

i disdain. But luckily, the default setting is PLAIN

: TEXT.
iiﬂ()ptinns [#]x]
General } Read I Receipts I Send } Compose I Signatures I
Spelling 1 Security 1 Connection Maintenance

Cleaning Up Messages
"'Fj [ Empty messages from the 'Deleted tems' folder on exit
" Purge deleted messages when leaving IMAP folders
v Compact messages inthe background
[ Delete read message hodies in newsgraups

v Delete news messages |8 5: %days after being downloaded

6  Now we come to the next setting, which I'll
beg you to change. Click the MAINTENANCE
tab. Increase the value next to DELETE
NEWS MESSAGES X DAYS AFTER BEING
DOWNLOADED! This setting relates to
newsgroups. If you increase it, you'll ensure
that the news items won't be erased from
your hard disk too quickly.
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18 Sensible Basic Settings

I'ﬂ Options [ 7] x]
General I Read ] Receipts ] Send 1 Compose ] Signatures ]
Spelling ] Security Connection haintenance
Dial-up
éﬁ% ™ Ask before switching dial-up connections

¥ Hang up after sending and recaiving,
3

7 And there’s another important item on the
CONNECTION tab. Make sure that you place
a checkmark next to HANG UP AFTER
SENDING AND RECEIVING. This has the nice
effect that you won't stay online any longer
than you have to.

If you like to surf alittle after checking your
mail, then perhaps you should leave this box
unchecked. Otherwise, you'll need to connect
again unnecessarily.

Is everything configured the way you like it?
Then don't forget to click APPLY and then OK to
confirm your settings!

What does the Setting mean?

You'd like to make further changes to your
settings, but you' re not exactly sure what's
hiding behind the other settings? No problem!

1 Look in the upper right-hand |
corner of the window. Here
you'll see a little button with a question mark
on it. Click it.

Dial-up
[ =] ™ Ask hefare switching dialup connectians

a2 ] 2

¥ Hang up after sending and receiing

2 The mouse pointer changes into a question
mark.

Specifies that if yvou hawe maore than one Dialup
Metworking connection, Outlook Express displays
a message enabling you to cancel & connection
that isntworking.

3 click on the setting you'd like explained.
Now you'll see a little yellow text bubble that
will tell you everything (or sometimes
nothing) that you ever wanted to know.

Be careful, you're online!

I’ ve advised you to configure Outlook Express
so that your connection will be broken after
you' ve sent, received, and downloaded your
mail. In thisway you can be sure that your
telephone bill won't be too high.

But what if you don't listen to my advice? What
then? What if you'd like to surf abit after
checking your mail?

Then you should keep a sharp eye on the two
miniature computers on the System Tray of the
Windows taskbar.

@5&21:54

Take a closer look now: if you're online, you'll
see atiny computer in the lower right-hand
corner of the taskbar. It's nearly inconceivable —
but this minute symbol is showing you that
you're online and that the meter is running.

Be alert! You wouldn’t be the first person to
leave yourself connected by mistake!

And how do you break the connection? It's very
easy! Here's how:

1 Right-click on the tiny computer icon. Now a
context-sensitive menu will open.

j g otatus 10
R

2 Here you should select the command
DISCONNECT.

Now that we' ve got these important remarks
under our belts, let’s turn our attention to the
main topic of this booklet: electronic mail

messages!
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Here’'s how: Composing, Sending, and Retrieving E-mail

Messages

Let's get started! Do you know someone you
can reach viae-mail? No, not me; | already get
so many e-mail messages each day that | don't
know which way I’'m going. Therefore | won't
tell you that you can send me an e-mail at the
address test@lexi.de.

Composing an E-mail Message

| have another suggestion: send an e-mail
message to yourself. In thelong run, you're
always the person closest to yourself; or am |
wrong?

Eile Edit Yiew Ti

B . %@
New:M... Reply
=
1 Click the NEw MESSAGE button. It's the one
all the way to the left.

.‘!’u New Message

File Edit View Insert Format

=
Send Paste

2 To: |test@lexi.l:le
Ce: |
Bece: |

Subject: |

2 A new window that you'll use to compose
your e-mail message will open. Here you'll
find lots of formulaic fields. The cursor
should be blinking in the To: box. This is
where you'll enter the recipient’s e-mail
address, for example, your own.

3 The cc and ecc fields will only interest you
if you want to send carbon copies around.
I'll tell you more about this in a moment.

Subject: |party invitation

Hey Everybody!
Iwould hereby like to invite you to my party
on Sunday!

4 The SusJecT field is especially important.
You should always fill it in! This is the line
that the recipient will see first. Then you just
type the text of your e-mail into the lower
portion of the e-mail form. Proceed as if
you're word processing.

i: party invitation
File Edit VYiew Insert
=
Send
K

B To: |Send@lexi.de
BCe: |

B All done? Then click the SEnp button. If
you've set all the program settings as
described above, the message will land first
in the OUTBOX.

By the way, you can edit messages in the
Outbox at any time. Just double-click on a
message to open it, make your changes, then
click SEND.

If you'd like, you can compose more messages
this way and deposit them in the Outbox until
you' re ready to send them.

So now let’s solve the riddle of Cc and Bcec!

What Cc und Bcc mean

Cc stands for carbon copy, which is supposed to
remind you of the carbon paper you used to use
on the typewriter. People whose addresses you
typeinto thisfield will receive a copy of your e-
mail message.

And what does the mysterious Bcc mean? It
stands for blind carbon copy. If you enter an
address here, the person in question will receive
acopy of your e-mail message unbeknownst to
the recipient.
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Not so dumb, huh?

& To: |test@lexi.de; idiot@mindless.com

Cc: |frien|:|@lexi.de; peter@mueller.com; hans@meyer.dk

2 Beo: |tupsecret@duntsayanything.cum‘

Subject: |party invitation

By the way, you can also send the same message
to multiple people at once. It doesn’'t matter if
you enter their e-mail addresses in the To: field,
or next to Cc or Bcc; just separate their
addresses with a semicolon.

Now just stand back and enjoy! Outlook Express
will send your messages out automatically when
you click SEND. This means: “I’ ve checked the
addresses and found no errors.”

Writing Names in Plain English

Outlook Express can really make your life easy;
al you have to do is set up the remarkable
address book that comes with it. Then you won't
have to remember any more e-mail addresses;
you'll be able to write the namesin plain
English.

E& To: ‘mi[:hael taardt
Ce: |

Another extraordinary service is the auto-
complete function. If you start typing in a name,
the program will finish it for you.

So why type aname instead of an e-mail
address? Don’t worry — there’s areason for this!
When you'’ re sending a message, Outlook
Express will automatically fill in the appropriate
e-mail address. You'll be ableto tell from the
underlining whether everything has gone as it
should!

I'll teach you more about the address book
on page 23

Sending and Retrieving E-Mail
Messages

So how many messages are already sitting in
your Outbox waiting to be sent? Let's go to the
Post Office and send your electronic “letters’ on
their way!

A small side-effect of this action will beto

empty the electronic outbox that your Internet
Service Provider maintains for you.

W Postausgang - Dutlook Express q_‘:_g . = B3
Datsi Beabelten Ansicht Ewias  Nachicht 2 Sender/E Adresas @
Neue E-Mal ¥ We\ltﬁwten Drud]

< |Senden unid empfangen|

x [T an 7

Orclner
15 Outlock Express -
=) Lokale Ordner
4B Posteingang [158)
{frostusgano il

{2 Gesendete Obiekte

[Pest@lexi.de
[PIMichae! Maardt

03.12.99 21:27
031293 21:27

Einladung zur Party
Viele Grilbe aus Berlin

1 Click the SEND AND RECEIVE ALL button.

You should also note the key combination
[CTRL] + [M]!

Outlook Express [ <]

You are currently working offline. ¥Would you like to go
online now?

2 Insome cases you'll first see a message
informing you that you’re not online yet and
asking you whether you’'d like to go online.
Click YEs since you'd really like to be online.

Dial-up Connection X

Selectthe service youwant to connectto,
and then enter your user name and
passward.

Connect to: |Earth|ink ﬂ
User narme: |j|:|hann—christian hanke
Eassword: |‘°‘°‘°‘°‘°’1
[ Sawve password
=
Connect Settings... | YWy'ork Offline
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3 Now the dialog box for Dial-Up Networking
will jump into the foreground. If you — like | — s i ) peces | sena | Composs | Sonerss |
haven’t saved your password due to Bk
security concerns, you'll have to type it in ]l T R Tl o

here. Click CONNECT.

Sending ma%.lsmg 'impop bellatlantic.net'..

Sending message 1 of 2. stop
<« Details
™ Hang up when finished
Tasks Errors
Tasks Status Connection
» Send 2 message(s) using impop bellatiant Exacuting BallAdantic Nt
Check for new messages on 'impop_bellatla. BellAtlantic Net

0 of 2 tasks hawe completed successfully -

4 Next, several status indicators will keep you
informed about the progress of mail-related

activities.

=)

Folders x [1]a[® [From Subject [Received =]

% Outlook Express = O Suzanne Taylor  Re: happy birthday to you! 8/26/00 9

= © Local Folders 6 Oomvasisht Fwd: Recommended by: Gail Derr ~ 9/14/00 1
£ nbox () Qjenny gaus Fwd: Bembo's Zoo 9/20/00 1
< Outbox OLFried@capaldi.. Meeting this week 9/25/00 9
@ Sent ltems O customerservic.. Convenient Online Billing from Qw... 9/25/00 5
@ Deleted ltems HlindaL. Gaus testing again 9/27/00
@ Drafts HlindaL. Gaus and again... 9/27/00 ~
@ Job Nibbles? |4 |

5 If Outlook Express retrieved any messages
from your e-mailbox, you'll be informed of
this by an acoustic signal. In addition, you'll
be able to tell by looking at the blue number
next to the INBOX how many new messages
have arrived for you.

In the beginning, you'll probably be working
with just one e-mail account.

Working with Multiple Accounts

But nobody is stopping you from administering
multiple accounts with Outlook Express. You
say you've got e-mail addresses at Earthlink and
alocal provider? No problem!

| already showed you how to set up individual
accounts on page 13.

And now? What happens when you' re sending
and receiving? What do you need to look out
for? Luckily not much, since Outlook Express
takes care of alot automatically.

[ Harig up after sending and receiving

Please go first to the TOOLS/OPTIONS dialog
box. Here, you should have alook at the
CONNECTION tab. Make sure that the top
checkbox is unchecked. More precisely, | mean
that the checkbox labeled Ask BEFORE
SWITCHING DIAL-UP CONNECTIONS should be
cleared (not checked).

Thisis especially important if you' re going to be
using not just one but several different dia-up
connections to check your various e-mail
accounts. Some providers accountswill only let
you dial in with the specially-configured dial-up
connection.

- Normal POP3 accounts, by contrast, work well
- when you're “roaming.” In plain English: it's

- immaterial which dial-up connection you use to
i access your Earthlink account.

Working with One Account

Naturally nobody isforcing you to check all
your accounts at onetime. You can also check
them one at atime, like this:

&8 Inbox - Outlook Express

Eile Edit Yiew | Tools Message Help
Send and Receive All A Ctrl+M |
Receive All

Send All

berlin.snafu.de
impop.bellatlantic.net {Default)

1  Pull down the TooLs menu and select SEND
AND RECEIVE.
2 Now you'll see another menu off to the side.

Here, choose the e-mail account you'd like
to check.

Outlook Express will now retrieve messages
from this one account.
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Replying Properly: Quoting and Carrying On a “Conversation”

If you'rereplying to a“normal” letter, there are
alot of things you have to remember: envel opes,
paper, stamps, the address, apen...and if your
stamps won’t stick or your pen won’t write, then
the whole enterprise is doomed to failure.

E-mail, by contrast, is much easier. But even
here, there are some rules you' [l have to follow.

Now I'll show you the proper way to reply to
messages and save alot of time!

Here’s how to quote!
First, let’s practice quotation!

& play?

File Edit Yiew Tools Message Help
B¢ Gy o2 = #

Repl vard | Print  Dele
Reply to Sender
From: nda L. Gaus

Date: Wednesday, September 27, 2000
To: Linda L. Gaus

Subject: play?

Hello Linda,

Will you be going with me to the play
tonight?

T hope so.

Take care.

llg

1 vouve received a messages and double-
clicked on it. Now, you can open this
message in its own window.

2 Click on either the REPLY TO SENDER Or
REPLY TO ALL button.

i Re: play?
File Edit View Insert Format Tools Message Help
5 B - | g % | |
Send Paste  Undo Check Spelling | At

From: | | b ic.net  (impop.b ic.net)
I pop

BTo: |Lindal Gaus
B@Ce: |

EBcc: ‘

Subject: [Re: play?

----- Original Message -----

From: "Linda L. Gaus" < us(@bellatlantic net>
To: "Linda L. Gaus" <gaushaus@bellatlantic net>
Sent: Wednesday, September 27, 2000 1:50 PM
Subject: play?

> Hello Linda,

> Will you be going with me to the play
> tonight?

>

3 A composition window will open; if you look,
you'll see that the To: box has already been
filled in with the e-mail address of the
person who sent you the message to which
you're replying. That's really practical!

4 Look closely and you'll discover that the old
subject line has been reused. Furthermore,
you'll see that the text of the old e-mail
message appears in your new e-mail
message. Each quoted line begins with a
guotation mark (>). This allows you to delete
any quoted text that you don’t want to
include in your reply.

Subject: |Re: play?

Hello,

> Hello Linda,

=>Will you be going with me to the play
> tonight?

Unfortunately not, I've got a book to write!

=T hope so.

Sorry, maybe next time!

5 Leave in the passages to which you're
replying; make use of the practical quotation
marks. To make things easier to see, leave
a blank line or two and delete any extra
guotation marks.

6 Now keep your e-mail =
message safe by clicking Send/...
the Send button. The
message will land — if you've set things up
this way — in your Outbox and can be sent
in the usual manner.

Replying to All and Forwarding

So you' ve received an e- e N5
mail message that was sent Reply ... IEDrWElI’d
to many people and you'd -

like to respond to al the other recipients at
once?

Then try the REPLY TO ALL button! Or if you'd
like to forward a message, give the FORWARD
button atry!
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Taking Charge of Your Contacts: Making Life Comfortable

with the Address Book

Try out Outlook Express's superb address book.
Enter somebody’s name and address, aswell as
their e-mail address. Here'swhere I'll tell you
how!

Entering an Address

OK, so you can see the top of the E3
address book in the lower left corner  Addre...
of your screen. But you can also

open the address book by clicking on the
appropriate button on the toolbar.

And how do you enter a new address here?

Contacts ~ X | B

* Sort by Name
Sort by Status

1 voud like to use the e
top of the address New
book in the lower left
corner of the
screen? Then click
on CONTACTS and
select NEw
CONTACT.

New Group...
Mew Folder...

2 Instead you've called up the address book
using the appropriately-named button? First
click on the New button, then select the
entry NEw CONTACT.

Name IHDmE I Eusmass‘ Parsnna\] Other ‘ NEtMeelmg‘ D\g\lal\Ds} Online 1

E Enter name and e-mail information about this contact here

Eirst ‘Hans Migdlle ‘H Last ‘Ha\meyer

Title. Display:  |Hans H. Halmeyer ﬂ Hickname: ‘

3 Now type the first and last names in the
appropriate fields. Change from field to field
with the [TAB] key. The [TAB] key is the
second key from the top on the left row of
your keyboard.

E-Mail Addresses: |hh@lexi.de Add

4 pont forget: type the e-mail address in the
bottom field and don’t forget to click the AbDD
button.

E-tdail Addresses ||

hh@lexi.de (Default E-Mail)

5 Only now is the e-mail address added to
your address book.

Hans H. Halmeyer Properties

Mame Home lEIusiness] Persnnal] Other l etk

@ Enter home-related information about this

Klapperstr. 2 J

=

6 it you'd like, you can enter information into
the fields on the other tabs. Go, for
example, to the HOME tab and enter the
address and telephone number.

Street Address:

7 so you've got everything the way you want
it? Then confirm your actions by clicking
OK.

If you'd like, go ahead and add more entries. I'll
show you on the next few pages what other
wonderful features the address book offers youl

- You say you'd like to synchronize the Outlook
. Express address book with the Contacts folder of :
- Outlook 98 or 20007 On page 52 I'll reveal the
- appropriate recipe to you!
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Adding Recipients to the Address
Book
How do you add the address of someone who's

sent you e-mail to the address book in the most
efficient way? It's easy!

{L\% = £ Halger Ott

1 3 £ Halger Ott
Kontakte x e
[H André Maritz ,ﬂ-

A Birgit Klapdor
:l-_\ll-:\IB g D Dk | 5" Yon: Holger Ot An: team(@team
3 DD”S ug_l':f Betreff: Re: [Team] Moch ein Aus

A Dreger, Silvia

e Sdlect the email message in question.
Holding the left mouse button down, drag it
into the address book area of the screen.

Delete

Add Sender to Address Book Y

Properties

» Or you can right-click on the appropriate
message and choose ADD SENDER TO
ADDRESS BOOK from the context-sensitive
menul!

Adding Addresses Automatically

You'd like to arrange things so that the e-mail
address of anyone who's sent you a message to
which you' vereplied is automatically added to
your address book? Even thisis possiblel

Spelling ] Security ] Cannection ] hdainte
General ] Read ] Feceipts l Compose I H
Sending

W Sawe copy of sent massagas in the 'Sent ltems' foldar

¥ Send messages immediately

™ Automaticalty put people | rephy to in my Address Book

¥ Automatically complete e-mail addresses when composing

1 On the TooLs menu, select the OPTIONS
command. This time, click the SEND tab.

2 Place a checkmark in the box next to
AUTOMATICALLY PUT PEOPLE | REPLY TO IN MY
ADDRESS BOOK.

Faster with the Address Book

And now? What's the use of all thiswork? A
lot! For now it's become much easier to send e-
mail messages to particular recipients.

There are severa quick methods for
accomplishing this:

From: |gaushaus@hellatlantic:.net
B To: |mi|::hael aardt

e Just enter the recipient’s name in the To:
field. The name will be completed
automatically; in the background, Outlook
Express will use the corresponding e-mail
address.

Contacts ~ X
® [~ |
(¥ Michael Magirdt

(B Michael Maardt

(¥ Montse Graus

» Just double-click on the appropriate namein
the address book field. An e-mail form will
pop up automatically, with the recipient’s
name already filled in.

Of course you can also search for the addressin
the address book in the “classical way.” This
gives you the opportunity to send the same e-
mail message to more than one person at atime.

File Edit Yiew Tt

(B || %
New:M... Reply
-
1 First click, as usual, on the NEw E-MAIL or
NEW MESSAGE button.

From: |gaushaus@hellatlantic:.net

& To: M

2 Now click the To: button on the e-mail form.
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Select Recipients

Type name or select fram list 2 Click NEw, then select the entry for NEw

| Find . GROUP.

|Main Identity's Contacts ﬂ

Message recipients:

Group IGrDup Details]

Marme ¢ | E-Mail Addres A| Taoi-» | |EEIMichael Maardt

=l Jane Sevem jsevemn(@helle ExIMichael Maardt

(=l Janna Clark jannaclark@e: % Type a name fDryDur group,
=] Jay Wilkins wilkins@wt edy ar remave mermbers at any
EZlJeannie Yance jhigkch.com 4

E=lJenny Case jcase@chu.ec

E=lJenny Gaus jennyigelectic |JDhann-Christ\an H..

3 Group Name: Mailing List

Search for the individual recipients in the left
portion of the window. Add them to the
appropriate field using the To, Cc, or Bcc
buttons on the right side of the screen. This
is how you can specify whether someone is

3 Onthe next window, give the group a name,
for example, type in MAILING LIST. Then click
the SELECT MEMBERS button.

a “main recipient” or whether they should Select Group Members

receive a carbon copy or a “blind carbon Type name or select from list

copy.” You can even select multiple | Find..

recipients here! [Main tdeniy's Contacts ~] orers.

MName  / | E-tail Addres A| =] Jahann-Christian H...
From: |gaushaus@hellatlanti[:.net (impop.bellatlantic.net) EZlMichae! Maardt Michael@Kno = |E=lMichael hMaardt
i EZIMichael Maardt

To: |Michael Maardt; Michael Maardt m:z::g: m:z:g: l:nnriganfﬁﬁ iehael Maar
Cc: !JUhann—Christian Hanke E=lMontse Graus montsed@anlin

4 Now, on the left side of the window, find the
people you'd like to add to the distribution
list and add them to the right side of the
window with a mouse click.

4 confirm your choices with OK. As you can
see, Outlook Express has done a great job
of organizing the recipients of your e-mail

message.
And since we' re already talking about multiple 5 Confirm your settings by clicking OK, then
recipients: there’s got to be an easier way. And confirm the next dialog box by clicking OK.
isl
so there is! Name - | E-Mail Address Business ...
Creating a Distribution List Luis. 5. Fried Isfriedi@capaldir... 609-641-4...
. EHLguise&Dan danp@en.com
Do you regularly send e-mail messages to IMailing List
multiple recipients? For example, you'd liketo E=IMarguerite Nes... MMNessim@aol...

create akind of small mailing list to use when
distributing memos? Then go ahead and create a 6 Now you'll find a new distribution list in your

so-called distribution list! address book. You'll be able to distinguish
. = distribution lists right away because they're
1 Firstcallup the B ) .
aridress book using New Properties marked with a special symbol.
the appropriate OK, and what if you want to send an e-mail
button. Mew Contact... message to the people on thislist, what then?
New Group... N Then you should just choose this group from the
New Folder... address book.
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Here’'s How to Secure the Data in Your Address Book

Data security is an important topic! And
especially with electronic data, one never knows
precisely where the information is stored.

It would be a particular shame to lose the
information in the address book. So where are
the addresses stored?

Warning! The following tips only apply if you -

- haven’t synchronized your address book with
- Outlook 98 or 2000. If you' ve got Outlook, you
- must take alook at page 52.

Here are the tricks to the address book!

1 The address book is stored in a file with the
extension * . wab! As a rule, the file is
called Your Name. wab.

About Address Book [ x|

Address Book
5.50.4133.2400
Copwright (C) Microsoft Corp. 1987-2000

File:  [CHWWWINDOWS, ProfileshLinda L. GausiApplication Data'\Micros

< | o

2. You can find the precise path if you select
the ABOUT ADDRESS BOOK command from
the HELP menu in the address book!

3 Search for the file with Windows Explorer.
Back it up, preferably on an external data
source.

For some stupid reason, this datais only
available in avery particular format, which can
only be read by Outlook Express Version 5!

In case you want to use this data years from
now, you should also saveit in auniversal
format.

Text File (Comma Separated Values) is
such a universal format!

Here'swhat to do if you'd like to save your
address book in Text Format (Comma Separated
Values):

Import 4 ‘

Adross Book (WAB)..
Print.. Ctrl+P Business Card (vCard)...

QOther Address Book... &

1 From the FILE menu, select the EXPORT
command and then the subcommand OTHER
ADDRESS BOOK.

Address Book Export Tool [ x|

Selectthe program or file type you want to export wvour address book to, and then click
the Export button

Text File (Comrma

2 Now click TEXT FILE (COMMA SEPARATED
VALUES), then click the EXPORT button.

C35V Export
Sawve exported file as:
‘ Browse .. |

3 Inthe next step, click BROWSE. Select the
folder in which you'd like to store the data,
for example, My Fi | es.

File narme: |addresses

Save as vpe: |CDmma Separated Yalues [*.csv)

4 Give the file-to-be a name. This comma
separated text file will automatically get the
extension * . cSV. Click NEXT.

5 On the next window, search for the fields
that you'd like to take over. Click FiNISH and
you're all done.

With a good basic knowledge of Windows, you
can change the file extension from . csv to
.t xt and view the file with any text editor!
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Sending Attached Files

At the beginning of this booket, I mentioned
packages that you can send viae-mail. And why
not? Instead of printing out atext or a picture,
just send it as afile. It's much faster -- and
cheaper too. And the recipient will be pleased
because they won't have to retype your text.

In this section I’ll show you everything you
need to know about this topic!

Attaching a File to an E-mail
Message

Let’s begin with the simplest case: you'd like to
attach asingle file to an e-mail message?

Thisisreally easy! The main thing isthat you
know what the fileis called and in which folder
on the hard disk it can be found.

In the example, I'm assuming that the file is
called O f er . x| s and that it’s in the folder
called My Docunents.

First compose your e-mail message as usual.
Specify the recipient, a subject line, and typein
the text of your message.

‘!l New Message

File Edit View Insert Format Tools Message Help

- g,

Send Check Spe @ ‘I'

BT [hichael Maardt SR || P

B | ————

Subject [Offer of a new project i
Attach File

P =]fo~] d

Dear Hanne,
| send you the offer, you wanted. Have a look
at the attached file: offer xs

Yours M

1 Now just click the ATTACH button. It looks
like a paperclip.

Insert Attachment

Laak in: | =3 by Documents j

= 7] Desktop
. mg . ﬁ tdy Documents %
— My Pi B by Computer

2. The INSERT ATTACHMENT window will
appear. It looks like an Open dialog box in
any other Windows program. Here, you
should locate the folder in question, in the
example, MY DOCUMENTS.

Insert Attachment

Look in: |ﬁMy Documents j ﬂ @
ligtechres2000.doc Himeet the teacher.doc
ligtechres99.doc ) movingletter.doc
maddocs.doc B natzinfo.doc
madeline.doc ] newcompres.doc
mceroskysample.doc ®newlabels.doc

mcceroskysampleZ.doc

3 Locate the appropriate file. In the example,
you'd just double-click on Of f er . x| s.

From: ‘gaushaus@hellatlantic:.net
A To: ‘michael maardt
Ce: |

Subject: ‘uffer of a new project

Attach: m offerxls

4 The Insert Attachment window will close
and the file will “land” in your e-mail. You'll
see it clearly by the INSERT field on the e-
mail form.

! | g ‘Tu Subject

8 [(AMichael Maardt offer of a new project

5 Now click the SEND button to place the e-
mail message in your Outbox. Have
patience; with large attachments, this
process can take a while. The mail in your
Outbox should now be “decorated” with a
paperclip.

Subject: ||:|fhar of new project

Attach: [i]offerxs (13.5 KB) H]balance sheetxls (135 KB)

Furthermore, you can attach multiple filesto
your e-mail message in the same way. But | have
a better solution for you!
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Compressing Data with Zip

It's true that with small files, file size playsa
subordinate role. But what if you want to send
whole packages of data? At that point, you'll
need to concern yourself with the size of your
files, because there’'s areal difference between
sending a 2 Megabyte file and a 125 kilobyte
one.

The Zip Format

Therefore, put your documents on a reducing
diet before sending them! Just press them down!
Compress the data to save space!

If you don’t have the Windows 98 Pluspack,
you'll need a so-called file packer, preferably a
program that understands the zip format.

The Zip format is the best-known
compression format!

So what'’s the secret of the zip process? What's a
ZIP archive?

% Readmebs | E2tupbmp E

‘ Setup.exe setup.ing
language. dat eda \ .

Usdal
ingt 32 en

z d~—_______ .
dreams zi

datal.cab
'ﬁa’?
Setup.ini
E |
layout bin _ugerl.cab

spsl.cab Isdel ene

Datatag

Zip archives are nothing more than filesin
compressed form. In general, in azip archive,
you'll find dozens of files “sharing one house.”
They are squeezed in there like sardinesin a can.
And so in most cases, you'll be ableto save up
to 95% of the disk space you’ d normally need!

- The best-known packing program is called
- Winzip. You can download an evaluation
i version from www.winzip.com.

In the next section I'll show you how to create a
zip archive with Winzip in no time flat!

Creating a Zip Archive

Here I’m assuming that you' ve already
downloaded and installed Winzip from
WWW.WiNzip.com.

1 Eolder
Undo Delete = Shortcut
TR £ Do
WinZip File [y
Properties ] Text Document

Microsoft Word Document
] bmp Image

1 Right-click on the folder in which you'd like
to create the zip archive. Select (now with
the left mouse button) NEW/WINzIP FILE.

g ., 8

offer.zip

2 Youve just created a file with the place-
holder filename New W nzi p
Fi | e. zi p. Overwrite this name with a
name of your choosing, for example O f er
orOf fer. zip.

3 Now just drag the files you'd like to com-
press into the zip archive using drag and
drop, the beloved mouse technique for
moving and copying. Begin by clicking a file,
hold the left mouse button down, and let the
file “fall” over the archive. A compressed
copy of this file will be created
automatically.

&= WinZip (Unregistered) - Offer.zip
File Actions QOptions Help
T W 9 e C e e T
New Open  Favorites Add Extract View  CheckOut
Name |Type ‘ Modified Size ‘ Ratio ‘ ac... | |
#loffer.xds | Microsoft Excel ...  10/2/00 12... 13,824 [ 91% (1,178
Hlbalance sheetxls Microsoft Excel ... 10/2/0012... 13,824 | 91% [1,198
| [
Selected 0 files, 0 bytes Total 2 files, 27KB [* 1= 2"

4 voucan open the archive at any time by
double-clicking on it, for example, if you'd
like to see which files it already contains.
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Above all, you should take a look at the
column labeled RATIO, which shows you
how much WinZip was able to compress
each file. You'll be amazed at what WinZip
is able to do.

Subject: |uffer of new project

Attach: [EZOffer.zip (254 KB)

Hello Michael,

This time I'm sending you the documents in a
.zip archive. Here you'll find all the files
you'll need.

Take care,
jch

5 Now send the archive as an attached file as
described above.

There'sone thing | don’t want to forget to tell
you: the recipient will also need a Zip program!
Otherwise, the files can’t be unpacked.

And what happens if you want to send a
compressed archive to somebody who doesn’t
have WinZip or asimilar packing program?
What then?

Naturally there’'sa dick solution for this
problem!

Self-Extracting Archive

Then you'll create a so-called self-extracting
archive. Thisis nothing more than a zip file that
contains some extrainformation so that it can
unpack itself.

The file extension of a self-extracting
archive is not .zip, but .exe!

And here’s how you use WinZip to create a self-
extracting archive from anormal one! Inthe
example, I'm assuming that you have—as| do —
aregistered copy of WinZip.

If you' re using the evaluation version, you'll see
the “nag-screens.” These inform the user that
they are using a non-registered version of the
program.

=14 T N
= Open
&3 Extract to...
&l Extract to folder DA\My Documents\Offer
& Create Self-Extractor (.(EXE) &

Secan with Morton AntiVirus
& CuteFTP upload

1 Right-click on the zip archive in question
and choose the SELF-EXTRACTING ZIP
ARCHIVE (.EXE) command from the context-
sensitive menu.

WinZip Self-Extractor Personal Edition

Create Self-Extracting Zip file fram: oK

Browse..
Close

Ahout...

|D:\My Documents', Offer.zip

Default"Unzip To" folder:

s

|c:\0f‘fer.zip Help

2 My tip: type the path to the folder on the
recipient’s computer to which the files
should be unzipped into the bottom box. For
example, | could type C: \ Of f er . If you
don’t specify a folder, WinZip will choose
the TEMP folder.

3 Cconfirm your selections by clicking OK.
WinZip Self-Extractor Personal Edition

@ 'DAMY DOCUMENTS\OFFER.EXE' has been created
from 'D:AMY DOCUMENTSVOFFER.ZIP'.

Before distributing the EXE file, please be sure to test
itin all target environments.

Do you want to test it now?

4 \what now? Yes, now WinZip will
suggest that you test the archive since self-
extracting archives aren’t always 100%
reliable. Click YEs to see if everything is in
working order.
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WinZip Self-Extractor - Offer.exe

Tounzip all files in Offer.exe to the specified folder

Unzi
press the Unzip buttan. i

. Run WinZip
Unzip to folder:
c:\ Offer.zip

Browse..

Close

W Orverwrite files without prompting p—
Abou

il

Help

5 Now you’'ll see the very dialog box that the
recipient of your self-extracting archive will
see. And — wonder of wonders — in the
UNzIP DIRECTORY field, you'll see the path
you typed in. Therefore: if you go ahead and
click UNzip, the contents of the archive
should be unzipped into the OFFER folder.

If the folder doesn't exist, WinZip will
automatically create it for you.

33KB
3KB

6 Did everything on your hard disk work as
you wished it to? Then it will certainly work
on the recipient’s computer. Surely you'll
notice that the self-extracting archive is
somewhat larger than the regular Zip
archive. But for that, the recipient doesn’t
have to have WinZip.

Now you can simply attach the file to an e-mail
message, just asif it were any other file.

Alternatives to WinZip

Naturally there are a so freeware programs that
can fulfill the same purpose. But it's a given that
they’ re more cumbersome to use.

FreeZip

FreeZip is an easy-to-use program that
compresses and decompresses files. FreeZip
adds itself to the context-sensitive menu of
Windows Explorer. You'll find it at
http://www.ozemail .com.au/~nulifetv/freezip/.

makeZip

makeZip 1.27
GICRVERE Ra i)

= @ Eigene Dateien
{2 cht-Dateien

|- (O] %]

j Drateien zum Zippen:
= D C:AEigene D atelensAdressliste. mdb

g E‘?f IfE Seiffrﬁa - D C:AEigene Dateiendngebot.exe
1 3 ] C:AEigene DateienyFelder doc
Drok5 htm d
Dromathea Eckert.nf
Dorothea Eckert.tst
druckbereich.xls —
D bist doch ein sehr neuer Ankan ZIP: C:\Eigene D ateient4ngebot. zip
erfolg.htm ZIP-Dateiname: __Angehnl zip Opdrer...
erfolg.ppt
erfalg.sdd [T Dateien verschisben

e it [T selbstestrahierende EXE-D atei erstellen

&

j Abbrechen

Another convenient program is makeZip. You'll
find this tool at

www.kal ab.com/makezip/makezip.htm. Gerhard
Kalab has earned great praise for his spiffy little
program: you can password-protect your
compressed files. In addition, you can even
create self-extracting archives with this program.

Fenster.bmp
ffgdfgf.doc

- If you surfed by the above addresses and

: couldn’t find what you were looking for, try

: these spots: www.freeware.com,

: www.shareware.com, www.download.com, or
- www.tucows.com. Poke around there and go

- looking for yourself! Maybe you'll even find
- other nifty programs this way.
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Composing Colorful Letters with HTML Format

You' ve probably aready guessed what | think of
HTML format: not much.

. “Classic” e-mail messages are written in simple
- text-only format. Such messages are small, '
- quick, and they can be read by all systems.

- Colorful HTML e-mail messages require a :
- longer download time, especialy if you'reusing :
| pictures and stationery. 5

Nevertheless, I'll show you here how you can
write “colorful letters” with Outlook Express!
Open up a new message window.

Format

Encoding

Rich Text (HTML) &
* Plain Text

1  First check that THE RICH-TEXT (HTML)
option on the FORMAT menu is selected. If,
by chance, you've changed the default
setting to text-only (see page 17), then this
is not the case.

2 Once you've selected the RICH-TEXT
command, you'll see a formatting toolbar on
your e-mail form.

Subject: ‘helln!

[Arial jm:,nzuﬁzzg:g: = =z==
Hi Michael [Font Color]

This is an e-mail message in HTM L fO rmat | hope that your

e-mail pragram can read it right!
Greetings!

jch

3 Compose your e-mail message just as
you'd compose something in a word
processor. Just mark the relevant passages
and give them the characteristics you'd like
them to have.

4 You can choose various fonts and text
colors, characteristics like bold, italic, and
underlined, and much more. You can even
align the paragraphs, for example, you can
make them right-aligned or centered.

Format Tools Message Help
Style »

Eont...

Paragraph...

Increase Indent
Decrease Indent

Color 4

Encoding L4 5 d
Sound...

5 Just in case you're not satisfied yet, you can
also choose a background image, a
background color, or even a sound byte to
include in your e-mail message. Select the
BACKGROUND option from the FORMAT menu
and find something that suits you.

r Hi Michael,
This is an e-mail message in HTM L format | hope that your

e-mail program can read it right!
Greetings! I

jch

6 i you look at the command
FORMAT/APPLY STATIONERY, you'll see that
you've even got prepared stationery at your
disposal. If that isn't something!

You'll see even more stationery designsif you
choose the subcommand MORE STATIONERY .

- Just so you know: AOL members cannot do
: anything at all with HTML-formatted e-mail.
i AOL usesits own standard!
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E-Mail for Pros: Receiving, Sorting, and Archiving

So you' re crazy about e-mail? And why not!
Outlook Express helpsyou at al turnsto make
work fun!

Receiving and Sorting E-Mail
Messages

The first piece of good i
news: it's easy to sort
your e-mail messages.
Sorting your messages
will give you an overview
of your electronic mail
and help you find e-mail
messages when you need to do that. Using an
example, I'll show you what to do!

Folders
3 Outlook Express
=% Local Folders

Lnbox

% QOutbox

1 First open the folder you'd like to sort. For
example, choose the INBOX folder.

¢ | 4 ‘ 7 ‘ From | Subject
21 Jirn Schéfer spinoffs
Hmatthew denckla Re:s0??7?
Z1Beanhd8280@a... Re: hey again!
Z1Suzanne Taylor  Re: happy birthday to you!
8 £ om vasisht Fwd: Recommended by: Gail Derr

2 You say that you'd like to sort your e-mail
messages by sender? No problem! Just
have a look at the top portion of the window.
Here, click on the heading FRom. The
messages will now be sorted in ascending
alphabetical order.

Click again and the messages will be sorted
in descending alphabetical order!

[ I

g | g | ki | From - | Subject N
Sort Ascending

2 Beanhd8280@a... Re: hey again!

B Gross Michael . FW: Greetings Mr. €
Sjenny gaus Fwd: Bembo's Zoo
2 Jorn Schafer spinoffs

£ inda L. Gaus play?

Sort Descending

10/2/00 11

3 And what if you'd like to create additional
sorting criteria, for example, by Internet
account? Right-click on the heading and
choose the CoLumNns command from the
context-sensitive menu.

Check the colurmns that you would like visible in this view. Use the
Wowe Up and Mowe Down buttons to rearder the columns howewer
wou like.

Columns

Fricrity
Attachment
Flag
Fraom
Subject
Received

Mowve Up

Move Down

Hide
O Size

O Sent ﬂ Eieset

Ul

The selected column should be 185 pixels wide.

o]

Cancel

4 You'll see the Columns dialog box. Here's
where boxes for each of the visible column
headings are checked. So you'd like to add
Internet account? Then place a checkmark
next to ACCOUNT and click OK.

| Rec... - | Account
8/23/00 ... impop.bellatlantic.net
8/25/00 ... impop.bellatlantic.net
8/25/00 ... impop.bellatlantic.net
8/26/00 ... impop.bellatlantic.net

5 Now you've got a new column heading, so
you can sort according to this new criterion.

‘ Received | Account
8/25/005:4... impop.bellatlantic...
9/29/00 45... impop.bellatlantic...
9/20/00 1:1... impop.bellatlantic...
8/23/00 12:... impop.bellatlantic...

.bellatlantic...

10/2/00 11....

6 The columns are too wide or not wide
enough? Then position the mouse pointer
between the column headings, press the left
mouse button and hold it down. Pull the
column size until it suits you, then release
the mouse button.

‘ Received HHAccou... -

8/23/00 ... impop.bell...

8/25/00 ... impop.bell...

7 You can even shift all the column headings
if you hold down the left mouse button.
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Creating New Folders

Outlook Express offers you awide variety of
folders as a matter of course. You' ve already got
an Inbox, Outbox, Sent Items, etc. But often it
makes sense to create your own folders. How
about afolder for your e-mail list subscriptions?
Or another one specifically for messages from
your biggest customer?

In this example, we'll create a new folder called
OFFICE LIsT inside the INBOX folder. Here's
what to do if you'd like to create a new folder:

Folders x

5 Outlook Express -
- Local Folders

= Inboxg
@ Oouth  Open
< Sent  Find...

@ Dele .
& Draf MNew Folder... [y

1 Right-click on the folder inside which you'd
like to create a subfolder. From the context-
sensitive menu, choose THE NEW FOLDER

command.
Create Folder X

Eolder name:

oK.
Cancel

|orrice List

Select the folder in which to create the new folder

=% Local Folders j
R nbox N
& Outbox
& Sent ltems
7 Deleted ltems

-

2 The CREATE FOLDER dialog box will appear.
Here, type the folder name into the
appropriate field, for example OFFICE LIST.
Confirm your actions by clicking OK.

=% Inbox
<& Earthlink

N ice List

& T-Online

3 Inthis manner you can create as many
folders as you want. You can even drag
them to wherever you'd like them.

And in the next section, I' [l show you what you
can use all these great foldersfor!

Sorting Messages

You can use these practical foldersto sort al
your messages. Move them with the beloved
mouse-dragging technique!

Folders X | From -
43 Outlook Express ~| @ Beanhd8280(@...
=% Local Folders = Cross Michael I
=52 Inbox Sjenny gaus
Q@I £1Jdrn Schafer
i Snafn %‘1 Alindal . Gauns

1 click on the message that you'd like to
move and hold the left mouse button down.

2 Drag the message to the left into the folder
where you'd like it to be. This technique is
called drag and drop. Now you’ve moved
this message into a new folder.

message instead of just moving it

into another folder? There’s even a
solution for this problem! While you're
dragging the message, hold down the
[CTRL] key on your keyboard! You'll know
when you see the plus sign under the
mouse pointer that this message is being
copied instead of moved!

3 But you'd like to make a copy of this
B

Deleting E-Mail Messages

You say that you'd like to delete one or more
messages? There are two methods for doing this!

Folders
4 Outlook Express
- Local Folders
+-&a Inbox
% Outbox
& Sent ltems

@
& Drafts 5
« Drag the message or messages into the
DeLETED ITEMS folder while holding the | eft
mouse button down.
¢ Ther€'salso an easier way: select the
message in question and press the [DELETE]
key on your keyboard!
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The Search Function: Finding E-Mail Messages

Don't even say it! | know how these things go.
You wanted to sort the message in a subfolder.
You swore you were going to reply to it right
away, and yet... And now the message has
disappeared completely. What now?

Luckily, Outlook Express offers you a
comfortable search function!

Here'swhat to do if you're searching for
an e-mail message (or a Usenet article):

Edit View
|
Message.. & Ctrl+Shift+F
Move to Falder.. N!essage in this Folder... Shift+F3
Find Next... F3

Copy to Folder...

1 Select the FIND command from the EDIT
menu, then select MESSAGE.

R Find Message [_[o]x]
File Edit View Message
Lookin: ||an>< W Include subfolders Browse
Fram: |Hanne Hallmayer Find Mow
To |\ T
Suhject | Mew Search
Message |
Received before: [[ | w| ™ Message has attachment(s)
AR ’—H 7] I Message isflagged

2 The FIND MESSAGE dialog box will appear on
your screen. Here you'll see countless
possible ways to conduct your search. The
most important thing to remember is to
check THE INCLUDE SUBFOLDERS box.

3 You could, for example, enter the sender’s
name in the From: field. If you don’t know
the sender’s name, just leave that field
empty.

Subject: |Wedding

hMessage: || I

4 you can’t remember much about the
message, try searching once using the
Message: field. Type in a particular word or
phrase that you think might be found in the
text of the e-mail message you're looking
for. Then you'll perform what'’s called a full-
text search.

Empfangen vaor dem: ||7 01.12.59 j [ N
Empfangen nach dem: ||7 17.12.53 j ['D

n Dezember 19399 “

Mo Di Mi Do Fr S5a 5o

12 3 4 5
g ?%910 1 12
12 14 by 16 M 12 19
00N 2 2@ oM /X
7 o2 29 ;oA

‘T Heute: 08.12.99

5 Another useful feature is the ability to
search for a message that you sent or
received during a particular time frame.
Select the appropriate days in the list boxes
at the bottom of the search form.

W tessage has attachment(s)

™ Message is flagged

6 Was this an e-mail message with an
attached file? Then check the box labeled
MESSAGE HAS ATTACHMENT(S).

16| % [From Subject Received
8 22 Joe YWeessies RE: peoplesoft chapter 10 8/27/0011:...
] £ Joe Weessies Chapter 11 9/6/009:25 ...
] &1 Joe Weessies Chapter 12 9/417/00 6:0...
]

&1 Joe Weessies Chapter 11 9/18/00 10....

7 Click START when you've finished entering
all the search criteria you want! After a
moment — hopefully — you'll see a list of
possible matches. You can open a
particular message immediately by double-
clicking on it!
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Quick and Comfortable: Administering Your Mail with Rules

Wonderful! Now you know how to create fol-
ders and organize your e-mail messagesin the
spiffiest way possible. Spiffy organization?
Hmm. And what happens if you receive severa
dozen messages every day? At some point some
of your fingerswill fall off or you'll get a per-
manent cramp in your right hand from dragging
SO many messages around.

But there’s a solution for this problem. The so-
called rules! For even the Post Office has caught
on: there are fully automatic sorting machines.
And whatever “snail mail” can do, electronic
mail can do too.

Creating rules is not so easy, but the effort
you expend will be richly rewarded!

Using an example, I'll show you how you can
create fabulous rules with Outlook Express.
Let's assume that you have many e-mail messa-
gesfrom aparticular mailing list (Wbody’ s
O fi ce Wat ch) towhich you' ve subscribed.

Our goal issimple: to create arule that will sort

. your messages into appropriate folders

- automatically as soon as messages are received!

Luckily, there's an Assistant to help you with
this task. Here's what you need to do:

Tools Message Help

Send and Receive 4

Synchronize All

Message Fuies »
News...

1 Select TOOLS/MESSAGE RULES /MAIL.

Message Rules H

tail Rulas l Mews Fules l Blocked Senders l

These rules will be applied to Mail messages.

‘ MNew Mail Rule #1

2 | see THE MESSAGE RULE dialog box since
I've already created a rule. To make a new
rule, I'll click NEw. You'll probably see the
Rule Assistant on your screen, so skip down
to step 3!

New Mail Rule

Selectyour Conditions and Actions first, then specify the

1. Selectthe Conditions foryour rule:

|_ Where the From line contains people I

O Where the Subject line contains specific words

O 'Where the message body contains specific waords
O ‘Where the To line contains people

O 'Where the CC line contains people

2. Selectthe Actions for vour rule:
I

ko it to the specified folder

O Delete it
O Forward itto peaple
O Highlight it with colar

3 Now you'll see a dialog box that appears
very complicated. But it's really not that bad.
First off, check the box labeled WHERE THE
FROM LINE CONTAINS PEOPLE. When you've
done this, you should see a message in the
third field on the dialog box.

4 But let’s have a look at the second field.

Here you should place a check next to
MOVE IT TO THE SPECIFIED FOLDER.

3. Bule Description (click on an underlined value to edit if)

Apply this rule after the message arrives
Where the From line contains people
Move it to the specified folder

5 And now life gets interesting! Have a look at
the third field. The note is telling you to click
on the underlined value. Do this now, but
first click CONTAINS PEOPLE.

Select People

Twpe one name at atime and click Add. ar select people fram the
Address Book.

|W00dy's Office YWatch Add

Address Book..

Beople:

lEWhere the From line containg

© Johann-Christian Hanke: E-Mail with Outlook Express 5 - 11-11-00 - 00:29



36 Rules in Outlook Express

6 Enter the name of the sender in question.
Make sure that you type it exactly as you do
when e-mailing. If that person is already in
your address book, then you can click the
ADDRESS Book button and add the person’s
name that way. Don't forget to click the ADD
button.

Beople:

Address Book..
Options...

Ok, % Cancel |

7 Nowall you have to do is click OK and
you're all set!

3. RBule Description (click on an underined value to edit if);

Apply this rule after the message arrives
VWhere the From line contains "Woody's Office ¥atch'
Move it to the specified folder

Outlook Express

8 The next step in our
=@ Local Folders

example is to

specify into which =% Inbox
folder messages &
& Snafu

from this sender
should be moved. Click on the underlined
text where it says MOVE IT TO THE SPECIFIED
FOLDER.

9 From the list, locate the subfolder into which
you'd like to move messages from this
sender (I hope that you've already created
an appropriate folder!). Click OK.

3. RBule Description (click on an underlined value to edit it):

Apply this rule after the message arrives
VWhere the From line contains "Woody's Office Watch'
Move it to the Office List folder

10 It's hard to believe, but your rule is almost
ready to go. In the fourth field (NAME OF THE
RULE), give your rule a meaningful name,
for example, you could type Of fi ce
Li st . Confirm everything by clicking OK.

Now you'll see THE MESSAGE RULES dialog box
again. So you'd like to see whether your ruleis
working properly? Then click the APPLY Now
button and then click APPLY Now again.

Rules are really agreat thing. Once you' ve tried
them, you won't be able to understand how you
survived without them!

Rules against E-Mail Advertising

The power of rulesis such that it's hard to
believel Just have alook at some of the things
that Outlook Express can react to automatically:
sender, subject, account, message with attach-
ment, message of a certain size, urgent message,
etc. There's hardly awish that it can’t fulfill.
And what you can do with the messages: move
them, copy them, forward them, delete them,
leave them on the server, or delete them from the
server. Anything is possible!

2. Selectthe Actions for your rule:

1 Reply with message

[71 Stop processing more rules

X1 Do not Download it from the serser
Delete itfrom server

And it's precisely the last rule that can be useful
if you'd prefer not to be troubled by messages
from particular senders.

You can automatically delete e-mail messages
with subject lines like Dollar, $$$$, Earn money
quickly, etc., without having to waste time
looking at them!

Have alook at the other tabs: if you select
TOOLS/MESSAGE RULES you'll find a
subcommand called NEws. On the News Rules
dialog box, you can use what you'’ ve aready
learned about rules to set up rulesthat apply to
newsgroup articles.

For example, you could create rules that would
del ete postings from known troublemakers
directly after the articles are downloaded. For
you'll notice that in newsgroups asin life, there
are unpleasant “ colleagues.”

Unfortunately there is no way to delete these
articles directly from the server because of the
way News works.
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I'll teach you more about newsgroups on
page 43.

Lists of Blocked Senders

And what’s behind the BLOCKED SENDERS tab?
Thistoo isakind of rule, aspecia rule.

Here's where you can enter the e-mail addresses
and/or domain names of people by whom you
wish not to be bothered. Click ADD to enter the
appropriate address or domain on the dialog box.
Decide whether the rule should apply to e-mail,
news or both, then click OK.

Mail Fuules | News Pules Blocked Senders |

o il s e oot dspiaved o Nawedhous messaaesy

Type the e-mail address (for example, someone@microsaftcom) or domain name (for
example, microsoft.com) that you want to block,

Address: ‘dn\larman@makemnneycom

Block the following:
" Mail messages
" Mews messages

& Mail and News messages;

Messages from these people will be placed in
the DELETED ITEMS folder as soon asthey’re
downloaded, so you'll be spared having to deal
with them.

Replying automatically with Rules

Timeismoney! And many people have been
ruined because they were not prepared for the
onslaught of customers.

OK, so you' re on vacation right now so what?
Can you do that if you' re self-employed? Yes! |
just tried it for the first timein 2 Y2 years—for a
whole week, yet —and | was overjoyed!
Vacation must be.

But where was 1? Oh yes, vacation! During your
absence, you' d like to send customers who send
e-mail to inquiry@lexi.de a message telling
them that their message has been received and
that you'll reply to it as soon as possible.

Here's what to do:

Bt your inquiry

File Edit View Insert Format Tools Message |

= Ly} &,
Send Undo Check £
From: ‘gaushaus@hellatlantic.net (impop.bellatlantic
BTo: |
Ce: |

Subject: ‘yuur inquiry

Dear Customer,
We have received your inquiry, we will process it
as soon as time allows.

Thank you for your patience.

I

The SalesTeam

1 Open a new e-mail form and compose a
standard reply message. Leave the
recipient blank.

OUF IngUiry
Save as ype:  |Mail eml)

2 Now select FILE/SAVE As (the plain old Save
command won't do!). This will save your e-
mail in the Windows file system. It now has
the extension *.eml.

New Mail Rule

Selectyour Conditions and Actions first, then specify the walu

File narme:

1. Select the Conditions far your rule;

Ohere the From line contains people

O*here the Subject line contains specificwards
[1hihers the messane hody containg specific words
“where the To line contains people

LI%here the CC line contains people

2. Selectthe Actions for your rule:
O Mark it as read

[0 Do not Download itfrom the server

3. Bule Description (click on an underlined value to edit it);

Apply this rule after the message arrives
Where the To line people

Reply with message

3 Create the following rule: WHERE THE TO

LINE CONTAINS PEOPLE and REPLY WITH
MESSAGE. First click CONTAINS PEOPLE in
field 3.
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Select People X

Type one name at a time and click Add, or select people from the
Address Boak.

|inquiry@\exw.de Add

Address Book.

4 Enter the appropriate recipient(s) here. In
our example, I've typed inquiry@lexi.de.
Click Abb and then OK.

People
I\l\/here the From line contains

New Mail Rule HE

Open [7]x]

Look in ‘ =% My Documents ﬂ ﬂ E

Clmg U Trocki Hebrew Acadeny §|

"1 My Pictures & Zip 100 (J)

1 My Webs [10Id Excel Documents

1 Nyu = vour inquiry.eml -]

) Shs N

1 Stockton :l
L

File name: |yourmqu|r‘y.eml j

Files oftype:  [Mail {*.emi) -] Cancel |

Where the From line contains people
Reply with

5  Now cLick REPLY WITH MESSAGE. A dialog
box will open. Here you'll need to locate the
automatic reply message that you've
prepared in the Windows file system. You'll
recognize it by the extension * . end for e-
mail.

3. Rule Description (click an an undetlined wvalue to edit it):

Apply this rule after the message arrives

Where the To line contains ‘inguiry@lexi.de’

Reply with D:\My Documentsiyour inguiry.eml

4. Mame of the rule:

|AutD—RespDnse Rule

6 Read through the description of your rule
again. In the last field, give your rule a
meaningful name. Now click OK to confirm
and click OK on the next dialog box.

7 Now if you receive an e-mail addressed to
inquiry@lexi.de, it will be answered
automatically with your preprepared e-mail.
You'll know that this has happened because
a copy of your reply will be placed
automatically in your Outbox.

Unfortunately, the reply e-mail can only be sent
as an attached file. The recipient will see an
empty e-mail message and then have to open the
attachment. | don’t think thisis very elegant;
Outlook handles this feature much better.
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Pretty Secure: Encrypting E-mail with Pretty Good Privacy

Now let’'s move on to atopic that's quite
important, namely security. Sending e-mail
messages is rather like sending postcards; the
contents are not very secure and they can be
read by just about anyone.

- By now it's no secret that all telephone calls,
- faxes, and e-mail messages can be intercepted
: and read automatically by computer programs!

Therefore I'll show you in this section how you
can — and should — protect yourself!

Encrypting E-Mails
So you'd like to encrypt your e-mail messages?

Why not? For this you can use the program
Pretty Good Privacy by Philip Zimmermann.

In the last few years, Pretty Good Privacy has
become the de facto standard for e-mail
encryption. The program creates two keys, the
public and the private. You share the public key
with everyone who sends you e-mail. Everyone
can “seal” his or her messages to you with the
public key.

And the private key? That's the secret! For e-
mail messages can only be decrypted with this
private key. And you' re the only one who hasiit!
And you should keep it to yourself!

This process is called the public key
process!

Pretty Good Privacy existsin many versions.
The newest isthe international freeware version
6.0.2.

PGP and Outlook Express

The good news. PGP contains plug-ins for
Outlook and Outlook Express!

And how do you access the fabled Pretty Good
Privacy? It's easy! Download PGP from

Www.pgpi.com or anywhere else you can find it.

After downloading, you'll find the nearly 7 MB
archive file PGPfreeware602i.exe on your hard
disk.

And now here'swhat you' Il need to do:

Groke | Typ

[ ateiname |
: BESS KR Arwendung

Start the file by double-clicking on it. Luckily,
thisis a self-executing file. Follow the
installation instructions step by step. Click NEXT
to move to the next screen.

Select Components

Select the components you want ta install, clear the components
you do not want to install.

LCompaonents

PGP 6.0.2i Program Files [Required for PGP B.x) B7B2 K
[ PGP £.0.2i Eudora Plugin T4E K.
[ PGP B.0.2i Microsoft Exchange/0utlook Flugin T4E K

E}EGP £.0.2i Microzoft Outlook, Express Plugin 170K
GP 6.0.2i User's Manual [Adobe Acrobat foimat] 1464 K
o SR

At some point during the installation, you' Il be
asked to specify which componentsyou' d like to
install. Here you need to make sure that the box
next to MICROSOFT OUTLOOK EXPRESS PLUGIN
is checked!

Creating Keys

Now start Outlook Express. If you look, you'll
see anew menu called PGP. Select
PGP/LAUNCHPGPKEYS. Give the KEY
GENERATION WIZARD your name and e-mail
address. Decide on akey variant, typein akey
password on the next screen, and wait. The
wizard will create your key. Move the mouse!

If you wish, you can send this public key to the
key server immediately. All done? Then your
key is now attached to the keychain.

L% PGPkeys

Fle Edit “iew Keys Server Groups Help

ZixH@vre R sE

FKeps | W alidity | Truzt | Size

&= Jazon Bobier <jason@pgp. coms % ] 1 205941024

@ leff Harrell <jeff@pgp.com: @ T 2048/1024

=] % Johann-Christian Hanke <jch@s. .. @ 2048/1024
5= Johann-Chrigtian Hanke <chi@snafu.. g

Before you can communicate securely with
someone, you'll need to have their public key.
Have them send it to you via e-mail. Then open
an e-mail form and select
PGP/DECRYPTVERIFY. PGP will recognize the
key automatically and offer you the chanceto
put this key on your “keyring.” Click IMPORT.
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Sending E-Mail

So you have the public key and you can create
encrypted e-mail. Before you’ re ready to go,
you'll need to select PGP/ENCRYPT ON SEND.
Now, as soon as you click SEND, your e-mail
will be encrypted.

Betreff: INeues.ﬁ.ngebnt!

Version: PGPfreeseware 6.0.21

hOCMASFE4+TO4PSIRAQP/ faSoZ2 ASpaxuTr/ SY2IDNCC
pPRESXOPOLIEVOKNXIV/ /OuVIa+SeRr I/ 50BG0 T2 GBES

Have alook at your Outbox. The recipient will
decode your messages, as mentioned above,
with the help of his or her private key.

Less Trouble: Cryptext

Do you find it too much trouble to download
and install the encryption tool Pretty Good
Privacy? Then I'll show you that there’'s also an
“easy care and dim” aternative.

Try downloading the program Cryptext by
the Australian Nick Payne!

Just surf by www.pcug.org.au/~njpayne!
Cryptext is even freeware!

Cryptext uses a 160-bit key and thereby makes
your data practically uncrackable.

But how does Cryptext work? Does it also use
public and private keys?

No! You can't encrypt your e-mail directly, but
you can encrypt attached files!

ssergls 15 KR

E|:| Alte E wee Offnen

@ babwlon.|  Drucken

@ Bericht0  Meu

@ Bericht Schnellansicht
E SR G v erschliisseln

E Blichersi @ Entschliisselin

The encryption works quite easily using the
context-sensitive menu, in the “usua” way. Go
into Windows Explorer and select the file you'd
like to encrypt. Right-click it and choose the
command ENCRYPT. Make up aslong a
password as you can manage; passwords up to
255 characters are possible.

Now the recipient must know this password if
they want to open the attached file. Thereisone
further condition: the recipient must also have
Cryptext, otherwise they won't be able to
decrypt thefile.

- The recipient of your message doesn’t have
: Cryptext yet? No problem! For in contrast to the
: resource-gobbling PGP, Cryptext istiny! It'sa |
: 127 kByte executable archive file. Soyoucan |
- even attach Cryptext to an e-mail if the recipient '
- doesn’t have Cryptext handy. :

Digital ID?

These days, you can even get adigital ID from a
so-called certification agent. Microsoft uses an
encryption process called S‘Mime. Select
TOOLS/OPTIONS, then look at the SECURITY tab.
Click the GET DIGITALID button.

You'll land at a Web site that has further
information. Compare working with digital IDs
and Pretty Good Privacy. Here again there's a
public and private key, thistime called a
certificate.
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Creating Profiles: Working with ldentities

Marvelous: Version 5 of Outlook Express can be
configured so that several people can use the
program.

What good is that? Just think about what
happens if various family members each have
their own e-mail accounts and set of post
baskets.

These various profiles are called Identities
in Outlook Express.

Creating a New ldentity

Normally Outlook Express works with just one
identity, the main identity. Thisis the most
important one. But you can aso create a new
identity, for example for afamily member.

Manage Identities...

Properties Alt+Enter

1 From the FILE menu, select IDENTITIES, then
ADD NEW IDENTITY.

New Ildentity [ 7] x]

Identity
(=]
Type your name:

Password

% “rou can require a password for this identity. This provides a moderate level
of security. However, other users may still be able to see your data. For

information about security. click Help.
Help

QK Cancel ‘

|Hanne Hallrmeyer

™ Beguire a password

2 The New Identity dialog box will appear.
Here you can type in a name, for example
Hanne Hal | neyer.

Identity Added %]

Do you want to switch to Hanne Hallmeyer now?

No ‘

3 Inthe next step you'll be asked if you want
to change to this identity. Just say YES.

4 outlook Express will close and then open
again anew. You'll see the Internet

Connection Wizard in the foreground. You
can run through all these steps now, but I'd
advise you to click CANCEL because you can
always do these things later on too.

Internet Connection Wizard [ |
& The new Internet account has not been created yet.

Are you sure you want to exit the wizard?

5 But the Wizard is really persistent and
needs a special invitation before he’ll let you
make him go away. In our example, click
YES once.

Import Messages <
& The import has not been performed yet.

Are you sure you want to exit the wizard?

- HD

6 As if this isn’t enough, another Wizard who
wants to import some messages appears in
the foreground. Here too you can click
CANCEL and then YES on the next dialog
box.

QOutlook Express B

You are currently working offline. ¥Would you like to go
online now?

7 Finally you'll be terrorized by this message.
If you're working in offline mode, you're all
set; just click YEs.

And now you have — abracadabra— a completely
fresh Outlook Express before your very eyes!
Now you can proceed as described earlier in this
booklet with setting up your e-mail account,
address book, etc.
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Changing ldentities

While you' re working with Outlook Express
you'd like to change to another identity? No
problem!

Just choose the SWITCH IDENTITY command
from the FILE menu.

Switch Identities
ik Hanne Hallmeyer is the current identity
oy

To switch identities. select the name below. To add ar
madify an identity, click Manage Identities

Log Off Current Identity
Hanne Hallmesyer
Lore Lei

Main [dentity (Default)

tanage [dentities... [0]:4 | Cancel |
On the following dialog box, select the identity
to which you'd like to switch and click OK.
Poof! Outlook Express will conjure the other
profile onto the screen.

Managing ldentities

Try out the IDENTITIESYMANAGE IDENTITIES
command on the FILE menu! Here you'll meet
the nice little “identity editor,” with which you'll
be able to have alot of fun.

Manage Identities EHE

(| Taoadd a new identity, click New. Ta madity an identity, selectit,
and then click Froperies. To delete an identity, select it and
then click Remove

Identities:

hain Identity

Mew
Eemove L
Propeties

W Use this identity when starting a program

Main [dentity ﬂ

Uze this identity when a program cannot ask you to choose an identity

[ Main Identity ]|

You can delete an existing identity (but not the
one you're currently using). In addition, you can
view an identity’s properties or password-protect
it. How does that work with the password? Like
this:

Identities:
‘Hanne Hal
Lore Lei

Main Identity

Properies J
—

1 Select the first identity you'd like to
password protect and click the PROPERTIES
button.

Identity Properties [ 7] x
[dentity

)
Type your name:

Password

% “Y'ou can require a password for this identity. This provides a moderate level
nf spruriby Howeseer nther nsers mav still he able to see your data. For

|Lnre Lei

I~ Require a password:
l% Help

2 You'll land on the Identity Properties
dialog box. Check the box labeled REQUIRE
A PASSWORD.

=
=T

3 On the next dialog box, you'll need to
enter a password. Confirm it in the box
below and click OK.

Mew Password:

Confirm MNew Password:

The password is only effective if somebody tries
to change identities. You can only do that if you
know the password. Stupidly enough, when you
start Outlook Express, it doesn’'t ask you for a
password -- even if you’' ve established a
password for thisidentity.

- To make the password effective when starting up |
: Outlook Express, you haveto select FILE/EXIT
. AND LOG OFF IDENTITY! Now Outlook Express
- will close. If you start Outlook Express again :
- there will be adialog box asking you for the

- password for this identity. But here's something

- dumb: if you close Outlook Expressin the usual

: way, the program forgets to ask you for the

: password the next time you start the program!

: Only if you restart the computer will Outlook

i Express remember to ask you for the password.
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Off to Usenet with Outlook Express

Did you ever think that there would be bulletin
boards on the Internet? It's no joke —it's true! In
the so-called newsgroups, everyone can express
an opinion about a specific topic. Do you have a
problem or a question? Then venture into Usenet
and discuss it with others!

It doesn’t matter whether you're interested in
how to raise your dog or cat or opinions about
the newest novel by John Grisham or problems
with Outlook Express—asaruleyou'll find a
newsgroup for any topic.

Regard newsgroups as a kind of hotline!

. Everyone is supposed to help everyone else.

. Everyone can express an opinion (post), pose
- questions, and take part in the discussion.

- Around the world, there are tens of thousands of

- newsgroups, most of which arein English.

- “Publications” in newsgroups are called

- postings. The discussion doesn't take place in

: real time (as with Chat), but at some remove.

. Each person “ contributes their $.02" via e-mail
. to the bulletin board.

Setting up a News Account

And in Usenet, the old rule al'so applies. you
won't get far without preparation. The most
important prerequisite: that you have accessto a
news server. Most Internet Service Providers
will offer you this service.

See my tips on page 59 if your Internet
Service Provider doesn't offer you a news
server!

Good to know: the second prerequisite for
accessing newsgroups is something you have
aready. | mean Outlook Express. The program
isalso afull-featured news reader.

Here's how to set up a news account:

Directory Service...

1 From the TooLs menu, select the ACCOUNTS
command. Click the AbD button, then select
NEws from the submenu.

Internet Connection Wizard

Your Name

When you posta message to a newsgroup or send an e-mail messe
will appearin the From field. Type vour name as you would like itto ¢

Display name

For example: John Smith

2 Now you'll see the Internet Access Wizard.
Enter your name in the first field and click
NEXT.

Type the name of the Internet news (NNTP) server your Intemet service provider has given
you.

MNews (NNTP) server:
|news snafu.de

3 Onthe next dialog box, type in the name of
your news server. You should have gotten
this information from your Internet Service
Provider. Click NEXT again, then click
FINISH.

%L’ news.snafu.de Properties

Generall Server  Connection lAdvanced]

Caonnection

@ Ifthis account reguires you to connect using & LAN or a
specific dial-up connection, you may override your default
Internet Explorer connection setting.

W Ahways connectto this account using;

| Belladantic Net ~]|

Settings... | Add... |

4  Now specify which dial-up connection you'd
like to use to connect to your news account.
To do this, double-click on the relevant
entry, click the CONNECTION tab and adjust
the settings as you want them.

If you're amember of an online service such as
Earthlink, you must choose the corresponding
dial-up connection. In principle, you can use any
connection to connect to the free servers (see

page 59).

- You may also want to have alook at the General |
- tab. Here you can specify amore user-friendly
- name for your news server. For example, you

- can chooseto call it Ear t hl i nk

: Newsgr oups.
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Downloading Newsgroups

Now I'll show you how newsgroups work! In
principle, you only have to download the names
of the newsgroups. Once you' ve done that, you
can choose the groups whose names speak to
you. One speaks of “subscribing” to the groups
you like.

Don’t worry, the subscription won’t cost you
a dime!

Here's the sequence of steps you'll need to
follow thefirst time:

BRI arthlink Newsgroups{i

1 on the left side of the window, click on the
symbol for the news server. Click, for
example, on Earthlink Newsgroups.

Outlook Express [ x|

& You are not subscribed to any newsgroups in this
account. Yould you like to view a list of available
newsgroups now?

2 The program determines that you haven't
yet subscribed to any newsgroups. It offers
to show you a list of the available groups.
Here you should definitely answer YES.

Downloading Newsgroups from News Account
a v &3
Downloading the list of newsgroups available on the server. This

only needs to be done once, and it may take a few minutes if wou
hawe a slow connection.

Downloading newsgroups: 36453 received...

3 After the connection has been established,
Outlook Express will download all available
newsgroup names for you. Be patient! This
can take some time. But you'll only need to
do this once.

% Newsgroup Subscriptions [z]x
Agoount(s) Display newsgroups which contain
\ammEiISI I Also search descriptions
news bellatla. Newsgroup Description T Subscribe
altanimals —
altanimals badge.
altanimals.hears
altanimals breed Besetlist
altanimals dogs.c
altanimals.dolphi
altanimals zagle
altanimals.falcon
altanimals felines
altanimals felines
altanimals.foxes
altanimals furtrap
altanimals hawk
altanimalshorses
altanimals horses ﬂ
All [ Subscribed | New |

Goto [s]3 Cancel

4 search for newsgroups that interest you.
You're interested in animals? Then type an
appropriate word into the uppermost box:
ani mal s. Now on the lower part of the
screen you'll see only newsgroups that have
something to do with this topic.

5 Display newsgroups which contain

You could decide to [poee

choose a group about
dogs. Just select it,
then click the
SUBSCRIBE hutton. If
you wish, subscribe
to more newsgroups
in the same manner and click OK.

alcoon-dags
shtmusiccavedogs
oltpets dogs

st pets dogs.aussies

st pets dogs boxers
altpets dogs flame-wars
sl pets dogs labrador

st pets dogs pitbul

alt pets dogs.pomeranians

- You'd like to have alook at a newsgroup

- without subscribing to it? Then don't click the
: SUBSCRIBE button. Instead, click the Go To

- button. If you do this, all the headers for
: messages in this newsgroup will be downloaded.
. But during your next Outlook Express session, |
- this group won’t appear on your subscription
S list.

More Information from
Descriptions

Outlook Express offers you the opportunity to
download descriptions with the newsgroup
names. Before you try this, however, think about
whether it's worthwhile for you, for you can
always download the newsgroup descriptions
|ater on, like this:

Just choose TOOL S/NEWSGROUPS.
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Display newsgroups which contain

‘ ¥ Also search descriptions

‘ MNewsgroup Descrigtion
Outlook Express [ <]

& No descriptions have been downloaded for the
newsgroups on this account yet, so descriptions
cannot be searched.

You can get descriptions by resetting the newsgroup
list (which may take a few minutes). ¥¥ould you like to
do so now?

No |

Now place a checkmark in front of the box
labeled ALSO SEARCH DESCIPTIONS. You'll be
informed by a dialog box that the list must be
reset before you can download the descriptions.
Click YEs.

Display newsgroups which contain

| ¥ et i

MNewsgroup

Description i‘
la

1.a.hovine

1.a8hove k
1.atthetop.ofthe.list

1h

1.beginnersa

1.heginners.news

Patience! After awhile you should see a sepa-
rate column displaying descriptions of these
groups—if adescription is available, that is.

The catch: up to this point, descriptions exist for
- relatively few newsgroups.

Following the Discussion

That’s enough downloading — let’s get started!
Follow the discussions on Usenet! Read the
individual messages and the so-called threads. In
this section 1’1l show you how!

SRLEE arthlink Newsgroups

i# alt.animals.horses (28)

{# alt.pets.dogs.labrador (669)

¥ news.newusers (4)

{# news.newusers.questions (880)
{# nyc.pets.cats (2)

1 on the left side of the window, click first on
the plus sign next to your news server. A list
of new newsgroups will drop down. If you've
only subscribed to one group, naturally only
that group will drop down.

i alt.animals.horses - Outlaok Express - Main Identity

File Edit View Tools Message Help
- g8 | @ &
New P... Send/.. ~ | Addre.. Find
il
Folders x [a]3 [=»[Subject [From =
@ MG Al  Re: Palice jody.gun
@ Peachpit #To all horse newsgroups....  Andrea |
@ Registerclub * Bay Colt for Sale BOB Sk
@ Shopping ™ Horse Racing Info / Tips admin@
@ Sybex * New Equine web-site for SW Frannee

#~-ANIMAL ARTWORK CL... Heather

& Translation Stuff
= € Earthlink Newsgroups  shetland Ponies

Rachael =
@(28)% F [ T TR T TR | FITLﬂJ
3 alt.pets.dogs.labrador (669)
{4 news.newusers (4)
{4 news.newusers.questions (880)

From: To:
Subject:

@ nye.pets.cats (2) There is no message selected. =
Contacts ~ x
(B Al of the Aimanzas ﬁ‘
B Andrew Steinberger
B Anne Marrhant ﬂ J

28 message(s), 28 unread = Working Online

2 Now click directly on the desired group and
the so-called message headers will be
downloaded. As a rule, this means the
messages’ subject lines.

2 ==~ Professional Hurseiﬂa... admin@pastth... 9/17/00 1...

EEhay for sale ANDREW BELS... 9/18/00 8:3...

g Registered Half Andalusia... altmar 9/18/00 6...

< ‘ |

From: ANDREW BELSHAW To: altanimals.horses
Subject: hay for sale

we have hay for sale in East Anglia..£2 per bale
ring 0411 523103 for more details

3 You say you'd like to read a particular
article? Then click directly on the subject
line of a message. At the bottom of the right
side of the window you can now read the
corresponding text!

= & ==~ Professional Hurseiﬂa... admin@pastth... 9/17/00 1...
# == Professional Horse R... admin@pastth... 9/21/00 4...
ANDREW BELS... 9/18/00 8:3...

Efhay for sale

4. A plus sign in front of a posting indicates a
so-called discussion thread. Click on the
plus sign if you'd like to see the discussion
thread drop down.

5 Is there a Re in front of the heading? Then
this is an answer to another message,
called a Reply.

. o

Ne%sgru... Header

Newsgroups

So you'd like to read and subscribe to more
groups? To download al newsgroups, just select
TOOLS/NEWSGROUPS or click the appropriately-
named button.
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- Whoops! Nothing happens when you click on a

- newsgroup name? Then you' re probably not

- connected! Pull down the FILE menu and see

- whether there’'s a checkmark next to WORK :
- OFFLINE. If thereis, removeit. Now click on the :
- newsgroup name. Now Outlook Expresswants
- to connect to the news server viathe dial-up

i connection!

Tips and Tricks for Newcomers

Newcomers to the Internet are often called
Newbies. And especialy if you're using Usenet,
there are some things you should watch out for.
My tip: before you go too far, have alook at
some of the newsgroups intended specifically
for newcomers. These explain alot about Usenet
and how to useit!

a4
Folders x [8]3 ] %] Subjest [From
& Peachpit newbie questions Steve Walls
@ Registerclub Eftest Erie
& Shopping Hltest Erie
& Sybex 4 |

@ Translation Stuff
=@ Earthlink News Account

From: Erie Te: news.newusers

i alt.pets.dogs.labrador (676)

4 Do you have a question about Usenet?
Then you should subscribe to the group
news. newuser s. questi ons.

Have alook around in these groups to see what's
what! You'll notice that you can get alot of
interesting information here!

Me too: here’s how to take part!

If you'restill new to Usenet, you should follow
agroup and its postings for awhile. In this way,
you'll learn something about the tone that rules
in this particular newsgroup.

- You should definitely seeif the group you're

- following offers aso-called FAQ, alist of

- “Frequently Asked Questions.” For nothing is

. more aggravating to other participants than :
: having to answer the same questions al thetime.

So you'd like to take part? Then go ahead, join
in the discussion!

Efhay for sale ANDREW BELS...
] Registered Half Andalusia... altmar 9/18/0

A ae_ s e_n_ar At aan naanon

| — 5]

9/18/0(

This is a test I have been unable to send anyth:
through my new news
< || reader

T4 news.newusers (4)
¥ nyc.pets_cats (2)

i@ alt.animals.horses (26) :j Subject: test

1 Have alook at the group
news. newuser s. You should definitely
subscribe to this group and read it!

2 Here you'll read regularly about so-called
Netiquette, which refers to the rules of play
on Usenet, if you will. In addition, you'll
learn everything you need to know about
newsgroup hierarchies and much more.

Eetreff
lj <1999-04-13> Einleitung zu de.newusers.infos
ﬂ <1999-04-03> Die N der de-Hi ‘Wollgang Kopp
Aenderungen in den de.newusers.infos-Texten Andreas M. Kirchwitz
@ £1995-09-15> Emily Postnews beantwortet Fragen zum USENET
ﬁ <1998-09-08> Erst lesen. dann schreiben Hubert Partl
ﬂ <1998-09-08> Erste Schritte im Usenet Hubert Partl
ﬁ <1997-12-13> Fragen und Antworten: de.newusers....  Christof Awater
ﬂ <1993-11-04> Flame-Anleitung Reimer A. Mellin

| ‘Won
Andreas M. Kirchwitz

|

3 Friendly colleagues regularly publish
information and recommendations for all
newcomers. The contributions of Emily
Postnews, for example, have become
legendary.

{ém  How come | cant find ALT....  Jim Woodhams
o -q “A dati

needed Feng Wang
¥ Where to make complaint a... SanDiegoAgent
¥ Missing Posts? The Ranger
# Meacurinn News Server 0 Martti | amnrhev

8/23/(
8/231
8/24/(
87241
R2AN

From: ANDREYY BELSHAYY To: alt.animals.horses
Subject: hay for sale

we have hay for sale in East Anglia..£2 per bale
ring 0411 523103 for more details

1 so you've found an article to which you'd
like to reply? Then just do it! In principle,
replying to an article is similar to replying to
e-mail messages, with a few little
differences...

Reply i .
Py Reply to Group

2 Normally, you'll click on the REPLY TO
GROUP button. It's the second button from
the left on the toolbar at the top of your
screen.

3 Now answer the posting just as if it were an
e-mail me ssage. Think about quoting and
delete unnecessary passages of the original
posting. Your posting will appear
underneath the original posting, and Re
should appear in front of its subject line.
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Never use HTML format in newsgroups! Y
Ordrer x | Betreff
Qq) % de_snuﬂ l:g KCYXCYHCY
de.so E‘[ mal wieder tegt- zeit: ignore - no reply
RBPIY'RBply to Sender 7 de.test] 4 Re: dlerljkgiibuiOnd 9uBbualw
ﬁ fido_h ﬁ ein Test
ﬁ fido.g P test 1

4 Rather than posting a reply, you'd rather
e-mail the person in question privately?
Even this is possible! Just click the REPLY
TO SENDER button.

- You're not certain yet whether you can manage
- al of this? And you'd like to start with a test?
. Precisely for this purpose, there's a special

f0 - newsgroup: t est . Here you can test to your
Send;/... M - heart’s delight!

5 Last but not least, click the SEND button.

©

Folders [ | 8 |Tu Subject |Sent i |
IS Outlook Express - [Pasra@belsha... Re: hay for sale 10/3/00 9...
= @ Local Folders
-3 Inbax
pqCutbox]Ql
2 Sent ltems
@ Deleted ltems 4] o

6 The message will land, as usual, in your
Outbox. Click SEND/RECEIVE to dispatch
your posting posthaste.

K
ew P..

R

7 You'd like to compose a new posting?
Then click the NEw MESSAGE button and
proceed as if you're composing an e-mail
message. Your message will appear as a
main posting “on top” in the newsgroup.
Perhaps an interesting discussion thread
will emerge from your contribution, which
will stretch over weeks. Who knows?

Asyou can see, postings are, in principle, just
another form of e-mail. But generally you' |l post
an article to agroup rather than sending it to a
person directly.

Therefore, you should practice patience;
sometimes it takes awhile before your posting is
distributed to all news servers. If you're lucky,
you'll receive an answer within hours.
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Downloading Usenet Articles for Offline Reading

You're using Usenet alot? Then I’d recommend
that you read your newsgroups offline in order
to save precious telephone and online charges.

First, choose the groups and/or articles you'd
liketo read! Download them at one sweep onto
your compulter.

- Hint: if your newsreader tries to force you to

- work online, click WORK OFFLINE. You can also

i select FILE/WORK OFFLINE from the menus.

Here'swhat to do if you'd like to set yourself up
to read newsgroups offline:

] i1 aniale o B RPN
o Open questions
W Find..
Catc
g Catch Up
acts - Unsubscribe
:f thesi\lr_" SUHTTTFEISERGEEEE  Don't Synchronize
rew Stein
ne Marrha All Messages
o aimm New Messages Only

1 Right-click on the newsgroup in question,
for example al t . ani mal s. hor ses.

2 From the context-sensitive menu, select
SYNCHRONIZATION SETTINGS/NEW MESSAGES
ONLY. Do this with all of the newsgroups that
you wish to read regularly.

Synchronize Account Newsgroups... Settings
Newsgroup Unread Total | Synchronization ...
tiialt.animals.horses W

ﬁalt.pets.dngs.lahradnr 675 676 ™ New messag...

¥ news.newusers 4 6 ™ Headers only
news.newusers.questi... 882 882 ™ Headers only

ﬁnyn.pets.cats 2 2 ¥ New messag...

3 You'll be able to recognize any groups that
you have selected this way by the blue
arrow that appears next to the newsgroup
name. Left-click once on the entry for the
news server and on the right side of the
window, Outlook Express will give you an
overview of your synchronization settings.

Synchronize Account

4 would you like to download the selected

articles? Then click the SYNCHRONIZE
ACCOUNT button. Or select the SYNCHRONIZE
ACCOUNT command from the TooLS menu.

W Outlook Express [ x|
% Download aller Machrichten von 'de.newusers. questions’. Ausblenden
Download der Machricht 123 von 234 jaCblEsliel)
<< Details |
I Werhindung beim Beenden trennen
dufgaben | Fener |
Aufgaben | Statug | ‘Yerbindung
\/Uberpri,ifung auf neus Machrichten aul 'SnafuMe... Beendet SNAFU
" Download never Kopfdaten won de.newusers.infos Beendet SNAFU
¥ Download aller Machrichten von "de.newusers.qu..  Ausfiibren SNAFL
Download neuer Machrichten von "de.rec.tiere.pfe. .. SNAFU
«| | 2|
2 vaon 4 Aufgaben wurden bearbeitet -a

5 Outlook Express will connect you to the
Internet and download the selected
newsgroup articles and/or message

headers.
5 Outlook Express X
Checking for new messages on 'Earthlink Mews Account’
a i st |
Checking 'altanimals horses' for new b =R
<< Details
[~ Hang up when finished
Tasks Errors
Tasks Status Connection
¥ Check for new messages on 'Earthlink New Executing BellAtiantic.MNet
Download new messages from 'altanimals... Bellatlantic.MNet
Download new messages from 'altpets.dog. BellAtlantic.MNet
Download new headers from news.newuser. Bellatiantic.Net
Download new headers from news.newuser. Bellatiantic.Net
Download new messages from 'nyc.pets.ca. BellAtlantic.Net
0 ot 6 tasks have completed successtully % 4

6 You haven'’t configured Outlook Express
so that it will disconnect automatically yet?
Then disconnect yourself. To do this, right-
click on the Internet connection icon and
select the command DISCONNECT.

Just areminder: you can disconnect yourself
automatically by selecting TooLS/OPTIONS and
clicking the CONNECTION tab. Here, you'll need
to place a checkmark before HANG UP AFTER
SENDING AND RECEIVING.
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Better Organized: Tips and Tricks for Using News

In thissection I'll show you afew tips and tricks
for using Outlook Express as a newsreader.

Considering Postings

So you'd like to consider particular postingsin
order to be able to follow the discussion better?
No problem! Outlook Express provides you with
apractical and elegant method for doing just
this:

| oo | Subject |
& Registered Half Andalusia...
& hay for sale
& - Professional Horse Ra...
& Horses Information Pages
%  EH RacehorseTraining---
& > Horse Racing Selection ...

(WINS- [ free video's of horses for s.._.

1 cilick directly in front of the subject line of
the posting, that is, in the column with the
spectacles. You can see that the article is
highlighted, because a pair of spectacles
will appear in front of it.

2 And now? With one click on a column
heading, you can sort all of the messages
that you've marked this way.

3 ©one more click in the spectacles column will
produce a “no” sign and the message will be
ignored. What if you'd like to hide such
ignored messages? Then just select
VIEW/CURRENT VIEW/HIDE READ OR IGNORED
MESSAGES. This will make messages that
you've already read disappear too.

If you select VIEW/CURRENT VIEW/SHOW ALL
MESSAGES, you' |l be ableto see al the

messages again.

Hiding Just Replies

In some newsgroups, traffic is so heavy that it's
easy to lose the thread. There are so many
postings! How are you supposed to find out
whether an answer to a single guestion that
you've asked has trickled in?

Very simple!

View Tools Message Help

- Shove Al essages
Sort By »  Hide Read Messages

Show Downloaded Messages
Hide Read or Ignored Messages

Columns...

Layout...
Customize Current View...

Text Size > ) )
Define Views...

¥ Show Replies to my Messages

v -
Next , ¥ Group Messages by Conversation

1 inthe newsgroup in question, select
VIEW/CURRENT VIEW. Place a checkmark in
front of SHOW REPLIES TO MY MESSAGES.

2 Now you'll see just the discussion thread to
which you contributed. You'll see right away
whether there’s been an answer to your
guestion.

3 Aifter you're all done, turn this view off by
selecting VIEW/CURRENT VIEW/SHOW
REPLIES TO MY MESSAGES. If you forget to do
this, you'll probably wonder why you never
see the other groups.

How do you want to see replies to your own

messages? There are two possibilities:

View

+ Show AllMessages

Sort By »  Hide Read Messages
Columns... Show Downloaded Messages
Lepani., Hide Read or Ignored Messages
Text Size N Customize Current View...

Define Views...

Show Replies to my Messages

o Nl ¥ Group Messages by Conversation

¢ Check under VIEW/CURRENT VIEW and see
whether there's a checkmark in front of
GROUP MESSAGESBY CONVERSATION. If
thereis, then what you see isthe whole
discussion thread.

e Or you can remove this checkmark and select
SHOW REPLIESTO MY MESSAGES. Then
you'll see only the articles that are
underneath your article.
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Posting a Followup-To

Sometimes a discussion on Usenet will go
completely haywire. It will meander and stray
from the topic of the newsgroup. When this
happens, it’s called going “ offtopic.”

If this happens, you should post a Followup-
To!

Thisisamethod of leading the discussion to
another group, that is, into a group that has more
to do with the topic at hand.

A Followup-to will often be posted if someone
thinks that a so-called crossposter should be kept
to the straight and narrow!

- What is crossposting? Some discussion

- participants are so impatient that they post the
- same article to several groups at the same time.
- Crossposting is a practice that is truly frowned
: upon on Usenet.

Therefore, if you're replying to such a
crossposting, you should post the reply in just
one group. That way, the next person who
responds to the posting will be directed to this
one group too.

And how does this go in detail? Thus:

Hewsgroups: microsoft public.de. german. is40.outlaok express microsoft. public. de. outlook, microsoft. public. instexplorer. ied
outlookexpress, microsoft public.instexplorer. isd. outlook express. stationeny microsoft. public. outloak

1 Here somebody has posted the same article
to several groups at the same time! Phooey!

R
Reply {Reply to Group

2 Youd like to reply anyway? Then click the
REPLY TO GROUP button.

View

¥ All Headers &

Toolbars L4
¥ Status Bar

3 On the e-mail form, select the command
VIEW/ALL HEADERS.

4 Newsgroups: |a|t.animals.hnrses

3 Followup-To: ||a|t.animals.horses, alt.animals.horses.breeding

4 In the FoLLowuP-To field, type the name of
the newsgroup to which you think the
discussion really belongs.

5 In your posting, make polite reference to the
fact that you're posting a Followup-to.

The abbreviation is f'up2.

For example, you could write in your posting:
F’up 2 posted to
mi crosoft.public.internetexplorer.ied.

Followup-to-poster

Another form of the Followup-to isthe
Followup-to poster. Here, the FOLLOWUP-TO
field isjust left blank. Type your own e-mail
addressin the REPLY-TOfield.

& Followup-To: ‘
Ce: \
Reply-To:

‘klammer@uffice.de

And what purpose does this serve? You should
use this procedure if, for example, you'd like to
post a classified ad to a particular newsgroup.

For in the end, what you want isto have replies
sent to you, not to the entire group!
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Genius: Searching with www.deja.com/usenet

On the Internet there is a place where all Usenet

articles are archived. Here you'll find nearly
every contribution made everywhere in the
world inthe last few years. It's madness!

What am | talking about? Naturally | mean the
Deja search enginel

You'll find Deja at www.deja.com/usenet

I’ll show you in brief how you work with Dejal

1 Type www.deja.com/usenet into your
browser and press [Enter]. This search
engine is often overloaded.

Search Discussions Power Search | Search Tips

=
Search |recent ¥ | discussions in the |standard ¥ | archive.

2 Now type the keyword you're looking for into

the form and click SEARCH.

Messages
1-25 of 52921 matches
Date Subject Forurm

114082000 Ee: OT: Mama Stallone's Psyc  alt.musie.cheap-trick

11/08/2000  Chili dogs
11/08/2000 Ee: Eeservoir ogs

alt.dumpster

uk.media.dvd

11/08/2000 Ee [GS] DAAAHI | egendary 0 alt.games.nintendo.po

3 Deja will now show you all the places it's
found the term you searched for. From the

table, you can read the date, subject, name

of the forum, and author. Click on the entry
that interests you.

POST REPLY

Who |IJIJSt reply ut?

MNowr the psychic dogs are predicting Gc

Polls just closed out east. It's goingto b

4 Read the text through. What if you'd like to
reply and you don’t have access to a news
server with Outlook Express? Then click
POST REPLY.

5 whatif you'd like to refine your search?
Then try clicking the POWER SEARCH link!

|dug5 Search
Limit Search

Match |all > | keywords

Archive |complete

Results type|discussions
Language |English hd

] Example: FAR or (frequently asked guestions)
Subject |training police dogs

Example: alt.tv.x-files or x-files™
Farum |

Example: demosi@deja.com

Author |Hanne Hallmeyer

Exarnple: Oct 11999 Ewxample: Oct 5 1999
Dates [Oct 15 1999 [Oct 30 1999

from to

6 Here you'll see a more complete search

form. You can limit your search according to
language, topic, newsgroup, author, date of
publication, etc.
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Tips and Tricks

Thisiswhere I’ [l show you some further tips
and tricks for using Outlook Express. First I'll
show you how to make the program your
standard e-mail application. Then, for those of
you who have both Outlook Express and
Outlook installed, I'll show you how to
synchronize the address book for both programs.

And of course there are other tricks too. How do
I make Outlook Express check for e-mail
automatically? What can Outlook do?

Outlook Express as Standard Mail
Application

By now it's clear to you that Outlook Expressis
your standard e-mail application. But if you've
“saved up” other e-mail applications on your
computer, these can sometimes fight for
dominance.

Thus it can happen that after you' ve installed
Outlook, Outlook Express will play second
fiddle.

Here's how to make Outlook Express your
standard e-mail application again:

Printers
Find L
@ = # Taskbar & Start Menu...

1 Select START/SETTINGS/CONTROL PANEL.

2 Double-click the ﬁf
INTERNET OPTIONS icon.
Internet
Options
Internet Properties HE

General] Security] Cuntem] Connections Programs lAdvaﬂced}

Internet programs

%i You can specify which program YWindows automatically uses far
2B eachnemet serice.

HTHL editar.

hicrosoft FrontPage Editor

E-nail: |Out\ook Express

Wewsgroups:  |Outlook Express

Intermet call: |Micrcusuﬂ Mettdeeting

Calendar: |

L {1 |

Contact Jist: |Addreas Book

3 Click the PROGRAMS tab. Have a look at the
E-mAIL and NEWSGROUPS area. This is
where you want to make sure that Outlook
Express is entered. If it's not, use the drop-
down list to put it there.

4 Confirm your settings by clicking OK.

By the way, it's not always desirable to have
Outlook Express as your standard e-mail
application. If, for example, you send faxes with
Outlook, then these will land —don’t laugh — as
e-mail in your Outlook Express Outbox. So take
my advice: don’t use Outlook to send faxes!

Synchronizing your Address Book
with Outlook

And we're already talking about Outlook! If you
wish, you can synchronize your Outlook
Express address book with the contact foldersin
Outlook 98 or 2000. In plain English: data that
appears in the contacts folder can appear in your
address book and vice versa.

If you're lucky, this setting might even be the
default from the start.

The only prerequisite: Outlook can't be
installed in the “Enterprise or Workgroup”
mode!

So how can you tell in which mode Outlook is
installed? Just select the ABOUT MICROSOFT
OUTLOOK EXPRESS command from the HELP
menu. Here you can see which variation is
installed.

But let’'s get back to Outlook Express!

E3

Addre...

Address Book

1 Firstcal up the Outlook Express address
book.
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Options [ x]
Data Sharing
~ iShare contactinformation amang Microsoft Qutiook and other applications. Address
hook data will be stared in the Microsoft Outliook Contact Store.
Do not share information among Microsoft Outlook and other applications. Address
hook data will be stored in an Address Book (“wab) file
OK Cancel ‘

2 From the TooLs menu, select the OPTIONS
command. Check to see whether the
uppermost command, SHARE CONTACT
INFO... is selected and click OK to confirm.

By the way, | don’t want to hide from you the
fact that this setting won't work with the iden-
titiesin Outlook Express. For example, if you
have several family members who want to work
with Outlook Express, you should select the
lower option (DO NOT SHARE INFORMATION...).

What identities are and how they work is
discussed on page 41!

Retrieving Mail Automatically

So you'd like to tell Outlook Expressto go
retrieve your mail automatically, perhaps every
30 minutes?

OK, do that if you trust the program so much.
Here are the settings you'll need to change:

Spelling ] Security ]

General %l Read ] Feceipts ]

1 Select TooLs/OPTIONS. First click the
GENERAL tab.

Send / Recene Messages
V¥ Play sound when new messages arrive
[" Send and receive messages at starup

45 EI: minutels)

If ey computer is not connected atthis time:

v Check for new messages eveny

2 Here you should place a checkmark in front
of the box labeled CHECK FOR NEW
MESSAGES EVERY X MINUTES. Set the interval
as you want it.

If ry computer is not connected at this time

Do not connect
Cannect anly when notworking offline

# Connect even when warking offline

u)

3 Have a look at the area labeled IF My
COMPUTER IS NOT CONNECTED AT THIS TIME.
Use the drop-down list to select CONNECT
EVEN WHEN WORKING OFFLINE. Only thus can
you be sure that your computer will actually
connect to your Internet service provider.

General ] Read ] Receipts ] Send ] Compose
Spelling ] Sacurity Connection
Dial-up

™ Ask before switching dial-up connections:

W Hang up after sending and receiving

4 For security’s sake, I'd recommend that you
take a look at the CONNECTION tab to see
whether there’s a checkmark in front of
HANG UP AFTER SENDING AND RECEIVING.

5 Confirm your setting by clicking AppLY and
then OK.

Mail: Determining Priority

E-mail isreally agreat convenience. My tests
with various providers have yielded this result:
within one to two seconds, short messages have
already reached the recipients. And this anytime
and worldwide.

- Only T-Online and Mobilcom took longer inmy
 tests; often messages | sent using these two i
- providers took several minutes to several hours
‘toarrive.

But the delay didn’t really matter; no weeds had
grown up in the meantime! If e-mail messages
are sent in batches and are stored for quite a
while in between, there'sreally nothing you can
do about it.

Onething you can try isto assign your e-mail
message a higher priority. Thisway, at least the
recipient will see that your messageis
important!
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| Message
MNew Ctrl+N
New Using 4

| Serproiy ] _bigh

* Mormal

Low

1 First, open a new e-mail form. From the
MESSAGE menu, select SET PRIORITY, then
HIGH.

2 Your e-mail will now be decorated with the
text THIS MESSAGE IS HIGH PRIORITY.

! | g | To | Subject | Sent ©

! (AMichael Maardt very important information 10/4/00 1.

3 Youll also recognize this message because
it will have a red exclamation point next to it
in your Outbox.

Outlook Express with ,the Outlook
bar*

Do you know this famous Outlook bar, the
“switchblock” on the left side of the screen?
This navigational element came into fashion
with Outlook 97, and it has since been copied by
many software companies.

You can even conjure up an “Outlook feeling” in
Outlook Express:

1 Select = Window Layout Properties

VIEW/LAyouT, et |

Here, you'll Basic

need to place You can show or hide parts of Outlook E
a checkmark needs. Check the components below tc

in front of I Cor=sE VO
Outlook Bar ¥ Folder Bar ¥ Status Bar
and confirm W Folder List ¥ Taolbar
with OK.

Folders
5 Cutlook Express
55 Local Folders

& Sent ltems
@ Deleted ltems

= DIES

L 5% Inh Nihhlac?

Sent ltems

2 Already on the left side of the screen you'll
see this marvelous Outlook Bar. One click
brings you at top speed to the desired
folder.

= 0utbox Folders

wSent ... 3 Outlook Expr
# Delete... @ Local Fole

¥ Drafts

S |

Large lcons

*» Small lcons

3 So you find that the icons are too big? Then
right-click on a free space on the Outlook
Bar and select the SMALL ICONS command
from the context-sensitive menu.

< Qutbox
% Sent ltems
# Deleted It...

Folders

<8 Drafts

~$& Job Nibbles?
& Keepers

B KnowWare

; & MadDocs

4 You can even add your own shortcuts to
this bar. Right-click on the bar again and
SELECT NEW OUTLOOK BAR SHORTCUT from
the context-sensitive menu. Search for the
folder in question on this dialog box and
click OK.

3 Drafts
*=MadDocs
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Information from the Header Home Page with Outlook Express
So you' ve always wanted to know more about Yes, you read that correctly; you can use

the e-mail messages that you receive? Then dare Outlook Express to build a home page.

to take aglance at the so-called message header! For this, we'll use the HTML format that I’ ve
been scorning in this booklet; for what elseisa
home page but an HTML file?

Compose your e-mail as instructed on page 31.

Go ahead and add graphics, background colors,

1 wmarkor open up the message in question.
From the FILE menu, select PROPERTIES.

General (D | etc. to your “e-mail message.” You can even use
Internet headers for this message: preeXIStIng HTML *“ Stationery” if yOU’d like.
Returm-Path: <Michael@KnowwareGlobal com> -

T P 1 Now select the SourcE Eorr command from
id <20001004080836.LAFO4354 irmrtab. bellalantic net@ajach the VIEW menu.

for <gaushausBheallatlantic.nets; \Wed, 4 Oct 2000 05:08:38 -040
Received: from M4 ([195.215.211.1058])

by ajax hostdu.net (8.8.5/8.8.5) with SMTF id EAADZE43 kIDOCTYPE HTML PUBLIC "-//W3C//DTD HTML 4.0 Transitional//EN">
for ¢<gaushaus@hellatantcnetz; Wed, 4 Oct 2000 04.04.3 SHTML><HERD> i . ;
Date:Wed, 4 0ct 2000 04:04:36 -0500 <METAR http-equiv=Content-Type content="text/html; charset=iso-8859-1">

<META content="MSHTML 5.50.4134.600" name=GENERATOR>

Message-ld: <200010040904 EAADZ 849 @ajex hostdu.net> <STYLE></STYLE>
From: Michael Maardt <Michasl@Know\WaraGlobal.com> </HERD>
To: "Linda L. Gaus" <gaushaus@bellatiantic.net> <BODY>

<DIV><FONT face=Arial size=2>Dear Michael, </FONT></DIV>

Subject: Re: screenshots. etc. ' ! i
«DIV><FONT face=Arial size=2>This is toc let you know that I've got a <FONT

In-Feply-To: <000b01c02da5$592c40a0$600504c3 @speediesty>

color=#£f0000 size=5»<STRONG>NEW HOMEPAGE<FONT

References: <000b01c02dab$592c40a0$600504c3@speeadiesty> 5ize=2%.</FONT></STRONG></FONT></FONT></DTV>

MIME-Yersion: 1.0 <DIV><3TRONG><FONT face=Arial color=#ff0000 I

Contert-Type: text/mlain; charset=US-A5CI L] =i 7e=T e SRONT e [ETRANRS fnhan - < /DT

Content-Transfer-Encoding: 7hit Edit Source | Preview |

-Mailer. Beckyd ver 1.25.04 -

L | 2 2 You'll see three tabs appear at the bottom

Message Source... of your e-mail form. Down here, click
SOURCE.
2 Now have a look at the DETAILS tab. And

voilal Here you can see the header 3 Mark the entire source text. How? Click on it
information about this message. and press the key combination [Ctr]] + [A]

for mark all. Now copy the entire source text

The header information contains data about the to the clipboard using the key combination

sender, recipient, subject, path that the message
. [Ctrl] + [C].

took, encryption method, etc. Each message also

has an identification number, the Message ID. 4 Atthis point you'll need to start the
o T e minimalist Windows editor by selecting
BUt you don’t just want to see the header, you'd START/PROGRAMS/ACCESSORIES/NOTEPAD.
 like to see the complete source text too? Then,
_on'the DETAILS tab, click the MESSAGE SOURCE | /TR ==l
: button. <DIU><FONT face=Arial size=2>Dear Michael,</FONT></DIVU> |
- <DIU><FONT face=Arial size=2>This is to let you knou

that I've got a <FONT

ct.Jlar=| As [ 2] x]
size=

(DIU><: Sevein [ MyDocuments & @ o

size=2 = _ _
<DIU>C! —mg U Trocki Hebrew Academy

hrof-"l | My Pictures & 7ip 100 (J)

></STRI QMY YWebs ksghankdamagesall.txt
<DIU>¢: [HNyu Iigsigfile.txt

sizez2: AShs [=10ld Excel Documents

<DIU><¢: |- Stockton

soon. <,
<DIU><!
size=2

File name ‘HnmePage
Save asiype: | Tex Documents ~]| Cancel
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5 Paste the source text in here using the key
combination [Ctrl] + [V].

6 In Notepad, select FILE/SAVE. Save the
whole thing using a logical name like
honepage. ht m Very important: in the
field labeled SAVE AS TYPE, you must select
theentryfor Al l Files (*.*) before
you can proceed. Otherwise, Notepad will
automatically give the file the extension .TXT
and you'll have to rename the file later on.

By theway: I’ll show you more tips and tricks
for creating home pagesin my KnowWare title
“Homepages for Beginners’

Checking your Account before
Downloading

There's one big flaw in Outlook Express: you
can't check your mailbox in advance of
downloading!

Did you just change over from AOL? Or are you
familiar with the T-Online or CompuServe
proprietary software? Then you' re probably
disappointed: the practical opportunity to check
senders and subjects of e-mail before
downloading messages is lacking in Outlook
Express!

The solution to this problem is called PostDa
and it costs you not even acent. And here’s what
this tool can do:

» PostDa can check your POP3 e-mail account
manually or automatically at a set interval to
seeif you've got new mail.

« |f you'd like, PostDawill announce the
arrival of incoming mail with a particular
signal tone.

3" Die Postist da _.. | x|

Sie haben 2 Nachiichten erhalten

| Dratum # Uhrzeit | Grife |
04071933 1254 113KB
04071933 1254 7428

Abzender | Thema
bor200E357 3 a0l com  EARN $5$3481 ABSOLUTELY EASY!
teywgEhatbat. com “ou've won our AWARD!

................................

Trennen [41 Sek.] _\ ...... L ESChEH

An overview window allows you to see
incoming messages before downloading them.
Thisway, you can delete them even before
downloading them! And the best part: if you've

Worschau | Lesen | Abbrechenl

configured it right, thistool will start when
Outlook Express does.

To find this program, surf to the homepage of
the program'’s author, Dirk Scheer:
http://www.scheernet.de/postda/downl oad/.
Then just download the program from there.

PostDa comes as a self-extracting archive. You
don’'t haveto do anything to install it. To start
with, only three files are copied; the most
important of theseisPost da. exe. Luckily,
thistool doesn’'t make any changes to your
system.

Inform yourself thoroughly about the program’s
configuration and settings by reading the

Post da. t xt file, which comeswith the
program. Tip: the best place to put thistool isin
the Windows Startup group. Then it isavailable
each time you start working!

Eigenzchaften...
Mailprogramm starten
Ubersicht anzeigen...
Izt Post da? [1310)

Info...
Deaktivieren
Beenden

|<G-Ea By 1308

PostDa makes a home for itself in the so-called
Systray, the place where Windows displays the
time. To enter the information for your POP3
server, just right-click on theicon and select the
PROPERTIES command.

Here'swhere you’ll determine which account
and at what interval PostDa should check for e-
mail. Decide also whether a sound should be
played, and if so, which one, and whether a
message window should appear. Using the dial-
up connection, define which connection PostDa
should use to go online. Here you should choose
your dial-up connection.

Now the program will check your mailbox — if
it's configured properly — at the desired interval.
You'll be able to see the current status of things
if you park the mouse briefly over the PostDa
icon.
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Taking Problems with Mail and News in Hand!

I's everything shipshape on your “ship”? No?
There's a problem? Or maybe several? This can
happen because Outlook Express has so many
little flaws. I' [l present some of these to you here
quickly, with their solutions, of course.

But Outlook Expressisn’'t aways at fault when
something gets stuck!

Foreign Characters are Mangled

Are your e-mail messages mangled when they
arrivein the recipient’s mailbox? Foreign
characters such as umlauts are replaced with
strange characters? This problem should really
be athing of the past, and yet...

- There are still computers on the Internet that
- don’t understand foreign characters and that
- “mangle” them when passing along e-mail

- messages. But it can a so happen that the

- recipient’s e-mail program doesn’t process

- foreign characters very gracefully.

Here are some solutions for this problem. Try
them and see which one works best for you.

1 Firstof all, try changing the way your e-mail
messages and news postings are coded. To
do this, choose the familiar TOOLS/OPTIONS
and click the SEND tab.

Mail Sending Format

"=% C HTML

# Elain Text

HTHL Settings... | P\angxtSemngs.|

Mews Sending Format

e € HTML
il

* Flain Text

HTML Settings... | Plain Text Settings... |

2 Here you should devote your attention to
the MESSAGE SENDING FORMAT and NEWS
SENDING FORMAT areas. That you've already
selected PLAIN TEXT everywhere is
understood. Now click the PLAIN TEXT
SETTINGS button.

Plain Text Settings [ 7] x]
Message format
& IAE
Encode textusing:  |Nane

ﬂ Cancel

lane
[Quoted Printable \
Base 64

[ Allow B-hit charas

" Uuencode

Automatically wrap textat |76 EI: characters, when sending.

> | when replying or forwarding.

W Indentthe original text with

3 The first thing you should do is make sure
that MESSAGE FORMAT is set to MIME with the
QUOTED PRINTABLE option selected from the
drop-down list. Confirm this with OK.

4 That didn’t help? Then forego your umlauts
and special characters like 3 and you won't
have a problem anymore. Do this especially
if you know that the recipient has recurring
problems. Many e-mail programs only
understand the US ASCII characterset,
which is coded with 7 instead of 8 bits.
Unfortunately there’s no room there for
foreign characters such as umlauts.

Quoting Doesn’t Work!

Well what should | say about that? Nothing ever
changes! The old problem still persists. Even the
current Version 5 of Outlook Express cannot
guote properly. You' ve received a“ Quoted
Printable” (the recommended setting if you're
dealing with foreign characters) coded
newsgroup posting or e-mail message?

It doesn’t matter how many times you click the
REPLY TO GROUP or REPLY TO SENDER button,

the program always “forgets’ the quotation
marks.

In this case you should just add the
guotation marks (>) manually!

It's sad that an internationally successful
software company doesn't believe it’s necessary
to correct such aflaw that has existed in their
program for years.
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News is Just Deleted

Let’s devote ourselves to another problem! Do
you like using Outlook Express as your
newsreader? Are you aggravated by the fact that
your newsis simply deleted after afew days?

And you thought you' d taken care that this
wouldn’'t happen! For you'd already taken the
trouble to select TOOLS/OPTIONS, click the
MAINTENANCE tab, and adjust the settings the
way you want them. There’s no checkmark in
front of DELETE READ MESSAGE BODIES IN
NEWSGROUPS. In addition, you’ ve removed the
checkmark in front of DELETE NEWS MESSAGES
X DAYSAFTER BEING DOWNLOADED. S0 in
theory anyway, nothing at all should be deleted,
right?

But the sad truth is that thisis an issue with
Outlook Express! The program checks to see
whether these messages are till on the server. If
they’ ve already been deleted, then Outlook
Express deletes them on your computer. It's that
easy!

The best thing to do is learn to live with this!

But you'd redlly like to save important postings
anyway? Then just save them by selecting
FILE/SAVE.

i
Ordner x| [@]3 [ to] Betreit
[ Outiook Express = ¥ Sanierung 5-Bahn-Gleise Zoo-Charlotte..
= Lokale Ordner = 2 Werkehr im Koaltionsvertrag
-9 Posteingang Re: Werkehr im Koalitionsvertrag
@ Postausgang |g1 Umziige
{E Gesendete Objekte |§ S-Bahn Berlin Altbau
@ Geloschte Objekle (2 |g1 5-Bahn Berlin BR 4817482
S trwpte 2 [ Flanung von Datatbeiien? |
SE roch zu sichten |g1 Berliner Verkehrs-Termin K\W49/99
< [T ¥ HEW FREE YOUNG AMATEURS 91999
S G menews microsall com E] 5-Bhf Koellnische Heide
- N [N RS P R R

Another solution: create a* Collection Folder”
and use drag & drop to store important postings
here. | showed you how to do this on page 33.

Protection Against Spam

Since we' re talking about newsgroups...do you
find that you' re constantly bombarded by Spam?

In theory, Usenet isintended as an open
discussion forum for everyone. Every participant
can be reached by every other participant
through their e-mail addresses, supposedly
without commercial intentions.

And this is where the skeleton comes out of the
closet.

Unfortunately, many people just use Usenet
to get your e-mail address!

Unscrupul ous busi nesspeopl e scoop up your e-
mail address and subsequently bombard you
with Spam, junk mail, advertising “letters.”

Do you participate regularly in international
newsgroups? Then the problem is even more
drastic.

What can you do to protect yourself? You have
to violate the rules of Netiquette for e-mail and
news. You have to falsify your return address.

1 Change the settings for your Outlook
Express Usenet account by selecting
TooLS/ACCOUNTS, then clicking the NEws
tab. Double-click on the entry for the
account in question.

L’ Earthlink News Account Properties

Server ] CDnnediDn] Advanced]

Mews Account

Twpe the name by which vouwould like to refer ta this se
For example: "Wark" or "Microsoft News Server'.

Earthlink Mews Account

User Infarmation

Mame: |Linda Gaus

Organization: |

E-mail address: |no@spam.de

2 Now have a look at the GENERAL tab and
change your e-mail address. Please choose
an unlikely address like
jchnospam@snafu.de or no@spam.de so
that nobody else will be bombarded with
your Spam.

3 Please make a note of what you've done in
your postings. Also, in your messages, you
should give a return address to which
personal replies can be sent.
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Your Service Provider has no News Server

You poor thing! You’ ve chosen a provider who
doesn’t offer you accessto a news server? No
wonder! Providers often want to save
themselves money and it'sreally quite expensive
to provide all customers access to Usenet.

But of course I’ll show you how to gain access
with afew tips and tricks.

e Thefirst tip: surf by www.deja.com. Here
you can search Usenet and even post to
newsgroups yourself. For more about this,
see page 51.

» The second tip: surf by www.muenz.com, the
search engine for free news servers!

And what exactly is hiding behind
www.muenz.com? And how does it work? Here

are the facts!

A muenz.com - Der einzige Newsserver-Suchdienst im Internet - Microsoft Internet E... IEE
Help \
A G 3

Refresh  Home | Favorites History Print

=] @G0 |Links>

| File Edit View Favorites Tools

AT G
Back Forward Stop

Address I@ hutp:/fwww.muenz.com/de/frame.html

= Jetzt
& kaufen!
" amazon.de

Guesthook Help

=2
—

Ent

gibt's uberall.

VIOSYS AG muenz.com Search Links Prass

Search for server providing newsgroup...
[=B. for group about,

+ 85 AND, - as AND NOT
et M3 Windows]

Newsserver with group: [lais
Current-affairs Options
Newsserver - location
Push up the attractivity of your homepage! worldwide -
I~ posting OK -
4| | »

[&1Dane

[ | @ mtermet

1 surf by www.muenz.com and click on the
Union Jack to view the page in English.

Search for server providing newsgroup... +asAND, - 3s AND NOT
[zB.: witrthardware for group about hardware support undet ME Windows]

Start...

Newsserver with group: I

2 Type the topic you're searching for into the
NEWSSERVER WITH GROUP box and click
START. In order to retrieve as many relevant
entries as possible, don'’t limit your search in
the beginning.

Results of search
SERVER NEWSGROUFP POSTING
lisarzhu-berlin de nbho.animals. dogs.* ok
lisarzhu-berlin de msrabt.music. cavedogs ok

lisarz hu-berlin de O.pets.dogs®* ol
lisarz hu-berlin de rec hunting dogs ol
lisarzhu-berlin de rec.pets dogs.* ol

Idugs
SUCHE |

Search for:

>

Now you'll see several newsgroups and
their corresponding servers. You'll also see
whether you're allowed to post there. Click
on the newsgroup that interests you! If you
don’t see a relevant group, try clicking on
the double-headed arrow to see further
“hits” on the topic you entered.

" at_blackbox.gruene .wien umwelt+verkehr

Drdner x | g [ 3 [5o] Bewet

50 microsoft.public.word.numb = | ] Ubers Ziel geschossen?

J@‘ news. btx dtag. de ﬁ Prippat

E@ news, cs.u-berlin.de ng:111 ber: M ati k-Wand

¥ Fwd: 8.Dezember 7 NOT
lﬁ Park & Ride Huetteldorf: Plausibilitaets.
¥ Chat

i ﬁ‘ at, blackbor, gruene. wien, umwelt-verkehi]
EJ@‘ hews. shafu.de

% alt.e-mail lists [20]

Excellent! Now Outlook Express will open
and display the newsgroup you've clicked
on. And your account information will even
be updated automatically. Isn’t that easy?

You have to admit; www.muenz.comisan
interesting and very useful “stop.”

- So you had no luck finding the relevant

. newsgroup? You keep getting a message that
 tellsyou that you can’t log in? Then try again

- with another news server! Sometimes the

- owners of news servers “lock” them so that the
- public can’t get in!
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Technical “Junk”: Installing and Importing

Whoops! Has something gone wrong with
Outlook Express? Or you' re switching e-mail
programs and you’ d like to take your e-mail
messages and addresses with you? Here are a
few quick solutions to your problem.

Importing Messages

Did you know that with Outlook Express you
can import contacts, e-mail messages, etc.?
Bring in your address book from Netscape
Messenger or import your e-mail messages from
Netscape Mail. I’ll assume here that you'll be
importing messages from Netscape Communi-
cator: just have alook at
FILE/IMPORT/MESSAGES!

Selectthe e-mail clientto import;
Eudora Pro or Light

iMNetzcape hail X

Decide on amessage format and follow the steps
recommended by the Assistant.

Removing Outlook Express

Installing Outlook Expressisno big deal. You
put a CD from a current computer magazine into
your CD ROM drive, install Internet Explorer 5,
and that's all. And if you've got a newer version
of Windows, Outlook Expressisinstalled from
the get-go. The second release of Windows 98
even has the current Version 5.

- If Outlook Expresswon't start anymore, it's

- often helpful to remove the program and then
- reingtall it. Don’'t worry; asarule al e-mail

- messages, newsgroup postings, and addresses
- areretained, so after you've installed the

i program anew, all should be as it was before.

But how do you remove Outlook Express?

1 Select START/SETTINGS/CONTROL PANEL.
Double-click the ADD/REMOVE PROGRAMS
icon.

Microsoft Office 2000 Prermiurm ﬂ
Microsoft Office 97, Professional Edition
icrosoft Cutlook Express 5

MicrosoftWeb Publishing Wizard 1.6
Microsoft \Windows Media Player 6.4

2 You should find yourself on the first tab,
labeled INSTALL/UNINSTALL. Here you'll need
to mark the entry FOR OUTLOOK EXPRESS 5
and click Abb/REmMoVE. Now follow the
directions.

Are there Alternatives?

Perhaps you’ ve decided to use another e-mail
program? As good as Outlook Expressis, there
are still things about it that bother me:

e Outlook Expressrequires alot of disk space.

* Outlook Expresswill only runif Internet
Explorer isinstalled. Sometimes this causes
frequent system crashes.

e Outlook Express only works with Windows
95 and later versions.

You're looking for an e-mail program that offers
you many of the same features as Outlook
Express but that’s smaller and quicker? You' d
like atool that will work on your old Windows
3.1 notebook computer? Then try the freeware
program PostM e by Johannes Oppermann.

You'll find PostMe at www.postme.de!

| really love thistool since PostMeis quick,
small, it can import e-mail messages from
Outlook Express, and it can even run on older
computers running Windows 3.x!

In addition, PostMe can check your e-mail
account before downloading, something that
Outlook Express can’t do. And there's another
great feature: PostMe's rules are much more
refined than those in Outlook Express.

Unfortunately, PostMe doesn’t have a
newsreader.
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Address Book, 24
coupling with Outlook, 53
securing data, 27
Advertising e-mail, 37
Archive, self-extracting, 30
Attachments
compressing, 29
Basic Settings, 18
Bcc, 20
Breaking the Internet
connection, 19
Cc, 20
Checking your account before
downloading, 57
Compressing, 29
Creating folders, 34
Crossposting, 51
Cryptext, 41
Deja, 52
Deleted Items, 16
Deleting
e-mail messages, 34
Distribution list, 26
Earthlink
News-Server, 44
E-Mail account
fine-tuning, 15
setting up, 14
E-Mail accounts
multiple accounts, 22
E-Mail Messages
automatic sorting with rules,
36
determining priority, 54
encrypting, 40
forwarding, 23
HTML Format, 18
quoting, 23
replying to al, 23
retrieving automatically, 54
searching for, 35
sending, 21

sorting, 33
E-Mails
composing, 20
E-Mails Messages
in HTML Format, 32
Finding
E-Mail Messages, 35
Finding a News Server, 60
Followup, 51
Foreign characters mangled, 58
FreeZip, 31
Fritz, 9
Header, 56
Homepage with Outlook
Express, 56
Identities, 42
Importing messages, 61
Inbox, 16
Internet connection
breaking, 19
makeZip, 31
Modem
Properties, 9
testing, 9
Netiquette, 47
Newbies, 47
News Account, 44
News is deleted, 59
Newsgroups
Considering or ignoring
postings, 50
downloading, 45
hiding just replies, 50
reading offline, 49
testing, 48
Offline reading of newsgroups,
49
Outbox, 16
Outlook
coupling Address book with
Outlook Express, 53
Outlook bar, 55

Outlook Express
Alternatives, 61
as standard e-mail
application, 53
basic settings, 18
first E-Mail, 17
Profile, 42
program design, 16
removing, 61
solving problems, 58
PGP, 40
PostDa, 57
Posting, 44
PostMe, 61
Pretty Good Privacy, 40
Quoting, 23
Problems, 58
Removing
e-mail messages, 34
Rules, 36
Searching
News Server, 60
Postings at Deja, 52
Sent Items, 16
Spam
fighting it with rules, 37
Spam in newsgroups, 59
Standard e-mail application, 53
Subscribing to Newsgroups, 45
Synchronizing newsgroups, 49
Taking part in Usenet, 47
Teles, 9
Usenet, 44
following the discussion, 46
Groups for Newcomers, 47
search engine, 52
taking part, 47
Users, various, 42
Zip Archive, 29
Zipping files, 29
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