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Adding a filter
	A filter reads different elements of an e-mail, and then places it in a specific folder. 

1. First create the folder you need. (In this case, create a “Computer Class” folder.)
2. From the Mail tab, click the down arrow. Then choose “Folder Options.”
	

	3. To add a folder, type the name of the folder you want to create. Then click on the “Add Folder” button.
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	4. From the Mail tab, click “Mail Options. Then choose “Filters.”
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	5. On the next screen, click the “Add” button. 
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	6. First you need to create a name for this folder. Type this in the folder name. 

7. Now you need to decide how the filter will behave. You can alter how incoming e-mail is sorted base on:

· who wrote the e-mail.

· who else receives the e-mail.

· what is the subject of the e-mail.

· Any word contained within the e-mail.

8. Type the condition(s) that will govern this filter.
9. Choose the folder (or trash) to deposit the e-mail message.
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	10. The next screen summarizes this filter. Then take a screen shot of this page, and add it to a word document. 
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	An e-mail signature is text or images that appear at the end of all or some of outgoing e-mails. To create your own signature: 

1. From the Mail tab, click “Mail Options. Then choose “Signature.”
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	2. To give yourself more options, click the “Color and Graphics” link. Then type what you would like to appear at the end of your e-mails.

3. Check the box “Add signature to all outgoing messages” if you want this to appear on all messages. (You can deselect it from a specific e-mail if you want.) 

4. Click the “Save” button. 
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	The President has an automatic response to all incoming e-mails. You can add an automatic response (also known as a vacation response) so that everyone who writes you will receive an e-mail. 

1. From the Mail tab, click “Mail Options. Then choose “Vacation Response.”
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	2. First decide how long you want the response to run. Choose the start and end dates. 

3. Next type the message that you would like to send out to nearly all recipients.
4. You may want to send a different response to specific domains. (You may not want the message to your boss that you send to your friends.) 
· Type the second outgoing message.

· Then type the domain (Monterey.k12.ca.us or yahoo.com)
· Then click the “Turn Auto-Response On” button. 
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