Outlook Express

CREATE EMAIL

© Darry D Eggleston, 813.677.2871, DarryD@darryd.com

This is how to create an email after —
you open Outlook Express. £ B Yy Tk ihedn ok

1 - 8~ Reply S Reply All & Forward

1. There are 3 ways to create a
new email (Figure 1):

® Click on the new email icon, or
® From the MenuBar, select File >
New > Mail Message. | ooves)
® Use Ctrl + N (hold down the Citrl
key — lower-left on the keyboard

Mail Message
News Message

Ctri+Q

— and touch the N key, releasing Figure 1
both immediately).

2. IF the person |s_|n you_r Address |.300k’ ~ File Edit View Insert Format Tools
all you need to do is begin to type his/her sl B EBly
name. Since | am the first personinmy [ ~ " £ 2Py :
Address Book whose first name begins | 270" |dNER

with “D”, when | type “D” my name |@Cc: |

appears (Figure 2). mBcc: |

Subject: |

Figure 2

3. IF you’re not sure of their name,
and they are in your Address Book,
you can (Figure 3):

O Left-click on the “Book” icon — [
— to the left of the word “To:”

® Your Address Book appears.

Figure 3
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Select Recipients

Type name or select from fist

4. Then you can select the “recip- |

ient” — the person to whom you

| Main Identity's Contacts » ‘

Message recipients:

Name

want to send the email (Figure 4):
O Left-click on the name.

® Left-click on “To” button.

® The selected name appears in
the To pane.

O Left-click on “OK” button.

EZedtor@gtbpeug org editc

T3 IIEEggleston‘ Damy D

[ Mewcontact | [ Propertiss

[l

File Edit View Insert Format
:E&Send o

@ To:

@mCc:

mBcc: |
Subject: |

Figure 5

6. The address line Cc is “carbon copy
(Figure 6). These are people whom you
want to see what you sent to the “To”
addressee and you want the
addressee to know that they have seen
the info.

N

Figure 4

5. The selected name appears on the
“To:” line (Figure 5).

& New Message

File Edit View Insert Format Tools Message Help
48end B 2 AN I REHIE TEE.
|editor@gtbpcug.org

mTo:

mCc: |p reside nt@étb pcug.org; \ricepresiag't_@gtbpc ug.org

mB
Su

Figure 6

Use this feature sparingly. Having too many people shown
in an email makes it a target for spammers to harvest
names for mass email advertising.
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7. Bcc is used when you want to send to
agroup but do not want to advertise their File Edit View Insert Form ools Message Help

i =send X B9 § =Y
names or addresses (Figure 7). : e = F_dd ETEN
ici @To:
This is the feature to use when | il

Sendmg_ an _ema” to man_y peo_' @mBce: \Xanadue@sfoduwop.com; Darry D
ple. It aids in protecting identi- Subject: |
ties.

Figure 7

it Blessed Leadership

: File Edit View Insert Format Tools Message Help 8. The subject
= 8end | % el H5Eb
@To:  Darry D

mCc: |

Bec: \

line should give the
recipient an idea of what you're going to
talk about in the email (Figure 8)

Subject: Blessed Leadership

Figure 8

9. The ToolBar (Figure 9) aids in quickly FEEEEEEIER

. File Edit View Insert Format Tools Message Help
changing the look and format of the | .ses . wvwew iy & s
ema| | . mTo: Darry D

The font shown here is Arial, 14- :EZC ﬁ
point. | recommend you send emails in, |subect Biessed Leadership
at least 14-point for fonts if you're send- = dii4 gz 2 rve seeeesan -od
ing to persons 50+ years of age. Figure 9

The most popular fonts are Arial
and Times New Roman — both shown
here at 15-point:

This is Arial, 15-point.
Thisis Times New Roman, 15-point.
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10. The “text area” is used to send your message.

The conventional way |

Is to have paragraphs flush-

left with a double-space |

| skilis the organization needed at that time. \WWe nesd not replace them; we need to
| continue the march toward our vision of the future

between them.

| Comic Sane M5 4= I, M tUA EECE ARAN =20

Az a wise man once said, "Blessed are they who have learmed to admire without envy

| to follow without mimicking, to prakse without flattery, and o lead without manipulation,”

We must remeamber that when 5t|n.'||'|:!j to become in chﬁrge that the persons who are
there typically worked the way into those postions. He or she gL\T there becauss they had

| use indented para- |-

graphs with no space be-
tween them so | can save
the recipient’'s paper when
he or she prints my mes-
sage.

| Be great,

| Barry D Eggleston
| Email: DorryD@doreyd com
| Website: http:/doreyd.com

Figure 10

Netiquette (etiquette on the Internet) dictates that you always place your
“real” name at the end of all message in what's called your “signature”.

Note that | have included my email address and my Website in my sig-
nature block. A “block” is a signature plus other info such as job title, Website

and other such items.
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