
Learning to use e.mail

The term e-mail is referred to in two ways depending on how you manage it. When e-mail is referred
to as web mail it is meant that it is handled on the ISP’s web sight. Almost all Internet Service
Providers provide their clients with the ability to read, write and store their e-mail messages on the
ISP’s web site. In order to do so they must include on their website an e-mail program that allows you
to handle it while you are online and on their web site. This allows you to manage your e-mail from
any location and using any computer, a must for some people. When you use this method of handling
your e-mail as web mail you limit yourself to the features of their program and you must always store
and maintain your e-mail on their site. AOL’s mail is always handled as webmail

The second method of handling your e-mail is on your computer. When it is on your computer you
have absolute control in the way you handle it. Most ISP e-mail accounts give you the option of han-
dling it as web mail or allowing you to down load it to your inbox on your computer. AOL and MSN
to not give you this option. You cannot download your mail to your computer unless you use a third
party program to do so.

The best way to handle your e-mail is on your computer. It is not wise for new users to learn the web
mail method because your comfort zone becomes oriented into using the ISP’s program and you are
reluctant to change. Thus you are a captive customer. AOL is very successful at this and has managed
to keep millions of clients or customers captive to their high monthly charge of $24 per month. They
depend upon your limited computer and Internet knowledge to stay with their service. I have always
used the yardstick of judging a person’s computer savvy by their Internet Service Provider. If aol.com
was part of their e-mail address I judged them to have limited computer savvy.

This workshop will teach you how to handle your e-mail on your computer using the e-mail program
that came with your computer and under your control. It, “Outlook Express” is NOT a bad program.
It has all the e-mail features of any web mail program but more important it is a standard for the in-
dustry.

We will go through and demonstrate the important features of this program “Outlook Express” so that
you can see how it is used. This manual will include the step by step procedure so that can refer to it
at a later date or when you are “stuck” and cannot remember how to do “that.” It is important that you
witness and understand the step by step method and then have a reference to remind you how it was
done.

The first ( top ) picture on the next page is how “Outlook Express” looks when you first install it. This
window gives you choices as to how you want to use it and how to customize it for your use.

The second window is how it should appear or open up on your computer so it is ready for your use.
We will demonstrate how to change it to this appearance and then leave it in this appearance.

We will then go through Outlook Express’s features as to how you will use it in your normal e-mail
endeavors.

Chapter 3  Creating Your e-mail Messages
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Best opening view (Below)
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Initial opening view



Starting Outlook Express
There are many ways to start Outlook Express,
but here's a sure way to find and start it as you
would many other programs on your computer. If
you have an Icon on your desk top that is even
quicker. If you'll notice that when you use Out-
look Express regularly, Windows XP will put the
Outlook Express icon on the Start menu (along
with other programs you've used recently). In that
case, just click the Outlook Express icon in the
Start menu to open the program, otherwise.

1.Click the Start button.

2.Point to All Programs.

3.Click Outlook Express.

4.If asked whether you'd like to open this particu-
lar account automatically every time you start
Outlook Express, click Yes (if you do) or No (if
you don't).

If you don't want to be asked this question again,
click to check the Always perform this check...
box.

5.Check When Outlook Express starts, go di-
rectly to my Inbox. It is located on the lower left
corner of the start-up window. Outlook Express
directs all incoming mail to the Inbox, so it makes
sense to bypass this opening page.

If you don't see the list of folders and contacts on
the left like the picture on the previous page, click
Layout in the View menu on the menu bar at top
of window. Click Contacts or Folder List to
check them, and then click OK. You will notice
other boxes that will also add some of the Out-
look Express features to this opening window.

Contacts will add your address book as a view-
able window.

This Layout window also allows you to add or
subtract the message preview window options. If
you handle a large number of messages, the pre-
view window might be cumbersome. Review all
other options by trying each one to see if it ap-
peals to you. Preview pane is displayed next page.
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Message displayed with preview pane
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Creating and Sending Your e-mail Message

This manual and workshop is designed to make you proficient as possible in creating, sending, receiv-
ing and managing your e-mail. Creating e-mail can be a very creative and artistic endeavor. The use
of artistic graphics, personal photos, animations and even movies can be inserted into and become a
part of your creativity. Learning the basics of handling e-mail is important first. This workshop is de-
voted to these basics. If at a later date their is an interest in developing more creative e-mail, a work-
shop session as such can also be created. For NOW. . . just the basics.

The above is the Outlook Express’ window customized to open in the inbox view with automatic e-
mail downloading eliminating all steps required to retrieve your e-mail manually. If you are on-line
when you click on your Outlook Express icon on your desktop, it will automatically go to your ISP’s
server and download your e-mail from your mailbox and display it here in your inbox window. You
will then only have to double-click on the listed message to open it and read or process it. We will go
into more detail in the reading of and handling of individual messages in the next segment.

Also displayed in the smaller window is is a blank or empty e-mail message form ready for your cre-
ating. We will be working on creating and handling messages to be sent at this point. This NEW
MESSAGE window was opened by double clicking on the new message icon on the icon bar at the
top of the OE window. The window displayed is the smaller minimized window within the full maxi-
mized Inbox window. You can make it a full screen window by clicking on the maximize button in
the upper right-hand corner.  The next page displays the full size window for us to work on.

5



The Body - The part of the message where you type your message. Most of the general word process-
ing rules apply. The Formatting Bar displays all the formatting features. You need to be familiar with
word process to full make use of all these features.
• You can only type in the body if it is active. The cursor must be showing and flashing when active.
• The formatting will also only be active when the body is active and the cursor is flashing.
The Subject Line - Every message should have a subject describing briefly the message. It is very im-
polite to send a message without a completed subject line. This is what shows on recipient’s message
as part of the inbox description along with the senders name. You must click on its body to make it ac-
tive so that you can type. It uses only the default type. No other formatting like the body is available.
Sender - You are the sender and your name as you set it up appears here. It also appears at the begin-
ning of your recipients message identifying you as the sender of the message. You can only send a
message from your active mailbox. Even if you have other mailboxes that are listed in the send box list,
the only message that will go is the one identifying you with your name and being sent from the current
active ISP’s mail box. This is to prevent false identities.
To: Your Recipient - This box is where you must put your recipients address (e-mail address). . .and it
must be exact. We have not yet discussed the AddressBook but it is the easiest way to handle your re-
cipient’s address. If not from your address book, you must type it in. If you will notice there is a little
icon (picture of an open book) next to the (To:)  By clicking on this icon it will open your address book
and you can easily choose your recipient and address automatically installing it here. You also have the
ability to send the same message at the same time to more than one recipient. We will discuss this in
detail when we cover the address book.
CC: Carbon Copy - You have the ability to send a copy of this message to a second party and identify
to your recipient that a copy is being sent and to whom.
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When you have completed your message the
next step is to send it. Just click on the send icon
and your message will automatically go to the
send folder known as the “outbox” awaiting to
be sent to your ISP who will automatically send
it to the recipient.

Before the message is sent it is most common to
have the Spell Check program set at automatic.
When you clicked on the send icon Spell Check
automatically checks the spelling and prompts
you on any misspelled words. If no conflicts
with the built in dictionary the message contin-
ues on its way.

Your message is now sitting in the outbox wait-
ing to be sent. If you are on line it will automati-
cally be sent. If you are not online it will stay in
the outbox until you are again online. This is an
optional setting.

Among the tools in the Tools menu is the send
and receive command. It is also an icon on your
Icon Bar. This gives you the manual ability to
send and receive your messages. It also allows
you to choose to send only or receive only. If
you have multiple inboxes you can choose
which one you want to receive or download.

Also among the commands in the Tools menu is
“Options. . ” which opens a multi-tabbed options
menu that allows you the set-up and change to
the many features of “Outlook Express.”  It is
suggested that you go through this “Options”
folder and see the many options that are avail-
able to you. Many you will not understand. . .
but it will be an excellent learning experience
that will generate questions to bring into our dis-
cussions.

As we were discovering how to create new mes-
sages,  reference was made to the “Address
Book.”  Developing your ability to build and use
your Address Book is one of the most important
tools you have within your e-mail experience.
Another chapter will be detailed in building your
address book.
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