c0h Computer Center

A Special on using the Help menu
(F1 or a left Mouse click on ‘Help’ on the Menu Bar)

HELP !

Using the Help Menu or using Google to answer your questions can be as valuable as having a
computer professional sitting right on top of your Video Monitor!! It is often the last place we go,
but should be the first. | am one of those people who refuses to ask for directions so help is not
on my Radar Screen at all, until someone reminds me to use it. It is worthwhile to review use of
the help menu and some of the other help functions that are available to us.

When click on the help buton, (In this case it is Internet Explorer) and we have several options
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A Menu comes up offering several options (for this example we are using the help screen for
Microsoft Outlook Express). Each program will have some unique differences and they are worth
looking at on a day you are exploring your computer.



In Outlook Express , Contents and index is the top line and the one we normally use ( if we fail,
we would then use the 'Online' option).  That gets us to a screen that has three tab options
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Browse through messages quickly and easily

Using the message lit and preview pane, you can view a list of messages and read individual messages at the same time. The Folders list contains e-mail folders,
news servers, and newsgroups, and you can asily switch among them. You ean also create new folders to organize and sort messages, and then st up message
rules so that incoming e-mail that meets your criteria automatically goes to a specific folder. You can also create your own views to customize the way you look at
your e-mail.

Keep your e-mail on a server 50 you can view it from more than one computer

T your Internet service provider (ISP) uses an Internet message access protocol (IMAP) e-mail server for incoming e-mail, you can read, store, and organize your
messages in folders on the server without downloading the messages to your computer. That way, you can view messages from any computer that can connect to
that server.

Use the Address Book to store and retrieve e-mail addresses

You can save names and addresses in the Address Book automatically by simply replying te @ message. You can also import names and addresses from other
programs, type them into the Address Book, add them from e-mail messages you receive, or add them from a search of popular Internet directory services (white
pages). The Address Book supports Lightweight Directory Access Protocol (LDAP) for viewing Internet directory services.

Add a personal signature or stationery to your messages

You can insert essential information into eutgoing messages as part of your personal signature, and you can create multiple signatures to use for different purposes.
You can also indlude 3 business card with more detailed information. To make your messages look more attractive, you can add stationery patterns and
backgrounds, and you can change the color and style of the text,

Send and receive secure messages

You can digitall sign and encrypt messages by using digital 10s. Digitaly signing your message assures recipients that the message is really from you. Encryption
ensures that only intended recipients can read the message.

Find newsgroups that interest you

Looking for a newsgroup that matches your interests? You can search for newsgroups that contain keywords or browse through all of the newsgroups available from
your Usenet provider. When you find a newsaroup you want to view regularly, add it to your Subscribed list so you can find it again easily.

View newsgroup conversations efficiently

You can view 3 newsgroup message and all of the responses without reading an entire message lit. When you view the lit of messages, you can expand and
collapse conversations to make it easier to find what interests you. You can also use views to display only the messages you want to read.

Download newsgroup messages for offline reading

To use your online time efficiently, you can download messages or entire newsgroups, so you don't have to be connected to your ISP to read messages. You can
also download message headers only for offine viewing and then mark the headers of the messages you want to read; then the next time you are connected,
Outlook Express downloads the message text. You can also compose messages offline and send them the next time you reconnect.

Contents:

A good place to go to get general instructions about the program. It includes some
Troubleshooting guides and some accessibility information. The section ‘Getting Started with
Outlook Express’ is good reading. Other Programs will have similar sections when you get into
the help section.

Index:

This tab in very much like the index of a book. Type in a word related to the area you need help
and it will take you there when you click on the display box at the bottom. Let us say we want to
block mail from a particular sender. Type in the word ‘block’ click on Display and you get:
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This shows us several choices:
Block list

blocking domains

blocking instant messages
blocking messages

Blocking messages seems to be the closest match so click on 'blocking messages' to make it
be highlighted in blue and then press the Display Button. This opens another dialog box with all
Topics related to the subject.
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After selecting ‘Blocking messages from a sender or domain’ and clicking display we get
some very clear instructions about how to do this:
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You can block messages from a particular sender or domain. The domain is the name following the @ symbol in an e-mail address.

When you block a =sender or domain, no e-mail or news meszage from that sender or domain will arrive in your Inbox or in the news meszages you read. E-mail
from blocked senders goes directly into vour Delete folder. Newsgroup messages from blocked senders are not displayed.

i. From your e-mail Inbox or the list of messages in a newsgroup, select a message from a sender you want to block.
2. 0Onthe Message menu, click Block Sender.

[# Notes

# Blocking a sender applies to standard POP e-mail only. It does not apply to HTTP e-mail or IMAP messages.

# To remowve a sender or domain from the Blocked Senders list, on the Tools menu, point to Message Rules, and then click Blocked Senders List. Select
the sender or domain, and then click Remove.

Related Topics

Don’t be concerned that you do not get to the right area of the Help! screen on the first try, like
any sort of research, it might be necessary to try different words or a different phrase.

Search:

The third tab on the help menu allows typing a word that might be in the text of the help
instructions rather than in the title. When typing the word Block some additional areas come up.
Try it and see what happens.

Good luck!!
If all else fails, type your question into Google and you will get many references to the

question...some good, some not so good! Worth a try if the Help! screen does not give you the
information you need.



