Windows Mail (Vista) aka Outlook Express (XP)






Talk notes by John Hale, U3A Intermediate Computing group

Creating mail:

· Single recipients

· Cc recipients

· Bcc recipients: Method of withholding addresses from others

· Sending group emails: creating address book (contact) entry for Group

· Attachments / inserting pics / “send to” attachments from windows explorer / 10Mb limit

· Plain Text or HTML – advantages: Source code / object hyperlinks

· Set Priority

· Tools / Request read receipt: a good idea or not?

· Saving (to Drafts) and Save As (*.eml)

· Etiquette: top posting vs bottom posting  /  SHOUTING! (Use of all capitals a bad idea!)

· Future: Voice recognition instead of typing – the future?

Contact List (Vista)  Address Book (XP):

Entries – 

· Name order

· Preferred email (Vista) / default email (XP)

· Keeping alternative / old email addresses

· Other pages available for more contact details

· Contact files (Vista) WAB file (XP)

· Exporting Contacts (Vista) /Address Book (XP) to backup

Filing incoming and outgoing mail from contacts – hierarchical structure

Check settings by sending email to yourself.    Message Rules.

Buttons:

· Reply

· Reply all

· Forward

· Send/Receive

· Spell check = f7

Security issues:

· View menu / Layout – best not to show Preview pane

· Inability to receive attached jpg photos by default: Tools/Options/security/untick “do not allow attachments to be received or opened that could potentially be a virus”

· Encryption buttons: Digitally sign / Encrypt message (on Create Mail)

· Caution when opening “Round Robin” or joke emails – often contain viruses

Mailwasher:

· Deleting spam straight off Server – thus possible viruses not allowed onto computer

· Blacklist or mark as Friend

· Can bounce but not a good idea

· Free for single account

· Obtain from: http://www.mailwasher.net/ 

Web Based Mail – Hotmail, Gmail, Yahoo mail, etc.

