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The Screen Explored
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MailBoxes

You start with an IN mailbox, a SENT mailbox and a Deleted items mailbox. At home
you may use an Outbox (messages not yet sent) and perhaps a Draft — messages not
completed.

The IN box stores the e-mail that you have received (downloaded e-mail).

The OUT box stores e-mail destined to be SENT when doing off-line or send later
The SENT box stores a copy of your e-mail that you have sent (if setup in preferences)
The Deleted Items is where e-mail that you delete will go

You can add mailboxes to store e-mail that you wish to keep separate for later response or
referral.

Receive an E-Mail

Open and Reply(or right click — Reply)
add sender to personal address book? — right click name — add or drag email to Contacts

To: filled in for you / Subject — Re: subject from sender
Just fill in Body and SEND

© Greg Olynyk Entr. Oct-2007



Send E-Mail

“g Inbox - Microsoft Dutlsok

New Message

IS0=7 e

| g5 * | Gy T W0 | | Messages with AutoPreview = |

Contacts

or Compose —

=3 Personal Folders

----- % Calendar

----- §2 Contacts

----- (& Deleted ltem:
[—]@ Inbos

@ FGHJ
{ﬁ Journal

----- Mates

@ Outbox

----- T3 Sent ltems

New Mail Message

!l 0O I“?lﬂlFrDm |Su|:ujeu:t

This Folder contains subfolders, To see the itemns in the subfolders, click th
the Folder list, and then click a subfolde

or Compose — Choose Template (fancy backgrounds and fonts may not receive well on some

people’s email systems (Eudora may receive it as attachments) - Keep it simple is usually

recommended...(can use templates to store your recipient setup)

& summary of content of message - Meszage M=l E3
” File Edit “iew Insert Format Tools Compose Help
[EESEIEE T N =LA AR =k
[ e -] 10 =——=
Who to? \. Messagy I Options I
To... J Iusername@server.cum
Others? B |-
.| |]
Hidden others? — B | |
Subiject Isummarv of content of message
Dear J3gne, =
When done Message body goes here,
messages may be read in narrow windows - so | keep
it narrow, and skipping lines makes it more readable,
each question should be an a new line. ..
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The subject is all some people read, and decide from that which e-mail to open first if at
all. So, make the description a good teaser or a brief synopsis of your question or
comment typed within.

Click or [TAB] into the message box area and type your message...[Shift][Tab] backs up

Your e-mail address as sender is tagged automatically to any outgoing e-mail.

Reply
When you REPLY, the TO and FROM addresses are reversed automatically for you. The
subject of the e-mail is automatically entered as Re.: ‘Their subject’. The content of the

message is quoted in the REPLY (if setting is activated ). All you need to do is type and
send.

Quotations

It is a good habit to quote the person’s question in your reply, delete any non-relevant
quotes. This quoting is meant to basically quote the question, then answer it. You can
delete any extra junk not required from the quote. You can leave part of the quote and
ask the person about it as reference for them to remember what they said to you in the
first place. I basically read my E-mail while in REPLY mode, and delete and type as I
read...(forces me to respond sooner!)

Tools — Options — Reading -

Reading |

YWhen replving to a message

nclude and indent ariginal message bext

Fant... | |1 0 pt. Aril

Spelling
Tools — Options — Spelling

Optons T HE|

General I E-rnail | Sending I Reading I Calendar I Tasks/Maoktes I Journal I
Reminders Spelling Autodrchive I Aktachments I Manage Farms

—5Spelling options

v always suggest replacements for misspelled words

V¥ always check speling before sending:
[ Ignare words in UPPERCASE

[ Ignore words with numbers

¥ Ignore original message kext in reply or forward
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Smilies

These are simply text characters that give your E-mail some emotion, such as :) it's a

sideways happy face.

Shorthand
Some people type in standard shorthand, such as RU going? Just don't spell check!

Headings
| Sender TdlE

Re-sizable column headers - drag or double click to auto-size
Re-position-able headers — can move / re-move headers

More Headings?

View — Current View — Customize — Fields — toggle over ones desired (ex. Size)
can drag Field Bar to desired header location

4 [ |% | 6| Fra Size |
e d ﬁnmputer Eraining coming up

Headers to sort messages — by that field — ascending/descending
sort sent and/or trash box to delete un-wanted e-mails;
by size — delete largest junk (click — [Shift] click to select
sort then by date — delete old junk

' b4 ¥ 0 Microsoft Outlook 98 Welcome to Microsoft Outlook 98!

Welcome to CutlookSs
Welcome to Microsoft Outlook 98 One Window to Your Warld of Information
Microsoft® Cutlook™ 95 is the new messaging and collaboration clie

Importance / Un-Read / Their Flag / Attachment
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View — Current View - Format Columns

Format Columns EH |

Auvailable Fields:

Importance
Flag Status
aktachrnent
Frarm

Sul:ugect

Forrmak:

Label:

Width:

September 06, 2000 =]

Wednesday, September 06, 2000 11:35 &«
9/6/2000 11:35 AM I—
Wi'ed 962000 11:35 AM

Wed 906 11:38 AM B
Wednesday, Sepkernber 06, 2000

Sepkember 06, 2000
6 September, 2000 =

alignment: % Left i Cenker  © Right

To Manage an e-mail — Right Click it ;

pen

& Print

€4 Reply
€59 Reply ta Al
W% Forward
Yiew Attachments

Cateqgaries. ..

¥ Flag Message

lear Message Flag

@ Mark as Unread

Fird Al

= Delete
5% Move to Folder...

Open it — to read it...

Flag Message — for your purposes
Mark as Unread - simply opening an
e-mail marks as read, you may not
actually have read it fully...

Find All — Related messages (by
subject) or by Sender

Delete — moves to Deleted Items
Move to Folder — Calendar to
Schedule appt. / Contacts - to store
person in your Contact database / Task
—to add TO DO

(you can also drag and drop to folder

to start process — email unmoved)
Piacht ('hinlr & Avaac  wan danida

Forward an E-Mail

To forward on to someone else whom the message was meant for or who can better
answer the message. Any attachment is also forwarded. People also use Forward to send
a joke on to a friend or friends (try to send it Bcc so as not to share everyone’s email

address).
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Auto Fill

Rather than typing e-mail address completely, allow autofill do its’ thing. The Global
Address Book feeds the name field — auto fills after you [Tab] out — if it finds the
fragment of what you typed to be unique within the address book. If not unique — it will
pop-up a list to choose from upon SENDing.

If not found at all — will pop up to add a new address to your personal address book.

or [Ctrl] [k] to force an address book pop-up (if just know first name)
Check Hames Ed |
ticrozoft Exchange does not recognize “'connolly®, K

Cancel

Help

Pl

Whould you like ta:

% iCreate a new address for "connolly” 2

" Change to
[Mo Suggestions] ;I EIoperties

S fare Hames,. |

|;|
il *

Mew Entry
i Create what kind af entm: K, I
co:Mail Address :l — o

kicrazaft M ail Address
t actd ail Address
intermet Address Businessl Fhone Numbersl Mates  SMTF - General |
. 400 Address
Other &ddress
Perzonal Distnbution List

Mew Internet Address Properties

Display name: IF'eter Connolly

E-mail addiess: |pconnnl|}'@telus.net

[ Alwayz send to this recipient in Microsoft Exchange rich text format

Page 6

QK I Cancel Apply

Help
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Using the Address Book

In E-mail system

Inbiox

=

Start a New Message
or double click message window

Click the To... button

Start typing first name — auto scrolls to them;

Decide how to SEND — To / Cc / BCc

Select and delete the typed name — type another...

Right click on name — add to personal address book — people you email frequently...
Drag email to Contacts — can store more information and categorize people

Find — To locate emails — by Sender / subject / text in body / etc.

Select Hames I

Show Names from the: IGIDI:uaI Address List j

Type Hame or Select from List:

IE"EEI Meszage Recipients

Grag i |Gireq Olyrvk =]

g Grer -
Grer =
Greq J
Greq

a Greg - Co > ﬂ
Greq -

& Greguy _I
Gregomny
Gurpr - Bec - | :I

Ly

kil LIJ =

Hew... | Froperties | Find... | Send Options. .. |

k. I Cancel | Help |
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Carbon Copies

To be able to send the same message to more than one person, you could simply separate
the addresses by a comma or semi-colon.

E-Mail address(s) put here will also get a copy of the message, but both the To: and Cc.:
will see all others e-mail addresses as well.

Blind Carbon Copy

Put all the E-mail addressees here when you wish not to 'share' all of the peoples'
addresses. They will see no one else's address. (Can CUT from the TO then PASTE into
the BCC (select — right click — Copy — right click destination — Paste)

Carbon copies (Cc. or Bee) will receive a copy of your out-going message. Rather than
type the same letter 10 times, you can send one copy to all members of your family, etc.
This is used instead of setting up a mailing group (Level II). You can put many e-mail
addresses, not just what can fit in the dialogue box.

New Folders
File — Folder — Create Sub-Folder
Right Click folder — Create sub Folder

M I" = = | | & (& | = | [+] to expand to see folder contents
Mail Message Chrl-+N [-] to collapse folder
® | Post in This Folder  Chrl+Shift+5

Right click — rename folder

"] Appointment Chrl+Shift+4

¢! Meeting Request  Cirh+-Shift+Q move messages — click & drag / cut & paste

Contact Chrh+Shift+C copy messages — [Ctrl] drag / Copy & paste

Task Chrl+Shift+k select multiples — [Shift] for groups or [Ctrl]
vzl Task Request Chrl+Shift+L

EQ Journal Enkry Zkr|+Shift+1

e Mote Chrl+-Shift-+1

[ oOffice Document  Chrl+Shift+H

Choose Template. ..

Choose Form. ..

1 Folder... Ctrl+Shift+E
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Select Multiples
click first — [Shift] click last -- [Ctrl] click to add/remove single item

Select Hames |

Show Mames from the: ||3|c.|:a| Address List j

Type Mame ar Select fram List:

fred

Meszzage Recipientz

Ta-» Greqg Olunyk [ELEPAPER]

[

d

Cc-» ||FredH _;[

g
[

=

G i
g \ i b il | G abriel -
BN e o e _ILI - Galina
1] i 3 Garage
MHew... | Properties | Find... | Send Options... |

k. I Cancel | Help |

New Internet e-mail address;

Mew Entry

Select the entry type: ITI
Microsoft Mail Address = Cancel |
bd ackd ail Address

Internet Address Help I
Dt?'llilf:l.‘f'éjlir:;; | - Mew Internet Addrezs Properties |
Personal Distribution List Busziness I Phone Numl:uersl Mates  SMTP - General |
Dizplay name: IGreg house
— Pt this entry E-mail address: |gu:u|_l,lnyk@telus.net
i Inthe |Personal &ddress Book, [T Always send to thiz recipient in Miciozoft Exchange rich text format

™ |n thiz message only |
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Page 10

Personal Dist. List (Mail group)

File > New > personal Distribution List

Mew Perzonal Distribution Lizt Properties

Distribution List | Nates |

Marme: IMeetings

| Geri ! ’ZI

Rob |

-
1| | 3

Addtx To | Cc | Eccl Send Options. .. |

2k, | Cancel | Help |

Edit Members of meetings |

Show Mames from the; IGIu:ul:uaI Address List j

Type Mame or Select from List;

Ig"'E’EI Ferzonal Digtribution List

Greqg B I |Greg Olnk [ELEPAPER =
& GregB - _I
& Greg B
Greg E
Greg G
Greg H o

Greg 5
& Gregon
[aregorn

Gurpres -
T il -
Hew... | Froperties | Find... |
2k, I Cancel | Help |

click Members button to add member (or double click member)
select member on right side — [delete] to remove member from group
Send to group — use nickname (meetings)
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Sending Options
OPTIONS Tab (within new email)

& Untitled - Meszage M=l E3

” File Edit Wiew Insett Format Tools Compose Help

10

” Arial -

Message I Qpkions I

—General options

Imporkance: IHigh hal I Sensikivity IF‘rivatE bl I

¥ Use voting buttons: I.ﬁ.pprwe;Reject j
¥ Have replies sent ko I olvnvki@telus.net Select Mames. ., |
V¥ Save senk message ko: ISent Ikems Browse. ., |

—Delivery options

¥ Do not deliver before: Irue 7118/00 5:00 PM|

L Lo

¥ Expires after: l\’lcun 7124100 5:00 PM

— Tracking options

¥ Tell me when this message has been delivered

¥ Tell me when this message has been read

Tracking on specific email or all emails;
Tools — Options — Sending
global option activation....

Tracking options
[T Tell me when all messages have been delivered

[T Tell me when all messages have been read

Returns a message to you to verify the date and time a message arrives at the post
office of the recipient.

Returns a message to you to verify the date and time a message is opened by the
recipient.
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Problem — may not work if out of network — Internet e-mailers do not all support
this function properly or allow user to Cancel sending your receipt proof.

Metzcape |

The sender of the mezzage requested a receipt to be returned.
Lo pou wizh to send one?

Cancel |

Metzcape |

An enor occurmed while zending mail,
The mail zerver regponded:
[rall]
Pleaze check the mezzage recipients and by again.

Other Options
Tag Importance — use sparingly (cry wolf?)
Voting Buttons
Replies sent elsewhere — useful if on holidays, job for other person, etc.
delay delivery

expires after - timed invitation or offer (expires show as slashed)

Find Address

Find B
General |
Dizplay name: ||
Firzt name:; I Lazt name: I
Title: I Alias name: I
Compary: I Departrment; I
Office: I
City: I
(] I Cancel Help

Tools - Find (or FIND icon)

© Greg Olynyk Entr. Oct-2007
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Find E-mail

Tools - Find Items

Filter E E3

Messages |M|:|re Choices I advanced I

Search for the word(s); I

[
[

Im: Isul:uject Field only

From... | I
[T where I am: m Messages More Choices |,ﬁ,dvanced I
Tirne: In-:nne j
[~ only items that are: Iunread j
[ Cnly items with: Iu:une or more attachments j
[]

|: [ ‘Whose impartance is: Inu:urmal

[ Match case

Sige (kilobytes)
’V Iu:ln:nesn't rakker j IIII A IIII

Ik | Cancel | Clear all

View - Filter - Clear All - to show all e-mails again
Filter

Messages I More Choices  Advanced |

Find items that match these criteria:

«<Add criteria From below to this lisk =

RETTEYE
Define mare crikeria:

Field ‘Vl ot Yalle:
| | I

[fare Gdyvanced), |

ol | o LisE |

(0] 4 I Cancel | Clear all |
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Inbox Assistant - Outlook ‘97
Tools — Inbox Assistant

Inbox Assziztant

Thesze rules will be applied to meszages az they arive in pour inbos:

Statuz  Conditionz Actionsz

i [tz

% e = e

Add Rule... EditEule. || VeEE Hulel ¥ Show rules for all profiles

Cancel | Help

]|
| ilealz
ila/20ed

Edit Rule

—%hen a message arives that meets the following conditions:

From... | Iaccess@mailinglist.mm Cancel |
Sent To... | I Help

[T Sertdiectlvtome [ Copied [Cc to me

;

!

Subject: I Advanced. .. |
Mezsage body: I Check Mames |
Perfarm theze actions: [T Dornot process subsequent rles

1 [ Alert with B, |

> T | [elete

3V Moveto |.f3.-:|:ess

B ™ Copyto Folder . | |

W Foward T, | |

b ethod: I Standard j

ol Replpwith  Template |

P [ Custom I [

© Greg Olynyk Entr. Oct-2007
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Out of Office
Tools - Out Of Office Assistant

Out of Office Assistant |

| am cunently In the Office

—* | am curently Qut of the Office

AutoBeply only once to each sender with the following text:

Sarmy, Greg Olpryk iz currently in % ancouver, if urgent - contact Fob ﬂ
Patten or Gen Symington - back July 12, 2000

These rules will be applied to incoming meszages while pou are out of the office:

Statuz Conditionz Actions

FROM:_Elk Fall: Pulp Staff MOVE TO:hohiday

il Ene |
fawe Dnﬂnl

Add Rule... I Edit Bule.. | Delete Hulel ¥ Show rules for all profiles

k. | Cancel | Help |
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Edit Rule

—hen a messzage arrives that meets the fallowing conditions:

\i
=
x|

From... | |_Elk Falls Pulp Statf Cancel

Sent To... | I Help

[T Sentdiectivtome [~ Copied [Col ko me

:

Subject: I Advanced... |
Meszage body: I Check Mames |
Ferform theze actions: [T Do not process subsequent iules

P Alert with FateliTe e |
> 7| Delete
23V Moveto Ihl:l|il:|a_','
B3I Copyto Falder.. | I
WG Fomward T | I
M ethod: I Standard j
ol Replpwith  Template |
P [T Custom I -1

Move Meszage To... |

Folders:
@ Microzoft Exchange

Pl

g Mailbox - Greg Olynyk [ELKPAPER) Cancel
El : Personal Folders Hel
¢ 0 Access e
{:l Deleted lters
44 haliday

w3 Public Folders

© Greg Olynyk Entr. Oct-2007
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Inbox Wizard — Outlook 2000

Scenario example: Anything that comes in with subject “Newsletter:” put in special
folder called Newsletters...

Tools > Rules Wizard... NEW

Rules Wizard 2|

‘Which type of rule do wou wank to create?

Check messages when they arrive
N Check messages after sending
 |Move new messages from someone
Motify me when important messages arrive
Maove messages based on content
Delete a conversation
) Flag messages from someone
Assian cabeaaries fo sent messades ;l

Rule description {click an an underlined wvalue to edit i)

Apply this rule after the message arrives

IE Cancel < Back I Mext = I Finish

Condition ?

Rules Wizard jﬂ

Which condition(s) do you wank to checks

[ from people or diskribution list |
[ sent ko people or distribution lisk
[ with specific words in the recipient's address J

[ with specific words in the sender's address
wikh sp rds in the subject
with specific waords in the body

Rule description {click on an underlined value ko edit it):

- e Apply this rule after the message artives
with specific words in the subject

I@ Cancel | < Back I Mext = I Finizh
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Specifics?

Rule description (click on an undetlined walue ko edit it

Apply this rule after the message arrives

with %in the subject

Specify words or phrases ko search For in the subject:

Add mew:  |word(s) that appear in subject uniquely,., | Add

Seatch lisk

i

Specify waords or phrases ko search For in the subjectk:

Add new: fidd

Remove |

3
o, I Cancel |

Search lisk

© Greg Olynyk Entr. Oct-2007



Move to Special Folder (New to create it...)

Rules Wizard

What do you wank ko do with the message?

mave it ko the specified Folder
[ ] move a copy ko the specified Falder

[ delete it
E [ permanently delete it
2 y [ ] Forward it to people or distribution list
| I,-'I [ Forward it to people or distribu... as an attachment =]

Rule description (click on an underlined walue to edit it):

Apply this rule after the message arrives
with Mewsletter: in the subject
rnove ik ko the EaEeaEslfolder

Rules YWizard

Choose a folder;

=

L U]
o, Li
pingto
nea, .
patgt
om, Li
o, Li
o, Li

Dige

BE=]inbox [
*’{% kechy resource
-4 Training Requests

L5 Yideo

Create Mew Folder

i

Marne:

Ir'-.lewsletters

Folder contains: [
IMaiI Ttems i

Calark wkara kA rlara FRa Faldae:

© Greg Olynyk Entr. Oct-2007
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Exceptions Desired?

Rules Wizard jﬂ

Add any exceptions {if necessary):

cept if sent direct
[ ] except iF sent only bo me
u { [] except where my name is in the Co bos
r | / [] except if my name is in the To or Cc box
[ except where iy name is ok in the To box
[ except if From people or distribukion lisk |

Rule: description (click on an undetlined walue to edik it

Apply this rule after the message arrives
with Mewsletber: in the subject
move it to the Newsletters Folder

Descriptive name for rule then order of Rule Applications

ElE

Flease specify a name Far this rule:
"\Iewsletter:

[ Run khis rule now on messages already in "Inboc",

Rule description (click on an underlined walue to edit it):

Apply this rule after the message arrives
with Mewsletter: in the subject
move it to the Mewsletters Folder

© Greg Olynyk Entr. Oct-2007
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Signatures

Tools - Options - Mail Format Tab- Signature Picker - New —
Name it “work” - Next - type what you want; Name / Position / Phone / Web Site
link... - Finish - OK OK this tips and other found at...

The Signature will appear on the bottom (footer) of your out-going mail (you can turn this
feature off and on). The signature is either built into the e-mailer or a separate file, as it is
in Netscape mail. You can only put ASCII text in the signature, so any computer will be
able to read it, and you should keep it short (6 lines max.) and no flagrant advertising,
some people might ‘flame’ you!

Send your ‘snail mail’ address as well as phone/FAX and web page address if applicable.
If you send a joke or expression — change it from time to time

Test your signature by sending an e-mail to yourself. Your email may look different on a
different e-mailing system.

Recall Email

Tools Compose  Help

%" speliing... F7
AukoSignakure. ..

E¢ Ehest Hames

Dial b
[iH Record in Journal  Ctrld

25 Find Ttems... Ctrl+Shift+F
Find Al 3

Recall This Message. ..

,ﬁ Design Dutlook Form

In opened email from SENT bin...

Tools - Recall!

© Greg Olynyk Entr. Oct-2007
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Recall This Message [ 2]

Mo recipients have reported reading this message.

Message recall can delete or replace copies of this message in
recipient Inboxes, i they have not vet read this message,

Are yol sure Yol wank ko
¥ Delete unread copies of this message

™ Delete unread copies and replace with a new message

¥ Tell me if recall succeeds ar Fails For each recipient

Zancel |

They See;

g Recall: Party Greqg Olyn... 462 B Wed 21,/03/01 9:09 AM
areq Olyrvk (ELEPAPER) would like ko recall the message, "Party”, <end:=

When you open it — it deletes...

Meszzage Recall E |

@ areg Olynyk: [ELEPAPER] haz recalled the meszage, "'Farty".

You Get a Success Message;

Message Recall Succes...

Failure — person not in office to OK recall;

Message Recall Failure:
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Attachments

With E-mail, you can also attach a file (text, sound, graphics, video clip, etc.)

If you have a large file (greater than one megabyte) you may want to learn about FTP
techniques or sending through ICQ or other chatting relay, especially if you do this often.
There is even software that will chop the large email into smaller chunks that all
providers would accept.

-

&

Attach

Attach a file and send to everyone in the class — as blind carbon copies

(you can send more than one file at the same time)

The time it takes to send the email will be about the time the person will take to receive
it... Be sure to check the file size before sending (some Internet providers block emails
larger than a certain size) simply right click upon the file — properties. Forwarding an
email sends the entire email, attachment and all. Replying to an email that has an
attachment will not send the attachment back.
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Rich Text Format

If you are sending a document to someone — without knowing which word processor they
have, send as rich text format (RTF). You can SAVE your word processor documents AS
(using SAVE AS) rich text format (RTF) which can be read by almost any word
processor, be it on a MAC or IBM. RTF format retains much of the styles and alignments
such as font type, size, TABS, indents, bold, etc.

Save as bype:  [Word Document O, doc) -
Texk Only with Line Breaks (*,Ext) |
M5-DI0S Texk (*.bat) :I
P5-D0S Texk with

Line Breaks (* kxk
iRich Text Format (%, vt ;
Unicade Textk (*,kxk) h
M5-0i0S Texk with Lavout (%, asc) =

If you know what your friend's word processor is then by all means, send it in that
format...WORD can open various formats (import) File — Open — change of type to be
what you want - OPEN. Works 4.0 also can open a variety of document types.

Try finding an animated GIF — “Cards” link on my web page, or search for “animated
gif”.

Right click upon the image — Save image as — location — your desktop

Send it to yourself to test...

Receiving attachments

2
The icon represents that the email has a file(s) attached to it. Clicking it in
Netscape 4 will hide the attachment — showing only the icons of the file(s).

Name: Words doc
Words.doc Type: Microsoft Word (application'msword)
Encoding: baseéd

Click the hyperlink to open the attachment — if the file type is associated with an
application on your PC — it will open with it.

You can right click the link — save link as - filename and location onto your PC.
Delete the message — the attachment is deleted.

Some attachments are instantly viewed — like htm files, jpgs and gifs.
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Word Processing Basics

Capitals and Upper Symbols

The upper symbols on the keys are achieved by holding down the [SHIFT] key then
tapping the key of choice. To get all CAPITALS, you activate the [CAPS LOCK] key
once, but don't forget to de-activate this 'mode' when you are done oR yOU wILL eND uP
wITH rEVERSE cAPS 1IKE tHIS, wHICH IS mOST aNNOYING... If you watch the
screen as you type you will not type a whole page before you notice this

problem... WORD’97 fixes this problem for you as you type.

Cursor Keys

The mouse can be used to move the cursor simply by hovering the I-beam over the new
desired location and pressing the left mouse button. Most new computer users forget to
click to actually move the cursor.

[HOME] and [END]

To position the cursor at the beginning of a line of text [HOME]or the [END]; the edges
of your text along the horizontal. These keys work well in all sorts of situations such as
dialogue boxes as well as in various types of software.

TOP of document = [CTRL] [HOME]
Bottom of document = [CTRL] [END]

PageUp & PageDown

These keys allow you to quickly flip the current window view up or down one screen at a
time, not a physical page flip. These are great to read a document, rather than scrolling
line by line, which may annoy your eyes.

Delete and Backspace

Delete = Deletes a selected item or text to the right of the insertion mark
Backspace = Deletes text to the left of the insertion point

There are many ways to delete text. The most important keys are the [DEL] key, which
removes characters to the right of the cursor, and the [BACKSPACE] key, which
removes characters to the left of the cursor. Which you use depends on the task at hand
and the position of your cursor. If you hit the [ENTER] key by accident, the
[BACKSPACE] key makes more sense to use. Getting use to these keys and when they
are used takes time, the more typos you make the better for practice!

UNDO
‘OOPS!” When you make an error, it is usually easier to ‘UNDO’ immediately than to try to

get back to what you had manually. Edit | Undo or [CTRL] [Z] or the undo icon _

© Greg Olynyk Entr. Oct-2007



