Chapter 4 The Address Book

The “Address Book™ is a program within a program. It can be the backbone of your e-mail system.
Once created it can be your access to the world of every person in your life that has Internet access or
uses e-mail. It is becoming as common place as the telephone. Once you create it, guard it with your
life. Keep more than one copy . . . back it up often as you will be updating it constantly.

Because the Address Book is actually a separate but connected program there are a number of ways to
access it. You may want to work with it at different times and for different reasons other than just
sending an e-mail message. You can set it as an Icon on your desk top so that you can start with your
Address Book . . . or from your inbox to start a new message. . . or from a new message itself when
you are looking for the address in order to insert it into a message your have created.

The Address Book will allow you to send your message to just one recipient or a whole list or gang of
recipients at just one sending. You can set it up for just family members. . . special friends with a
common interest. . .your club list. . . or a business list for soliciting or sales. Yes, this is where all that
“SPAM” comes from. This ability can be abused because of its simplicity but mostly because it is
FREE.

There is an e-mail directory on the Internet like the phone book where you can look up a person’s e-
mail address from their name. It is a huge database much larger than the phone book.
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The Address Book Help is an important learning tool. From your address book main window at the
top menu bar is the word “Help.” Click on it and view the list in the “Contents” tab. By clicking on
each item in the list it will display in the right window a detailed description of each subject. Do not
overlook going through each item. If you are confused or have any questions on what you learn here,
write them down and lets discuss it in the workshop.

Your address book that comes with Outlook Express is an important tool that can be used with many
other programs in your computer. You can import and export your personal address books to and
from numerous other popular programs including Microsoft Exchange, Eudora Light and Eudora Pro,
Netscape Communicator, Microsoft Internet Mail for Windows 3.1, and any Mail merge program that
exports text files with comma-separated values (CSV). You can also use your address book files with
either Microsoft Exchange or any other program that imports files in CSV format.

You should also periodically save a copy of your address book on disk or in your “My Documents”
folder for save keeping . . . or you may want to copy it to another computer should you buy a new
one. This address book is part of backing up your documents on your computer.

If you back up your computer regularly and you should, keep a copy of your address book file in your
MyDocuments folder. This will do the backup job if you regularly back up your MyDocuments
folder. See chapter on Back Up.
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Introducing the Address Book

The Address Book provides a convenient place to store contact
information for easy retrieval by programs such as Microsoft —
Outlook Express. It also features access to Internet directory

services, which you can use to look up people and businesses on

the Internet. You'll find that the following features help you

organize all your contact information into the most usable form for
you,.

Store important information about the people and groups
who are important to you

With your Address Book, you have a place to store e-mail

addresses, home and work addresses, phone and fax numbers,

digital IDs, conferencing information, instant messaging addresses,
and personal information such as birthdays or anniversaries. You (]
can also store individual and business Internet addresses, and link
directly to them from your Address Book. For extra information that
doesn't fit in these categories, there's a generous section for notes.
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