YAHOO EMAIL

Block addresses

· Options(mail options)

· Blocked addresses

· Add block: enter email address

Spam protection

· Options(mail options)

· Spam filter

· Mark spam

· Image blocking

General preferences

· Options(mail options)

· Customize name, messages, folders, search etc.

Signature


· Options(mail options)

· Signature

· Enter text and graphics

· Check box: add signatures to all outgoing messages

Vacation 

· Options(mail options)

· Vacation  response

· Type duration and message

Address change

· Options(mail options)

· Announce email address

· You can preview and send announcement

Adressbook

· Options(address book options)

· General preferences

· Add contact, display # of contacts
· Edit category

· Add, change, delete categories
· Printable address book

· Entire address book

· Certain categories

· Layout/ select fields

· Display for printing

· Import/export

· Import contacts from Outlook, Netscape, Yahoo

· Transfer 

· Transfer contacts and email from another email address to yahoo.

· Clean up duplicates

· Select duplicates items on list  and “merge exact matches automatically

· Erase address book

Calendar 

· Options(calendar options)

· General preferences

· Set time zones and personal preferences

· Reminders

· Have daily reviews of your reminders sent to your email address.

· Events viewing list 

· Sharing

· Sharing options

· Who can view and /or modify calendar

· Event sharing

· Private(no one can see events)

· Public (everyone can see events)

· Calendar sharing

· Share your calendar by giving the following URL to your friends:

· http://calendar.yahoo.com/your yahoo-id

· Photos

· Add pictures to your monthly calendar view

· Time Guides

· Time Guides allow you to overlay your favorite events or schedules on top of your personal calendar. You can choose to show and hide Time Guides on your day, week, and month views

· Add financial events, holidays and sports 

Save files

· Change  default location in Word
· Tools/Option/file Location
· General Tab
· File Type and location

· Modify and change the folder to save file in.
· For example: C:\Data\Worddata

· Change default location in Excel
· Tools/Option/general Tab 

· In default location box, type the path for the folder you want to display as working folder.
· For example: C:\Data\Exceldata

· Change default location in PowerPoint
· Tools/Option/Save/Default files location
· Type new Folder name

· Change default location in FireFox
· Tools/Option/Downloads
· Save all files to this folder.
· Change default location in Gmail

· Double-click on Attachment
· Download
· Save file and select location.
· Change (Message store folder) location in Outlook Express

· Tools/Option/Maintenance
· Store folder
· Change

· Browse for folder(C:\Data\OutlookExpress messages)

· Select folder where to keep Messages

· Click O/K twice.

· Change contacts folder(wab.exe) location in Outlook Express

· Start/Search/all files and folders
· In the file name type: Wab.exe
· In search result box, right click/copy

· Select folder (C:\Data\Express contacts)  click Paste. 

· Save Favorites

· In Internet Explorer.. File/Import and Export
· Follow the Wizard/next
· Select Export Favorites/next

· To another browser or file

· Select which folder to export or click on Favorites folder to export all.

· Export to a file or address, click Browse

· Find folder where to save favorites(C:\Data\favorites)

· Save.

· In FireFox
· Click on Bookmarks

· Manage Bookmarks
· In bookmark Manager…File/Export

· Select folder to save in.

Convert Measurements
· http://joshmadison.com/article/convert-for-windows
[image: image1.png]e Optons Help

Custom | Density | Distance | Energy | Flow | Force | Light | Mass | Power
Acceleration | AmtofSubstance | Angle | Area Computer | Concentration
Pressure | Speed | Temperatwe | Time | Torque  Volume

Input Output

cubic foot gallon (UK)

cubicinch iter

cubic meter milliter

cubicyard minirm (US)

cup ounce

| Volume-Dry

(02)

pint (o)
pint (o) (UK)
uart

<
ounce (o2) (UK)
K)

liter

67 62805 tablespoon





1

