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Superscript and Subscript

When writing email, there are times I would like to use a superscript (degree C)
and subscript (H20). Is there a way to do this in email?

, o If you're using Microsoft

. Word or Outlook 2007 or

=S| Cermic Sans ks -12 - A A" [") 2010, you can easily add
Paste (B 2 U - abe Aol - A - either §uperscripf...or
- === subscript from the toolbar.
Clipboard ™ Font “ In Word, it's found under
B — RS . the Home tab.

Or, in any version of Word, from 2003 onwards, both types can also be added
by selecting the desired text and using the following keyboard shortcuts:
Superscript_ (Ctrl+Shift++) this is Ctrl Shift Plus - hold down the Ctrl and shift
keys and type the + key once.

Subscrip’r'(CTr‘I"':)

To return to normal script, just retype the shortcut.

If you don't have access to Word, these can also be added in OpenOffice
Writer, using the keyboard shortcuts listed below.

Subscript-(Ctrl+Shift+B)

Superscript-(Ctrl+Shift+P)

Then retype the shortcut to return to normal script.

There are menu options available also (I'm not going into them here).

Now to insert them into your email, if you're not using MS Outlook (that's
Outlook that comes with Professional Office not Outlook Express) use the copy
and paste method. I copied subscript from a Word document into an email then
sent it by Thunderbird to myself as the recipient, I also did this using Gmail to
send and receive by. Both displayed both the subscript and superscript. The
best way to try these out is to do the same in the email you are using and test it
the same way.

Using A Word Processor To Get Rid Of Forward Brackets

How do T get rid of all those symbols that appear in forwarded emails?

Have you received an e-mail that's been forwarded to you with all those
annoying >> marks in front of each line? You can easily eliminate these marks by
copying the message o a word processor such as Microsoft's Word or WordPad.
Following is a partial e-mail message which was forwarded to me:
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Hi Bob, | thought this was within your 'orbit' of humour...
Cheers, Ken.

BRILLIANT!!II Or What

A SENIOR MOMENT - An elderly lady actually wrote
this letter to her bank. The bank manager thought it
amusing enough to have it published in The Times and
this newspaper thanks him most sincerely.

As can be seen my e-mail client is Thunderbird and instead of the >> marks that
come with Outlook Express there are the vertical lines running down the page.
How many lines present is to do with the number of times the email has been
forwarded. If this is copied into a word processor such as Word the lines just
disappear.

BRILLIANTI!III Or
What

A SENIOR MOMENT - An elderly lady actually wrote this
letter to her bank. The bank manager thought it amusing
enough to have it published in The Times and this
newspaper thanks him most sincerely.

The above part of the email was just highlighted in the email page and drag 'n
dropped into the word document. Is that simple or what?
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Email Safety

The Senior Net Porirua New update newsletters are all sent by email any
questions or replies that are produced from it land in my email Inbox. I'm pretty
careful when I receive inward emails because I use Mail Washer in which, I can
trap bad emails from the point of view that they are Spam and it also alerts me
via my Anti-virus software if the email contains a virus or a suspected virus. By
using Mail Washer the actual Email is still sitting on the ISP server and I am at
liberty to delete it at that point so that it never gets anywhere near my
computer email inbox. I also can Blacklist certain email senders and mark as
friends, senders I trust. However, bear this in mind, some people that may be
friends may have a virus that has attacked their machine and via their address
book send out an email containing the virus in an email they are quite unaware
they have sent.

There are other forms of keeping safe on email and this can apply to more than
your computer. I received an email not long ago from a friend - well an
acquaintance really - that gave me details of his address and phone number plus
an overseas trip the dates of his departure and arrival back into the country.
He told us that his house would be locked up and that if we sent any emails to
him that an automatic answer had been set up to say when he would be back
that email also contained the very same details. Great stuff this, suppose some
untrustworthy spammer who was also dishonest enough to do a break in had
received this auto reply. What a time they could have had in an empty house
that obviously contains a computer among other things. Really all this person had
to do was supply everyone with his bank account details and he was laid open for
a complete shake down. Emails do not have to rely on scams and viruses to lay
the email user open to security risks. Auto replies are great to use on office
networks they can keep a fellow worker why you're not replying to emails or the
phone. But use your loaf when applying them to home use - in fact having
informed your friends in a group e-mail why do they need to see an auto reply?

Bcc Explained

How is it that you get emails that aren't addressed to you? Well let me say now
you haven't done anything wrong. The answer lies with the sender not using the
Bcc field. This tip describes some the role of the Bcc field and its uses.

The Bcc field in an email client enables you to send an email to anyone, while
displaying someone else's email ID in the To: field. I usually send out the SNP
News Updates this way sending the To: field with my address in it then the Bcc:
field with all the other recipients’ names in it.
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From: | Bob Pretty <bpretty@clears Shown here is a screen shot of the heading of
the SNP News Update heading lines.

In addition to being sent to myself (yes that's
To:| & Bob Pretty not a typing error, I send the original to

Bee: | & yeburrell@: myself) this email will also be sent to the
current members of SeniorNet Porirua.

Reply-To: | & bpretty®@cl

Beo | & Colin Yoyt

Enable the Bcc Field

In some email programs it is necessary to enable the BCC: field in order to use
it. This is not the case in some other email programs, in Thunderbird it is part
of the sending email program automatically but then this program does so many
things better than some of the others. If you need to enable BCC your best
option is fo check your program's help file.

Forwarding Emails Safely

Let's suppose that you receive an email that has some very special or specific
information that you wish to forward to other people but the original has not
been sent via BCC: how can you get rid of the addresses? The easiest way is o
cut and paste the message only into a new email and then address the recipients
in the BCC address. This means that you are at least safeguarding other peoples’
addresses - some of whom may be unknown to you or to your recipients. This is a
little longer than just clicking on Forward but can you be sure that your
recipients are not going to forward it? Think of this:

You receive an email with twenty addresses listed and you then forward it to
just your close family and friends. Each of them, we'll say there are ten of
them, send it to five others now fifty people have them, you can see where this
is going can't you?

How Many Email Addresses Do I Need?

I know people that have their own email account with Xtra or Clear and have
other addresses with Gmail, Hotmail, yahoo etc. if they are receiving
attachments in these email accounts they have set up for themselves a
thankless task. It becomes necessary to remember all the usernames and
passwords and to check on a regular basis each and every one of the accounts
for attachments and just email.

A problem with several email accounts is that some of the older attachments
get lost among the latest ones received. You may have to regularly email clients,
customers or others asking them to send an old attachment again, which eats
into productivity time. Remember time, even for those of us that are retired, is
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a resource not to be wasted on mundane chores. Unless you really need all of
these accounts I would suggest closing all but one of them - required for giving
out over the internet when requested by some site you are unable to frust when
first looked at. I never give my ISP such as my "Clear Net" address to an
internet site until T know I can trust them.

Simplifying Replies in Thunderbird

I use Thunderbird as my email client (program). With this I get many emails
asking questions about how to do things in programs. On average I answer about
20 queries a week. My replies may include part of a manual I have written or
some other quite long article. Sometimes I get a further request for
information and the email contains not only the original question but my reply
including all material sent.

I like to delete everything but the enquiry in my answer. I used fo do this
manually, and then someone gave me a way to do this in an easy way to clear
unnecessary data from replies in Thunderbird. He advised me to only highlight
the question and not all the other; it will all be there if you just click the Reply
button as shown here.

On 20/04/2011 11:07, Gus & Win Weir wrote:
Hello Bob again,

Thanks for your efforts but unfortunately Office 2003 seems to be quite different to the explanation you sent me. However T was
able to overcome my problem, although I am not quite sure why.

Kind regards
Graham W

————— Original Message —-

From: Bob Pretty
To: Gus & Win Weir

Sent: Thursday, April 14, 2011 6:48 AM
Subject: Re: "Tech Question”

When the message only is highlighted and the Reply button is clicked this is
what will happen.

m
[]

|BodyText v||Ccnmic5ansMS V‘II_ A A‘| A A A‘EE iz E|

On 20/04/2011 11:07, Gus & Win Weir wrote:

Hello Bob again,
Thanks for your efforts but unfortunately Office 2003 seems to be quite different to the explanation you sent me. However I was able
to overcome my problem, although I am not quite sure why.

Kind regards

|

I can now just highlight the text I want to display in my reply and click Reply
and that is all that is seen in my reply. This means that I no longer have to
spend time in the reply edit screen highlighting and deleting the text and
extraneous data I don't want to send back.
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Removing Blue Vertical Lines in Your Forwarded Windows Live E-mail:

Ever tried to forward a joke type e-mail, only to have the forward email appear
mis-formatted due to those blue vertical lines running down the left side of
your e-mail? It's not you or your method of sending that does that you are
definitely not alone in your despair. I't's something generated by the e-mail
program when a message is forwarded. Thank goodness they do not all do this
but, these coloured lines are annoying and a pain in the butt plus something that
most of us want o get rid of. However, there are a few tricks to speed up the
removal of these lines without the need of third party “e-mail cleaning”
programs.

Windows Live Mail
The latest version of Outlook Express is Windows Live Mail, which offers a push
button solution to remove these lines, here's how:

Select your e-mail and press the forward button.

This will open it in the standard editor.

This means that you can now edit the received email, which is not possible in the
received screen.

Place the cursor to the right of the vertical line you want to remove.

At the top of your editor screen, select the Message tab if it is not already
selected.

Different message formatting options will appear.

Find and click the Clear formatting button to the right of the font size and
style fields.

The vertical line to the left of the cursor will disappear.

If (as in some cases) there is more than 1 line repeat the process by placing
your cursor to the right hand side of the next line as you did previously.

Ok there is now a big space in front of the text, or should I say to the left of
the text so how do we get rid of that? You don't have to choke a cat with cream
to kill it and the answer here is simple. It's called copy and paste.

Select the message content to be forwarded by highlighting it.

Use Ctrl + C to copy it.

Move to the top of the page above the content you just copied.

You may have to type the enter key to make a space for the cursor to fit at the
top.

Now use the Ctrl + V which will past in the contents as you want them to look.
Move to the old content highlight it and then delete it by typing the Delete key
once. It should be deleted and you are left with a nice formatted letter which
you can now forward by clicking the Send button. Why the forwarding program
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puts these in is anyone guess they are not really needed and are as useful as
Long John Silver's parrot.

Printing Selected Parts Of An Email

Ever had to print just a couple of paragraphs of a received email? Every book
T've read tells you to highlight the text required and either copy it into another
program such as Word or Notepad and print that document. The other way that
they teach you to do this is to use the printer and select Selection. To tell you
the truth I've never been able to get Print Selection option to work when using
Email. T also think that if you have to start another program then you are not
making the computer work for you. If you can't get the Print Selection option to
work in Email even tho' it works in Internet and will work in some versions of
email and with the correct printer with good up-to-date drivers then do the
following:

Highlight the selection you require.

Right click on the text.

From the drop-down menu select Print preview and then print.

Once you get used to doing this and are sure of yourself just click the Print
button and by-pass the preview part of the operation.

That's it, no more messing with copy and paste with email and other programs.

QuickFolders Toolbar for Thunderbird

The question that I'm asked fairly often is in Thunderbird, how can I put a
shortcut icon to the Inbox on the Mail Toolbar?

My usual answer is why would you want to do this?

I have found nothing in the Thunderbird set-up that would allow this to be done
but as I'm asked the question so often I decided to do a bit more research on it
and what I came up with is an add-on called Quick Folders that will do this. I
used it for a demonstration tfo show how it's done but removed it again
afterwards because I don't use toolbar icons very much and use mainly short cut
keys when I don't use the mouse.

However there is an add-on available called Quick Folders that offers this
option I can see no point in using this particular add-on for two reasons:

It's just as quick to have the list of folders displayed and click the one you want
It means a bit more clutter on the email tool bar.

Setup instructions appear, along with the download (see below). You'll need to be
able to find the installation application later, so it's a good idea to save it to a
place that's easy to remember.
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@ How to Install in Thunderbird

1. Download and save the file to your
hard disk

2. In Mozilla Thunderbird, open Add-ons
from the Tools menu.

3. Click the Install button, and
locatefselect the file you downloaded
and click "OK”

.

Fyou help

making a

htribution: US!
What's

Opening quickfolders_tabbed_folders-2.4-th«sm.xpi

]

You have chesen to open
. | quickfolders_tabbed_folders-2.4-th+sm.xpi

which i5 a: XPlnstall Install
from: https://addons.mezilla.crg

What should Firefox do with thas file?

7 Openwith | Browse..

L R S

| Do this gutomatically for files like this from now on.

I always save applications to a folder that I name New Software.
Open Thunderbird and, in the Tools menu, click Add-ons.

i |Tools| Help
3 Address Book Ctrl+Shift+B  |r
i Saved Files Ctrl+J
Add-ons «
7 Activity Manager B

Message Filters...
Run Filters on Folder

Bl
I Run Filters on Message
i Run Junk Mail Controls on Folder
i Delete Mail Marked as Junk in Folder
Import...
Error Console
Account Settings...
Options...
[Type text] Page 10



Email

In the Add-ons dialog box, click the Install button and in Select an extension to
install, open the application. Knowing the location of the file is imperative o this
operation that is why I always download software into the F: drive and the New
Software folder as shown here.

@ Add-ons - - - ‘o 4 28 ]
& select an extension to install . @
@ Ov| | = Elements (F:) » New Software » v| 3 ‘ | Search New Software jel |
Organize ~ New folder =~ 0O @
I, Reasons For:# Name Date modified Item type
| Technical Etc
. . AShampoo Rego 3/11/2010 07:42 File folde
). Thunderbird i B
i Email Out 18/08/2009 21.09 File folde
| Tutorial Opet
I OpenOffice.org 3.1 (en-US) Installat..  27/07/2009 16.01 File folde
| VB Express Tt N _ 3 R R
i | quickfolders_tabbed_folders-2.4-tb..  27/04/2011 15:52 XPIFile Disable l [ Uninstall
| Windows 7 Li
L. WinZip
| ZipGenius 6
Mars
Micorsoft Acce|i|
My Document:
My Pictures
New Software
NVU Style Shei ~  « | T | »
File name: quickfolders_tabbed_folders-24-tb+smx IE)ctensions (*xpi) v]
l Open l l Cancel l

Get Extensions | Eind Updates

.
EN o B @ ™ () -, 7& 0755

You will need to restart Thunderbird when the install has completed for it to
become active.

You will see in the diagram below that all that you need to do to place a folder
(you are limited to 9) is to drag and drop it into the tool bar. These will be
numbered as they are placed in the toolbar. You may swap from one to the other
by pointing and clicking the mouse on them or use Alt + x (where x is the number
alongside and to the left of the name of the folder.
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€ Computer tps - LocalFolders - Mosilla Thunderbirc SRR N o =) S

Eile Edit View Go Message Events and Tasks Tools Help
& Get Mail - = Write - [l Address Book| Tag- | Search all messages... <Cirl+K> P

QuickFolders | 1 Inbox 3. Friends
_‘ _ Computer tips - Local Folders | ER Q.| -

All Folders 4 P || 4% QuickFilter: « g8 B @ Filter these messages... <Ctrl+F> P
b Edbob.prett...mail.com + ||y o . Subject
48| gcal Folders

> Inbox

|| Drafts
| Templates
M Sent
[ Archives
2010
@ Junk
® Trash
&, Outbox
4 | About Group
i Excel
-l Word
_ Alliance |
_: Business .
b1y Computer tips

4 | Food In A Minute

| Passwords

4 |, Friends =

_li Beelay
i Felicity
i Interested Groups
i Jokes
I LNS
_|) Office 2007
b Regos
_li Research -

+ & From @ Date =B
Computer Tips [ What Is Causi... © Steve © 27/04/2011 1530
Computer Tips [ What Is Maki... * Steve « 29/04/2011 15:59
Computer Tips [ Yikes - Are Y... * Steve * 28/04/2011 15:30
Just For Grins 04/29/2011 * Steve < 29/04/2011 23:39

i

- s ®

Right click on the folder foolbar for on one of your tabs listed and a small menu
will display. It's possible to change the colour of the tabs and by clicking the
QuickFolders Help button. This will give you access to the help contained in the
Add-on without the necessity of going on line to find help.

[ 150 JE——
[

«cal Folder| QuickFolders Options

As stated at the
..mail.c:r'r -E- beginning Of Thls

ers H
Visit the homepage of QuickFolders for a detailed user guide, Tips and FAQ: 'Tem I per‘SOHCll Iy
can see no

Drag mail folders onto an empty area of the new toolbar to create a new quickfolder (works GdVC(nTC(ge n USIng

like a shortcut/alias). Drag Messages onto quickfolder to mave them into the corresponding H _
folder (or Capy with modifier key). Click quickfolder to jump to mail folder. Thls Add on unless

QuickFolders 24

Tall

5 Detailed information at the new QuickFolders homepage at Mozdev.org

Drag Iqwckfolda_ars 5|deways_‘[o change their posnllons. Right-click qglckfolder for context YOU have more
menu; by selecting you can jump into sub folders. 'Rename bookmark' changes the label of
oup the quickfolder. 'RemovEe bookmark' deletes the quickfolder (not the mail folder). -'-han 20 folder.s
Drag messages onto quickfolder popup menu to move messages into sub folders. .
Right click a bookmark to organize it into a category. You will get a categories pulldown on Cmd WISh 1'0 place
the left of the bar.
Right-click an empty area to open the options menu. In options, you can select native style The mos* common
T tips (smaller) or flat style (clearer; supports drag indicator). fh
A Minute Tip: If you have an extensive amount of folders, try the Nostalgy extension for keyboard ones on e
rds driven message organizing.

toolbar. To use it
ox | [ cna ||| TO place just the
o Inbox on the
toolbar so that you
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may use Alt + 1 - or Ctrl + 1, whichever is your choice from the setup menu, is
really just a waste of computer resource.
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