Email Etiquette

Do you really know how to forward e-mails? 50% efdo; 50% do NOT.

Do you wonder why you get viruses or junk mail?y@o get tired of repeated "clicking"
to get to the original message? Do you hate it?. Every time you forward an e-mail
there is information left over from the people wgui the message before you, namely
their e-mail addresses. As the messages get foedaidng, the list of addresses builds,
and builds, and builds, and all it takes is for eqmor sap to get a virus, and his (her)
computer can send that virus to every e-mail addiest has come across his computer.
Or, someone can take all of those addresses drtties®l or send junk mail to them in
the hopes that you will go to the site and he miglke five cents for each hit. That's right,
all of that inconvenience over a nickel! How do \gtap it? Well, there are three easy
steps:

You MUST click the "Forward" button first, then yauill have full editing
capabilities of the body and headers of the messfgeu don't click on
"Forward" first, you won't be able to edit the nmeegs at all.

Make sure you are forwarding only the intended cdpys is usually the last page
you opened. DELETE all of the other addressesappéar in the body of the
message. That's right, DELETE them. Highlight treerd delete them, backspace
them, cut them, whatever it is you know how to @o, HIGHLIGHT and copy
what you wish to send and paste it in a new e-miaidlow. This is the BEST
method as you are SURE that you are not sendingtanded junk and
addresses. It only takes a second.

Delete any Footers on the email before you sentbit. know, those little messages
telling people to use a certain email program @r\arus program, usually they
build up, especially if the email has been forwdrdeveral times

When you send an e-mail to more than one personNDD use the To: or Cc:
columns for inserting e-mail address. Always ugeBbc: (blind carbon copy)
column for inserting the e-mail addresses. This thaypeople you send to only
see their own e-mail address. It's that easy. Whersend to Bcc:, your message
will automatically say "Undisclosed Recipients'tire "To:" field of the people
who receive it. If you are creating an e-mail freanatch, place your recipients
addresses in the Bcc: column. Some recipients netjuat you have at least 1
address in the To: column. If so, use your own akenyour best friend the
sacrificial lamb.

If you are using Outlook Express and Bcc is notentty displayed, follow these
easy steps.
(a) Choose the Create Icon.
(b) Click on the View header.
(c) Select All Headers. That's it. Outlook is samilCreate is called New and



there is a Bcc selection under View. | am not faanivith other e-mail programs
but | am sure they are also similar.

Reply-to/Reply-to-all, use with thought! Do you liganeed to ‘reply to all'? Does
everyone need to know what you are intending fasfy just one person?
Often Reply to all's get ignored and just serveltdter up our in boxes. Only
send replies to those who really need them.

So please, in the future, let's stop the junk ntiad,endless "clicking to open” folders, the
entire world's e-mail addresses and the viruse=llly, here's an idea!!! Lets practice the
new method and send this to everyone we know.
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