
 



 

Please note: 

As of the publication date of this manual, a second phase of the technology project is being 
proposed. If this second phase is funded, this manual may be subject to significant additions and 
modifications. If this occurs, a second edition will be made available. 

However, if you should wish to purchase an additional copy of the manual in its present form, 
please contact the Southwestern Ontario Adult Literacy Network for more information. 

Supplies are limited. A reprinting may be considered subject to demand. 

Thank You 

Southwestem Ontario Adult Literacy Network  
475 Caradoc St. South  
Strathroy Ontario  
N7G 2R1  
Phone: (519)246-1577  
Fax: (519) 246-1414  
Email: soaln@ican.net 
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Introduction 

As the result of changes in technology and the changing needs of the literacy community, it has 
become necessary to investigate and implement methods of improving the means, and speed of 
communication. With the widespread use of the Internet, and many providers of Internet service 
available, an electronic communication method becomes the obvious choice. Due to funding 
through the Ministry of Education and Training, and support from the AlphaCom Network at 
George Brown College, computer equipment is being made available to those literacy programs 
that are in need. Other programs may be eligible for some upgrading of their existing equipment. 
All communication with the Ministry regarding funding, statistical reporting and grant 
applications will eventually be accomplished electronically through the AlphaCom network. 

It has been determined, through communication with the various programs, that there is a wide 
range of technical competency throughout the Southwestern Ontario Adult Literacy Network. 
Some administrators are well trained in the use of the Internet and E-mail, while others have very 
little experience, if any. Most of the computer software that you will use has a help system built 
into the software. However, many people, including myself, prefer to have a printed copy of 
instructions that they can reference. 

For this reason, this manual has been constructed as a step by step instruction guide for the 
relatively new user. Since the AlphaCom Network recommends the use of Netscape Navigator 
rather than Microsoft Internet Explorer, this manual uses Netscape Communicator 4. 
Communicator 4 has many features including Netscape Navigator and Messenger for E-mail. 
You will also find included a section on using your computer as a fax machine. Since most users 
will have made the transition to Windows 95, this manual is written assuming that you will be 
using Windows 95 

I hope that you will find this manual useful in your adventures with electronic communication. 

Please forward all comments regarding omissions or improvements to this manual to: 

Gary Miller  
Southwestem Ontario Adult Literacy Network  
475 Caradoc St. South  
Strathroy, Ontario  
N7G 2R1  
Phone: (519) 246-1577  
Fax: (519) 246-1414  
E-mail: millerg@claven.fanshawec.on.ca 
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An Introduction to the Internet 

Networks, Internet and the World Wide Web 
A network is a group of computers that are connected together so that information may be 
quickly and easily exchanged. Any information that can be created modified or stored on a 
computer can be exchanged over a network. Most medium to large businesses and all major 
corporations use a network. If the network is connected solely within a single business or office 
environment, it is referred to as an Intranet. Many users of this manual may belong to an 
educational institution and will most likely be connected to an Intranet. This will allow them to 
have access to a wide range of student, scheduling and planning information as well as E-mail 
within their organization. While someone sits at their desk, accessing information from their 
Intranet, their machine is acting as what is referred to as a client. The data that is being accessed 
is stored on another machine that is called a server. In most networks, the server is a dedicated 
machine used solely for that purpose. In smaller organizations, a particular machine could be 
both a client and a server.  

The Internet is similar to an office Intranet, except that it is much larger. The Internet allows 
individuals on a particular network to share information with someone on a different network. 
This other individual may be next door or on the other side of the world. Information can be sent, 
received, modified or printed. E-mail can be sent or received. Video clips can be viewed or you 
can listen to music. 

The Internet consists of a few high speed "backbone cables" from which other cables branch out 
into finer and finer strands. Most of the developed world has already been wired. Fortunately, the 
user does not have to plan their own route through this maze of wire. This is accomplished 
automatically. To get connected to the Internet, corporations and other business have their server 
wired to the Internet. 

But you say "All I have is my computer. I don't have a server." The answer is, you don't need 
one. You can get access to the Internet by connecting your machine to someone else's network. 
To do this you purchase a service from an Internet Service Provider or ISP for short. You then 
access your ISP's network by using a modem and a telephone connection. When you enter an 
agreement with an ISP, they will provide you with step by step instructions as to how to set up 
your computer to access their network. If they don't provide this service, take your business 
elsewhere. 

 

  



History of the Internet 
 

The Internet actually began in the early 1970's as a network called ARPAnet. It was originally 
designed and used by the U.S. Defense Department. The world was in a time of nuclear buildup. 
The U.S. was concerned that, if a few strategic locations were hit in an initial attack, the defenses 
of the U.S. would become inoperable. ARPAnet allowed the defenses of an entire country to be 
controlled from almost anywhere.  

In the early 1980's several research institutions connected to ARPAnet. A few years later, the 
National Science Foundation built five supercomputer centres and connected them with their 
own network called NSFnet. Soon, government and educational institutions begin to connect to 
NSFnet. 

By the mid 90's, just about anybody can get on to the Internet. Home users are purchasing 
services from ISP's, business's are putting on their own home pages and selling their products on 
line, and people are communicating around the world in seconds without having to play 
telephone tag. 

The unfortunate and undesirable side of the Internet is that there is a large amount of material on 
the Internet that many people find offensive or inappropriate. For this reason, children should be 
supervised while using the Internet 

 

  



The World Wide Web 
 

Having access to the Internet is not the whole solution. You have your computer connected to an 
ISP's computer but now what do you do? This is where a web browser software package, such as 
Netscape, is necessary.  

Before we can understand the World Wide Web, we must first discuss hypertext and 
hypermedia. 

Imagine that you are reading this manual on your computer screen. As you are reading you 
notice that a particular word is printed in a different colour or font. If you click your mouse on 
the word, a new page appears on your screen with a detailed description of the word. This page 
contains other words in different colours or fonts. If you click on them, yet another page appears. 
These words in the different colours or fonts are called hypertext. Hypertext provides a link to 
another document or another place within the same document. By clicking on the hypertext or 
link, your computer retrieves information from another location. You may begin by accessing 
information from a local business and a few clicks later are getting info from the other side of the 
world. 

Hypermedia is similar except that instead of text, you jump to video or audio clips. For example, 
you may see a hypertext link about the space shuttle. Clicking on this link may take you to a site 
that is managed by NASA with a picture of the space shuttle. If you click on the picture, a video 
of the space shuttle launch may begin to play complete with sound. This is Hypermedia. 

The World Wide Web is a global collection of documents containing hypertext and hypermedia 
with links to other documents containing hypertext and hypermedia. Access to the World Wide 
Web is through the Internet. 

  



"Why Should I Use The Internet?" 
 

What you can do with the Internet depends greatly on the software package that you are using. 
Netscape Communicator 4 has a wide range of capabilities.  
 

E-mail 
 

By using E-mail, you can send messages to just about anybody that has a computer and a 
network connection. The major advantage of E-mail is the speed. A typical E-mail message is 
delivered within fifteen minutes. Unfortunately, we have little control over when the recipient 
actually reads the message. It is no longer necessary to take the time to stuff your message into 
an envelope and take it to the mail box. E-mail also can eliminate a large amount of time spent 
playing "telephone tag" or being "trapped" on the phone when you are too busy for idle 
conversations. E-mail can be sent to a single person or mail lists can be formed to send the same 
message to several or several thousand people at once. Your E-mail can even contain hypertext 
or hypermedia providing links to the World Wide Web. Other documents may also be "attached" 
to the E-mail message. This is a very convenient way to send long documents to colleagues. The 
recipient of the E-mail message can read the text almost immediately, respond to the message in 
seconds, save the message for future referral, print it or forward it on to someone else. E-mail 
may even be cc: to other persons, just like a letter or memo.  
 

Conferencing 
 
Netscape's conferencing feature allows the user to share information with others. Instead of 
arranging a meeting, you could jot down or "post" an idea that everyone in your organization 
could respond to. This requires that the individuals read the posting and respond over a period of 
time. However, Netscape Communicator will allow the user to communicate with others in real 

time. This means that a group of people could communicate by voice in real time while all 
viewing and commenting on the same document on their screens. Changes could be made 
immediately and agreed upon. The workspace is shared and everyone has the ability to add input. 
This is the Internet equivalent of a conference call. But remember, you get the added bonus of 
visual communication as well as audio without long distance telephone charges.  



 
Research 
 
Finding information used to be a long tedious process of finding books and flipping pages. The 
Internet has streamlined this process by providing what are referred to as search engines. By 
typing a few words, a few, or millions of documents, relating to your subject can be located 
electronically. By clicking on the hypertext, the user immediately jumps to the document for 
viewing. Unfortunately however, if you are not overly specific with the few words that you use 
for your search, you may end up suffering from information overload. Using the search engines 
simply requires some practice. 

 

News and Information 
 
The Internet provides many sources for specialized, up to the minute news and information. You 
could subscribe to electronic mailing lists that automatically keep you informed as to changes in 
that particular field. However, caution should be used when subscribing to mail lists. You may 
become flooded with E-mail. It also seems to be very difficult to get organizations to remove 
your name from their automatic E-mail system. There is also an exhaustive list of Usenet groups 
that specialize in particular areas of knowledge Usenet groups are primarily discussion groups.  

 

Software 
 
A wide variety of software is available on the Internet. Some is called freeware and may be used 
by anyone free of charge. A large amount of the available software is referred to as Shareware. 
This is available for evaluation purposes. If you continue to use the software after a specified 
time you are to pay for it. The charge for shareware is usually $5 to $35. If you don't pay and you 
continue to use the software, you are in violation of copyright laws. Many software 
manufacturers have Internet sites where a person can get the latest fixes for bugs in their new 
software or get demo versions of a software package that they are considering purchasing.  

 

 

 



Advertising, Shopping and On Line Transactions 
 

For many years the Internet was free of any commercialism. This has now changed. As you 
browse around the Internet you will find advertisements at almost every site that you visit. You 
can visit what is referred to as a virtual mall and do your shopping, or you can do your banking 
on the Internet.  

Recreation 
 
Just about every recreational activity can be found on the Internet. You can plan a vacation, book 
your airfare and hotel, even check last minute discounts to that special tropical destination that 
you have been dreaming of. There is also a vast assort of entertainment and educational games 
available on the Internet. 

 
Internet Addressing 
 
In order that the user be able to access a particular piece of information on a specific server or be 
able to send E-mail to a person, a definite address has to be specified. The addressing protocol 
uses domains. A domain is a method of identifying a particular group of computers on the 
internet. The domain name forms part of the Internet address. World Wide Web addresses 
usually, but not always, begin with www. I will use the website at Fanshawe College in London, 
www.fanshawec.on.ca, as an example.  

 

Take note that the various components of the address are separated by a dot. If the 
Fanshawe site were accessed, the address would tell the software that we were 
looking on the World Wide Web (www), for a machine called fanshawec, in the 
Ontario domain (on), which is in the top level domain of Canada (ca). 

 

 

 



The following list includes many, but not all, of the top level domains. 

com  
edu  
gov  
mil  
net  
org  
ca  
firm  
store  
web  
arts  
rec  
info  

Commercial  
Educational Institution (usually U.S.)  
Government  
Military organization  
Network resource (usually ISP's)  
Other organizations (usually charitable and non 
profit)  
Canada  
Business  
On line stores  
Web related organizations  
Cultural and entertainment organizations  
Recreational organizations  
Organizations that provide information  

E-mail uses a similar addressing system. My E-mail address is  
millerg@claven.fanshawec.on.ca. This indicates that for E-mail, I am identified as 
millerg. Any E-mail will be sent to me at (@) a machine called craven, which is 
connected to a machine named fanshawec, which is in the domain of Ontario (on), 
which is in the top level domain of Canada (ca). 

Using this system of addressing, it therefore becomes possible for a user to "guess" 
at the address of a particular business or organization. For example, if I were 
wishing to look at the new cars available from GM this year, and I wanted 
information that was relevant to Canada, I might try www.gm.ca. Or, if I were 
looking for information on a particular breed of dog and wished to contact the 
American Kennel Club, I might try www.akc.org. 

  



Tips On Using The "Net" 
 
At one time, the Internet was often referred to as the superhighway. It is now more like Metro 
Toronto at rush hour. As more and more users get on the Internet, the servers become overloaded 
and the "backbone" becomes crowded. Several steps can be taken to avoid traffic jams and to 
avoid creating them.  

 connect during non peak hours. If you are using the Internet for business purposes, this 
may not always be possible. However, as a general rule, you will find that the Internet 
seems to be quicker, in the Southwestern Ontario area, before noon and after 8:00 PM. 
This does not mean that you cannot use it during other hours, just that it will most likely 
be slower. 

 You may get a "unable to connect with host" message. This generally means that the 
server you are trying to connect to is too busy to accept another connection. Wait a while 
and try again. Continually trying to connect only adds to the congestion problem. 

 Be sure that you log off properly when you are finished. Failure to due so means that you 
are taking up a connection that someone else may need. 

 Work off line if possible. E-mail messages may be created before connecting to the 
Internet. Once connected, several or all of your e-mail for an entire day, may be sent in a 
few seconds rather than taking up an hour of on line time. 

 Don't be afraid to explore. One of the fastest ways to become comfortable with using the 
Internet is to connect and browse around. However, try to confine this "playing" to off 
peak hours. 

 

  



Netscape Communicator 4 

Requirements 

Before installing Netscape Communicator, you should make sure that you have the following:  

 A 386sx or better PC with a minimum of 16 megabytes of RAM and Windows 3.1, 
Windows 95 or Windows NT. For the purposes of this manual, it will be assumed that the 
operating system is Windows 95.  

 A minimum of 20 megabytes of hard drive space.  
 If you are installing from a CD, you will require a CD-ROM drive.  
 If you wish to use Communicators Conference component, you will require a 486 or 

better PC, a full duplex sound card, speakers and a microphone.  
 A connection to the Internet. This can be either hard wired or a dial up connection 

through an ISP. If your connection to the Internet is through an ISP, you will require a 
modem. Although a 14.4 modem is acceptable for most applications, you will find it to be 
painfully slow during peak hours or when accessing graphics and video clips. The general 
rule is "the faster, the better".  

 For instructions on installing Communicator, see the software documentation.  

Running Communicator 4 

The first time that you launch Communicator, it runs a wizard that allows the user to enter 
essential configuration information. A Wizard is a specialized application that runs under 
Windows 95 that aids in the setup of various tasks. The wizard will ask the user for information 
that will set up a "profile"for that user, including items such as the users Email address. Many 
users, each with a different E-mail address, can use the same computer. However, they will each 
have their own user profile. Before running Communicator, you should have the following 
information available. However, it can be entered or change later.  

 Your E-mail address  
 The username you will use to access your E-mail. If you are using an ISP, it will most 

likely be the same as your regular login name.  
 Your E-mail password  
 The address of your outgoing mail server. It is also known as a SMTP server.  
 The address of your incoming mail server. This is usually the same as your outgoing mail 

server. 
 Whether your incoming mail server uses POP3 or IMAP4 protocol. If you are using an 

ISP, it is most likely POP3. 

Most of the above information will be provided to you by your network 
administrator or your ISP. 

 



Let's begin. 
1. From the desktop, double click on the Communicator icon or from the start 

button start-programs-Netscape Communicator-Netscape Navigator. The 
Profile setup wizard will appear, as shown in Figure 2-1. 

 
  

 
Figure 2-1 

 

2. Click on the button "Next". The second page, as shown in Figure 2-2, will 
appear. 

3. Type in your full name. If you know your E-mail address, fill it in as well. 
Click the "Next" button. 

 
  

 
Figure 2-2 

 

4. The page, as shown in Figure 2-3 will appear. Type in a name for your profile. 
This will usually be your own name (spaces are allowed), a simple short form 
of your name or a nickname. Don't change the directory in the bottom edit box 
at this time. Click "Next". 



 
  

 
Figure 2-3 

 

 

5. The first page of the Mail and Discussions Group Setup will be displayed as shown in 
Figure 24. Enter your name, your E-mail address and the domain name of your 
outgoing E-mail server. Click "Next". 

  

 
Figure 2-4 

  

 
Figure 2-5 



6. When the second page of the Mail and Discussion Group Setup appears, as shown in 
Figure 2-5, enter your user name for your incoming mail server. This is usually the 
same as your regular login name. Fill in the domain name of your incoming mail 
server. This will typically be the same as your outgoing mail server. Select the proper 
option button for either a POP3 protocol or an IMAP4 protocol. If you are using an 
ISP, this will usually be POP3. Click "Next". 

7. The final page of the Mail and Discussion Group Setup will be displayed, as in Figure 
2-6. If you have a Discussion Group server, you may enter the address now. If you do 
not have one, or don't know what it is, just leave the field blank. Click "Finish". 

 
  

 
Figure 2-6 

Remember, all the above information should be available from your network administrator or 
your Internet Service Provider. 

By now, Netscape Navigator should be displayed on your screen. 

  



A Quick Tour of Communicator 

Now that the software is running on your desktop, lets take a quick look around. Your screen 
should look similar to that of Figure 2-7. The most important question is "How do I start the 
different Communicator components?"  
 

 
Figure 2-7 

The various components of Communicator are accessible in a variety of ways. 
The easiest method is by using the Component Bar (Figure 2-8). The Component 
bar will automatically appear on the desktop whenever the user launches one of 
the Communicator components. To launch one of the components listed on the 
Component Bar, simply click on the icon or picture. If the component is already 
running, but buried under other windows, clicking on the component bar will 
bring the appropriate window to the front and make it active. 

 

The Component Bar is what is referred to as afloating or unanchored control. As 
a floating control, it can be moved to any location on your desktop. To move the 
Component Bar, using the mouse, click and hold the mouse button on the blue 
title bar. Drag the Component Bar to a new location and release the mouse 
button. The Bar can be oriented either vertically or horizontally. To change the orientation, click 
the right mouse button on the title bar and select the appropriate options from the drop down 
menu. If you click on the small "X" in the top right corner of the Component Bar, it will seem to 
disappear. Don't panic. If you look around a bit you will find that it has been transformed into an 
anchored control at the bottom right of the active communicator window, as shown in Figure 2-
10. The Component Bar looks slightly different when anchored but functions in the same 
manner. Once anchored, the Bar will remain anchored in all Communicator components. To 
change it back to a floating control, click on the maximize button (the left most button on the 
control bar that looks like a grey page with horizontal lines.) 

 

(Figure 2-8) 



 
Figure 2-10 

The user can also move around the various Communicator components using the menu items at 
the top of the screen. If you click on the "Communicator" item in the menu bar, a pop up list will 
appear. The user can select any of the Communicator components with the mouse or can use the 
keyboard shortcuts, Ctrl+l, Ctrl+2, etc. The pop up list under the Communicator menu item is 
shown below in Figure 2-11. 

 
Figure 2-11 

 

  



Shared Resources 
 

Communicator 4 is an integrated software suite. That is, the various components of 
Communicator were specifically designed to work together. There are also some features that are 
designed to be used by more than one of the components.  

Address Book 
 

The address book is an electronic Rolodex. It can organize the names, addresses, phone numbers, 
e-mail addresses, and much more, for all your contacts. To access the address book, select it in 
the pop up Communicator menu, as shown in Figure 2-1 1 above, or press Ctrl+shift+2. This 
address book is accessible from any Communicator component that may require addressing. The 
address book is shown in Figure 2-12.  

You will observe the series of buttons across the top of the address book window. The "New 
Card" button is used to add a new listing to the address book. The "New List" button is to create 
a new mailing list. For example, if you routinely sent E-mail to 30 recipients, it would become 
quite tedious to continually type in the E-mail addresses of all 30 recipients. By selecting one 
mail list, the same message could be sent to 30 people at the same time. The "New Message" 
button is used to automatically start an E-mail message to the person selected from the address 
list. The address book will be looked at a little closer, later in this manual. 

 

Figure 2-12 

 

  



Message Center 
 

The message center is another shared resource, as it is used by both Messenger and Collabra. 
This manual will not be addressing the use of Collabra, but subsequent publications may. The 
message center is an organized storage system for all your E-mail messages. The Message 
Center may be accessed from the "Communicator" menu or by pressing Ctrl+shift+ 1. The 
Message Center will be displayed as shown in figure 2-13.  

 

Figure 2-13 

You will notice that the main window of the Message Center displays a graphical representation 
of filing hierarchy. Figure 2-13 indicates that I have 8 messages in my Inbox, 22 sent messages 
that I have stored and 31 messages in the trash. This is very handy if I had inadvertently deleted 
an important E-mail message and wanted to retrieve it. If the user were to double click on a 
particular folder, the contents of that folder would be displayed. Figure 2-14 below shows the 
result of double clicking on my "Trash" folder. All the messages in the Trash folder may now be 
accessed. You will notice that the general appearance of the window is similar to all the other 
windows that have been opened. This adds to the ease to which the user can adapt to the various 
modules of Communicator. The features of this window will be more closely examined in the 
section, "Netscape Messenger", later in this manual. 

 



 

Figure 2-14 

Preferences 
 

There are many configuration options in Communicator which will affect the way that 
Communicator operates or appears. Luckily, these preferences rarely need to be changed from 
the defaults that were installed with the installation of the software. I would recommend that 
unless you are quite experienced with the use of your computer and the use of Netscape, that you 
not adjust the preferences.  

User Profiles 
 

When Netscape was installed, the user entered relevant information such as their E-mail address, 
mail server, newsgroup server, etc. But what if more than one person were to be using your 
computer? What if that person were using an entirely different mail server and E-mail address? It 
becomes necessary for each user to have their own user profile. Each profile can be setup to 
appear on the screen the way that each user prefers. One person may like to start Communicator 
with Navigator and the Component Bar floating, while the other user prefers to start in 
Messenger with the Component Bar anchored. You can each have your own separate address 
books. If there is more than one profile setup for Netscape, a "Select Profile" box will be 
displayed after any of the components is launched. Simply select the appropriate users profile 
and click "Start Communicator".  

 

 

 



To create an additional profile for another user, follow the steps below. 

1. In the Netscape Communicator folder, double click on the Utilities subfolder. In the 
Utilities folder, double click User Profile manager. Alternately, from the "Start" button 
select Start-Programs-Netscape Communicator-Utilities-User Profile Manager  

2. The Profile Setup Wizard will appear. Work through the Wizard just as you did earlier as 
described in "Running Communicator 4", at the beginning of this section. Be sure to enter 
the information that is appropriate to the new user.  

3. When the page is displayed as shown in Figure 2-3 be sure to enter a profile name that is 
easily identifiable with the intended user. You should also change the directory in the 
bottom box of this page. This will insure that each user has a separate folder for their E-
mail.  

The User Profile Manager also has two other useful features. It will allow the user to rename a 
user profile or completely delete it. Very handy in the case of a change of staff or someone has a 
name change. 

Online and Offline 
 

Internet access can be costly. Some services provide unlimited access, while others include a set 
number of hours with additional time costing extra. If you have a dial up Internet connection you 
may not wish to be connected at all Ames. This could cost a significant amount of money as well 
as de up a phone line - very important if you do not have a dedicated line for your dial up 
connection. It does not make sense to be connected to the Internet while you are composing your 
E-mail message. You only need to be connected to send the message. There are a couple of ways 
to control the online/offline situation.  

With Windows 95, the operating system can be configured to autodial and auto-disconnect the 
Internet connection. Autodial will cause the computer to dial the ISP whenever any 
Communicator component is launched. The auto-disconnect feature will automatically 
disconnect the user after the computer has remained idle for a set amount of time. This is handy 
if you happen to go to lunch and forget that you are skill online. 

To configure this feature, double click on the "My Computer" icon on the desktop, then open the 
Control Panels folder. Double click on the "Internet" icon. When the Internet Properties box is 
displayed, click on the tab identified as "Connection". Your screen should now look like Figure 
2-15. 



 
Figure 2-15 

To activate autodial, make sure there is a check mark in the box beside "Connect to the Internet 
as needed". For auto-disconnect, place a check mark beside "Disconnect if idle for" and set an 
appropriate amount of time. The default value is 20 minutes. To enter or remove a check mark, 
click on the box with the mouse. Your ISP may also have an auto-disconnect feature. You cannot 
change this value. 

The second method of controlling online and offline is part of Communicator's preferences. The 
preferences may be selected from the Edit menu of any Communicator component. When you 
click on the offline category you will see the window as indicated in Figure 2-16. 

The choices are fairly self explanatory. If you select Online Work Mode, Communicator assumes 
that you are connected to the Internet at all times. If you send an E-mail message, Communicator 
will try to send it. If you are not currently connected to the Internet, it will eventually figure it 
out and return an error message. If you chose Offline Work Mode, you will be able to compose 
your E-mail messages without taking up valuable connection time. But what happens when you 
send a message? Your message will be stored in a special Outbox folder, ready to be sent when 
you do eventually go online. It is therefore possible to compose E-mail messages all day long 
and send them all at the end of the day with one connection. This is the setting that should be 
used if you are using a modem. For anyone on an Intranet, please consult your Network 
Administrator. 



 
Figure 2-16 

Address Book 

Adding a Name to the Address Book 

To begin, open the Address Book by selecting it in the Communicator pull down menu in any 
Communicator component or by pressing Ctrl+snift+2. When the Address Book first opens, you 
will note that the lower section of the window is empty. As you enter names in the Address 
Book, this area will begin to fill up.  

To enter a new name in the Address Book, click on the button identified as "New Card". A text 
entry box, as shown in Figure 3-1 will be displayed. 

 

Figure 3-1 

 



Before you enter the persons name in the boxes, think about how you would like the list 
displayed. The user can select from several different items upon which the list may be sorted. 
The most common is probably alphabetically by name. However, Address Book does not allow 
the user to select whether the list is sorted by first name or last name. By default, it will sort 
based upon the information in the "First Name" text box. By this method, Alan Wilson will 
appear near the first of the list, since it begins with "A", while Zachary Adams will be near the 
end since it begins with "Z". Since most people prefer to sort the names alphabetically by the last 
name, we need to "fool" Address Book. In the text box marked "First Name" type in the person's 
last name followed by a comma, and type their first name in the box identified as "Last Name". 
This method will cause the names to be displayed as Adams, Zachary and Wilson, Alan. When 
you have finished entering the information requested in Figure 3-1, click on the tab "contact". 
Figure 3-2 will now be displayed. 

 

Figure 3-2 

Enter any relevant information. Don't worry if you do not have all the information. It can be 
modified at a later time. When complete, click on the button "OK". The address book will be 
displayed again. 

Controlling the Display of Your Contacts 
Take a look at Figure 3-3. You will note that there are five headings across the top of the contact 
list area - Name, Email Address, Organization, City and Nickname. The order of these headings 
can be changed quite easily. Using the mow click and hold the left mouse button on the heading 
that you wish to move. Drag the heading to the new location and release the button. The 
headings will be reorganized.  

But what if I don't want all five headings displayed? For example, imagine that I do not need the 
column for Nickname. Take note of the small, black arrow to the right of the Nickname heading. 
If you click on this arrow, the nickname heading is "pushed" off of the window and the widths of 
the remaining four headings are adjusted appropriately. 



You will see that several of the listings appear to be followed by three dots. This is to indicate 
that there is more to the listing than can be displayed. This is usually because the column is too 
narrow to display all of the characters. To view all of the name or listing, point at the information 
with the mouse and a small yellow text box will be displayed with the complete text. 

 
Figure 3-3 

You may not want the list to be sorted by name. You may have a need to have the list sorted by 
the organization or city. Or perhaps there is a need to have the list sorted alphabetically from Z to 
A, rather than A to Z. The manner in which the list is sorted can be controlled by selecting the 
View menu and then choosing the appropriate criteria. 

Changing Your Contact List 
Since this is your contact list you need to be able to control its content. There will eventually 
come a time when your list balloons to an enormous size. You will determine that many of your 
contacts are no longer needed. It is time to remove them. Select the entry(s) that you wish to 
remove. Multiple entries may be selected by holding the Ctrl key while selecting the appropriate 
entries. Once the entries have been selected, click on the "Delete" button at the top of the 
window, or select "delete" from the Edit menu. To make changes to a particular entry, select the 
entry with the mouse and click on the"Properties button". The text entry boxes as shown in 
Figures 3-1 and 3-2, will be redisplayed. Make the appropriate changes and click on the button 
"OK".  

Creating E-mail Lists 
It would not be unusual for an office to routinely send the same E-mail message to the same 
group of individuals on a regular basis. If this is the case, it is advantageous to create a mail list. 
Before you begin, you must have already entered the individuals that you want in- your list, into 
your personal address book.  
 
 
 



To make a new mail list, click on the button "New List" at the top of the window. The text entry 
box, as shown in Figure 3 4, will appear. Give your new list a meaningful name, such as, 
"management team" or "administrators list". You may also give the list a nickname if you wish. 
In the next box, enter a brief description of the list. This is the header which will appear at the 
top of any E-mail messages that you may send to the persons on this list. Try something like "To 
All Department Heads" or "All Program Administrators" or some other meaningful statement. 
 

 
Figure 3-4 

To add names to the list, start typing the name of the contact in the same manner as in the contact 
list, ie: first name first or last name first. As soon as the Address Book determines a matching 
name, it will complete the name for you. To accept the entry that is automatically completed, 
simply press the "enter" key. If you have several entries with the same first or last name, the 
automatic selection may not be the name that you want. Simply continue typing until the correct 
name is displayed. When you press the "enter" key, the cursor will move down a line, ready for 
the next entry. When all the names have been entered, click on the "OK" button. Don't worry if 
the list is incomplete. After you click on "OK", you will be returned to the Address Book. You 
will notice that the mail lists are listed alphabetically before the listing of any individual contacts. 

Modifying an E-mail List 
Once a list has been created, it can be changed or deleted. To completely delete the list, select it 
in the contact list window and click on the "Delete" button. To make changes to the list, select 
the list name in the window and click on the "Properties" button. The "Mailing List" list box will 
reappear, as shown in Figure 3 '1, except that it will contain any information previously entered. 
To completely remove a name from the list, place the cursor anywhere within the line that you 
wish to remove, and click the "Remove" button. To make changes to a name, place the cursor in 
the line at the appropriate location and, using the backspace key, remove the appropriate 
characters. Type in the appropriate changes. If you are familiar with a windows based word 
processor, you may use many of the standard text editing techniques to make changes to the 
names in this list. To add a new name to the list, place the cursor anywhere within the line 
containing the last entry in the list and press the "enter" key. The cursor will move to the next 
line and the new name can be added. When you are satisfied with the changes, click on the "OK" 
button.  



The New Message Button 
 
A new E-mail message can be sent from within the Address Book. To begin, select the name of 
the person, or the mail list name, from the Address book list. Multiple names may be selected 
from the list by holding the Ctrl key while selecting. Once the names are selected, click on the 
"New Msg" button at the top of the window. A new composition window will appear with the 
names from the list as the message recipient(s). If your recipient list is long, you may have to 
scroll the list to see all the names. For further information on using the composition window, 
please refer to the section "Netscape Messenger".  

Call Button 
The "Call" button is used to start Netscape Conference. This feature is beyond the scope of this 
manual but may be addressed in future publications. 

 

Netscape Messenger 

What is E-mail? 

E-mail, or electronic mail, is an electronic messaging service. When a message is sent to 
someone by E-mail, it will travel from their computer, over the internet to the recipients 
computer or a machine that the recipient can access. This machine will usually belong to the 
Internet Service Provider. This message is then stored in a special electronic post office until it is 
"picked up" and transferred to the recipients computer.  

To ensure that the E-mail is delivered properly, it must have the proper address. It is essential 
that the address be correct. If a single character is wrong, the message will be resumed to you as 
undeliverable. E-mail doesn't have a postman that can figure out that you wanted to deliver the 
letter to the house down the street. 

The standard format for an E-mail address is user@domain. The address is in two parts separated 
by the @ sign. The part before the @ is the usename, while the part after the @ is the domain 
name or the name of the machine where the user has an E-mail account. E-mail addresses must 
not have spaces in them and are always in lower case letters. 

Your E-mail address will most likely be supplied by your Internet Service Provider or Network 
Administrator. Some ISP's may provide multiple E-mail accounts. 

 



Getting Started 
Make sure that you are connected to the Internet and launch Messenger, either by double clicking 
on the Messenger icon or by selecting the Mailbox icon from the Communicator Component bar. 
When Messenger starts running, a Password Entry dialog box will appear. This box will require 
the user to enter their E-mail password. This password is provided by your ISP. You may also be 
given instructions as to how to change your password. Messenger will remember your password 
for as long as any of the Communicator components remains running. If you quit Communicator, 
you will have to re-enter your password when you start Messenger again. However, if your 
computer is relatively secure and you want Messenger to always remember your password, 
follow these steps.  

1. Select "Preferences" from Messengers edit menu.  
2. When the dialog box appears, select the "Mail Server" category from the list on the left 

side of the dialog box.  
3. In the "Mail Server Window" on the right side of the box, select the "More Options" 

button.  
4. Select the "Remember my mail password" checkbox  
5. Click OK.  

After you have entered your Password and click OK, Messenger will log into your Mail Server 
and check for any new messages. Messenger will start with the Inbox folder and the active folder 
and window as in Figure 4-1. 

 

Figure 4-1 

The first time that you ran Communicator, you were asked for all your relevant information 
regarding your E-mail account. If you did not supply this information at that time or if you need 
to add or modify any E-mail account information, please refer to the next paragraph. Otherwise, 
move ahead to the section called "Messenger Window". 

 

 



Adding or Modifying Account Information 
 
Before you begin, be sure that you have all the appropriate information available as outlined in 
Chapter 2, "Netscape Communicator 4" in the section "Running Communicator 4". If you have 
all this information ready, click "Preferences" in Messenger's Edit menu. When the Preferences 
Dialog box appears, select "Identity" from the list on the left side of the dialog box. The Identity 
dialog box will then be displayed as shown in Figure 4-2. Enter or modify any information that 
appears. It is important to include your real name as well as your E-mail address. You may wish 
to enter a Reply-to address. This option is used most often when the user has more than one E-
mail account but wishes all replies to go only to one account.  

 

Figure 4-2 

Once the Identity Dialog box is completed, click the "Mail Server" category in the list on the left. 
the Mail Server Dialog box will appear as shown in Figure 4-3. 

 

Figure 4-3 



Enter your E-mail user name, which is usually your Internet login name, and the addresses of 
your incoming and outgoing mail servers. In most cases, these two addresses will be the same. 
You must also select the protocol of the incoming E-mail server as either POP3 or IMAP. If you 
are using a dial up connection, it will usually be a POP3 protocol. Now click on the "More 
Options" button. Figure 4-4 will appear. 

 

Figure 4-4 

The top field in this dialog box is the path to where Messenger will store your E-mail messages. 
Unless you have a specific reason for changing this information, I would suggest that you leave 
it alone. If you are using an IMAP protocol, you are most likely on an Intranet. You will have to 
provide a directory in the second field for the storage of your E-mail. Ask you network 
administrator for help if necessary. Notice that this is where I can place the check mark so that 
Messenger will remember my E-mail password. Click on OK and you will be returned to the 
main Messenger window. 

Messenger Window 
 

The top pane of the Messenger window will display a summary list of all the messages that you 
have received as shown in Figure 4-1. This pane is quite small, therefore it may be necessary to 
scroll the pane to view the entire list. The bottom pane shows the contents of any message that 
has been selected in the top pane. Any new messages or messages that you have not read, will 
appear in bold text in the top pane. If for any reason, you only see one pane, click on the blue 
arrow in the bottom left corner of the Messenger window.  
 

  



Message List Pane 
 

You will notice a small icon to the left of each message in the Message List pane. This icon will 
change depending on the status of the message:  

 When a message is first received and has not been viewed, the icon depicts a vertical 
envelope with a green arrow next to it. this is the "unopened" icon. 

 Once you have viewed the contents of a message, the icon changes to depict an opened 
letter next to a horizontal envelope. This is the "opened and read" icon. 

You will also notice several information fields in any received messages. The "subject" field 
shows the subject of the message, as specified by the sender. The "Sender" field will contain the 
E-mail address or the real name of the sender. The "Date" field will indicate when the message 
was sent to you. If it shows a time of day, the message was sent the same day that you received 
it. If the message was sent prior to the current day, the field will contain the date that it was sent. 
You may also see a "Priority" field. This allows the sender to mark the message as urgent, 
normal or low priority. There is also a green diamond between the subject and sender fields in 
the message list pane. If there is a green diamond beside a particular message, it indicates that 
the message has not been read. After the message is viewed in the in the bottom pane, the green 
diamond will disappear. The message will also no longer be listed in bold text. 

Message Content Pane 
 

The bottom half of the Messenger window is where your message actually appears. To make any 
message appear, simply select it from the Message List Pane at the top of the Messenger 
window. As soon as you click any information field for a message at the top, the message will be 
displayed. You may not be able to see the entire message. It may be necessary to use the scroll 
bar at the right of the window to move down through the message.  

The first thing that you should notice is the headers at the start of the message. These will list the 
subject of the message, the date, who it is from and who it is intended for. This last one is 
important if you are using one E-mail account for several people. Take note that the To and From 
fields are underlined and in blue text, just like links in a Web page. Click on either one of these 
links and a new card for the Address Book is created. The Address Book was covered in the 
previous chapter. 

Immediately at the top of the Message Content pane at the left side is a small blue arrow 
identified as "Hide". if the user clicks on this arrow, the content window will disappear leaving 
only the message list. this may be handy if someone walks by your desk and you do not want 
them to see your messages. To display the Content pane again, click on the blue arrow in the 
bottom left corner. 



Creating and Sending E-mail 
 

Netscape Messenger has many features that are beyond the scope of this manual. The basics of 
sending E-mail will be covered. However the more advanced features are best left to many of the 
excellent books that are available. I suggest that you become comfortable with the basics before 
moving to more advanced features.  

It is time to send a message. Start Messenger if it is not already running. You should be able to 
do this by now without any instructions. The standard Inbox window will be displayed. Click on 
the "New Msg" button and the Message Composition window will be displayed as shown in 
Figure 4-5. The window is divided into two parts. The top part contains the addressing and other 
header information. The lower part is where the actual message is composed. 

 

Figure 4-5 

In the top line of the Addressing area, there is a "To" button and a small icon that looks like a 
person. This is the area where the E-mail recipients address is placed. To test whether the E-mail 
is working properly, let's type your E-mail address in the "To" field. This will send the message 
to you. But what if you wanted to send the same message to more than one person? You can type 
in as many addresses as you want on one line, separated by a comma. But there are other ways to 
send your message to more than one person. Click the space immediately below the original 
"To" button. A new "To" button appears as well as a new "person"icon. If you click on the new 
"To" button, a drop down list appears with 6 different choices. If you select any of these options, 
the button will chance to the selected option. 

 

 

 

 

 



But what do the various addressing options mean? 

 Cc. The cc field works like the carbon copy in the old fashioned world. A copy of the 
message is sent to everyone listed on the cc line. Usually, the message is sent to these 
people for their information only and no action or reply is required. The original recipient 
of the message will see the list of names on the cc line.  

 Bcc. Bcc means blind Cc and is used when you want to send someone a copy of the 
message but do not want their name to appear on the cc line. 

 Groups. This field can be used to list any newsgroups or Collabra discussion groups that 
you may wish to post your message to. We will not be discussing these groups in this 
manual. 

 Reply-To. The Reply-To line is used to specify the E-mail address of an account that you 
wish the reply sent to. This is useful if you want replies sent to a different account from 
the one you are using to send the message. 

 Follow-up-To. This field is also used with newsgroups and Collabra discussion groups. 

The address book can also be used to address your E-mail. To address your message using 
Address Book, click on the button "Address" located above the address line. The screen as 
shown in Figure 4-6 will be displayed. 

 
Figure 4-6 

A list of all the E-mail addresses that you have entered into the Address Book will be displayed. 
Select the appropriate name from the list. If you want to send the message to several people, hold 
down the Ctrl key while you select the names and you will be able to choose as many as you 
want. After you have selected the recipient's names, click on the "To" button and the names will 
be copied into the empty window at the bottom of the dialog box. You can repeat this procedure 
for anyone that you wish to cc or bcc. When you are finished selecting, click on the "OK" button. 

A persons E-mail address may also be entered by directly typing in the address in the To field. 

 



The address book may be used in an alternate manner to enter the E-mail address. When the 
address card was created for a particular person, one of the fields in the New Card dialog box 
was identified as Nickname. If entered a name in this field, the persons E-mail address can be 
entered in the composition window simply by typing the "Nickname" in the To field. 

Next, fill in the subject line. The content of the subject line should be short and informative. it 
can be anything that you want but should be a description of the message content or purpose. 

To create the body of the message, place the cursor in the large pane of the Composition window 
and start typing. Since this message is to yourself, just type anything that you will recognize 
when it is received by you. If you need to edit your text, use any of the standard text editing 
techniques that you would use for a windows based wordprocessing package. If your message is 
longer than the window, the pane will scroll as you type. If you are familiar with a windows 
wordprocessor, you will very easily adapt to the formatting and text colour options in the 
Composition window. If you want to learn about these tools, experiment. If you don't like the 
result, either fix it or simply don't send the message. 

Messenger also has a spell checker built in for those of us who make mistakes when we type. To 
access the spell checker, click the "Spelling" button above the address line. It functions just like 
the spell checker in your favourite wordprocessor. 

Sending Your Message 
 

The method of sending your E-mail depends upon whether you composed your message online 
or offline. If you are online, or connected to the Internet, simply click the "Send" button. If you 
have been working offline, you have a couple of options. If you click on the "Send" button, your 
message is not really sent. It is moved to the outbox. This is convenient if you are composing 
several messages over a period of time. The messages can then be sent to the outbox for future 
delivery. How do you deliver them? Connect to the Internet and start Messenger. If there are 
messages in the outbox, Messenger will automatically send them and retrieve any messages to 
you, the next time that you log onto the Internet and start Messenger. If you are offline and need 
to send the message immediately, select "Send Now" from the File menu. Connection will be 
established and the message(s) will be delivered.  

Saving Copies of Sent E-mail 
 

After your E-mail message has been sent, it is moved from the outbox to the "Sent" messages 
folder. You can view the contents of the "Sent" messages folder by selecting the arrow to the 
right of the word "Inbox". A list of available folders will appear. Click on the sent messages 
folder to display the list of messages that you have sent. This folder will quickly fill up and it 
will be necessary for you to occasionally clean out the folder.  



To get rid of the messages that you no longer need, simply select the message from the list and 
click the "Delete" button at the top of the Message window. But what if you delete the wrong 
message? Don't worry! When messages are deleted, they are moved to the "Trash" folder. The 
contents of the "Trash" folder can be viewed in the same manner as used to see the contents of 
the "Sent" folder. To permanently remove the message, select it again and click the "Delete" 
button. 

Filing Messages 
 

Any message within any folder of Messenger can be relocated to any other Messenger folder. 
You must first select the file that you wish to relocate. This can be done by clicking on the arrow 
beside the word "Inbox" and selecting the appropriate file folder, if necessary. Once you are in 
the proper folder, select the file. At the top of the Messenger window, click on the "File" button. 
A list of available folders will appear. Select the appropriate folder and the message will be 
relocated.  

Drafts 

Occasionally, you may be working on an E-mail message when you are interrupted by another 
task or you simply wish to come back to the message at a later time for further editing before it is 
sent. This can be accomplished by storing the message in the "Drafts" folder. While in the 
message composition window, click the "Save" button. Your work-in-progress is moved to the 
"Drafts" folder. To work on your message again, select the "Drafts" folder from the drop down 
folder list. Click on your message and complete your work. Click the "Send" button when you 
are ready to have your mail sent. 

Attaching Files To Your E-mail 
 

There may come a time when you wish to send someone a copy of a document that you have 
been working on. This document may be a single page or several hundred pages long. To attach 
a file, you must first create an E-mail message as outlined previously. This message may be as 
simple as a statement to see the attached file or could be quite lengthy. Before you send the 
message, click the "Attach" button at the top of the composition window. From the drop down 
list that appears, select "File". The "Enter file to attach" dialog box will appear as shown in 
Figure 4-7. Use this box to navigate through the file structure until you find the file that you wish 
to attach. Select the file and click on the "Open" button. You will be returned to the composition 
window. If you wish to attach additional files, repeat the above procedure. When ready, send 
your message.  



 

Figure 4-7 

Note: You must make sure that the person that you are sending the message to has the 
appropriate software to be able to open the file. 

Replying to E-mail 
 

Replying to a message is a little different from sending a new message. When you reply to a 
message, Netscape will automatically fill in the "To" field as well as the "Subject" field. To reply 
to a message you must first select the message that you wish to reply to. Click the "Reply" button 
at the top of the window. From the drop down list select "Reply to Sender" or "Reply to Sender 
and All Recipients". The first option will send your reply only to the sender of the original 
message while the later will send the reply to the sender as well as anyone that the original 
message was Cc'd to. The appropriate fields in the composition window will be filled in 
automatically. You will notice that the original message is displayed in the composition window. 
When your reply is sent, the original message is also sent to the recipient so that they know 
which message you are replying to. Your reply may be typed above or below the original 
message. You may also wish to add recipients to the "To" and "Cc" fields. You may even wish to 
add an attachment. Send your message as you would a new composition by clicking the "Send" 
button.  

Forwarding Messages 
 

Forwarding is used when you wish to send a message on to someone not listed in the "To"or 
"Cc" fields. Select the message that you wish to forward and click on the "Forward" button at the 
top of the window. You will be required to enter the appropriate addresses in the "To" and "Cc" 
fields. The message that is being forwarded is included as an attachment.  



Retrieving Your E-mail 

To retrieve your E-mail, make sure that you are connected to the Internet. In the Messenger 
window, click on the "Get Msg" button. You may be prompted for your E-mail password. If so, 
enter it and continue. Once your password has been accepted, Messenger will log you on to your 
mail server and begin retrieving your messages. New messages will be displayed in the message 
list pane in bold text. Click on any message to read it. You should also be aware that when you 
retrieve your mail, any messages that are in your outbox will be sent at that same time. 

Creating New Folders 
 

Using the default folders within Messenger and filing your messages in them has been previously 
discussed. But these folders are very limited in there descriptions. To get organized you may 
wish to create a new folder with a specific name. To create a new folder, perform the following 
steps.  

1. In the Messenger window, click the small button on the far right of the toolbar, just 
beneath the Netscape logo. The Message Center window will be displayed as shown in 
Figure 4-8. 

2. Right click on the top level "Local Mail" folder. From the drop down list, select "New 
Folder". A dialog box will appear asking you to enter the name of the new folder. Enter 
the name that you wish to assign to the new folder and click OK. Your new folder should 
now appear in the Message Center. You can also create subfolders within folders in the 
same manner. The Message Center is also a good place to empty the Trash Folder in one 
step. Simply select "Empty Trash Folder" from the file menu. 

 
Figure 4-8 

 

 



Mail Filtering  
 

Any E-mail system has a junk mail problem similar to that of conventional mail. You may 
suddenly start receiving unrequested mail from a variety of sources. If this mail is from a 
particular source or all about a particular subject, you may choose to have Messenger 
automatically sort the mail into particular folders. You can even chose to have the undesired mail 
sent directly to the "Trash" folder. This process is called mail filtering. To begin, select "Mail 
Filtering" from Messengers Edit menu. Since you do not have any filters at this time, you will 
need to create one by clicking on the "New" button. The "Filter Rules" dialog box will appear as 
shown in Figure 4-9. Fill in a name that will describe your filter in the first edit box, replacing 
the word "untitled". By using the drop down list boxes, you can now select how the filter will 
react. For example, if you wished to send any E-mail that I sent you, directly to the "Trash", you 
would select "sender" in the first list box, "is" in the second list box, and then enter my E-mail 
address in the text box immediately to the right. In the lower list box, you can now chose what to 
do with the mail. If you chose to move it to a folder, the final list box will allow you to select the 
folder within Messenger. If you chose "delete", you will not have the option of selecting a folder. 
You can also enter a description of the filter in the provided space. Click OK.  

 

 

Figure 4-9 

Sorting Mail 

By default, mail is sorted in chronological order with the newest mail at the bottom of the list. 
You will note that the columns in the mail window have headings such as subject, sender, date, 
etc. To sort by a particular column heading, click on the heading button. The mail list should 
then be sorted based upon the heading selected. 

 

 



Netscape Navigator 

Introduction 

Netscape Navigator is the Web Browser component of Netscape Communicator. In this section, 
the basics of using Navigator will be addressed. Navigator is relatively easy to use and with a 
little practice, you will become quite comfortable with browsing the Internet.  

The Browser Window 

Make sure that you are connected to the Internet. This will most likely be through your Internet 
Service Provider via modem. Double click on the Netscape Communicator icon to launch the 
program. If you are not connected, a dialog box may be displayed asking if you want to connect. 
Click on "Yes". If you configured Netscape so that it requires a password, you will be prompted 
for it. The Browser window will appear and the Netscape home page will be loaded as shown in 
Figure 5-1. Be aware that the Internet is constantly changing. Companies update there Web 
pages on a regular basis. Therefore, your computer screen may not look identical to the figures 
shown. However, your display should be very similar.  

 

Figure 5-1 

If you do not want Netscape as the default home, it can be changed to any home page you desire. 
You may wish to change it to AlphaCom's home page or SOALN,s or NLS or the home page of 
a friend. If you are using a modem to connect to the Internet, I would suggest that you use the 
home page of your Internet Service Provider as your default home page. This is simply for speed 
purposes. Since you are already into the ISP's server for your dial in connection, the home page 
should load quite quickly. To change your default home page following these steps: 

 



1. Select preferences from the Edit menu. When the Preferences dialog box is displayed, 
click on Navigator from the category list on the left side.  

2. In the Home Page text box, enter the address of the desired home page. Be sure that the 
address is correct. If you presently have the page displayed in your browser window, you 
can simply click the "Use Current Page" button. If you are really interested in saving 
time, you can enter the address of your home page as "blank". In this case, a home page 
will not be loaded at all.  

Toolbars 
 

The toolbars that will be addressed are the three horizontal bars with buttons, located below the 
menu. You will notice a tab to the left of each toolbar that has a down arrow on it. If you find 
that you do not use a particular toolbar, you can hide it by clicking on the tab to the left. If you 
wish, you can hide all three toolbars. In this case, your display would look like Figure 5-2. To 
redisplay the toolbar(s), click on the appropriate tab again.  

 

Figure 5-2 

For ease of discussion, it is necessary to name the toolbars. The toolbar located at the top, with 
the large icons, will be called the Command Toolbar. The next one down, with the Bookmarks 
button, is the Location Toolbar, with the one at the bottom being the Personal Toolbar. 

Command Toolbar 
 

The Command Toolbar will give you access to Navigator's most common functions. The 
function of these buttons are listed below, starting from the left.  

 



Back and Forward Buttons 
 

Clicking these buttons will allow the user to cycle through the documents that they have already 
viewed. By clicking the back button, you can revisit these documents, in reverse order. You can 
then retrace your path by using the Forward button.  

Reload Button 
 

When the Reload button is selected, the current document is reloaded from the Internet. This is 
useful if you had stopped the loading of a page for some reason or if the loading of a page had 
"stalled".  

Home Button 
 

Clicking the Home button will return you to your default Home page.  

Search Button 

Using the Search button will take you to Netscape's Net Search page, where you can search the 
Internet for particular information using a selection of different search engines. Searching the 
Web will be addressed later in this section. 

Guide Button 
 

If you click the Guide button, a drop down menu will appear. If you choose one of the top three 
choices, you will be taken to a directory where you can browse for Web sites by category, search 
for individuals, or look for software that is available for downloading. The last two choices take 
you to specialized pages that list some of the latest and most popular links.  

Print Button 
 

Click this button to print the currently displayed page. Note: If the text on your screen is white 
on a dark background, it will print as white text on a white piece of paper. Your page will appear 
blank. There is nothing wrong with your computer or printer.  



Security Button 
 

This button will show you the security status of any viewed document. In most cases, it will 
display an unlocked paddle lock. However, if you are viewing a secure document, the button will 
show a locked paddle lock. This button will also allow the user to change the security status of 
Navigator. I would suggest that you leave this button alone for now.  

Stop Button 
 
With this button, you can stop the download of a page. This can be helpful in many situations. 
Perhaps you clicked a link by mistake, or a page is taking too long to download and you decide 
that you do not want to wait. Sometimes, as the page begins to display, you may decide that it 
does not have the information that you need. You can click the Stop button and then the Back 
button to take you to the previous page.  

Netscape Button 

The Netscape Button is the one with the large N located on the extreme right of the toolbar. 
When the button shows meteors flying by, the program is busy retrieving a document. If you 
click the Netscape button while a document is loading, it acts as a stop button. However, clicking 
this button will also transport you to Netscape's home page. 

Location Toolbar 
 

Navigator is a program that lets you go places. The Location toolbar provides tools to help you to 
get where you want to go.  

Bookmarks 
 

At the left of the Location toolbar, you will see the word "Bookmarks" and a book icon If you 
click it, a drop down list will appear that includes the items, Add Bookmark, File Bookmark and 
Edit Bookmarks. Bookmarks will be discussed in more depth later, but for now all you need to 
know is that they are shortcuts to pages. If you have found a Web page that you would like to 
return too at a later time you may add it to the Bookmarks list by selecting Add Bookmark. File 
Bookmark does the same thing except that you may chose to put the bookmark in a particular 
folder in the bookmarks quickfile. Edit Bookmarks allows you to organize your Bookmarks.  



The Netsite/Location box 
 

This text box has a label that changes depending upon the software that the Website at the other 
end is using. If the webserver you have accessed is using a Netscape product, the box will be 
labeled Netsite. If it is using another product, it will be labeled Location. If you know the address 
of the site that you wish to visit, you may type it directly into the textbox. When you press the 
enter key, Navigator will jump to that page.  

There are several different protocols used on the Internet. Some are http//:, ftp//: and gopher//: to 
name a few. In most cases it is not necessary to type in the protocol when entering the site 
address. Navigator will do it's best to figure it out for you. It is also not necessary to enter the 
www. that appears at the start of many addresses. 

The Personal Toolbar 
 

The personal toolbar has three buttons already located on it. The first one is the Netscape guide. 
This will take you to Netscape's own guide to the Internet page. You may wish to browse around 
at some time. If you use the Lookup button you will be presented with a drop down list that will 
allow you to select either People or Yellow pages. This is a very effective way to locate people 
or businesses. The New and Cool button will give you the choice of What's New and What's 
Cool. Take the time to have a look. Some very interesting Websites show up here.  

The real power of the Personal toolbar is in it's customizability. You may at sometime locate a 
link that you may wish to access on a regular basis. To add this link to your Personal toolbar, 
press and hold the left mouse button on the link. Drag the link to the Personal toolbar and release 
the mouse button. The link will be added to the toolbar as an icon. 

Display Window 
 

The display window is the most important part of Navigator. In this window, Navigator will 
display the formatted text, links, hotspots, graphics and other items that make up a web page. 
Some of this information is static such as a paragraph of text while some is active and performs a 
function. Some controls, such as buttons may be obvious while others may be hidden. These 
controls will be discussed later. Just remember that if the mouse pointer changes to a hand with a 
pointing figure, you can click there to do something or go somewhere. If the current page 
displayed is larger than the area shown, Navigator will display scroll bars in the appropriate 
locations. If scroll bars are not shown, you are viewing the entire page.  



 

Status Line 
 

The status line is located at the bottom of the display window. The paddle lock at the left serves 
the same function as the Security button on the Command Toolbar. The remainder of the status 
line is used to keep the user informed as to what is going on in Navigator. If you move the mouse 
pointer over a link or hotspot, the status line will show the address that the link would take you 
to. If you have clicked on a link, it will keep you informed as to the size of the files that you are 
accessing, the percentage that has been received, the rate of transfer and when the document is 
done. If you have previously closed the Component Bar, it will be displayed on the right side of 
the status line.  

Links and Hotspots 
 

A link is a special piece of text while a hotspot is a special graphic located within a document. If 
the user clicks on the link or hotspot, it tells Navigator to jump to a new location which may be 
another spot in the same document or a different document located on the other side of the world. 
A link is considered followed once you have clicked on it. If the link has been followed, it will 
change colour. The colour change does not affect the functionality of the link. It is used only as a 
reference for the user so that they know where they have been. To use a link or hotspot, simply 
move the pointer onto it and click.  

But how can I tell if I am on a link or hotspot. Navigator will provide several clues. 

 By default, text links are underlined and appear in blue, while inactive text is not 
underlined and appears in black. However, some home page builders are using other 
colours to indicate inactive text. After you have used a text link, it will change colour. 
The default is red. This is only for the users reference and does not affect the function of 
the link. After approximately 30 days, the link will turn blue again as long as you have 
not used it again during that time.  

 If you rest the mouse pointer on the link, the status line will display the address that the 
link will take you to.  

 The mouse pointer will change to a hand with a pointing finger when over a link or 
hotspot.  

It is possible to change the appearance of links but I suggest that you leave them alone for now. 
If you wish to change the colour of the links, use Navigators Help menu. 



Frames 

Netscape Navigator 4 will support frames. Frames are distinct areas within the Navigator display 
window. Each frame is a stand alone environment that has it's own scroll bars, recognizes mouse 
clicks and can include the same features as any Web page. This is equivalent to having several 
different web pages displayed at once. To make any frame the active frame simply click on the 
area. If you wish to print out the contents of a Web page that is part of a frames document, only 
the active frame will print. 

Finding Information Within a Web Page 
 

Occasionally, you will encounter large Web documents that are crowded with text and links. 
Scrolling through these documents while looking for a particular link can be quite time 
consuming. Netscape provides a "Find" feature that will make this process easier.  

1. Be sure that you are connected to the Internet and the document you wish to search is 
displayed.  

2. From the "Edit" menu, select "Find in Page" The Find dialog box will appear as shown in 
Figure 5-3.  

3. Enter the word, or words, that you wish to find and click the "Find Next" button Netscape 
will then search the document for links that include the word that you specified.  

4. If you wish the search to be case sensitive, click on "Match case". You can also specify 
whether to search downward or upward through the document.  

5. If you wish to find other matches in the same document, click the "Find Next" button 
again. 

 
Figure 5-3 

 
 
  



The Search Button 
 

Do to the size of the Internet, finding a particular piece of information from within all the public 
documents available, could be a difficult task. You could try browsing around by clicking links. 
If you were very lucky, you may find what you were looking for. For this reason, Netscape 
provides a means of using tools, called Search Engines, to search the Internet for a particular 
word or string of words.  

To begin, click on the "Search" button. The Netscape Netsearch page will be displayed as shown 
in Figure 5-4. 

 

Figure 5-4 
Several different Search Engines, such as Lycos, Excite, Yahoo and Infoseek can be accessed 
directly from this page simply by clicking on the links on the left. 

To use any of the Search Engines, you could click on one of the links provided. This will take 
you to other links within that predefined category. If you want to find information about a 
specific subject, enter the appropriate search word or word string in the text box and then click 
the button identified as search, submit, go get it or something similar. Each Search Engine seems 
to identify this button differently. If you use more than one word, the search results will include 
any documents that include any or all of the words. If you wish to find only those documents that 
include all the words in your search string, put a plus sign (+) between the words instead of 
space. 

For example, I once had a student that wanted to find information about Polaris snowmobiles. He 
entered the words Polaris and snowmobile in the Search Engine text box. The Search Engine 
found more than 187,000 matches. It found information on the intended search as well as info 
about every other make of snowmobile, snowmobile trails, snowmobile safety and repair, to 
name a few. It also found information about Polaris submarines as well as Polaris missiles. He 
conducted the search again, but this time put a plus sign (+) between the words. This time the 
Search Engine returned less than 300 matches. 



If your search string is a quotation or a persons complete name, put the search string, complete 
with spaces, inside quotation marks. Once the search is complete, a list of links will be displayed. 
Click on any of the links and you will go to that location. 

The Guide Button 
 

If you click on the Guide button, a submenu will drop down. Two of the items, What's New and 
What's Cool have already been addressed. They are already buttons on the personal toolbar.  

The Netscape Guide 
 

The first item in the list, The Internet, will take you to the Netscape Guide as shown in Figure 5-
5. You can see that the Guide is divided into several broad sections which are accessible by 
clicking on the section name in the body of the document. Not only do these pages provide 
interesting links, you may also find other info such as news headlines and articles. You can even 
track your FedEx packages. These pages change frequently, so check them out occasionally.  

People 
 

If you have lost touch with an old friend and wish to find them, or you lost the phone number of 
the contact that you met at yesterday's meeting, you may be able to find them on the Net. In the 
submenu under the Guide button, select "People". The Netscape People Guide will appear. The 
guide will provide several different "Internet Phone Books". Some are better at finding E-mail 
addresses while others may be preferable for locating phone numbers or mailing addresses. A 
few minutes spent in the Guide should make you an expert. Try it and see if it can find you.  

 

Figure 5-5 



History List and Bookmarks 
 

As you become more comfortable and proficient on the Web you will find several pages that you 
will want to visit often. You may even remember a link that you saw a couple of days ago that 
you now wish to go to. Netscape provides a means of keeping track of where you have been as 
well as your favourite spots. The history list keeps track of where you have been, while 
bookmarks are a permanent shortcut to your favourite Web pages.  

History List 
 

The history list is a collection of all the addresses of the Web pages that you have visited. There 
are three different history lists, each showing different information.  

1. Click on the down arrow to the right of the Netsite/Location box. A history list will be 
displayed as in Figure 5-6. To return to any of these sites, click on the site address in the list. 
Take note, this list will only contain sites that have been visited by typing in the site address in 
the Netsite/Location box. It will not include sites that were visited by clicking on a link. 

 

Figure 5-6 

 

  



2. Select the "Go" menu. A list will drop down, as in Figure 5-7, indicating the sites that you 
have visited during this Navigator session. This list will includes sites that were entered directly 
in the Netsite/Location box as well as those visited by clicking links. However, there is a limit as 
to how many sites can be listed. This is controlled by the size of the window. 

 
Figure 5-7 

3. From the Communicator menu select History. A complete list of every site that you have listed 
will be displayed as in Figure 5-8. To revisit any site in the list, double click the entry. The 
history list will constantly change as entries are only kept for 9 days. This value can be changed, 
however, I see no immediate purpose in doing so. 

 
Figure 5-8 

 

  



Bookmarks 
 

Bookmarks in Netscape are used for the same purpose as a more traditional bookmark. A 
bookmark allows the reader or user to jump to a particular page. In this case it would be a 
particular Webpage.  

When you have located a Webpage that you think you would like to revisit, you can add a 
bookmark to Netscape. With the page displayed on your screen, click on the Bookmark icon 
located to the left of the Netsite/Location box. A list will drop down indicating all your current 
bookmarks as well as Add Bookmark, File Bookmark and Edit Bookmark, as shown in Figure 5-
9. You will notice that some of the bookmarks are located in folders. Figure 5-9 shows the 
contents of one of the folders. Arranging and filing your bookmarks will be addressed in a few 
paragraphs. If you select Add Bookmark, a shortcut to the current Webpage will be added to 
your bookmark list. 

To use a bookmark, click on the Bookmark icon as indicated above. Select the bookmark of the 
page that you would like to visit and Netscape will immediately begin to retrieve that page. 

 

Figure 5-9 

 

 

 

 

 



The Bookmarks window will display the contents of the Bookmarks list in a tree format. To 
access the Bookmarks window, select Edit Bookmarks from the Bookmarks list shown in Figure 
5-9. Your Bookmarks window will look similar to Figure 5-10. To expand a folder to see it's 
contents, click on the plus sign (+) beside the folder. The tree format will expand. To collapse the 
tree down again, click on the minus sign (-). To go directly to any page listed in the Bookmarks 
window, double click on the listing. 

 

Figure 5-10 

Organizing Bookmarks 
 

Organizing your bookmarks is very similar to the drag and drop functions of Windows Explorer. 
If all your Bookmarks were dumped into one location, eventually there would be so many that it 
would be difficult to locate the bookmark that you want. Netscape allows us to sort our 
bookmarks by subject and put them into folders and subfolders. Netscape is Reconfigured with 
several folders in the Bookmarks list. But you may have a need for a folder with a different 
name.  

To create a new folder, while in the Bookmarks window, select and then right-click the folder in 
which you would like the new one located. In my case, I'm going to put my new folder in the 
Bookmarks for Miller folder. A drop down menu will appear. Select New Folder from the list. 
The Bookmarks Properties window will be display as in Figure 5-11. In the text box identified as 
Name, enter the name of your new folder and click OK. Let's create a folder called Literacy. 



 

Figure 5-11 

Now that you have created a new folder called Literacy, you can now move bookmarks into it or 
create new bookmarks directly into the folder. To create a new bookmark: 

1. Right-click the folder under which the new bookmark is to be created. In this case, the 
Literacy folder. 

2. A drop down list will appear. Select "New Bookmark" from the list. The Bookmark 
Properties dialog box (Figure 5-1 1 ) will be displayed again. 

3. Enter the name of the new bookmark in the Name field. Let's enter the name AlphaCom. 
4. Enter the address of the bookmark in the Location (URL) field. For AlphaCom enter 

http://alphacom.gbrownc.on.ca 
5. Click OK to save the entry. Your Bookmarks window should now look similar to Figure 

5-12. 

 
Figure 5-12 

You can easily move an existing bookmark entry into a folder. Press and hold the left mouse 
button on the entry icon. Drag the entry on top of the desired folder and release the mouse 
button. 



Filing Bookmarks 
 

As previously mentioned, you can add a bookmark to the Bookmarks list while the page is 
displayed on the screen. You can also file that bookmark directly into an appropriate folder 
without using the Bookmarks window. This assumes however that you have already created the 
folder that you wish to put the bookmark in.  

1. Display the page that you wish to bookmark on you screen. 
2. Click on the Bookmark icon to the led of the Netsite/Location box. A drop down list will 

appear. 
3. Select File Bookmark from the list. Another list will appear to the right of the first list as 

shown in Figure 5-13. This is a list of all the folders and subfolders in your bookmarks 
file. 

4. Select the appropriate folder or subfolder from the list. A bookmark to the currently 
displayed page will be placed in the folder that you select. 

 
Figure 5-13 

 

  



Sending Faxes 

Introduction 

Once you become comfortable with using E-mail, you will find that it is a very fast efficient 
method of communicating. However, you will find that at some point, it will be necessary to 
send a document to someone that does not have E-mail. Therefore, the fax machine will still 
remain a necessary piece of equipment.  

In most offices, the process is to create the message on the computer, print it and take it to the 
fax machine to send. If you need to send the message to several people, you could be standing at 
the machine for a considerable amount of time. 

There are many very good pieces of fax software available for your computer. This software will 
allow you to send the fax directly from your computer to the recipient without the need to print 
the message, walk to the fax machine or even spend the time to send the message to several 
people. However, if you are using Windows 95, fax software is already available on your 
computer. You must also have a fax modem connected to your computer. 

Setting up the Microsoft Fax 
 

To begin the set up process, right-click on the Inbox icon on the desktop. A drop down list will 
appear. Select Properties from this list. A Properties dialog box will appear as shown in Figure 8-
1.  

 

Figure8-1 



Make sure that Microsoft Fax is selected as shown in Figure 8-1. Click on the Properties button. 
The Microsoft Fax Properties dialog box will appear as in Figure 8-2. The Messages tab will be 
displayed on the front. 

 

Figure8-2 

In the area identified as Time to send, you may chose when your fax messages will be sent. As 
soon as possible is the default. You may also chose a specific time by clicking the appropriate 
button. You will then be able to preset the time that you wish your messages to be sent. You can 
even choose to send your messages during times when you qualify for special rates. Ask your 
telephone company for the low rate times for your service. To send during low rate hours, select 
Discount rates and click on the Set button. When the Set Discount Rates dialog box appears, set 
the appropriate hours. 

The message format area should be left at the default of Editable, if possible. 

In the Default cover page area, you can choose Send cover page if you wish to have a cover page 
sent with every fax. Four choices are listed for the default cover page. Select the one that you 
wish to use. To see what a particular cover page looks like, select the page and then click the 
Open button. The Fax Cover Page Editor will be displayed as in Figure 8-3. Changes can be 
made to this page such as entering you company logo, name and address. Don't forget to save 
your changes. You will most likely not be using your computer to receive faxes so leave the 
check box at the bottom of the Fax Properties dialog box blank. 



 
Figure 8-3 

If you wish to create your own fax cover page, you may do so by clicking the New button. If you 
have already created a cover page in a different application, you may use it by clicking the 
Browse button and navigating to the appropriate file. 

Click on the Dialing tab. The dialog box, as shown in Figure 8-4 will be displayed. The default 
settings in the Retries area should be satisfactory. These settings control the number of times that 
the computer will try to send the message and the time between the attempts. This will only 
occur if the message was not sent successfully or a busy signal was encountered. 

Click on the Dialing Properties button. The dialog box, as shown in Figure 8-5 will be displayed. 

 
Figure 8-4 



 
Figure 8-5 

In the area identified as Where I am, leave the Default location in the I am Dialing From text 
box. Set the remaining two text boxes to the proper area code and country. Under How I Dial 
from this Location, you may set several items such as special numbers that you must dial to 
access an outside line or to dial long distance. You can even specify that your long distance be 
charged to a calling card. If you have call waiting, you can specify so. You must disable call 
waiting while sending a fax or the data will become corrupt. Your phone company can tell you 
what number to dial to disable call waiting. You must also specify whether you are using tone or 
pulse dialing. Click on OK. 

Microsoft fax must be told which phone numbers within your own area code are required to be 
dialed as long distance. Click on the Toll Prefixes button and follow the instructions on the 
screen. 

Click on the Modem tab. The screen as shown in Figure 8-6 will appear. You will most likely 
have only one modem connected to your computer. Be sure that it is selected and click on the Set 
As Active Fax Modem button. Your screen will not appear to have changed. Click on the 
Properties button. The Fax Modem Properties dialog box will appear as shown in Figure 8-7. 

 
Figure 8-6 



 
Figure 8-7 

Unless you have your computer connected to a dedicated phone line used specifically for faxing, 
you will most likely not want to use your computer to receive faxes. Under Answer Mode, be 
sure that Don't Answer is selected. 

Modems have speakers. The speaker will give you audible proof that the computer is in fact 
dialing and connecting. However, it is not necessary to listen to all of the data going back and 
forth. Select the box marked Turn off after connected. You will still here the modem dial, the 
recipients fax machine answer and the establishment of transfer communication. The speaker 
will then be turned off. 

In the Call preferences area, leave Wait for dial tone before dialing checked. This will prevent 
the modem from trying to dial out if the phone line happens to be in use. Most people will not 
have a dedicated fax line so this is quite important. This can, however, create a problem. You 
may have a voice message service on your phone. If this message service provides a special tone 
or sound to indicate that you have messages waiting, the modem will not detect a dial tone and 
will not dial. You will have to retrieve your messages before attempting to send the fax. Hang up 
if busy tone should also have a check beside it. You may also change the amount of time that the 
software will wait for the recipient to answer the phone. The default value of 60 seems to work 
well. Click on OK. 

Click on the User tab. The dialog box as shown in Figure 8-8 will be displayed. Enter all of the 
appropriate information and then click on OK. 



 
Figure 8-8 

 

Using the Address Book 
 

Some users will be using Microsoft Office 97 and will prefer to use Outlook for their faxing and 
fax address book. However, Windows 95 contains an application called Microsoft Exchange that 
will work just fine. To put entries in the fax address book, double click on the Inbox icon on the 
desktop. Microsoft exchange will start. Under the Tools menu heading select Address Book as 
shown in Figure 8-9. The Address Book dialog box will appear. If you already have entries in the 
list, they will be shown in the window. In the File menu, select New Entry or click on the icon 
immediately below the File heading that looks like a rolodex card. The New Entry dialog box 
will be displayed. Click on fax as shown in Figure 8-10 and then click OK.  

 

 

Figure 8-9 



 

Figure 8-10 

The New Fax Properties dialog box will appear as in Figure 8-11. You may enter the appropriate 
information at this time. If you would like to record more than just the fax information for a 
particular person, you may click on the business tab to include information such as Company and 
address, position, Assistants name, etc. Be sure to enter the persons first and last name under the 
Business tab. The Phone Numbers tab may be used to keep track of multiple phone numbers 
where the person may be contacted. There is even a tab to enter notes about the person or there 
business. Click OK when you are finished. Any information entered can be updated or modified 
at a later time. 

 
Figure 8-11 

To edit or view any of the information that you have entered into the address book, return to the 
Address Book dialog box. Select the name of the person from the list and then select Properties 
from the File menu heading. You may alternately click the right mouse button on the persons 
name and then select Properties from the drop down list. You will be taken to the Properties 
dialog box for that particular entry. It will look similar to Figure 8-11. Information can now be 
added or modified. Click OK when you are finished. 



Viewing the Address Book List 
 

You can select the manner in which the names are displayed in the Address Book window. Many 
people will want their list to be last name first, first name last. To sort the list in this manner, 
select options from the Tools menu. When the Addressing dialog box appears, click Properties. 
In the Properties dialog box, select whether you wish the names to be displayed by first name or 
last name. Click OK.  

Finding Names in the Address List 
 

As time goes by, you may find that the list of names in your address book grows to a 
considerable size. Finding names in the book may become difficult. To search your address 
book, click on the Find icon on the toolbar. It is the one that looks like an open book with a 
magnifying glass. When the Find dialog box appears, enter the name that you wish to locate. The 
name does not need to be complete. For example, you may remember the persons first name but 
not their last. Enter their first name and click OK. The Address Book will display all the entries 
that have that first name. To return to the complete Address Book list, click on the arrow to the 
right of the text box identified as Show Names from the: and select the Personal Address Book 
as shown in Figure 8-12.  

 

Figure 8-1 
 

 

 



Microsoft Fax 
 

Now that Microsoft fax has been set up, it is relatively easy to use. There are two basic methods 
of sending a fax.  

Sending a Quick Fax 
 

This method is suited best for short, quick faxes where a large amount of formatting of the 
document is not required. Start Microsoft fax by clicking on the start button and selecting 
Programs...Accessories...Microsoft Fax...Compose New Fax as shown in Figure 8-13. The 
Compose New Fax dialog box will be displayed. In most cases, you will not be using a portable 
computer in which case you should select the box beside the statement that you are not using a 
portable computer as in Figure 8-14. If you check this item, this screen will not be shown to you 
again. Click on the Next button.  

You will then be presented with a dialog box that will allow you to specify who the fax is to be 
sent to as in Figure 8-15. If you wish, you can fill this information in manually. If you enter the 
info manually, you must click the Add to List button to add the person's name to the recipient 
list. If you want to send the same message to additional persons, repeat this procedure. This is 
useful in the case where you do not wish to add a person to your address book. However, if the 
person or persons are already in your address book, click on the Address button. An Address 
Book dialog box will be displayed as in Figure 8-16a. 

 

Figure 8-13 



 

Figure 8-14 

 

 

Figure 8-15 

 

 
Figure 8-16a 



To select names from the Address Book, simply click on the name in the led pane and then click 
on the To button in the middle of the window. The names will be added to the Message 
Recipients list. You can repeat this procedure until all the recipients names appear on the right. 
However, you can move all the necessary names to the Message Recipients list at once. Select 
the first recipient from the list on the left. Hold down the Ctrl key on your keyboard and continue 
to select the remainder of the desired names. Click the To button and they will all be moved to 
the Message Recipients list. Click on OK when you are finished. You will be returned to the 
Compose New Fax dialog box as in Figure 8-15. You will note that the names that you selected 
are now in the Recipients list. Click on the Next button. 

The dialog box that will be displayed (Figure 8-16b) will give you the option of sending a cover 
page or not. If you choose to use a cover page, you can select which one from the list. If you 
wish to change some of the options such as when your fax will be sent, click the Options button. 
You will be returned to a dialog box similar to Figure 8-2. When finished, click on the Next 
button. 

 
Figure 8-16b 

The dialog box as shown in Figure 8-17 will appear. Enter a subject for your Fax and enter the 
short note that you wish to include. Click the Next button when you are finished. You will then 
be asked if you wish to include one or more files with your message. This feature can be used to 
attach files to your fax similar to that of attaching a file to E-mail. If you click the Add File 
button, you will be taken to a typical Windows 95 navigation window. Find the file that you wish 
to attach and click Open. The dialog box will now show the path of the file that is to be attached. 
When you are finished, click the Next button. 

Click on the Finish button and Microsoft Fax will send your message. 



 
Figure 8-17 

Send a Completed Document as a Fax 
 
The quick fax method as outlined above is perfect for those quick short notes that you may have 
to send. It also will allow the sender to attach a document to the fax. There is, however, another 
method of sending a document as a fax. Let's assume that you have a completed document 
already existing on your computer and you wish to fax it to someone.  

Using standard Windows 95 techniques, navigate to the appropriate folder until you locate the 
file that you wish to fax. Right -click on the file. A drop down list will appear. Select Send To 
and another list will appear. Click on Fax Recipient as shown in Figure 8-18. The Compose New 
Fax dialog box will be shown as in Figure 8-15 above. Follow the procedure as outlined under 
Sending a Quick Fax. 

I find this method to be easier than attaching a document to a quick fax. However, you can use 
this method and still attach other files to it. 

 

Figure 8-18 
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