Address Book.. & A Couple Email Tips

1. Open your mail program.

In an email select the senders name, do not click it on
until there is a blue rectangle around it. When you hold
your mouse down on it, you will see the different things
you can do.

A. Copy Address

B. Reply to Sender

C. New Message

D. Open in Address Book

E. Create Smart Mailbox

F. Spotlight name of who ever you choose.

test

Bobbie Batchelde:
April 9, 2008 2:59:
o: Bobbie Batchelde: - %-opy Address

Reply to Sender

http://donaldryan.net/2 ., essage tyer/

Open in Address Book
Create Smart Mailbox
Spotlight: “Bobbie Batchelder”

2. If you have a address in the body of your email click on
the mailing address in the body of the email. See the
photo of the things you can choose when you put your
mouse over the address, phone number, or the date.
You will get a gray line around that section then take your
mouse to the bottom right corner and it will allow you to
choose what to do.

Lake Havasu Baptist



2101 N. Palo Verde Blvd.
Lake Havasu City, AZ

To: Bobbie Batchelder

This is just for example email.
April 8, 2008

Lake Havasu Baptist
2101 N. Palo Verde Blvd.
Lake Havasu Crty’ AZ Iy Create New Contact...

hﬂdd to Existing Contact...
928- 855-3154 + % how Map...

Large Type

A. Create a New Contact
B. Add to Existing Contact
C. Show Map.

D. Large Type

If you choose the map.. watch what it can do. | have even
gotten it to get in closer by playing with it.

Map | Satellite | Terrain
# Show labels 5

Address:

2101 Palo Verde Blvd N
Lake Havasu City, AZ 86404

Search nearby: £.g., "pizza"

( Search |




3. Phone number in an email
A. Create a New Contact

B. Add to Existing Contact
C. Show Map.

D. Large Type

Lake Havasu Baptist
2101 N. Palo Verde Blvd.
Lake Havasu City, AZ

Create New Contact...
928- 855-3154+, Add to Existing Contact...

hlarge Type

Choose the large type and you will see the phone number across
your screen of your computer.

928- 855-3

4. The same goes for the date. Just hold it down and you
will see what you can do with it. If your use iCal you can
add it to your dates in iCal.

T2 12 JUusl 1w SAaaAllipie crall.

April 8, 20081

Create New iCal Event...
-ow This Date in iCal

Lake Havasu Baplist



5. Quick Look.. Here is a email | showed those of you
who were at the meeting. | took one of our members

emails and showed you how to do a Quick Look.
From: Larry Kinney
)ect: Hurricane and tidal wave
Jate: January 6, 2008 4:35:51 PM GMT-07:00
9 Attachments, 412 KB ( Save ~  ( Quick Look
[

By clicking on the quick Look you can see what all the
attachments are instead of scrolling down to the bottom.
| will attach these photos to your email due to many
request for them.

Save it to iPhoto by clicking on the Save

button and choose iPhoto. If you do not want it to go to iPhoto
just choose Save. It will ask you where and you tell it where to put
it.
Fre Larry Kinney

t: Hurricane and tidal wave
e: January 6, 2008 4.35:51 PM GMT-07:00

9 Attachments, 412 KB S-m' Quick Look
— m

All I can say is WOW!
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Each entry in Address Book is called a "Card," like a

paper Rolex card. If you drag one of your addresses from your
address book onto the desktop it will look like mine does. If you
want to mail it to someone you can.
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6. To put an address in the address book.. you can
highlight as many as you want and send them to your

address book when you are in your mail folder. Just hold
down your mouse and choose one of these options offered to you.
| am not showing you the photo of the whole email as | need to
protect the privacy of these folks.

issary!!

3 PM GMT-07:00

v.kern.ca.us>,

1_cld@hotmail.com> ,and 16 more...

] Save * ' Quick Look

Click on the 16 more and then follow the
instructions above an below this photo.

Copy Address
New Message
Add to Address Book
Create Smart Mailbox
. Spotlight: “Charlene Schmidt”

7. In your Address Book window. If you click on a name
and it has many phone numbers or fax numbers etc. You
can add as many as you want by clicking on the little



green arrow. Remember to use Edit when adding
changes to your Address. You will only see the green
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Q

qohn Doe

' Company

work > 555-555-B888B
o mobile + 555-555-8888

=] work % jochndoe@meomory.com
o home 3 timbuc ktoo@jﬂestow'n.-:ﬁm|

& friend = Tim Buck Too
@ assistant+ Name

work s user name AlM =

work s Siree

5. Under Preference in Address Book under Edit. You
can sort your address book by first names or last name.

6. You can also sort by font size.

) General

N EH PFE: e

General Template Phone wCard LDAP Sharing

Show first name: E} Before last name
() Following last name

R R
——

Sort By: | First Name f

s
—

Address Format: | United States

L3

Font Size: | Medium 3|




7. In the Address Book put your curser over a phone
number of a person and do a "Right Click" and you will
get a menu. Remember Right Click no left.

For those who have a laptop this site is helpful. There are also

Hints & Tips for Mac Users.
http://osxdaily.com/2007/02/20/two-must-know-usability-tips-for-mac-laptop-users/

ie Batchelder

any

244
. Export wCard. ..

wo@ Large Type

Paste
0@r ;
Substitutions [

[P, Speech S Start Speaking
lavas  Writing Direction h

States

A. It will talk for you

B. Make the number bigger
C. Export a V-Card

D. And there are more.. try it..

8. In the Address Book put your curser over address and
use the map. Just like | showed you in the body of an email.

9. How to print out your Address Book

A. Open Address Book

B. Select "All" or a "Group"

C. Select Print Mode

D. Select List, ( Good for a back-up) Envelopes, Labels



E. Pocket size Address Book

My list will look different than yours.
Choose PDF File if you want to print out a list and save it to the desktop.
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‘ Address Book File Edit View Card Window Help
lills L Addrace Banle

Print.

Group

[ Al ]
[Tl Directories
I Last Import
= Al Church Gra
I Bible Study
[ Church

I Elks Group
I Family

I Friends

IZ] Fun

[ Fun group wit
I Golf

I Harry's Friend
[ Mac Group
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Open PDF in Preview
Save as PDF...
Save as PostScript...

Fax PDF...

Mail PDF

Save as PDF-X

Save PDF to iPhoto

Save PDF to Web Receipts Folder

Edit Menu...

Printer: | Canon i450

Presets: | Standard

Copies: 1 | E!Ccllated

F‘ages:BAII
OFrom: 1 to: |1

| Address Book

Style: | Lists

Paper Size: | US Letter

Orientation: |1 E' I a

Attributes: _E_I Phone
[T Email
] Address
[ Instant Messenger
E‘ Photo
™ Job Title
[T Department
[l Company

Font Size: | Regular

@ M f Supplies.,.w_]
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Remember if you want it to print out the email addresses and all the
different options you must click them on first. Notice on the right hand
side of the photo above where to click these options on.



This is what it looks like if you chose the Address Book look. Then you
just cut it up as it shows and you have a pocket size phone book.

Printer: = Canon i450 :'] m

Presets: | Standard 3

Copies: 1 ] E" Collated

Pages: @ All
_JFrom: 1 to; |1

Address Book |

Style: | Pocket Address Book )

Paper Size: = US Letter f 3*

Orientation: ‘ T | S

Attributes: W Company +
™ Nickname m
M Job Title
™ Department
™ Email
™ Phone

Flip S5tyle: ' Indexed A

Font: Courier FSet... )

10. When you have a group selected click on your printer
and chose the PDF arrow. If your chose the Supplies
button it will take you onto the internet to get supplies for
just your printer.

11. Address- Book Back Ups

A. Choose Address Book Preferences (General) and turn
on "Notify people when my card changes. Your Address
Book will ask you when that time comes if you want to
Notify that person or not.

B. Another way to back up your Address Book...Open
your Home Go to your Library in the home, Go to
Application Support Folder. Copy the entire Address
Book folder to another disk or burn it to a CD.
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12. You can also use your Address Book by bringing
up your Widgets. Click on the plus sign and choose the

Address Book an
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