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(Editors Note: This article includes instructions for Outlook Express,
Netscape Communicator, AOL, and ACT! users).

Has your online address book become unmanageable?

Do you ever look at all the email addresses and wonder, "Who are
all these people?”

Do you have difficulty locating someone in your address book that
you need to send mail to NOW?

Do you know you can sort your addresses by first and last name,
name, email address and more?

Set a date and time with yourself that you will do the following
exercises to organize and clean—up your electronic address book.

First you want to go and view your address book, see what kind of
shape it's in.

Mine, for example, had 755 email addresses. Some had first
name, some last, but most of them just had email addresses. One
reason for that is that | have selected the option to automatically
add the email address of anyone that sends me email (I've since
turned this option off). | also found numerous duplicates and
people that | didn't even know, let alone communicate with.
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First let me demonstrate all the different ways you can view or sort
your address book:

OUTLOOK EXPRESS Users:

>>0pen Outlook Express
>>CLICK Tools at the top of screen
>>CLICK Address Book

A new window opens and you are presented with your Address
Book.

Notice the columns have headings of NAME, E-MAIL Address,
Business Phone, and Home Phone. Note: Don't worry if yours are
a little different.

>>Place your mouse pointer at the top of the E-Mail Address
column and CLICK. Now all your E-Mail addresses will be sorted in
either ascending or descending order. CLICK again, and the
reverse happens.

Each column can be sorted in ascending or descending order by
placing your pointer on the top of the column you want to sort by
and CLICKING. You can also do this by CLICKING on VIEW (while
in your address book) and CLICK Sort By.

Now, you can simply arrow down through each E-Mail address,
deleting or editing as you go.

To DELETE an E—Mail Address:

>>CLICK on the "person" to highlight and CLICK Delete at the top
of screen or the DELete key on your keyboard.

To EDIT an E—Mail Address:

>>Double CLICK on the "person” and CLICK on the NAME Tab to
edit any information.

Now you might be like me, and not want to sit in front of the
computer screen to edit and delete, although you will have to do
this eventually. When | was cleaning up mine, | was getting ready
to go to the doctors where | knew | would have to sit and wait. So |
Exported my address book, printed it out, and did my editing on
paper while sitting at the doctors. When | came back to my office |
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simply went through my edited list, deleting and editing my address
book on the screen.

To EXPORT your address book:

>>While in your E-Mail Program, CLICK File and CLICK Export
>>CLICK Address Book

>>CLICK on Text File (Comma Separated Values)

>>CLICK Export

>>CLICK Browse (This is to locate what folder you are going to
store it in; | use TEST, and to assign it a name; | use address book)
>>CLICK SAVE

Now go and open the new file, it will be in EXCEL, adjust the
columns and print out.

NETSCAPE Users:

Basically you use the same steps to sort as an Outlook Express
user; however, the wording is slightly different:

>>CLICK on Communicator

>>CLICK on Address Book

You will have more columns and you can even add more columns
to sort on by clicking the side arrows at the bottom of your address
book.

You can also use VIEW.,

| did not see an Export Function in Netscape.

AOL Users:

| used a friend's AOL account to check out AOL's email functions
and found the email addresses were already sorted in ascending
order. | did not find a way to sort or export. However you can edit
and delete.

ACT! Users:

More then an E—Mail program, yet you can sort by CLICKING on
EDIT and then CLICK SORT. You can sort your people up to three
different ways, either in ascending or descending order. To
EXPORT, go to FILE, CLICK Data Exchange, CLICK Export and
follow the wizard instructions.

Organizing Mass E—Mails:
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If you find that you need to send the same mail message to several
people all the time, such as a team at work, or a committee you're
on, you can put them in a Group (Outlook Express, AOL, and ACT!)
or List (Netscape) so you don't have to look for or type their E-Mail
address all the time.

Create a group in Outlook Express:

>>Q0pen your E-Mail program

>>CLICK on TOOLS

>>CLICK on Address Book

>>CLICK on NEW and CLICK NEW GROUP

Name your Group (this is what you will type into the TO: when you
want to send them all the same E—Mail).

Now just follow the instructions on your screen and start adding the
people you want to be in this group.

AOL, ACT!, and Netscape programs have similar steps for creating
groups. If you are using one of these programs, check out their

HELP feature if you need help creating groups.

I have found that most E—Mail programs contain the above basic
functions for organizing your E-Mail addresses; however, it would
be next to impossible to try and include them all here. You can
discover what your E-Mail program can do by checking out their
HELP Section and you just might stumble across some neat "stuff."
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Organizing is probably not at the top of your list of
fun things to do, is it? If your clutter is overwhelming,
it's especially difficult to get started. Here are some
easy tips to motivate yourself to organize.

1. Dr. Martin Luther King Jr. said, "Take the first step

in faith. You don't have to see the whole staircase, just
just take the first step.” You don't have to organize

your whole house today. Just work on one small area——
a drawer or a cabinet.

2. Buy a good organizing book. Once you begin
reading it, you'll feel compelled to start organizing.

3. Forget embarrassment. Invite an organized friend
to help you. Hire a professional. It's easier to organize
when you can talk through the clutter.

4. Set the mood. Put on some fun music. Open the
windows. Choose a starting point and just do it.

5. "Nothing in the world can take the place of persistence,"
said Calvin Coolidge. Keep trying. Do a little bit daily or
weekly and you'll soon find that you are more organized
than you ever thought possible!

Free time management tips booklet, meal planner, and daily organizing checklist at
http://www.ineedmoretime.com.
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