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A Message for All of Us Who Send E-Mails
~ from a Reliable source

Do you really know how to Forward e-mails?  Some in this club and many 
throughout the country, from all walks of life, DO NOT!  Do you wonder why 
you get viruses or excessive amounts of junk mail (Spam)?  Do you hate it?  
Every time you forward an e-mail, if you do this improperly, there is informa-
tion left over from the people who received the message before you and sent it 
to you; namely their e-mail addresses and names. 

As the messages get forwarded along, the list of addresses 
builds, and builds, and builds!  All it takes is for some 
poor soul to get a virus, and his computer can send that 
virus to every e-mail address that has come across his 
computer.  Or, a malicious hacker can take all of those 
addresses and send junk mail to them or sell the addresses 
to spammers in the hope that you will go to the site and 
they will make five cents for each hit that they sell.

  That’s right, all of that inconvenience because someone included visible
 e-mail addresses in their forwarded message!

How do you stop it?  There are two easy steps:

(1) When you put an e-mail in Forward, DELETE all of the other addresses 
that appear in the body of the message.  Yes, yes, yes!  DELETE them!  High-
light and press Delete, backspace them, or cut them — whatever it is that you 
know how to do.  (If you don’t know how to do any one of these simple steps, 
LEARN!)  It only takes a few seconds.  You must click the  Forward  button 
first though; then you will have full editing capabilities for the body and head-
ers of the message.  If you don’t click on Forward  first, you won’t be able 
to edit the message at all if you are using Outlook Express.  (If you are us-
ing the Eudora e-mail program, you may simply click on their Edit button and 
you can edit any message without first putting it in Forward.)

A  THANKSGIVING  NOTE  to

THOUGHTFUL, RESPONSIBLE  E-MAILERS

This newsletter has offered e-mail tips in past issues which some of you 
have  applied in practice.  Thanks be to each of you.  This article is for 
those who may not be aware of the importance to every computer user of 

the manner in which we use our e-mail.
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You may find that this is a good time to correct 
spelling and remove those pesky “send this to ten 
friends and your wish will come true”  false prom-
ises.  

When you are sending a message to a few people 
who know one-another you may want them to 
know who all is receiving your message.  Many 
safely use the To: and Cc: line for this purpose.

(2) To preserve privacy and assure safety from 
intruders, when you send an e-mail to several 
persons who may not know one another, DO 
NOT use the To: or Cc: options for adding e-
mail addresses.  Simply use the Bcc: (Blind Car-
bon Copy) option.  This way your recipients only 
see their own e-mail address and no one else’s.  It’s 
that easy!!!  You may test this by sending a mes-
sage to yourself with your e-mail address in Bcc: 
instead of on the To: line.

When you send to Bcc: and leave the To: line 
blank, your message will usually say “Undisclosed 
Recipients” on the To: field when received.   This 
not only provides extra security for all of the 
people in your address book,  it affords privacy 
amongst your recipients!

(3) For a better appearance, remove the Fw: (or 
Fwd:) from the Subject line.  You may also rename 
the subject if you wish.

Have you ever received an e-mail that is a petition?  
It states a position and asks you to add your name 

and address and to Forward it to a 
number of people or to your entire 
Address Book.  Such an e-mail 
can be Forwarded on and on and 
can collect thousands of names 
and e-mail addresses.

FACT:  The completed petition is 
actually worth a couple of bucks 
to a professional spammer be-
cause of the wealth of valid 

names and e-mail addresses contained therein.  If 
you want to support the petition, send it as your 
own personal letter to the intended recipient or re-
cipients.  Your position may carry more weight as a 

personal letter than as a laundry list of names and 
email addresses on a petition.  And, again, you will 
protect the privacy of those in your Address Book 
and you will provide them additional security 
against viruses and spammers.

Be aware that the government (federal, state, and 
local) and most legitimate organizations com-
pletely disregard e-mail petitions.  In order for a 
petition to have value and to be acted upon, it is 
necessary to have LIVE, verifiable signatures, usu-
ally with the signers’ legitimate mailing addresses.

So, please, let’s help stop the junk mail and the vi-
ruses by keeping our e-mail addresses from mali-
cious intruders and by working together and respect-
ing the privacy of one another.  We can do it! 

How to Print Your
Outlook Express
 Address Book

If you would like to have your Outlook Express 
address book, or selections from it, printed out on 
hard copy, it can be done in this manner:

�x�� Open Outlook Express.

�x�� From the Tools Menu, click Address Book.

�x�� If you want to print selected entries, press the 
CTRL  or SHIFT keys and click the contacts 
you want to print.  If you want to print your en-
tire address book, make no selection.

�x�� Click the Print button on the Menu Bar or File 
| Print.  The Print window will open.  Under 
Print Style select from below:

Under Print Style:

�x�� Phone List prints contact names and phone 
numbers in one neat list;

�x�� Business Card prints names, company names, 
email addresses, and phone numbers;

�x�� Memo outputs all the information you have for  
the contacts.

. . .RESPONSIBLE  E–MAILERS, cont.

Sign Here
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Q:  I have Windows Vista now and I cannot open 
WORD documents attached to emails.  How can I 
open them?  Is MS Office 2003 compatible with 
Vista?

A:  Yes, Microsoft Office 2003 is compatible 
with Windows Vista.  You didn't say what hap-
pens when you try to open a document or what 
error message is produced, so I'll have to make 
some wild guesses.

Most of the confusion that I see is actually not 
about Windows Vista, but rather the file format 
changes between Office 2003 and Office 2007. 
The newer version now saves into a file format 
that can't be read by the old.  However, there are 
solutions.

Here are some of the most common things that 
might be going wrong:

You don't have Office installed. Some people 
are surprised to find that Windows Vista doesn't 
include Microsoft Office.  They are two separate 
products, and if you don't have Office then you'll 
need to purchase and install it separately.

Your Upgrade to Windows Vista was really a 
fresh install.  If you have Windows XP with Mi-
crosoft Office installed, an upgrade to Windows 
Vista should leave you with Office still installed 
in Vista. However, if instead you performed an 
install of Vista instead of an upgrade, then Win-
dows Vista has been installed "from scratch" and 
you'll need to re-install all of your programs, in-
cluding Microsoft Office.

You've received a document in Office 2007 for-
mat, but you only have Office 2003. This will 
fail, unless you install the Office Compatibility 
Pack.*  This free download adds support for the 
newer file formats to the older versions of Office. 
After installing you'll be able to open these files 
without completely upgrading to the newer ver-
sion of Office. (You can also ask the sender of the 
document to save the document in the older for-
mat and resend the document instead.)

The ".doc" file association has somehow been 
lost. There are two approaches: reinstalling Office 
should actually fix this for all the file types it sup-
ports, or you can repair the file manually.

It's only email that's broken.  One workaround if 
it's only documents in email that are causing you a 
problem is instead of opening the document directly 
from email, save it to a location on your  hard drive  
instead. Then fire up WORD and use File | Open  to 
locate and open the document, or locate the docu-
ment in Windows Explorer and double click on it.

The bottom line, though, is that Office 2003 and 
Windows Vista can certainly peacefully co-exist 
just as Office 2007 can run on Windows XP.  Nei-
ther requires an update to the other.

IT’S TIME to MARK 
this

IMPORTANT DATE on
YOUR CALENDAR!

DECEMBER 11, 2007

The RASCAL Annual
Christmas Party

Time:  11:00 - 2:00
Place:  Wild River Publik House

There will be good food, music, and good 
friends with whom to share it all.

Tickets will be available soon at
the Floral Building meetings.

Watch your NewsDispatches for
more information.

This original article can be found at www.ask-leo.com.
  Article copyright © 2007, Puget Sound Software, LLC and

Leo A. Notenboom; used with permission.

MS Office 2003 & 
Vista:

A  MATCH?

~ by Leo Notenboom

*Editor’s note:  see page 9 under 
“Booth’s Bin” for the free download 
of  the Office Compatibility Pack.
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ATTENTION  
SURFERS!
Know Your

Keyboard Shortcuts

~ edited from Reliable Sources

Do you find that bouncing around out there on the 
internet can be exhausting?  Are you weary of jump-
ing back and forth from the keyboard to the mouse 
while surfing?  Has your mouse gone south?  If so, 
there are  keyboard shortcuts that will come to the 
rescue save you time.  

You can use shortcut keys to View and Explore 
Web Pages; Use the Address Bar; Work with Fa-
vorites; andEdit.

All of these Internet Explorer shortcuts consist of 
typing just one or a combination of keys.

If you see a plus (+) sign, it signals you to hit both 
keys simultaneously.

View and Explore Web Pages

F1:  Display the Internet Explorer Help or, when in 
a dialog box, display context help on an item.

F11:  Toggle between Full Screen (w/o Tool Bars) 
and regular view of the browser window.

ALT+HOME:  Go to your Home Page.

ALT+LEFT ARROW or BACKSPACE:  Go to 
the previous page.

SHIFT+F10:  Display a shortcut menu for a link.

CTRL+TAB or F6:  Move forward between 
frames.  SHIFT+CTRL+TAB:  Move back be-
tween frames.

UP ARROW:  Scroll toward the beginning of a 
document in small increments.  DOWN ARROW:  
Scroll toward the end of a document in small incre-
ments.

PAGE UP:  Scroll toward the beginning of a docu-
ment in larger increments.  PAGE DOWN:  Scroll 
toward the end of a document in larger increments.

HOME:  Press the Home key.  Move directly to 
the beginning of a document.  END:  Press the End 
key.  Move directly to the end of a document.

CTRL+F:  Find on the page you are viewing.

ESC:  Stop downloading a page.

[Editor’s Favorite, below.]

CTRL+N:  Open a new window.  Restore Down 
(the middle button, upper right on Title Bar) and 
you will have two windows to work on.    [Whee!]

CTRL+W:  Close the current window.

Using the Address Bar

ALT+D:  Select the text in the Address Bar.

F4:  Display the Address Bar History.

CTRL+LEFT ARROW:  When in the Address 
Bar, move the cursor left to the next logical break 
(. or /).  CTRL+RIGHT ARROW:  In the Address 
Bar, move the cursor right to the next logical break.

Working with Favorites

CTRL+D:  Add the current page to your favorites.

CTRL+B:  Open the Organize Favorites Box.

ALT+UP ARROW:  Move selected item up in the 
Favorites list in the Organize Favorites dialog box.  
ALT+DOWN ARROW: Move selected item down 
in the Favorites list in the Organize Favorites dialog 
box.

Editing

CTRL+A:  Select all items on the current Web 
page.

CTRL+C:  Copy selected items to the Clipboard.

CTRL+X:  Remove selected items and copy them 
to the Clipboard.

CTRL+V:  Insert the contents of the Clipboard at 
the selected location.

Practice safe surfing, everybody!
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Have You Misplaced Your
 RASCAL Membership Badge?

Obtain a replacement at
Tuesday meetings through

                The Membership Table 
                 (where dues are paid).
                   There is a $1.00 fee. 

COURSE DESCRIPTIONS

NOVEMBER DECEMBER

WINDOWS XP, Beginning
(PRE-REQ:  Introduction to Computers.)  A 
continuation of basic computer skills.  Identify and 
use parts of this Microsoft Operating System.  
Learn the difference between system software and 
application programs.  Learn how to use the con-
trols, menus, icons, and toolbars on various win-
dows and the desktop

WORD 2000—2003, Beginning
(PRE-REQ:  Beginning Word..)  Learn the names 
and locate elements of this Microsoft word process-
ing program.  Emphasis on the Standard and For-
matting tool bar buttons.   Work with documents, 
print and save.  Use of a 3.5 floppy recommended 
but not required. 

DATA MANAGEMENT

(PRE-REQ:  Introduction to Computers and Be-
ginning Windows.)  Learn how to manage com-
puter-based documents and files.  This is a lecture 
course.  The discussion will include:  using MS Ex-
plore for data management; the differences between 
documents and files and folders; naming and saving  
folders/files/documents; creating new folders; back-
ing up data to a CD, DVD, or a USB Flash Drive; 
finding lost or misplaced folders, documents, and 
files 

E-MAIL & INTERNET, BEGINNING
(PRE-REQ:  Introduction to Computers and Be-
ginning Windows.)  Very detailed, very basic class.  
Handouts will teach you how to get started in e-mail 
and the internet.  Create, send, and receive e-mail 
over the internet using Outlook Express.  Search, 
surf, and download using Internet Explorer.

INTRODUCTION to COMPUTERS
(REQUIRED for FIRST TIME COMPUTER 
USERS.)  A fun class.  Learn the proper method to 
turn a computer on and off.  Learn to use the mouse 
and keyboard.  Get acquainted with hardware, soft-
ware, and computer vocabulary.

NOTICE!

 Beginners and others wishing to take a Vista 
class, are encouraged to take the Windows XP 
classes until the Vista program is installed on the 
RCC computers in the classrooms.  You will 
learn about Windows and will feel more comfort-
able with your new computers even though they 
do utilize the Vista Operating System.

E-MAIL & INTERNET, BEGINNING
(PRE-REQ:  Introduction to Computers and Be-
ginning Windows.)  Very detailed, very basic class.  
Handouts will teach you how to get started in e-mail 
and the internet.  Create, send, and receive e-mail 
over the internet using Outlook Express.  Search, 
surf, and download using Internet Explorer.

INTRODUCTION to COMPUTERS
(REQUIRED for FIRST TIME COMPUTER 
USERS.)  A fun class.  Learn the proper method to 
turn a computer on and off.  Learn to use the mouse 
and keyboard.  Get acquainted with hardware, soft-
ware, and computer vocabulary.

WORD 2000 - 2003, Beginning
(PRE-REQ:  Beginning Word..)  Learn the names 
and locate elements of this Microsoft word process-
ing program.  Emphasis on the Standard and For-
matting tool bar buttons.   Work with documents, 
print and save.  Use of a 3.5 floppy recommended 
but not required. 
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GENERAL TROUBLESHOOTING

Most Areas of Computering

DIGITAL CAMERAS & PHOTOS - For Beginners
  Nancy Kain       955-4800                        nankain@rascal.cc
  Ken Mitchell       476-1883                       ks4lb444@rascal.cc

EXCEL
   Ron Willing       582-9694                      rwilling@charter.net

GENEALOGY
   Laura Dunwald       479-9076                      beagenie@charter.net

GRAPHICS
   Bill Porter     [phone n/a]               silverfox@terragon.com

HAM RADIO
   Ben Skinner        479-3965                         benson@rascal.cc

ICQ
   Jean Kraft        664-8197                    hikraft@charter.net

INTERNET, General
   Lou Lyons       [phone n/a]                 luckylou@charter.net

MACINTOSH OS
   Joanne Shields       [phone n/a]             maclady@clearwire.net

OUTLOOK EXPRESS
  Nancy Kain              955-4800                       nankain@rascal.cc
   Jean Kraft                664-8197                     hikraft@charter.net
   Cliff Worden       471-1292                   cliffmar@charter.net

QUICKEN
   George Steffensen     474-4305                   stefff@peoplepc.com

WEB PAGE HTML BASIC
   Mark Simonds            955-4810                 mcsimonds@rvi.net

WORD PERFECT & MS WORD (for beginners)
   Karen Janssen            956-6067                  ilea@terragon.com

Wally Zittle*          476-9800           wzittle@charter.net
Bob Booth*             474-2993                  robtb@rio.com
Ray Lake*               956-6302         raylake@charter.net
Lou Lyons              [phone n/a]    luckylou@charter.net
Chris Oman*          471-1058                ckoman@rvi.net
Len Richardson      866-2541              len_r@yahoo.com
Gerry Tank             476-7667    badger1gt@charter.net

Laura Dunwald   479-9076         beagenie@charter.net
Ginny von Gal     474-7566         skipjack317@clearwire.net

Gordon Rendall   955-1000  grandpaw5@clearwire.net
Gerry Tank          476-7667       badger1gt@charter.net
Marv Wilson        471-1867          mwlw86@charter.net

BEGINNER’S HELP

APPLICATIONS & OTHER SPECIFIC HELP

Smartwire is The RASCAL Internet
 Service Provider & Website Provider at 

EXCHANGE COMPUTER RELATED QUESTIONS & ANSWERS

The free-to-all RASCALs Technical Help ListServe is here to help all members with 
any problems they may be having with their computer.

  For information on how to subscribe go to our website:

www.rascal.cc and click on Help * ISP.

301 NE  6th Street at ‘E’, Grants Pass
Telephone:  955-6930

*Available for home service for a nominal fee.  

Need Help?  -  Dial-A-Helper

“Seniors Helping Seniors”
Support for simple computer problems is available by telephone from the Dial-A-Helpers listed

 below.  On-line help can be accessed from the Technical Help ListServe.

VISTA

Tom Crittenden  [phone n/a]   TD1@back40software.com
Laura Dunwald   479-9076         beagenie@charter.net
Wally Zittle*        476-9800           wzittle@charter.net
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   BOOTH’S BIN
~ by Bob Booth

The Latest Version of Spybot

Spybot - Search & Destroy detects and removes 
spyware not covered by common anti-virus applica-
tions.  Spyware silently tracks your surfing behav-
ior to create a marketing profile for you that is 
transmitted without your knowledge to the compil-
ers and then sold to advertising companies.  If you 
see new toolbars in your Internet Explorer that you 
haven’t intentionally installed, if your browser 
crashes inexplicably, or if your home page has been 
“hijacked,” your computer is most probably in-
fected with spyware.

The much delayed Spybot -  Search & Destroy, 
Version 1.5.1 is finally out.  The new version fea-
tures improved detection mechanisms, improved 
operating system support, improved browser sup-
port, and much more.  You will also notice its 
slightly modified user interface; better update sys-
tem, as well as improved immunization features (as 
of this writing, it has a total of 46,717 protections).  
Spybot is probably one of the best free anti-spyware 
programs out there, due to its immunization feature.

I suggest that you visit their website to refresh your 
memory on how to use this utility since there are 
LOTS of options.  See what may be new in this ver-
sion before you download it.  You do not have to 
manually remove the old version yourself.  For 
more information or to download, enter the URLs 
exactly as shown here:

Spybot - Search and Destroy Website
or enter:

www.safer-networking.org/en/spybotsd
15/index.html

RECYCLE REMINDERS

Those who want to keep harmful substances out of 
our environment need to know where computer com-
ponents and other electronics may be taken for what 
each of these providers advise is safe recycling.  

AAR (American Appliance Recyclers) in White 
City.  Call:  826-2211 or visit their web site at 
www.americanappliancerecyclers.com.

ACE (American Computer & Electronic Recycling) 
in Wonder.  Contact:  David Gilchrist at 787-7223 or 
787-0353.

JO MACS PROJECT RESTART, Josephine 
County.  To donate a usable computer for refurbish-
ing and donation to charitable organizations call 
Chris Kiltz at 474-9876.  Also, go to their web site at 
www.projectrestart.org.  To arrange for pick up of 
non-functioning computers for recycling call Gary 
Dobie at 597-4862.  There is a $10 pick up fee.

MONITORS and MORE Computer Recycling 
Center in Roseburg.  Call 1-541-673-3347 or visit 
their web site at www.monitorsandmore/org.

They offer pick-ups (no TVs) yearly, usually in Oc-
tober, at Josephine County Fairgrounds:  this year 
from 9:00 to 3:00 on October 26 & 27.  

STAPLES:  Grants Pass Shopping Center.  This is a 
new nationwide program which accepts all brands of 
used computers, monitors, printers, etc. for a $10 fee 
per item.  Open to receive during store hours seven 
days a week.  For more information call store man-
ager, Terri Knutson at 955-5018.

RASCAL regrets the passing of Frank 
Sharrow on September 19.  Frank had 
been a member of this club since 1998.  

He will be very much missed by
 all who knew him. 

A reminder that if you receive emails with a 
four-place file extension (such as:  *.docx or 
*.pptm) that you can’t open, it was probably   
sent by someone using MS Office 2007.   If 
you don’t have this program you will need Mi-
crosoft’s Compatibility Pack to open them.  
The download site for this free converter can be 
found at 
www.Microsoft Compatibility Pack Download
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RASCAL meetings are held in the Floral Building at the 
Fairgrounds in Grants Pass.  Weekly meetings are on Tuesdays, 
except holidays. The General Membership meets from 9:30 a.m.  
to 10:50 a.m.   The Beginner’s Meeting is held from 11:00 to 11:30 
(or to 11:45 for Q&A).  All members are welcome to attend both 
meetings.  Come early for coffee and chat with friends.

We also invite you to visit our website: 
www.rascal .cc

for up-to-date information about our club, our members, classes, 
meetings, and links to other websites.  Our website is managed by 

Ginny von Gal and hosted by Smartwire Internet. 

KEEP in TOUCH
Let RASCAL know when you change 
your e-mail address, your telephone 
number, or your residence address.
Contact the Membership Manager at
<rascalmembership@rascal.cc>

Return Service Requested

B I T  O F  A  R A S C A L  S T A F F

Editor………………………...………….……….….............….Joan McDowell
e-mail:  editor@rascal.cc

Assistant Editor…………………………..……….…..…………….Nancy Kain
Columnists……………….…..….Bob Booth, Tom Crittenden, .Laura Dunwald,
….…....Jane Frincke, Patricia Hentges, Nancy Kain, Lou Lyons, Phyllis Wilkey
Copy Editors…..…………..…...Laura Dunwald, Jane Frincke, Patricia Hentges,
………………….………………….…………. DeVerne Jacobsen; Nancy Kain
Photos……………..…………………….….……..….…Nancy Kain, Bill Porter
Graphics Artist……....………………….…..…………..……....Patricia Hentges
Printing……………….…….……………....….…….......MacGraphically Yours

 Seventh & ‘L’ Streets, Grants Pass
____________________________________________

 We reserve the right to edit and/or omit submissions.

 Items received after the newsletter deadline may appear
  in the next issue.

PLEASE NOTE:  Your month of membership renewal is located in the upper right corner of your mailing label.

Please mail yearly dues:  $15 Single Membership, $20 for Couples, $75 Single Lifetime; $100 Couples Lifetime,

  to the RASCAL address listed above, or submit at a General Meeting.   

A Reminder: RASCAL newsletters may be 
viewed each month over our website at 
www.rascal.cc.  If any member would prefer 
to discontinue receiving this newsletter in the 
mail notify our Data Base Managers at 

<rascalmembership@rascal.cc>.
At your request you will be removed 
from the newsletter mailing list.


