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b y S a c h a C o h e n 

e d wi th emai l a n d n e e d to get 
o r g a n i z e d , t ry m e s s a g e fil- Be 
t e r i n g . In L o t u s c c : M a i l , 

r , i r ASTD s Webpaqe at 
y o u can c r e a t e f o l d e r s fo r http://www.astd.org 
d i f f e r e n t t y p e s of mail a n d 
then set u p "rules" to d is t r ibute 
mail in to t h o s e fo lde r s . For ins tance , 
y o u m a y w a n t t o c r e a t e a r u l e t h a t 
says, "If t h e sub jec t l ine c o n t a i n s t h e 
w o r d u r g e n t , ' s e n d t h e m e s s a g e t o 
t h e in-box." Or , a ru le tha t s ta tes , "If 
t h e s u b j e c t l ine c o n t a i n s t h e w o r d s 
"free o f fe r , ' file in t rash." T h e p r o c e -
d u r e fo r c r e a t i n g a r u l e in cc:Mail is 
c o m p l e x , so s t u d y the p r o g r a m ' s h e l p 
file fo r a de ta i l ed exp l ana t ion . 

In m o r e s o p h i s t i c a t e d p r o g r a m s — 
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s u c h a s Q u a l c o m m ' s E u d o r a P r o , 
h t t p : / / w w w . e u d o r a . c o m , a n d Claris's 
E m a i l e r . h t t p : / / w w w . c l a r i s . c o m — 
emai l is d y n a m i c a l l y f i l tered. For ex-

a m p l e , in E u d o r a , a d i a l o g 
b o x le ts y o u s p e c i f y h o w 

t h e p r o g r a m s h o u l d sort, 
l a b e l , o r c h a n g e a m e s -

s a g e ' s pr ior i ty , d e p e n d i n g 
o n s u c h fac tors as w h o sent it 

o r w h a t k e y w o r d s a r e in t h e emai l ' s 
sub jec t line o r b o d y . 

With Emailer 2.0, the filter feature is 
in Mai l A c t i o n s , w i t h i n t h e S e t u p 
m e n u . E m a i l e r c a n c h e c k m a i l 
o n A m e r i c a O n l i n e . C o m p u s e r v e , 
eWor ld . Radio Mail, a n d the Internet . 
This p r o g r a m also fo rwards or replies 
t o m e s s a g e s au tomat ica l ly . And w h a t 
about f inicky at tachments? Emailer lets 
you drag a n d d r o p mul t imedia attach-

m e n t s , a d d r e s s e s , text f i les , 
a n d f o l d e r s i n t o o u t g o i n g 
messages . Plus, it c o m p r e s s e s 
a u t o m a t i c a l l y w h e n s e n d i n g 
a t t achments a n d d e c o m p r e s s -

es automatical ly w h e n receiv-
ing a t tachments . 
S i g n a t u r e f i l e s . H a v e y o u 

e v e r w o n d e r e d h o w 
to c r e a t e a s i g n a t u r e 
f i l e—a b l u r b , q u o t e , 
o r c o n t a c t i n f o r m a -
t i o n — a t t h e e n d o f 
a n e m a i l m e s s a g e ? 
It 's q u i t e s i m p l e , re-
al ly. I n s t e a d of t yp -
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G O T E M A I L ? 

IF YOU DON'T h a v e emai l yet , w h a t 
are y o u wai t ing for? Email p r o g r a m s 

h a v e c o m e a long w a y in the past f e w 
years , a n d n o w the re a re m a n y m o r e 
f e a t u r e s t o e n t i c e y o u . T h e d a y s of 
s imp le , t ex t -on ly m e s s a g e s a r e n u m -
b e r e d . As b e t t e r p r o g r a m s in f i l t r a t e 
h o m e s a n d b u s i n e s s e s , e m a i l is b e -
c o m i n g a m o r e in terac t ive , sa t i s fy ing 
w a y to c o m m u n i c a t e a n d s h a r e infor-
mat ion. 
D y n a m i c HTML. If y o u use N e t s c a p e 
3-0 or In ternet Explorer 3.0 or higher, 
y o u r email can display graphics , p h o -
tos , a n d W e b l i nks . So , if s o m e o n e 
s e n d s y o u a URL via emai l , y o u c a n 
click o n it a n d b e t a k e n d i rec t ly to a 
Websi te . 

You can a l so "mail" a Web-
p a g e to a n o t h e r u s e r (if t h a t 
p e r s o n is u s i n g a c o m p a t i b l e 
b rowse r ) . Here ' s h o w . 
I F r o m y o u r b r o w s e r , g o to 
the W e b p a g e that y o u w a n t to 
s e n d , s u c h a s h t t p : / / w w w . 
as td .org . 
I In y o u r b r o w s e r , c l ick o n 
t h e File m e n u a n d t h e n click 
o n Mail D o c u m e n t . Tha t will 
a u t o m a t i c a l l y o p e n an ema i l 
d ia log box . 
• T y p e in t h e a d d r e s s of the 
p e r s o n tha t y o u w a n t to mail 
the p a g e to. 
I Click t h e s e n d bu t ton . 

This is a grea t f e a t u r e if y o u w a n t 
to sha re in fo rma t ion wi th a co l l eague 
but d o n ' t h a v e t ime to wr i te a de ta i l ed 
e x p l a n a t i o n o r i l l u s t r a t i o n . T h e r e 
a re a l so s e rv i ce s—such as WebCour i -
e r f r o m H o t m a i l ( f r e e W e b - b a s e d 
emai l ) , h t t p : / / w w w . h o t m a i l . c o m . a n d 
N e t s c a p e In -Box Direct. h t t p : / / w w w . 
n e t s c a p e . c o m — t h a t d e l i v e r W e b -
p a g e s to y o u r in -box dai ly or week ly . 
Y o u c a n s i g n u p t o r e c e i v e C/NET 
Digital Digest. PC Week- Direct. USA 
Today. Slate. News.Cow. and other 
o n l i n e pub l i ca t i ons . T h e r e is a l s o an 
ema i l de l i ve ry s e r v i c e f r o m t h e New 
York Times. h t t p : / / w w w . n y t i m e s . 
c o m / s e a r c h / a r c h ives/ . 
M e s s a g e f i l t e r i n g . If you a re i nunda t -

C O O L S I T E S 

I H o t W i r e d 4 . 0 , h t t p : / / w w w . 
h o t w i r e d . c o i n . T h e o n l i n e c o m -
p a n i o n t o Wired m a g a z i n e ha s re-
c e n t l y u n d e r g o n e a s i g n i f i c a n t 
face l i f t . Th i s s i te u s e s s o m e of t h e 
m o s t c u t t i n g - e d g e t e c h n o l o g y cur-
rent ly ava i l ab le fo r Webs i t e s , s uch 
a s a n i m a t i o n a n d J a v a a p p l e t s . 
Y o u ' l l n e e d a u d i o , h t t p : / / w w w . 
r e a l a u d i o . c o m : S h o c k w a v e , h t t p : / / 
w w w . m a c r o m e d i a . c o m : a n d Java ca-
pability to s e e everything o n the site. 
• Business@Home. h t t p : / / w w w . 
g o h o m e . c o m . This site is a self-de-
scribed "online ga ther ing spot a n d 

information re source for the work-
ing- f rom-home communi ty ." The 
site includes information abou t h o w 
to u se technology, h o w to furnish 
your h o m e office, and h o w to mar-
ket you r business. 
i C u l t u r e F i n d e r , h t t p : / / w w w . 
c u l t u r e f i n d e r . c o m . Th is site may 
s a v e y o u f r o m b e c o m i n g a c o u c h 
p o t a t o . Y o u c a n s c a n e x h i b i t i o n 
s c h e d u l e s f r o m m o r e t h a n 800 arts 
o r g a n i z a t i o n s in t h e Un i t ed Sta tes 
a n d C a n a d a . Sea rch ar t s o r g a n i z a -
t i o n s a l p h a b e t i c a l l y o r g e o g r a p h i -
cally by city o r p rov ince . 
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i n g t h e s a m e t h i n g a g a i n a n d 
a g a i n , y o u c a n c r e a t e a s m a l l , ^ 
p e r m a n e n t file that c o n t a i n s infor-
m a t i o n tha t will b e a p p e n d e d t o 

eve ry emai l y o u s e n d . 
H e r e a r e a f e w g u i d e l i n e s f r o m 

B e g i n n e r s C e n t r a l , h t t p : / / w w w . 
n o i t h e r n w e b s . c o m / b c / to cons id -
e r w h e n crea t ing a s igna tu re file. 
l S i g n a t u r e s s h o u l d b e f o u r 
lines o r less; six l ines is t h e high-
est to le rab le limit. 
» It's OK to inc lude y o u r n a m e a n d 
emai l address . But un less you a re a 
b u s i n e s s , d o n ' t i n c l u d e a p h o n e 
n u m b e r in a s igna ture file. 
I Be pol i te in y o u r s igna ture . 

T o c rea te a text s igna tu re file, gj 
y o u c a n u s e M i c r o s o f t W o r d , 
N o t e p a d , o r MSDOS Editor . Wha t -
e v e r p r o g r a m y o u u s e , it m u s t b e 
a b l e to p r o d u c e a p la in ASCII file. 
Y o u can ' t u se f o n t s o r f o r m a t t i n g 
in a s igna tu re file. 

T o beg in , t y p e in the i n fo rma- a 
t i o n t h a t y o u w a n t i n c l u d e d at 
t h e e n d of all of y o u r e m a i l m e s -
s a g e s . It c an i n c l u d e y o u r n a m e , a 
q u o t e , or a say ing (try Bartlett's Fa-

miliar Quotations, lit t p : / / w w w . 
c o l u m b i a . e d u / a c i s / b a r t l e b y 
/ b a r t l e t t / o r Q u o t e s U n l i m i t e d , 
h tt p : / / w w w .geoc i t i e s . com/ 
P a r i s / L e f t B a n k / 1 9 0 4 / ) . Y o u 
c a n a l s o i n c l u d e i n f o r m a t i o n 
a b o u t y o u r bus ine s s or service, 
a n d contact in format ion . T h e n . 
s a v e t h e f i le t o a l o c a t i o n o n 
y o u r h a r d d r i v e . Las t , y o u ' l l 
n e e d t o t e l l y o u r b r o w s e r 
( N e t s c a p e N a v i g a t o r o r Mi-
crosof t Explorer) w h e r e to f ind 

the file. 
T o d o t h a t , f o l l o w t h e s e 

s teps: 
> Select t h e O p t i o n s m e n u . 
I C h o o s e Mail a n d News Pref-
erences . 
I Click o n t h e Ident i ty T a g to 
call u p the identity d ia log box . 
) Loca te t h e s p a c e p r o v i d e d fo r t h e 
s ignature file. 
» Enter the c o m p l e t e p a t h a n d n a m e 
of t h e s i g n a t u r e f i le . ( F o r e x a m p l e , 
c : \mys t u ff \ w k e e p \ sign. txt.) 
I Close the d ia log b o x by cl icking o n 
t h e O K b u t t o n , t h e n s e l e c t o p t i o n s 
again , a n d select Save O p t ions . 

It's a g o o d idea to test y o u r s igna-
ture file by s e n d i n g a c o p y of a m e s -

T E N S I Z Z L I N ' S I T E S 

H e r e a re the t o p 10 sites on t h e 
W e b accord ing to lOOHot. 
h t t p : / / w w w . h o t l O O . c o m . T h e list 
d o e s not include b rowse r c o m p a -
nies, ISPs, colleges, or Adult sites. 
1. Geoc i t i e s ht tp: / /www.geoci t ies . 
c o m 
2. Y a h o o http: / /www.yal ioo. com, 
Yahool igans http: / /www. yahooli-
gans.com, Y a h o o Sports http:// 
spoi t s .yahoo.com, a n d My Y a h o o 

http:// my.yahoo .com 
3. S tarwave Corpora t ion http:/ / 
www.starwave. c o m 
4. Excite h t tp: / /www.exc i te .com, 
Magel lan h t tp: / /www.mckinley . 
c o m , a n d City. Net h t tp: / /www. 
city.net 
5. P a t h F i n d e r h t t p : / / w w w . 
p a t h f i n d e r . c o m , T ime /Warne r 
a n d CNN sites: W a r n e r Bros. 
h t t p : / / w w w . w a r n e r b r o s . c o m , 
H B O http:// www.hbo .com, DC 
Comics http: / /www. dccomics. c o m , 
Extra TV http:/ /www.extratv.com. 
Baby l o r n http:// w w w . babylon5. 
com, CNN http: / / w w w . cnn . com, 
CNN Financial N e t w o r k 
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s a g e t o y o u r s e l f . In a d d i t i o n , y o u 
might w a n t t o u p d a t e y o u r s i g n a t u r e 
file occas iona l ly , o r at least c h e c k to 
m a k e s u r e that the in fo rmat ion in it is 
still cur ren t . 

@WORK is a monthly column devoted 
to the use of the Internet. Email your 
online experiences and suggestions to 
atu <ork@astd. org. 

h t t p : / / w w w . c n n f n . c o m , a n d 
AllPol i t ics h t t p : / / w w w . a l l p o l i t i c s . 
c o m 
6. AltaVista http://www.altavista. 
digital .com 
7. M e m b e r H o m e Pages http:// 
members .ao l . com 
8. CNF.T h t tp: / /www.cnet .com. 
Search .Com h t tp: / /www. search, 
com, N e w s . C o m h t tp: / /www. 
news, c o m , a n d D o w n l o a d . c o m 
http:/ / w w w . d o w n l o a d . c o m 
9. The New York Times on the Web 
ht tp: / /www.nyt imes .com 
10. Ziff Davis h t tp: / /www. 
zdnet .com a n d Hot Files http:/ / 
www.hot f l l e s . com. 

W E B T R E N D S 

D e s p i t e t h e g r o w i n g use of email , 
mos t execu t ives still w o u l d ra ther 
m e e t face- to-face . A survey , con-
d u c t e d b y O f f i c e T e a m , M e n l o 
P a r k , C a l i f o r n i a , f o u n d t h a t 44 
p e r c e n t of e x e c u t i v e s s u r v e y e d 
p r e f e r i n - b u s i n e s s c o m m u n i c a -
t ions ove r o the r channe l s . Thirty-
f o u r pe r cen t of r e s p o n d e n t s ra ted 
emai l a s their t o p cho i ce ; on ly 7 
pe r cen t p re fe r voicemai l . 

D i a n e D o m e y e r , execu t ive di-
r ec to r of O f f i c e T e a m , says , "For 
e m p l o y e e s a n d job seekers , t he se 
r e s u l t s a r e a r e m i n d e r t h a t if 
m e e t i n g s a r e no t f e a s i b l e o r a p -
p r o p r i a t e , e m a i l is a n e f f e c t i v e 
w a y to r each a g r o w i n g n u m b e r 
of execut ives ." 

T h e su rvey w a s c o n d u c t e d by 
an i n d e p e n d e n t research firm that 
po l l ed 150 execu t ives f r o m 1.000 
largest U.S. companies . 
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P L U G - I N U P D A T E TIPS.COM 

A d o b e Systems has re leased an ani-
m a t e d GIF p l u g - i n f o r A d o b e Pre-
m i e r e 4 .2 , a n o n l i n e a r d e s k t o p 
d ig i t a l v i d e o - e d i t i n g p r o g r a m f o r 
Mac a n d "Windows pla t forms. It lets 
use rs e x p o r t m o v i e s as mul t i - image 
G r a p h i c I n t e r c h a n g e F o r m a t (GIF) 
f i l e s f o r a n i m a t i o n o n W e b p a g e s , 
w h i c h can b e v i e w e d automat ica l ly 
by most W e b browsers . 

T h e a n i m a t e d G I F p l u g - i n e n -
a b l e s u s e r s t o r e p u r p o s e v i d e o 
f o o t a g e o r a n i m a t e d g r a p h i c s 
m o r e eas i ly . Ii a l s o s i m p l i f i e s 
W e b p a g e c rea t ion . Users c a n 
e x p o r t a n A d o b e P r e m i e r e 
m o v i e o r g r a p h i c a n i m a t i o n 
as an a n i m a t e d GIF file. Most 
W e b b r o w s e r s c a n a u t o m a t i -
cally "play" t h e GIF File as t h e y 

requi re less b a n d w i d t h a n d a re easi-
e r to i m p l e m e n t than Q u i c k T i m e o r 
Video for W i n d o w s (AVI) movies on 

t h e W e b . In addi t ion , use rs c a n ex-
port a f rame, title, or still image as a 
single GIF File. 
( S o u r c e : A d o b e S y s t e m s , h t t p : / / 
www adobe.com.) 

C A L L I N G A L L E M A I L 

Get you r email by t e l e p h o n e with Millennia 

D o y o u l ike t o s h a r e l inks w i t h 
o t h e r s bu t h a t e wr i t ing o r typ ing 
t h o s e l o n g URLs? A b e t t e r s o l u -
t i o n is t o c o p y t h e URL t o y o u r 
c o m p u t e r ' s c l ipboard a n d pas t e it 
i n t o a n e m a i l m e s s a g e o r w o r d 
p roces so r . 

If y o u ' r e d o i n g t h a t b y h i g h -
l ight ing t h e URL in t h e Loca t ion 
field a n d c h o o s i n g C o p y f r o m the 
Edit m e n u , y o u ' r e d o i n g it t h e 

l o n g w a y . I n s t e a d , l o o k f o r 
t h e smal l c h a i n i con t o the 

w o u l d a movie , w i thou t a n y addi-
tional he lpe r appl ica t ions or b rows-

15. A n i m a t e d G I F f i l e s 

Sof tware ' s Email Reader. It lets y o u dial you r Pen-
t i u m P C f r o m a n y t e l e p h o n e a n d u s e v o i c e c o m -

m a n d s t o r e t r i e v e a n d l i s t en to N e t s c a p e . E u d o r a , 
Microsoft Exchange , or P O P 3 email . 

The $89.95 so f tware p a c k a g e requi res a T e l e p h o n e 
API ( T A P I ) - c o m p l i a n t v o i c e m o d e m . F o r m o r e 

in fo rmat ion , con tac t Millennia Sof tware , Sara-

t o g a , C a l i f o r n i a , 8 8 8 . 3 6 2 . 4 5 7 3 ; http:,. 
w w w . m s w . c o m . 

lef t of t h e L o c a t i o n f i e ld . 
J u s t d o u b l e c l ick o n it to 
p u t t h e c u r r e n t p a g e ' s 
URL o n y o u r c o m p u t e r ' s 
c l i p b o a r d . N o w , p a s t e it 
w h e r e v e r you like. 

(Source: TipWorld, 
http://www.tipworkLcom.) 
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T H E W O R L D ' S M O S T A D V A N C E D T R A I N I N G M A N A G E M E N T S O F T W A R E 

launches and tracks computer-
based training results in one, 
centralized database. 

Built on an open client/server 

architecture, TrainingServer 
seamlessly integrates with all 
your existing HR systems. 
Supports local and wide area 
networks running Oracle, 
Sybase, Informix, DB2, 
SQLServer, AS/400, and more. 

Take an in-depth look at 
TrainingServer today, call for your 

C D C C DEMONSTRATION 
r r x L L VIDEO. 
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Now, the only training man-
agement software to provide 
employee self-service access 
right out of the box, is the only 
package to dynamically gener-

ate Internet web pages for class 
schedules and course outlines. 

Plus, TrainingServer's vendor-
independent CBT interface 
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