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(NAPSA)—If you’re like most
people, you probably feel over-
whelmed when you check your 
e-mail each morning at work.
Most online users maintain one or
two e-mail addresses, and nearly
one-quarter use three or more per-
sonal e-mail accounts at least once
a month.

The good news is that it’s easy
to take control of your inbox if you
find a system that works for you.

“The most productive way to
manage e-mail is to consolidate if
you have more than one e-mail
account,” says Lisa Pollock, senior
director, Yahoo! Mail. “The easiest
way to do this is with POP Access
and Forwarding, a feature that
centralizes all your e-mail accounts
by automatically forwarding e-mail
from one or more accounts to a sin-
gle e-mail account for easy access.”

Whether your e-mail account is
for personal or professional use,
organizing incoming messages can
help keep e-mail under control. 

Consider the following tips:
• Organize by folders—Cre-

ate folders and sort e-mails accord-
ing to person, project or even by
month and review them according
to importance. Establish filters
that automatically sort incoming
mail into designated folders.

• Review messages immedi-
ately—Try to handle messages as
soon as you receive them, reading,
responding, filing or deleting
them as they arrive. This helps
keep your inbox—and your
mind—free from clutter.

• Have a backup plan—If
you aren’t able to review a mes-
sage immediately, be sure your 
e-mail provider offers tools to flag
the message so you don’t overlook
it. The “flag for follow up” feature
marks a message to indicate that
it requires further action, which
can help you better manage your
“to-do” lists. An alternate system
is to label an e-mail as new, called

“mark as unread.” 
• Stomp out spam—Unwan-

ted “junk mail” can quickly clutter
up your inbox. Make sure you
have an e-mail account that pro-
vides good spam-fighting tools. An
automatic filtering solution keeps
unwanted e-mail out of your
inbox, reducing time spent sifting
through e-mails. Tools that pro-
vide the ability to customize fil-
ters and block addresses give you
additional control to further pro-
tect your inbox. To stop those
potentially offensive images,
choose an e-mail service that
offers a “block html” option, so you
can preview e-mail before loading
the images.

• Extra storage options—
E-mail accounts quickly fill up
with important messages that
need to be saved. Messages with
large attachments such as photos
and files take up space in your
inbox. Having the ability to scale
your storage space is important.
Most service providers offer extra
storage levels so you can choose
which level is right for you.

The more you rely on e-mail as
a way to communicate, the more
important it is to keep these tips
in mind.

Is Your E-Mail Inbox Out Of Control?
What is your e-mail personality? 

Find out  how you can apply strategies and tools 
to help manage your e-mail.
The Packrat—Are you afraid of deleting e-
mails because you think one day you’ll need 
them? If so, it’s time for spring cleaning! Take a 
few minutes to review your inbox for e-mails that 
you honestly don’t need anymore and hit the 
delete button. If you just can’t let an e-mail go, 
set up folders and file them away so at least your 
inbox is organized. And, you can always buy 
extra storage space to keep those e-mails for as 
long as you want.
The Read and Deleter—Do you check your e-
mail regularly and immediately delete e-mails 
you don’t think you’ll need and then turn around 
the next day and wish you had kept them? While 
you don’t want to become a packrat, it’s probably 
best to keep selected e-mails for a certain amount 
of time because you never know when you’ll need 
to refer to them. Consider setting up folders to 
which you can send pertinent e-mails for later 
reference.
The Procrastinator—Do you drag your feet 
when it comes to reading or deleting your e-
mails? Are the number of e-mails in your inbox so 
overwhelming that you’d rather keep putting it 
off? One way to stay on top of your e-mail is to 
sign up with a service that provides access via 
phone. Also, make sure your e-mail provider has 
a built-in spam filter, which will decrease the 
amount of junk e-mail infiltrating your inbox.
The Part-Timer—Are you one of those people 
that seems to forget you have an e-mail address 
and only check it once every few weeks? By the 
time you get to your inbox, it takes a lot of time 
to filter through it all. Take the time to quickly 
check your e-mail every day or every other day. 
This simple task only takes a few minutes if done 
frequently. And this way, checking your inbox 
won’t seem like such a chore.
No matter what your personality type, Yahoo! 
Mail offers tools to help keep your e-mail 
organized.

Finding a system that works
for you—and sticking with it—
can help you take control of your
e-mail inbox.

(NAPSA)—Personalization can
simplify and enhance people’s
lives—especially when it comes to
computers. Since everyone’s needs
are different, having a computer
created specifically for you can
help you save time and get the job
done more quickly.

The increasingly popular trend
of personalizing or customizing a
computer involves more than
embroidering your initials on it,
the way a monogrammed towel is
personalized, or even having a site
use a computer “cookie” to remem-
ber your shopping preferences.

Customization means the com-
puter has been built according to
your specifications and fine tuned
to be the most efficient tool for
your needs.

When you customize a com-
puter, you start with the basic
processor. Then you add the main
control program known as the
operating system. 

You can choose a hard disk
drive that holds all applications
and files and choose from CD-
ROM, DVD, CD-RW and Combo
DVD-CDRW drives. 

Other benefits of ordering a
custom PC include choosing the
amount of memory, the monitor,
the speakers and other optional
peripherals such as the printer
and scanner.

One easy way to customize a
computer is to do so online. At
HP’s Web site, hpshopping.com,
thousands have already pur-

chased customized HP and Com-
paq notebook and desktop com-
puters. Customers can choose
from ready-to-ship PCs or cus-
tomize their own.

The seemingly complicated pro-
cedure of putting together a com-
puter can be simple. You just follow
the easy instructions and order the
PC customized to meet your needs. 

To learn more, or to customize
your own computer, visit the Web
site at www.hpshopping.com.

The award-winning site has
more than 600 HP and Compaq
home and home office products
and supplies, including exclusive,
newly released and refurbished
technology products. HP is a lead-
ing global provider of products,
technologies, solutions and ser-
vices to consumers and business.

Computers Get “Personal”To Maximize Efficiency

By going online, a growing
number of consumers are finding
they can order a PC with the fea-
tures they desire.

(NAPSA)—The American Association of Orthodontists (AAO), the American Association of Oral and Max-
illofacial Surgeons (AAOMS), and the American Academy of Pediatric Dentistry (AAPD) advocate the use of
mouth guards for children and adults when cycling, in-line skating, skateboarding or playing any sport with
the potential for facial injuries. Such sports include, but are not limited to, football, wrestling, basketball,
baseball, volleyball, ice and field hockey, softball, and soccer.

The chart below offers assistance in deciding which type of mouth guard to purchase.

The message orthodontists, oral and maxillofacial surgeons and pediatric dentists are emphasizing is to
save face when playing sports. Protect yourself and loved ones from easily preventable injuries.

For further information about facial protection, or about the AAO, the AAOMS or the AAPD, visit the asso-
ciations’ Web sites at www.braces.org, www.aaoms.org or www.aapd.org.

A Consumer’s Guide To Selecting The Right Mouth Guard

Type Description Pros Cons
Custom-made Dental professional makes impression of entire Most protection & comfort. More expensive than

set of teeth, which may be sent to a lab for Covers all teeth, cushions jaw, commercially-made guards.
fabrication using heat-molded plastic. reduces likelihood of concussions

caused by blows to the chin.
No interference with speech or
breathing.
Adjustable for difficult sports.

Mouth-formed, or Made of special rubber, model is boiled, cooled, Most popular style. Brittle after prolonged use.
”boil & bite” then placed in patient's mouth to harden. Low cost.

Better fit than store-bought
protectors.

Ready-to-wear, Rubber or polyvinyl. Sold in major department Cannot be tested for comfort.
commercial mouth stores. Least effective in terms of
guards Inexpensive. protection.

Stays in place only when
mouth is closed.

(NAPSA)—Mildew can make
the exterior of your home look dirty
and unattractive—and if left
unchecked can damage paint, wood
and siding but you can be bold
about mold. Removing mildew
used to mean countless hours of
scrubbing or power washing—only
to have it return the next year.

Fortunately, those days are
gone. Thanks to new products
specifically formulated to effec-
tively kill mold and mildew—and
prevent it from coming back—
there’s a scrub-free way to a
mildew-free home. Follow these
steps:

• Are the black spots on your
house dirt or mildew? Since
mildew is usually black and can
look a lot like dirt, do this simple
test: apply a drop of household
bleach to the discolored area. If it
disappears, it’s mildew.

• Kill the mildew with a house
cleaner that contains an EPA-reg-
istered mildewcide, such as JOMAX
House Cleaner and Mildew Killer.
It kills mold and mildew and
loosens dirt and stains without
scrubbing or power washing.
Unlike bleach alone, which can
effectively kill mildew but also can
damage wood, etch aluminum sid-
ing and damage shrubs, plants
and grass, JOMAX is specifically
formulated to kill mildew without
damaging your home, yet it can be
used near surrounding plants,
grass and shrubs.

• After killing the mildew, pre-

vent it from coming back with a
paint formulated to prevent its
growth, such as Perma-White
Mold & Mildew-Proof House &
Trim Paint. Perma-White is guar-
anteed to prevent the growth of
mold and mildew on the paint film
for five years. It’s also guaranteed
to resist cracking, fading, peeling
and blistering for 15 years from
the date of application.

JOMAX House Cleaner and 
Mildew Killer and Perma-White 
Mold  & Mi ldew-Proo f  House  
&Trim Paint are sold in paint 
stores, hardware stores and home 
centers nationwide. Call or visit 
http://www.zinsser.com for more 
information on removing and 
p r e v e n t i n g  m i l d e w  a n d  f o r  
other helpful home improvement 
tips.

The Scrub-Free Way To A Mildew-Free Home

New products are making it
easier to get rid of mildew—and
keep it from coming back.

http://www.zinsser.com



