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What to Include on 
Every Page of Your 

Web Site  
 
Although every Web page should 
contain unique and useful 
information, all Web pages must 
contain the following three elements:  
 
Title: At the top of every page, place 
a descriptive title that identifies the 
specific contents of the page and the 
Web site itself. A descriptive title is 
important because some users may 
not enter your site through your home 
page. Instead, they may go directly to 
one of the content pages in your site.  
 
In addition, many users bookmark 
pages for quick access at a later 
date, and a good title, such as, 
"Sarah Bellum's Definitive Guide to 
Lemurs," helps users remember why 
they bookmarked your page in the 
first place.  
 
Navigation links: All the pages of 
your Web site should have a 
consistent set of navigation links. At a 
minimum, provide a link to your home 
page on every page in your site.  
 
In addition, you may want to include 
links to the next and previous pages if 
your pages have a logical sequential 
organization. For an example, check 
out the navigational links at 
Dummies.com.  
 
Author and copyright information: 
Every page should also include 
author credits and a copyright notice. 
Because users can enter your site by 
going directly to any page, placing the 
authorship and copyright notices on 
only the home page isn't sufficient.  

 
Your one-stop guide to building great Web sites is Creating 

Web Pages All-in-One Desk Reference For Dummies.  
 
 

 

 
HHHaaappppppyyy   VVVaaallleeennntttiiinnneeesss   DDDaaayyy!!!   

 
E-mail law toughens 

Ohio's spam 
penalties 

 

COLUMBUS - People who abuse e-
mail systems face new civil and 
criminal penalties, with the worst 
offenders facing possible felonies 
plus seizure and forfeiture of their 
equipment under a law signed by 
Gov. Bob Taft. 
 
The law, signed Tuesday, prohibits a 
person from knowingly using a 
computer to send five or more 
commercial e-mails, usually 
advertising, to any recipient by hiding 
or altering the origin of the e-mail. 
The violation would be a felony if the 
volume exceeds 250 in one day, 
2,500 during one month or 25,000 
over one year. Violators could receive 
six to 18 months in prison. 
 
America Online Inc., which supported 
the measure, said: "Ohio is taking 
exactly the right approach by 
targeting the devious, duplicitous and 
deceptive practices used by kingpin 
spammers to get junk e-mail into the 
e-mail inboxes of online consumers." 

 
The Enquirer - Business Digest – 02/03/2005 
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Tracking Time Spent 
on Outlook Tasks 

 
In Outlook 2000, you can keep track 
of the number of hours you have 
committed to a project, especially one 
you couldn't complete in one sitting. 
Follow these steps to update your 
hours:  
 
If you're not already in the Tasks 
module, go to it by clicking the Tasks 
icon on the Outlook bar.  
 
• Choose View, Current View, Simple 

List.  
• To open the Task form, double-click 

the name of the task you want to 
change.  

• Click the Status tab.  
• Update in the Actual Work field the 

number of hours you have worked 
on a task.  

• Click the Save and Close button (or 
press Alt+S).  

 
For more information like this, get a copy of Microsoft Outlook 

2000 For Windows For Dummies Quick Reference, by Bill 
Dyszel. 

 
 
 

ISOC Customers 
say it best: 

 

“Again … let me say that this site is 
incredible!  I’m so excited about it and 
how great it works!  It turned out 
better than I imagined!  Thanks for 
everyone’s hard work!” 
 

Shannon 
 
“I want to reiterate what Shannon 
said about the site being awesome.  It 
definitely meets our needs and I want 
to especially thank the development 
team for their patients and 
accommodating us on all of the 
changes we made.” 
 

John 
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Rotating Your Charts 
 
Sure, they're neat to 
look at, but as you 
work with 3-D charts 
in Excel, some data 
may be completely 
or partially obscured. How can you 
convince the bigwigs that you aren't 
inept? Luckily for you, you can rotate 
the chart so that it shows the data 
better. To do so, follow these steps:  
 
• Activate the 3-D chart.  
 
• Choose Chart, 3-D View.  
 
• In the 3-D View dialog box that 

appears, make your rotations and 
perspective changes by clicking the 
appropriate controls.  

 
To rotate the chart, for example, 
click one of the Rotate buttons; to 
tilt the chart, click a Tilt button.  

• Click OK (or click Apply to see the 
changes without closing the dialog 
box).  

 
For more information using charts, check out Office XP 9-in-1 

Desk Reference For Dummies, by Greg Harvey et al. 
 
 
 
 

Wisdom to Live by. 
 

I am still determined to 
be cheerful and happy, 
in whatever situation I 
may be; for I have also 
learned from experience 
that the greater part of our happiness 
or misery depends upon our 
dispositions, and not upon our 
circumstances.  

 
Martha Washington (1732 - 1802) 

 
 

A positive attitude may not solve all 
your problems, but it will annoy 
enough people to make it worth the 
effort.  

Herm Albright (1876 - 1944) 
 

  
A strong positive mental attitude will 
create more miracles than any 
wonder drug.  

 
Patricia Neal 

 
 
 

Ask a Tech 
Submitted by: Jon Murphy – Manager of I.T.- ISOC 

 

Help, My mail keeps asking me for 
a password! 

 
Do you ever unexpectedly get 
prompted for your password in 
Outlook or Outlook Express?  Does it 
keep prompting for the information 
without successfully logging you in?  
Does this happen just after you 
logged into your webmail? … or 
maybe your computer was in the 
middle of checking your mailbox and 
the power went out?  
 
The reason you get prompted for your 
username and password is because 
the mailbox is “already in use”.  
Now you ask, “How can it be in use 
when you’re not using it?”  Well what 
causes this is the last connection that 
you had established stays open for 
15 minutes before disconnecting. 
 
To avoid this, you need to make sure 
you always logoff of webmail when 
you are finished and make sure you 
close out any programs that are 
running before turning off your 
computer.  As for the power outages, 
you will have to invest in a UPS 
(uninterruptible power supply) to give 
your computer enough time to 
properly shut down in case of a 
power failure.  
 
So next time your mail pops up and 
unexpectedly asks you for your 
username and password, wait for 15 
minutes or so and try to log in again. 
 
Have you searched all over the web 
for an answer to a question that you 
just can't find? Well choose ISOC’s 
Ask-a-Tech on ISOC’s Support page, 
and you can send an email to one of 
our Technical Support Staff. They will 
gladly try their best to answer your 
question and provide helpful insight. 
 
 
 

How to Reach us: 
73 Cavalier Boulevard - Suite # 219 

Florence, KY 41042-5182 
KY: (859) 525-8730  Fax: (859) 525-8737 

OH: (513) 528-8730  Toll Free: (888) 292-1719 
http://www.isoc.net  editor@isoc.net 

 

Erasing Formats in 
Your Word 2002 

Document  
 
It's quite possible to junk up your 
Word 2002 document with so many 
formatting commands that undoing 
them all would be a frustrating 
exercise. Rather than delete the text 
and start over, you can use a simple 
and universal undo-formatting 
command -- Word's equivalent of the 
text-formatting eraser. The command 
is Reset Character, and its shortcut 
key is Ctrl+Spacebar.  
 
So, if you encounter an expanse of 
ugly and overly formatted text, select 
it as a block and press 
Ctrl+Spacebar. This key combination 
strips the formatting from the text like 
a powerful and environmentally 
unsafe industrial-sized can of paint 
remover. Bam! It's gone!  

 
For more information like this, get a copy of Word 2002 for 

Windows For Dummies, by Dan Gookin. 
 
 
 
 

Your Word for Today. 
 

hu·bris  (hy br s) 
noun 
 
Overbearing pride 
or presumption; 
arrogance: 
 
Webster's Revised Unabridged Dictionary, © 1996, 1998 

 
 
 
 
 

Read all about it! 

 

If you have an interesting article, or 
something you would like to share in 
future newsletters, please submit it to 
editor@isoc.net. ISOC reserves the 
right to use or not to use your 
submission in part or in its entirety 
without further consideration for such 
usage. 
 

To subscribe or unsubscribe to The 
ISOC INFLUENCE on-line, just visit 
us at: 

http://isoc.net/newsletter.php 


