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CHAPTER 1
INSTALLING AND LAUNCHING QUICKMAIL PRO

QuickMail Pro 2.0 provides an intuitive interface and
feature set that you will find invaluable when
handling your E-mail. This chapter guides you
through the process of installing and launching
QuickMail Pro.

INSTALLING QUICKMAIL PRO

Before installing QuickMail Pro, back up the :System
Folder:CE Software folder and restart your computer
with all virus-detection software disabled.
Additionally, you must logout of prior versions of
QuickMail and quit all other QuickMail-related
applications.

1. Insert the QuickMail Office CD or download the
QuickMail Pro installer from your local computer
network.

2. Double-click the client installer to begin
installation. The QuickMail Pro splash screen
appears.

T
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Figure 1:  The QuickMail Pro splash screen

3. Click Continue in the splash screen. The ReadMe
contents appear in a scrollable window. The
ReadMe information provides installation notes
and tips about the software.

4. Click Continue once you have read or printed the
information in the ReadMe.

5. The License and Warranty agreement appears.
Click Agree to proceed with installation.

6. Select the location on your hard drive where you
wish to install QuickMail Pro and click Install. CE
Software recommends installing it at the main
level of your hard drive.

7. Click Yes to restart your computer at the end of
the installation process. A progress bar displays
the status of the installation.

L .
Installing...

File: QuickMail Pro
Installing: 42 of 78items.

This installer was created with Aladdin's Stufflt InstallerMaker™

Figure 2:  Monitor the installation process
with the progress bar.

8. When the installation process is complete, click
Restart at the prompt.

Installation was successful. In order to take
s advantage of the new software, your

Macintosh needs to be restarted.

Figure 3:  Click the Restart button to restart your
computer.

UPGRADING QUICKMAIL PRO

Upgrading QuickMail Pro requires the same steps as
a new installation. The only difference with an
upgrade is that you are working with existing data
that should be archived before proceeding with the
installation.

When you upgrade QuickMail Pro, all your address
books, address groups, and filed mail are
automatically carried over and updated.

STARTING QUICKMAIL PRO

The QuickMail Pro dialog that appears when you
restart your computer is different depending upon
whether QuickMail Pro 2.0 is a new installation or an
upgrade. This section discusses both scenarios so
you know what to expect when you launch
QuickMail Pro after installation.



NEW INSTALLATIONS 3. Select your account from the list that appears and

When you install QuickMail Pro for the first time, an click the right arrow button. The list is populated
Account Assistant displays after you restart your by QuickMail Pro Server.
computer. The Account Assistant guides you
through the process of setting up your E-mail Account Assistant =]
account. QuickMail
. . . F" ro
1. If you are using QuickMail Pro Server 2.0, select 2\ sorot .
. . . elect your accoun
Auto-configure the account and click the right arrow
button to continue. If you are connecting to a mail . . _
server that does not use QuickMail Pro Server power pak.beta pover pak cesoft.com ]
software, click the Configure the account manually aeip SO TG
. qkbugs gkbugs@cesoft.com
Optlon. qksurvey qksurvey@cesoft.com
qkwdownloader downloader @cesoft com =l
. qkwmailing mai ling@cesoft.com =
ACEOUNtASS TSNy = qkwsurvey qkwsurvey@cesoft.com
- - qmZ0bugs qmZ0bugs @cesoft.com [+]
QuickMail
S By
‘Q i Click the right arrow below to continue, click the left arrow to go back.
Wel t ickMail P
elcome to QI.IID a1 e E IE
This account assistant will help wou set up your mail account. The account can be

autornatical ly configured from a QuickMail Pro server, or you can configure it manual ly.

4. Type your E-mail password at the prompt and
click the right arrow button. Your mail
administrator should provide your password.

@ Auto-configure the account

() Configure the account manually

To set up your account manually, you swill need the fallowing information
from your Internet Service Provider or electronic mail administrator:

» Your E-mail address Account Assistant =]
# Your POP account and passward

* Your SMTP host QUI-CkMaP':!

Click the right arrow below to begin y

QuIT a[i]e] tQ Authenticate

Figure 4:  The QuickMail Pro Account Assistant Authenticate your identity as:

User: Rob Holert
E-mail: rob.folert @cesoft.com
O If you choose to manually configure your
account, you must provide an activation Password:
key for QuickMail Pro when you click the
right arrow button.

Click the right arrow below to continue, click the left arrow to go back

2. Type the name of your E-mail host. The host can T )
be your mail server’s IP address or domain name. (om) [TeTe]
Click the right arrow button when you are done

specifying a host. . . .

5. Read the final Account Assistant window and

click the Finish button.

Account Assistant B
Qu'ckMap!! Account Assistant 8
w Auto-configure account, specify server Qu'-ckMa'-'
o Pro
Specify the host name or |P address to the QuickMail Pro “ Your account is now ready to usel

Server, then click the right arrow to continue

QuickMail Pro now has all infor mation needed to create
your account. There are many more options and features
that you can configure, such as:

Host: || cesoft.com

» Signatures and Personal vCards
® Local and remote address books
# Directory servers

# Shared mail boxes

= Additional accounts

Click the right arrow below to continue, click the left arrow to go back. Thank you for cheosing QuickMail Pro. Click Finish.

O <]
Quir EBE




The QuickMail Pro Message Browser window
(shown on page 6) appears when you are finished
with the Account Assistant.

The Second Login
The next time you want to login to QuickMail after
setting up your account, follow these instructions.

1. Select Open QuickMail Pro from the QuickMail Pro
Menu in the upper right corner of your screen.
(See Figure 5 to view the QuickMail Pro menu.)

OPEN QUICKMAL PrO

CIOSE QUICKMAIL PrO CLIENT
ACKNOWIEDGE NOTIFICATION

CHECK MaIL Now
SEND MA@ Now

QUICKSEND
SEND SELECTION...
SEND RECENT DOCUMENT...

REFORMAT TEXT
QUOTE TEXT

OPEN MANTICKER
ABOUT QUICKMAIL PRO MENU...

Figure 5:  The QuickMail Pro menu

2. Type your password at the prompt and click the
Login button. Before QuickMail Pro displays the
Message Browser, you see a prompt for activation
key information

(e

Passvnrd:l LR L] I Set Password... I

wWork

QUICKM AL LoGIN

Rob Holert

rob.holert @ cesoft.com

@ Online - check for new mail automatically
() Offline

[ CHaAwGE UsEr | [ ovrr | | Locm ||

Figure 6:  The QuickMail Pro Login screen

3. Click Activate using QuickMail Pro 2.0 Server if your
mail administrator uses QuickMail Pro Server
version 2.0 as the mail server. If you are not using
QuickMail Pro Server, click Activation Key and type

the activation key listed on the registration card
provided by CE Software.

THIS COPY OF QUICKMAIL PRO 2.0 HAS NOT BEEN ACTIVATED.

@ ACTIVATE USING QUICKMAIL PrO 2.0 SERVER

Use this option to automatically fetch the
activation key from the server.

(0 ACTIVATION KEY: I<FROM REGISTEATION CARD> |

Use this option if you are entering the activation key exactly
as it is written on your registration card.

MAKE 30 DAY DEMO CANCEL

Figure 7: The QuickMail Pro activation dialog

4. Click OK when you have provided the necessary
activation information. The QuickMail Pro
Message Browser appears.

All future logins display the Message Browser
immediately after you complete the QuickMail Pro
login screen.

UPGRADES

When you upgrade to QuickMail Pro 2.0, a login
dialog appears after you restart your computer.

(e

Passvnrd:l LR L] I Set Password... I

wWork

QUICKM AL LoGIN

Rob Holert

rob.holert @ cesoft.com

@ Online - check for new mail automatically
() Offline

[ CHaAwGE UsEr |

((oumr ] |[ Losrv |

Figure 8:  The QuickMail Pro Login screen

1. Type in your E-mail password and click Login to
display the activation key dialog shown in
Figure 7.

2. Click Activate using QuickMail Pro 2.0 Server  if your
mail administrator uses QuickMail Pro Server
version 2.0 as the mail server. If you have a
registration card from CE Software, click Activation
Key and type the activation key listed on the card

3. Click OK when you have provided the necessary
activation information. The QuickMail Pro
Message Browser appears.

O  Your E-mail password should remain the
same when you upgrade to QuickMail Pro
2.0, unless your mail administrator
requests that you use a different password.



All future logins display the Message Browser
immediately after you complete the QuickMail Pro
login screen.

QUICKMAIL PRO DEMOS

If you select the Make 30 Day Demo button shown in
Figure 7, you can use QuickMail Pro for 30 days with
no cost or obligation. If you choose to purchase
QuickMail Pro during the 30 day demo period:

1. Make QuickMail Pro the active application on
your desktop and select Register QuickMail Pro from
the Apple menu. The same dialog shown in
Figure 7 appears.

2. Type the activation key you purchased and click
OK. QuickMail Pro immediately recognizes that
the installation has been switched from a demo to
a full version of QuickMail Pro.



CHAPTER 2

GETTING STARTED WITH QUICKMAIL PRO 2.0
INTERFACE CHANGES

This chapter introduces you to the QuickMail Pro
interface and the features in the software you will be
using most frequently. The chapter contains
information that is relevant to new users as well as
users who have recently upgraded from a prior
version of QuickMail Pro.

The most noticeable change in QuickMail Pro is its
interface. There are three primary windows you can
view with version 2.0 of QuickMail Pro: the Message
Browser window, the Contacts Manager window,

and Message windows.

THE MESSAGE BROWSER WINDOW

Click the banner to visit CE

Messages are sorted by the
highlighted column heading.

Return Receipts folder

Connection status

Your main POP account ; .
Software’s Web site.
0= QuickMail Pro 2.0 ‘EE
Button bar _l_ B ‘ Q. QuickMail|
(=5 Pro
. . Mew Read File Delete Seatch Contacts | Check
Filter 0pt|0n< Show | all E messages containing: I |
w[o] I D -
= & Joe Smith
. - % INBOX 475
Read mail E Tangiers conference Lee Purcell 5/2/99, 5:35 PM
Q Underbridge garden Alice Waterman Today, 2:40 PM
Unread mail Change of plans Alice Waterman Today, 2:41 PM
=]
Q Fwd: Humor from the Outba... EBEreeze Randolph Today, 2:43 PM =
Q Frozen harbor Breeze Randolph Today, 2:45 PM
Outgoing mail b o Outhox
folder b ) sent Mail .
3 @ Receipts
Filed mail _l g g E;?:nal Folders E
Folders - [ty Filed Mail A =
Message peek [ m’ .Trash ................... : 141 -
bUnOn 7&' Online - Mext scheduled connection at 3 :03 PM =7

THE MESSAGE WINDOW THAT APPEARS WHEN YOU READ MAIL

Read next message/Read
previous message buttons.

Message count button. In

[0 =————Bill for Services (Inbox)

(ﬂ

>
/17 M
| File  Delete | Print

=——————HH

Save Contacts 'Forward Reply

this example, the message is
listed firstout of 17 currently
stored in the Inbox.

To: Brock Beru

[* From: Aric Broka

19.0 K in mail

View the size of attach-

[B] = [ gocument ([ Bill )

Double-click the attachmentj

Bill for Services

to save it to the Retrieved
Attachments folder on your
hard drive. The selected

| have enclosed a bill for the contracting services you requested on 5/10/99. Please submit any
questions using the forms at htp/ Awewew fi ialformns.com

ments before you save
them to your hard drive.

Double-click a URL to

Thank you for your help.

attachment is automatically
launched in the correspond-
ing application.

Aric Broka - Technical Writer
CE Software, Inc.
Yisit us at http/ Fwoww cesoft.com

visit the listed Web site.

Signature line

DN

Date Sent: Tuesday, June 8, 1999, 2:28 PM

G




WORKING IN QUICKMAIL PRO

This section highlights how to set up and use some
of the features that are new in QuickMail Pro 2.0. For
additional information on the QuickMail Pro feature
set, use the printed QuickMail Pro User Guide that
accompanied your software. If you downloaded the
QuickMail Pro installer, use the PDF version of the
User Guide.

READING MESSAGES

When you read your mail, you can use a variety of
methods to navigate through your messages.

® Use the scrolling arrow buttons in the upper left
corner of the Message window to go to the next
message or the previous message.

® Use the message count button in the Message
window to view different messages in your
Inbox. The message count button displays each
message listed in your Inbox in sequential order.

® Click the Message Peek button in the lower left
corner of the Message Browser to view messages
without opening them.

® Use the filtering feature to view only the
messages that meet certain criteria. For example,
show only unread messages.

FORWARDING MESSAGES

When you forward messages, you have three
options: you can Forward With Changes, Forward As Is,
or Redirect.

Forward With Changes—Forwards the message
with additional text you add to the message. Original
text is denoted by quote marks.

Forward As Is—Forwards the message exactly as it
appears to you, with your address listed in the
“From” field.

Redirect—Forwards the message exactly as it
appears, with the original sender listed in the
“From” field.

THE MESSAGE WINDOW THAT DISPLAYS WHEN YOU COMPOSE MAIL

Click the “Show

Add Dialog “b O0=———————— Meeting at 3pm B =]

ress Dialog “button Button bar

to select addresses @. O

from an Address Book. File  Delete Frint  Save Contacts | Spell  Send Set message priomy
- Sender B, Aevnk Arede Srokesvasartooms B in the pop-Up menu.

Click here to type the
address of the message

% <Click here to add a new recipients

Size the address area of

recipient. Press thg re- -[> No Attachments a message by clicking
turn key when you finish [Ererm (1A A senes <[ 10 =] [B[z[u] and dragging this line.
typing the address. -

Meeting at 3pm Subject
Click the “Add or Save There is a departmental meeting at (3:00 PM today in the large conference room. Please bring a line
Attachment "bUHOH to list of wour current projects to the{meeting.
enclose a file in your i Message

Arick Broka bOd
message. You can also CE Software, Inc. y
drag and dl’Op files over Yisit us at http:/ Awww cesoft.com
the address area of the Choose which of your sig-
message window to en- = natures you want to use.
close them. Create signatures in the

Z Preferences dialog.




Button bar

THE CONTACTS MANAGER WINDOW

Address Book: CEUSERS =——HIH

Filter options. In this
example, only the
addresses that begin

with “q” are displayed.

Choose what information
to display

CREATING MESSAGES AND FOLDERS
When you want to create a new message, folder,
contact, or group in QuickMail Pro, select the
appropriate option in the File menu’s New submenu.
The centralized location of these options makes it
easier to locate various menu items.

Addressing Messages
There are a variety of ways to address your
QuickMail Pro messages:

S

stow(anyitem 2] beginming with [q |

<lalble]d]lelflalh]ililk]!I]mlnfo]lplalr]s]t]u]vw]w]=]w]z]>
< qeip qeipecesoft.com
< gkbugs qkbugs@cesoft.com
cﬁ, qksurvey gksurvey @cesoft.com
cﬁ, qkwidownloader qkwdownloader @cesoft.com
cﬁ, qkwmailing gk mailing @ cesoft.com
< gkwsurvey qkuwsuryey @cesoft.com
< qmz0bugs qmZ0bugs @ cesoft.com

cﬁ, qIpProsry.regq req@&cesoft.com

a2 [ & [&B [ e [==[Sort By_w] 8 Items Z

Using vCards

Sort information by
first name, last name,
or organization.

Keep track of how
many contacts are in
your Contacts
Manager.

QuickMail Pro 2.0 can create data management items
called vCards. A vCard is a collection of contact
information that is recognized by any contact
manager that supports vCards. When you have a
contact that you want to send to another person:

1. Open the Contacts Manager.

appears.

2. Control-click the contact you want to send and
select Save as vCard in the contextual menu that

¢ Click the Show Address Dialog button to display

the Address Book dialog. Drag and drop an
address from an address book to the To, CC, or
BCC fields.

Click in the field that states <click here to add a new
recipient> and type the name or address of the
message recipient. If you type the first few
characters of the address and press the Return
key, a dialog that lists possible address matches
appears. Select an address and press the Return
key again.

Drag and drop a contact from the Contacts
Manager to the address area of the Message
window.

Help

Address TO
Address CC
Address BCC

Open Selection
Move To Address Book...
Delete Contact

Save As vCard...

Address Books...
Directory Servers...

3. Choose where to save the vCard and click Save at
the prompt. The vCard uses “vcf” as the filename
suffix.

4. Drag the “vcf” file to the attachment area of a
Message window to enclose it in your message.
When the recipients of the message open it, they
can save the contact to their personal contact
manager.



Organizing Folders

Prior versions of QuickMail Pro kept you in the Mail
Browser as you looked through your mail. However,
in version 2.0 of QuickMail Pro, you can double-click
any folder in the Message Browser and a secondary
window opens (if the Behavior preference is set for
this functionality). This new feature enables you to
customize the way you work in the Message
Browser. For example, you can use QuickMail Pro
the way you did in previous versions or you can
keep the Inbox open in a separate window. The
flexibility of QuickMail Pro 2.0 gives you the power
to choose how you want to view and organize your
E-mail messages.

Additionally, QuickMail Pro folders can be nested
within another folder. Drag and drop one folder over
another one to create a hierarchical organization, just
as you would do with folders in the Finder.

Using the Drafts Folder

The Drafts folder is available to hold messages that
you haven’t yet completed. For example if you are in
the middle of typing a report and are called to a
meeting, you can click the close box in the Message
window and click Save at the prompt to store the
unfinished message in the Drafts folder.

SETTING DEFAULT FONTS

There are now QuickMail Pro Preference settings
that enable you to choose which fonts and styles are
used in message you display and messages you
compose. This feature offers yet another way to
customize QuickMail Pro.

Preferences ——— H

Panels Display

= QuickMail Pro Seneral
System
Display (A Show hot help, using delay
S“‘EV“’" [ Hide button titles [ Hide button edges [ Hide button separatars
orms
Send/Receive List ¥iews
Accounts S
Message Peek
Signatures
Fereane] Wi Font: [HelveticaRounde. | 2] Size:
® Hessage Measage Yiew [tems
Reading
oAy Show read using: [ Plain BN 3]
Return Receipts Show unread using: [ Bold BT 2]
Printing = =
< Advanced Shaw deleted using: | Strikethrough s . Black *
Mailer Encodings | =] Show server using: [ Plain BRI 3]
Mailer Manoing: hud
Save Panel Revert Panel Save

Figure 9:  Set QuickMail Pro font preferences for the Mail
Browser in the Display panel. Set font
preferences for messages you send out in the
Composing panel.

CONFIGURING SHARED MAILBOXES

Shared mailboxes are the equivalent of “public”
mailboxes that several people can access. A shared
mailbox can be set up for two people or an entire
company, depending on your needs.

If your mail administrator has given you access to a
shared mailbox, you must configure QuickMail Pro
to check it.

1. Select Shared Mailboxes from the Configure menu.
The Shared Mailboxes window appears.

Shared Mailboxes

Hame Subscription
2.0 Public Subscribed

Public - Industry Information Hot subacribed

Publie - Humor Subscribed

=

-

E
"

cancel

0K

]

2. Click the Update List button. If your mail
administrator has given you access to any shared
mailboxes, they appear in the list of shared
mailboxes.

3. Select the shared mailbox to which you want to
subscribe and click the Subscribe button.

4. Click OK when you are finished subscribing to
mailboxes. When you open the Message Browser
again, the shared mailbox appears in your main
account folder.

When QuickMail Pro checks for new Inbox mail, it
will also check for mail sent to your shared
mailboxes.

UPDATING ADDRESS BOOKS

QuickMail Pro 2.0 is capable of updating your
address books whenever you click the Update Remote
Address Book button in the Contacts Manager. This
feature alleviates the time and energy it takes for the
mail administrator to send out address books as
enclosures.

A “remote” address book is an address book that is
stored on the mail server and that is updated by the
mail system’s directory services software.

To set up a remote address book:
1. Select Address Books from the Configure menu.

2. Click the Add Remote button in the Address Books
window.



3. Select the Find remote address books on directory server
option and click OK. The Add Remote Address
Book window appears.

Add Remote Address Book

@ Find remote address books on directory server

() Add manually

J|

[ Cancel ] H

(=]
=

Figure 10:When you add a remote address book, you must
choose whether or not to have QuickMail Pro
automatically locate it.

4. Select your directory server from the Directory
Server pop-up menu and click Find. The status bar
displays the progress of your search. If QuickMail
Pro locates remote address books that you have
not yet subscribed to, they appear in the Found
address books section of the dialog.

Find Remote Master Address Books

¢] Cancel I

T3 [Searching... "{&{objectClass=ozaddressBook) {cn="]3"

Directory Server: [ CE Software

Found address books

o]

Added address books

Remove

o]

Figure 11:Locate the remote address books you want
to use in the Find Remote Master Address
Books window.

5. Select the remote address books you want to use
and click Add. The selected address books appear
in the Added address books section of the dialog.

6. Click OK when you are finished adding remote
address books. The Address Books dialog appears
with the remote address books listed.

7. Click OK in the Address Books dialog.

Now when you select a remote address book in the
Contacts Manager and click the Update Remote Address
Book button, you will have the most current list of
user addresses from which to choose.

Address Book: CEUSERS =——[H1H

O=———
@l@ @ 7 @ To.f || te.7 || ee]

< ab | ed | ef | gh ij kIl Jron [ op | gr | st | uv | wix ] vz B
< owner-gmpsl qmps| @cesoft.com
< postmaster
< powerpak beta
AE‘ Public - Humar
AE‘ Public - Industry Information

postmaster @cesoft.com
beta@cesoft.com
humor & cesaft.com
pub@cesoft.com

< qeip qei pecesoft.com
cﬁ, qkbugs qkbugs@cesoft.com
cﬁ, qksurvey gksurvey @cesoft.com ;

cﬁ, qkwidownloader dove nloader @cesoft.com

cﬁ, qkwmailing mailing @cesoft.com
cﬁ, gkwsurvey survey @ cesoft.com
< qmz0bugs qmZ0bugs@cesoft.com

ST

A ran
ca[= | & @ [th[ @ [== [Sort By ] 96 Items

Figure 12:Click the Update Remote Address Book button to
update your address book.

ADOPTING AN EXISTING ACCOUNT

If you want to check another E-mail account at the
same time you check your work account, you must
set up another account in QuickMail Pro.

To set up a second account:

1. Select Preferences from the Configure menu.

2. Open the Accounts panel.

3. Click the Adopt an Existing QuickMail Account button.
4

. Choose an account to adopt and click the Adopt
button.

5. Manually import and address books or groups
you want to carry over from the existing account.

10



Setting Up New Accounts
If you get a new account for home use and you want
to check it from work, follow these instructions.

1. Select Preferences from the Gonfigure menu.

2. Select the Accounts panel from the USer category in
the Preferences window.

3. Click the Add button.

4. Provide your account information in the Add
Account dialog. The information in the Account
Name field is arbitrary, but all the other
information (such as POP Host and SMTP Host)
must exactly match the specifications provided by
the mail administrator of your second account.

Add Account

accourt v [Fome ]

[ Inelue this sceaunt with Send 5. Receive All
Peraonzs

Persona: [ Main Persona )

First Narme: [Aric ] Lest Name: [Broka ]

-l [Rbrorsnetin et ]

Signature: (1 Signature K} vEard: [ Mo vCard 2]

Add Persona Remove Persona Feich Server Aliases

Incoming Mail

FOP #ocount: [ABroka ] POP Host: [nctin.net ]

Password B4 Use Secure Password (APOP)
A Check mail every mintes [ Leave Mail On Server

Outgeing Mail

SHTP st [t rersy metn et ]

Figure 13:Setting up a second account

5. Click OK in the Add Account dialog when you are
finished. Your new account appears in the
Accounts panel of the Preferences window.

6. Click Save to preserve your preferences. The next
time you check for mail, QuickMail will check
your main account and your secondary account in
the same session.
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CHAPTER 3
QUICKMAIL PRO ICONS

The table below shows the meaning of each icon in QuickMail Pro that does not offer a Hot Help
explanation.

QuickMail Pro Icons

Read message Message in Outbox

s

Unread message Flagged message

[

Read message with attachment Bulk message priority

Unread message stored on server Urgent message priority

Read message stored on server Shared mailbox

W

BD 0| 8|50 @
§

Return receipt Public contact in Contacts Manager
[z=]
Sag
Failure to send QuickMail encoding
Partial message that exceeded size Compatible encoding
|1 limit set in preferences i}
Partial message marked for Mac encoding

% q retrieval

MailManager processing UNIX encoding

)

Message in Sent Items folder

Sent mail with attachment Windows encoding

B | B
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