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WELCOME TO QUICKMAIL PRO

Welcome to the world of electronic mail. The people at CE Software are confident that you will find
QuickMail Pro an indispensable communication tool. With its intuitive interface, speedy operation, and
robust feature set, QuickMail Pro is an ideal choice for both business and personal use.

QuickMail Pro is based on the open standards of the Internet. You can retrieve your E-mail from any
location worldwide as long as you have a computer running QuickMail Pro and an account on a server
that supports Post Office Protocol (POP3).

PRODUCT FEATURES

The Version 2 release of QuickMail Pro includes the following features and enhancements, adding sig-
nificant improvements to an already capable and thoroughly practical product.

m User configurations entered on a QuickMail Pro Server can be automatically transferred to
each client, greatly simplifying the mail system setup.

m  Shared mailboxes allow workgroup members or individuals on a project team to access a single
inbox (sometimes referred to as a public folder).

m Improved search capabilities, mail filtering, and folder organization make it easy to sort your
mail, track down previous message information, and store important messages.

= Mail users can adopt multiple identities, called personas; different personas can help organize
communication tasks conveniently and let you present yourself to the world in a specific way.

m Extended directory service support simplifies retrieving E-mail addresses from external
directory servers. Close integration with the QuickMail Pro Directory System ensures that
contact data can be rapidly distributed and updated for all QuickMail E-mail clients.

m  Selective filtering of address book data lets you quickly locate key information and hide
irrelevant details.

m The streamlined mail management tools and intuitive interface let you handle all your
incoming messages efficiently. You can watch QuickMail Pro access all your E-mail accounts
from a single Message Browser window.

m  QuickMail message forms let you personalize communication. You can choose from more than
a dozen installed forms or create your own.

m The Message Peek feature lets you preview and display the contents of each message, helping
you locate information and decide which messages to answer.

m Flexible enclosure handling helps eliminate problems when sending files to other E-mail users.
You can send attachments that match each recipient’'s computing environment — M@cintosh
Windows® and UNIX®. After specifying the criteria for a user in the address book, the correct
file transfer format is selected automatically for each message.



ABOUT THIS MANUAL

This documentation assumes you are familiar with Macintosh hardware and the Mac OS. If you need
assistance with standard Macintosh procedures, consult the documentation that came with your Macin-
tosh user handbook.

CONVENTIONS

Different fonts and styles are used in this manual to make instructions more clear:
m Helvetica Condensed font to indicate menu options, buttons and active dialog text. For
example: Go to thEile menu.

= Gill Sans Bold font to indicate typed text and Uniform Resource Locators (URLSs) for World
Wide Web pages. Exampliettp://www.cesoft.com.

= Times ltalic font for emphasis. Example: Dot restart your machine.

m Colons to indicate folder and file hierarchy. Folder pathnames end with a colon. For example,
the application is stored in the <hard drive>:System Folder:CE Software:QuickMail Internet:
folder. File pathnames do not end with a colon. For example, launch the <hard
drive>:QuickMail Pro:Tutorial to learn more about QuickMail Pro Server.

= Variable text or values are enclosed in angle brackets. For example,
<yourcompany@domain.com>.

ICONS

Icons are used to draw attention to significant points in the documentation. The icons used include:
O Indicates a Note

O Indicates an Important point

A Indicates a Warning

X Preface



CONTACTING CE SOFTWARE

If you have questions about the QuickMail Pro that are not addressed in this manual, this section pro-
vides contact information for reaching CE Software

TECHNICAL SUPPORT

CE Software offers online, fax, and telephone support. Visit the Technical Support Web page at
http://help.cesoft.com for information about the various support options.

CONTACT INFORMATION

The Technical Support Department is available Monday through Friday from 8:00 A.M. to 5:00 P.M.
Central Time. CE Software Technical Support can be reached by:

m  Phone: 515-221-1801 or 800-579-9730
s Fax: 515-221-1806
m  Web pagehttp://help.cesoft.com/

m  E-mail: ceonline@cesoft.com

BEFORE YOU CALL
Check the CE Software Web site for updates and product informatttpat/help.cesoft.com/.

WHEN YOU CALL
To help our Technical Support team assist you as quickly as possible, please have the following infor-
mation available when you speak with, or write to, a Technical Advisor:

= Product name and version (for example, QuickMail Pro Server, version 2.0)

s Computer type and model (for example, Macintosh G3)

m  Operating system and version (for example, Mac OS 8.5)

PRODUCT FEEDBACK

What do you think of QuickMail Pro? We want to know and we encourage you to submit your ideas to
feedback@cesoft.com so we can consider them for the next version of QuickMail Pro.

Welcome to QuickMail Pro Xi



USER MANUAL FEEDBACK

We also welcome feedback about the documentation that accompanies QuickMail Pro. Please E-mail us
atmanuals@cesoft.com with your comments and suggestions.

The most current version of this manual is available onlihetp://www.cesoft.com/ and can be
viewed with Adob@ Acrobat Reader 3.0 or greater. Visttp://www.adobe.com/ to download a free

copy of Acrobat Reader.

SALES AND CUSTOMER SERVICE

CE Software’s Sales and Customer Service staff can answer your questions about product availability,
upgrades, product prices, damaged discs, customer registration, and general policies.

CONTACT INFORMATION

The CE Software Customer Service department is open Monday through Friday frolng: 68
5:00P.M. U.S. Central Time. If you have a question about your CE Software product, please have your
serial number ready when you call. For customers outside the U.S., please call your local distributor.
m  Phone: Domestic orders: 800-523-7638
= International orders: 515-221-1801
m Fax: International and Domestic orders: 515-221-2258

m  Online: http://Iwww.cesoft.com/service/cshome.html

OWNERSHIP TRANSFER

If you transfer ownership of a CE Software product, please E-mailsatea@cesoft.com or send a
letter with the product name, serial number, your name and the new owner’s name and address to:

CE Software, Inc.

Attn: Ownership Transfer

P.O. Box 65580

West Des Moines, 1A 50265 U.S.A.

CHANGE OF ADDRESS

If you change your address, please send a letter indicating your old and new address to:

CE Software, Inc.

Attn: Change of Address

P.O. Box 65580

West Des Moines, 1A 50265 U.S.A.

Xii Preface



CHAPTER 1: INTRODUCTION TO QUICKMAIL PRO

QuickMail Pro sets new standards for personal and business communication with an E-mail application
designed to fit your work habits. From its innovative Contacts Manager to its intuitive Message
Browser, QuickMail Pro can help you organize your E-mail communication, even if you handle dozens
of messages a day. QuickMail Pro’s close integration with LDAP directory services, including the
QuickMail Pro Directory System, lets you keep your address book up to date and helps you locate con-
tacts across the Internet.

This chapter offers an introduction to QuickMail Pro, describing the most important features and sum-
marizing the different ways this application can be custom tailored to your personal requirements. If
you have not yet installed the software, complete the installation while referringGettirey Started

guide, included in the product package. If your E-mail account will be hosted on a computer running
QuickMail Pro Server software, talk to your administrator, who will assign you a password for your ini-
tial access to the program. Once logged in, you can change your login password and change the pass-
words to other E-mail accounts you may have, if your ISP or mail system server account supports
remote password changes. For more information about the underlying QuickMail Pro architecture, refer
to “How QuickMail Pro Works” on page 133.

TYPES OF INTERNET CONNECTIONS

O Note You do not need an Internet connection if your mail system will be hosted on an intranet by
QuickMail Pro Server.

QuickMail Pro users who are on a network that includes QuickMail Pro Server can let the server do
most of the configuration work. If the server administrator has already set up user accounts and assigned
passwords, you can automatically configure your mail client by selecting the automatic configuration
option.

You can also install and configure the application manually to suit your preferences. QuickMail Pro can
be used to access mail from a mail system serviced by QuickMail Pro Server or as a standalone client
designed to retrieve mail from any POP3 server in the world on which you have an account.

The information required to set up QuickMail Pro depends on the type of Internet connection that you
plan to use. Two types of Internet connections are commonly available:

= Transient connections (sometimes called dial-up connections). With this type of connection,
you reach the Internet by dialing a number using your computer's modem. The connection is
calledtransientbecause it is only available when you make an external phone call.

= Direct connections. With this type of connection, your computer has continuous Internet access
through your organization’s local area network or through a dedicated line.



TRANSIENT CONNECTIONS
If you have a transient connection to the Internet, you will need some information from your ISP,

including:
s  The SMTP host address.
= A POP account name.
m A POP account password.
= A POP server address.
m A phone number to the POP server.

= A Domain Name Server (DNS) address.

Simple Mail Transfer Protocol (SMTP)

PPP -

Connection

- PPP

Connection

Sender's SMTP Internet Recipient's POP

Recipient
server at ISP server at ISP

Sender

—\g Modem Connection Modem Connection

Figure 1: Exchanging E-mail through an ISP

2 Chapter 1



DIRECT CONNECTIONS
If you have a network connection to the Internet, you need:

=  The SMTP host address.
= A POP account hame.
= A POP account password.

= A POP server address.

Simple Mail Transfer Protocol (SMTP)

TCP/IP

Teeap - Connection
ConnchSender’s SMTP server Internet Recipient’s POP SBTVE\

Sender Recipient
Figure 2: Exchanging E-mail through a direct network connection

O Note For both transient and direct connections, you need TCP/IP networking software installed on
the computer used for E-mail.

LOGGING IN TO QUICKMAIL PRO

QuickMail Pro is designed to support multiple E-mail users, each working on a single computer. Even
though one copy of the application may provide E-mail access to several persons, each person’s per-
sonal data and E-mail is hidden and protected from other users by a password. Each time you log in to
QuickMail Pro, the application asks for your password. The initial login password opens your user
account and lets you retrieve new E-mail or browse earlier messages. This password may also unlock
message retrieval from more than one E-mail account, each with its own password. QuickMail Pro can
automatically supply the necessary password to retrieve mail from each account, or you can set it to
require that the password for each E-mail account be typed in manually when you check mail. In other
words, once you log in to QuickMail Pro, you can have the application supply the passwords for each of
your E-mail accounts. This lets you quickly access all of your mail, without typing in passwords over

Introduction to QuickMail Pro 3



and over. To keep your E-mail accounts secure, always keep your primary login password private. We
also recommend that you change your password on a regular basis, perhaps once a month. For more
details about setting individual E-mail account passwords, refer to “Accounts” on page 87.

Typically, when you receive a password and account name from the administrator of QuickMail Pro
Server, the password may be a cryptic combination of letters and numbers, automatically generated by
the server. For example, the password shown in Figw&735roq might initially apply as both the pri-

mary login password and the QuickMail Pro E-mail account password. You can change the login pass-
word to something easier to remember (in the example, thedaoitklior). QuickMail Pro can be

configured to automatically supply the passwords for one or more actual E-mail accounts, so that once
you log in, you can access all of your E-mail accounts without typing in additional passwords. You can
also configure the program to bypass the login screen completely, so you never have to enter any pass-
words.

Initial password is the same for your )
primary login and your E-mail account passwords are

QuickMail E-mail account separate from the login password

QuickMail Login

Joe Smith
Joe.smith@qracklegeods.com

Work
(3 Online - eheck for new mail autematically
@ Offline

Change User Quit Login

Login Password: ug7t5roq QuickMail E-mail account: u87t5roq

You can change your login password
and still access E-mail accounts with
different passwords

QuickMail Login

Joe Smith
joe.smith @grackleqoods som .

e I QuickMail E-mail account: u87t5roq

ork
{2 Online - check for new mail automatically
@ offline

X

—

Change User Quit Login

Login Password: dandelion / \

Once you enter your login
password, QuickMail Pro Other E-mail account: darktower
can supply passwords for

each E-mail account

Figure 3: Login password compared to E-mail account passwords
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ACCESSING QUICKMAIL PRO

QuickMail Pro preserves your account information in a “QuickMail Users” list. The application remem-

bers the last user who logged in; if you are a different user, u§eattge User button to select your
name from a list.

1 Select QuickMail Pro in thapple (#) menu. The QuickMail Login dialog appears.

QuickMail Login

Joe Smith
Joesmithegracklegoads. com

Passwnrd:l I Set Password... I

—'Work

Conling - check for nesw mail automatically
@ 0fline

[ChangeUser] [ Quit ] [ Login ]I

Figure 4: QuickMail Login

2 If your name is not displayed in the login screen, us€litrge User button to access the list of
QuickMail users who have logged into their accounts from your computer.

QuickMail Users

Marme Account

Breeze Randolph breeze.randol ph@gracklegoods....
Joe Srith joe smithegracklegoods com
Leaperz Zell leaperz.zel| @GRACKLEGOODSC...
Lee Purce leep@qrackleqoods com

]

[ Add New ] [ Remove ] [Cancel] [Chnnse“

Figure 5: QuickMail Users list

3 Select your name from the list, or, if this is the first time you have used the application, click the

Add New button to activate your account. Follow the onscreen instructions to select a server and use
auto-activation to set up your account.
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4 From the login dialog, type your assigned password. The administrator usually supplies passwords
for each user.

5 LeaveOnline selected if you have a permanent network connection, or 8élimetif you connect to
the Internet through a dial-up connection.

6 Click Login to complete the login operation.

Refer to “QuickMail Pro Options” on page 80 for information on bypassing the login screen.

CHANGING YOUR LOGIN PASSWORD

Your login password is initially the same as the main user account. To personalize the operation of the
program, you can change this password to one that is easy for you to remember. Keep in mind that this
login password controls access to QuickMail Pro, but does not affect any other passwords that are
required to access individual E-mail accounts. To change a password on the server that is hosting one of
your E-mail accounts, refer to “Changing a Server Password” on page 7.

To change your login password:

1 Launch QuickMail Pro. The login dialog appears.
2 Select theSet Password button on the login dialog. THhange Login Password dialog appears.

Change Login Password

Current Password: I I

New Password: I |

Yerify Password: I |

Cancel I

Figure 6: Changing your login password
3 Enter your current password in tBerent Password text box. For new accounts, this password is
generally assigned by the administrator.

4 Enter theNew Password that you want to use to log in to your account and confirm the entry in the
Verify Password text box.

5 Click Change to complete the password modification. QuickMail Pro recognizes this password the
next time you log in to the application.
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SETTING UP MULTIPLE USERS ON ONE COMPUTER

If more than one person uses your computer, you can create additional users using the following steps.

Launch QuickMail Pro.
Select theChange User button in thd ogin dialog.

3 Select thédd New button in theQuickMail Pro Users dialog.

4 Complete the series étcount Assistant screens that appear. These screens are explained3etthe
ting Startedguide. Optionally, you can use the auto-activation feature to let a QuickMail Pro Server
configure your account information.

Whenever you launch QuickMail Pro after creating multiple accounts, the name of the user who was
last logged in from that machine displays inltaee field. If you were not the last user to login, use the
Change User button and then select your name from the user list.

O Do not confuse the process of setting up multiple users on one computer with the process of setting
up one account with multiple personas. While this section discusses setting up multiple users,
page 87 discusses setting up multiple personas.

CHANGING A SERVER PASSWORD

Each account that you set up in QuickMail Pro can access an E-mail account using a different server
password. If you want to change an existing password, QuickMail Graige Server Password dialog
enables you to change your account password from any client machine that runs QuickMail Pro and
accesses a POP3 server. To change your password:

1 SelectChange Server Password from theConfigure menu. TheChange Server Password dialog appears.

Change Server Password

#ccount: [Jne Smith i]

Current Password: I

New Password: I

Yerify Password: |

[ cancel | [ change ||

Figure 7: Change Server Password dialog
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2 Select the account name for which the password applies. If you have more than one account, be
sure that you choose the correct account that is set up for the server on which you want a different
password (you can refer to the Account information, as described in “Accounts” on page 87, to ver-
ify these details).

3 Enter theCurrent Password followed by theNew Password.
Retype theéew Password in theVerify Password text box to ensure that it was correctly entered.

5 Click Change. The status of your changes appears above the buttonsCimangeServer Password
dialog. ClickStop if you wish to abandon a change that is in progress.

6 Close the dialog when the status area oftfaege Password dialog reports a successful password
change. This password will be automatically supplied when you access this E-mail account, if you
have selected that option in your Preferences. Otherwise, you must manually enter the password
when you retrieve messages from the selected E-mail account.

IMPORTANT : The status area of tifidange Password dialog may report that changing your password
was unsuccessful if you typed incorrect information, your ISP or administrator turned off remote
password changing on the server, or if your POP3 server does not support remote password changing.

NAVIGATING IN QUICKMAIL PRO

8

QuickMail Pro offers two primary views of the messages and contact data associated with your E-mail
account.

m  TheMessage Browseagrovides a view of the messages in the various folders that you use for
mail storage. You can sort and display messages in many different ways, and also search for
content in archived messages if they are stored in your local folders.

m TheContacts Managecontrols access to the database in which your address books are stored
and also provides a link to LDAP directory services, allowing you to search for an individual’s
address through participating directory servers.

You can easily navigate between the Message Browser and the Contacts Manager. While addressing a
message, QuickMail Pro lets you jump to the current address book through the Contacts Manager and
select one or more recipients for your message. While sorting through the contents of an address book,
you can select a recipient and click a button to begin composing a new message. The manner in which
these two different views of your E-mail information work together is discussed in more detail in later
chapters in this manual; this brief introduction should familiarize you with the basic concepts.
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MESSAGE BROWSER VIEW

TheWindow menu in QuickMail Pro lets you open tidessage Browser andContacts Manager windows.

While in the Message Browser window, shown in Figure 8, you have a variety of ways to view, sort, and
manage E-mail messages that have been received. You can also quickly open a window to compose a
new message by clicking tiiew button on the button bar. Some of the buttons along this button bar
support drag-and-drop operations. For example, you can drag an individual message from the list
appearing in the Message Browser and drop it ofilthbutton. QuickMail Pro displays a dialog that

lets you choose a folder in which to file the message. You can also freely move messages between the
different folders shown in the Message Browser. For example, you can drag a messagelfitom the
folder and deposit it in thidy Filed Mail folder for later access. The Message Browser folder contents can
be displayed or hidden using the arrows along the left side of the window.

You can also make selections to filter the display of messages usfiigvitaptions that can be entered

on the Filter bar. For example, you might choosghtw all messages containing the terms “fire drill.”

QuickMail Pro sorts through the collection of stored messages and modifies the list of messages to show
only those that contain those two terms. Being able to filter the message display in this manner lets you
easily sort and identify specific messages even if you have hundreds of messages stored on your system.

TheContacts button lets you jump to the current address book or directory server entries. There are other
ways to jump to a display of address book entries, including composing a message and attempting to
send it without filling in a recipient. QuickMail Pro is designed to anticipate the tasks you are attempt-
ing to perform, automatically displaying the dialog or window that next needs to be completed.

Introduction to QuickMail Pro 9



= (uickMailPrn 2l —=———"————[0 8

QB R @ /=& Q QuickMiail
Mew Fead File Delete Search Contacts ' Check

Show messages containing: I |
e [= Sub ject [ we Date Sent =
w & Joe Smith

= s Inbox 243

#lice Waterman

Underbridge garden
] Change of plans
] Fwd: Humor from the Dutback

579799, Z2:40 PM
579799, 2:41 FM
579799, 2:43 FM

Alice Waterman
Breeze Randolph

[ o Dutbox
I @51 Sent Mail 9
4 @ Receipts 173 =

Ef:] Delivery problems: Token...
[+] pelivery problems:
[¥] Tangiers conference

MAILER- DAEMON
MAILER- DAEMON
Joe Srnith

579799, 2:47 FM
579799, 7118 PM
576799, 423 FM

E Task Force

[

P & prafts 4
- ﬁ Personal Folders

[ [ My Filed Mail _
[+

[»

-

[ references 141
Tl Trash 141
8 Joe Smith, Jr.

[» i Inbox

=] I Offline - Mo scheduled connection

L]

Figure 8: The Message Browser view

CONTACTS MANAGER VIEW

10

The Contacts Manager controls the display of address books and directory server lists to assist you in
selecting recipient for messages and searching for contact data. The directory service capabilities of
QuickMail Pro offer a valuable search tool that can retrieve not only E-mail addresses of organizations
and persons, but additional information, such as telephone numbers, street addresses, organizational
affiliations, and so on.

O Note The amount of information that you can access through directory services depends on the
data that a person or organization has decided to make public.

The Contacts Manager remembers the last selection you made when addressing a message, and displays
the appropriate data the next time you access an address. For example, if you used the QuickMail Pro
Directory System to look up a name while addressing a message, the Contacts Manager accesses the
same Directory System that next time you access it. Similarly, it remembers the last address book that
you had open and returns to that address book when you select it again, as shown in Figure 9.
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[[0 =———— Address Book: Main Address Book

show ([ persons ¢ beginning with |

f£]lalble]d]le]flalb]i]lilk]!]m]ln]e]lplagalr]ls]tju]v]w]l=]vw]z]=
3 andrea B. Hedlo

First Name
Initials

Laszt Name

Full Mame

Ermnail

Title
Department
("R lo Jonkers
First Name

Laszt Name

Full Narne

Email

[3 Barbara Mar
First Name

Lazt Name

Full Name

Ermnail

#ndrea

E

Hedla

Andreas Hedlund
a.hedlo@macsupport. s
Administrative Aid
Fublic Relations

Alo

Jonkers

Ard Jonker

arlo. jonkers@amc.org
shmel low

Earbara

Marshrnel low

Earbara Marschke

itsobarbehotrail.com

[3 EBenedict Jdgernord

=& =G & 5] sort By« 102 1tems

]

Figure 9: The Contacts Manager view

The tabbed dividers along the upper edge of an open address book let you quickly jump to an alphabetic
listing, sorted by First Name, Last Name, or Organization, according to the sorting selections you made
at the bottom of the Contacts Manager window. You can also control the amount of detail displayed in
the window using the icon selections on the bottom row. For example, you can selectively display
E-mail fields, phone numbers, and organizations by choosing the appropriate icons.

If you identify a person or several people that you want to send a message to, you can drag each name
icon over to thd0 button in the upper right corner of the window. The Contacts Manager opens a new
message window and you can immediately beginning composing the message.

The procedures in Chapters 2, 3, and 5 explain the different ways in which the Message Browser and

Contacts Manager interact. As you become more familiar with QuickMail Pro, you will probably
develop your own favorite shortcuts for composing and handling mail.
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CHAPTER 2: SENDING MAIL

This chapter explains how to compose messages, create Address Books and Groups, send enclosures,
check spelling, edit dictionaries, and stylize text.

USING THE MESSAGE BROWSER

The Message Browser, shown in Figure 10, serves as QuickMail Pro’s control center. Messages can be
sent, received, sorted, filed, printed, read, and created. The browser window, where you will spend much
of your time while using the program, can be customized to suit your preferences. Messages can be
sorted and displayed in a variety of ways, using a nested folder approach similar to the Finder in the
Mac OS.

To reduce the volume of messages you view at one time, and to access your mail in an organized man-
ner, you can filter the messages that are displayed. Filters can be applied to viewing any of the folders
available for message storage, including the Inbox, Outbox, Sent Mail, Personal Folders, and so on. You
can handle the incoming mail according to your personal work habits and needs. The buttons along the
top of the Message Browser offer quick access to many of the same tasks that appear in the program
menu options. Incoming mail messages appear first in the Inbox folder, shown in Figure 10, where they
can then be handled in a number of ways.

) Click the banner to visit
Your main POP account CE Software’s Web site.

= QuickMail Pro 20=—"———|HIH
S [P G auind
Mew Re|d File  Delete Search Contacts | Check
Filter options Show [all_ || %] messages eontaining: | | Messages are sorted by the
=] Subject | Who ==l highlighted
¥ & Jos Smith column heading.
. 4 & Inbox e 475
Read mail ﬂ Tangiers conference Lee Purcell 5/2/99, 5:35 PM
Q Underbridge garden Alice Waterman Today, 2:40 PM
Unread mail [] Change of plans lice Waterman Today, 2:41 PM
Q Fwd: Humor from the Outba.. Breeze Randolph Today, 2:43 PM =
q Frozen harbor Ereeze Randolph Today, 2:45 PM
Outgoing mail b o Outbox
b G sent Mail
[ ﬁ Receipts
3 ﬁ Drafts
T Personal Folders
Personal folders  —| ¥ ﬁD o i i I;
b [ Trash..... I~ )
Message peek . | B3 [ Online - Mext scheduled connestion at 3:0% FM =7 Connection status

Figure 10: Message Browser window
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VIEWING HOT HELP

Many of the buttons and icons throughout QuickMail Pro are equipped with Hot Help interactivity. If

you place the mouse cursor over an item, such as a button on the button bar, a brief description of that
item appears in a pop-up box. Hot Help serves as a quick reminder of the controls that you have avail-
able while using the application. Hot Help message can appear immediately or after a delay that you set
in theDisplay panel undePreferences, as described in “Display” on page 82.

QuickMail Pro 2.0

Show Contacts Manager
sages containing: |

Delete

[

Hot Help pop-up

Figure 11: Hot Help on the button bar

CREATING AND SENDING A MESSAGE

14

QuickMail Pro lets you compose messages whether you are online or offline. You can either send the
message immediately or delay the send if you use QuickMail Pro Server as your mail server.

To create a message:

1 Launch the QuickMail Pro application from its folder, from the Apple menu, or from the QM Pro
Menu. Enter your assigned username and mail password when the Login screen appears.

O Note:If QM Networker is running, you can use the default hot-key combinafedtrl-Q, to
launch QuickMail Pro. Refer to the preferences settings described in “System” on page 80 to
change the hot-key combination.

SelectNew in theFile menu and then choobkessage to display a new message window.

Type the E-mail address of the recipient intoTihéield (directly below thé&ender field). Clicking

the Receipt icon at the end of the line, so that a check mark appears beside it, ensures that a receipt
will be requested when the message is delivered or read, depending on how your preferences are
set. An “X” by the Receipt icon indicates this feature is not enabled.

O Note: If the recipient exist in an address book for which “Tab completion” is enabled, you can begin
typing the name and QuickMail Pro will auto-fill thefield with potential name matches.

Enter a Subject for the message onto the Subject line (as shown in Figure 12).

5 Type the message contents into the Message body area of the form. You can also select a different
form for the message from the options available througRotitedrop-down list.

m Press the Tab key or use your mouse to move between fields on the form.
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Select the Contacts button to

Enter an address in the To O=——— Temperaturerising——— B H open an address book to se-
field. For multiple addresses, G = \ I_I-\g m; | lect recipients,
put each entry on a separate File belste | Frint ave Contacts ‘ Spell_gend
line. - Sender [, i SoER crae s EREE SR ARG o u
To, [3.alice waterman®grack|egoods.com B — Select the Re[}eipt icon to re-
% <Click here toadd a new recipisnt> r:‘

Size the Address pane of the quest a return receipt when

@ [» Mo Attachments

Message vyindow by clickilng Erom T [ 4] [ o T o B the'message 1
and dragging the bottom line delivered or read.
of the address box. ) }1 Chil l out

}“ Temperature rising : Subject line

. I 4L Alice

— — g | noticed d to be gett I 4 at

NPZRE L |vargaret Spemar s behev.or ot the et angineer ng esting.
Message body

9 ” K [Just so that wou know, Margaret is transferring to the Quality
~' #ssurance group and she's not at all happy with the change. No
~|reason to let her get you riled. Stay cool

e £

E il

§

Figure 12: The Message Window

6 Click theSend button.

O Note If you did not choose a recipient for the message, QuickMail Pro automatically displays the
current address book to let you choose the recipients. You can drag selected entries from the
alphabetically indexed address book toTfig CC:, andBCC: fields. ClickOK when done. Click the
Delay button to send the message at a specific time and date (this only works with the QuickMail Pro
Server). Choose the delivery time and date in the dialog that appeafsnd batton transfers the
message to the indicated recipients at the next scheduled connection. You can also access this
dialog by clicking thesShow Address Dialog icon to the left ofsender field.
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Address Book: Main Address Book

R.-i ... From [.Joe Smith <joe.smith@gracklegood... i]

Show beqginning with |

< [ab[cd[ef [ah | ij | &I [mnlop [ar [t [uv [wx]vz] * |
[ &ndrea Hedlo & A agaertae | 1
[@ arlo Jonkers AR FORK R ESIN T =
[ Barbara Marshmellow Ftadardddntaniloom ||
[ Benedict Jigernord aemerEa e i sl
[@ Daniel Johansson SEESE e

[ Guy Henry o Aearedaniiian en of

[ Hans Rikkofixer AR ES R R e

[3 lan Fleming B S

[@ Intelligent Technologies Inc. Flprddvidt pef

@ isdn AR A Eam I8

[ 1T Operations AR 38

@ J.R.Smithson FREIET, e

[ Jackson Browne aedraaidas aef

[} Jade &pplecourse R FRE A0 AT C0

@ Jake Sholtyfirend swtsdentfesmotiodstion com | = |
3 Jakab Erics B e e e R o =]

[E=&=]E]@l=]srt ey_*|[101 tems

CC:

BCLC:

3., Daniel Johansson <itkS@algose: ' B
[ Jade épplecourse <jadoo33@mind... [Vlle™y
¥ <Click here to add a new recipients
(=]
|~
¥ <Click here to add a new recipients
(=]
B
¥ <Click here to add a new recipients
(=]
B
Send I [ Cancel ] H 0K ]l

Figure 13: Main Address Book

7 Your message is stored in the Outbox until the next scheduled mail delivery time arrives or until
you select one of the menu options that transmits mail during a connection (Sbtetk asd Send
All Accounts underSend & Receive in theFile menu). If you have chosen to schedule delivery, the mes-
sage is sent from the Outbox at the time you have specified (refer to “Scheduling Your Connec-

tions” for more details).

O Note The time of your next connection displays in lenection Status portion of the Message

Browser.

SCHEDULING YOUR CONNECTIONS

To schedule your connection intervals:
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SelectPreferences in theConfigure menu.
In theUser panel, select th&ccounts option.

Double-click the account you want to edit.

Click theEdit button to access the account information. Athigiccount dialog appears.




=————— HlitAtctount=——————

Account Name: | Main User dccount

[ Include this account with Send & Receive All

— Persona: | Main Persona =

First Name IJUE I Last Name |Sm\th

Email Address |Jne smith@gracklegoods.com

Signature: | No Sigrature H wCard:| Mo vCard *
Add Persong ] [ Remave Persona ] Fetch Server Aliases

— Incoming Mail
FOP A:count.ljoe.am\th | POP Host |qra:k\eqouds.:om |

Pasawaord: D [ Use Secure Password (APOP)
[ Check mail every minutes [ Leave Mail On Server

Outqoing Mail

SMTP Host |qrack|eqaods L= | ‘

Camer) o)

Figure 14: Setting the interval to check mail

5 Inthelncoming Mail options, check the box labelBbeck mail... and enter the number of minutes
between connections.
6 Click OK to save the new values.

After the mail is sent to the SMTP server, the message is storedSanithens folder.

O Note: To send mail immediately, seleSend All Accounts in theFile menu or presé 88-K.
USING QUICKSEND

Use QuickSend when QuickMail Pro is not launched and you need to send an E-mail message quickly.
For example, if you are working in Microsoft Wérdnd you want to send a message to a business part-
ner:

1 Select3-Ctrl-S (or the HotKey combination you have assigned) to open the QuickSend form.

0 IMPORTANT : The QM Networker must be launched and you must be logged in to QuickMail Pro for
the QuickSend hot-key combination to work.

2 Type and address your message. See“Addressing Messages” on page 20.
3 Click Send.

The E-mail message is immediately delivered to your contact at the stroke of a key.

After you clickSend, the QuickSend form closes and the focus returns to your Microsoft Word docu-
ment.
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ASSIGNING A MESSAGE PRIORITY

Each message that you create can be assigned a priority, which generates a flag that appears in many dif-
ferent E-mail client applications (including QuickMail Pro). The flag helps the message recipient
quickly identify messages of particular types, especially if a messhlgant

To assign a message priority:

Compose a new message.
Address the message to the intended recipient.

Click the priority button located to the right of the message address field, as shown in Figure 15,
and select one of the three optiolgent, Normal, or Bulk.

=————HH

Contacts

[0 =————"Impending crisis

File  Delete Frint Sawe

~ Sender [, cinr Sanr i aon fEg s amng s
To, [3.alicewater man®qracklegoods com @ —1|* ## Urgent
B <Click here to add a new recipients (]| # Mermal
$ EBulk
IE I Mo Attachments
Form Vl'ﬁ'l | Wvl |A Monaco VI 12 ,I—'_LI . _IEE

Impending crisis

Figure 15: Message priority options

4 Use the Send button to route the message to the Outbox.
USING RETURN RECEIPTS

The Return Receipt option requests a receipt. The user’s preferences determine whether the receipt is
returned when the message is delivered to the recipient, when the message is opened by the recipient, or
both. Keep in mind when requesting a receipt that the recipient may elect not to return receipts or the
recipient’s server may not respond to receipt requests. More information about setting receipt prefer-
ences appears in “Return Receipts” on page 95.

If you are sending important documents across the Internet, this feature helps confirm that messages
reached their intended destinations. Return receipts are displayed in the Receipts folder, as shown in
Figure 16, with an indication of whether the delivery was successful or whether delivery problems were
encountered. Double-click a Return Receipt entry for more information about the status of the message
delivery.
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= B Receipts z
E—:{] Tangiers conference Joe Srith Yesterday, 423 PM
[:»:_-’] Delivery problems: Token... MAILER-DAEMON Today, Z:47 PM

Figure 16: Return receipts

O IMPORTANT: You only receive a Return Receipt if the recipient’s E-mail software and mail server
support this feature. This feature is generally supported by most modern E-mail applications.

BAD ADDRESS NOTIFICATION

If the SMTP server to which you are connecting supports address validation, the mail system notifies
you immediately if you have used a bad address in an outgoing message. A regular message icon
appears in your Outbox with a red exclamation box above it. If you see this icon, open the message and
check the addresses. Each bad address will have a red exclamation box next to it.

If your server does not support address validation, messages with bad addresses are sent out and later
returned to your Inbox with an undeliverable stamp.

UNSENDING MESSAGES

If you have sent someone a message by mistake and you catch the error before the person has read the
message, you can unsend that message.

To unsend a message:

Open the Sent Items folder in the Message Browser.

2 Select the message you want to unsend and sabeot! from theMessage menu. The instruction to
unsend the selected message appears in your Outbox.

3 Click theCheck Mail button in the Message Browser to immediately submit your request to unsend
the selected message.

4 The next time you check mail, a message appears in your Return Receipt folder indicating whether
your request to unsend the message succeeded or failed. Unsend requests are successful as long as
the message is still on the server at the time of the Unsend request. See Figure 17 for an illustration
of a message that was sent in response to an unsend request.
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0 =————— Unsend report: QA Picnic (Receipts) =—"———HH
SIS SIS,
File Delete Print Save Contacts 'Forward Reply
I From: MAILER-DAEMON Ta: arric@cesoft.com
@ | document |1 messaged 538 bytes in mail

o]

Unsend report: QA Picnic

This is a response message with information regarding wour request to unsend a message.

Original message subject: Q& Picnic
Date received: 26-May-1999 14:24:11 -0500

Recipients and delivery history

rob.holen@eezoft.com, UNSENT

criz tell@mail.cesoft.com, UNSENT

ken.zch oo, UINSENT

rob kosyer@cesaft.com, COULD NOT UNSEND
rmicky burns@cesaft.com, COULD NOT UNSEND

S

Date Sent: Wednesday , May 26, 1999, 2:24 PM

Figure 17: An unsend receipt for multiple recipients

O A successful unsend receipt means that the mail message has been deleted from the recipient’s account
on the server. If the recipient of the unsent message useswhiail on Server option, it is not possible
to determine whether or not the message has been downloaded to a client workstation, even though the
Return Receipt may report that the unsend request has been successful.

ADDRESSING MESSAGES

There are three ways to address a message:

= Type the address into th8: entry field of a message form (the “To” only appears after you
begin entering an address in the field).

= Click theContacts button or theShow Address Dialog button in a message window to access the
current address book or directory server contents.

= Click theSend button in a message form to choose your contacts from a list appearing in the
current address book or selected directory server.

O Note When sending messages to users who are on the same server, you can address messages by
account name such és.g.joe.cool) instead of typing the full E-mail addressd.
joe.cool@cesoft.com).
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TYPING THE ADDRESS

If you want to send E-mail to someone you communicate with infrequently, you can enter their address
directly into QuickMail Pro’s address pane. In the Message window, click the dimmed text area of the
address pane that says “<Click here to add a new recipient>". Type the recipient’'s E-mail address
directly into the text box that appears. By defaully drop-down arrow appears to the left of the E-mail
address you type. You can change this setting by selditingBcc from the drop-down menu.

To enter multiple addresses. put each entry on a separate line. Press the Tab or Return keys to move to
the next line of the Address pane and add more recipients. The message is formatted as MIME and any
message attachments are encoded using AppleDouble unless you specify a different form of encoding.

See “Setting Mailer Encoding Preferences” on page 24 for information on changing the default mail set-

tings.

O Note You can also drag an entry from an open address book to the message’s address pane to
complete the addressing of a message.

TYPE TO FEATURE

When you start entering an address inTthBeld, QuickMail Pro tries to find a match in the Contact
Manager database and displays the most likely choices based on the characters you have entered so far.
If more than one match is identified, the program displays <Multiple matches found>, To sort through

the list of potential recipients, press Return and QuickMail displays the list of multiple matches, allow-

ing you to select one. Or, you can keep entering characters. When you see a match that identifies the
recipient exactly, press Return to add the name to the address pane.

USING THE SHOW ADDRESS DIALOG

Click theNew Message button in the Message Browser.

Click theShow Address Dialog icon (the small face to the left of the address header). The current
address book appears (showing the last address book accessed or the directory server last con-
tacted). This dialog also appears if you click3eml button without having added recipients to the
address pane of the message.
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Selects a different

address book

Use these icons to choose

which data

Selects a directory

,— server
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Address Book: Main Address Book
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« [ab [od [ef [an ] 1 [ &I [mn]ep [ar [st]ov[we|vz] =1
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@ Arlo Jonkers T SRR RN T
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[3 Hans Rikkofixer AREAr I PV e
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[@ Intelligent Technalogies Inc. Flrdadidt nel
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@ 1T Operations SEprdiamise
[@ J.R. Smithson SRR e

[ Jackson Browne

SROEIORAE A el
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[d. Daniel Johansson <itkS

B <Click here to add a new recipient»

cC B <Click here to add a new recipient>

D

BCC » <Click here to add a new recipient>

oD

RSRS8O |~ (pelay.. |
[ Jakob Erics FRARA B | -
2=l &l@l=] st by _~|101 ems ] [_send | [cancel | [ ok |

Figure 18: Selecting contacts from the address book

3 Ifthe current address book or directory server is not the one that you want to view, make a new
selection by clicking thaddress Books or Directory Servers buttons in the upper left portion of the

window.

4 Identify recipients from the list, using the tabbed letters to display the starting letter to include in
the alphabetic list. You can sort entries by First Name, Last Name, or Organization by choosing an
item from theSort By drop-down list. You can add data fields or remove them from the display using

the row of icons just below the data pane.

5 Choose recipients from the list in one of these ways:
= Highlight the name and double-click it. The name appears in the TO: pane.

= Highlight the name and click tHé:, CC:, orBCC: button at the top of the window to copy the

Sort entries by first name, last
fields are displayed  name, or organization

name and address to the corresponding pane.

= Drag the icon for the person to the, CC:, orBCC: button at the top of the window. The name

is copied to the appropriate pane.

= Drag the icon for the person to the appropriate pane on the right: TO:, CC:, or BCC: The name

and address are copied over.

6 You can move recipients between fidg, CC:, andBCC: panes, as needed, or delete a name by high-
lighting it and clicking thdrash button in the upper right corner of the window. You can also drag a

name to thdrash button to remove it.
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7 When you have completed filling in the address panes, Sdickto route the message to the indi-
cated recipients at the next scheduled connection. Chelag¢o send the message according to a
specific schedule and complete the dialog that appears.

0 Note: To add contacts to an address book or to modify data, use the Contacts Manager, as described
in “Working with Address Books in the Contacts Manager” on page 28.

DELAYING MESSAGE DELIVERY

You can delay sending messages using the Delay feature or the Drafts folder. The Delay feature is useful
when you are finished composing a message, but don’t want to send it until a specific date and time. The
Drafts folder is useful when you haven't finished composing a message that you eventually want to
send.

USING THE DELAY FEATURE
O IMPORTANT : Delayed message delivery is only available if your mail server is QuickMail Pro Server.

From the Show Address dialog, you can complete the address panes required for a message. If you want
to delay the message delivery until a later time, usBdhgbutton to select a time.

To delay message delivery until a specific date and time:

1 Complete a new message and then sele@htiveAddress Dialog button.

2 Select the recipients for the message and then clidiethyebutton. TheDelay Send dialog appears.

Delay 5end

Do not deliver message until: | 5s25/99 E
12:29 PM @

Mote: Delayed sending is only available when
connected to a QuickMail Pro Server 2.0

=

Figure 19: Delay Send dialog

3 Select a date using tie not deliver message until field.
4 Choose a time for the message delivery.

5 Click OK to confirm your choices. QuickMail Pro completes the message delivery according to the
schedule you have selected.
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USING THE DRAFTS FOLDER

The Drafts folder is visible in the Message Browser view. When you are composing a lengthy message
or when you run out of time composing a message, you can store those incomplete messages in the
Drafts folder until you are ready to finish them.

To delay message delivery until you can complete the message, you can click the close box in an unfin-
ished message and click tbee button at the prompt, the message is automatically placed in the Drafts
folder.

You can also use the following steps as an alternative method of storing messages in the Drafts folder:

1 Create a message and begin typing in the subject line and body of the Message window that
appears.

2  Click theSave As Draft button in the Message window. The incomplete message is immediately
saved to the Drafts folder. Open the message and begin typing when you are ready to finish it.

THE TEMPLATES FOLDER

By default, the Drafts folder contains a Templates folder that stores message templates. When you store
a message in the Templates folder, the text, style, and form used in that message is automatically avail-
able to you when you click and hold i button in the Message Browser. This capability enables you

to compose messages more quickly because you can use existing information from a stored template.

To create a template:

1 Create a message and begin typing in the subject line and body of the Message window that
appears. For example, type the information you normally provide for your weekly report.

2  Click theSave As Draft button in the Message window. The “canned” message is immediately saved
to the Drafts folder.

3 Open the Drafts folder and drag your message to the Templates folder.

Click and hold thélew button in the Message Browser. The message you j
placed in the Templates folder appears in the pop-up window that displa:
The shortcuts that appear next to each template can be used to launch a
ular template with a keystroke.

Sales Status 281
Yacation Tororrow 382
‘weekly Report BT

To remove a template from the Templates folder, simply drag it out to the main level of the Drafts folder.

SETTING MAILER ENCODING PREFERENCES

24

QuickMail Pro offers considerable flexibility in determining how encoding options are handled. To view
the current preferences for the Mailer Encodings, sBiefetences from theConfigure menu and high-

light theMailer Encodings item in theAdvanced panel. The currently assigned mailer encodings are dis-
played.
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—————— preferentes————— 5

Panels Mailer Encodings
< QuickMail Pro
System Mailer Encoding | Capabilities

Display QuickMail QuickMail Form, Plain Text, BinHex 4.0
Behavior Mac03 No Form, HTHL Text, BinHex 4.0
Forms Windows Mo Form, HTML Text, AppleDouble
Send/Receive Unix No Form, Plain Text, Data Only

= User Compatible Mo Form, Plain Text, Data Only

Accounts
Signatures
Fersanal vCards

= Message
Reading
Composing
Return Receipts
Printing

= Advanced
Mailer Encodings
IMailer Mannin:

save Panel | [ RevertPanel |

]

[ mod. ) [ edit. ] | Remove | [_Make Default |

[T

Figure 20: Preferences dialog

For each of the different platforms, the capabilities column lists the characteristics of messages and
encoding for that platform. For example, for QuickMail messages, QuickMail Forms can be used, the
message body is composed in plain text, and BinHex 4.0 is used for encoding attachments.

The mailer encodings shown will work in the vast majority of situations, but you have the option of edit-
ing the characteristics of any of the listed selections. Highlight the platform MaitbieEncoding col-
umn and clickdit. ThekEdit Mailer Encoding dialog appears.

Edit Mailer Encoding =

————

Encading Name-ICumpahble I
— Forms

Form Encoding: [ No Foarm *
— Text Encoding

Character Set:

Byte Encoding: | quoted-printable 3

[ Break long lines at characters
At Encoding

File Format: | Data Only

I

Byte Encoding: | x-uuencode 3

e

Figure 21: Edit Mailer Encoding dialog
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You can individually set theorms selection, théext Encoding method used, and tiéachment Encoding

through this dialog. QuickMail Pro also supports the creation of additional Encoding Names. You can
define a custom encoding method by assigning a name and selecting appropriate values for each of the
options in this dialog.

ENCODING OPTIONS

The following options are available when setting the attachment and text encoding values in your
QuickMail Pro preferences.

TEXT ENCODING

QuickMail —Preserves the QuickMail message form and formatted message text when send-
ing mail to another QuickMail user.

MIME (Stylized Text) —Sends MIME-compliant messages that can be read by any MIME-
compliant E-mail package. The QuickMail Pro form is not saved, but the format preserves styl-
ized text.

MIME (Plain Text) —Sends MIME-compliant messages that can be read by any MIME-com-
pliant E-mail package. The QuickMail Pro form and stylized text are not saved.

Plain Text—Sends only the message text, using the RFC822 standard. For example, select the
Plain Text option when posting to automated lists that only support 7-bit ASCII text.

ATTACHMENT ENCODING

26

BinHex—The default encoding method when you seléactntosh in the Computer pop-up
menu. BinHex converts binary files to ASCII text files. Both the resource fork and the data fork
of the Macintosh file are transmitted. BinHex works best when recipients have a Macintosh.

uuencode—The default encoding method when you sel&tX in the Computer pop-up menu.
uuencode encodes binary data as ASCII text files. uuencode works best when recipients do
have MIME-compliant E-mail or a Macintosh.

Base 64—A robust encoding method designed to preserve an E-mail message as it passes
through E-mail gateways.

AppleDouble—The selected encoding method wiismpatible or Windows is chosen in the
Computer pop-up menu. Separates the data fork from the Macintosh-specific resource fork
using AppleDouble encoding.

AppleSingle—Transmits both the resource and data fork. Enclosures encoded with AppleSin-
gle® must be read by MIME-compliant E-mail software or combined with uuencode.
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Recipient’s Computer field Message Enclosure
E-mail software setting Format Encoding
Unknown Compatible MIME (Plain Text) AppleDouble

QuickMail QuickMail QuickMail Binhex

Mac OS-based Mac OS MIME (Stylized Text) | Binhex
Windows-based Windows MIME (Stylized Text) | AppleDouble
UNIX-based UNIX Text uuencode
Mailing lists/ Usenet newsgroups used Custom Text BinHex
primarily by Macintosh users

Mailing lists/Usenet newsgroups used UNIX Text uuencode
primarily by non-Macintosh users

Table 1:  Selecting message encoding options

Sending Mail
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WORKING WITH ADDRESS BOOKS IN THE CONTACTS MANAGER

28

The Address Book window appears when you click tBentacts button in the Message Browser window.

From this window, you have access to all of the individual contact information you have stored, allow-
ing you to choose one or more recipients to receive a message. You can also edit the contents of individ-
ual entries by double-clicking an entry or highlighting an entry and pressing Return.

Note If the last access to Contacts Manager involved a link with a directory server, the directory server
window is displayed. Refer to “Directory Services” on page 50 for more information.

[l =——— Address Book: Main Address Book=—=FHH
B2 RN @ &j]%7]&]
Show beqinning with |
<lalbleldle]flalb]iljlk]|m]n]o]lplaglr]ls]t]u]v]w]=]yv]z]=>
[@ &ndrea Hedlo & AR GO 38 ﬁ
. Arlo Jonkers AV SRR RPN T
[ Barbara Marshmellow shenharddintonil com
@ Benedict Jagernord W e A
[ Daniel Johansson ARS8
@ Guy Henry ol R T
[ Hans Rikkofixer AR BRI R F o
[@ lan Fleming SR E SRR F TR T
@ Intelligent Technologies Inc. Fhwarkadvdt sl
@ isdn P S e e
@ 1T Operations stdmrdiand 2 0|
@ J.R.Smithson dapiaon nef (2]
[ _laclkenp Brauen, P e ]
D[R [& [E[&[@[=[srtby_w[101 Items 7

Figure 22: Sorting contacts

Entries are listed alphabetically according to the cui@hBy selection: by Last Name, First Name, or
Organization. Clicking the alphabetic tabs at the top of the list displays the hames starting with the
selected letter.

You can use the display filter options, specified on the line beginninghwith(right below the button

bar, to selectively choose which information appears in the address book display. For example, you
could specify a filter t8how person beginning with “Mike.” If you then select thgort By option to list names

by First Name, the address book display will only show names beginning with Mike. The filters also let
you filter by any item, local groups, server groups, organizations, departments, and mailing lists. Use fil-
ters to identify exactly the information that you want display, speeding up searches and making you
more efficient when locating data.

You can select a different Address Book (if you have created others) from the list that appears when you
click theAddress Books button in the upper left portion of the window. The “Main” Address Book is cre-
ated automatically when you install QuickMail Pro, but initially it contains no entries. To add contacts

to the Main Address Book, follow the procedure on “Editing Users in Address Books” on page 44.
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Messages are sent to each recipient listed ifiGheC (carbon copy), andBCC (blind carbon copy) fields.
Names in thé0 andCC fields will be visible to all recipients. Names in 84% field cannot be viewed
by any persons who receive the message.

This window can also display a list of names and addresses from a query to a selected directory server.
You can generate a query to the specified directory server by entering the terms or names that you want
to locate using thehow filter. QuickMail Pro returns a list of matching values and displays the results in

the pane below the filter.

CONTACTS MANAGER BUTTONS
The buttons along the upper edge of the window offer additional features:

Choose Address Books-Lets you select from a list of available address books.

Choose Directory Servers—Lets you select an available directory server to locate contacts through
queries.

New Contact—Opens a dialog for adding new contact information. You can select an address book in
which to store the new entry.

Delete Selected Contacts-Deletes the selected entry or entries that are currently highlighted in the
Address Book.

ADDRESS BOOK FIELD SELECTIONS

The row of icons along the bottom of the Address Book window represent fields in the contact data that
can be selectively displayed or hidden. Click an icon for each field that you want included in the win-
dow. The following field selections are available:

= Name Fields

m E-mail Fields

m  Business Fields

m  Phone Fields

= Location Fields

s URL Fields

= Member Fields

Each of the icons can be quickly identified by moving the cursor over it and waiting for the Hot Help to
appear with a description. You can select multiple items for display, but choosing too many items will
make it difficult to view the full range of data in the Contacts Manager window.
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ADDING NEW CONTACTS

30

1 Click theNew Contact button to display th8ew Contact dialog.
=] Person: Untitled —"e—"———-=H
Ferson\, // Email , / Phone \, / Tocation \, / Notes
First:| | it [
Last.l |
Email: | |
Title: | |
Drgamzation.l |
Department: | |
Gender [ Date of Birth: @
Mew itern

Figure 23: New Contact dialog

2

Enter the first and last name of the recipient inFtiseandLast text fields. You can also optionally
enter a middlénitial. The combined length of the first and last names (and middle initial) is limited
to 255 characters.

Enter the E-mail address of the recipient infinail field. For examplesusan@isp.com.

Optionally, you can enter individual personal information about contacts, such as their title, organi-
zation and department. You can also identify the contagtier and add ®ate of Birth to further
personalize the contact data.

Select thé-mail tab and enter any additional E-mail addresses for the contact. You can highlight
one of these addresses and designate it the preferred address by clicKiefesdugoutton.

Select théMailer Encoding setting to use for enclosures from the drop-down list. If you have received

mail from this contact, QuickMail Pro will display thast Known Mailer to guide your selection. If

you don’t know the appropriate encoding to use, select the Compatible option and QuickMail Pro
will attempt to determine the encoding based on incoming messages from the contact. For more
details, refer to “Encoding Options” on page 26.

ThePhone, Location, andNotes tabs let you record more information about each contact, including
contact phone numbers, mailing addresses, and additional notes for your reference.

Once you have completed adding information for the contact, closievtientact dialog. Quick-
Mail Pro displays th&ave As dialog.
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Save "Bert Rheingold™ In

Address Book
Main Address Book

-
-

Don't Save | [cancel | [ save ]|

Figure 24: Saving contact data

9

If you have multiple address books, you can select the one in which to store the new entry. Click
Save to store the new contact data in the selected address book.

DRAGGING NAMES TO THE MESSAGE WINDOW

To select contacts for a message, drag names from the Contacts Manager (either the current Address
Book or Directory Server) list to the address pane of the Message window. Names from multiple
Address Books can be placed in the address pane.

MAIL SETTINGS

Each of the different E-mail platforms is generally associated with a particular method of encoding that
is applied to files that are attached to messages as enclosures. Many of the modern E-mail applications
can handle several different encoding methods, but if you don’t know which platform the recipient is
using, QuickMail Pro also offersGampatible option.

1 TheEmail tab for each person’s contact data contailsilar Encoding selection offering the follow-
ing choicesCompatible, QuickMail, MacQS, Windows, UNIX, as shown in Figure 25.

O Person: Andrea Hedlo =]

Person Ernail Phone Location Hotes

Email Addresses:

" a.hedlo@macsupport se
G QuickMail
Bl Mo

X A wWindows
Last Known Mailer: | g2 )5y
Mailer Encoding: |# Compatible
Home Page: | http:// | a
Address Book : Main Address Book

Figure 25: Mailer encoding options
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The type of encoding to use for each of these mail platforms is determined by settings that appear when
you click theAdvanced Preferences panel and select théailer Encoding option. QuickMail Pro is initially
configured for the widest compatibility, but you can add or modify encoding option for various mail
platforms. Refer to “Setting Mailer Encoding Preferences” on page 24 for more details.

SENDING ATTACHMENTS

Text messages can also include attached files, such as voice recordings, QuickTime movies, Acrobat
files, or graphics files. Use the attachments feature of QuickMail Pro to include any type of file along
with a message that is sent to a recipient.

If your Macintosh computer is equipped with sound capabilities and a microphone, you can also record

a spoken message and attach it as part of an E-mail message. You can include up to 16 separate attach-
ments with a single message. The size limit that is acceptable for attachments is determined by each
individual POP3 server.

O Note Be aware that if you attempt to send very large attachments to a recipient on another server,
you may exceed the message handling capacity of that server. Check with your contact to see if
there is a size limitation before sending large attachments.

SELECTING AN ATTACHMENT FILE

32

1 Create a message and click #dé or Save Attachments icon to the left and below the message
address pane) to display the attachment options, as shown in Figure 26.

=—————— HH

Contacts Spell Send

0 =——————"intitled

File  Delete Frint Save

~ Sender [, e Sand o o S oA RIS com
E} <Click here toadd a new recipients ™
[~
! > No Attachments

|+ Add Attachment...

B s
Enclose Personal vCari o] [A ronaco UEEEE=IEN]  HE

Record Sound...
{ Play Sound | |

Figure 26: Attachment options

2 Click theAdd Attachment option to access tHapen File dialog.
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7

Figure 27: Open File dialog

3 Navigate through your folders until you locate a file that you want to attacishd@review but-
ton lets you examine the contents of most graphics, sound, and multimedia file§p@&lickce
you have made your selection. QuickMail Pro returns to the Message window and shows the

attachment on the message form.

O=—"—————Newlin

=] =]

File  Delete Print  Save Contacts | Spell  Send
= Sender [, olie Sath cine s A am
To, [4. Aaron@abc_gears.com Iy e ]
B <Click here toadd a new recipients [~|
[B] = [ document TR a0 g
[=]
[+]

Furm vIA'” WvllA Genea v| 10 -I-H|B|I|g|

New logo

daran:
Thought wou might want to get a look at the latest logo, which is sttached
Let me know what you think.

Jog

]

Figure 28: Attachment on the message form

4 Repeat this process if you want to add additional files. Each new attachment will be added to the
attachments list.
5 Click theSend button when you're ready to transmit the message. The attachments will be encoded

according to the information specified for your Mailer Encoding preferences. If you have typed in
the recipient’s address and that recipient is not stored in an Address Book, QuickMail Pro uses the

current default values to encode the attachments.

0 Note:You can also use drag and drop to add attachments to a message. Drag any file that you want
to add as an attachment into the attachment area in the Message window. QuickMail Pro displays
the file type of the attachment and encodes it as the message is sent.
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ADDING VOICE ATTACHMENTS

Sometimes the tone of voice or the inflection of the spoken word can carry more meaning than written
words. If your Macintosh includes sound capabilities and you have a microphone, you can record mes-
sages and enclose them within your electronic mail.

To record a voice mail message:

1 Click theNew button in the Message Browser.

2 Click theAdd and Save Attachments icon and seledtecord Sound from that list that appears. The Mac
Sound Recording dialog appears.

Q(mf[njp] <

Record Stop  Pause  Play

] 0:55
a rminutes 4:12 m

Figure 29: Recording sound

3 Speak to test your microphone. If you see sound waves next to the speaker icon, your microphone
input level is set correctly.

4 Click Record and speak into your microphone. The amount of time available to record is shown
under the right end of theinutes bar. If you need to pause during your message, ldigk. If you
finish with time to spare, clicktop.

Click Play to hear your message.

Click Save to add the voice attachment to the QuickMail Pro message. The attachment is shown as a
speaker icon in the list of attachments. You can usBldh&ound option available through theld
and Save Attachments icon to sample the voice message again before sending.

0= New logo =]
File [ lete Print Save Contacts Spell Send
- Sender [, o Sand o San RS BeA et com
To, [@.4aron@abc_gears.com iy 3¢ [
B <Click here to add a new recipients |~
IE 7| document S8 bluegrak.gif FES A an dink
sound Yoice Attachment FA A an gk
sound Yoice Attachment £ 7 & on sk | = |
|Form v|‘°'|| WV”A Gereva VI 10 ,H |B|1|g|

[New 1loge |

Figure 30: Sound attachments

34 Chapter 2



A  WARNING : Only QuickMail users can hear enclosed voice attachments.

ADDRESS BOOKS

Address Books enable you to quickly access information stored in the Contacts Manager, organizing
and sorting contact data in a convenient way. The tabbed dividers that organize the data about each per-
son in an address book can include not only E-mail addresses, but phone numbers, physical addresses,
organizational affiliations and titles, notes, and other details. A QuickMail Pro Address Book works like

a convenient electronic contact manager, putting important contact information at your fingertips.

Each Address Book can store an unlimited number of names, but, practically speaking, you should not
exceed 5,000 names within a book. If you do, you will begin to see performance problems when view-
ing or accessing data. You can also create large numbers of address books, but the practical limit is
approximately 250. Within each Address Book, you can define lists of contacts organized by depart-
ment, organization, or mailing lists. This gives you several different options for handling E-mail distri-
butions, allowing you to reach very specific groups or individuals with your messages.

CREATING A LOCAL ADDRESS BOOK

A local Address Book is stored on your computer. Use local Address Books to organize your personal
contacts.

1 SelectAddress Books in theConfigure menu. The\ddress Books dialog appears.

Address Books

Mame | Type | Tab Completion
Main Address Boak Local Wes Add Local ...
Sales contacls Local Ho

Add Remate
Friends and relatives Lacal Mo
Find Remote
Add Divider

Edit

i

Remove

Cancel

I

D]

0K

Figure 31: Creating a local address book

2 Click theAdd Local button. TheAdd Local Address Book dialog appears.
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Add Local Address Book

Name:l

[ Use for Tab Completion

=]

]

[ Cancel ] [[

Figure 32: Add Local Address Book dialog

(2 &)

Enter a name for the Address Book.

If you want this Address Book to be scanned for matches when you are manually entering an
address, select thise for Tab Completion checkbox. This feature enables you to complete a partially
completed address entry when an Address Book match is found simply by clicking Return or the
Tab key. QuickMail Pro either displays <Multiple matches found> as you are typing, or if the
match is indisputable, the program displays the contact address. You can press Return any time
<Multiple matches found> is displayed to view a list of matching contacts.

Click OK when done to create your new Address Book

Add contacts to your new Address Book, as described on “Editing Users in Address Books” on
page 44. Close the Address Book when done.

You can return to the Address Book dialog and rename any Address Book listed by uliiig the
button.

CREATING A REMOTE ADDRESS BOOK

A remote Address Book is stored on the computer running QuickMail Pro Server. Use remote Address
Books to search for all user addresses in your local domain. You can search for remote Address Books
or manually add them.

SEARCHING FOR REMOTE ADDRESS BOOKS

36

1

SelectAddress Books in theConfigure menu. TheAddress Books dialog appears.
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Address Books

Hame | Type | Tab Completion
Main Address Book Lacal Wes Add Local
Sales contacts Local Mo

Add Remote
Friends and relatives Lacal o

Find Remote...

Add Divider

Edit

Remove

Cancel

]

il

0K

Figure 33: Creating a remote address book

2 Click theAdd Remote button. TheAdd Remote Address Book dialog appears.

Add Remote Address Book

@ Find remote address books on directory server

() Add manually

[ Cancel ] H

(=]

K_

Figure 34: Add Remote Address Book dialog

3 Click Find remote address books on directory server in theAdd Remote Address Book dialog and clickOK.
TheFind Remote Master Address Books dialog appears.
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=———Find Remote Master Address Books
Directory Server: | CE Software =z cancel |
T [Searching... "{&{objectClass=ozaddressBook) {cn="]3"
Found address books
— ddd Al
-
|+
Added address books
[~
|+

Figure 35: Find Remote Master Address Books dialog
4  Select a directory server from tBectory Server pop-up menu and clidknd. The status line shows
the progress of the search.

5 Ifthe search locates a master address book, it is displayedFisutdaddress books area of the dia-
log. To add the master address book to your list of available address books, ditklieon.
The master address book is then moved tédhe address books area of the dialog.

6 Click OKin theFind Remote Master Address Books dialog when you are finished. TAédress Book dia-
log appears with the newly added remote Address Book listed amongst your local Address Books.

7  Click OK in theAddress Books dialog when you are done making changes to your list of Address
Books.

MANUALLY ADDING REMOTE ADDRESS BOOKS

O Because knowledge of Idap syntax is necessary to manually add a master Address Book, CE
Software recommends only advanced users use this method to create a master Address Book.

1 SelectAddress Books in theConfigure menu. The\ddress Books dialog appears.
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Address Books
Hame | Type | Tab Completion
Main Address Book Lacal Wes Add Local
Sales contacts Local Mo
Add Remote
Friends and relatives Lacal o
Find Remote...
Add Divider
[=]
[~ 0K

Figure 36: Creating a remote address book

2 Click theAdd Remote button. TheAdd Remote Address Book dialog appears.

Add Remote Address Book

() Find remote address books on directory server

) Add manually

[ Cancel ] H

(=]
=

J|

Figure 37: Add Remote Address Book dialog

3 Click Add manually in theAdd Remote Address Book dialog and click)K. TheRemote Master Address Book
Properties dialog appears.
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Remote Master Address Book Properties

Name: |CEUSERS

[ Use for Tab Completion

— Fetch address book using these LDAP settings

Host: I Idap.cesoft.com

[ override default part: 252

Fetch filter: I(&(ohjectclass=*)(addresshookAssoci

@ Don't authenticate
() Authenticate using default account settings

() Authenticate using:

Account: | |

Password: | |

[ Cancel ] H 0K ]l

Figure 38: Remote Master Address Book Properties dialog

4 Type a name for the Address Book in Maee field.
Type the address of your LDAP server in tthet field.
Type the syntax necessary for LDAP queries inFetu filter field.

O o O

TheFetch filter field should only be completed by advanced users who are familiar with the LDAP
syntax.

Select an authentication option and clitk TheAddress Books dialog appears.

Click OK in theAddress Books dialog when you are done making changes to your list of Address
Books.

CREATING A LOCAL GROUP

40

If you routinely send messages to the same group of people, creating an Address Group lets you send

messages and attachments to everyone included in the group. Other lists of contacts can be created to
represent organizations or departments, enabling you to send information targeted to a particular group
of contacts. The contact information associated with a Local Group is stored on the client computer, so

no connection with the server is needed to access data about group members.

As shown on théile menu when selectindew, the icon next to a Group has two faces.

1 SelectNew from the File menu and choolsesal Group. Thelocal Group dialog appears.
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0 = Local Group: Poker buddies =———FH B
/ Local Group Y,/ Notes

Hame: IF‘oker buddies I
E Members:

B <Click here to add a new recipients

]

[ Hide member names when addressing

New itern =

Figure 39: Group dialog

2 Enter a name for the Group. You can also enter any other information about the Group on the Notes
tab.

3 Click theMembers icon to access the current Address Book in Contacts Manager. The list of group
members, which is initially empty, is filled out by making selections from the Address Book. The
easiest way to populate the membership list is to drag names from the Address Book to the Mem-
bers field.

[0 == Local Group: Poker buddies ="-—HH

# Local Group Y/ Motes
Hame: | Poker buddies |
E Members:

[3 . Benedict Jégernard <jaeger @almacity net>
[@ . Guy Henry <q.henry®mailbox co.uks

[3 . Hans Rikkofixer <hans@brainworld.com:
[3 . Daniel Johansson <itkS®algo.se>

B <Click here to add a new recipients

€L
ERER

O]

[ Hide member names when addressing

MNew itern -

Figure 40: List of group members

4 After you add members to the new Group, close the dialog. QuickMail Pro prompts you to choose
an Address Book for storing the new group.
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Save "Poker buddies” In="a=—=

Address Book
Main Address Book
Sales contacts

Friends and relatives

-
-

Don't Save ] [(ancel] ” Save ]|

Figure 41: Choosing an address book

5 Select one of the displayed Address Books and 8liek The Group you have created will be

shown in the designated Address Book the next time you open it. You can then select the Group as
a target for mail distribution.
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CREATING AN ORGANIZATION

If you need to add various institutions or organizations to your contact data, one way of doing this is by
creating an organization listing. An organization is a way of designating a category in the QuickMail
Pro database for grouping individuals. For example, each person’s contact data in an Address Book
includes a field for Organization. You can use an organization as a grouping tool to include members in
a mailing list or bulk mailing. The name of the organization and an individual’s affiliation with it as
shown in the Address Book becomes the method of directing the communication.

To create an organization:

1 SelectNew and therDrganization from theFile menu. Thedrganization dialog appears.

B

O ——— Organization: Brainstorming Team

Organization Phone Location Notes

Narne: I Erainstorming Team

Email: |hrain3@gracklegoods.com

Category: | Mind Expansion

Home Page: Ihttp:N | a9

Address Book : Main Address Book

Figure 42: Organization data

2 Fill in the basic contact information in the Organization tab.
3 Enter any additional details in the Phone, Location, and Notes tabs.

4 Close the dialog when done. Thae As dialog lets you choose the Address Book in which the
organization you created will appear. You can sort the Address Book data by Organization using the
Sort By icon, providing an easy way to view all of the organizations that have been created within an
Address Book.
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EDITING ADDRESS BOOKS

1 SelectAddress Books in theConfigure menu to display a list of the currently defined Address Books.

2 Select the name of the Address Book to edit.
= Remove—Deletes the selected Address Book. You are asked to confirm deletion.

m  Add Divider—Inserts a line below the currently selected Address Book to help organize your
address book collection.

m Properties—Lets you define a new name for the Address Book and determine whettgr the
for Tab Completion feature is enabled.

3 Click OK when done.

EDITING USERS IN ADDRESS BOOKS

1 Select theContacts Manager option from théNindow menu. The contents of the current address book
appear. If a Directory Server was last selected or to choose a different address book, click the
Address Books button and make your selection from the list of available address books.

2 Choose a view for displaying the contacts. For example, you might cPesss from theShow
menu is selected and then click thmail fields icon at the bottom of the window.

[0 = ————— Address Book: Main Address Book="—"i——H B
show[snyitem &) beginning with | |

£lalb)e]ldlelf]lalblililk]l!]m]lnfelplalerls]t]u]v]w]=z]v]lz]=>
@ andrea Hedlo =

Email  a.hedlo®macsupport.se
[ arlo Jonkers

Email  arlo.jonkers@amc.org
[@ Barbara Marshmellow

Email  itsobarb@hotmail.com
[ Benedict Jégernord

Email  jaeger®almscity.net
% Brainstarming Team

Email  brains@gracklegoods.com
[@ Daniel Johansson

Email  itkS&algose
[ Guy Henry

Email  g.henry&mailbox.co.uk

OEE [E[a]8]e St By [ 103 ltems

S

Figure 43: Choosing a contacts view

3 Double-click the name of the contact that you want to editPgisen dialog appears.
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[l =————"Ferson:AndreaB.Hedo=——H

Person Ernail Phane Location Motes

Flrst_IAnnrea ‘ Initial

Last: I Hedlo

Ema\l:la hedlo@macsupport.se

Title: [dministrative id

|
|
|
Drgamzatinn-l |
|

Department_l Public Relations

Gender B Date of Birth: | 5/ 9799 @

Address Book: Main Address Book

Figure 44: Editing fields for a person

4 Make any necessary changes to the entries on the individual tabs. Close the dialog when done.

5 QuickMail Pro prompts you to save the changed data. Gliekto store the new information or
Don't Save to return to the previous contact data.

SUBSCRIBING TO A MAILING LIST

Subscribing to a mailing list enables you to receive E-mail on a wide variety of topics. Many companies
and organizations regularly use E-mail lists to provide new product announcements, offer technical
information to customers, inform product users of recent events, or entertain an extended audience
around the world. QuickMail Pro Server includes a list server function that allows it to be used to send
out E-mail to an extended mailing list. The QuickMail Pro client includes features that make it easy to
subscribe to a number of mailing lists.

To subscribe to a mailing list:

1 SelectNew and therMailing List from theFile menu. TheMailing List dialog appears.

[0 === Mailiny List: Chess Moves by Grandmasters B

Mailing List URLs Motes

MName: IChess Mowes by Grandmasters

Post Message: I

Organization: I International Fedaration of Smart Peaple

Department: I|

[_subserive | [ Unsubseribe |

Mew item

Figure 45: Subscribing to a mailing list

2 Enter the identifying information that you need for the mailing list.
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On the URL tab, enter the address that is used to subscribe to the mailing list in the field labeled
Subscribe URL. You can also enter additional contact information and URLs that apply to this mail-
ing list.

Return to thé/lailing List tab and click th&ubscribe button. QuickMail Pro completes the connection

to the Internet and initiates the subscription.

Close the dialog when done. Choose an Address Book from the dialog that appears for storing the
mailing list details.

Note To discontinue your subscription to the mailing list, select it from the Address Book and open
it for editing. Use the&how mailing lists icon to quickly scan through the available mailing lists.
Select thensubscribe button to initiate the process for canceling the mailing list subscription.

IMPORTING ADDRESSES

46

If contact data was originally created in a text-based application, you can use the Import addresses fea-
ture to bring this data into QuickMail Pro.

From theFile menu, seledmport and then choosgontacts as text file. The Choose a File dialog appears.

Locate the folder containing the file that you want to import. You can usSkamereview button to
view the contents of any selected file.

When you have located the appropriate file, dlistose. The contact information must be a tab-
delimited text file. For exampl&mith <tab> Joe <tab> Joe.Smith@cesoft.com <tab> QuickMail <tab> Quick-

Mail <tab> Binhex. QuickMail Pro displays thBontacts Import Order dialog that lets you determine the

sort order of the incoming records so that you can match the data to the fields in an Address Book.
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Contacts Import Order
Import data as: m
Data in: “data.txt” | On/off | dwailable Fields
Rutgers -3 Last Mame
Arnald - First Mame
a.rutgers@weaselville.org - Email
QuickMail -3 Last Known Mailer _
QuickMail - Title =
Einhex -- Organization
Department
Gender
—
Initials
Hormne Page
Business Phone
Home Fhone
Fax |
Cellular sl
Danar b
IEIScanIERecord 1 out of 3 Cancel ] ” Import ]l

Figure 46: Contacts Import Order dialog

4  Click and drag the Available Fields titles on the right side of this dialog to match them with the data
shown on the left side. If there is incoming data that you don’t want to include in the Address Book,
click the center column beside that item so that the arrow turns to a dashed line. Each data entry
with an arrow beside it will be imported to the field shown directly to the right. Edit the sort order
until you have each data entry matched to its corresponding field and thempditk

5 Select an Address Book as a target for the import operation. You can also create a new address book
to store the incoming data and cligk.

6 To verify the imported data, select ti@ose Address Book button in the Contacts Manager and open
the address book that contains the new data. You can scan the collection of data or look at the
details by double-clicking an individual entry.

During the import process, QuickMail Pro verifies the record components.

= Records with the incorrect number of fields are skipped.
=  Truncated records are invalid.
= Any address that has a text-size violation is skipped.

m If a format error is detected, the appropriate error name, incorrect field information and
offending row number are displayed. You can cancel the import at this time.

All non-text files are filtered from the list of available import files. Current addresses are not affected by
the import process. Only new, non-duplicate addresses are imported.
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O Note Each QuickMail Pro Address Book can hold an unlimited number of individual addresses.
We recommend that you do not exceed 5,000 entries in a single address book. Create one or more
additional address books if you find yourself approaching this number of entries.

IMPORTING OTHER TYPES OF ADDRESS FILES

Besides text files, QuickMail Pro can import address data from other sources, including:
m LDIF files: the file format recognized by LDAP clients; a number of applications can store data
in LDIF format
= QM 1.X address books and groups: QuickMail Pro address book data from earlier releases

m  Outlook Express export files: Address data exported by Microsoft's Outlook Express E-mail
application

To import address data in one of these formats:

1 From theFile menu, seledtmport and then choose the appropriate opt@mmtacts as LDIF file, QMP
1.X Address Book, QMP 1.X Address Group, Outlook Express Export File. The Choose a File dialog appears.

2 Locate the folder containing the file that you want to import. You can uSaah&review button to
preview the contents of any selected file.

3 When you have located the appropriate file, dlintose.
Select an Address Book for the import operation.

5  QuickMail Pro displays the progress as the file is being imported. When the operation is complete,
you can edit the address book contents as described in “Editing Users in Address Books” on
page 44.

EXPORTING ADDRESSES

You can export the contents of any of your Address Books maintained by Contacts Manager into stan-
dard text files. Text files can then be used to transfer data to other types of applications, such as database
or spreadsheet applications.

To export contact data as a text file:

1 From theFile menu, choosExport and therContacts as Text File.

2 Make a selection from th&hoose Address Book dialog that appears. Clid to confirm your selec-
tion. The Contacts Export Order dialog appears.
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Contacts Export Order
Export data as: m
dvailable fields Export arder
Initials First Name
Email Last Name
Title Organization
Department Home Phone
Gender _ Last Known Mailer
Home Page =
Business Phone
Cellular
Pager
Street N
P.0O. Box
City o ||
State sl =
inCode il el
cancel | [ Bxport ||

Figure 47: Contacts Export Order dialog

3

Select the data items from the Available fields column that you would like to include in the export
operation. To add the whole list of data items, clickAEAll button. If you want to remove an
item from the Export order column, highlight it and clRegknove.

Click and drag to adjust the order of the data items as they appear in the Export order column. This
is the order in which each of the fields will appear in the text file that is created.

Click Export. A standard dialog prompts for a destination file. When you export the file nothing vis-
ible happens; however, when you closefititng dialog, the address file will be in the location that
you specified.

Note If the filename that you have specified already exists, confirm replacement of the existing file
to overwrite the earlier file.

Once you have completed the export operation, the text file produced can be imported into other pro-
grams that accept tab-delimited text.

EXPORTING ADDRESSES TO LDIF FORMAT

1 From thefile menu, choosBxport and therContacts as LDIF File.

2 Make a selection from theghoose Address Book dialog that appears. Click OK to confirm your selec-
tion.

3 Choose a destination folder and a file name for the export operation. By default, the .LDIF exten-

sion is added to the file name. Click OK to start the export.
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4 A progress indicator displays while the export operation is taking place.

5 When the operation is complete, you can exchange the LDIF file that was created and the file con-
tents can be imported into typical LDAP client applications.

DIRECTORY SERVICES

QuickMail Pro users can receive contact data updates through the QuickMail Pro Directory System if
the necessary software is installed and configured on the QuickMail Pro Server. The QuickMail Pro
Directory System provides a highly automated means for distributing contact data throughout an organi-
zation, including data that is harvested from incoming E-mail messages that have been received by
E-mail clients connected to the mail system.

LDAP SUPPORT

Lightweight Directory Access Protocol (LDAP) is an industry standard protocol used to query
directories for information. LDAP directories are like “white pages” in a phone book, except they are
public directories that can be queried over the Internet. Some directories provide E-mail addresses plus
telephone numbers, fax numbers, and postal addresses. Through QuickMail Pro you can access public
directories such as Fourll, BigFoot, Internic, and USDSA.

CONFIGURING DIRECTORY SERVERS

1 SelectDirectory Servers in theConfigure menu. TheDirectory Servers dialog appears. A list of currently
configured directory servers appears in the dialog.

Directory Servers

Narne | Host
BigFoot Idap.bigfoot.com Add...

Internic Idap.interniccom
Add Divider

Four11 Idap.four 11 .com

Edit

Remove

Cancel

0K

j'

Figure 48: Directory Servers dialog

2 To configure an additional directory server, click Ade button. The Add Directory Server dialog
appears.
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Add Directory Server

Name_IUnivers\ty of Michigan I

— LDAP Settings

Host: | |

[ override Default Port
Max Hits: Timeout (sec)

Sesrch Root: | |

® Don't authenticate
() Authenticate using default account settings

() Authenticate using

Account | ‘

Paszword: | ‘

Fi

3

4

6

7
EDITING

gure 49: Add Directory Server dialog
Enter theName andLDAP settings for the server. Thiest field specifies the LDAP domain name for
the server providing the directory services, suclaasdigfoot.com.

The Default Port for LDAP access is 389, but you can override this default value by checking the
Override Default Port option and entering a different port value.

Enter any search limitations, such aslag Hits retrieved during queries and thiseout value in
seconds (after which the search will terminate). You can also speegiigfaRoot as a starting point
for directory server search operations.

Choose an authentication option from the three available selections.
Click OK to save your changes and return to the previous display.

DIRECTORY SERVER ENTRIES

You can make changes to any of the entries for the listed directory servers by highlighting the server
name in theirectory Server dialog and clicking Edit. Thidit Directory Server dialog appears.
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Edit Directory Server

Name_IE\annt I

— LDA&P Settings

Host: | Idap bigfond som |

[ override Default Port
Max Hits: Timeout {sec):

Search Root: | |

@) Don't authenticate
) Authenticate using default account settings

) Authenticate using:

Account | |

Password: | |

e

Figure 50: Edit Directory Server dialog

1 Complete thé&dit Directory Server dialog to add or edit private or public LDAP directories.
Name—The unique name for the directory.

Host—An IP address or a DNS entry to access the directory server.

Override Default Port—Most LDAP directories use port number 389. To override this value,

select the checkbox and enter a new value in the field.

Max Hits—Determines the maximum number of responses that will be retrieved from a direc-

tory server query. The default value is 100.

Timeout (sec}—Indicates the maximum time in seconds that a server is allowed to complete a

guery before the request is terminated.

Search path—Tells the search where to begin in the directory structure (person, organization,
or country). An entry in this field may not be required because many servers store directory

data in the same area and searches begin at the same place. An exaSgatehdfath is c=GB,
which means “country equals Great Britain”.

Authentication options—Determines if authentication applies to the query. If you choose

Don't Authenticate, no password or account name are transferred. You can also choose to authen-

ticate using your mail account login values or anotheaunt andPassword that you specify in
the fields provided.

2 Click OK in theEdit Directory Server dialog to complete the changes and return to the previous dialog.
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USING LDAP

You can perform simple or complex searches with LDAP.

BASIC SEARCH

1 Click theContacts button in the Message Browser window. Contacts Manager opens the current

address book or the most recent directory server.

2 Click theDirectory Server icon. The directory query screen appears.

DE

Directory: ldapsoft.com =——HH

Find | & persons

# ] matching

[[fullname [ =] [beginswith [ 2] [john |
[ Mare ] [ Fewer ]
[ane!
< |ab | cd | ef | gh| ij K1 |rmn ] op | gr | =t | wv | wx] uz ¥
ﬁ, #ins, John b e weta i Bl
R Alle, John SR TR CET
<2 Allah, Jahn JEllen@s cons
A Ander, John B SRR @ TR CoT
B John cer@egr ol net
B John, Mark e W T e

D2[& [=[&[@ =St By »[ &9 tems

KD

Figure 51: LDAP search options

3 Complete the search criteria using the drop down list box selections to determine the search terms
to be used. Click Find to initiate the search. W& andFewer buttons let you add or subtract addi-
tional criteria from the search operation. The search results appear in the lower pane, displaying
those fields for which you have selected corresponding icons at the bottom of the window. The sort
order is determined by ttbert By selection (First Name, Last Name, or Organization).

O Note One wildcard character (*) is supported in $agch for field.

Click and drag an address from the search results to the address pane of the Message window. You
can also use the:, Cc:, andBcc: buttons to transfer highlighted addresses to the address field for
the message.

Your E-mail message is now addressed to the user(s) you selected.

m The addresses retrieved during a directory services search can be saved in any address book or

group.
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CHECKING YOUR SPELLING

QuickMail Pro includes a built-in spell checker that can check the spelling of terms in the body of a
message and the subject line.

To perform a spell check:

1 Openamessage and click fipell button. QuickMail Pro scans for misspelled words. When text is
highlighted before you selegpelling, only the highlighted text is scanned for errors. When text is
not highlighted, QuickMail Pro scans all text for misspelled words. The spelling checker skips

URLs.
2 The spelling checker pauses and offers suggestions when it encounters an unknown or misspelled
word.
D §Spelling§5

Context: |hecity council, the architectiral board, the heritage society, and 1

|

Change To: Iarchitectural I lgnore

Suggestions: [architectural Replace

lgnore &l

Replace &l

]

o

=
EI

S

=

=

i
-

Add Word

Dictionary: [ English '+ [ _options... |

Figure 52: Spelling dialog
Context—Displays the detected misspelled word in the sentence in which it appears.
If possible, theContext field displays the sentence before and after the error.

Change te—Contains the correct spelling of the word. Select the correct word frofughe
gestions list or type words in this field.

Suggestions—Lists possible words to use in place of the misspelled word. Highlight a word to
place it in theChange to field.

Add Word—Adds the word displayed in tidange to field to the dictionary.
Dictionaries—Lets you select an appropriate dictionary to use for the spell check.

Options—Opens the Dialects dialog so that you can choose aAmnigan, British - ise, and
British - ize dialects.
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Click Replace to substitute a suggested spelling for the term displayed
= Replace All substitutes every duplicate error with the word displayed i6Himege to field.
4 Click Ignore to bypass the flagged word and to continue the check.

m  Selectignore All if you are positive that every occurrence of a flagged word is correct. The
Spelling Checker then temporarily bypasses all occurrences of that particular word.

5 Close the dialog to return to the Message Window. Any changed words or dictionary modifications
are saved. A dialog displays the number of words modified.

O Note: TheSpelling Checker dialog displays only when spelling errors are detected.

SELECTING A DICTIONARY

Selecictionary in theSpelling dialog to choose the appropriate dictionary to use for your spell checking.
Select one language; the language can be changed at any time.

STANDARD DICTIONARY

Select the appropriate dictionary from fhietionary drop-down list. You can change dictionaries during

a spell check. This feature accommodates QuickMail Pro users who use several languages. When a dif-
ferentDictionary is selected during a spell check, the check begins from the paused position: the start of
the last misspelled word detected.

SELECTING DIALECTS

1 Click Options to display theDialects dialog.

Dialects

[ American
[ British - ize
[ British - ize

C=J

Figure 53: Dialects dialog

2 Select the checkbox that applies to your dialect.

3 Click OK to apply your selection.
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USING STYLIZED TEXT

TheFormat bar offers text formatting options, including:

Font selection from the fonts available on your system
Font style (bold, italic, underlined.)

Font sizes

Colors that can be applied to text

Stylized text is only available in the message body; subject lines cannot use stylized text. You can stylize
text prior to typing, or you can highlight text to change it.

[l =————Minutes ofthe October Party HE
File Delete Frint Save Contacts Spell Send
~ Sender [, e Smdtd cine son LA ae A ame. coms
To, [@, leep@gracklegoods.com = 4
¥ <Click here to add a new recipient> ||

@ [ No Attachments
[Eferm <= [ By [A Geneva <] 10 (8] [ud Format bar
T Y /. IMinutes of the October Partv |

The first annual meeting of the October Party took
place at the Danvers Moose Lodge on October 23, 1999,
Attending were several members of the city council , the
architectural board, the heritage society, and the
mayor's cormmittee on cultural revival.

Important Notice!

Future meetings will be held in the rebuilt train
station at Ao Jimeias

D

5

Figure 54: Stylized text

O IMPORTANT : Stylized text and HTML formatting are only preserved when the recipient’s E-mail
software supports it.

FONT

Set the font in your message to any font available on your system. When you receive a message with a
font not available on your machine, QuickMail Pro substitutes the default font specified in the Display
panel of the preferences.

STYLE

Set the style of the text in your message body. All fonts can use these styles. When font substitution
occurs, QuickMail Pro retains the style settings with the substituted font. Text styles are Plain, Bold,
Italic, and Underline.
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SIZE

Set the point size of text that appears in the message. The individual sizes available depend upon the
font.

COLOR

Colors can be applied to any font, style, or size.

DEFAULT DISPLAY SETTINGS

You can select the options to use for fonts throughout QuickMail Pro throu@lsitlag settings in the
Preferences panels. Refer to “Display” on page 82 for information on how to modify your settings.
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CHAPTER 3: RECEIVING MAIL

QuickMail Pro is more than just a basic E-mail application—the product design includes many different
ways to filter and organize your incoming mail to make you more efficient in both your business and
personal correspondence. This chapter covers reading messages, retrieving attachments, mail notifica-

tion, and organizing new mail.

THE MESSAGE WINDOW

Figure 55 shows the organization of the Message window used for reading messages. Some of the
options provided on the menu bar and button bar are different from those offered in the Message
Browser. For example, ttend button is replaced by therward andReply buttons.

Move forward and
backward through -
he Inbox g [0 =—————= Underbridge garden (Inbox) B
Message number —H_2/5 sl w - =Y Button bar
| File Lelete Print Save Contacts ' Forward Reply
| P From: Alice Waterman To: joesmith@gracklegoods.com @‘,i MGSSHQG DFIONW
Attachments list —I@ I Mo Attachments
|
Underbridge garden ——— Subject line
Joe:
The client tour this season is qoing to be to Underbridge garden at the
outskirts of the city. ‘We expect there will anywhere from 21 to 30 visitors, so
please plan accordingly for transportation and meals. I'l] keep you updated as plans Message bOdy
develop.
Cheers,
filice
|+
[ate Sent: Sunday , May 9, 1993, 2:40 P A

Figure 55: The Message Window
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MANAGING INBOX MAIL

The Inbox serves as the first stop for all mail that you receive. Once a message has arrived in your
Inbox, you can handle it in a number of ways; messages can be read, forwarded, answered, printed,
deleted, saved, and filed. The way in which the messages are displayed by QuickMail Pro can also be
managed by setting up rules and adjusting the Preferences for the program.

RETRIEVING MAIL

Depending on your preferences, new mail can be retrieved automatically, on a schedule that you define,
or manually, whenever you want to check to see if new mail has been delivered to your account on the
server. If your mail host is QuickMail Pro Server, you can also receive notification that mail has arrived,;
you can then retrieve it at your convenience. By default, QuickMail Pro checks the server for new mail
every 15 minutes. To change the schedule by which mail is retrieved, refer to the instructions in “Send-
ing and Receiving” on page 86.

To manually check for new mail, op8end and Receive from theFile menu and chood#eck All Accounts.
QuickMail Pro proceeds to check each defined E-mail account in sequence and announces if you have
received new mail. For one-click access to your incoming E-mail, you can udedhkail button on

the button bar.

In theConnection Status portion of the Message Browser window, you can watch the progress as Quick-
Mail Pro connects, checks for mail, and disconnects from the POP3 server. See Figure 12 on page 15 for
an illustration of theonnection Status line.

NOTIFICATION

60

QuickMail Pro notifies you immediately whenever new mail arrives in the Inbox. Depending on how
your preferences are set, QuickMail Pro sounds a chime to indicate that new mail has been received and
repeats this chime every 15 minutes until you access the Inbox. You can also set your preferences so
that notification is by means of a flashing icon that appears beside the Apple icon in the upper left cor-
ner of your display or by speech natification.

If you would rather not receive natification for new messages or you want to change the frequency of
notifications, you can change the settings, as described in “Sending and Receiving” on page 86.
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READING MESSAGES

The Inbox stores all incoming messages until you either file or delete them. Messages can be viewed in
the following ways:

m  Select the Message Peek option in the lower left corner of the Message window. This provides
a preview of each highlighted message in the Message Peek pane. Refer to the next section for
more information about Message Peek.

m  Select a message and pré&©.

= Double-click the message.

m  Select the message line and press Return.

m Select the message line and click Real button.

m Select the message line and chadgma Selection in theFile menu.

m  Press8-(right arrow key) to open the next message listed in your Inbox.

m  Press8-(left arrow key) to open the previous message listed in your Inbox.

MESSAGE PEEK

The Message Peek feature lets you viaglacted message while you are in the Message Browser. You
can quickly determine the general content of messages, without having to fully open the message.
Message Peek can be used on messages stored in any of your mail folders, the Inbox, the Outbox, or
even messages in the Trash.

To use this feature, click the Message Peek option in the lower left corner of the browser window. The

contents of each highlighted message then appears in a pane at the bottom of the browser window, as
shown in Figure 56. Close Message Peek by clicking the icon a second time.
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O=—————————— QuickMailPro 20 =——"————[1
Q@ @] /=7
il Read File_ Delete

2w Search Contacts | Check

Show Lij messages containing: |
=] Sub ject | Who
= & Joe Smith
- B INDOX ..o 3/5
|1 Tangiers conference Lee Purcell 5/2/99, 5:35 PM
. Under bridge garden Alice Water man 5/9/99, 2:40 PM
Q Change of plans #lice Water man 5/9/99, 2:41 PM

)

1]

Frorm: Alice Waterrnan <alice.waterman@grackleqoods . cormn
Subject: Underbridge garden

Joe:

The client tour this seazon is going to be to Underbridge garden at the
outskirts of the city. We expect there will anywhere from 21 to 20 vizitors, =0
pleaze plan accordingly for transportation and meals. Il keep wou updated as plans
develop.

Cheers,

Alice

SN

El I Offline - Mo scheduled connection

Figure 56: Message Peek

FORWARDING MESSAGES

You can resend any messages that you have received to other parties by using the forwarding feature of
QuickMail Pro.

O Note TheQuickMail Pro panel in thePreferences window includesehavior options that can
automatically control the default action when you choose to forward a message. You can set the
configuration td-orward with changes, Forward as is, Redirect, or Ask me. TheAsk me option, if selected,
displays a dialog each time you choose to forward a message, letting you select the appropriate
forwarding option at that time.

To forward a message:
1 Open a message that you received and cHaos&d from theMessage menu, or click thé&orward

button. If theAsk Me option is active in the Behavior panel of the Preferences dialog, the program
displays your forwarding options.

Forward

Forward Message:
) with Changes

() hsls
() Redirect

=3

Figure 57: Mail Forward options
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Choose the option that applies to the message that you want to fokitafhanges includes any
markups or edits that you have made to the content of the mekskgends the message without
modificationsRedirect keeps the message originator when the message is sent, so the recipient of
your forwarded messages sees the original sender rather than the forwarding sender.

If you have elected to “forward with changes,” you can type any comments or notes into the mes-
sage body, if you want to include additional material for the recipient.

Click theContacts button and select one or more recipients from the Address Book or Directory
Server window that appears. Each selected recipient will receive the forwarded message.

Click Send to route the message to the indicated recipients.

You can also select a message in your Inbox and press the Control button to display a contextual
menu. Seledtorward from the contextual menu to forward the message to another user.

REPLYING TO MESSAGES

To reply to a message:

1

Click theReply button in an open message. The Reply To dialog appears if the message includes
more than one possible recipient.

Reply To

Reply To:

) Sender:
@ Originator: Inter Professionals Association

O Al

=

Figure 58: Reply To options

2

3

O

Select one of thBeply To optionsand clickOK.

m  SelectReply To: Sender to send the reply to the person who forwarded the message to you.
m  SelectReply To: Originator to direct your reply to the source of the original message.

m  SelectReply To: All to send the reply to anyone listed in TheandCc fields.

The Reply form displays the original message with a flashing cursor to mark the point where your
reply will be added. The original text is marked by whatever symbol you selected in the Message
Panel Reading options in Preferences. If your reply is being sent to another QuickMail Pro user,
you can select one of the forms from the Format bar to apply to the message.

You can also select a message in your Inbox and press the Control button to display a contextual
menu. Seledteply from the contextual menu to reply to the sender of the message.
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]

IRe Underbridge garden I

o 20 visitors, so

* please plan accordingly for tranzportation and meals. 111
rheep you updated as plans

* dewvelop.

* Cheers,

> Alice

T

I've made note of these changes and will incorporate thern into the master schedule that we are
working on at the morment.

— |4

N

Figure 59: Reply with quoted text

4 Type your reply and clicBend.

When the reply arrives, it is listed with: by the subject of the message in $Sikject column of the
Message Browser. Yo@ending Preferences determine if the body of the original message is on the
Reply form. See “Sending and Receiving” on page 86 for instructions on how to set up this feature.

O Note TheQuickMail Pro panel in thePreferences window includesehavior options that can
automatically control the default action when you choose to reply a message. You can set the
configuration tdieply to sender, Reply to originator, Reply to all, or Ask me. TheAsk me option, if selected,
displays a the dialog shown in Figure 58 each time you choose to reply to a message, letting you
select the appropriate option at that time.

SAVING THE SENDER’'S ADDRESS

Each message you receive has a “From” list, which displays who has sent, forwarded, or replied to a
message you have received. You can copy the sender’s address by double-clidkiisgntieon that

appears to the right of the From label. The contact information for the selected sender appears in the
Persons dialog, as shown in Figure 60. Add or change any data that appears in the dialog, as necessary.
Close the dialog and then respond to the request from the program to select an address book in which to
save the entry.
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0 =————"Person: Alice Waterman =——=H

Persan Email Phone Location Hotes

First: | Alice | initia: | |

Last: | ‘waterman

Email: |aIice.waterman@gracklegoods.com

Title: |

Organization: |

Department:l |

Gender: | Unspecified | = [ Date of Birth: | S5/17/99 @

Mew itern

Figure 60: Person dialog

DRAGGING THE SENDER’S ADDRESS
To drag the address from a received message to your Contacts Manager:
Open a message from any of the folders in your Message Browser.

Open the Contacts Manager and select the Address Book in which you want to save the sender’s
address.

3 Click on the person icon beside the sender’s address and drag the person icon to the listings area in
the Address Book. QuickMail Pro transfers the address to the designated Address Book.

4 Close the Address Book and confirm the changes by clickinggtaéutton.
PRINTING MESSAGES

To print a message, select the message in the currently open folder and use one of these methods:

= Click thePrint button on the button bar

= Selectrint in theFile menu, or

m  Press8-P.
Print displays the page setup and print dialogs. Set the appropriate options aRdntticicomplete the
print operation.

O Note: Text that extends beyond the width of a column (for exampl&uthet or Who columns) is
replaced with an ellipsis.
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SHOWING INTERNET HEADERS

66

QuickMail Pro normally suppresses the contents of the Internet header, which consists of information
describing the message addressing, contents, routing, and other details that are crucial to transporting a
message, but usually not particularly interesting to users. However, there are times when you may need
to refer to these details; when you do, you can access the Internet header by Sétechitegnet Head-

ers from theMessage menu.
To view a message header:

1 Highlight a message in the Message Browser.

2 SelectShow Internet Headers from theMessage menu. The header contents appear in a separate win-
dow, as shown in Figure 61.

Banner logo for your approval

FFCS22 header

Feceived: from [101.0.2.01 by [101.0.2.01
with SMTP (QuickMail Pro Server for MacOS 2.0b6 (3452); 16 HAY 99
17:15:42 UT
Date: 16 Moy 1999 17:15:42 -0S00
Message-10: <-1285247564alice. waterman@gracklegoods . com®
From: &lice Haterman <alice.waterman@gracklegoods.com:
Sender: Alice Haterman <alice.waterman@gracklegoods.com:
Subject: Bonkner logo for wour approval
To: <joe.smith@gracklegoods. com:
X-Mailer: OuickMail Pro 2.0b2r1 (36.2.2) (Mac)
E-Priority: 3
MIME-Uar=ion: 1.0
Reply-To: &lice Hatermon <alice.watermon@gracklegoods. com:
Content-Type: multipart/mixed; boundory="====403436575654405 1305 1===1"

o]

C=J

Figure 61: Show Internet Header window

3 Click OK when done viewing the header.

O You can also select a message in your Inbox and press the Control button to display a contextual
menu. Selecthow Internet Headers from the contextual menu to display the Internet header for the

selected message.
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MOVING MESSAGES TO TRASH

There are several ways to move unwanted messages to the Trash:

Click theDelete button with a message open or highlighted.
Press38-D in an open message.

Select multiple message(s) in the Inbox, Outbox, Sent Items, or other folders. Thebl@elect
in theEdit menu.

Select a message in your Inbox and press the Control button to display a contextual menu.
SelectMove to Trash from the contextual menu to move the selected message to the Trash.

Drag the message to the Trash. You can select multiple messages using standard Macintosh
methods, such as holding down the Shift key while selecting a range of messages, and then
drag them all to the Trash at the same time.

0 If you attempt to delete an unread message, an alert appearstRbeskspace) di8-delete to
bypass the alert.

Items remain in the Trash until you selBopty Trash from theTools menu, or until one of the events
described in the following section, Emptying Trash, takes place.

EMPTYING TRASH
You can empty your Trash and permanently delete mail in the following ways:

Select theébystem panel in the QuickMail Pro preferences and check the oftipty trash on
quit. Each time you exit QuickMail Pro, messages marked for deletion are removed. For more
details on configuring this feature, see “System” on page 80.

Selecttmpty Trash from theTools menu or presgs-T.

Click the Trash folder in the Message Browser and press the Control key to display a contextual
menu. Seledtmpty Trash from the contextual menu that appears.

SAVING MESSAGES AS TEXT

QuickMail Pro can convert a message into a text file that can be read by most word processors.

To create a text file:

1 Open amessage.

2 SelectSave as in theFile menu. The standafve As dialog appears.
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(52 QuickMail Pro 2.0Folder | | = Macintosh HD

Coming home Eject
) QM Login
& QM Networker Desktop
@ QuickMail Pro ¥
[, Retrieved Attachments

0|

Cancel
Save Message as:

|Tﬂngiers conference (Inbox) | save

File Format: [ Text Document

1)

Figure 62: Saving a message as text

3 Ensure that thEile Format is set tolext Document.
4 Make any necessary changes to the name for the file and specify a destination for it.

5 Click Save.

The converted message file can be found in the indicated folder and opened with a text editor or word
processor.

FILING MESSAGES

To stay organized, file or delete any messages you do not need to keep in your Inbox. When you receive
a message you need for future reference, file it in a personal folder. To see a list of messages in a mail
folder, double-click the folder to open it or click the arrow beside the folder to expand the folder con-
tents. Click the close box to close it or click the arrow again to collapse the folder contents.

To file a message:

1 Select a message to file in the Message Browser. Clididtitton to display theile Message dia-
log.

File Message

Select folder to use:

(3 My Filed Mail

[:[ Project research
D Thank you messages

4v]

=

Figure 63: File Message dialog
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O Note:A folder namedWy Filed Mail is automatically created in tiRersonal Folders directory when
QuickMail Pro is installed. To create other folders, see “Creating a Mail Folder” on page 73.

2 Select a folder and clidkle. My Filed Mail may be your only option if you haven't created any other
folders.

3 Afiling status bar appears briefly and your message is filed in the folder you selected.

O You can also select a message in your Inbox and press the Control button to display a contextual
menu. Seledtile into Folder from the contextual menu to display ffile Message window. Choose
the folder in which you want to file the selected message and cli€ketbetton.

NESTING FOLDERS

You can nest one mail folder within another by dragging and dropping the folders over each other in the
Message Browser. Nesting folders enables you to organize your mail folders much like you organize
folders in the Finder.

STREAMLINED MESSAGE HANDLING

From the Message Browser window, you can quickly manage messages by dragging the listed message
to an appropriate button on the QuickMail Pro button bar. When you drop the message, QuickMail Pro
performs the selected operation. For example, to quickly file a message, highlight its name in the
Message Browser list and then drag the message iconHite thetton on the button bar. QuickMail Pro

brings up the File Message dialog so that you can quickly assign a folder for storing the message.

W @

Menwr Eead File Delete

Figure 64: Buttons that support drag and drop

MARKING MESSAGES
There are several options in tllessage menu that let you mark messages. You can use these options to
group and categorize a range of message; for example, you can flag several messages to forward to a
single recipient. Or, you can mark a group of messages to be deleted according to the preferences that
have been set (such as permanently deleting the messages from the Trash when QuickMail Pro quits).
To use markers on messages:

1 Select one or more messages in the Message Browser.

2 Open the Message menu and choose the appropriate marker from the options shown in Figure 65.
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Tnnls Configure

Window

Send...
Delay...
Unsend

Reply...
Forward...
send Return Receipt
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BY

File into Folder...
Move To Trash
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=1 Mark as Unread
[ Mark as Read

[ Mark as Flagged
¥ Unmark Flagged
@ Mark as Deleted
£ Unmark Deleted

=¥ Retrieve Large Message "R

oEY
43U
CHF
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CHED
4#D

Show Internet Headers

#H

Figure 65: Message markers

3 You can reverse any marker assignments by returning to this menu and selecting the opposite
choice. For example, if you have seledtatk as Read for a message, use thllerk as Unread option
to remove the flag.

O You can also select a message in your Inbox and press the Control button to display a contextual
menu. Select one of théark as or Unmark as optionsfrom the contextual menu to mark the selected

message.

FLAGGING A MESSAGE

You can also mark messages using a flag, to easily locate specific messages for later reference or to sort
a group of messages using the flag as a marker. To apply a flag to a messadfg/isedétgged from

theMessage menu. To remove a flag from a message, highlight the message antsedrdtlagged

from theMessage menu. Messages that have been marked in this way display a small flag in the margin
beside the message.
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DELETING A GROUP OF MESSAGES
You can use markers to select a group of messages for deletion.

To delete a group of messages:

1 Highlight the individual messages that you want to delete
2  Open theVlessage menu and seleddark as Deleted.

3 From theTools menu, selediurge Deleted Messages. The messages marked for deletion will be per-
manently removed from your computer.

RETRIEVING LARGE MESSAGES

When you open a message in your Inbox that displays a fragmented-message icon, the program notifies
you that a message on the POP server is “X” kilobytes in size. The fragmented icon indicates that the
message is larger than what is specified in Yoo't download messages larger than “X” K preference. See
“Sending and Receiving” on page 86 for information on modifying the maximum download size for a
message.

You can retrieve an oversized message, if you determine that the message contains information that you
want to retrieve.

To retrieve a large message:

1 Highlight the message in the Message Browser list.
2  SelectRetrieve Large Message from theMessage menu.

QuickMail Pro retrieves the message at the next scheduled connection.

O You can also Control-click a message with a fragmented-message icon anBes@ledtarge
Message from the contextual menu that appears.

A WARNING : When you delete a message that displays the fragmented message icon, the message and
any corresponding attachments are also deleted from the POP server.
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CONFIGURING SHARED MAILBOXES

72

Shared mailboxes are essentially electronic mailboxes that can be accessed by multiple users. For exam-
ple, if your mail administrator has set up a “Public” mailbox for everyone in your company, that mail-

box can serve as a type of public bulletin board system. People can send a message to the “Public”
shared mailbox and everyone in the company will receive that message. A message posted to the shared
mailbox remains there until the server, the sender, or the administrator deletes the message or until the
sender unsends the message.

To set up a shared mailbox:

1 SelectShared Mailboxes from theConfigure menu. TheShared Mailboxes window appears.

Shared Mailboxes

Name | Subscription
2.0 Public Subscribed
Public - Industry Information Mot subscribed Update List

Public - Humar Mot subscribed

Subscribe...

Unzubscribe

Cancel

i

]

0K

Figure 66: Message markers
2 Click theUpdate List button. If your mail administrator has set up a shared mailbox, it appears in the
Shared Mailboxes window withNot subscribed listed in the Subscription column.

3 Click the shared mailbox to which you want to subscribe and clickutiseribe button. The infor-
mation in theSubscription column changes to show that your are now subscribed to the selected
mailbox.

4 Click OK when you are finished. Next time you open the Message Browser, your shared mailbox
will display and you will be able to read any mail that is sent to that mailbox.
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MANAGING MAIL FOLDERS
Mail folders provide an easy way to organize messages you want to keep. QuickMail Pro offers the flex-

ibility to let you create as many folders for archiving as you need under the Personal Folders directory
that is shown in the Message Browser.

On a shared computer, each person can only access the folders that are created under their account.
QuickMail Pro indexes filed messages using the account information of the logged-in person.

CREATING A MAIL FOLDER

1 Open therile menu and seledew and therPersonal Folder. TheNew Folder dialog appears.

New Folder

IEI IMarketing I

[ Cancel ] H New ]l

Figure 67: New Folder dialog

2 Enter a name for the new folder in the name field.

3 Click the Folder icon if you want to assign a particular icon to correspond with the newly created
folder. Thelcon Picker dialog appears. You can select from the QuickMail Pro icon set or any other
available icon sets. The chosen icon will appear in the Message Browser and other windows to rep-
resent the folder that you create.

Icon Picker

Icon Set: [ QuickMail Pro B

Kind
Group

=)
=3
=

Persan

Folder

Trash

Outho

I nbae

Directory Server
Address Book
Drafts

Sent Mail

ERESHLSR=E

]

[ Cancel ] H 0K ]|

Figure 68: Icon Picker dialog
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4 Highlight an icon to use for the folder and clidk

5 Click New to create the folder. The folder and its corresponding icon will appear Rersbial Fold-
ers area.

From the Message Browser, you can drag and drop messages from any displayed folder to any other
folder. This provides an easy way to organize and consolidate messages and to maintain an ongoing
archive of important messages. Use the arrow symbols at the far left column of the browser window to
expand and collapse folders to display or hide their contents. To move a message from one folder to
another, highlight the message and drag it to a new location.

For example, to quickly sort and process the contents of your Inbox, use Message Peek to preview the
message contents while you move through the message list and transfer each message either to a Per-
sonal Folder or to the Trash.

FINDING TEXT IN MESSAGES

Use theFind feature to locate text or text strings in a selected message.

1 Open a QuickMail Pro message.

2 Selecffind in theEdit menu or pres88-F.

Dgﬁndga

Find: Iillegal copies I ” Find ]I

Figure 69: Find dialog

3 Enter text in théind field. You can search for any text, word or group of words up to 255 characters
in length.

4 Click Find to scan all fields within a message.

m  Selectind Next in theEdit menu or pres8-G to locate the next occurrence of the specified text
in the open messagend Next starts at the end of the currently selected text.
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RECEIVING ATTACHMENTS

In QuickMail Pro, you can receive large files, graphics, or sound files as attachments. The attachments
option allows you to receive multiple attachment files, limited only by available memory and disk stor-

age space.

INCOMING ATTACHMENTS

The program notifies you in two ways when you receive a message with an attachment:

= In an open message, an expandable list of attachments appears below the address.

RETRIEVING AN ATTACHMENT
To retrieve an attachment:

1 Open a message that contains an attachment.

In your Inbox, the icon next to the message has a smaller icon next to it.

[0 =————Banner logo for your approval {Inbox)="c——=HE
- 5 = 62|57
Fil= Delete Print Save Contacts 'Forward Reply
I Fram: Alice waterman To: joe smith@grack|egonds com
@V docurnent a bluegrak.gif 15.2 K in mail
[«]
[=]
Banner logo for your approval
I've attached the proposed banner logo for wour approval. Please let me know
what you think. =
Thanks. -
-
Alice =1
H -
Date Sent: Sunday, May 16, 1999, 515 PM |///

Figure 70: Message with an attachment

2

ment.

choices appears.

Click the drop-down arrow next to tA#achment icon to display the file type and size of the attach-

Click theAttachments icon to display the available options for handling the attachment. A menu of

!VI document l Imi

Add Attachment...
Save Attachment...

2.7 K in mail

O]

Record Sound...

Play Sound

Figure 71: Attachment options
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4 To save the attachment as an external file, seleSathattachment option. QuickMail Pro saves the
file in the folder that you specify; it can then be launched in the appropriate application. If you have
multiple attachments, QuickMail Pro gives you the optiobate All Attachments.

5 Close the message window when done.

LAUNCHING ATTACHMENTS

Most attachments can be automatically saved and launched by double-clicking the item. QuickMail Pro
saves the files to a specified location and then launches the application in which the attachment was cre-
ated. To launch an attachment:

1 Open the message and display the list of attachments.
2 Double-click the attachment you want to launch.

3 If you have the application in which the file was created, or an equivalent applitai@nogram
opens the selected attachment. If the program cannot determine the appropriate application to
launch the attachment, it displays a list of possible applications and lets you choose the one that is
appropriate.

QuickMail Pro automatically stores the file attachment in a folder called Retrieved Attachments in the
QuickMail Pro folder.

LISTENING TO VOICE MAIL ATTACHMENTS

Messages that have voice mail attachments can be recognized by a speaker icon shown in the attach-
ments list below the message address.

PLAYING VOICE MAIL

76

A Voice Attachment is a recording that can only be opened by QuickMail Pro. To listen to voice mail:

1 Openthe message. If autoplay is selected in the Preferences, the voice mail will play as soon as you
open the message.

2 Highlight an attachment marked with the speaker icon in the list. $édg8bund from theAttach-
ments options (accessed by clicking thitachments icon beside the attachments list). You can also
double-click the audio file to start playback.

O Note When thePlay voice mail automatically option is checked in yoiending and Receiving Preferences,
voice mail messages play back immediately. See “Sending and Receiving” on page 86 for more
information.

You can send audio files to mail users on other platforms as standard attachments. For example, if you
want to send a voice message to a Windows user, you can save the recorded audio as a QuickTime file.
If the Windows user has the QuickTime player installed, they can retrieve the audio attachment and lis-
ten to it. The mail encoding options should be set to the Windows-compatible settings for this process to
work.
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LOGGING OUT OF QUICKMAIL PRO

Select ogout from theFile menu to terminate your mail session on the Intetogtut is useful when
you want to reduce dial-up connection charges.

SelectQuit from theFile menu to close the QuickMail Pro application, but remain connected to the Inter-

net or the local mail server. When you sel&gt from theFile menu, you continue to receive mail
through QM Networker.
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CHAPTER 4: PREFERENCES

Preferences provide a way for you to configure QuickMail Pro so that it operates according to your
needs. Within the Preferences window, there are panels that control E-mail account details, personal
data, signatures, message send and receive settings, and the appearance options for QuickMail Pro. This
chapter explains how to configure each option so that QuickMail Pro runs according to your prefer-
ences.

PREFERENCES PANELS

To make changes to the preferences that QuickMail Pro uses each time you launch irefasosss

from theConfigure menu. The Panels shown in the left side of the Preferences window provide access to
each of the options. You can expand or collapse the panel cateoidda]! Pro, Identity, and so on) by
clicking the arrow beside the category name. Select an individual panel by clicking on its name—the
panel options appear directly to the right.

SAVING AND REVERTING PANEL SETTINGS

Use theSave Panel button to save any changes you make to an individual panel. You can also return to the
earlier values after you make changes by clickindi¢ket Panel button. Thebave button, to the right of

the window, saves all of the changes made in panels since the window was aCap@bedtits with-

out storing any of the changes since the last save. Dots that appear to the left of Panel names indicate
changes have been made to panel settings that have not yet been saved.

PrEfErEnCESEE
Panels System
ickHMail P
e s _ Startup & Quit
®  Systemn

Dizplay On computer startup, QuickMail will:
Behavior
Forms
Send/Receive

b Empty trashonquit A Send all outgoing mail messages on quit

_hctivate Hotkeys

« User
Signatures —
Personal vCards = T
 Message New: Mail: | Speech Motification | =
— [ Repeat every min
9 Priority Mail: | Default Sound =
Cormnposing . . .
Return Receipts MNew Receipt: | Speech Motification | = [ Display ican in menu bar
Printing

—‘when the QuickMail Pro logo is clicked, launch this URL
- Advanced

Mailer Encodings
Mailer Mannion

[ savePanel | [ RevertPanel |

|http:fﬁwww.cesoft.coma’quickmaiIa’qmdocs |

AP

Figure 72: Preferences panels
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The following sections describe each of the panel options, category by category.

QUICKMAIL PRO OPTIONS

Panels in th&uickMail Pro category include:

= System
m Display
= Behavior
s Forms

= Send/Receive

SYSTEM

System Preferences determine how QuickMail Pro functions at the System level.

PreferencesEE
Panels System
ickHail P

© R _ Startup & Quit
®  System

Display On computer startup, QuickMail will: | Ask me ta login ¥

Behavior

e A Empty trash an quit [ Send all autgoing mail messages on quit

cendiRece e — Activate Hotkeys

- User
Signatures —
Personal vCards et
- Message Mew Mail: | Speech Notification =
Readin [ Repeat every min
9 Priority Mail:| Default Sound =
Camposing . . .
Return Receipts Hew Receipt: | Speech Notification | = 2 Etaplasy Toat 70 TR R
Printing

—wWhen the QuickMail Pro logo is clicked, launch this URL
+ Advanced

Mailer Encodings

Mailer Manning

[ savePanel | [ RevertPanel |

Ihttp:.-’fwww.cesoft.comx’quickmaiI.-’qmdocs |

Pl

Figure 73: System preferences

Startup & Quit— Defines what tasks that QuickMail performs when your computer starts and quits the
application. The first optiorin computer startup, QuickMail will:, determines the login method. Selksit

me to login to ensure that security is maintained for your computer; this option requires that you provide
your password each time you start QuickMail Pro. Sébgt for me to allow QuickMail Pro to auto-
matically fill in your password and start the application.
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Empty trash on quit—TheEmpty trash on quit checkbox, if selected, causes QuickMail Pro to delete all
messages present in the Trash folder each time you exit the program.

Send all outgoing messages on guitlf selected, th&end all outgoing mail messages... checkbox causes
the application to deliver all pending messages in the Outbox before exiting.

Activate Hotkeys—If selected, th@uickMail checkboxactivates the hot-key combination displayed to
launch QuickMail Pro. To change the hot-key combination, highlight the current hot key and enter the
new key combination. If selected, thegickSend checkbox lets you send a quick message from within

any application, by pressing the indicated hot-key combination. You can also change the hot-key combi-
nation by typing a new entry in the corresponding box.

Notification—Determines how QuickMail Pro notifies you when certain types of mail have been
received. A different kind of notification can be assigned to incoftawdyail, Priority Mail, andNew

Receipt. For a speech synthesized notice, sélggech Notification; QuickMail Pro will inform you what

type of message or receipt has been received. You can also chdagaitifmund (a chime), any of the
standard Macintosh alert soundsNoiSound. You can repeat the audible notification by selecting the
Repeat every... checkbox and entering the interval you want QuickMail Pro to use. If select@ikpibe

icon in menu bar check box flashes a small QuickMail icon near the apple in the Apple menu to alert you
to mail arrival. You can use both the audible and visual cues or turn off notification completely.

When the QuickMail Pro logo is clicked, launch this URL—Specifies the URL to access when the

QuickMail Pro logo is clicked from within the application. By default, the URL links to CE Software’s
QuickMail Pro Web page.
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DISPLAY

TheDisplay options let you control the way in which your messages will be formatted and displayed,
both as they are sent and as they appear in the Message Browser.

PreferencessS)m——————————— E
Panels Display
ickMail P
< QuickMail Pro  General
®  System
Dizplay B4 Show hat help, using delay
Sehawor [ Hide button titles [ Hids button edges [ Hide button separators
arms
Send/Receive — List Yiews
= User _ Font: [Geneva i] Size: [ 10 i]
Accounts =
SRS _ Message Peek
Personal wCards Font: [ Geneva ) size:[10__ | 2]
+ HMessage — Message Yiew |tems
Reading
omprsing Show read using: [ Plain 2] [mmElack B
Return Receipts Show unread using: [ Beld =] [-Black i]
Printing ) - — —
- Advanced [ Show deleted usmg:[Strlkethrough ;] [-Black ;]
Mailer Encodings =] Show server using: [ Plain 3] [mmElack B
h ) -
[ save Panel | [ RevertPanel |

Figure 74: Display panel
General

Show hot help—Determines whether hot help (pop-up help messages) will be displayed whenever
the mouse pointer is over a button or displayed option. The delay setting lets you choose the relative
time before the help boxes will pop whort, Medium, Long, or No. With No delay, the hot help pops

up immediately.

Hide button titles—If selected, suppresses the display of the titles of individual buttons.

Hide button edges—If selected, removes the 3D edges of individual buttons.

Hide button separators—If selected, removes the separator bars from between button groups.
List Views—Chooses the unique display characteristics for messages as they appear in a list. You can
set the individual display characteristics to your own preferences.

Message Peek-Chooses the unique display characteristics for message text that appears in the Mes-
sage Peek pane. You can select a Font and Size to suit your own preferences.

Message View—€ontrols the appearance and behavior of messages as they are handled within the Mes-
sage window.
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Show read messages usirgSelects the font appearance for read messages that appear in a list:
Plain, Bold, Italic, Underline, or Strikethrough. You can also choose a color for the message text.

Show unread messages usirgSelects the font appearance for unread messages that appear in a
list: Plain, Bold, Italic, Underline, or Strikethrough. You can also choose a color for the message
text.

Show deleted messages usingselects the font appearance for deleted messages that appear in a
list: Plain, Bold, Italic, Underline, or Strikethrough.

Show server using—Selects the font appearance for messages that have been retrieved with the
Leave mail on server option. Font options include: Plain, Bold, Italic, Underline, or Strikethrough.

BEHAVIOR

TheBehavior options control how QuickMail Pro responds to certain tasks, such as forwarding messages
and opening new windows.

Preferentes ="————— E
Panels Behavior
< QuickMail Pro  List Views
System
Display b Double-clicking a folder opens it ina new window
Eehavior Sort date column by | Date Sent :

Formz
Send/Receive

—Close the message window after

= User b Deleting the message
Accounts = B Filing the message
Signatures [ Sending the message
Personal wCards
—‘when choosing “Forward”, default to
+ Message
Reading () Forward with changes () Redirect
Composing {2 Forward as is @ 4sk me
Return Receipts s s oo, el §
Printing —‘when choasing "Reply”, default to
= Advanced {2 Reply to sender {2 Reply to all
Mailer Encodings d (2} Reply to originatar ®) Ask me
) m—- -
[ Save Panel ] [ Revert Panel ]

Figure 75: Behavior panel
List Views—Controls how folder content is displayed by the program.

Double-clicking a folder opens it in a new window-Displays folder contents in a separate win-
dow when the folder is accessed by double-clicking. Otherwise, folder contents are shown in the
Message Browser window—messages and other folders are nested below the parent folder.

Close the message window afterDetermines what actions result in the message window being
closed.
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Deleting the message-Closes the message window after a message is deleted.
Filing the message-Closes the message window after a message is filed.

Sending the message-&loses the message window after a message is sent.

When choosing “Forward”, default to—Specifies the options used when forwarding mail.

Forward with changes—includes any edits or changes that have been made to a message when it
is forwarded.

Forward as is—Forward the message in its original state, without edits or changes that have been
made to it.

Redirect—Forwards mail and keeps the originator.

Ask me—Queries you before completing the forwarding operation.

When choosing “Reply”, default tc—Controls the handling of message replies.

Reply to sender—Directs mail replies to the contact who sent the mail message (even if it was for-
warded from a different source).

Reply to originator—Directs mail replies to the contact who originated the mail message (not nec-
essarily the same contact who sent it).

Reply to all—Directs mail replies to everyone who appeared in the “From” list, including carbon
copy recipients.

Ask me—Queries you to determine how each individual message reply should be handled. You can
choose the appropriate option when you send the mail.
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FORMS

TheForms panel lets you choose pre-built or self-designed QuickMail Pro forms to exchange with other
QuickMail Pro users. QuickMail Pro offers a collection of custom E-mail forms that can be applied to

messages that are sent to other QuickMail Pro users. You can also create your own custom forms, install

them, and then select them for use fromFitms panel.

Preferences
Panels Forms
- QuickMail Pro
System
. * Plain Memao
Dizplay
) Announce ment
Behavior
Erick wall
Forms . _
Send/Receive Bugglln =
= User A Install Form...
=| Don't Ask Me
Accounts
Personal vCards Fifl
Hand
- Message
Reading Hearts Standard Farms...
. Hipster
Camposing o e
Return Receipts . _' Ay breetings
Printing Ma?IManager Reply U
- Advanced Office Memo =]
Mailer Encodings = | =
Lailer Mangings ~
[ savePanel | [ RevertPanel

Figure 76: Forms options

Use thenstall Form button to add pre-built forms or original forms that you have created to the list.
Clicking this button opens the stand&iaose a File dialog. Locate the form file and cli€ken. Once a
form has been installed, you can use it in your correspondence with other QuickMail Pro users.

Use theRemove button to delete forms from the list that you no longer want to use. You can reinstall
these forms by clicking th&iandard Forms button and then choosing the form name from the list that

appears.

You can preview available forms from the Message window. Selecting the form name from the format
bar immediately places that form within the Message window. You can cycle through the collection of
forms by selecting each of the forms in turn for viewing.
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SENDING AND RECEIVING
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The Send/Receive options determine how QuickMail Pro handles certain mail delivery and receiving
tasks.

Preferences=—————————————— &

Panels Send’/Receive
- QuickMail Pro " When sending a

System

Display B Send immediately

B0 [ Bos a copy to self
®  Forms

Send/s Receive [ B a copy to this address: |
- User _

Accounts =

. R

Signatures [ Compress enclosures (requires Stufflt Engine™})

Personal vCards [ anly if enclosure is larger than KE
+ Hessage ) )

Reading [ Create Self Extraction Archives (SE4)

CRmEEE — When receiving n

Return Receipts

Printing e Dan't download messages larger than | 1024 | KB
= Advanced

Mailer Encodings ||

) ; -

[ save Panel | [ RevertPanel |

Figure 77: Sending and Receiving

When sending a message .—Specifies how QuickMail Pro handles message delivery.

Send immediately—Transmits the message as soon as you clic&ettiebutton. If this requires
that a dial-up connection be made, QuickMail Pro initiates the modem link with the designated
server.

Bcc a copy to sef-Sends you a blind copy of each message by return mail for reference or
archiving.

Bcc a copy to this address-Sends a blind copy of each message to the specified address, whether
one of your alternate mail addresses or to another E-mail user.

Compress enclosures-Applies file compression to message attachments. This can be selectively
applied depending on the attachment size. The compression engine used is the Stufflt Engine from

Aladdin Systems, so this software must be pre-installed and available on your computer before the com-

pression option can be used.

Only if enclosure is larger than.—Determines the use of compression based on the size of each
attachment. Attachments larger than the value indicated are compressed.

Create Self Extraction Archive (SEA)—Uses the Stuffit Engine to produce a compressed file that
is self-extracting; in other words, the file can be expanded by anyone using a Mac just by double-
clicking it.
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When receiving a message .-—Specifies how QuickMail Pro handles message reception.

Don’t download messages larger than—Indicates the maximum size of a message, including its
attachments, that QuickMail Pro can retrieve from the server. QuickMail will retrieve a notice that
the large message is on the server. You can then retrieve the message at a later time.

USER OPTIONS

Panels in th&ser category include:

= Accounts
= Signatures

m Personal vCards
ACCOUNTS

Each account shown in this panel represents one E-mail address associated with the individual currently
logged in to QuickMail Pro. You can maintain multiple E-mail addresses for each persona, or user iden-
tity, in QuickMail Pro. For each account, the panel displays a brief summary of the accounts details,
such as the persona name, the frequency of mail checking, and whether the mail is left on the server.

Preferentes=—"————————— &

Panels Accounts

< QuickMail Pro
System
Dizplay
Behavior

®  Forms
Send/Receive

= User
Accounts
Signatures
Personal vCards

-+ Message Remove
Reading
Caompozing
Return Receipts
Printing

+ Advanced
Mailer Encodings

. -

[ save Panel | [ RevertPanel |

Account: Main User Account
Persona: &lice \Waterman <alice waterman@qr ..
Check mail every 15 minutes
Leave mail on server: Enabled

4v]

[ Adopt an Existing QuickMail Account.. ]

I

Figure 78: Accounts panel

To check account information, highlight the account that you want to change aridiitli€keEdit
Account dialog appears.
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Edit Account

Account Name: |Main User Account

[ Include this account with Send & Receive Al

— Persona: | Main Persona =

First Name:IAIice I Last Marme: IWaterman |

Email Address: Ial ice water man@qrackleqoods.com |

Signature:| No Signature = vCard:
[ Add Persona ] [ Remave Persona ] Fetch Server Aliases

— Incarming Mail

PDPAccnunt-Ialicewaterman | POP Hnst-lgracklegnndscnm |

Paszword: [l Use Secure Password (APOP}
BA Check mail every minutes [ Leave Mail On Server

— Dutgoing Mail

SMTP Host: Igracklegoods.com |

Cancel ] ” 0K ]I

Figure 79: Edit Account dialog

The options on thedit Account panel specify account, login, mail checking, and connection information.
Thelncoming, Outgoing, andPersona fields are automatically prefilled when setting up a new account with
the Account Assistant.

Include this account with Send and Receive All-Indicates that this account should be checked for
new mail each time 3end and Receive All command is issued from thée menu of QuickMail Pro.

Persona—A set of identification values associated with a user. Each user can have one or more perso-
nas and each persona indicates a different message originator, with unique name, address, organization,
signature, and other similar information.

First/Last Name—Your first and last name.

E-mail Address—Your complete E-mail address as assigned by your ISP or network administrator. For
example sara@isp.com.

Signature—The information that you select to be added to the end of each E-mail message automati-
cally. The signature might include your name, address, Web site URL, a favorite quotation, telephone
number, or any kind of similar contact information. Signatures can be created and assigned names for
easy access in QuickMail Pro.

vCard—The name of the vCard data associated with the current persona. A vCard allows contact infor-
mation to be easily exchanged and quickly entered into contact managers.

Add Persona—Creates a new, empty persona that can be filled out by the user. On the new form, fill out
the additional contact detail and E-mail account that you want to associate with this new persona.

Remove Persona-Deletes the persona represented on the currently open panel from the account.
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Fetch Server Aliases—Retrieves any known aliases for this account from the server.

POP Account—Your login name as assigned by your QuickMail Pro Server administrator or ISP oper-
ator. This is often the first and last name with an Internet separator, such as a period or underscore. For
examplesara.james. It can also be a single name, such as “sales” or “support.”

POP Host—The address of the POP server to which your mail is sent.

Password—The characters representing the password that you use to access this E-mail account. This is
not the same as the password you use when you launch QuickMail Pro. If you have several different
E-mail accounts, you must set up separate account details with the appropriate password for each
E-mail account that you access.

Use Secure Password (APOP}Enables a password encryption standard that is used to make it more
difficult for your password to be intercepted and accessed by unauthorized individuals.

Check mail every.—Determines the intervals between QuickMail Pro checking for new mail.

Leave mail on server—Sets QuickMail Pro to download a copy of each mail message, leaving the orig-
inal on the server until it is deleted from your Inbox or filed to a folder. This option can be useful if you
log into the server to check mail from remote locations, but you want to retain your mail on a server at
one central location.

SMTP Host—The address of the SMTP server through which your mail is sent out to the Internet. This
entry may be the same as the@ming Mail POP Host field if one server is used for both incoming and
outgoing mail.

IDENTIFYING YOURSELF TO OTHER USERS

Signatures and vCards let you personalize your messages with specific information that you supply. You
can create multiple signatures and vCards and assign them to particular personas in QuickMail Pro to
present yourself to contacts in a certain way. For example, you might want to use one vCard for all of
your business contacts and another vCard to present to members of an organization to which you
belong. To add variety to your messages, you can create a group of signatures that will cycle randomly
each time you complete a message.

SIGNATURES

Signatures provide a way to add a distinctive conclusion to each of your messages—without having to
type the information manually. You can use different signatures with different personas. If your signa-
ture includes a World Wide Web URL, QuickMail Pro automatically converts the URL address into a
live link so the message recipient can immediately connect to the address.
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Signatures

Marne | In randam
Uncle Leaperz Mo
Leaping Leaperz Mo
Leaperz Zell Mo

Edit...

Rerove

D]

Figure 80: Signatures

New signatures can be added to the signature list by clickirfgldHsutton. TheAdd Signature dialog
appears.

Once you have created signatures, you can apply them to messages by using the Signature pop-up but-
ton in the editing bar of the Message window. Signatures are inserted directly after your message text.
You can view the individual contents of each signature by clickinfdihbutton with the signature

name highlighted.

Add Signature

Signature Name: | Uncle Leaperz

[ Include this signature in random list

"Man is the artificer of his own happiness."
- Henry David Thoreau -

Copy from Internet Config

Figure 81: Add Signatures

Enter the details of the signature in the text box. Sitrature Name that you enter will be displayed in

the signature list. If you select the checkloxyde this signature in a random list, the signature will auto-
matically be displayed by random selection as you complete QuickMail Pro messages. For example,
you could create a set of signatures with ten different quotations and these would be applied randomly
to messages, adding some variety to your communication.

The Copy from Internet Config button lets you retrieve the content of a signature from the Internet Config

data stored in the QuickMail Pro Utilities folder (based on information retrieved from the Mac OS).
This signature can then be applied to new messages that are created.
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PERSONAL VCARDS

If you use a contact manager application, you know how tedious it can be to manually enter and edit the
personal data for all your contacts. Using vCards, you can provide your personal and business informa-
tion to your contacts in a standardized form that can easily be imported into vCard-compliant contact
managers. You can also import vCard data from E-mail messages that you receive from your contacts.
QuickMail Pro makes it simple to create a vCard. In fact, you can create and store several different
vCards and select the one to use for any given circumstances or for exchanging information with a par-
ticular contact.

The personal vCards that you create are displayed in a list that appears when you $eleatathe
vCards panel from thedentity category.

Personal vCards

Standard contact
Business use
Mr. Zell

Edit...

Remove

O]

Figure 82: Personal vCards

To create a new vCard, click thdd button. The\dd Personal vCard dialog appears. The vCard Name that

you assign will appear in the vCards list, where you can select it to be attached to an E-mail message.
The rest of the information fields for the vCard should be filled out to reflect those details of your per-
sonal data that you want to exchange with other E-mail contacts.
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Add Personal vCard

wCard Name: | Mr.Zell |

First: | Leaperz | it £

Lest [zell

Erail | leaperz@wizardworks.org

Title: [President

|
|
|
Organization |W\zard works Design |
|

Department I

Gender: [Male | %] [ Dateof Birth:| 3/14/50 E
(.

Figure 83: Add Personal vCard

Click OK when done filling out the fields on the vCard form. The vCard you create will be listed by
name with all other current vCards. You can change the information stored in a vCard by selecting its
name and clicking thigdit button from thePersonal vCards dialog.

To choose a vCard to attach to E-mail message, $atiase Personal vCard from the Attachment icon
options available in the Message window.

To remove a vCard from the list, highlight the vCard name and clidketihae button.

HANDLING RECEIVED VCARDS

92

When you receive a vCard from one of your contacts, it appears as an attachment in your message. Drag
the vCard icon an address book opened in Contacts Manager to save the data. Many applications also let
you import the information stored on the vCard.
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MESSAGE OPTIONS

The Message panels control the appearance of messages that you send and the printing of messages
from the Message Browser. You can also control the options that apply to return receipts.

READING
The Reading options affect properties of a message as you are viewing it. The following options are
available.
Reading
— Show quoted text beginning with "=" using

— Defaults for non-QuickMail messages

Form: Font: (Gerers :

— ¥oice Mail

[ Play voice mail automatical ly

Figure 84: Reading options

Show quoted text beginning with “>” using=—Selects a font style and a color for text that has
been included from a prior message. Style options include: Plain, Bold, and Italic. Color options
include 15 distinct colors you can use to identify quoted text.

Defaults for non-QuickMail messages-Betermines the appearance of messages sent from non-
QuickMail recipients.

Form—Chooses the display format for non-QuickMail messages. You can apply QuickMail forms
to non-QuickMail messages, if you prefer the format of one of the pre-existing forms. By default,
this is set to the Plain Memo form.

Size—Selects the font size for mail messages.
Font—Selects the font to use when displaying messages.
Style—Selects the font style for messages.

Play voice mail automatically—If checked, this option causes voice mail attachments to be played
as soon as a message is opened. Otherwise, the voice mail playback is controlled by the user.
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COMPOSING
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The Composing options control the overall appearance of message content, the handling of quoted sec-
tions within a message, and the use of signatures and vCards.

Composing

— Message Defaults

Form: [ * Plain Merno i] Font: [Geneva

]
]

Size: [10 2] style: [Plain

— Quoting

A Quote the original message, then start the quote

Use Internet standard quoting character =" when:

BA Replying BA Forwarding with changes

[ Prepend quote with reference to sender

[ Add timestamp of original message

Figure 85: Composing panel
Message Defaults-Controls the appearance of message text.

Form—Selects a form from those available to use as a template for messages.
Size—Specifies the point size of text contained in a new message.

Font—Designates the font to be used in newly created messages; any font that is installed on your

system can be applied to a message—however, messages recipients can only see the message in the

same format if they have the same font installed.
Style—Determines the font style of the text within the message.

Quoting—Controls the handling of quoted material from other messages or replies.

Quote the original message-Indicates that the quoted text from the original message should be
included as a part of the reply. Automatically inserts the text calveeror below the message, as

you specify.

Use quoting character “>,” when—nserts the quoting character according to your preferences:
when you are replying to another message and when you are forwarding a message that has been
modified.

Prepend quote with reference to senderInserts a tag line before a quotation included in a mes-
sage that identifies the original sender of the quoted material.

Add timestamp of original message-Inserts the time and date that the quoted material was cre-
ated.
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RETURN RECEIPTS

Return receipts provide naotification of whether or not messages reach their intended recipient. A return
receipt can be generated at the server level, from the server that accepted the message, and from the
individual user when a message is opened and read. You can also choose how you will respond to
receipt requests that arrive in your Inbox.

Return Receipts

—‘when addressing a new

[ Request receipt by default

—_When | request a receipt, | want
) & delivery receipt from the receiving server (DSN)
) & read receipt when message is displayed {MDN}
@ Both

__When | receive a message and the sender requested a receipt (MODNY
) Mever return a receipt
) Always returna receipt

) A3k me when | close the message

Figure 86: Return Receipts panel

When addressing a new messageRequest receipt by default, if selected, ensures that a receipt request
will be generated automatically when you create and address a new message. Use this option if you
want to receive receipts for all the messages that you send.

When | request a receipt, | want—Specifies the handling of receipts from external servers and mail
recipients.

A delivery receipt from the receiving server (DSN)-Indicates that the server that receives the
message should supply a return receipt.

A read receipt when message is displayedRequests that a receipt be returned when a message
is opened and read. This option depends on the recipient of your message (read receipts can be sup-
pressed by individual users).

Both—Indicates that a return receipt should be generated by the receiving server and a read receipt
should be returned when the message is opened and read.

When | receive a message and the sender requested a receipt (MBN)etermines how QuickMalil
Pro responds to requests for incoming mail receipts.

Never return a receipt—Prevents read receipts from being generated under any circumstances.

Always return a receipt—Ensures that read receipts are always sent out when requested.
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Ask me when | close the messagel_ets you individually determine after you have read a message
whether a read receipt should be sent to the sender.

PRINTING

QuickMail Pro has a number of options for controlling printing, accessible through the Printing panel.

Printing

— Page Setup

[ Show “Page Setup” dialog

— Default Print Format

) Graphic Form @8 Text dnly

[ Use Font: | Geneva s

— Address List

[ Limit the address list to the first items

Figure 87: Printing panel
Page setup—Determines how QuickMail Pro responds when you begin to print a message.

Show “Page Setup” dialog—Displays the standard page setup dialog for your printer.

Default print format —Determines whether the internal message formatting is used when printing or
whether QuickMail Pro should override the message format using other selections.

Graphic form—Prints the message using the same form that is used in the Message window.
Text only—Select this option to print only text with no graphics.
Address List

Limit the address list to the <number> first items.—Sets an upper limit to the number of recip-
ients that should be included in the printout. This is useful if you often have extremely long address
lists and you do not want to print the full list.
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ADVANCED OPTIONS

These settings include features that are somewhat more technical than other areas of QuickMail Pro. We
recommend that only advanced users modify the settings included in the following panels.

While many modern E-mail applications can handle a variety of encoding formats for attachments,
some earlier applications are more limited. QuickMail Pro incorporates intelligent attachment handling
by extracting details from message headers that identify the originating platform for a message and then
using these encoder settings for future message attachment deliveries to the same person.

In some circumstances, you might want to adjust the way encoding options are handled. You have the
option of either adjusting the default settings that are used by QuickMail Pro, or creating new entries
that handle encoding completely differently.

MAILER ENCODINGS

QuickMail Pro uses the Mailer Encoding settings defined on this panel to determine how to handle text
and message attachments for each of the different possible E-mail platforms. In other words, if you send
a message to someone who receives their mail on a Windows 98 computer (and specify that encoding),
QuickMail Pro will use the settings listed undiéndows to format the message. When you are compos-

ing a message and you select a recipient from an Address Book, QuickMail Pro uses the data stored with
that recipient to determine correct formatting and encoding. If the person was added to the Address
Book based on information received from an incoming message, in most cases, QuickMail Pro is able to
properly identify the client platform and select a suitable encoding method.

When you are entering addresses manually, a pop-up list beside the recipient’s name lets you choose
from one of the five basic encoding types (QuickMail, MacOS, Windows, Unix, and Compatible),

shown in Figure 88. QuickMail Pro then refers to the settings in this panel when formatting the message
and attachments for delivery. When manually addressing messages in this manner, you are expected to
know the appropriate E-mail platform to select.

For the majority of cases, you should never have to modify any of the settings in the Mailer Encodings
panel; QuickMail Pro identifies and selects the appropriate settings for you. However, for advanced
users, you have the capability of making any changes required to handle specific circumstances. You can
also create additional mailer encodings to use for specialized mailings.

Preferences 97



Hailer Encodings

Mailer Encoding

| Capabilities

QuickMail
MacOs

Wi ndate's
Unix
Compatible

QuickMail Form, Plain Text, BinHex 4.0
Mo Form, HTHL Text, BinHex 4.0

Mo Form, HTHL Text, AppleDouble

Mo Form, Plain Text, Data Only

Mo Form, Plain Text, Data Only

QD]

] [ Edit... ] [ Remove ]

Figure 88: Mailer Encodings panel

USING THE COMPATIBLE ENCODING FOR MAC FILES

For many different types of messages and attached filegortipetible mailer encoding setting works
without problems. However, using thempatible setting with certain kinds of Macintosh files can create
difficulties. This is because of the structure of the Macintosh file format, which differs from typical PC
and UNIX file formats. The primary difference is that a Macintosh file includes both a resource fork and
a data fork, unlike PC/UNIX files, as shown in Figure 89.

Macintosh file PC/UNIX file
File Creator _| ‘ttxt'
Resource Fork | [

00100001 00100001
11010000 11010000
Data Fork _| 10101000 10101000
00011110 00011110
11111000 11111000

File Name FILENAME.SUF

File Suffix

Figure 89: Macintosh file format compared to PC/UNIX format

Data

The data fork in a Macintosh file contains the basic binary application data or text data, depending on
the type of file. The resource fork identifies the data content and provides important details about the
data. If the file is an application, the information stored is typically resources that describe the applica-
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tion’s icons, dialogs, menus, or executable code. Resource forks for document files typically contain
preference settings, window locations, fonts, icons, and so on. The Macintosh Finder uses the resource
fork to display the appropriate file icon.

When theCompatible setting is selected for a message transfer with an attachment that includes a Macin-
tosh file, the data fork is sent, but not the resource fork. The loss of information creates problems if you
are sending applications or even sometimes if you are sending documents. To avoid the problem, select
one of the encoding options that suits the Macintosh platform. If you are sending a file to a recipient
who is using QuickMail Pro on the Macintosh, you can choose the QuickMail Pro option. Or, you can
choose the Mac OS option. In both cases, file attachments can be transmitted securely and without
errors.

ADDING AN ENCODING SETTING
If you have an application that requires a custom encoder setting, you can create it as follows.

To add an encoder setting:

1 From theMailer Encoding panel of the Preferences window, sekeict TheAdd Mailer Encoding dialog
appears.

Add Mailer Encoding

Encoding Narme: I| I

— Forms

Form Encoding: (Mo Form B
— Text Encoding
Text Farmat: [ Plain Text B
Character Set: [Western European (IS0 8... | %]
Byte Encoding: [quoted—printable i]
[ Break lang lines at EI characters
_ Attachment Encoding
File Farmat: [ Data Only i]
Eyte Encoding: [ basetd i]
[ cancer | [[ 0K ]]

Figure 90: Add Mailer Encoding dialog

2 Enter a name for the Encoding method. This is the name that will appealailthEncoding panel
for editing and selection.
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Select &orm Encoding to use if intended recipients are QuickMail Pro users. The QuickMail Pro
selection ensures that forms get transmitted properly along with the message. For other platforms,
selectNo Form.

Set the characteristics of the Text Encoding. You can select either HTML text or Plain Text, and you
can choose from among several character set options ranging from simple 7-bit ASCII text to Japa-
nese variations.

Choose &yte Encoding method for text, which determines what method of storage and compression
is used when converting the message text to a format for transmitting. This selection should be
compatible with a method that is in use by the intended recipients, so that the text can be properly
converted from its encoded format when received. Refer to “Text Encoding” on page 26 for more
details on this topic.

Select dile Format to use for attachments. These file formats enable attachments containing binary
data to be transmitted across the Internet; recipients should be able to extract this data using their
mail client or a utility, such as Stufflt Expander. Refer to “Encoding Options” on page 26.

Choose &yte Encoding method for attachments. This selection should be compatible with a method
that is in use by the intended recipients, so that the attachment can be properly decoded when
received. Refer to “Attachment Encoding” on page 26 for more details on this topic.

Click OK when done to save your selections and create a new Mailer Encoding entry.

MAILER MAPPINGS

100

Mailer Mappings create associations between patterns that appear in the X-Mailer entry in the header of
an E-mail message and the Mailer Encoding that QuickMail Pro identifies with that pattern. This

enables QuickMail Pro to collect data from incoming mail messages and determine the appropriate
encoder settings to use for a recipient who has sent a mail message. As you add recipients to an Address
Book through Contacts Manager, QuickMail Pro identifies the appropriate encoding to use and stores it
along with the contact data.

Under normal circumstances, you should not need to change the entries on this panel, but you have the
flexibility to do so if you need to adapt QuickMail Pro for a specialized application. You can also create
additional Mailer Mappings to correspond with custom Mailer Encoding settings that you create (as
described in “Adding an Encoding Setting”).
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Hailer Mappings

Match | Pattern | Use Mailer Encoding

®-Mailer quickrmail* QuickMail

w-Mailer *mac* Mac3

w-Mailer Furin® Wi ndows

®-Mailer *5UnnE* Uniz

w-Mailer *solaris® Unizx

w-Mailer *unix® Unizx

w-Mailer *linux® Unix

w-Mailer *had* Unizx

w-Mailer 3 Compatible
=]
||

[ add.. | [ Edit. | [ Remove |

Figure 91: Mailer Mappings

ADDING MAILER MAPPINGS

You can create additional mailer mappings to allow QuickMail Pro to recognize specific patterns in
incoming messages, enabling the application to form associations between an X-Mailer entry or specific
domain and a type of Mailer Encoding.

To add a new mailer mapping:

1 From theMailer Mappings panel, click thé\dd button. TheAdd Mailer Mapping dialog appears.

Add Mailer Mapping

Mateh: () %-Mailer Header Field
@ Mail Address Domain

Pattern: I I

Mailer Encoding: [Compatihle i]

Cancel ] |[ 0K ]|

Figure 92: Add Mailer Mappings
2 Choose whether the Mailer Mapping is to be based on the X-Mailer Header Field (which is
extracted from incoming E-mail messages) or from the domain from which a message originates.

3 Enter the pattern that you want QuickMail to recognize. You can use the wildcard character (*) to
extend the range of valid matches. For example, if you want the application to look for variations
on Windows (windows95, windows98, windowsNT), you could enter *win* for the pattern.
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4 Choose théfailer Encoding method that you want to associate with this Mailer Mapping. QuickMail
Pro will make this association each time it identifies matching strings and it will store the encoding
type specified as part of the recipient data.

5 Click OK when done to create the new mapping.

PAGER & FAX

102

The capabilities of basic E-mail have been extended with pager and facsimile services through Quick-
Mail Pro. Access to these features depends on the availability of a gateway that supports E-mail address-
ing to pagers, cellular phones, and fax equipment. If your E-mail is handled by QuickMail Pro Server,
you automatically have access to such a gateway. E-mail messages ending in @telenote are rerouted to
the Telenote Server for QuickMail. Messages are then converted to Short Message Service (SMS) for-
mat, which can be effectively transmitted through phone lines to reach cellular phone networks. Mes-
sages originating on the computer can be routed to cell phones, pagers, and faxes in this manner.

SMS is widely available throughout Europe and is gaining popularity in the United States, as well.
Check with your carrier to find out about availability in your region. Note that the formatting of E-mail
messages is very specific for each of these services; you must use the appropriate E-mail format, as
instructed by the service offering the gateway, to properly reroute and deliver messages in these formats.

The Pager & Fax panel options essentially turn on and turn off these capabilities in QuickMail Pro. You
also have the ability to control character formatting within the number that is used to access the service.

Pager & Fax

— Pager Messages

[ Enable email addressing to pagers

e Strip non-digit characters fram number

[ Enable email addressing to cellular phones {SMS)

[ Strip non-digit characters from number

formot: [ ]+ number +

_ Fax Messages

[ Enable email addressing to faxes

e Strip non-digit characters fram number

Figure 93: Pager and Fax options

Pager Messages-Controls the options associated with sending E-mail messages to pagers that support
message reception.

Enable email addressing to pagers-Allows E-mail messages to be sent through gateways to pag-
ers that can handles message reception.
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Strip non-digit characters from number—Eliminates any characters in the number that contain
alphabetic characters.

Format—Indicates the format that applies to the gateway service, as provided by the gateway oper-
ator. Check with your provider for the appropriate format.

Enable email addressing to cellular phones (SMS}YAllows E-mail messages to be directed
through a gateway to cellular phones that are equipped to receive messages.

Strip non-digit characters from number—Eliminates any characters in the number that contain
alphabetic characters.

Format—Indicates the format that applies to the gateway service, as provided by the gateway oper-
ator. Check with your provider for the appropriate format.

Fax Messages-Controls the sending of E-mail data to fax machines.
Enable email addressing to faxes-Allows E-mail messages to be converted and sent through
gateways to facsimile equipment.

Strip non-digit characters from number—Eliminates any characters in the number that contain
alphabetic characters.

Format—Indicates the format that applies to the gateway service, as provided by the gateway oper-
ator. Check with your provider for the appropriate format.
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CHAPTER 5: SEARCH OPTIONS

QuickMail Pro includes a versatile search engine that can locate names, words in the subject or body of
messages, and messages that fit other criteria. Searches can include all of the folders in your mail sys-
tem or can be narrowed just to hunt through your Inbox or another folder. At startbgaythéeature

returns to the default setting léfid messages in all folders matching any criteria.

START

ING A SEARCH

Searches can be quickly launched from the Message Browser window. For a full description of the
search options, refer to “Improving Your Search Results” on page 106.

1

Click theFind option from thetdit menu. Or, select tHgarch button from the Message Browser
button bar. The QuickMail Search dialog appears.

(|

QuickMail Search =)

New

Fead

File Delete

Find messages in [aII folders

[subjest

%) [contains

2] |

Mare Fewer

=]

Sub ject

=]

S KD

Figure 94: QuickMail Search dialog

2
3

Choose the folders to include in the search irFitiemessages in pop-up menu.
Choose the criteria to apply to the search inrtiehing pop-up menu.

Specify the actual part of the message to search using the pop-up menu on the next line. For exam-
ple, choose to search thidject lines of messages that contain the word “conference.”
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5 If you want to add an additional item to search, clickMbe button.

QuickMail Search="i—F——"r———EIH

NEEE

Mew Read

Find messages in [all folders _# | matching [any criteria_ | %]

[ message text ] [contains B |conference

|
(]
=] T [

Figure 95: Searching through message text

6 Click Find to start the search. The search results appear in the Browse pane, where they can be
sorted bySubject, Sender, andDate Sent by clicking on the appropriate column heading. You can also
view the message contents from this pane.

IMPROVING YOUR SEARCH RESULTS

Finding the information that you are seeking often requires specifying your search parameters in a way

that will yield the most effective results. If your attempted search yields few results or no results at all,

you need to change the search parameters to broaden the search. If the search returns so many results that

you cannot easily scan through them all, you want to change the search parameters to narrow the search.
FIND MESSAGES IN

The first line in the Search windo®ird messages in) lets you narrow or broaden a search in two separate
ways:
m  Selecting the folders to search
m  Selecting whether the search must match all specified criteria or any of the criteria
Use theMore button to add another set of criteria to include in a search.
SELECTING FOLDERS

The range of folders selected to include in the search will either narrow or broaden the search results.
The following options appear by dropping down list labaleidlders:

m allfolders: searches all of the mail folders that can be viewed from the Message Browser. This

includes the Inbox, Outbox, Trash, Drafts, all personal folders, and all other folders. This
options provides the most complete search results.
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You can narrow the search results by limiting the search to one folder. For example, you can search any
of the following folders:

= Inbox: searches only the contents of kibex folder

m  Qutbox: searches only the contents of tubox folder

= Sent Mail: includes messages in thent Mail folder in the search results

m My Filed Mail: searches previously archived messages in the folder desidfydtia Mail

QuickMail Pro also lets you choose from folders that apply to a specific account. For example, as shown
in Figure 96, you can select the Smith account or thdoe Smith, Jr. account to conduct a search. If you
choose an account name in this manner, QuickMail Pro searches through all of the primary folders asso-
ciated with the account, including the Inbox, Outbox, Sent Mail, Receipts, and any shared mailboxes
that have been defined.

0 =—"-————— (uitkMiil Search=—"—--——"[L0B
Mew Read File D lete
Find messages in [® all falders n matching
(ETE |
Inibos;
Outhox
Receipts —
LA[=] Task Farce | [ e |
Joe Srnith, Jr.
Inibos;
Outhox
Sent Mail |
Receipts =
Drafts 7
Persanal Folders
Iy Filed Mail
References
Trash

Figure 96: Selecting folders to search

SELECTING CRITERIA
Selecting the criteria to use in the search also influences the range of the search results.

To broaden the search results, choosartheriteria option. Withany criteria selected, the search engine
returns results for any matches of terms or dates or senders—any specified criteria that have been entered.
This technique generates the most search results.

To narrow the search results, chooseathugteria option. Withall criteria selected, the search engine only

returns messages that match every one of the specified criteria. You can use this option to precisely target
specific messages that you want to view or access.
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MORE CHOICES

Click theMore Choices button to display an additional line of search options. You do not need to enter or
select criteria in every field. Fields that are left blank are ignored during searches. Setatghitige
value toany criteria to expand the search results alhdriteria to narrow the search results.

[ =———— QuickMail Search=—-—~—"——FEIH
VEieilir]
New  Read File De
Find messages in [all folders %] matching
[ message text %] [contains 3] [sonference |
[ mesaage text =) [contains 3] I meeting |

Figure 97: More search choices

Each of the two lines includes identical options. Select one of the critati@et; sender, or other
item—on each line and than specify whether the indicated searctoitieims or doesn't contain the word
or text string that will be entered in the text field.

For some items, such dae sent, priority, andstatus, the final criteria selection is limited to only those
options from a drop-down list that apply. For example, if you select priority, a drop-down list limits the
criteria toUrgent, Normal, or Bulk. Similarly, date sent displays a selection list for choosing a date. If you
choosestatus, your selections are limited to the message status indiceanidlg§gged, deleted, answered,

or forwarded).

Using thedoesn't contain option excludes the specified terms from the search results. You can use it as a
filter to avoid getting certain messages included in the search results. For example, if you want to avoid
matches of messages from a person named Cyril Washburn, set one of the criteria linesetularead:

doesn't contain Cyril Washburn.
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SEARCH RESULTS DIALOG

You can view search results while the search is still in progress.

TheProgress bar displays the progress of the search. The number of messages found displays to the left
of theProgress bar and updates as matches are made. Clicking the Message Peek icon in the lower left
corner of the Message Browser lets you view the message contents in the bottom pane, as shown in

Figure 98.

QuickMail Search

=)=

Q2R @]

New Fead File Delete

Find messages in [aII folders

_# | matching [any eriteria

Kl

[ mesaage text

%) [contains 3] [conference

Search criteria

[ message text

=) [contains %] [ meeting

More Fewer | |

e [=1] subjest | who

Hinutes of the Oct__ leep@gracklegoods.com
= ] Tangiers conference Les Purcell
[ [Tangiers conferencelEEI

5410499, 7:03 PM
5/2/99, 5:38 PM
542499, 5:38 PM

Sorting columns

Search results pane

o]

Subject: Tangiers conference

Have you managed to contact anyone about the Tangiers conference yet?

Message Peek pane

Message Peek icon —*

=) I I Meszages Found of 15 Mezsages Total

Status line

S[EID

Figure 98: Search results
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SORTING MESSAGES FROM SEARCH RESULTS

110

The Search Results pane contains a message list. Messages in this list are sorted by the category high-
lighted in the category bars above the Rsiority, Message Status, Subject, Who, andDate Sent. Click a cat-
egory to sort the message list according to a particular view. For example, cliele et button to

sort the messages sequentially by the date each message was sent.

To open a message displayed in the list for viewing, double-click the message subject or highlight the
message and click tiead button. The message contents are displayed in a separate window.

Messages that are highlighted in the search results list can be handled using the buttons along the top of
the window. You can perform any of the following actions on a message:

m Read: displays the contents of a message in a separate window

= File: lets you file the message in a selected folder

m Delete: removes the message and places it in the trash

If you open a message for viewing, you can atsward it to another party or respond to the message
using theleply feature.
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CHAPTER 6: MAILMANAGER

MailManager” is a tool that automatically handles incoming and outgoing messages, allowing you to
file, print, forward, or delete messages based on a flexible set of criteria. For example, when you go on
vacation you can create a Rule that automatically replies to all incoming mail with a statement that you
will return from vacation in one week. In the interim, MailManager can file incoming messages in a
“Vacation” folder, making it easy for you to view new mail when you return.

MailManager offers two sets of rules: Server Rules and Client Rules. Server Rules handle mail at the

server and Client Rules handle mail downloaded to your desktop computer. You can use both types of
rules to precisely specify how both the server and the client respond to messages sent to your E-mail

address.

O Note Server MailManager Rules are available only if QuickMail Pro Server 2.0 software is used on
your mail server.

CONFIGURING MAIL MANAGER

To set up rules for handling your mail, launch QuickMail Pro and ddkaiétanager from theTools

menu. The QuickMail MailManager window displays. This window is your starting point for anything
you do with MailManager; you can choose a Rule Set, enable or disable rules, choose to create new
rules, choose to edit existing rules, or delete rules.

0 =——— QuickMail MailManager =—"—— 0 H
Rule Set: | Client Rules - [ Start Client Rules [ Start Server Rules
Rule Mame in out man stop Hew
1 Rule #1 -
2 Wacation ~
3 Filter ads +

S

Figure 99: QuickMail MailManager window
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CREATING CLIENT RULES

1 SelectMailManager in theTools menu to display th@uickMail MailManager window shown in
Figure 99.

SelectClient Rules from theRule Set pop-up menu.

Click theNew button. TheRule Properties dialog appears.

0= ke #I=—————H0H8
Rule Name: IRuIe 1 | B Incoming [ Outgoing [ Manual
&pply actions to messages matching | any criteria -
[ message text %] [contains B Ilnternet audio |

[suhject i] [ contains i] Iaudio |

[ More Choices ] [ Fewer Choices ]

Step Description
1 file: folder = “file://ffolder /", duplicate fdd
[~
||

[ Stop processing mare rules

N

Figure 100: Rule properties dialog

4 Type a name for the rule in tRele Name field. For example, typkule #1 at the prompt.

0 Note Each Rule name must be unique.

5 Select thancoming, Outgoing, or Manual checkbox to specify when you want the rule applied.
= Incoming:applies the rule to incoming malil
m  (Outgoing: applies the rule to outgoing mail.

= Manual: applies the rule only when you choose one or more messages in the Message Browser
and select th&pply Rules option from thelools menu. You can also manually trigger rules by
selectingApply Rules from the contextual menu that appears when you Control-click the
selected messages.

6 Specify the criteria messages must meet before MailManager processes them. You can expand the
criteria by clicking theéMore Choices button and selecting additional search parameters. See
page 114 for detailed information on the available criteria.

7  Click theStop processing more rules checkbox if you want MailManager to stop processing rules once
a set of criteria has been met for a particular message.
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8 Click theAdd button when you are finished specifying the criteria for the ruleCligneAction win-
dow appears.

Public Mail - Action

Action: |» Delete
File
Print

Forward -

Reply

Figure 101: Client Action window

9 Choose an action for the rule and specify any additional information the selected action requires.
See page 116 for information on each available action.

10 Click OK when you are done selecting an action. The defined action appearBlila Bneperties
dialog.

11 Specify any additional actions you want the rule to perform by clickinidtheutton and selecting
another option from théction pop-up menu. For example, you might want to have MailManager
both file and print each message that matches the criteria OBliokhe Client Action dialog when
you are finished.

12 Wwhen you are done specifying the actions that apply to the rule, click the close boRuia Rrup-
grties dialog.

13 Click Save at the prompt to save the rule you just created. The new rule appear§iokitiail Mail-
Manager window along with a check mark next to your processing choices (Incoming, Outgoing, or
Manual processing). A check mark appears in the Stop column @fitkidail MailManager window
if you selected th&top processing more rules checkbox shown in Figure 100.

14  Click theStart Client Rules check box to enable the rules you have created.

The Rules you create are stored in your :System Folder:CE Software:QuickMail Internet:Users:
<username>:Rules folder. Your Client Rules are not available from other workstations.

O Note MailManager Actions ignore yotreferences settings, such asways send copy to self.
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CLIENT-BASED CRITERIA

114

When you are creating client MailManager rules, the criteria you specify can either narrow or expand
the range of messages that MailManager processes.

ANY CRITERIA

If you selectny criteria, messages that contain any of the search criteria you specified are processed by
MailManager. This option is equivalent to a Boolean “OR", in logical terms. For example, assume that
you have set three criteria:

= Subject contains “tropical gardens”
= Message text contains “tropics”
= Message text contains “gardens”
If “tropical gardens” displays in the subject line or “tropics” or “gardens” are present in the message

text, MailManager performs the designated action on the message.

ALL CRITERIA

If you selectll criteria, messages must contain each and every one of the search criteria that you indicate
before MailManager will process the messages. This option is equivalent to a Boolean “AND", in logi-
cal terms. For example, assume that you have set two criteria:

m  Subject contains “alternative energy”
= Sender contains “Rocky Mountain Institute”

For a match to occur, “alternative energy” must appear in the salpjg@tte sender must contain
“Rocky Mountain Institute.” If these two criteria are met, MailManager performs the designated action
on the message.

ALL MESSAGES

When you select| messages from theApply actions... pop-up menu, the action(s) you specified are
performed on each message that arrives in your Inbox or that is sent from your Outbox. You do not need
to specify any criteria if you select thiémessages option.

ADDRESS

Whenaddress is selected in the first pop-up menu, eight different options become available in the second
pop-up menu.

m sender—Examine the message headers of incoming or outgoing mail for a particular name or
E-mail address. The text is also matched with any substring in the person’s name or address.

Some examples of legal matches for a search “John” include: John Smith,
John.Smith@xyz.com and John.Doe@smith.com

= reply-to—Examines the message headers of outgoing mail for a particular name or E-mail
address.
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m from—Examines the message headers of incoming mail for a particular name or E-mail
address in the “from” field.

m to—Examines the message headers of incoming or outgoing mail for a particular name or E-
mail address in the “to” field.

m cc—Examines the message headers of incoming mail or outgoing mail for a particular name or
E-mail address in the “cc” field.

m to/cc—Examines the message headers of incoming or outgoing mail for a particular name or E-
mail address in the “from” or “cc” fields.

m  SMTP sender—Examines the transport address of incoming mail for a particular name or E-
mail address. For example, selecting this option would enable MailManager to look at the
sender of a listserver message. Even though the “From” field would only show the listserver as
the sender, the transport address would reveal the true sender of the message.

m  SMTP recipient—Examines the transport address of incoming or outgoing mail for a particular
name or E-mail address.

SUBJECT

Whensubject is selected in the first pop-up menu, you must use the second pop-up menu to choose
whether the subject field of a messag®ains or doesn’t contain the specified word or text string in the
messagesSubject fields

MESSAGE TEXT
Whenmessage text is selected in the first pop-up menu, you must use the second pop-up menu to choose
whether the message tegrhtains or doesn't contain the specified word or text string.

DATE SENT

Whendate sent is selected in the first pop-up menu, you must use the second pop-up menu to choose
whether the message was sent on, before, after, or on a different day than the specified date. Use the date
field's scroll arrows to choose a particular month, day, and year.

PRIORITY
Whenpriority is selected in the first pop-up menu, you must use the second and third pop-up menus to
choose whether the message priostyr is not set toUrgent, Normal, or Bulk.

STATUS

Whenstatus is selected in the first pop-up menu, you must use the second and third pop-up menus to
choose whether the status of the messagies not set toread, flagged, deleted, orforwarded. Theanswered

status option is present for future versions of QuickMail Office when IMAP is more fully implemented.

FOLDER NAME

Whenfolder name is selected in the first pop-up menu, you must use the second pop-up menu to choose
whether the name of the fold®@ntains ordoes not contain the folder you specified in the provided text field.
This option is primarily used for incoming mail when you have multiple Inboxes.
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MAILMANAGER

WhenMailManager is selected in the first pop-up menu, you must use the second pop-up menu to choose
whether the MailManager rule you selected from the third pop-up mathes rule or doesn't match rule.

This option is especially useful for more complex MailManager queries. Only Client Rules display in the
MailManager rule pop-up menu.

CLIENT-BASED ACTIONS

116

Once you select the criteria for a rule and clickAtiebutton, you are prompted to choose which action
MailManager performs when processing messages. This section provides information on each of the
options available in thelient Action window (shown in Figure 101).

Delete—Removes the message after all other Actions have been processed.

File—Files the messages in the mail folder you specify. If you cheddateeDuplicate checkbox, a
copy of the original message is filed and the original remains in its current locatiorOiClitien you
are finished with the file action.

Print—Sends the message to the printer currently selected in the Chooser. Specify whether you want
the message printed in graphic or text-only format. If you choose to have a cover page printed with the
message, type the cover page text you want used Gottrdext field. The cover page option is espe-

cially useful if you share your printer with several other people.

For more details about print options, refer to “Printing” on page 96.

Forward—Sends messages that have met MailManager’s criteria to the recipient you specify. To spec-
ify a recipient, you can either type out the address in the address field or use the following instructions
to extract the address from the Contacts Manager.

1 Click theRecipient List button. The Contacts Manager appears
2 Double-click the recipient in the Contacts Manager. Qinéact dialog appears.
3 In theContact dialog, highlight the E-mail address and copy it to your clipboard.

4 Close thelontact dialog and the Contacts Manager. The MailMan&gmiard dialog should again
be in the foreground.

5 Click in the address field and paste the address from your clipboard.
6 Type the message text you want to include in the forwarded messagé&drwanEText field.

7 Click OK when you are done.

Reply—Sends messages that have met MailManager’s criteria to the original sender or to all the recipi-
ents of the original message. Type the message text you want to include in the repRgply the

field. You can include the text of the original message by selectingpehiériginal Text checkbox. Click

OK when you are done.
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CREATING SERVER RULES

1

SelectMailManager in theTools menu to display th&uickMail MailManager window shown in

Figure 99.
SelectServer Rules from theRule Set pop-up menu.

Click theNew button. TheRule Properties dialog appears.

O

Exec Yacation

BB

Rule Name: |Ru|e #z |

B4 Incoming [ Outgoing [] Manual

Apply actions to messages matching

[suhject - ][contains H ] |Board Meeting

[priority 3][i3 Z| [%Urgent

[ Mare Choices ] [ Fewer Choices ]

Step Description

1 redirect: recipient_list

B4 stop processing mare rules

Add

Figure 102: Rule properties dialog

4 Type a name for the rule in tRele Name field. For example, typRule #2 at the prompt.

0 Note Each Rule name must be unique.

5 Select thancoming, Outgoing, or Manual checkbox to specify when you want the rule applied.

= Incoming: applies the rule to incoming mail
m  (Outgoing: applies the rule to outgoing mail.
[ ]

Manual: applies the rule only when you choose one or more messages in the Message Browser
and select th&pply Rules option from thelools menu. You can also manually trigger rules by
selectingApply Rules from the contextual menu that appears when you Control-click the

selected messages.

6 Specify the criteria messages must meet before MailManager processes them. You can expand the
criteria by clicking theéMore Choices button and selecting additional search parameters. See
page 119 for more information on the available criteria.

7  Click theStop processing more rules checkbox if you want MailManager to stop processing rules once
a set of criteria has been met for a particular message.
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8 Click theAdd button when you are finished specifying the criteria for the ruleSarhe Action win-
dow appears.

Exec Yacation - Action

Action: |» Delete
Redirect
Forward

Notify

Figure 103: Server Action window

9 Choose an action for the rule and specify any additional information the selected action requires.
See page 121 for more information on the available actions.

10 Click OK when you are done selecting an action. The defined action appearBlila Bneperties
dialog.

11 Specify any additional actions you want the rule to perform by clickinidtheutton and selecting
another option from théction pop-up menu. For example, you might want to have MailManager
both redirect and delete each message that matches the criteri@kGficke Client Action dialog
when you are finished.

12 Wwhen you are done specifying the actions that apply to the rule, click the close boRuia Rrup-
grties dialog.

13 Click Save at the prompt to save the rule you just created. The new rule appears in the QuickMail
MailManager window along with a check mark next to your processing choices (Incoming, Outgo-
ing, or Manual processing). A check mark appears in the Stop column(aifictkidail MailManager
window if you selected th&op processing more rules checkbox shown in Figure 102.

The Rules you create are stored in your :System Folder:CE Software:QuickMail Internet:Users:
<username>:Rules folder. Your server-based Rules are applied to your electronic mailbox regardless of
which computer you use to retrieve E-mail.

O Note MailManager actions ignore yoBlreferences settings, such agways send copy to self.
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SERVER-BASED CRITERIA

When you are creating server MailManager rules, the criteria you specify can either narrow or expand
the range of messages that MailManager processes.

ANY CRITERIA

If you selectny criteria, messages that contain any of the search criteria you specified are processed by
MailManager. This option is equivalent to a Boolean “OR", in logical terms. For example, assume that
you have set three criteria:

= Subject contains “tropical gardens”
= Message text contains “tropics”
= Message text contains “gardens”
If “tropical gardens” displays in the subject line or “tropics” or “gardens” are present in the message

text, MailManager performs the designated action on the message.

ALL CRITERIA

If you selectll criteria, messages must contain each and every one of the search criteria that you indicate
before MailManager will process the messages. This option is equivalent to a Boolean “AND", in logi-
cal terms. For example, assume that you have set two criteria:

m  Subject contains “alternative energy”
= Sender contains “Rocky Mountain Institute”

For a match to occur, “alternative energy” must appear in the salpjg@tte sender must contain
“Rocky Mountain Institute.” If these two criteria are met, MailManager performs the designated action
on the message.

ALL MESSAGES

When you select| messages from theApply actions... pop-up menu, the action(s) you specified are
performed on each message that arrives in your Inbox or that is sent from your Outbox. You do not need
to specify any criteria if you select thiémessages option.

ADDRESS

Whenaddress is selected in the first pop-up menu, eight different options become available in the second
pop-up menu.

m sender—Examine the message headers of incoming or outgoing mail for a particular name or
E-mail address. The text is also matched with any substring in the person’s name or address.

Some examples of legal matches for a search “John” include: John Smith,
John.Smith@xyz.com and John.Doe@smith.com

= reply-to—Examines the message headers of outgoing mail for a particular name or E-mail
address.

MailManager 119



120

m from—Examines the message headers of incoming mail for a particular name or E-mail
address in the “from” field.

m to—Examines the message headers of incoming or outgoing mail for a particular name or E-
mail address in the “to” field.

m cc—Examines the message headers of incoming mail or outgoing mail for a particular name or
E-mail address in the “cc” field.

m to/cc—Examines the message headers of incoming or outgoing mail for a particular name or E-
mail address in the “from” or “cc” fields.

m  SMTP sender—Examines the transport address of incoming mail for a particular name or E-
mail address. For example, selecting this option would enable MailManager to look at the
sender of a listserver message. Even though the “From” field would only show the listserver as
the sender, the transport address would reveal the true sender of the message.

m  SMTP recipient—Examines the transport address of incoming or outgoing mail for a particular
name or E-mail address.

SUBJECT

Whensubject is selected in the first pop-up menu, you must use the second pop-up menu to choose
whether the subject field of a messag®ains or doesn’t contain the specified word or text string in the
messagesSubject fields

MESSAGE TEXT
Whenmessage text is selected in the first pop-up menu, you must use the second pop-up menu to choose
whether the message tegrhtains or doesn't contain the specified word or text string.

DATE SENT

Whendate sent is selected in the first pop-up menu, you must use the second pop-up menu to choose
whether the message was sent on, before, after, or on a different day than the specified date. Use the date
field's scroll arrows to choose a particular month, day, and year.

PRIORITY
Whenpriority is selected in the first pop-up menu, you must use the second and third pop-up menus to
choose whether the message priostyr is not set toUrgent, Normal, or Bulk.

STATUS

Whenstatus is selected in the first pop-up menu, you must use the second and third pop-up menus to
choose whether the status of the messagies not set toread, flagged, deleted, orforwarded. Theanswered

status option is present for future versions of QuickMail Office when IMAP is more fully implemented.
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FOLDER NAME

Whenfolder name is selected in the first pop-up menu, you must use the second pop-up menu to choose
whether the name of the fold®@ntains ordoes not contain the folder you specified in the provided text field.
This option is primarily used for incoming mail when you have multiple Inboxes.

MAILMANAGER

WhenMailManager is selected in the first pop-up menu, you must use the second pop-up menu to choose
whether the MailManager rule you selected from the third pop-up mathes rule or doesn't match rule.

This option is especially useful for more complex MailManager queries. Only Client Rules display in the
MailManager rule pop-up menu.

SERVER-BASED ACTIONS

Once you select the criteria for a rule and clickAttebutton, you are prompted to choose which action
MailManager performs when processing messages. This section provides information on each of the
options available in thgerver Action window (shown in Figure 103).

Delete—Removes the message after all other Actions have been processed.

Redirect—Sends the message to a different recipient, retaining the address of the original sender. For
example, if you get a message fromsbles@yourcompany.com account and you redirect the message

to your sales manager, the sales manager can reply directly to the original sender of the message instead
of to you. To specify the recipient of a redirected message, you can either type out the address in the
address field of thiedirect action window or use the following instructions to extract the address from

the Contacts Manager.

Click theRecipient List button. The Contacts Manager appears
Double-click the recipient in the Contacts Manager. Jdnéact dialog appears.

In theContact dialog, highlight the E-mail address and copy it to your clipboard.

A WO DN P

Close theontact dialog and the Contacts Manager. The MailManagmiard dialog should again
be in the foreground.

5 Click in the address field and paste the address from your clipboard.

6 Click OK when you are done.

Forward—Sends messages that have met MailManager’s criteria to the recipient you specify. To spec-
ify a recipient, you can either type out the address in the address field-ofvie:action window or
use the following instructions to extract the address from the Contacts Manager.

1 Click theRecipient List button. The Contacts Manager appears
2 Double-click the recipient in the Contacts Manager. JQunact dialog appears.

3 In theContact dialog, highlight the E-mail address and copy it to your clipboard.
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4 Close theContact dialog and the Contacts Manager. The MailMan&gevard dialog should again
be in the foreground.

5 Click in the address field and paste the address from your clipboard.
6 Type the message text you want to include in the forwarded messagédnwareText field.

7 Click OK when you are done.

Reply—Sends messages that have met MailManager’s criteria to the original sender or to all the recipi-
ents of the original message. Type the message text you want to include in the repgpily the

field. You can include the text of the original message by selectingsetiériginal Text checkbox. Click

OK when you are done.

Notify—Sends the sender information, the subject line, or the message body of processed messages to
the specified address. For example, if you have QuickMail Pro Server's pager capabilities configured
and you have a pager gateway, you can set up MailManager to forward the subject line of urgent mes-
sages from your parent company directly to your pager.

TURNING RULES ON AND OFF

You can turn off MailManager Rules individually or you can turn off the MailManager function com-
pletely, effectively disabling all of your rules.

DISABLING INDIVIDUAL RULES

To disable individual MailManager Rules:

1 Open theRule Properties dialog (shown in Figure 102).
2 Clear thdncoming, Outgoing, andManual check boxes.

3 Click theRule Properties close box and clickave at the prompt. The rule you disabled will not be
available until you again check one of the three check boxes RuleH&operties dialog.

DISABLING ALL CLIENT OR SERVER RULES

There are two ways to disable all the available client or server Rules: frdoolthemenu and in the
QuickMail MailManager window (shown in Figure 99).

USING THE TOOLS MENU

SelectStop Client MailManager or Stop Server MailManager from theTools menu to stop applying the client
and/or server Rules. To restart MailManager at the client level, Seé€tient MailManager from the
Tools menu. To restart filtering at the server level, sé&adtServer MailManager from theTools menu.
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USING THE QUICKMAIL MAILMANAGER WINDOW

SelectMailManager from theTools menu and clear tiart Client Rules and/orStart Server Rules check boxes.
Click the close box in the QuickMail MailManager window to save your changes.

PROCESSING MESSAGES

You can have MailManager process incoming and outgoing mail automatically or manually. The rules
that have thécoming or Outgoing check boxes (shown in Figure 102) selected iftkeeProperties dialog
process messages automatically. However, ilmaal check box is selected for one of your rules, that
rule can only be processed when you manually trigger MailManager.

To manually process messages:

1 Highlight the messages you want to process.

2 SelectApply Rules in theTools menu. The message list is processed according to the currently
enabled MailManager rules.

MailManager processing stops only after the selected messages have been processed.

O You can also select multiple messages and press the Control key to display a contextual menu.
SelectApply Rules from the contextual menu to apply MailManager rules to the selected messages.

EDITING MAILMANAGER RULES

1 SelectMailManager in theTools menu to display th@uickMail MailManager dialog.
2 Select dule Set from the pop-up menu.

3 Select a Rule and clidkiit to display theRule Properties dialog.
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O Exec Vacation

BB

Rule Hame: |Ru|e #2

| B4 Incoming [ Outgoing [] Manual

Apply actions to messages matching

[suhject - ][contains H ] |Board Meeting
[priority 3][i3 Z| [%Urgent o
[ Mare Choices ] [ Fewer Choices ]

Step Description

1 redirect: recipient_list

B4 stop processing mare rules

Add

Figure 104: Rule properties dialog

4 If necessary, edit the criteria for the rule.

changing the rule action.

6 Click theRule Properties dialog’s close box and click Save at the prompt to store the edits that you

have made to the rules.
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CHAPTER 7: QUICKMAIL PRO UTILITIES

QuickMail Pro installs a number of utilities and on your hard drive: QM Networker, QM Pro Menu,
QM MailTicker, and Mac Converters. This chapter discusses each utility and how to use it.

QUICKMAIL NETWORKER

Each time you launch QuickMail Pro, the background utility, QuickMail Networker is also launched.
Networker monitors the network for new mail and retrieves messages according to the schedule that you
set up. You can also manually send messages through Networker or initiate a check for new mail.
Networker remains running even after you close QuickMail Pro, unless you delib8rsitéigm it or

Logout.

When QuickMail Pro Networker is actively sending or retrieving mail, a status indicator appears and
displays the progress. Select a Send & Receive option froRigineenu to begin sending or receiving
mail.

To send mail:

1 Select QM Pro Networker from the Macintosh Application menu.

2 From theFile menu, seleddend Mail Now. Or, press thé8-S keys. Networker sends any messages
waiting in your Outbox.

To receive mail:

1 Select QM Pro Networker from the Macintosh Application menu.

2  From theFile menu, seledtheck Mail Now. Or, press th8-M keys. Networker transfers any incom-
ing messages to your Inbox.

To quit QM Pro Networker, sele@tit from theFile menu or press tH8-Q keys.

0 Note “Quit” is disabled if the client is open.
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QM PRO MENU
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The QM Pro Menu is an extension that allows you to control QuickMail Pro from the menu bar of
your Macintosh.

L [© |

Open QuickMail Pro
Close QuickMail Pro Client
Acknowledge Motification

Check Mail Now
Send Mail Now

QuickSend
Send Selection...
Send Recent Document...

Reformat Text
Quote Text

Open MailTicker

About QuickMail Pro Menu...

Figure 105: QM Pro Menu options

Open QuickMail Pro—Launches the QuickMail Pro application.

Close QuickMail Pro Client—Closes the QuickMail Pro application. This option is enabled when the
Quickmail Pro application is launched.

m  Close QM Networker—Closes the QM Networker application. This option is enabled only
when the QuickMail Pro client isot running.

Acknowledge Notification—Halts the blinking icon or audible tone when new or unread mail exists in
the Inbox.

Check Mail Now—Initiates a connection to the POP server to retrieve mail.
Send Mail Now—Initiates a connection to the SMTP server to send mail waiting in your Outbox.

QuickSend—Opens the QuickSend form so you can quickly type and send a message. For more infor-
mation, refer to “Using Quicksend” on page 17.

Send Selectior-Creates a QuickMail Pro message filled with text you highlighted in another applica-
tion or the contents of your Clipboard.

Send Recent Documenrt-Searches for your most recent documents and prompts you to enclose one in
a message.

Reformat Text—Removes carriage returns and extra spaces in highlighted text in any application.
Quote Text—Inserts quote characters in highlighted text in the active application.

Open MailTicker—Launches the MailTicker application discussed in the next section.

Chapter 7



About QuickMail Pro Menu —Displays the version and copyright information for QuickMail Pro
Menu.

QM MAILTICKER

The MailTicker is an application that displays the sender and subject line of your primary account’s
Inbox messages in a ticker dialog.

WHAT YOU NEED

The QM Networker must be running for the MailTicker to display your mail. If MailTicker is launched
and QM Networker is not launched, the MailTicker displégtdogged in.

MailTicker only works with QuickMail Pro. It does not work with QuickMail Express or any other
E-mail product.

USING MAILTICKER

To open a message, double-click it in MeTicker dialog.You can close the QuickMail Pro application
at any time, and MailTicker continues to display mail as it arrives in your Inbox.

To launch QuickMail Pro from the MailTicker, click the QuickMail Pro icon on left side of the
MailTicker window. You can move the ticker window to any location on your screen.

OM Pro MailTicker — brouwn

_J | Brouwn: FWwD:WINTER STORM ‘WATCHADES. . . drricka Brouwn : FwD: Words not yetin the O.. B drricka B| J
{]

Clickthe QuickMail Pro Option-click a message to
icon to display the view the first few lines of
MailTicker menu. message text.

Figure 106: QM Pro MailTicker

SIZING THE MAILTICKER DIALOG

Position your cursor on the black square in the lower right corner of the MailTicker, and drag to size the
dialog.

THE MAILTICKER MENU

Option-click the QuickMail Pro icon in the MailTicker window to display the MailTicker menu.

VIEWING MESSAGES WITH MESSAGE PEEK
Option—click a message in the MailTicker to view the Message Peek pane. This feature allows you to
scan the content of the message and decide whether or not to launch QuickMail Pro to read your mail.
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MAILTICKER PREFERENCES

Use thePreferences window to control which messages the MailTicker displays, and how quickly the
messages cross your ticker window.

0OM Pro MailTicker Preferences

Show: @ All Messages O Unread messages
[ Show Return Receipts

[ Hide ticker window when nothing to show

scrolling Speed: (O Slow (O Moderate @ Fast

[cancel] || ok |

Figure 107: QM Pro MailTicker Preferences

All Messages—Pisplays all messages in your Inbox.
Unread messages-Displays only the messages in your Inbox you henteead.
Show Return Receipts—Displays return receipts from sent messages.

Hide ticker window when nothing to show—Closes the MailTicker window until new mail arrives in
your Inbox.

Scrolling Speed—Controls the speed at which messages cross the MailTicker window. Clagse
Moderate, or Fast.

CLOSING MAILTICKER

Click the close box to close MailTicker. You can also Option-click the QuickMail Pro icon in the
MailTicker dialog and sele€luit from the MailTickerfFile menu that appears at the top of your screen.
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QUICKMAIL PRO CONVERTER

The QuickMail" Pro Converter provides a secure, automated solution for accessing Quickisil

Mac OS files in QuickMail Pro for Mac OS. Use the Converter to copy your filed mail, E-mail, address
books and groups and forms from QuickMail LAN 3.5 or later to QuickMail Pro. Your LAN files are
untouched at the end of the conversion.

REQUIREMENTS

Read the following information before proceeding with your conversion to QuickMail Pro.

m Files cannot be converted if the client workstation is unable to access both the QuickMail LAN
and the POP3 mail server.

= You must login to the POP server prior to converting your mail. Logging in to QuickMail
creates a required user directory.

m If the CE Software folder is aliased to a remote volume, the Converter prompts you for your
AppleShare password. If you choose to cancel the AppleShare dialog at the password prompt,
the Converter quits without displaying an alert dialog.

m  QuickMail LAN versions prior to 3.5 stored the QuickMail Stuff folder in the Preferences
folder rather than the CE Software System folder. Consequently, the QuickMail Converter does
not convert pre-QuickMail 3.5 files unless you use the following workaround.

CONVERTER DIALOG

Launch the QuickMail Converter application to displayGbeverter dialog. TheConverter dialog is
divided into four panes: QuickMail LAN login pane, QuickMail Pro login pane, the Conversion pane
and the Help/Progress pane.

QuickMail LAN Login

OuickMail LAN to OuickMail Pro Converter

1.0 @199 CE Software, Inc.

Pane

Conversion Pane

[8]uick Mail-<&
CE_QD_DEPT

Zone O& Servers
Tech Writing

QuickMail Pro

@ (uickMail Pro

jack frost@qt-pop.cesoft.com

Convert: [ Filed Mail
[ Address Books

(<] Address Groups
[ Forms
B4 Custom Dictionary

To convert QuickMail LAM tems to QuickiMail
Prio, enter the login information for both
accounts, check the itemns you want to convert,
then click the “Convert” button.

ALL LAN ITEMS WILL REMAIN UNTOUCHED.

(Cancer ) ((Convert]

Figure 108: LAN to Pro Converter dialog

Login Pane

Help/Progress
Pane
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COMPLETING THE QUICKMAIL LAN LOGIN PANE
1 Inthe QuickMail LAN login pane, click thidailCenter button. A network browsing dialog appears.

2 Select the Zone and QuickMail MailCenter where your LAN account is located andIlitke
Converter dialog displays with your Zone and MailCenter listed.

3 Click theName button and select your name from Seect a Name dialog that appears. ClidK to
return to theConverter dialog.

4 Type your LAN password in tHassword field. Your password appears in bullets for added security.
COMPLETING THE QUICKMAIL PRO LOGIN PANE

1 Select your name from théame field pop-up menu.

2 Type your QuickMail Pro password in tRassword field. Your password appears in bullets.
THE CONVERSION PANE

Click which files you want converted from QuickMail LAN to QuickMail Pro.

A Warning: The QuickMail LAN Custom Dictionary overwrites your QuickMail Pro Custom Dictionary.

An 01 is appended to files with duplicate names during the conversion. MailManager rutes are
converted.

HELP/PROGRESS PANE

The Progress Pane displays help text folCumserter dialog. During conversion, this pane displays
progress information.

CONVERTING YOUR FILES

After configuring youGonverter dialog options, clicKonvert. TheConvert button is not enabled until you
have selected a LAN MailCenter and name, a QuickMail Pro name, and at least one type of file to con-
vert.

When you click th&onvert button, a confirmation dialog appears.
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Convert QuickMail LAN to QuickMail Pro?

A T9156 kilobytes available on disk
99 kilobytes required for conversion

* Address Books & Groups
Al non-internet addresses are deleted from converted address
books and address groups.

* Custom Dictionary

If you have chosen to convert your custom dictionary , your current
QuickMail Pro dictionary will be replaced by the LAN version.

ALL QUICKMAIL LAN FILES %ILL REMAIN UNTOUCHED
Tao delete your QuickMail LAN files, manually drag the “QuickMail Stuff”
folder, in “Systern Folder :CE Software”, to the trash.

Figure 109: Confirmation dialog

O Important: Only Internet addresses (addresses with @) are converted. This is due to the fact that
QuickMail Pro does not use MailCenter names or Zones when routing mail.

CONVERSION RESULTS
After the selected files are converted, a dialog displays a summary of the conversion results.

Conversion was successful.

Q GulckM%lof You may need fa quit QuickMail Pro befare

you ean acesss some converted items

# Filed Mail
99 Successfully converted
o Failed to convert
® Addressz Books
) Successfully converted
o Failed to convert
o Had no internet addresses

® Address Groups

o Successfully converted

o Failed to conwvert

o Had no internet addresses
® Forms

9 Suceessfully converted

a Failed to convert

Figure 110: Conversion results

Now when you log in to QuickMail Pro, all your old filed mail, address books and groups, and forms are
at your fingertips!
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APPENDIX A: HOW QUICKMAIL PRO WORKS

Have you ever wondered how an E-mail message can reach a recipient anywhere in the world using just
a simple address, suchjes@acme.org? Message delivery over the Internet using TCP/IP relies on the
Domain Name System, a hierarchical structure that allows efficient identification of internetworked
computers, mapping domain names to unique IP addresses. This appendix provides an overview of the
process by which E-mail messages are routed and distributed over the Internet.

INTERNET MAILBOXES

The fast-growing phenomenon that we call the Internet is a world-wide collection of internetworked
computers. This internetwork is constructed so that it can be accessed by people using many different
kinds of computers: Macintosh, Windows, DOS, UNIX, Linux, and others. A variety of protocols—

such as SMTP, POP3, FTP, and HTTP—provide different kinds of services on the Internet, independent
of computer platform. Mail services under SMTP and POP3 allow you to send mail to someone on a
UNIX computer even if you compose and send the message from a Macintosh. Additionally, HTTP sup-
ports the exchange of Web pages and FTP allows file transfers, regardless of which computer platform
you are using.

People use several different methods to access the Internet: dial-up connections through telephone lines,
direct leased lines, XDSL connections, cable modems, direct leased lines, or full-time network connec-
tions. E-mail delivery has been designed so that computers don’t have to be on the Internet continuously
in order to receive malil. Instead, an E-mail server acts as the host, storing messages temporarily for E-
mail users until they can log on and access their messages. Unlike some other kinds of services on the
Internet, E-mail transfers provide end-to-end acknowledgement, which ensures that the E-mail server
receiving the series of packets that make up a message communicates with the machine that sent the
message, acknowledging delivery.

People who use dial-up connections to access the Internet often rely on an Internet Service Provider
(ISP). Many ISPs are local companies that have a host, or server, directly connected to the Internet. ISPs
purchase and maintain the servers, and their customers access the server for a monthly fee. When you
use an ISP for Internet access, your account usually entitles you to one or more mailboxes on their
server. See Figure 112 on page 135.

Direct lines to the Internet are primarily used by businesses, schools, and universities that can afford
purchasing and maintaining an Internet server and the accompanying hardware. Unlike a dial-up con-
nection, a direct line is always “live.” The path to the Internet is always open, so if you receive mail dur-
ing the course of the day, the mail server can alert you immediately. For example, QuickMail Pro can
flash an icon in your menu bar each time an incoming message is detected.
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INTERNET ADDRESS

Numeric addresses can be difficult for humans to read, exchange, and remember. To help deal with this
problem, the Domain Name System provides a method for organizing addresses, composed of labels,
into an enormous tree structure, referred to as a namespace. This hierarchical namespace makes it easy
to administer the system and the addresses within this tree can be represented as names instead of num-
bers.

The Domain Name System is structured so that the label is divided into higher level sections (suffixes
such asom or net) and one or more lower level sections (suchbeasyofcongress or harvard). Each

sequence of labels maps to a unique IP address that identifies the host server. IP addresses are con-
structed using a series of decimal values separated by dots, such as 192.168.1.100. Because of the effec-
tiveness of the Domain Name System, as an E-mail user you rarely have to deal with strings of numbers,
but you can use more recognizable words and phrases.

An Internet E-mail address consists of two parts: a local part, representeditey thiae and the

domain, which identifies a particular machine on which messages are being stored and transferred. The
two parts are separated by the character “@”. The address looksék@domain. Periods used to

separate the parts of the address are generally called “dot.” For example, the address, president@white-
house.gov is related as “president at whitehouse dot gov”. See Figure 111 for an illustration.

user domain
I I

president @ whitehouse.gov

username  separator host organization

Figure 111: Parts of an E-mail address

The user name is a mail account mailbox. The domain is the section of the Internet that contains the
mail server you use.

The domain also includes your organization type. Common organization types igelu(overn-
ment),.edu (universities),com (commercial), andmil (military). The high-level suffix can also repre-
sent a country, rather than an organization. In such a case, it is called a location code. Examples of
location codes area (Canada)se (Sweden), angl (Poland).

Internet addresses are read from right to left by Internet servers. Your mail is routed from one server to

the next until it reaches the server that stores your mailbox. When you connect to your Internet mailbox,
QuickMail Pro retrieves your mail and places it in your Inbox.
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MAIL TRANSPORTS

QuickMail Pro uses POP3 and SMTP as primary mail transports.

POP3 PROTOCOL

There are several protocols, or languages, that have evolved with the growth of the Internet. One of the
most common electronic messaging protocol today is called the Post Office Protocol, version 3 (POP3).
This protocol is popular because it is based on open standards. “Open standard” means the language
used is not dependent upon a particular computer platform or operating system. The POP3 server uses a
“layer” of language that any computer can understand. This makes Internet and LAN communication
easier as open standards become more widespread.

- POP account

Mac at home PC at work

Figure 112: POP3 protocol in action

You can connect to your POP account from client machines at home and work using QuickMail Pro.
The POP3 server acts like a mailbox at the post office. When you log in to your E-mail account at the
server, it is similar to checking your post office box for mail. Each time you make a connection, Quick-
Mail Pro checks for new mail and retrieves a copy of any new messages. After successfully retrieving
messages, the client will either leave a copy of each message on the server (if the ISP allows this), or
delete the server copy. Check with your ISP before choosing to leave mail on their server — many pro-
viders limit the storage available for E-mail messages and restrict the amount of time mail can be left on
the server.

SMTP

The Simple Mail Transport Protocol (SMTP) handles the task of transporting mail. Each mail client
application relies on SMTP as the method and underlying protocol used when sending mail from one
user to another. Components of SMTP also run on the mail hosts. SMTP server software is typically
installed on the same machine as the POP3 software and it is used most frequently over permanent net-
work connections.
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SECURITY

136

In response to security concerns over Internet communication, CE Software incorporated Authenticated
POP (APOP) into QuickMail Pro. APOP provides a level of security to ensure that passwords cannot be
stolen when being transmitted across the Internet.

When you login to QuickMail Pro, you're also logging into your mailbox at the POP server. APOP

issues a timestamp when you login. QuickMail Pro records this timestamp and issues encrypted infor-
mation based on the timestamp and your password. When the server receives the APOP command, it
verifies the encryption string. If the string is correct, the POP3 server issues a positive response and your

mail session begins.
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APPENDIX B: TROUBLESHOOTING

Occasionally you may have some difficulty connecting to the Internet. This section helps you trouble-
shoot common problems with your ISP or your network administrator. If you are having a problem
that’s not discussed in this section, visit the CE Software Technical Support Web page at
http://lwww.help.cesoft.com/.

The Problem The Possihle Solution

Your messages are returned to
you unsent.

Verify the address and send the message again.

The modem doesn’t connect.

Verify the modem setting matches the kind of modem you are
using. Try the Hayes compatible setting.

Redial. Some times a poor connection or a bad line causes
intermittent problems.

Check with your ISP to verify the server is running.

Verify the phone number in your dial-up connection.

If you are in a building that requires dialing “9” to get out, you may have left
“9” out of your dial-up phone number.

Disable “call waiting” for your phone line.
Check your Internet connection software documentation.
Verify the correct Connection Script is selected.

Your message did not send.

Check your modem connection.

Verify you have entered your POP account and password for your ISP
account correctly in the QuickMail Pro login screen.

Verify the correct Connection Script is selected.

You have received an error message from
your ISP.

Talk with the ISP’s technical support staff.

A message was sent more than once.

Some ISPs have a mail recipient limit. As a result, the message may be
sent repeatedly until all addressees receive a copy.

You can't receive mail.

Check your Return Address field in the Account panel of the Preferences
window. If you have more than one mailbox account at your ISP, you may be
looking in the wrong one.

You can't launch http addresses.

Set Internet Config Helpers preferences.
Make sure you restart your machine after installation.

The text of incoming messages come into
my Inbox as enclosures.

If a message has more than 28Kb of text in the message body, the text is
placed in an enclosure.

When you retrieve mail from both work and
home (with the “Leave mail on server until
deleted” preference selected on both com-
puters), you discover that you are retriev-
ing duplicate messages.

“Leave mail on server” copies messages to your Inbox and leaves original
messages on the server until you remove them with QuickMail Pro. To
remove messages that have accumulated on the POP3 server, deselect this
preference, select “Verify Inbox” from the Tools menu, delete items you have
previously read, and select Empty Trash from the File menu.

Table 2: General troubleshooting tips.
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APOP—Authenticated POP. An E-mail login
method that sends passwords over the Internet in
a secure manner.

AppleDouble—Coding format specified by
Apple. Both the resource fork and the data fork
are transmitted.

AppleSingle—Coding format specified by
Apple. Both the resource fork and the data fork
are transmitted. This coding format requires
MIME, or it needs to be combined

with uuencode.

AppleScript—Scripting language that enables
Macintosh users to automate actions through
scripts incorporated into software.

ASCIl—American Standard Code for
Information Interchange. The standard for the
codes used by computers to represent the
upper- and lower- case Latin letters, numbers,
punctuation, etc.

Base-64—A robust encoding method designed to
preserve an E-mail message as it passes through
E-mail gateways.

Baud Rate—The rate at which data
transmission takes place using a modem.

BBS—Bulletin Board Services. An electronic
posting of mail and files for users to share and
exchange. A common example of such a system
is CompuServe.

binary—1: The numbered system with 2 as its
base; the numbers within the system are 0 and 1.
Computer languages are written in binary. 2: A
file that contains data that is not text.

Binhex—Binary Hexadecimal. A method to con-
vert non-text files into ASCII. This is

necessary because Internet E-mail can only
handle ASCII.

GLOSSARY

Data-only—Sends only the data fork of enclosed
files while still coding the message according to
MIME specifications.

Directory Service—A global electronic White
Pages service that allows network users to
retrieve addresses.

domain—1: The part of an Internet address to the
right of the “@” symbol. 2: A logically-related
collection of networked machines.

DNS—Domain Name Servic&€onverts a

domain name to an IP (Internet protocol)
number that can be understood by computers on
the Internet.

Firewall—Security software that restricts access
to a computer network.

FTP—File Transfer Protocol. An Internet
standard protocol used to transfer files from one
computer to another.

header—The portion of a message that contains
the source and destination addresses.

host—Any computer on a network that is a
depository for services available to other
computers on the network.

hosts file—A text file that contains IP addresses
and domain names. Hosts files are necessary on
networks that do not have access to a DNS.

http—HyperText Transport Protocol. The
language for transferring files across the Internet.

hypertext—Any text that contains links to other
documents or words.

Internet—A global computer network used for
communications such as E-mail and file transfers.
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Internet Config—A Public Domain utility
QuickMail Pro uses for launching URLs and
mailto messages.

Internet Service Provider (ISP}—An
organization that provides a connection between
your computer system and the Internet.

intranet—An internal “Internet” that’s typically
only accessible to users within a network firewall.
Users with access to the Intranet can browse
company information posted on the Intranet.

LAN —Local Area Network. The local cabling

and protocol network upon which workstations
and servers reside. Local Area Networks become
Wide Area Networks (WAN) when they utilize
transport services other than those provided in the
LAN. For example, using intermittent,
long-distance phone lines to connect two sites
rather than the physical cabling used for LANSs.

LDAP —Lightweight Directory Access
Protocol. A directory service protocol used to
guery public and private directories for E-mail
addresses and other information.

mailhost—A computer links all users within a
domain to the Internet. The network mailhost
must be exposed to the Internet and the MX
Record must point to it.

mail server—The computer that handles the dis-
tribution of E-mail.

MIME —Multipurpose Internet Mail
Extension. A standardized format for Internet
E-mail that sends multimedia and binary data
without modifying files.

MX record—A resource record used by DNS to
specify a mail exchanger for a domain name. It is
a single record type that replaces MF (mail
forwarder) records and MD (mail destination)
records.
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newsgroups—News isa service on the
Internet, and can be compared to a very large
bulletin board divided into different segments
called newsgroups. The participants may read
and write articles in these newsgroups.

node—A single computer connected to
a network.

non-text message-Contains images, sound,
applications, etc.

notification—QuickMail Pro notifies the user
when mail arrives in the Inbox. Depending upon
user—set preferences, naotification is audible,
visual or both.

persona—an identity represented by a specific
POP3 return E-mail address, signature, and con-
tact data. QuickMail Pro lets you create a number
of personas for each individual E-mail account.

POP—Post Office Protocol. A computer
language based on open standards, so the
language is not dependent upon computer
platform or operating system. It is a “layer” of
language that any computer can understand.

PPP—Point to Point Protocol. Allows a
computer to connect to the Internet over a dial-up
phone line.

protocol—A standardized way (a set of rules) to
exchange information between different
machines. These rules specify the messages that
each machine can send and receive. They also
control the order in which messages must be sent.
PPP, SLIP and TCP/IP are examples of protocols.

RFC822 standard—A message
representation protocol.

server—A computer with specialized server soft-
ware running on it. “POP server” refers to the
computer running the POP3 software.



SMTP—Simple Mail Transfer Protocol. SMTP
is high level protocol that works on a layer of
transmission level protocols.

TCP/IP—Transmission Control Protocol and
Internet Protocol. A layer of protocol widely used
in the Internet. TCP/IP is often the transmission
layer under SMTP.

uuencode—Commonly used method to encode
files prior to sending them between incompatible
computers.

URL—Uniform Resource Locator. A standard
method for giving the address of a resource on
the World Wide Web (WWW). A URL looks like:

http://www.cesoft.com.

WAN —Wide Area Network. A LAN becomes a
Wide Area Network when it uses transport
services other than those provided on the LAN.

WWW —World Wide Web. The part of the Inter-
net containing documents and graphics which are
viewed using browsers.

Glossary
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	Configuring Directory Servers
	1 Select Directory Servers in the Configure menu. The Directory Servers dialog appears. A list of...
	Figure 48: Directory Servers dialog

	2 To configure an additional directory server, click the Add button. The Add Directory Server dia...
	Figure 49: Add Directory Server dialog

	3 Enter the Name and LDAP settings for the server. The Host field specifies the LDAP domain name ...
	4 The Default Port for LDAP access is 389, but you can override this default value by checking th...
	5 Enter any search limitations, such as the Max Hits retrieved during queries and the Timeout val...
	6 Choose an authentication option from the three available selections.
	7 Click OK to save your changes and return to the previous display.

	Editing Directory Server Entries
	Figure 50: Edit Directory Server dialog
	1 Complete the Edit Directory Server dialog to add or edit private or public LDAP directories.
	2 Click OK in the Edit Directory Server dialog to complete the changes and return to the previous...

	Using LDAP
	Basic Search
	1 Click the Contacts button in the Message Browser window. Contacts Manager opens the current add...
	2 Click the Directory Server icon. The directory query screen appears.
	Figure 51: LDAP search options

	3 Complete the search criteria using the drop down list box selections to determine the search te...
	4 Click and drag an address from the search results to the address pane of the Message window. Yo...




	Checking Your Spelling
	1 Open a message and click the Spell button. QuickMail Pro scans for misspelled words. When text ...
	2 The spelling checker pauses and offers suggestions when it encounters an unknown or misspelled ...
	Figure 52: Spelling dialog

	3 Click Replace to substitute a suggested spelling for the term displayed.
	4 Click Ignore to bypass the flagged word and to continue the check.
	5 Close the dialog to return to the Message Window. Any changed words or dictionary modifications...

	Selecting a Dictionary
	Standard Dictionary
	Selecting Dialects
	1 Click Options to display the Dialects dialog.
	Figure 53: Dialects dialog

	2 Select the checkbox that applies to your dialect.
	3 Click OK to apply your selection.
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	Forwarding Messages
	1 Open a message that you received and choose Forward from the Message menu, or click the Forward...
	Figure 57: Mail Forward options

	2 Choose the option that applies to the message that you want to forward. With Changes includes a...
	3 If you have elected to “forward with changes,” you can type any comments or notes into the mess...
	4 Click the Contacts button and select one or more recipients from the Address Book or Directory ...
	5 Click Send to route the message to the indicated recipients.

	Replying to Messages
	1 Click the Reply button in an open message. The Reply To dialog appears if the message includes ...
	Figure 58: Reply To options

	2 Select one of the Reply To options and click OK.
	3 The Reply form displays the original message with a flashing cursor to mark the point where you...
	Figure 59: Reply with quoted text

	4 Type your reply and click Send.
	Saving the sender’s Address
	Figure 60: Person dialog
	Dragging the Sender’s Address
	1 Open a message from any of the folders in your Message Browser.
	2 Open the Contacts Manager and select the Address Book in which you want to save the sender’s ad...
	3 Click on the person icon beside the sender’s address and drag the person icon to the listings a...
	4 Close the Address Book and confirm the changes by clicking the Save button.



	Printing Messages
	Showing Internet Headers
	1 Highlight a message in the Message Browser.
	2 Select Show Internet Headers from the Message menu. The header contents appear in a separate wi...
	Figure 61: Show Internet Header window

	3 Click OK when done viewing the header.

	Moving Messages to Trash
	Emptying Trash

	Saving Messages as Text
	1 Open a message.
	2 Select Save as in the File menu. The standard Save As dialog appears.
	Figure 62: Saving a message as text

	3 Ensure that the File Format is set to Text Document.
	4 Make any necessary changes to the name for the file and specify a destination for it.
	5 Click Save.

	Filing Messages
	1 Select a message to file in the Message Browser. Click the File button to display the File Mess...
	Figure 63: File Message dialog

	2 Select a folder and click File. My Filed Mail may be your only option if you haven’t created an...
	3 A filing status bar appears briefly and your message is filed in the folder you selected.
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	Marking Messages
	1 Select one or more messages in the Message Browser.
	2 Open the Message menu and choose the appropriate marker from the options shown in Figure�65.
	Figure 65: Message markers

	3 You can reverse any marker assignments by returning to this menu and selecting the opposite cho...
	Flagging a Message
	Deleting a Group of Messages
	1 Highlight the individual messages that you want to delete
	2 Open the Message menu and select Mark as Deleted.
	3 From the Tools menu, select Purge Deleted Messages. The messages marked for deletion will be pe...


	Retrieving Large Messages
	1 Highlight the message in the Message Browser list.
	2 Select Retrieve Large Message from the Message menu.


	Configuring Shared Mailboxes
	1 Select Shared Mailboxes from the Configure menu. The Shared Mailboxes window appears.
	Figure 66: Message markers

	2 Click the Update List button. If your mail administrator has set up a shared mailbox, it appear...
	3 Click the shared mailbox to which you want to subscribe and click the Subscribe button. The inf...
	4 Click OK when you are finished. Next time you open the Message Browser, your shared mailbox wil...
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	Creating a Mail Folder
	1 Open the File menu and select New and then Personal Folder. The New Folder dialog appears.
	Figure 67: New Folder dialog

	2 Enter a name for the new folder in the name field.
	3 Click the Folder icon if you want to assign a particular icon to correspond with the newly crea...
	Figure 68: Icon Picker dialog

	4 Highlight an icon to use for the folder and click OK.
	5 Click New to create the folder. The folder and its corresponding icon will appear in the Person...


	Finding Text in Messages
	1 Open a QuickMail Pro message.
	2 Select Find in the Edit menu or press c-F.
	Figure 69: Find dialog

	3 Enter text in the Find field. You can search for any text, word or group of words up to 255 cha...
	4 Click Find to scan all fields within a message.
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	Retrieving an Attachment
	1 Open a message that contains an attachment.
	Figure 70: Message with an attachment

	2 Click the drop-down arrow next to the Attachment icon to display the file type and size of the ...
	3 Click the Attachments icon to display the available options for handling the attachment. A menu...
	Figure 71: Attachment options

	4 To save the attachment as an external file, select the Save Attachment option. QuickMail Pro sa...
	5 Close the message window when done.

	Launching Attachments
	1 Open the message and display the list of attachments.
	2 Double-click the attachment you want to launch.
	3 If you have the application in which the file was created, or an equivalent application, the pr...
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	Playing Voice Mail
	1 Open the message. If autoplay is selected in the Preferences, the voice mail will play as soon ...
	2 Highlight an attachment marked with the speaker icon in the list. Select Play Sound from the At...
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	Figure 89: Macintosh file format compared to PC/UNIX format

	Adding an Encoding Setting
	1 From the Mailer Encoding panel of the Preferences window, select Add. The Add Mailer Encoding d...
	Figure 90: Add Mailer Encoding dialog

	2 Enter a name for the Encoding method. This is the name that will appear in the Mailer Encoding ...
	3 Select a Form Encoding to use if intended recipients are QuickMail Pro users. The QuickMail Pro...
	4 Set the characteristics of the Text Encoding. You can select either HTML text or Plain Text, an...
	5 Choose a Byte Encoding method for text, which determines what method of storage and compression...
	6 Select a File Format to use for attachments. These file formats enable attachments containing b...
	7 Choose a Byte Encoding method for attachments. This selection should be compatible with a metho...
	8 Click OK when done to save your selections and create a new Mailer Encoding entry.


	Mailer Mappings
	Figure 91: Mailer Mappings
	Adding Mailer Mappings
	1 From the Mailer Mappings panel, click the Add button. The Add Mailer Mapping dialog appears.
	Figure 92: Add Mailer Mappings

	2 Choose whether the Mailer Mapping is to be based on the X-Mailer Header Field (which is extract...
	3 Enter the pattern that you want QuickMail to recognize. You can use the wildcard character (*) ...
	4 Choose the Mailer Encoding method that you want to associate with this Mailer Mapping. QuickMai...
	5 Click OK when done to create the new mapping.
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	Chapter 5:� Search Options


	Starting a Search
	1 Click the Find option from the Edit menu. Or, select the Search button from the Message Browser...
	Figure 94: QuickMail Search dialog

	2 Choose the folders to include in the search in the Find messages in pop-up menu.
	3 Choose the criteria to apply to the search in the matching pop-up menu.
	4 Specify the actual part of the message to search using the pop-up menu on the next line. For ex...
	5 If you want to add an additional item to search, click the More button.
	Figure 95: Searching through message text

	6 Click Find to start the search. The search results appear in the Browse pane, where they can be...
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	Configuring Mail Manager
	Figure 99: QuickMail MailManager window
	Creating Client Rules
	1 Select MailManager in the Tools menu to display the QuickMail MailManager window shown in Figur...
	2 Select Client Rules from the Rule Set pop-up menu.
	3 Click the New button. The Rule Properties dialog appears.
	Figure 100: Rule properties dialog

	4 Type a name for the rule in the Rule Name field. For example, type Rule #1 at the prompt.
	5 Select the Incoming, Outgoing, or Manual checkbox to specify when you want the rule applied.
	6 Specify the criteria messages must meet before MailManager processes them. You can expand the c...
	7 Click the Stop processing more rules checkbox if you want MailManager to stop processing rules ...
	8 Click the Add button when you are finished specifying the criteria for the rule. The Client Act...
	Figure 101: Client Action window

	9 Choose an action for the rule and specify any additional information the selected action requir...
	10 Click OK when you are done selecting an action. The defined action appears in the Rule Propert...
	11 Specify any additional actions you want the rule to perform by clicking the Add button and sel...
	12 When you are done specifying the actions that apply to the rule, click the close box in the Ru...
	13 Click Save at the prompt to save the rule you just created. The new rule appears in the QuickM...
	14 Click the Start Client Rules check box to enable the rules you have created.
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	priority
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	folder name
	MailManager

	Client-Based Actions
	1 Click the Recipient List button. The Contacts Manager appears
	2 Double-click the recipient in the Contacts Manager. The Contact dialog appears.
	3 In the Contact dialog, highlight the E-mail address and copy it to your clipboard.
	4 Close the Contact dialog and the Contacts Manager. The MailManager Forward dialog should again ...
	5 Click in the address field and paste the address from your clipboard.
	6 Type the message text you want to include in the forwarded message in the Forward Text field.
	7 Click OK when you are done.


	Creating Server Rules
	1 Select MailManager in the Tools menu to display the QuickMail MailManager window shown in Figur...
	2 Select Server Rules from the Rule Set pop-up menu.
	3 Click the New button. The Rule Properties dialog appears.
	Figure 102: Rule properties dialog

	4 Type a name for the rule in the Rule Name field. For example, type Rule #2 at the prompt.
	5 Select the Incoming, Outgoing, or Manual checkbox to specify when you want the rule applied.
	6 Specify the criteria messages must meet before MailManager processes them. You can expand the c...
	7 Click the Stop processing more rules checkbox if you want MailManager to stop processing rules ...
	8 Click the Add button when you are finished specifying the criteria for the rule. The Server Act...
	Figure 103: Server Action window

	9 Choose an action for the rule and specify any additional information the selected action requir...
	10 Click OK when you are done selecting an action. The defined action appears in the Rule Propert...
	11 Specify any additional actions you want the rule to perform by clicking the Add button and sel...
	12 When you are done specifying the actions that apply to the rule, click the close box in the Ru...
	13 Click Save at the prompt to save the rule you just created. The new rule appears in the QuickM...
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	status
	folder name
	MailManager

	Server-Based Actions
	1 Click the Recipient List button. The Contacts Manager appears
	2 Double-click the recipient in the Contacts Manager. The Contact dialog appears.
	3 In the Contact dialog, highlight the E-mail address and copy it to your clipboard.
	4 Close the Contact dialog and the Contacts Manager. The MailManager Forward dialog should again ...
	5 Click in the address field and paste the address from your clipboard.
	6 Click OK when you are done.
	1 Click the Recipient List button. The Contacts Manager appears
	2 Double-click the recipient in the Contacts Manager. The Contact dialog appears.
	3 In the Contact dialog, highlight the E-mail address and copy it to your clipboard.
	4 Close the Contact dialog and the Contacts Manager. The MailManager Forward dialog should again ...
	5 Click in the address field and paste the address from your clipboard.
	6 Type the message text you want to include in the forwarded message in the Forward Text field.
	7 Click OK when you are done.



	Turning Rules On and Off
	Disabling Individual Rules
	1 Open the Rule Properties dialog (shown in Figure�102).
	2 Clear the Incoming, Outgoing, and Manual check boxes.
	3 Click the Rule Properties close box and click Save at the prompt. The rule you disabled will no...

	Disabling All Client or Server Rules
	Using the Tools Menu
	Using the QuickMail MailManager Window

	Processing Messages
	1 Highlight the messages you want to process.
	2 Select Apply Rules in the Tools menu. The message list is processed according to the currently ...


	Editing MailManager Rules
	1 Select MailManager in the Tools menu to display the QuickMail MailManager dialog.
	2 Select a Rule Set from the pop-up menu.
	3 Select a Rule and click Edit to display the Rule Properties dialog.
	Figure 104: Rule properties dialog

	4 If necessary, edit the criteria for the rule.
	5 If necessary, click the Add button to change the action for the rule. Click OK when you are don...
	6 Click the Rule Properties dialog’s close box and click Save at the prompt to store the edits th...
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	QuickMail Networker
	1 Select QM Pro Networker from the Macintosh Application menu.
	2 From the File menu, select Send Mail Now. Or, press the c-S keys. Networker sends any messages ...
	1 Select QM Pro Networker from the Macintosh Application menu.
	2 From the File menu, select Check Mail Now. Or, press the c-M keys. Networker transfers any inco...
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	Completing The QuickMail LAN Login Pane
	1 In the QuickMail LAN login pane, click the MailCenter button. A network browsing dialog appears.
	2 Select the Zone and QuickMail MailCenter where your LAN account is located and click OK. The Co...
	3 Click the Name button and select your name from the Select a Name dialog that appears. Click OK...
	4 Type your LAN password in the Password field. Your password appears in bullets for added security.

	Completing The QuickMail Pro Login Pane
	1 Select your name from the Name field pop-up menu.
	2 Type your QuickMail Pro password in the Password field. Your password appears in bullets.
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