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WELCOME TO QUICKMAIL PRO

CE Software welcomes you to the world of electronic

mail! We believe you'll find QuickMail Pro is an & H -
indispensable communication tool. Its intuitive interface " I al II“

combined with its speed and robust feature set, make

QuickMail Pro ideal for home, work and school.

FEATURES

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

Welcome

Simple mail management. Easily manage all your incoming messages from one central,
intuitive window.

The same look and feel for both the M&xS and Windowsclients lowers your learning curve
in an increasingly multi-platform world.

A complete cross-platform solution that works on your choice of Internet POP3 servers.

For increased speed, QuickMail Pro’s Backgrounder application sends and receives your malil
even if QuickMail Pro isn’t running.

The ability to implement HTML (Hypertext Markup Language) text formatting

Access LDAP, Ph, and Finger directory service plug-ins from the same window you use to
address messages.

Automate business processes with QuickMail message forms. Choose from more than a dozen
installed forms or create your own.

Spend less time managing your mail. Filter incoming messages automatically with
MailManager.

Eliminate unreadable enclosures. Send attachments that match each recipient’s computing
environment — Macintosh Window® and UNDE.

Use the Message Peek feature to display the first portion of your messages and make more
efficient use of your time.

Eliminate typing errors with QuickMail Pro’s built-in spelling checker.
Launch your Web browser directly from a QuickMail Pro message with a click of your mouse.
Extend the power of QuickMail Pro with support for AppleSéfipt

Create new addresses and add them to your Address Books and Groups from the same window.



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 Macintosh.

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.

= Avante Garde Condensed font to indicate typed text and Uniform Resource Locators (URLS)
for World Wide Web pages. Exampldtp://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.

m  “Greater than” and “less than” signs to indicate variable text or values. 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

COMMENTS

We like to hear from people who use our products and we welcome feedback alusédrtManual
Please write to us atanuals@cesoft.com with your comments and suggestions.

The most current version of this manual is availabletpt//www.cesoft.com/. Use Adob& Acrobat
Reader 3.0 or greater to view it.
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TECHNICAL SUPPORT

All CE Software products include the consulting services of an experienced Technical Support staff.
CE Software offers online, fax and telephone support.

CONTACT INFORMATION

The Technical Support Department is available Monday through Friday froma 8100 5:00P.M.
CE Software Technical Support can be reached by:

= Phone: 515-221-1803

m  Fax: 515-221-1806

= Newsgroupshttp://www.help.cesoft.com/
= E-mail: ceonline@cesoft.com

You can also have the most recent information sent to your Inbox by seksotirigy latest info in the
QuickMail ProHelp menu.

BEFORE YOU CALL

Please verify the following:

m Does your hardware and Operating System version meet the minimum requirements?

m Have you checked the manual or the most updated documentation, located at
http://www.cesoft.com/, to see if your problem is discussed?

m Have you checked the CE Software Technical Support Web page at
http://www.help.cesoft.com/?

m Have you checked the CE Software newsgroups at
http://www.help.cesoft.com/tech/newsgroups.html?

INFORMATION YOU NEED

To help our Technical Support team assist you as quickly as possible, please have the following
information available when you speak with, or write to, a Technical Advisor:

m  Product name and versiog.g QuickMail Pro v. 1.5.2).
m  Serial number. Copy it here for future reference
s Computer type and moded.¢ PPC 7500/100).

m  Operating System and versiang MacOS v. 8.0).

Welcome 3



SALES AND CUSTOMER SERVICE

CE Software’s excellent Sales and Customer Service staff can answer your questions about
QuickMail Pro.

CONTACT INFORMATION

The CE Software Customer Service department is open Monday through Friday froaivg: 08
5:00P.M. U.S. Central Standard Time. They can answer questions on product availability, upgrades,
product prices, damaged disks, customer registration, and general policies. 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

= Online:http://www.cesoft.com/service/customerservice.html

OWNERSHIP TRANSFER

If you transfer ownership of a CE Software product, 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, IA 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.

4 Welcome



CHAPTER 1: INSTALLATION AND SETUP

This chapter covers installation and login procedures. A diagram of what’s installed on your hard drive
is located on page 123. If you want to know more about how QuickMail Pro works, see
Appendix A: How QuickMail Pro Works on page 103.

REQUIREMENTS

Before installing QuickMail Pro, check the following:

m Does your machine meet the recommended System requirements?

m Does your machine meet the recommended hardware requirements?

= Do you have the account information necessary to connect to the Internet?
SYSTEM REQUIREMENTS

Recommended Requirements

System Version Mac OS 7.5

Processor 68040 or PPC

RAM for 68K Macintoshes 8 MB or more

RAM for Power PC Macintoshes 12 MB or more

TCP/IP MacTCP 2.0.6 or Open Transport 1.1.1 or greater
Network Communication Ethernet, PPP, or SLIP

Table 1: System requirements

HARDWARE REQUIREMENTS

= A modem or network connection to your POP3 server.

= A phone line to your modem if you do not have a network connection to the POP3 server.

m A grayscale or color monitor.

Installation and Setup 1-5



ACCOUNT INFORMATION REQUIREMENTS

The information you must have to use QuickMail Pro varies depending on what type of connection you
use. Generally speaking, the two types of Internet connections include transient, or inconstant,
connections and direct connections.

TRANSIENT CONNECTIONS

If you have an inconstant connection to the Internet, you probably connect to an Internet Service
Provider (ISP). To use QuickMail Pro with an inconstant connection, your ISP should supply:

m  Point-to-Point Protocol (PPP) or Serial Line Internet Protocol (SLIP) software. PPP software is
recommended. This software allows you to connect to your ISP through a dial-up connection.

s  The SMTP host address.

= A POP account name.

= A POP account password.

= A phone number to the POP server.

= A Domain Name Service (DNS) address.

Simple Mail Transfer Protocol (SMTP)

- PPP/SLIP

Connection

PPP/SLIP
Connection

Sender's SMTP Internet Recipient's POP
server at ISP server at ISP

Sender Recipient

_\E Modem Connection Modem Connection

Figure 1: Using an ISP to exchange mail.
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DIRECT CONNECTIONS
If you have a network connection to the Internet, you need:

m  TCP/IP networking software installed on the machine used for E-mail.

= A POP account hame.

= A POP account password.

Simple Mail Transfer Protocol (SMTP)

Sender

TCP/IP
ConnecV Sender's SMTP server Internet Recipient's POP serve\

TCP/IP
Connection

Recipient

Figure 2: Using a network connection to exchange E-mail.
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INSTALL QUICKMAIL PRO

To install standard QuickMail Pro files use the instructions in this chapter. To customize your installer,
see Appendix C: Custom Settings on page 117.

Insert the QuickMail Pro CD or diskette. Double-click the QuickMail Pro Installer icon.

2  Click Continue in the QuickMail Pro splash screen. The ReadMe appears. It contains important
installation notes and tips about the software. Qiwkinue when you finish reading the ReadMe.

3 Complete théersonalization screen. Type your
Activation Key from your QuickMail Pro
registration card at the prompt. CIioK. Finr e i Frast |

TukkkMail™ Fro Fersenslimlios

LTl i LE Sallisan: |

O Note If the installer locates a hon-demo
activation key, th@ersonalization screen does not

appear. " Carssl '|i [T I

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

B liwa Lo Kiny: FHICDES 5454 T |

5 Select theComplete or Basic install option and
click Install.

6 Select the folder on your hard drive where you
wish to install QuickMail Pro and clidkstall. CE Sebec! Incatiea te Mstall Quickhdsdl Fre feddes

Software recommends installing it at the main 5 F EEEE tartup sk
level of your hard drive. farehiuad Applicatieas [_Epeer |

) . . . Brthived Frojecis | Nesk e |

7 A progress bar displays during installation. If you e e —
are installing from floppies, insert disk 2 and 3 a tpuic kbinill Fro

the prompt et kAl Pio Ins e o —
| s G

O Note During installation, you may be prompted tc [ Cancal |
set QuickMail Pro as your defaltailTo helper.
SelectYes or No to proceed with installation.

210625K T ol by disk.

| Ans e e e e Bk |

= When you selectes, QuickMail Pro launches
when you8-click an E-mail address in most applications.

= Click No to close the dialog until your next login.
m  Check theDonotask ... option when you want to permanently removeS#iéailTo prompt.

QuickMail Pro doesot present thé/ailTo prompt when:

m  QuickMail Pro is already set as your defaddilTo helper.

= No MailTo helper is designated. QuickMail Pro automatically becomesMailio helper after
installation. See Assign Helper Applications on page 119.
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8 Insert disk 1 again at the prompt if you are installing from floppies.

9 When installation is complete, cliflestart.

SET UP YOUR ACCOUNT

When you first launch QuickMail Pro or create a

new user, &lew Account Wizard guides you
through setting up your E-mail account. Before
you start the Wizard, you must know the
following information:

= Your E-mail address
m  Your POP3 account and password

m  Your SMTP host name

00 Note TheNew Account Wizard doesot

iy Bl

dAwc ksl Fre
‘et o b Bk | P

Tl.t-lrl' L mop | et e il | ol i
i g T T A W W S
P iy el bl el e i

v -l e

D N e |

uyegr JHIF S

I N T |

display when you are upgrading.
Click Next after you read the first Wizard dialog.

2 Select your connection method in the

second Wizard dialog and clidlext.

P Brpponl

Geciriail Fre

LTk I ol W) B s o o e ] i
e b bk el ol B ol i i Hesl

(S M Hgradl gt i B Ladesmes
Servioy Proviir (R o fgmy
e T R et

L R 1 bt Vil = 10 B " T e
Ik ierinr m inke-ml el srwssl
Dy |,

[cancer ] [mace | [Comn]
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m  Figure 3 shows the dialog that appears [ v fevawnt
when you choose thédodem connection

sl Fré
option. Make your selection from the ST SIS b ) ntt
pop-up menu or seleatld to display

the Make New Connection dialog. Click Caersriian:

Next when you are finished.

Figure 3: Select your connection script from the
pop-up menu.

3 Type your name and E-mail address in the [ o becam
appropriate fields and clid¥ext.

L

LT T T T PR PR I =y BT |
=  An entry in thelast Name field is e Pt ot g e G

not required.

Ll LT T |

LR L |' Wl |

m  Combined maximum character length
for theFirst andLast Name fields is
30 characters.

[ b mne |:I-H-'l--:--:-:-- 1

m  TheE-mail address field must contain the

@ symbol. = =

m  The character length for ttzemail
address field is 110 characters.

4 ThePOP3 Server Name andPOP 3User ID

Frur Brpaenl
fields are populated by the information you AL
provided in Step 3. Type your account i ok gt et e s, I,

password in th&assword field. Click Next.

= ThePOP3 Server Name field defaults to
the domain part of your E-mail address.
The POP3 server handles incoming
mail. The maximum character limit for
this field is 110 characters.

s ThePOP3 User ID field defaults to the
user part of your E-mail address. It
represents your POP account that connects to the POP3 server. The maximum character limit
for this field is 110 characters.

m“h—[‘.nl-u-" |

FF] mrik o

Paniaind -

1 el e P e o | W

EmN e |
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m  The maximum character limit for thassword field is 110 characters. It is not necessary to
enter a password to proceed.

= If you leave thé/alidate POP3 account. .. checkbox selected, QuickMail Pro checks that you
have an account on the specified server when youhditk

O Note The standard POP3 port is 110 and the standard SMTP port is 25.

5 TheOutgoing Server Name field is populated [ v s
by the information provided in Step 3. Your
ISP provides the name of the SMTP server
that handles outgoing mail. Clidlext.

Drts 0ok ra s 41708 H AT "k P b BB BEEHHET
EPTF R, Wb R U =M™ Eathid.

- . o
= The maximum length for th@utgoing BT

Server Name field is 110 characters.

[cancer] [mace | o)

6 LeaveWork Online selected when you want
to automatically send and receive mail.
Click Next.

QuickFail Frs

s ot (o w1 i il e - bl )
e mraage el | Bed

m  ChooseNork Offline when you don’t
want QuickMail Pro to connect to

your POP account.

W Chwlih P v ol 1 i Ll 1
drnl | v frees oy et |
] T R

1 hark o You'w Tl sl | ek C e Fisd1
Pirw i el il B i B T B
o g rE o T

| o | | wein | | =T l
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7 Select_eave mail on server. . .
want copies of your messages to reside
on the server. This allows you to retrieve
your mail from any computer that has
access to the POP server. Cligxt.

A WARNING : Do not check this option if
your ISP limits mailbox space or the amount
of time you can leave mail on the server.
Check with your ISP or system administrator

for this information.

8 Read the final Wizard screen and

click Finish.

REGISTRATION

The first time you login to Quickmail Pro after
installation, a registration dialog appears. Selec
Register Now to register your copy of QuickMail
Pro. Registering your software gives you acces
to new product and upgrade information.

The Mail Browser displays and you're ready to
send and receive E-mail. For information on

k!

szl Pee

W e =il b ciwwicim myil froe s ompciarguly,
[T e T S S e T = TR T
A r Okl “lers mal g mrowr ool a e,
Ut ik Ml

L] tiive i i it et il o ied

R Beemon|

sl Fre
i el b ey

Wergd - bimm oy Hopg ol bisg pigyi meveppm

ol e TR
ANl

Ful by

Tl o bt o g B Pl P 1 i Pl

customizing your account, look at ydtreferences options. See page 59 for more information.
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YOUR NEXT LOGIN

QuickMail Pro preserves your account information inNkree Cache. As a result, the next time you
login to QuickMail Pro you select your name from a pop-up menu rather than typing it out.

1 Select QuickMail Pro in thapple (#) menu.
2 Select your name from tiName pop-up menu.
3 Type your password.
4  LeaveOnline selected.
5 Click OK.
See page 59 for information on bypassing the
login screen.
NAME CACHE

When you login to QuickMail Pro for the first time, your
name is cached. Selétme Cache in theConfigure menu to view the list of people who use this copy of
QuickMail Pro. TheName Cache can list up to 42 accounts.

You can delete names from the Name Cache when the user no longer with your organization, etc.

= (uick/Viail

Fii

Raie I..url Froul 'l"I

Fen prd IH

Becme gl com

W=k
[l 2]
G TR - P P T i D T D o

[Tiseme mail on semer enbil ek bed

A WARNING : When an account is deleted from Naae Cache, all filed mail is removed.

NEW USER ACCOUNTS

If you have multiple E-mail accounts or if more than one person uses your machine, you may need to
create another QuickMail Pro account on your machine.

Launch QuickMail Pro.
2 Select theNew User button in theLogin dialog.

3 Complete the series biéw Account Wizard screens that appear. These screens are explained in Set Up

Your Account on page 9.

Whenever you launch QuickMail Pro after creating multiple accounts, the name of the user who was

last logged in from that machine displays in Mame field. If you were not the last user to login, you

must select your name from tNeme drop-down list.
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CHANGE PASSWORD

After you install QuickMail Pro, you may or may not have an account password, depending on how your
network administrator or ISP set up the server. If you wish to change an existing password, QuickMail
Pro’sChange Password menu option 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 Password in theTools menu.

2 Complete th&hange Password dialog. 4 mh’ﬂ" v vt
Thange Pasiwesrd IHl- |
Mail server — The mail server name. Felaul serer: Parer g
For examplemy.mailserver.com. i e v corm | [ I
. Pelnl ooeUsd name: Ep-nnier s paiys=ttk
Mail account name— Your account e = |

name. For exampldphn.Smith.
Pairwwrid aharepl saceizidly

Old password— Your old password.
The characters appear as bullets to
keep your password secure. [t ] [ st ciome | |[chanes ||

New password— The password you
want to use in future logins.

Re-enter new password— Retype the new password to verify the accuracy of your
new password.

3 Click Change. The status of your changes appears above the buttonsCimtbePassword dialog.
Click Stop if you wish to abandon a change that is in progress.

4 Click Close when the status area of tBieange Password dialog reports a successful password
change. Next time you login to your POP account, use your new password.

O IMPORTANT : The status area of tithange 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.
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CHAPTER 2: SEND MAIL

In this chapter, you learn how to address messages, create Address Books and Groups, send enclosures,
check spelling, edit dictionaries and stylize text.

THE MAIL BROWSER

Before you send your first message, take a look at QuickMail Pro’s interface. The first window you see
is called the Mail Browser. The Mail Browser is QuickMail Pro’s control center. See Figure 4.

The buttons along the top of the Mail Browser perform many of the same tasks the menu options offer;
they are often just more convenient. Mail arrives in the Inbox and you decide what to do with it. See

Figure 4.
Click the hyperlinked banner to
Mail sorts by underlined column heading visit CE Software's Web site.
ek Pro iE
Suton bar —-EII@[@@ = QuickMail Pro |
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Figure 4: The Mail Browser

O Note If you have System 7.5 or later, you can drag and drop messages from the Inbox, Outbox,
Sent Items, Trash or personal folders to the desktop or to any folder or button in QuickMail Pro.
Shift-click or 88-click to select multiple messages.
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CREATE AND SEND A MESSAGE

To create a message:

1 Ifyou are using a modem to connect to your POP3 server, launch your PPP or SLIP software. Refer
to your ISP manual to configure PPP and SLIP to automatically launch when QuickMail Pro
is selected.

2 Use the default hot ke§8-Ctrl-Q, to launch QuickMail Pro. Sé&gstem Preferences on page 60 to
change the hot key.

3 Click theNew button, or selediew in theFile menu, to display a list of your forms.
Select a form and clicBK.

5 Type your message in the message body.
m  Press the Tab key or use your mouse to move between fields on the form.

Click the Address Button to
display the Edit Address
dialog. The appearance of
the Address Button varies
depending on

the form.

Set priority with the
pop-up menu.

Click the shaded TO, CC,—;

or BCC areas and type N
addresses directly into the v N "ll 4 — L - Subject line
address field. Separate s G g ey A v i ool gk i o

. —t i L Sigrariury bk i e Prafrena died wg
addresses with a comma. ___'__; I'.!_'l o Baigpoai a i

—_-? : ?'-.r_ ;;.r-r;-uuu“u Message bOdy
AN [ e
1

Figure 5:  The Message Window can hold up to 28 kilobytes in the
message body. If the message is larger than 28 Kb, the text is
placed in an enclosure.

2-16 Send Mail



6 Click theSend button. TheSelect recipients dialog displays.

Seleca recipienin:
Note: The Address Book displayed is the one last USed. | | G oeaven =
Click More to open another Address Book. i Tem Casirriun
= P iy D kinson
= besnic s Dun
Select the recipient of your message. :::r: |
Click Send in the dialog. Your message is stored in the E::f:;:.“
Outbox until you sele@end Mail Now in theFile menu or S inninins
until your next scheduled connection. | |
O Note The time of your next connection displays in the e e
Connection Status portion of the Mail Browser. (et | [_comn |
[ rwawr | [ 5w |
SCHEDULE YOUR CONNECTIONS
To schedule your connection intervals:
1 SelectPreferences in theConfigure menu. Wk
ColriEe
2 Select thé\ccount tab and adjust your connection @ AN - b T S el S0 [17 | it

intervals in thevork Online area of the dialog. el iy o]

After the mail is sent to the POP server, the message is stored in the Sent Items folder.
O Note: SelectSend Mail Now in theFile menu or presg-S to send mail immediately.

USE QUICKSEND

To learn how to send messages when QuickMail Pro is not launched, see page 60.

USE RETURN RECEIPT

The Return Receipt feature sends a Receipt to your
Inbox when mail recipients open your messages. Thi
feature is useful if you send important documents acro@sum Receipt on Return Receipt off
the Internet. When you double-click a Return Receipt, a

dialog appears with information about the message that

was sent. Thik i% & FelUim Fecaipl.
& hubject: Hallo
0 IMPORTANT: You may not receive a Return i i oS AL L
Receipt if the recipient’s E-mail software does no ' | \
support this feature.
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BAD ADDRESSES

If the SMTP server you are connecting to supports address validation, you are notified immediately

o when you have bad addresses in outgoing messages. 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. The
bad address will have the same 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.

ADDRESS MESSAGES

There are three ways to address a message:

m  Type the address in tfi@, CC, orBCC fields of a message form.
m  Click theAddress button or header in a message form.
m  Click theSend button in a message form.

0 Note When sending to users who are on the same server, you can address messages by account
name such age.g.joe.cool) instead of typing the full E-mail addregsd.joe.cool@cesoft.com).

TYPE THE ADDRESS

them in an Address Book, enter their address directly i steve mor slisoseisl con.andeflon.ed |
QuickMail Pro’s address header. In the Message Windo-meee
click the shadedO area of the Address label and type the address in the white box that appears.

Separate multiple addresses with a comma. Addresses entered directly are formatted as MIME and use
AppleDouble to encode attachments. See page 21 for information on changing the default mail settings.

If you don’t send to someone frequently enough to plac{ Fror: Jeck Frost

0O [IMPORTANT : You cannot type an address in forms that use small Address buttons. See Figure 6.

0 Note You can also drag an address to the Address label to address a message.
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CLICK THE ADDRESS BUTTON

Send Mail

Click theNew button in the Mail Browser and select a form at the prompt.

Depending on the form you have selected, click the large
or small Address button to display thdgress dialog.
TheAddress dialog is shown in Figure 8 on page 23.

SelectNew in theAddress dialog to display th&lew
Address dialog.

TO:fCC:

FROM: CE POP test account
T jack frost@qt-pop cesoft.com
[ cc:

Figure 6: The appearance of your
Address button depends on
the form you select.

Enter the first and last name of the

First Name

Last Name

recipient in théirst Name andLast Name E
a

| [Peep |

text fields. The combined length of the
first and last names is limited to

E-mail Address

||Du.peep@mai].cesuft.com ||

30 characters.

QuickMail Pro requires at least one
character in thé&irst Name field. The
name fields are arbitrary. They are used
to remind you of the recipient
represented by the E-mail address.

Example:

Mail Settings for Bo Peep

Computer: ﬁ QUICKMET]T W | e

Message Format: | QuickMail w| -
Enclosure Encoding:

Enter the E-mail address of the
recipient in thet-mail Address field. For
examplesusan@isp.com.

[ Add to Main hd I

(Ccancer ) [ox_J

Figure 7: New Address dialog

Select the recipient’s operating system.

If you do not know which settings to select, use
the Compatible Computer option. QuickMail Pro
automatically selects the appropriate message
format type and enclosure encoding method
for you.

Click OK. The name appears in the

Flad Seniings o Ge Peep

Comguler Eﬂ chidail W

REdsapi Fafnsal BilcEEll W

Encleaurs Encofing —|r|..._-|

e — W |

Address dialog.



MAIL SETTINGS
This section provides details on the mail settings available in QuickMail Pro.

The Computer pop-up menu specifies the addressee’s

system. Choos@ompatible, QuickMail, MacOS, Windows, -
UNIX, or Custom. mw;n

Eeinigs | g s

|t p

The Message Format pop-up menu specifies the

Nuickr-ias
message content and format. MIME {Shyitzesd Temt]
. . . . FMIME iPlain Tenik

QuickMail — Preserves the QuickMail message J.,H. e

form and formatted message text when sending mail
to another QuickMail user.

O Note WhenQuickMail address formatting is selected between QuickMail users, the mail recipient
cannot view the SMTP header information. See page 63 for more information.

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 stylized text.

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

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

TheEnclosure Encoding pop-up menu specifies how YT

enclosures are prepared to cross the Internet. uuencode

. . Base 64
BinHex — The default encoding method when you BB eE S LLE . AppleDouble

selectMacintosh in theComputer pop-up menu. BinHex Applesingle
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&et in theComputer 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 wiSempatible 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
AppleSinglé 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 2: When to use the various Mail Settings options
PRESERVE ADDRESSES
TheNew Address dialog has aAdd to pop-up
menu that allows you to add displayed user Firyt Hame Laxt Hame
information to an Address Book or Address [Fatart | [Heitay |

Group. This feature saves you time and effort
because you can choose where to save new
addresses from a single window.

E-mmpll Bz

[t mallaims e o

CUSTOM ADDRESS SETTINGS
You can set the defauMail Settings options for

QuickMail Pro addressing. Setting the default options
makes creating addresses quicker and easier. Use th

option for:

Send Mail

MailTo messages.

e | AT R R S
il e Rtings T Eedari Hisieg

Comaster
Hessage Format

Englarmrn Engaaling BinHay
[ & 1w | Hain Tanced -
Markating | Conced | | 0K
Sy

Hem Fddres bel B

il SollLirags

Addresses typed directly into the Address fiel(l

of a message.

New addresses created by clickey or Add.

Ty s v e | o e Tiew prioe el ol i
e Hop 115 s s v %, M e

[reivaws [eceding [




SET CUSTOM ADDRESSING
To set custom address options in QuickMail Pro:

1 In theConfigure menu, selediew Address Settings. TheNew Address Settings dialog appears.

2 Choose an option in ti@mputer pop-up menu. Thislessage Format andEnclosure Encoding options
for the selecte@omputer option are automatically selected.

3 Click OK. Now, whenever you create a new address, the option you specified in Step 2 is
automatically chosen.

0 Note The Mail Settings can be changed when you create a new address.

CREATE A DEFAULT SETTINGS FILE

You can also set custom address options at the Finder level. Use this option when you want multiple
users to use specific default mail settings.

1 Open atext editor, such as SimpleText.

2 Type the following information in the document:

defaultMessageFormat=MIME (Stylized Text)
defaultEnclosureEncoding=AppleDouble

m  ThedefaultMessageFormat line can b&uickMail, MIME (Stylized Text), MIME (Plain Text), or
Text. ThedefaultEnclosureEncoding line can beBinHex, uuencode, Base 64, AppleDouble,
or AppleSingle.

m A carriage return separates preferences.
m Text isnotcase sensitive.
s The order of preferences is insignificant.

3 Name the documemefault Settings and save it to the :System Folder:CE Software:QuickMail
Internet:Plug-ins: folder.

Now when users login to QuickMail Pro from this machine, the Mail Settings are set to options
specified in thd®efault Settings file.

O Note Users can changdéail Settings using the method discussed on page 20.
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CLICK THE SEND BUTTON

If no address has been entered in the message:

1 Click theSend button. TheSelect recipients dialog displays.

2 Select a name.

Select recipients:
mDoug Deady
{¥steve Deaven

1

3 Click Send to send your message to the

selected recipient. £ Tom Delmun
m Rusty Dickinson
m  Click More to display the\ddress dialog. = Jessica Dun
m Chuck Earp =
m  Click Find to locate an addredand displays the EaRyan Fagan =
selected directory service dialog. See page 32 for Mhonda Fedro
information on the directory service plug-ins =Tom Form

installed with QuickMail Pro.

1

[ More M ] [ Cancel ]
THE ADDRESS DIALOG [ FindxF | [ _sena |
The Address dialog =
appears when you click Im“‘“'m'_;'_"": i e :' - s '
theAddress button inthe | |gm= il
Message Window. It !g:'_“"""“
also displays when [ R&D AT 2]
you click theMore |-t —— Carbon Copy
button in theSelect 'E Tack Suppors
recipients dialog. P — o '~ | Blind Carbon
= - [ rmaminie =l
py
The scrolling list in the i E
left half of the dialog [(ewe] [ ) 7] .
shows addresses in the == i B | E—m | m
selected Address Book.

Figure 8: The Address dialog.
You can select a differ-
ent Address Book (if
you have created others) from the pop-up menu. The “Main” Address Book is created when you install
QuickMail Pro. The Main Address Book is empty. To add addresses to the Main Address Book, see
page 29.

Messages are sent to each recipient listed ifGh€C, andBCC fields. Names in th&0 andCC fields
will be visible to all recipients. Names in tB€C field cannot be viewed by anyone receiving
the message.
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THE BUTTONS
The buttons along the bottom of tharess dialog help you address and send messages:

New — Displays theNew Address dialog. See Figure 7 on page 19.

Find — Locates an electronic mail address using a directory services plug-in. See page 32 for
more information.

Senders— Displays theSenders List. This is a list of the people who have sent, forwarded, or replied to
a message you have received. For more information, see page 48.

Send— Sends the message to your Outbox folder until your next connection.

DRAG NAMES

Drag names from the Address Book’s list to TBeCC (Carbon Copy), anBCC (Blind Carbon Copy)
fields. Names from multiple Address Books can be placed in these fields.

USE KEYSTROKES
You can also move names to fite CC, andBCC fields using the keyboard. Select the name in the

Address Book list and press Tab or Return.
m  Press Tab once to place the name irftharea.
m Press it again to move it to tG€ area.
m Press Tab a third time to move the name t@@@=area.

= Shift-Tab moves the selection in the opposite direction.

DELETE AN ADDRESS
To remove names from any of the three addressing fields Mldfess dialog:

m Drag the name to the trash icon in #dress dialog; or

= Highlight the name and press the Delete key.

O IMPORTANT : Deleting names from thildress dialog does not delete them from your Address
Books or Groups.
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SEND ATTACHMENTS

Send files, the contents of the Clipboard, or voice recordings with messages. Use the enclosures option
to enclose any type of computer file or use the Clipboard option to attach Clipboard contents to a
message. If you have the right hardware, you can even record a message and attach it to a message. You
can include up to 16 enclosures in a message. The size limit of enclosures is dictated by the POP3 server.

ENCLOSURES

Create a message and click End button to display thénclosures dialog.

Click Add to display a standaf@ben T
File d|alog I Cmrlmsgre ann o | [ [T
Bhoar Sguiem 1.5 FE ] I s

3 Select a file and clickdd. The file name (Wririens Greep... |
displays in thé&nclosures dialog’s scrolling list. ST
Click Done to close the dialog. The message Ir :,":h: ’
form indicates an enclosure on finel button.
Click theSend button. -

Note: TheEnclosures dialog uses drag and drop technology. You can drag and drop files from the
desktop to thé&nclosures dialog, or vice versa.

ENCLOSE SYSTEM 7 ALIASES
You can enclose aliases in a QuickMail Pro message.

To enclose the alias of an original file, select the alias, hold down the Option key and drag the alias to
theEnclosures dialog.

To enclose the original file of an alias, drag the alias tBnth@sures dialog. The enclosure selection box
displays the original file.

CLIPBOARD CONTENTS

You can copy text and graphics to the Clipboard, and exchange it with other QuickMail users. To send a
Clipboard attachment:

1 Highlight an item and pres$§ - Cto copy it to the Clipboard.
2 Create your message.

3 Click theClip button or seledtlipboard in theMessage menu to display thélipboard dialog.
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6

Click Paste and the contents of your
Clipboard are copied to QuickMail
Pro’s Clipboard.

Click OK to attach the Clipboard contents to
your message.

Click Send.

A WARNING : Only QuickMail users can view
enclosed Clipboard contents.

VOICE ATTACHMENTS

rirvie: [lmaerd ibemn can anky be 1end i albe dekicds] mers.

m

-
-

[ tCieawr | [ Pasie | | Copy | I = |

Sometimes the tone of voice or the inflection of the spoken word can carry more meaning than written
words. If your Macintosh supports a microphone, you can record messages and enclose them with
your electronic mail.

To record a voice mail message:

1

Click theNew button in the Mail Browser and select a Fmond Sm Fan P

form at the prompt.

Qb1

] k5% -
d i &2 * faue L

SelectRecord Sound in theMessage menu after the

Message Window displays.

Speak to test your microphone. If you see sound waves next to the speaker icon, your microphone

input level is set correctly.

Click Record and speak into your microphone. The amount of time available to record is shown
under the right end of thinutes bar. If you need to pause during your message, Rdige. If you

finish with time to spare, clic&op.
Click Play to hear your message.

Click Save to enclose the voice attachment.

A  WARNING : Only QuickMail users can hear enclosed voice attachments.
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ADDRESS BOOKS AND GROUPS

Address Books and Groups store information needed to route messages to intended recipients. You can
have 1,000 names in each Address Book and create up to 250 Address Books and Groups.

CREATE A BOOK

SelectAddress Books in theConfigure menu. e
2 Click New. parad —=
3 Name the Address Book and clioK. ——
4 Add names to your new Address Book and dlikvhen n-—m

finished. See page 29 for more information. |
5 Click Done.

Enler @ ngmme of Tae oo afdress baek:
CREATE A GROUP = 3
(o) )

If you routinely send messages to the same group of people, it ay

be more efficient to put addresses into an Address Group, or distribution list. You can address all the
EII;I members of the group at once when you select the Address Group from the Address Book list. The icon

next to a Group has two faces.

1 SelectAddress Groups in theConfigure menu. The first time you create a group, the Address Group list
is empty.

2 Click New. Name the Address Group and clitik

Iﬁ{ll.'ﬂﬂl.lmh!!

TheAddress Group dialog appears. There are seven ways to add n .
to your new Address Group: (Cancei |

m Drag names from the currently selected Address Book to the Address Group list.
= Double-click on names in the Address Book.

m Select a name and cli€K or press Return.
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= SelectNew and create an
address in thHew Address
dialog. Select an Address
Group from thé\dd to

—Address Book members

— Select an Address Book in the pop-up menu

— Address Group members

pop-up menu. petvtersis gl | _Perimen 4R + | Gron | Plaskesing
= Click Find and let your — B ;;:::::mr M
directory services plug-in =y I D Pafr
locate an address. See :,,,,,.,,' '::"' ::.;::...,.
page 32 for more el tarte s
. . = TEE pEnming
information. ......“:...,..1
EACarr ST
m  Option-click an address =Dave At
in the Address Book list e
miDaen Sizley
and choose the 3 [=]
appropriate Address l;|| Prima || [ mpert | [ Expert |
Group from the\dd to
pop-up list. L) =m =] I
= Selectimport to import Figure 9: Address Group dialog

addresses into your
Address Group. See
page 30 for more information.

3 After you add names to your Address Group, sé€lédb close the\ddress Group dialog.

EDIT ADDRESS BOOKS AND GROUPS

1 SelectAddress Books or Address Groups in the
Configure menu to display thediting dialog.

2 Select the name of the Address Book or
Address Group to edit.

m Delete— Removes the selected Address
Book. You are asked to confirm deletion.

= Rename— Changes the name. Enter the

new name and clicBK.

Addiess Book!
Muin

Fraduclion
Tachiical Supporl
Tachimiial 'wWirilifeg

[ wew_ |
(i
(ot |

m Edit — Adds or deletes members. You can

also double-click the book or group name to displaAtideess Book or Address Group dialog.

m Select— Specifies an Address Book that appears by default when youddieks or Send on
message forms$elect is not available for Address Groups.

3 Click Done.
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EDIT USERS IN ADDRESS BOOKS AND GROUPS

1 SelectAddress Books or Address Groups in theConfigure menu.

2 Select an Address Book or Group and chidk

Waidvesy BIoR T

3 Click one of the following buttons to edit your ;'.L",,',H,".’:',.’L'.’,:" —_

Address Group: SALAUIS 351 DERFELD ran ]
. . = HAEO Y KRS wabs |
New— Displays theNew Address dialog where EATHY il L
youadd members to the Address Book or Group 'j_""“ |
| impor

Edit — Displays theAddress Book or [ trgort |
Address Group dialog where you edit the selected [ Fma =]
name Edit is not available for Address Groups.  cancat |
Delete— Removes a selected naeleteisnot || || [ =
available for Address Groups.
Print — Prints the selected names. Control  Figure 10: Edit members of your Address Book.

characters and non-printable characters are
printed as box characters. Words that are too long are clipped and appended with an ellipsis.

Import — Imports an Address Book or Address Group file. This feature is useful when several
people send mail to the same users. See page 30.

Export — Exports the Address Book or Address Group file. This feature is useful when several
people send mail to the same users. See page 31.

Find — Displays the selected directory service dialog. See page 32 for more information on
directory services.

Trash — Drag names to the Trash icon in Badress Group dialog to remove them from the Group.
The Trash icon is only available for Address Groups.

4  Click OK to return to the Address Book or Address Grédifing dialog. ClickDone.

O Note:You can also add other Groups to your Address Group.

COPY AND PASTE ADDRESSES
Copy names to your Clipboard and paste into an Address Book or Group.

1 Select a name from thdress dialog, Address Books, Address Groups, orSdmger's List and
press38-C. See page 48 for more information on $brler’s List.
2 SelectAddress Books or Address Groups from theConfigure menu to open thditing dialog.

3  Press$8-V to paste the copied name to the seleEtiahg dialog.
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IMPORT ADDRESSES
Import addresses when account information has been entered in a text-based application.

A W DN B

When you import addresses, you must keep the number of characters within the limits displayed in the

SelectAddress Books or Address Groups in theConfigure menu.
Select the book or group and cliedit to display thediting dialog.
Click Import.

A standard dialog requests an address file. The address file must be a tab-delimited text file.
The format is:

Last Name First Name Address Computer Type Format Enclosures

For exampleSmith <tab> Joe <tab> Joe.Smith@cesoft.com <tab> QuickMail <tab> QuickMail <tab> Binhex

below table.

Field Required | Length

First Name Y 30 characters/bytes
Last Name N combined

E-mail Address Y 110 characters/bytes

Table 3: Character limits of fields used when importing and exporting addresses.

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

All non-text files are filtered from the list of available import files. Current addresses are not affected by

m  Records with the incorrect number of fields are skipped.
m Truncated records are invalid.
m 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.

the import process. Only new, non-duplicate addresses are imported.

O Note Each QuickMail Pro Address Book can hold up to 1,000 individual addresses.
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EXPORT ADDRESSES

4

SelectAddress Books or Address Groups in theConfigure menu.
Select a book or group and cliedit to display thetditing dialog.

Click Export. A standard dialog requests a destination file. When you export the file nothing visible
happens; however, when you closehR#iéng dialog, the address file is in the location
you specified.

m  When the file already exists, confirm replacement of the existing file.

Enclose this document in an E-mail message and send it to other QuickMail Pro users.

The format of the export file is the same as the import format.

Last Name First Name Address Computer Type Format Enclosures

SHARE ADDRESS BOOKS AND GROUPS

Enclose Address Books and Groups in QuickMail Pro messages and distribute them to friends or
business associates.

7

Create and address a QuickMail Pro message. See page 16 for more information.

Click theEncl button.

Ere bavarirs

In theEnclosures dialog, selecAdd. A e H :#:
standardpen dialog appears. [Emirieve crasn. |

[ Wemew |
Select an Address Book or Group. Address —
Books and Groups are located in the :'%:
System Folder:CE Software:QuickMalil TERRITRIT T RITT
Internet:Users:<yourname> folder. C =)
Click Add.

Click Done. Your Message Window appears with the enclosed attachments indicatey
theEncl button.

Click Send.

When you receive Address Books and Groups as enclosures, you are automatically prompted to install
them when they arrive in your Inbox. For more information on installing enclosures, see page 51.
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FILE MESSAGES BEFORE SENDING

QuickMail Pro installs a folder namédi Filed Mail on your hard drive. You may want to file
messages in this folder prior to sending them if:

= You are composing a message and are unable to complete it.

= You want to keep a copy of the message to send to other people later.

See page 53 for information on creating filed mail folders.

DIRECTORY SERVICES

LDAP, Finger and Ph are directory service modules that allow users to obtain information about each
other. Each of the directory services searches different servers. Use them to find E-mail addresses and
other information in directories published within your company or on the Internet. A variety of

electronic directories are available. QuickMail Pro currently supports LDAP, Ph, and Finger. These
plug-ins are located in the :System Folder:CE Software:Directory Services: folder.

LDAP PLUG-IN

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. QuickMail Pro’s default public directories
include: Fourll, BigFoot, Internic, and USDSA.

CONFIGURE LDAP

1 SelectDirectory Services in theTools menu.

2  Select.DAP Plug-in in theActive Directory Service

pop-up menu. Brfiue Directery Service: [LOAF Flug-in ||
O Note The default irActive Directory Service is <none>,
or the last plug-in used.

cancel | [ Confnigure ||

3 Click Configure. A list of LDAP servers displays in
theDirectory Profile dialog. The displayed servers are just a few of an increasing number of
LDAP-compatible directory systems.

2-32 Send Mail



4 Click Edit or Add in theDirectory Profile dialog.

5 Complete thdirectory Information dialog to add or

edit private or public LDAP directories.

Profile Name— The unique name for
the directory.

LDAP Server Address— An IP address or
a DNS entry.

Port Number — Most LDAP directories
use port number 389.
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Bind/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 example

of aBind/Search path isc=GB, which means “country equals Great Britain”.

6 Click OK in theDirectory Information dialog andDone in theDirectory Profile dialog when you

USE LDAP

are finished.

You can activate basic or advanced searches with LDAP.
BASIC SEARCH

1 Create a message in QuickMail Pro and clickathizess button.

2  Click theFind pop-up menu and seldd®AP Plug-in.
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3

4 Specify the conditions of your search and

O

Click Find in theAddress dialog. The
Search Criteria dialog appears.

click Search.

Note One wildcard character (*) is supported in the

Search for field.

Click the address(es) you wish to use in
the Search Results pane and cliclidd.

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

m  When you access the LDAP
plug-in from theAddress Book Editing
or Group Editing dialog, the address
is saved in the selected Address
Book or Group.

m  When you access LDAP from the
Address dialog or theSending Mail
dialog, the selected name is added
to theTO field of your message, but
is not added to an address book.

A Bk | W T | | Vet etk =]
Finraw |
En 5
[T |
B oa =]
Bl man ¥ [ Famh e -
[TEF™Y
B teime Brmnt
D Reok Sppari
Wi -
i it wor: TN
- Py r
B whrea e
| e, | | Pl ., IE *
e | towl | [ et |E m
Figure 11: Address window
Swwrch Cridarin
i iy v e w] i
L ] mrpiid
T wibinm s v S—

R FRE N

fms Cwme

T e i g | Y A R

mwrch Crilaris

Lip Birseers pretn: | T <)

ISP Reryer Bildopen KEE M W0 e

Rt .o

Semrek dar: Lein ledi

b L R R T T LR N e PR T

Ltmarch Faawlia
T R
i
Dt i
L LT
o pk gl b
nim Lk
o Bl N
0l B
T b o i
Tl St
T
B

M 1 v e bed wgmemad o ]

Ll e o il 1

IIIII il b

Send Mail



ADVANCED SEARCHES
Use theAdvanced option for more complex searches.

1 Select thedvanced button in theSearch
Criteria dialog if you want to further define -a:-:i.':H:'{.-ﬂ:E'fqﬂ"rl'-iffil:{-&"-EE-&'%';'?-T;'L‘H.
your search. See Figure 12. B O w1 vyt v FPor i g

- h &lbrikuin T I h &LEribed

2 Complete as many fields as you can in the r:::. .....r:“,' = &
Advanced Search dialog. Thetitle, telephone Leal pamw Tarmaen (nd | [z=iF ]
Number, anddescription fields can Drysaiautiss {s] LL Sftwurs |
be CUStomiZed. - mdl] sl rum § mal J I | 2 ia e voa e o :

O Note Empty fields in thédvanced Search rckoratbbar | ]
dialog are skipped. ki | ]

Lo ) (50
Figure 12: Click the Advanced button to open the Search
Attribute dialog.

3 Click OK. TheSearch for field of theSearch Easreh Critsri
Criteria dialog looks similar to Figure 13. ol o '_f—';:_‘ﬂ—"'

4 Click Search in theSearch Criteria dialog to initiate by :._?._'.| MEINEHI
the advanced search. P

5 Click the address(es) you wish to use in3éezch Figure 13: The Search for field displays the
Results pane and clicidd. conditions of an Advanced Search.

PH PLUG-IN

The Ph Directory Services Plug-in uses the CCSO Nameserver Server (Ph) protocol. This means it
accesses a “phonebook”. You can search a name, an E-mail address, or an alias.

CONFIGURE THE PH PLUG-IN PREFERENCES LIST

1
2

Send Mail

Selectirectory Services in theTools menu.

SelectPh Plug-in in theActive Directory Service

Pop-up menu. B line Enhqﬁlﬂlrmm

Click Configure. Canted |
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6
USE PH

Select a server in tigervers List dialog.
TheServers List is populated by the
PHPREF.TXT file in the :System
Folder:CE Software:QuickMalil
Internet:Users:<username>:
Preferences: folder.

Click theMake Default button to select
the server to use when you cli€ikd in
QuickMail Pro.

Click Edit to change Ph server
information.

Click Remove to delete a server
from the list.

Click Add to display theéidd Server dialog.
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IMPORTANT : The server list that ships with the Ph plug-in displays 182 servers. There is a limit
of 200 servers.

Click Save when you are finished.

You can use Ph to add names to your Address Books and Groups as well as to an individual message.
QuickMail Pro retains Address Book entries, while addresses entered only in an individual message are
forgotten once the message is sent.

ADDRESS BOOK ENTRIES

A WD

SelectAddress Books in theConfigure menu to display thaddress Books dialog.

Select the Address Book you want to use and €liitko display thediting dialog.

Click theFind pop-up menu and selet Plug-in.

Click theFind button to display theh Find Name dialog.
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8
9

Select theéPh Server Name from the

Fb terpur Hame:  feeorxen Uriversiby flavenglens B0 B
pop-up menu. The server address e e meree
displays in the®h Server Name field. —
Note The Ph server pop-up list may take a :::":"m s

few moments to display. The display speed
of the pop-up display is dependent upon the
number of Ph servers listed.

Type the person's name in tkene field.

= You can also type a field name and 0 us
search string in théustom field. For [ Fine 71 [Cvase | [Cancer)
example gmail=<search string>.
One wildcard (*) per search string
is supported.

Click theFind button. AWorking... status displays in thggtail field during the search. Any matches
located display in thRecords field. Each name has a checkbox beside it.

= Click Abort to abandon the search.
Select a checkbox and name to display the user information Dettiigpane.

Click Save to preserve the address in your Address Book and return Editthg dialog.

INDIVIDUAL MESSAGES
You can also access the Riid Name dialog from thedddress dialog andsending Mail dialog if you do not
wish to preserve the address in an Address Book or Group.

1

ga ~ W N

Send Mail

Click the Address button in a Message Window.
In theAddressing dialog, clickNew.

Click theFind button in theNew Address dialog.
Follow Steps 5 through 7 in the previous section.

Click in the checkbox by each person you want to receive your message. Cletethetton to
return theAddress dialog. The added name is used as a recipient of your message, but it is not added
to an Address Book.



FINGER PLUG-IN

Finger can display phone numbers, mailing addresses, or whatever other type of information that person
has published for public access. You must know the E-mail address of the person to run a Finger query.

CONFIGURE FINGER

1 SelectDirectory Services in theTools menu.

2 SelectFinger Plug-in in theActive Directory Service
pop-up menu and clickonfigure.

Boiive Direcbory Service; [Finger Flug-in ]

3 Type the number of seconds Finger queries have
before they timeout.

Vindp=i PR i FTE IR ERTRL

m  Click Retain Progress Info when you want to build a log of
Finger queries. Tirseank: |13 | secorsh

. L] Figin Pregres: infe
4 Click OK. = ()
USE FINGER

1 Create a message in QuickMail Pro and clickAttdzess button.
2 In theAddress dialog, click theFind pop-up menu and make siisger Plug-in is selected.
3 Click theFind button. TheFinger Query dialog appears.

@ O Note:Click on Balloon Help to display pop-up Help in ffieger dialog.

4 In theFinger Query field, type an E-mail

- _l-u-lr ey “Il‘.":-
address or the name of the host machine. & [isrcwiesaivanscs |EmE
For example, typmhnc@idsoftware.com e IP debdremy: rid b el
or idsoftware.com. rmer e e e i I P

5 Click theFinger button and view the
progress of the search in tResponse
area. To retain the contents of tesponse
area, clickRetain Progress Log.

6 When the Finger plug-in locates an E-mail | (1) s e i Tomer | (omeni '
address, clickxtract Addresses. TheAddress =Ll L -

dialog appears with the E-mail address you
extracted in thé&o field.

O Note If you type a host address in tkieger Query field, you can view the names of the users who
are logged into that machine.
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SPELLING CHECKER

1 Open amessage and click 8pell button.

QuickMail Pro scans for misspelled words. When text is highlighted before you sel|
Spelling, the highlighted text is scanned for errors. When text is not highlighted,
QuickMail Pro scans all text for misspelled words. The spelling checker skips URLSs.

2 The spelling checker pauses and offers |
suggestions when it encounters an unknowi contect: | meeting stheduled for 500 1his afteresen
or misspelled word. Pleaye bel Eric knea il gow cannot [T

Context — Displays the detected misspellec

word in the sentence in which it appears. -

If possible, theSontext field displays the N =
sentence before and after the error.
Change to— Contains the correct spelling o (Sgnore A
the word. Select the correct word from the
Suggestions list or type words in this field.

Suggestions— Lists possible words to use ir| [Dictisssries,.| [ Aodword | [ mese |
place of the misspelled word. Highlight a
word to place it in th€hange to field.

Add Word — Adds the word displayed in tithange to field to theCustom Dictionary. See
information on dictionaries in the following section.

Dictionaries — Displays thictionaries dialog to select another dictionary, or to add a word to your
Custom Dictionary.

3 Click Replace.
= Replace All substitutes every duplicate error with the word displayed iGhirge 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 Click Done 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.
O IMPORTANT : When you forward or reply to a message, your Internet header information

is flagged by the spelling checker. To avoid this, highlight your part of the message before selecting
Spelling in theTools menu.
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DICTIONARY

SelectDictionaries in theSpell Checker dialog, or in théools menu, to modify or view the dictionary
contents. Select one language; the language can be changed at any time.

Dictionaries are stored in the System Folder:CE Software: QuickMail Internet:Dictionaries folder.
Standard dictionaries have a suffixd€. TheCustom Dictionary is distinguished from th&andard
Dictionary by the file creator, type, and file suffix.cfd.

STANDARD DICTIONARY

Select a dictionary from tHtandard Dictionary pop-up menu. e | =

You can change dictionaries during a spell check. This is [Dprtians |
advantageous to QuickMail Pro users who use several

languages. When a differestandard Dictionary is selected during a spell check, the check begins from
the paused position: the start of the last misspelled word detected.

MODES/DIALECTS

CUSTOM DICTIONARY

1 Click Options to display theModes/Dialects dialog.

M dess Dialac iy

2 Select the checkbox that applies to your dialect. [] e=ersran
3 Click OK. [] geatizh - iz
[ Bwitish - iza

[ conces | [ x|

TheCustom Dictionary contains words which are not in the
selectedbtandard Dictionary. These are words you have

Slamdrd Bicaiang: | Trglice -
added. View custom dictionaries by selectigionaries [ igtie |
in theTools menu or in thépell Check dialog. Castom Bicmanary d

Word List — Displays a list of words in the ' |
Custom Dictionary. _ 1

| Fadd
Word to Add — Displays the word to add to t@estom
Dictionary, or the word selected in thiéord List. Type
words in this field to add them to the selected dictional = ems sy

Add — Places the word in théord to Add field in the
Custom Dictionary. A beep warns if the word already exists
in this dictionary.

A E e |'|h-|||-l

Remove— Deletes the word selected in thierd List.

Done— Continues Spell Check.
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STYLIZED TEXT

TheFormat menu offers text formatting Thankal ]

1
options. The options include: EEE==E =l =
ey i ]

= Fonts available on your system. _E‘-" i
m  Font s'tyle (bold, italics, etc.). an ‘{‘ [Tateas rar garnain ]
u Font sizes. ‘.Qk ,.:j} | e I mop e yoar ige oy F
= Colored text. & T | DT e e 1 e
Stylized text is only available in the messag et I TEICET I
body; subject lines cannot use stylized text LI
You can stylize text prior to typing, or you EL Sentre
can highlight text to change it. |

0O [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 form’s default font, Geneva 9 pt.

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, Underline, Outline, and Shadow.

SIZE

Set the size of text in the message. The sizes available depend upon Gieefatisplays a dialog to
set a size not listed in the menu.

COLOR

Colors can be used with any font, style, or size.
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CHAPTER 3: RECEIVE MAIL

In this chapter, you learn about mail notification, reading messages, retrieving enclosures, and
organizing new mail.

THE MESSAGE WINDOW

Figure 14 shows the parts of the Message Window. Some of the options provided on the menu bar and

button bar are different from those offered in the Mail Browser. For exampkenthleutton is replaced
by theForward andReply buttons.

Click the Address Button to
display the Edit Address
dialog. The appearance of

Button bar. the Address Button varies
depending on
| -m;;cc; the form.
Click the shaded TO, CC;—;,
or BCC areas and type - ‘
addresses directly into the ; I" ¥ ll 4 ST Subject line
address field. Separate kel s el e e
; - { -
addresses with a comma. = .‘!_.. e Do it e ol
_.-- - .--"4__‘ i ot Message body
1AL || 4 LL Swtreur
! : A
|

Figure 14: The Message Window can hold up to 28 kilobytes in the message
body. If the message is larger than 28K, the text is placed in
an enclosure.
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MANAGE INBOX MAIL

You can read, forward, reply, print, delete, save, and file messages you receive.

DOWNLOADING MAIL

There are two ways to download new mail: automatically and manually. QuickMail Pro checks for new
mail every 15 minutes by default. See Account Preferences on page 59 to adjust the interval for
automatic mail downloads.

To manually check for new mail, sel@tieck Mail in theFile menu. In the€onnection Status portion of the
Mail Browser window, you see QuickMail Pro connect, check for mail, and disconnect from the POP3
server. See Figure 4 on page 15 for an illustration dEdhrection Status line.

NOTIFICATION

€

QuickMail Pro notifies you when new mail arrives. Your incoming mail is stored in the Inbox. When a
new message is delivered to the Inbox, you are notified immediately.

Notification is usually a chime and a QuickMail Pro icon flashing over the Apple icon, in the upper left
corner of your screen. You can change the notification to use other actions or you can choose not to
receive notification. See Notification Preferences on page 64.

READ MESSAGES

The Inbox holds all messages you receive until you file or delete them. There are six ways to view
a message:

m  Option-click a message to display the Message Peek. See the next section for information on
Message Peek.

m  Select a message and pré&©.

m  Double-click the message.

m Select the message line and press Return.

m  Select the message line and click Rbal button.

m  Select the message line and selgeh in theFile menu.
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MESSAGE PEEK
Message Peek opethe first portion

i ik Tl 11570 40l A
of the selected message while you're [§ fmms = e et e e
in the Mail Browser. This feature it b e g
allows you to identify the general Fanerm i e
content of a message without openin, g foe fEtes sk Frozl s
it. It's a grea‘[ way to |dent|fy the HaM o Heg Opdica bey e 30lect  reprem be spen up FlpesePegh, This Habrs ey gon b identif

. g e | qunbard: o § repupge withest opwing, Hp g grest o b dlgetiy sk repl] e rephy reory
importance of messages and make zizst s sty 1wl

more efficient use of your time. E::“ et e At o
[-T & Tai iFers i Frcin Pl Fimny Lagk [T Ay FREL]
4 Fesrasd W Eer To Gl § E 10 o [LETRA L
To use Message Peek, hold down the
Option key and click a message in your Mail Browser. Close
Message Peek by clicking anywhere in the Mail Browser.
FORWARD MESSAGES
Open a message you received and ¢lockard.
2 Type a note in the message body if you wish to add comments.
3 Click theAddress button and select to whom you want to forward this message.
4 Click Send.
REPLY TO MESSAGES
To reply to a message:
Click theReply button in an open message.
2 If more than one recipient is possibleSetect Reply .
Option dialog appears. Clicko: or To All Recipients *: . '"I':'r" 'I:
and clickOK. 7o b Sneipionis
= Selectlo: Sender to send the reply to the (TR .

person who forwarded the message to you.

m  Selectlo All Recipients to send the reply to anyone listed in T0eCC fields and th&enders List.

Receive Mail 3-45



3 Select a form in théelect Form
window and clickOK.
The Reply form displays the
original message with
a flashing insertion point.

4 Type your reply and click
Send. The original text
contains a “>" at the
beginning of each line. To
change the character that
designates original text, see
Sending Preferences on
page 62.

When the reply arrives, it is listed
with RE: by the subject of the mes-
sage in th&ubject column of the
Mail Browser.

O Note:Your Sending

Preferences determine if the body of the original message is on the Reply form. See page 62.

] AL aHF | =
; 3
= R T
L i Frind T Bl WAl Che Oae® Epprid Ferrwd Feels
i
B e
L

Attribute ——

Reply text ——
with quotes

Signature ——
line

1.0, RN
famier Drrmer 08, OF lofisers
i i Fra: Cons i mood. Doy

realakmrr el

) O P B I

=

Figure 15: This example shows a reply message with original

text designated by quote characters. Choose

whether your signature is placed before or after the

original text in the Signature Preferences,
discussed on page 64.
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COPY SENDER’S ADDRESS

The Senders List displays who has sent, forwarded, or replied to a message you have received. You can
copy the sender’s address three different ways:

m  SelectCapture Sender's List in theMessage menu.

m  Click theAddress button in an open message and cletkders in theAddress dialog.
m  Option-click an address in tgdressing Message window.

CAPTURE SENDER’S ADDRESS
To copy the address from a received message to your Address Book:

Open a message listed in your Mail Browser.

SelectCapture Sender’s Address in theMessage
menu. ThePrevious senders dialog appears.

Tz wre Ha prosien srden ef Tra oy

3 Highlight the name(s) in threvious senders
dialog and select an address book from the
Address Book pop-up.

4 Click Add to Book to add the highlighted address tt o ﬂ’.’é"i‘:’.,':,';:ﬂ:‘.‘.;:"" LR L

the selected Address Book. pn
| il b Eobk Technical Wriking = |

= Click Copy to copy the highlighted address(es
to the Clipboard. Use this option when you
want to paste an address to a different file.

Copy | | Dame |

5 SelectDone to close thérevious senders window.  Figure 16: Previous senders dialog
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USE SENDER’S LIST
Another way to capture addresses is to add them usirggritezs button:

1 Open amessage listed in your

. I I (1} -
Mail Browser. e R TOu BcEgber ek I
2  Click theReply button and EL‘...,,.,..,

select a form at the prompt. Waa — -

g:: i1 [= it nader -

3 Click theAddress button. The [ L T —

Address dialog appears. ETI""I_’:"_‘"'
4 TheSenders button displays in A oo [ -

theAddress window. Click it s §|

to view thePrevious senders

dialog. Coew, ] (pme ][] m
5 Highlight the name(s) in the

Previous senders dialog and
select an address book from #ugress Book pop-up.

6 Click Add to Book to add the highlighted address to the selected Address Book anBookick

OPTION-CLICK e o -
‘i‘fl 1
When you want to preserve one o w'—l—l Tl s

3 rizamcwe ml=Ferp fut
the addresses from a message yc | |ms ::'.':
have received, open tiAddress 7 Prostuactian Cinar =
. . ) [FFE-T I =]
window and Option-click the name | |@ rar al
Choose to add the selected name g""'
T Legor
one of the Address Books or 7 Tech Suppert
H _ PN Viman P i e
Groups in thé\dd to pop-up menu. " -
E=Darih T
PRINT MESSAGES §|
To print a message, select it and: ew,, | [—l =]
TR, I | | | ! I m

1 Click thePrint button; or
m  SelectPrint in theFile menu, or
s Press8-P.

2 Print displays the page setup and print dialogs. Set the options an@rirtick
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PRINT MAIL LISTS

The Mail Browser lists the messages in the Inbox, Outbox, Sent Items, Trash, and filed mail folders. You
can print multiple folders, message lists, and messages by selecting them and clidkingitlitton.

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

MOVE MESSAGES TO TRASH
There are five ways to move unwanted messages to the Trash:

m Click theDelete button in an open or highlighted message.

m  Press38-D in an open message.

m  Select the message(s) in the Inbox, Outbox, or Sent Items andDskeledh theFile menu.

m Drag the message to the Trash.

=  Set QuickMail Pro to automatically delete messages inRaseiving Preferences. See page 63.

Items remain in the Trash until you selBapty Trash from theFile menu.

EMPTY TRASH
There are three ways to empty your Trash and permanently delete mail:

= In yourSystem Preferences, set the Trash to empty when you quit QuickMail Pro. For more
information, see page 60.
m  Selecttmpty Trash from theFile menu or pres&8-T.

m Drag the Trash’s contents to tbeete button.

SAVE MESSAGES AS TEXT

QuickMail Pro can create a text file of a message that can be read by most word processors. To create a
text file:

Select a message.

Click theSave button or selec®ave as Text in theFile menu.

1
2
3 Select the checkbdsave fields (Tab Delimited) to export messages to a database.
4 Name the file and specify a destination for it.

5

Click Save.
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FILE MESSAGES

File or delete messages you don't need to keep in your IRlbopglaces up to 250 messages in a mail
folder of your choice. 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. Double-click to
close it.

To file a message:

Select the message and click Eile button to display th&elect folder to use dialog

O Note:A folder namedJy Filed Mail is created when QuickMail Pro is installed. To make other
folders, see page 53.

2 Select a folder and clidkle or selecEile into Folder from theFile menu.My Filed Mail may be your
only option if you haven't created any other folders.

m  TheDelete Server Copy checkbox in thé&iling Mail dialog is enabled when you hahsave mail on
server or Don't download messages larger than “X” K selected in th&eceiving Preferences tab. See
page 63 for more information.

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

O Note:Select a message and drag it to a QuickMz
Pro button. When you drop the message,
QuickMail Pro performs the selected operation.
You can drag and drop to tRead, File, Print, Save,
andDelete buttons.

FILE SERVER MESSAGES

B

When you file a server message, $hlect folder to use A
window displays ®elete Server Copy checkbox. The  Fiwd P
checkbox is not selected by default. When a non-server
message is filed, this check box is dimmed.

Check when

Select this checkbox to remove the original message
you want to

from the server. It remains checked until you deselect it

delete filed
. . Mail from the—————Fp FIstie st
When you delete a server message from a filed mail I o] ()

folder, the original is not deleted from the server unless
this checkbox is selected.

MAILMANAGER

The MailManagebelete action is not affected by these changes. For more information, see Chapter 6:
MailManager on page 71.
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UNFILE MESSAGES

To extract a message from a folder, delete the message or move it to another folder. To place a filed
message in your Inbox, open it and send it to yourself.

MARK MESSAGES

There are two options in tikde menu that allow you to mark messageBeas or Unread. This feature is
useful if you want to examine a message later or if you sort mail by whether or not it has
been read.

AUTO-INSTALL ADDRESS BOOKS/GROUPS

When you receive a message with enclosed address books or groups, a dialog automatically prompts
you to install them. If you selekts, the message icon indicates the message has been read and the file
is installed. If you seledto, the message remains in your Inbox with an unread message icon.

O Note The dialog that prompts you to install address books/groups also displays who sent the
address books/groups. The auto-install prompt only appearsaNt@itiosures are either Address
Books or Address Groups.

LAUNCH UNIFORM RESOURCE LOCATORS
QuickMail Pro uses Internet Config to launch Uniform Resource Locators (URLS) in the text of your

electronic messages. Internet Config is a Public Domain application installed with QuickMail Pro that
allows you to launch URLs from within the Message Window.

Welcome To QuickMail

File Print
FROM: dino

Save Delete  Encl Clip

2 5 5end 1o
o g

Spell  Receipt Forward Reply

il
P
ﬂ_.fﬁ_f

i
A

Dniekiadl Pro

Internet mail with a flair.

we at CE Software,
hitp o/ fwowow cesoft.com/, thank you
for your intefest in QuickMail.

Figure 17: QuickMail Pro automatically detects URLSs in message body text. When you see a
URL in a message, it is colored blue and underlined. Double-click the URL to open
your Internet browser and go to the site.

URLSs appear blue and underlined in the message body. Double-click the URL to launch your Web
browser and visit the named Web site.
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Your Internet Confiddelpers preferences must be configured for URLSs to be launched from QuickMail
Pro. See page 119 for more information.

O IMPORTANT : URLs must be in the appropriate format for your browser to recognize them.

RETRIEVE LARGE MESSAGES

When you open a message that diSplays a v e ss s wor s 0 ot roirsos mosres I oo
fragmented message icon in your Inbox, —|# = we Rt
[ you are notified that a message on the it

POP server is “X” kilobytes in size. The | mm o o o s e v e i
fragmented icon indicates that the R i e e g g, e el i i i i i P

i

message is larger than what is specified in
your Don't download messages larger than

“X” K preference. See Receiving
Preferences on page 63 for information on adjusting your message size restrictions.

To download the message, seRattieve Large Messages from theFile menu.

A WARNING : When you delete a message that displays the fragmented message icon, the message is
also deleted from the POP server.
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MAIL FOLDERS

Mail folders are an easy way to organize important messages you want to keep. You can create up to
1,024 folders, and file up to 250 messages in each folder.

On a shared machine, people have access only to the folders they create. QuickMail Pro indexes filed
messages using the account information of the logged-in person.

CREATE A MAIL FOLDER

1 SelectFolders in theConfigure menu.
Fader Editing:

Adminlatrativa infor
Carmmiiiae meatingn

Finmencial Feporis | s 4 |
Hy Filesd Hail

Farsaral Siuff |_II|-|||r|||||-|...|
Tachicel Writing Dapd [:
Besete_ |

2  Click New.
3 Type the folder name and cli€k. e D Doy DA
4 Produc e |
Click Done.
=
FIND/FIND AGAIN
Use theFind feature to locate text or text strings in a selected message.
Open a QuickMail Pro message.
Selectrind in theEdit menu or pres&8-F. Find Tewdi ol 2 |
Enter text in thé&ind Text field. You can search for any [Comeal] E

text, word or group of words up to 255 characters
in length.

4 Click Find to scan all fields within a message.

m  Selectrind Again in theEdit menu to locate the next occurrence of the specified text in the open
messagekind Again starts from the text position at the end of the currently selected text.

Receive Mail 3-53



RECEIVE ATTACHMENTS

In QuickMail Pro, you can receive large files, graphics, or sound bytes as enclosures or Clipboard
contents. The enclosure option allows you to receive up to 16 files, while the Clipboard option
contains a single item pasted from your Clipboard.

ENCLOSURES

You are notified two ways when you receive a message with an attachment:

B

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

= In an open message, tirel button indicates attachments.

RETRIEVE
To retrieve an enclosure:

Open a message that contains an enclosure.

2  Click theEncl button to display the Frrisares
Enclosures dialog. [T Eachosure an wf] [ e
. . RETT ' |
3 SelectRetrieve to display the standard ﬁl
SaVe d|alog [ Armurs I
m  SelectRetrieve Group to save a group [~ tawach_ |
of enclosures to a single location. [ install |
4  Select the destination folder and
- N w—rr—
click Save. : £

5 Click Done and close the message.

LAUNCH

Launch saves files to a specified location and launches the application in which the enclosure was
created. To launch an enclosure:

Open the message and click Enel button.
Select the enclosure and clicdlunch in the dialog to display th&ave dialog.
Select a location for the file and cli©K.

If you have the application in which the file was createdhch opens the selected enclosure.

O &~ w0 N -

Note:You can only uséaunch on one enclosed file at a time.
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INSTALL

Install retrieves and automatically installs Forms, Address

Groups, and Address Booksplaces the files in the correct B et mras putaten
location in your System Folder so they are available to [ S A i e T |
QuickMail Pro.

When you receive Address Books and Groups as enclosures

you are automatically prompted to install them when they

arrive in your Inbox. If you choose to install the Address Books and Groups, the message icon indicates
the message has been read. If you chonos® install the Address Books and Groups, the message
remains in your Inbox with an unread message icon.

See page 31 for information on sharing Address Books and Groups.

CLIPBOARD CONTENTS
You are notified two ways when you receive a message with a Clipboard attachment:

Do = In your Inbox, the icon next to the message has a smaller icon next to it.
= In an open message, t@kp button displays paper over the clipboard icon.
To view a Clipboard attachment:

1 O_pen the mes;age and select the Mobe; Cliphaard Hems can galy be pead o gther uickad gsars,
Clip button to display the r—
Clipboard dialog.

2 Click Copy to copy the item from &
the Finder’s Clipboard. The type “II WII
of item contained in the Clipboard K]

is shown in the lower right corner
of the Clipboard window.

m Click Paste to replace the item
shown with the current item
on your Clipboard. tsar | [ Poste | | comy | | ok |

m  Click Clear to delete the item.
3 Click OK to close theliphoard dialog.

PICT

O IMPORTANT : Clipboard contents can only be sent from other QuickMail users.

WhenShow clipboard automatically is checked irkeceiving Preferences, th@ipboard dialog automatically
displays when you open a message. See Receiving Preferences on page 63.

WhenShow clipboard automatically is not checked, clicklip to show the Clipboard contents.
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VOICE ATTACHMENTS

o} Messages with voice mail enclosed display a speaker icon in the Priority column of the Mail Browser.

PLAY VOICE MAIL
A Voice Attachment is a recording that can only be opened by QuickMail Pro. To listen to voice mail:
1 Openthe message.
2 SelectPlay Sound in theMessage menu.

O Note When thePlay voice mail automatically option is checked in youReceiving Preferences, a dialog
prompts you to play the voice attachment. See page 63 for more information.

VERIFY MAIL

QuickMail Pro offers two verification options that help ensure your messages and addresses are
accurate. These two options includlerify Addresses andVerify Inbox.

VERIFY INBOX

When you seledterify Inbox in theTools menu, you are asked

if you wish to retrieve all mail from the server. This is usefull [ 3120 2o s Wyt
if you have previously stored a copy of your messages on t

FiiiEd BAsh FEmE ] e e S RTUR

server and want to ensure you have seen all your mail. )
VERIFY ADDRESSES

SelectVerify Addresses in theTools menu when you have a third party directory service server (DSS) that
supports the verify address capability. This feature allows you to check the validity of your Address
Books or Groups against the account database on your DSS.
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QUICKMAIL PRO FORMS

Use QuickMail Pro forms as a tool to make your job easier. You can install hundreds of forms that you
can customize to fit your business needs.

INSTALL FORMS

When you receive a form you want to save:

1 Wwith the form open, selettstall Form from theMessage menu to display thistall Form as dialog.

2 Enter a name for the form.

O Note:Reply forms are available for both Standard and Reply mess&tgerd forms are only
available for Standard messages.

3 Click Install.

DELETE FORMS

To remove a form:

1 SelectDelete Form in theConfigure menu.
2 If the contents of the Standard Forms folder are not visible, Giakinstalled Forms.

3 Select the form to remove and clibiete.

SHARE FORMS

To share forms, enclose them in messages.

INSTALL FORMS SENT AS ENCLOSURES
1 Click theEncl button.

2 In theEnclosures dialog, select the form and clitistall. Installed forms reside on the startup disk.
Shared forms are located in the System Folder:CE Software Folder:QuickMail Internet:Installed
Forms folder. Personal forms are located in the System Folder:CE Software:QuickMail
Internet:Users:<User Name>:Installed Forms folder.
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LOGOUT OF QUICKMAIL PRO

SelectLogout from theFile menu to terminate your mail session on the Intetogtut is useful when
you want to reduce connection charges.

SelectQuit from theFile menu to close the QuickMail Pro application, but remain connected to the
Internet. When you sele@tiit from theFile menu, you continue to receive mail.
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CHAPTER 4: PREFERENCES

Customize your account witheferences options in theConfigure menu. There are preferences for
Account, System, Sending, Receiving, Signature, Sorting, Printing, and Mbtification.

ACCOUNT PREFERENCES

Account Preferences specify account, login, mail checking, and connection information. When you tab out
of theE-mail Address field, thelncoming, Outgoing, andUser ID fields are automatically prefilled if they

are empty.
First/Last Name — Your first and —
last name. e

= '|_| [T Try— '|_| et By '|_| P il b 'l
E-mail Address— Your complete E-mail e T T T
address as assigned by your ISP or network | it ssme: [ | Last Mame: o
administrator. For exampleara@isp.com. §-mal Racines 5 [Tack o e T oo
Incoming Mail — The address of the POP | = incmmisg il iFapix [l cor [ user 1; [pcx Frost
server to which your mail is sent. Sutgoing Hail deT# [ceon con
User ID — Your first and last name with an e PR Logie Toreut
Internet separator, such as a period or ittt AR RINIRE -y
underscore. For exampkara.james. i e
Outgoing Mail — The address of the SMTP f

server through which your mail is sent out to
the Internet. This entry may be the same asFigure 18: Click a tab to edit the corresponding preferences.
theIncoming Mail field if one server is used

for both incoming and outgoing mail.

On computer startup . . .— Specifies how QuickMail Pro connects:
Ask me to login— Presents the login dialog when your machine starts up.

Login for me — Connects to your POP account when your machine starts up and launches the
QuickMail Pro application.

Do nothing — Skips the login process during startup. With this option selected, you must launch
QuickMail Pro and login to your account to receive mail from the POP server.

Work Offline — Directs QuickMail Pro not to login to the POP3 server. Work offline to avoid long
distance connection charges.

Work Online — Specifies the interval QuickMail Pro checks for mail.

Send mail— Specifies whether to send miaiiediately or When Checking for new mail.
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SYSTEM PREFERENCES

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

Help URL — Location of on-line
help. SelecQuickMail Pro Help in the
Help menu to launch your Web
browser and visit this URL.

Display font size— Selects text
size in the Mail Browser in 9- or
12-point font.

System

Help URL: |http:fﬁwwwlcesoft.comx’quickmai]x’qmdocsx’cnntents
(3] 12
[ Activate QuickMail Hotkey

[ Calculate folder info when opening

Display font size:

[ Activate QuickSend Hotkey

] Empty trash when quitting
[ Require password on open

[ Display QuickMail Pro communication
problems in front of all applications

[ Conhhection Script... ] [Cancel ] [ OK ]

Activate QuickMail Hotkey — Specifies the hot key used to launch QuickMail Pro. To change the hot

key, highlight the current hot key and type a new keystroke. Selefttithe checkbox to enable the

hot key.

Activate QuickSend Hotkey— Specifies the hot key used to launch QuickSend. To change the hot

key, highlight the current hot key and type a new keystroke. Selefttithe checkbox to enable the

hot key.

USE QUICKSEND

Use QuickSend when QuickMail Pro is not launched and you need to send an E-mail message quickly.
For example, if you are using Microsoft W8r@hd want to send a message to a business partner:

1 Select$8-Ctrl-S to launch the QuickSend form.

IMPORTANT : You must be logged in to

2 Type and address your message. S¢@

Address Messages on page 18.
3 Click Send.
Your E-mail reaches your colleague and
all you had to do was press a hot key!

After you clickSend, the QuickSend form
closes and you return to your Microsoft
Word document.

QuickMail Pro for the QuickSend hot key to work.

Nuickdand

[ ]

el Wmcmgl

(e [ ) L] 5 1

FROE i:E .E
i

_. [ waskly reporis

1 e o webrbchy P i D ol W eddR PR rRipold ADER T § R e e R
g . Thard §ed

AL
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O IMPORTANT : When you select thgend button in a QuickSend message, mail waits in your Outbox
until the next scheduled connection. 8emunt Preferences on page 59 to schedule your connections.

Calculate folder info. . .— Displays the number of messages in a folder when QuickMail Pro is
launched. Selecting this option increases login time.

Empty trash . . .— Removes items from the Trash when you quit QuickMail Pro.

Require password on oper— Requires a password to open Quickmail Pro.

Display QuickMail Pro communication
problems . . .— Click this checkbox to display = = -
alert dialogs in front of all other applications. | L9 "™ S
By default thl_s option isot selec_ted so alert e e e e e
dialogs are displayed in the QuickMail Pro
Backgrounder layer.
[ Uil R VLl Finn @ v b
Connection Script—Set whether you connect ol o froer .ol sppniism IE

to the Internet using a modem or network con-
nection by clicking th€onnection Script button in theSystem Preferences tab or theNew Account dialog.

O IMPORTANT : You must have AppleScript installed for tanection Script button to be enabled.

Installed scripts help you make and break dial-up
connections to the Internet. The scripts are installed in the| == "F=i ke tips &f cemeriien g ae

Rl

:CE Software:Connection Scripts: folder. The dialog that 1 L o [ e
appears after clicking theannection Script button displays all e o disl ap e cenneclinn
the files in the folder by name. restan Tyke [resfrT HarrT =

You can create your own connection scripts using
AppleScript. Open one of the existing scripts with Apple’s
Script Editor and use it as a reference when building your own scripts. When your script is finished, save
it to the Connections Scripts folder.
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SENDING PREFERENCES

Sending Preferences specify how QuickMail Pro
functions when sending messages.

Always use return receipt— Sends a Return
Receipt to your Inbox when mail recipients opel
your messages. You can turn the Return Receif
off in the message form for an individual messa
before sending.

IMPORTANT : You may not receive a Return
Receipt if the recipient’s E-mail software does n
support this feature.

Always send copy to sef— Returns a copy of each message you send to your Inbox. This preference is

ignored for return receipts

Sedieg |

Cl@imeage use relm recspl
[mLITET PR EE T SR |
[ LA TEToN SN T T TE R T [T

[El oy by of et inlo reply s ssags

] e guole afring - far repies

[m] O EETERTS T T [ I

I days

Close message after sending- Closes the Message Window after you send a message.

Copy body of text into reply message— Copies the original text of the message into the Reply.

Use quote string ‘X’ for replies— This option is only available whelopy body of text ... is

checked. Specifies the character used to mark the body of the original message. The défault is “

To change the character, highlight the field and press a character key.

Delete sent mail after ‘X’ days— All messages iSent Items are moved to the Trash after the specified

number of days. Seleempty Trash in theFile menu to delete mail from the Trash.
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RECEIVING PREFERENCES

Receiving Preferences specify how QuickMail Pro T Bmereie
functions when receiving messages.

[Clean 1 dedisibasd mpanae larpsr sha - E

Don’'t download messages larger . — Defers 8

. . [ Wede e mai pded s 1 I ddijh
retrieval of large messages, or messages with la [ | P
enclosures. SeleBetrieve Large Message in theFile [ ¥acans cliphased matarsalicaily
menu to download the entire message. See pagt R S

Lliemor mad enammoer andil delefed
[l sinais $R4TF hieaiies

O Note SelectVerify Inbox in theTools menu when ] o)
you wish to delete mail left on the server.

Delete mail older than ‘X’ days— Moves all messagedder than the specified number of days from
thelnboxto the Trash.

m Read mail only— Prevents moving unread mail to the Trash, even if it is older than the
specified number of days. This option is available only when you have ctstdeohail . . . .

Show clipboard . . — Opens the Clipboard window when you receive a Clipboard attachment.

Play voice mail automatically— Prompts you to play voice mail enclosures.

B Leave mail on server . . — Copies messages to your Inbox and leaves original messages on the server
until you remove them with QuickMail Pro. This option is useful when you access your mail from
multiple machines. To remove messages that have accumulated on the POP server, deselect this option,
download your mail, delete items you have previously read, and EefcTrash from theFile menu.

O Note SelectVerify Inbox in theTools menu to retrieve
mall Ieft on the server. E B i wirkh 16 relrigue all misseges hel

fin pab vhow in your Inkan, bul may nol
b e heEn remomed dram ihe semer?

Show SMTP headers— Displays the SMTP header in {Cancal | m
the message body. Header information is used to rout —
mail across the Internet. This option is useful when you

need to extract an E-mail address from a damaged message.

O IMPORTANT : This preference is ignored when you receive mail addresgeithkiail format. See
page 20 for more information on address format options.
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SIGNATURE PREFERENCES

The Signature Preference determines your

: X i ; R BT |
signature in QuickMail Pro messages.

[ A by ey st
. . PRALE Fhgiatie] Chadfves gt nenn B Belore oskgisal 1Ew
Always insert signature— Includes your |

Joopmy | irm Trice = Tachnicml Heiigr

signature with every message. Enter you ||is tetisrs, i
. . . . Vigil wy ol Flip: Qe cpgedd, cosys
signature in the scrolling field.

Place signature— If you selectfter
original text, the text of the original messag =
appears at the top of a reply message. I . .
you selecbefore original text, the text of the (—cops o isermet oy =
original message appears at the bottom

a reply message. By default, this option is

set athefore original text.

Copy from Internet Config — Copies your signature from Internet Config. In a new message, the
signature appears at the bottom of the body text. Internet Config is located in the :QuickMail Pro:
Utilities: folder. See page 119 for more information.

NOTIFICATION PREFERENCES

Notification Preferences adjust the way your

incoming mail is announced. T ettnties
Play Sound— Chimes when mail arrives. Wi A o 8wl
=] Moy seumd
m Repeat signaling every ‘X’ minutes— EAepest evary [[ENE mirabs
Sets the frequency of notification. Sele [ Devpitay beam in mens boe
the checkbox and enter an interval.
Display icon in menu bar— Displays a flashing (Camcw] =)

QuickMail Pro icon over the Apple menu to ind
cate new mail.
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SORTING PREFERENCES

Sorting Preferences specify how QuickMail Pro
sorts messages in the Mail Browser.

Read/Unread— Displays unread or read
messages first.

Priority — Lists your messages by order of
priority. Priority levels arérgent, ASAP, Important,
Normal, andBulk. Other E-mail packages may ha\

=T

Forf ma il By Aeads Unreed
o P iy
ki e
(=1 1T
W-lwie

[ P e e

(o) )

similar priority levels, but these options only
apply to messages sent between QuickMail users.

Subject— Sorts the messages alphabetically according to the text $abijket field.

Who — Sorts the messages alphabetically according to the sender’s name.

Date — Lists the messages chronologically, from the most recent to the oldest date.

Reverse sort— Sorts the messages in reverse order, according to the selected category.

PRINTING PREFERENCES

Printing Preferences specify how QuickMail Pro
prints messages.

Show ‘Page Setup’ dialog— Displays the
standard page setup dialog for your printer.

Graphic form — Prints your message and form
graphics as they appear on your computer screen

Text only — Prints only the text of the message.

Fritiss

L hews ‘Fagqe §eiop’ dialog

Oefau® prind foemal: < kraphic derm
oA (Al oy

[ldllﬂ: E}
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CHAPTER 5: SEARCH OPTIONS

Looking for something? Usgearch to look for messages in a single folder, all folders, or the messages
identified from the last search. At startup, $&ch feature returns to the default settingSedrch

all mail.
CREATE A SEARCH
1 SelectSearch in theTools menu or click thé&earch button in the Mail Browser.
2 Enter the word or text string in the [E————————= wuickMail Search
SUbjeCt contains field. ‘when scanning the mail falder (s}, search for a message whase...
Subject contains: |Heisman | EI:_\

QuickMail Pro uses the word or text
string placed in th8ubject contains
f|e|d as the baSiS fOI’ the Search. The Please specify the mail folder{s) to search...

[<] Search the message body

specified text must be located in the () Search previous results

message’'Subject field for a match to ® Search all mail

be made. Matching text in any other O search the folder: [Inbox M|

fleld iS ignored' [ More Choices ] [ lView Results ] [ Cancel ][[ Search ]]

3 Select theSearch the message body
checkbox to search all text in messages. Otherwise, onytifeet field of the messages is scanned
during the search process.

Specify the folder to search. ‘ @ Search the folder: |~ Inbox

. Outbox
5 Click Search. sent Items

Trash

SPECIFY MAIL FOLDER

There are three options for mail searches:

m  Search previous results
m  Search all mail

m  Search the folder

SEARCH PREVIOUS RESULTS

If you file or delete a message that was searched, this option is not available. See page 70 fore more
information.

Previous search options are only valid during a QuickMail Pro session. Use this feature to refine
your search.
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SEARCH ALL MAIL
Searches all mail in your folders — Inbox, Outbox, Sent Items, Trash, and personal folders.

SEARCH THE FOLDER
Searches the folder you select in the pop-up menuSéreh the folder pop-up lists folders in

alphabetical order.

MORE CHOICES

Click theMore Choices button to display

)i clePelial 4 aich

theAdvanced Search dialog. It is not
necessary to have criteria in every field.
Fields left blank are ignored during the
search process.

1 Subject options argubject does not
contain andSubject contains. Enter a

v ey dasnend v e el | Rl a3, SR R & We et boa,

[l et amilaans, - || | Heisman |

=1 S rchi f b g oty

[Frasc Endire list confains =] | nauis |
|Tn; ramlaiss,,, vllmk I
|Priority is— w | [Hermai - |

Beate Sani: [Jjiveers dute sk

word or text string in the field.

2 Enter information in the fields for
From, To, Priority, andDate Sent. Use

Fl s wpci g 1 e 1Tl rmsi | foddara ) bn smnrch

the pop-up lists to help specify

71 Smarch presiows ressits 3,
) Sparch ol
) Smarch the Telder: |InboH -

[Famear Chetstes | [ Ulew Ressils | [ Camtal |[ Seorcs |

your search.

From — Scans for E-mail addresses and names iArthreandTo fields.

To — Compares specified text to the person’s name ifiCtloe CC address field. TheCC field is

always ignored.

Priority — Searches mail based on priority.

Date Sent— Searches by the date
messages were sent. When the date is
irrelevant, seledtnore date sent. Click

Date Sent to display a dialog. Select a datg
qualifier and a date. ClidBK.

3 Click Search.

Ignone dale cenl
B
b fpres
nfker:
‘When checking the date that the message was sent, if the . DET Wi
» Date sent was | on: v I
' M D ¥
Day: | 17 3/ |
v B8
' 0K
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SEARCH RESULTS DIALOG

You can view search results while the search is still in progress.

TheProgress bar at the top of the dialog displays the progress of the search. The number of messages
found displays to the left of tHogress bar and updates as matches are made.

et KMl Sadath
= ristatgts Moand 1 P o it I T — Search status

I Sl W TaAz Zzal

B
Message sort T —TT W T

Browse Pane fren: danen
[ S TN =

Harw bt W Teog Davie _ THRTIROD < wradid e

He b w1 ol i oy b 3 D00 e e b el ebletatne shalEn. H i

| Bermei_ | | Dpen | | Fewie | | Sie@ | | Done |

Figure 19: Search Results dialog

MESSAGE SORT

The Search Results window contains a message list. Messages in this list are sorted by the category
selected in the Mail Browser.

When more than one search condition is used, the condition with the highest priority is dominant. The
hierarchy is Subject Text, Message Text, To and From.

BROWSE PANE

The area directly below the message list is called the Browse Pane. You can view the first 10K of
message text in this field. To view the entire message,@arkor double-click the message in the list.
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DEFINE
Define returns you to th8earch dialog, or thedvanced Search dialog, depending upon which was open

when you started the search. There are three reasonsgfinse
= To review the current searches, conditions and criteria.
m To modify conditions and criteria for a new search.

= To refine or modify conditions and criteria used to search the previous results.

OPEN

Click Open to view the entire message. When you clipbn, theSearch Results dialog closes, but the
search results are still there next time youSggeh during the same QuickMail Pro session.

PAUSE/RESUME

Click Pause to interrupt a search. This button toggles betwiaese andResume depending upon the
status oPause. You can also seleBtsume Search in theTools menu.

STOP

During a search, clicRtop to discontinue the search. When started agaarch begins from the
stopping point.

DONE
Done terminates the search, saves the current results, and returns you to the Mail Browser.

INVALID SEARCH CRITERIA

When you return to the Mail Browser, your search criteria is still available. It is possible to view the
results unless the criteria is invalid. Your search criteria becomes invalid if:

= You file one or more messages in folders.

= You delete one or more messages in folders.

When the previous search is invalid, #eerch Previous Results button in theAdvanced Search
dialog is disabled.
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CHAPTER 6: MAILMANAGER

MailManagetr filters messages in your Inbox based upon your specifications. 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. MailManager can then file those messages in a
“Vacation” folder you can look through when you return.

CREATE A RULE

To create a MailManager Rule, you must first specify Conditions that must be met for mail to be
processed. After you have specified Conditions, you must specify what Actions are applied to your mail.
This section provides instructions on setting up both elements of a MailManager Rule.

SPECIFY CONDITIONS

1 SelectMailManager in theTools menu to display the Anheiad i Haroger
MailManager status dialog. e
SelectNew to display theMailManager Edit dialog. “m" L
. [P |
Name the Rule.For example, tyyseation at the prompt. i
Note Each Rule name must be unique. [ Detris_|

4 Click When conditions to display the
Conditions dialog. A

(2:Fear ALL megumgay, ..
W When e megss]e s,

| Froam: Hst {onneing. = | |smien ]
5 Select theFor ALL messages or When the [Ta: tomdeny.. - ]
message’s Option. I'allllHl canlaisg.,, 1-] Iluunan I
= Use theFor ALL messages option when G - E:‘:H’I“"""' il H-:I
the Rule pertains tall new messages. o

Nade Senk= LOAFRR TS T
m  Use theWhen the message’s option to
define which Conditions must be met Ceomeer )
before actions are taken on the ]
message. Any field left blank is ignored. See page 72 for information on the Condition options.
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6 Select the\lso search the message body checkbox to search the messagé the Subject text.
Otherwise, only th8ubject field of each message is scanned during the condition-match process.

7 Click OK to return to thévailManager Edit dialog.

CONDITION OPTIONS

Enter information for thérom, To, Subject, Priority, andDate Sent fields. Use the pop-up lists to
further specify your Conditions.

From — When you choose to process messages usirigpthéield, MailManager scans for the person
specified. The text is also matched with any substring in the person’s name or address.

Some examples of the legal matches include:

= John Smith
m  John.Smith@xyz.com

s John.Doe@smith.com

To — Compares specified text to the person’s name ifCQtloe CC address [ To: contains...
field. TheBCC field is always ignored. To: does not contain...

Subject— Compares a specified word or text string to text in the
message’Subject field.

«+Subject contains...
Subject does not contain...

Priority — Applies Rules based upon message priority. « Ignore priority
Priority is...

Priority is not...
Priority is at least...
Priority is at most...

Date Sent— Processes by the date the message
was sent. Cliclbate Sent to display &Date Sent e chiciing i s Sl S amgn s sk, H
dialog. Select a specific date or a date condition, Pt st wns. <[ B -}
the date is irrelevant, seldgtore date sent.

=y I ¥
Nay: ! my 570 [H]
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DO ACTIONS

1 Click Do actions in theMailManager Edit
Syt w1 by g e e

dialog. The Action list has two columrizn |E E @ @ m

Action andDetails.

TheDo Action columnlists the selected
Action. TheDetails columndescribeghe
Action. Both columns are empty until you
create a Rule.

2 To select an Action, click a button at the [tae | [Wemmee | (wpicaie | “coseet o)
top of theDo Actions dialog. ClickOK to
return to theMailManager Edit dialog.

3 Click Done.

ACTION OPTIONS
A RV b

Print — Sends the message to the printer currentl] &=

selected in the Chooser. The message can be print ..5.!.]':11”}.“'..'3:.3'.';':;.".21“.'.“:'.:..11'.".':”."."“'"“'“"'""
in graphic form or text-only. Seinting

Preferences on page 65.

gt iy o o BT e i "l 0 D B e

Feldreu Boaok:| Hain - Forcoprd e mmevagye by

= Hils Prederen 1
H hpor e Bigoiea

= Hile Brderyen
W lan Ledirsde
LA T e B
= Mg UElEns
= Lafay idlang

Forward — Displays thdorwarding message dialog.
Enter text to attach to the message inAtliethe
following text field.

Select an Address Book in the pop-up menu. Sele
a name and drag it to tRerward the message to field.
Click OK.

Reply — Sends a reply to the sender or all recipients of the message. Enter text to attach to the message
in theReply with the following text field.

Select the recipient. When you select@opy body of text checkbox, the original message is included
with your reply. ClickOK.

File — Files a copy of the message in a personal folder. Select the folder artdelick
Delete— Removes the message after all other Actions have been processed.

The Rules you create are stored in your :System Folder:CE Software:QuickMail Internet:User:
<username>:Rules folder. Your Rules are not available from another workstation.

0 Note MailManager Actions ignore yo®references settings, such adways send copy to self.
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TURN ON FILTERING

You can enable MailManager Rules in MalManager Status dialog (discussed on page 71), but the only
way to begin filtering mail is from the QuickMail Pfaols menu.

You can also sele@tocess Message(s) in theTools menu to manually filter messages when MailManager

is not running.

ENABLE RULES

1 SelectVailManager in theTools menu to display the
MailManager Status dialog.

2 Click in front of the Rule name in ti@m column to
turn Rules on and off. A checkmark indicates the
Rule is enabled.

Enabled Rules are applied to new unprocessed
messages or manually—processed messages.

When a Rule is disabled, it is not applied to your ne
or manually—processed mail.

SORT RULE NAMES

il k=il Mail~anagi

Status: 0T

™

Syl b

Helln

3 Select theédn or Rule Name header to sort your Rules.
The selected header is underlined.

START MAILMANAGER

SelectStart MailManager in theTools menu.

When QuickMail Pro launches, MailManager processing is enabled, based upon the
MailManager’s status prior to the last application shut down.

O IMPORTANT : Rules can be turned on and off, but Rules are only processed while the QuickMail Pro
application is open. Only a menu requesitad MailManager or Stop MailManager affects the status. The
MailManager’s status is saved in the System Folder:CE Software:QuickMail Internet:

User:<user.name>:Rules folder.

MAILMANAGER ICONS

When MailManager is enabled and Rules@rdcons display beside messages in your Inbox that have
been processed. See the icon table on the inside of the back cover.
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MANUALLY PROCESS A MESSAGE

Manual processing is available even if MailManager is not running. To manually process a message:

1 Highlight the message(s) in the =————— (uickMail MailManager

Mail Browser. & MailManager is processing mail. Please wait.
2  SelectProcess Message(s) in the ulm:kMa"

Tools menu. Fra

MailManager processing stops only after
the current message finishes processing.

EDIT MAILMANAGER RULES

1 SelectMailManager in theTools menu to
display theMailManager Status dialog. Sebert actioalnd be wh e P ot b

2 Select a Rule and clidklit to display Eﬂ; r@ @ @ @
the MailManager Edit dialog. | T — |

3 SelectDo Actions to change
MailManager filtering.

= SelectRemove to delete an Action.

m  SelectDuplicate to copy the Action. ] [ammar ] (eaieaie] (oo T
m  Selecttdit to change the Action.

Make your changes and click.

5 Click Done to save changes and close the MailManager.

SAVE AS NEW RULE

1 SelectMailManager in theTools menu to display thilailManager Status dialog.

2 Select a Rule and clidklit to display theMailManager Edit dialog. You can also double-click the
Rule name.

Make your changes and cli€ve as to display theSave Rule As dialog.

Enter the Rule’s name. Clidave.
Save the new rule with the following name:

Rule name: [T LN
Click Done to save changes and close (Cancer ] [_]
Cancel Save

the MailManager.

Click OK in theMailManager Edit dialog.

o O~ W
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SAVE RULES AS TEXT

A Rules text file can be shared with other users. To save your MailManager Rules as a text file:

1 SelectSave Rules as Text in theTools menu.

2 A standard dialog requests a name for the file and asks for confirmation of duplicate file names.
Click OK. The file is a standard text file and can be read with SimpfeText

MAILMANAGER TROUBLESHOOTING

This section helps you understand and troubleshoot MailManager.

MESSAGE SIZE LIMITATIONS

When replies or forwarded messages are larger than 32K, you may experience one of the
following problems:

m  When text is greater than 32K and there are 16 enclosures, MailManager fails and ceases
processing for this message only. The problem is stated in the Rule Log file.
See page 77 for more information.

= When text is greater than 32K but there are 15 or fewer enclosures, MailManager moves the
original text into an enclosure and inserts a text string stating the text has been relocated.

MESSAGES ARE NOT PROCESSING
When messages do not process, check the following:

= Have you selecte$tart MailManager from theTools menu?

= Are you leaving your machine on and logged in to QuickMail Pro so MailManager is able to
process your messages?

MAILMANAGER ERRORS

Two types of errors may occur during MailManager processing:

m Critical errors are reported immediately. All MailManager processing is terminated and
MailManager stops.

= Alert errors may be reported. The processing of the current Rule for the current message will
be terminated, but MailManager continues to process remaining active Rules.
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RULE LOG FILES

During Rules processing, all activity is [Ty reprp—r— e
recorded in a Rule Log file. gt Dol |||l

The Rule Log file is a TeachTé&xfile.
RuleLog.xxx files are located in the System |~ o™
Folder:CE Software: QM Internet: User: M T [, L
<user.name>:Rules folder. MailManager e ). Bk o i ) g ey
creates Rule Log files as needed Until the fil€ .« iy sesoge i iosmes s a1 £ 12140 P
reaches the 28K limit. Once the limit has bee| | s e et

reached, MailManager begins reusing the |5 e e e e

oldest Log files. At least one Log file must bg ™= FFetrra mmres maiiy sremes iaws o o e
available for MailManager to process mes-
sages. If a Log file is not available, you are alerted and MailManager processing terminates. Once termi-

nated, you must selegfart MailManager in theTools menu to enable MailManager processing.

ACCESS A RULE LOG FILE

The Log files are named Rule Log.001, Rule Log.002, etc. To see a specific Rule file, check the
modification date of the file. To check the modification date:

Go to the Finder. [F] Aul Log. 001 Tadn
Highlight the Rule file. =] LI

et byl oyl
SelectGet Info in theFile menu. Theset Info dialog appears = il g
displaying the file size and modification dates of the Rule Log. i bty v

RULE LOG CONTENT M
The MailManager Rule Log contains: |

= Atime/date stamp and description for any change in CJuseted L] ety ot

MailManager status.
= Atime/date stamp for every processed message.
m A description of the message and each Rule processed against the message.
= A description of the matching Rule Conditions criteria for the message.
m A description of the Rule Actions applied to the message.

= Alist of errors that occurred during MailManager processing.
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REPEATED REPLY AND FORWARD

QuickMail Pro has a special way of tagging automatically generated responses to prevent MailManager
from indefinitely forwarding and replying to messages.

Automatically generated messages hasabgct field that begins with “[x]"x is a number from 1 to 5.
For example: [4]. Each automatic regeneration increments the number by one. When the limit of 5 is
reached, messages stop processing.

When anything displays between the brackets other than numbers equal to or larger than the limit, the
message is not treated as an automatically generated message.

WARNING : Be careful when you choose to rephAtiRecipients in a MailManager Action. Your reply
is sent to anyone who sent, replied to, or forwarded the message.
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CHAPTER 7: FORM EDITOR

QuickMail Pro installs several electronic forms to organize and relay information. You can modify these
forms or create your own with the QuickMail Forhapplication. This chapter discusses the
QuickMail Forms application and guides you through editing and creating your own forms.

LAUNCH THE FORM EDITOR

When you [aunch the Form Editor, the dialog shown in N —
Figure 20 displays. ?Ilmmmall F"In
1

Choose th&uickMail Pro option.

& QuickMail Pro

O Note When you choosguickMail LAN, your form is QuickMail LAN
saved to the QuickMail Stuff folder on your hard
drive. When you sele€uickMail Pro, your form is
saved to the QuickMail Internet folder on your hard

drive. (Louit | [__ox ]

Figure 20: The Form Editor login window.

User:[ Arric Brour =]

Select your name from thiser pop-up list.

Click OK.
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QM FORMS TUTORIAL

QM Forms is not intended to be a complete drawing program. It is designed to create QuickMail Pro
message forms quickly and easily. Forms are created on the Macintosh and can be viewed with
QuickMail Pro on Macintosh and Windows machines.

This section instructs how to edit, create, save and distribute forms. When you edit or create forms, you
add a personal touch to your E-mail interface and to messages you send to other QuickMail Pro users.
This section also explores thaols palette and provides a tutorial for editing and creating forms.

EDIT A FORM

In these steps, you add the text “Please respond ASAP!” to the installed Plain Memo form.

OPEN THE PLAIN MEMO FORM

1

N oo o~ WON

Launch the QM Forms application. It is located on your hard disk in the :QuickMail Pro:
Utilities: folder.

Select your user name and clighickMail Pro at the prompt.

Click OK. The Forms Editor appears.

SelectClose in theFile menu to close théntitled form on your screen.
SelectOpen from theFile menu.

SelectStandard.

SelectPlain Memo at the prompt and clicBpen.

Gotn: | Standard Feesss | | Uherfeesss |

IE Sandard Farsss 3 |

Sebect tue type of form you wish be open;
@ am pstandard  OF Reply
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ADD FIELDS TO THE PLAIN MEMO FORM

1 Select “T” on your keyboard to open tfmls palette. See page 89 for detailed
information on thdools palette.

2 Select the arrow tool.

3 Click the body area of the
form to highlight it.
Highlighted objects have
sguares at each corner.

4  Drag the selected area of the

form lower in the window to
create a space between the
body and subject areas.

5 Click the text tool(T) in the
Tools palette.
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6 Position the cursor between the message body and

subject line of the Forms Editor and click. Buter
text dialog appears. Typg&lease respond ASAP!.

Click OK. A small highlighted square appears in
the form.

Enter text:

Please respond ASAP!

[

0K

| [cancer]

Place the cursor on the lower right corner of the
highlighted square and drag it to the desired size.

When the text box is properly sized, the text becomes visible.

STYLIZE TEXT

1

a b~ W N

Click thePlease respond ASAP!
text box.

SelectBold in theStyle menu.

Selectl? in theSize menu.

SelectSave As in theFile menu.

Click OK if you are alerted
about form size. This alert is
necessary if you are using an
extremely small monitor, such
as a Classic Il screen.

SelectStandard Forms in the
Save as dialog.

Rename the form.

Click Save.
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CREATE A FORM

These steps show how to import a graphic and use the circle, checkbox, and field tools to create a
new form.

IMPORT A MACPAINT FILE

1 Launch QM Forms. Itis T EE|
located on your hard disk in 7
thg_:_QuickMaiI Pro: b ﬂ _I g
Utilities: folder.

2 SelectClose in theFile menu
to close thentitled window.

3 Selectimport Paint in the
File menu.

4 SelectBusiness from the R Eep——
:QuickMail Pro:Utilities:QM Forms: Sample Paint files & 0M Backgroundsr
folder on your hard drive. i 01 Login

i3 01 Pro MailTicker
3% QuickMail Pro
QuickMail Pro Read Me
- Utilities
@ Change Pazsword
@ Eudara Converter
@ Internet Config

- UM Farms
0r Forms
- [fﬂ Sample Paint Files
[ Business
D Holidays

@ QuickMail LAM Converter

Figure 21: Contents of the QuickMail Pro
folder.
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5 TheBusiness file opens with a small

square in the upper left corner. <q Suthess
6 Drag the square to scroll through the J
window. —
m@Enr
O Note The arrow keys also move the Fq[ (Esacal)
square.

RARTYY,
7 Place the square at the upper left

corner of thé&YI graphic. Drag the lower right corner of the square @: nj]\_? H
outline the graphic. =

0 Note Graphics cannot be placed once any other element has been
placed in théorms Editor. F Uj]‘_? ﬂ
— ]

8 Click Import and name the form at the prompt. Clakk

IMPORTANT : Only MacPaint graphics can be placed in the
QM Forms application. MacPaint files can be created from
graphics saved to Bitmap mode in Adobe Photoshop = [Cesel|

[ il T il

ml |F'|'I |

9 ThePaint file opens inside 5 —
the QM Forms window.
he graphic s mads o (0 2 e ) B I Y 0 0

icon-sized components, so all
sections of the graphic must be

selected to move the entire F[ﬁ?ﬂ

graphic.

BEE

To use the mouse to move the
graphic you must:

m  ChooseSelect All in the
Edit menu; or

| = Use theArrow tool to

outline the graphic.
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DRAW A CIRCLE

1 Select the€ircle tool from the
Gl Tools palette.
2 Position the cursor over the
FYI graphic and drag. When
you release the mouse, a
highlighted circle surrounds
theFYI graphic.
o
CREATE A CHECKBOX
1 Select theCheckbox tool.
E 2  Position the cursor benedi in the form and click. A text dialog appears.
3 TypePlease call me in the text dialog. Sele®techecked to R
check the checkbox by default. : :
|P|-urm call s |
B P ot il
=3
SelectOK. O Frl B
5 Size the checkbox square |[anit (e e e i 5w (N T () 5
until text is visible. e e s e s e
Your form now contains afv|
graphic and a checkbox. ™
i
fariasse cell md)
&
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CREATE A SUBJECT FIELD

1 Select theField tool from theTools palette.

2 Position the cursor in yoYl form and click. Théield Characteristics dialog appears.
3 SelectSubject from Field Characteristics.
Flald Charac e bis:
4 SelectOther from Prefill Field With. & Subjoct
b Seroll Bar
5 Click OK. A highlighted square appears. s waiinar
6 Click the highlighted square and drag to size it. ol e
i Date 1 Timie
& DEhi
o | Camiai |
7  Adjust the size of th8ubject 5 = S5

field in yourFYl form. The

Subject field typically appears E g E !! !@ E ! E
at the top of the field under the

button bar.

TP —

——

D Plasras call ms
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CREATE A SCROLL BAR

1 Select theField tool from theTools palette.

2 Position the cursor in yoli¥l |5 i e
form and click. Theield Char-
acteristics dialog appears.

3 SelectScroll Bar from Field
Characteristics. SelectOther
from Prefill Field With.

4  Click OK. TheScroll Bar field
appears in the form.

5 Adjust the size of th&croll Bar
field. TheScroll Bar field
typically holds your message
text.

O Note If you want your finished form to have Zoom and Size boxes, the form must Baut Bar
field. TheScroll Bar field must be in the lower right corner of the form.

O IMPORTANT : Only one scroll field is possible in each form.

ALIGN THE FORM

1 SelectGrid from theSpecial
menu. A line grid appears in
your form.

2  SelectAlign to Grid from the
Special menu. The items in
your form align with the grid
lines.

3 SelectGrid from theSpecial
menu again to remove the
lines from your form.

Your FYl Form is ready to save.
See the next section for informa-
tion on saving your forms.
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SAVE FORMS

1
2

3
4
5

6

SelectSave As in theFile menu.

Click OK at the prompt about the large form. See the next section for additional information on
large forms.

Select a destination for your form.

Name the form.

Use the buttons at the bottom of the dialog to identify this formSasdard Form or Reply Form.
Click Save.

LARGE FORMS

An alert message appears when you save a form f
cannot display in its entirety on a nine inch screen. Thits T is larger than this iladans

. . =AELinlash sorieen. Si2e Form under thie
these forms are saved at full size and mailed to a Spocisl mend will correct this. Ao s
small screen computer (like an SE30), the recipier fura you wand io seua bhis LARGE fenmd
may not be able to read the entire message. Qfick

ve the large form or cli€lancel to make chan

:gfﬁe%{rrﬁageo or cli¢lancel to make changes ' BT

If you click Cancel, selectSize Form in theSpecial menu to shrink the form. When you selgiet Form, a
dialog warns that objects may be moved when the form is resized. Objects placed against the lower and
right edges of the form are moved up and to the left.

PRINT FORMS

If the form you print has Zoom and Size boxes, the printer expands the form and prints all text in one
block. If the form does not have a Zoom or Size box, the text is printed in form-sized blocks.
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THE QM FORMS TOOLS PALETTE

The Form Editor Tools enable you to move graphics, lines, icons and text fields.

Presd on your keyboard to keep thieols palette enabled. To move tfmls palette, click the top of the
palette and drag. Click the close box to closeTthls palette. The palette’s active tool is dimmed.

O Note:If you plan on using a specific tool for an extended amount of time, click twice on the tool in
theTools palette or select the tool and press the Return key.

0 IMPORTANT: A QuickMail Pro form has a limit of 100 objects. Objects are icons, graphics, text entry
fields, text labels, lines and shapes. One of the 100 objects on a form must be a Subject field. Graphics
imported to forms are a collection of icons. So, a graphic composed of 99 icons can be placed on a form.
When an image is larger than the limit, the icons along the right edge of the image are deleted. When
icon-sized areas of white space exist in an image, the blank icons are not included in the object count.

Hold down the Command key and press the keys listed to select a tool, or use the Tab and Shift-Tab keys
to navigate through thimols palette. Tab selects the tool to the right of the currently selected tool; Shift-
Tab selects the tool to the left.

ARROW TOOL
Moves or resizes objects. Theow tool is enabled by default. |

MOVE OBJECTS CURSOR
To move an object, select it and hold down the mouse button. Drag the mouse in the directign
you want. The cursor changes shape to show you are dragging an object. 4_IL>

RESHAPE OBJECTS CURSOR
To reshape an object, drag the corner of an object’s outline. The cursor changes shape t W
you are resizing an object.

ICONTOOL

An icon is a small picture, 32 x 32 dots square. Use icons to add a company logo or @
personalize a form.
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4

IMPORT NON-PAINT FILES

1
0

Select thdcon tool. The cursor becomes a crosshair.

Drag to outline the space for an icon in ldva Editor.

Draw an icon inside thieatBits frame. Use your mouse as a
pencil to create dots and lines. When you drag over a dot, i
is erased.

Click a side of thé&atBits frame to move the icon.

Click OK when you are finished designing the icon.

lcon Editor
FatBits
- e fActual Size
LI =
" )

W

]

[ Clear ] [import...) (Cancel]

Click Import to display theédpen dialog.

Note The Forms Editor window must be closed to enable t
Import option.

Select a file and clicRpen to display thécon Selection dialog.

lcon Editor
FatBits
Actual Size
0K

[ I:Iear] [Impurt...] [Eancel]

Use theext andPrevious buttons to see all the icons in the file.

When the icon you want is displayed, cliatk

File: WebArranger

Thelcon Editor displays the imported icon in tReBits frame.
Customize it in the frame with your cursor.

Icon Editor

FatBits

1 Actual Size

¥
? ®

[ Clear] [Impurt...] [Cancel]

Form Editor



IMPORT MACPAINT FILES - e
You can reduce part of a Paint document to an icon. F,r.zg f;':"sa.,rftwuaﬁ: ﬁ.';..:;::

1 Click Import in thelcon Editor dialog to display the
Open dialog.

Select a Paint document and cligen.

Click in the square and drag to select the portion
the picture you want.

When you drag the square against a corner of th¢| |[ tmport ]| [Larger ] [smaller]

[ cancel

Paint image box, the Paint document scrolls.

Use thelarger andSmaller buttons to increase or decrease the size of the square.

4 Click Import or press Return to turn the square into an icon.
displayed in thécon Editor dialog.

Icon Editor

FatBits

O Note:To copy larger images to your forms, close the Form
window and seledtport Paint in theFile menu.

Actual Size

©

[ I:Iear] [Impurt...] [Eancel]
LINE DRAWING TOOL
Draws horizontal and vertical lines. Change the line width iitte menu. e,
SHAPE TOOLS
Draws rectangles, round-cornered rectangles and ovals. | (] [
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FIELD TOOL

Creates text entry fields on the form. You can have up to 25 tex

entry fields.

FIELD CHARACTERISTICS

Subject— Sets the field to contain the subject of the message.

Every form requires ongubject field. The Message
Window displays the first 24 characters of this field as
the message’s subject.

O IMPORTANT : Do not format text in th8ubject field. Text larger

than 12 pt can become truncated and unreadable.

Scroll Bar — Creates a scroll bar. Only one field on the form ca

have a scroll bar.

Neither — Sets other text fields on the form.

PREFILL FIELD WITH

Fiondl [l fiairl 510 52
i Al et
mpTe o
01 MElthi

Prafill Pk i
0 Bl 121 T
Ry

Date — Places Month/Day/Year format in form. For example: 07/10/96 for July 10, 1996.

The date may display in the international format on non-U.S. Systems. For example: 10/07/96 for

10 July, 1996.

Time — Places the current time in the form. For example: 1424

Other — Prefills a text field on a new message

using this text field. For example: Prefill the From |wku—

Subject field of a “While You Were Out” form with
the letters “WYWO-."

TEXT TOOL

Type labels or headings on forms with Tlag tool. This text cannot be edited once the form T

is installed.

O Note:When you create a text label to the left of a texf*

entry field,Right Justify the text label. This makes it
easier to keep the right side of the label aligned witt
the entry field, when you change the font, style or si
of the label.

Enter text:

happy trails
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LEGIBILITY ON FORMS

= Avoid selecting exotic or non-standard fonts. The recipients of your message may not have the
fonts. The font will be replaced, and the form’s appearance may suffer.

m Use Geneva or New York for text entry fields (even when using a Lasef)riter

m Use Courier or Monaco for text entry fields or labels where columns of text must align.
m Use New York for large headings.

CHECKBOX TOOL
Prelabeled checkboxes express information quickly. Each
E message form can have up to 25 checkboxes. Enter title for check box:
Changed information
[ Prechecked
[[ 0K ]] [ Cancel ]
PREVIEW TOOLS

The Preview Tools let you see what your form looks like before you save and yse~.
it. While tools are available for Macintosh, Windows and DOS, all you really ne¢
to use is the Macintosh tool. The recipient’s platform is irrelevant regarding forle=
if the recipient uses QuickMail.
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SPECIAL MENU OPTIONS

GRID
. . . . . L Spec:ial
Displays a grid behind objects on a form. This option is useful for o %0
precise alignment. E:d Size
Align to Grid
GRID SIZE Group Align...
Sets grid line intervals for precise object alignment.
Send to Back 3B
Bring to Front #F
ALIGN TO GRID Duplicate s
Snaps objects to the nearest grid line junction.
v Large Header
GROUP ALIGN Small Header
. . L . . §5iZze Form
Aligns a group of selected objects to the nearest grid line junction.
Nudge Up #1
SEND TO BACK Nudge Down  #M
Places the selected object behind all other objects on the form. Use thi| Nudge Left — 3J
command to edit forms and change the tabbing order of text entry fieldb—"499e Right %K

BRING TO FRONT

Places the selected object in front of all other objects on the form. Use this command to edit forms and
change the tabbing order of text entry fields.

DUPLICATE
Creates an identical copy of the selected object.

LARGE HEADER

Displays the largéddress button in the Message Window. aomce FoF test ssaomt
TO jack frost@qt-pop.cesoft.com

SMALL HEADER —
Displays the smaHddress button in the Message Window.
TO:ACC:

SIZE FORM
Adjusts your form to fit a nine inch Macintosh screen, such as an SE/30.

NUDGE UP, DOWN, LEFT, RIGHT

Moves the selected item one pixel up, down, left or right. If the grid is shoMudgg, will move the
upper left corner of the object to the next grid line in the specified direction (up, down, left, right). You
can also use the Arrow keys to nudge an object.
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CHAPTER 8: QUICKMAIL PRO UTILITIES

QuickMail Pro installs four utilities on your hard drive: QM Pro Menu, QM MailTicker, Mac
Converters and Eudora to QuickMail Pro Converter. This chapter discusses each utility and how to
use it.

QM PRO MENU

The QM Pro Menu is an extension that allows you to control QuickMail Pro from the menu bar of
your Macintosh.

Open QuickMail Pro — Launches the QuickMail Pro application. sosev G
. . . . . Open QuickMail Pro

Close QuickMail Pro Client — Closes the QuickMail Pro Close OuickMail Pro Client

application. This option is enabled when the Quickmail Pro applicatior] Acknowledge Notification

is launched. Check Mail Now

Send Mail Now
m Close QM Backgrounder— Closes the QM Backgrounder
application. This option is enabled only when the QuickMail | uicksend
Pro client isnot running. Send Selection...
Send Recent Document...

Acknowledge Notification— Halts the blinking icon or audible tone Reformat Text

when new or unread mail exists in the Inbox. Quote Texrt
Check Mail Now — Initiates a connection to the POP server to Open MailTicker
retrieve mail. About QuickMail Fro Menu...

Send Mail Now— Initiates a connection to the SMTP server to send mail waiting in your Outbox.
QuickSend— Launches the QuickSend form so you can quickly type and send a message.

Send Selection— Creates a QuickMail Pro message filled with text highlighted in another application
or the contents of your Clipboard.

Send Recent Document— 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 any application.
Open MailTicker — Launches the MailTicker application discussed in the next section.

About QuickMail Pro Menu — Displays the version and copyright information for QuickMalil
Pro Menu.
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QUICKMAIL PRO MAILTICKER

The MailTicker is an application that displays the sender and subject line of your Inbox messages in a
ticker dialog.

WHAT YOU NEED

The QM Backgrounder must be running for the MailTicker to display your mail. If MailTicker is
launched and QM Backgrounder is not launched, the MailTicker disiéaiogged in.

MailTicker only works with QuickMail Pro. It does not work with QuickMail Express or any other
E-mail product.

USE MAILTICKER

To open a message, double-click it in MedTicker 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 dialog anywhere on your screen.

FHE] QM Pro MailTicker — brouwn E |
?} | Erouwn: FwD: WINTER STORM WATCH/DES... _. Arricka Browwn @ FWD: %Words not yet in the D, B arricka B| J
{)

Click the QuickMail Pro Option-click a message to
icon to display the view the first few lines of
MailTicker menu. message text.

SIZE 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.

VIEW MESSAGES WITH MESSAGE PEEK

Option—click a message in the MailTicker to view the first few lines of text in the message. This
feature allows you to determine the content of the message and decide whether or not to launch
QuickMail Pro to read it.
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MAILTICKER PREFERENCES

Use thePreferences window to control
which messages the MailTicker displays, Show: (@ Al Messages () Unread messages
and how quickly the messages cross
your ticker window.

O™ Pro MailTicker Preferences

[<] Show Return Receipts

[ Hide ticker window when nothing to show
All Messages— Displays all messages in

your Inbox. Scrolling Speed: ) Slow ) Moderate @ Fast
Unread messages— Displays only the (cancel ] || ok ||
messages in your Inbox you have

notread.

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— SelectSlow, Moderate, or Fast to control the speed messages cross the
MailTicker window.

CLOSE MAILTICKER

Click the close box to close MailTicker. You can also Option-click the QuickMail Pro icon in the
MailTicker dialog and sele€uit from the MailTickerFile 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 Quickidil

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.

= 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.
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THE CONVERTER DIALOG

Launch the QuickMail Converter application to display@heverter dialog. TheConverter dialog is
divided into four panes: QuickMail LAN login pane, QuickMail Pro login pane, the Conversion pane
and the Help/Progress pane.

TR P T A S TR o et L
QuickMail LAN Login e Ml . - QuickMail Pro
Pane —_mlm Al Quigk™all Pr0 7 LCogin Pane
M](E_GIJJJEPT hunrl Jeck Frasl '-'I
P 04 Saiears
[Snme | Tach werling i D
Fansumrd fa= I S T s
T et Garcarnid Al Peand me Ot
) Cosuert 2] Filed msdl s, iy l-h;\.--l'h--'—hrhl'
Conversion Pane | 2] e Basks bt pn vt = |l Help/Progress
1 Adriress bros s P
=1 Farms il LAY MIEHE WL LA LSTOLCHIT ane
A Cwdnam B hiaes

COMPLETE 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 an@Klitke
Converter dialog displays with your Zone and MailCenter listed.

3 Click theName button and select your name from 8etect a Name dialog that appears. ClidkK to
return to theConverter dialog.

4 Type your LAN password in thassword field. Your password appears in bullets for added security.
COMPLETE THE QUICKMAIL PRO LOGIN PANE

1 Select your name from tiName 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 rules are
not converted.
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HELP/PROGRESS PANE

The Progress Pane displays help text folCtmeerter dialog. During conversion, this pane displays
progress information.

CONVERT YOUR FILES

After configuring youConverter dialog options, cliclConvert. 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 convert.

When you click th€onvert button, a confirmation
dialog appears' Cisiiir ] GuiikFaal LS 10 SuitkMil Fro?

TR, aipdn v b L
ey Ll o] P i £

O Important: Only Internet addresses (addresses

with @) are converted. This is due to the fact T
that QuickMail Pro does not use MailCenter e e g e e e e
names or Zones when routing mail. = Curiom Ftharary

e i il B e e sV iy, i b
RamrdeH g s ety =t b rapdae i by e | BH e

S QUL LW TILEE L s B AT
T dlrbriy o GiabokHail A8 firs , rarlly g S i Hid) Db T
e i e P pbopr D el pre | b e i

)

CONVERSION RESULTS

After the selected files are converted, a dialog dis-
plays a summary of the conversion results. [ ] wh'ﬂ" Pﬂ i

T Wiy il B g il B b
I

Now when you login to QuickMail Pro, all your old = Fd i
. . el s by By e e el
filed mail, address books and groups, and forms ar¢ 1 Faled et
your fingertips! I i g bk
a Fyilgyl % pumrvard
] Hied ' BT pSITRL
B Akl el
a Lmrerey b By meererrs 2l
d F il 7 iy
a Hal i eyl sldwiied
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EUDORA TO QUICKMAIL PRO CONVERTER

The Eudora Converter converts your Eudora Lite and Eudora Pro files for the Mac OS to QuickMail
Pro’s Mac OS format. This document assumes the following:

= You have an existing Eudora Pro or Eudora Lite account on your POP server.
= You have installed QuickMail Pro on the machine currently being used for Eudora.
= You have removed all mail from Eudora’s mailbox.

CONFIGURE THE CONVERTER

1 Open the Eudora Converter application. It is located in
the :QuickMail Pro:Utilities: folder.

Fimtkan s Lin Budo kgl By Coaper |6t
T T I by T o] i el W T
[P

2 In theEudora to QuickMail Pro Converter window, select your

QuickMail Pro user name in tt@aickMail Pro User pop-up M S
menu. Theser pop-up is populated by Name Cache Mu!l" ey mnaapral =)
entries. e () ()

Click OK to begin the conversion.

TheConverter application displays a dialog when it is
finished converting your files. Seldi¢ at the prompt to quit T
the Converter and take advantage of your consolidated mail.

FACTS ABOUT ADDRESS BOOK CONVERSION
For each Eudora nickname entry in the nickname file:

m If the nickname only references one E-mail address, it is added|taptinied Nicknames
Address book.

m If the nickname entry references multiple E-mail addresses, a group is created. The nickname
entry is used for the title of the group.

m If the nickname entry is an alias of another user, it is ignored.
m All message encoding is setBinhex and all content is set f@xt.

FILED MAIL CONVERSION

The Converter separates filed mail into separate messages, but retains the name of the mail folder. After
the user performs @heck Mail in QuickMail Pro, the necessary folders are created and populated with
the appropriate mail items. Attachments are left in their original Eudora folder.
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APPENDIX A: HOW QUICKMAIL PRO WORKS

The Internet can be a confusing subject, especially if you are just getting started. This section will help
clear up confusion about how E-mail works over the Internet.

THE INTERNET MAILBOX

People use phone lines, direct lines, or network connections to access the Internet.

People who use phone lines rely on an Internet Service Provider(ISP) for Internet access. Most ISPs are
local companies that have a host, or server, on the Internet. ISPs purchase and maintain the servers, and
people access the server for a fee. When you use an ISP for Internet mail, it's like you have rented a
mailbox on their server. See Figure 23 on page 104.

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.

A network connection means your computer is connected to a local area network (LAN) or a wide area
network (WAN). The LAN or WAN your computer is on is connected to the Internet.

INTERNET ADDRESS

user domain
An Internet address is in two parts: tiser | |

name and thedomain, separated by @. The
address looks likaiser@domain. See president @ whitehouse.gov
Figure 22 for an illustration.

The user name is a mail account name. The username  separator  host organization
domain is the section of the Internet that
contains the mail server you use.

Figure 22: Parts of an E-mail address

The domain also includes your organization type. Common organization types include

.gov (government),edu (universities),com (commercial), andnil (military). When the

organization type represents a country, it is called a location code. Examples of location codes
are.ca (Canada),se (Sweden), andl (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 explosion of the Internet. . P POPaccount
The most common electronic messaging 3

protocol today is called the Post Office Protocc / \I\
version 3 (POP3). This protocol is popular

because it is based on open standards. “Oper - -
standard” means the language used is not
dependent upon computer platform or operatim¢ — -
system. The POP3 server uses a “layer” of
language that any computer can understand. Tjhiac at home PC at work

makes Internet and LAN communication easigr
as open standards become more widespread.

p=

Figure 23: POP3 protocol lets you get your mail from
home or work.

You can connect to your POP account from

machines at home and work using QuickMail Pro. The POP3 server acts like a mailbox at the post
office. Visit your mailbox when you want to check for mail. When you connect to your server, you can
choose to download mail or leave it on the POP server. It is important to check with your ISP before
choosing to leave mail on their server as many providers restrict account space and the amount of time
mail can be stored on the server.

SMTP

The Simple Mail Transport Protocol (SMTP) is responsible for transporting mail. It's comparable to the
trucks that carry bags full of mail between “snail mail” post offices.

SMTP server software is typically installed on the same machine as the POP3 software and is used most
frequently over constant network connections.
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SECURITY

Security issues are a concern on the Internet. CE Software recognizes this and has incorporated
Authenticated POP (APOP) into QuickMail Pro to help ensure your passwords are secure.

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
information 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: SCRIPTING

AppleScript is a computer language developed by Apple that allows users to automate tasks in
Macintosh applications. When applications support Applescript, users can customize software to better
accommodate their work environment.

This chapter assumes you are familiar with Applescript and have previously written scripiet It is
meant to be a substitute for an AppleScript manual.

WHAT ARE APPLESCRIPTS USED FOR?

QuickMail Pro implements a suite of commands that allows you to automate many of the tasks you
perform. For example, you can write scripts to:

m Create and address a new message using the form you specify.

= Reply to a message.

m File messages to specified folders based on Date, Sender, Subject, or Content criteria.

= Copy messages to another program, such as FileM&l@mporation’s FileMaker Pfo

m Retrieve a message’s enclosures and decompress them with another program, such &ds Aladdin
Systems, Inc.’s Stuffit Expander

Scripting B-107



USING APPLESCRIPTS

AppleScript is installed on most Macintosh computers as part of the System software provided by
Apple. It consists of several Extensions and the Script Editor application which you use to

create and edit scripts. The Script Editor is installed into the Apple Extras:AppleScript folder on the top
level of your hard drive.

WRITING SCRIPTS

Write scripts when you need routine tasks automated. Use QuickMail Pro’s dictionary to assist you with
the different commands.

DEFINE AN ADDRESS
To define an address for QuickMail Pro, use the commands from the following example:

tell application “QuickMail Pro”
set toList to {{class:Address, First name:"John”, Last name:“Smith”, Mail Account:"—
john@company.com”, Content:"QuickMail”, Encoding:"Binhex"}}

New Message “Office Memo” -- This is the name of the QuickMail form being used
Set Message “Subject of message” -- This is the subject of the message
Set Message Body “Body of message” -- This is the body of the message.
Set Message Priority Important -- This is the priority of the message
Set Message with Return receipt -- This turns on Return Receipt for the message.
Set Message Recipients toList -- This sets the recipient of the message to the data stored in variable-
toList.
end tell

O Note The terntolist in this script is a variable that contains names which are placedTio fredd
of a message.

B-108 Scripting



QUICKMAIL PRO-SPECIFIC EVENTS

Applications typically have a few unique AppleScript commands. Knowing these application-specific
events for QuickMail Pro may help you customize your scripts.

VIEW ONLINE
To view the client-specific commands O TRy p—— ==
electronically, drag the QuickMail Pro icon  |[wessires =] Cr ey [ =
over the Script Editor icon. THgickMail Pro et i P
Dictionary appears. Highlight a term in the f"-l:m"im
command pane to view the command B s
definition in the description pane. SR

e Pl
EVENT DICTIONARY e
This section lists the events displayed in b
Figure 24. If any of these commands are by
being issued from another machine, Program|| = :osess
Linking must be turned on and a user with ] L -
Program Linking rights must be defined in sl it - | [l T*
theUsers & Groups Control Panel. You may be  ¢igre 24: The QuickMail Pro Dictionary lists custom
prompted for the user name and password AppleScript commands.

for program linking when you execute com-
mands this way.

The QuickMail Pro commands use the
following syntax:

= event: event definition
event in proper syntax
[optional event text] — explanation of
what the client expects from the script.
Text explaining the purpose of the
command and how it works in
QuickMail Pro scripts.
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= open: Open the specified object(s).
open string — Folder name where the message to open resides.
[Message small integer] — The message ID stored by QM Pro. This message ID can be
returned by submitting @et Mail List command to QuickMail.
Purpose: To open a QuickMail message in a given folder.

= New Message: Create a new QuickMail Message.
New Message string — Form Name.
Purpose — To create a new message using the form specified. If no form is specified, then
the QuickSend form is used. If the requested form is not available, then the QuickSend
form is used. The form name should be identical to the form the user selects in QuickMail Pro’s
Select form to use window.

= Get User Info: Get information about the logged in user.
Get User Info
Result: User Information.
Purpose — Returns information about which user is logged into QuickMail Pro. Use this
to include yourself as a BCC recipient or to check the version of the client software. See
Userinformation class below for details.

= Get Mail Folders: Get a list of the mail folders. (Includes Inbox, Outbox, etc.)
Get Mail Folder
Result string — List of QuickMail folders.
Purpose — Returns a list of folders belonging to the currently logged in user. You can than use
this list to select which folder to file messages into.

= Get Mall List: Get a list of message synopsis.
Get Mail List All/Unread/Selected — Which messages.
Folder Name string — Which folder to get the message from. (Includes Inbox, Outbox, etc.)
Result MailList
Purpose — Returns list of all messages/unread messages or selected messages. See the MailList
class for details about what is returned for each message

m Get Message: Get message information from the frontmost message window.
Get Message
Result Message.
Purpose— Returns detailed information about a message. See Message Class below for details.
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= Set Message: Sets data in the frontmost message window.
Set Message string — The subject of the message.

[Body string] — The message body.

[Recipient's Address] — List of TO recipients.

[CC Address] — List of CC recipients.

[BCC Address] — List of BCC recipients.

[Priority Bulk/Normal/Important/ASAP/Urgent] — The priority of the message.

[Return receipt boolean] — Turn “Send Return Receipt” on.
Purpose — Allows you to set the corresponding values for the front most message window.
The subject string is optional (even though it is not in [].) You can set everything in one Set
Message command, or use a separate Set Message command for each item.

= Message: Close, Dispose, File, Save, or Send a message.
Message Close/Dispose/File/Save/Send — Action to perform.
[Folder name string] — Name of folder to file a message into.
[File name file specification] — Name of the file to save as.
Purpose — Performs the specified action on the frontmost Message Window. Folder name is
required only when doing a “file” command. File name is required when doing a “Save”
command.

m List Enclosures: Get a list of enclosures from the frontmost QuickMail Pro Message Window.
List Enclosures
Result Enclosure information.
Purpose — Returns detailed information about enclosures in a message. See Enclosure
Information Class below for details.

» Retrieve Enclosure: Retrieve enclosure from a QuickMail message to a file.
Retrieve Enclosure string — Enclosure Name.
Destination file specification — Where the file should be stored.
Replacing Yes/No — Default action to replace an existing file.
Purpose — Retrieves an enclosure from a message to the location specified in the file
specification parameter.

O Note File specification parameters should be coerced to file or alias type.
= Add Enclosure: Add a file as a QuickMail enclosure.

Add Enclosure file specification — File to enclose.
Purpose — Takes the file specified and adds it to the front most message window as an enclosure.
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= Reply To: Generate a reply to the frontmost window
Reply To All/Sender

Copy body Yes/No — Copy the original message body to the reply message.

Form name string — Form name to use for the reply message.
Purpose — Creates a new message using the form “Form name” and the frontmost Message
Window. If you specify “yes” for the “Copy body” parameter, then the body of the message is
copied into the reply. The signature is also added depending on how the client preferences
are set.

= Log Out: Log out of all servers
Log Out
Purpose — Log out of the current account.

O Note There is no way to login via AppleScript.

m Class Userinformation: Logged in user information.
PropertiesVersion string f/0] — Version of the QuickMail Pro client software.
name string [/o] — User name as seen in the login screen.
POP Account string f/0] — username@domain.com.
SMTP Host string /0] — mail.domain.com.

» Class Message: Message Contents
PropertiesTopic string — Message Subject.

Body string — Message Body.
Recipients a list of Address — List of Recipients in the TO field.
CC a list of Address — List of recipients in CC field.
BCC a list of Address — List of recipients in the BCC field (always empty for received
messages.)
Senders list a list of Address— List of the Senders.
Priority string — The Priority of the message: Bulk, Normal, Important, ASAP, Urgent.

m Class Address: User Address
Properties:
First name string — User’s first name.
Last name string — User’s last name.
Mail Account string — Mail Account: username@domain.com.
Content string — Text, QuickMail, MIME (Stylized Text), MIME (Plain Text).
Encoding string — Binhex, UUEncode, Base64, AppleDouble, AppleSingle.

m Class Enclosure Information: Information about a QuickMail enclosure.
Propertiesencl Name string — Name of the file enclosed.
Size integer — Size of the file.
Type string — File’s type code (identifies what format the data in this file is stored in).
Creator string — File’s creator code (identifies which application created this file).
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m Class MailList: Directory information of a given mail item in a given folder.

PropertiesSubject string f/0] — Message subject.
Who from string /0] — Who the message is from.
Priority string /o] — The Priority of the message: Bulk, Normal, Important, ASAP, Urgent.
Enclosures small integer/o] — Number of enclosures attached to this message.
Date sent string /0] — Date and time this message was sent.
Date received string f/0] — Date and time this message was received.
Date read string f/0] — Date and time this message was read.
Size integer [r/o] — Total size of all enclosures.
Read status boolean /0] — Tells whether the message is Read or Unread.
Message ID integer [/0] — Message ID to use with the Message Open command.

RUN A SCRIPT

There are three ways to use scripts with QuickMail Pro:

m  From the QuickMail Pr&cripts menu.
m  From outside QuickMail Pro by calling QuickMail Pro commands.
= Automatically in response to a new message.

SELECT FROM THE SCRIPTS MENU

Scripts displayed in QuickMail Pro%ripts menu are Standard scripts or User scripts. Standard scripts
are available to all users who login from the Macintosh where they are installed. User scripts are only
available to a single user.

If both types of scripts are installed, User scripts are displayed at the top of the menu and Standard
scripts are displayed below a separator line at the bottom &driitemenu. To use a script, select it
from theScripts menu. QuickMail Pro executes the script immediately.

SAVE STANDARD SCRIPTS

To install a Standard script, copy your script in Compiled Script format to the :System Folder:

CE Software:QuickMail Internet:Standard Scripts: folder. The next time QuickMail Pro is launched,
your new script is displayed in tlS&ipts menu.

SAVE USER SCRIPTS
To install a User script, copy your script in Compiled Script format to the :System Folder:
CE Software:QuickMail Internet:Users:<User’s name>:Scripts: folder.
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ISSUE A SCRIPT COMMAND

Scripts are executed several ways: as compiled applications, as “droplets” onto which files are dragged
for processing, as compiled scripts, or as text in an application that supports AppleScript. Regardless of

how you use Applescripts, when you initiate QuickMail Pro commands make sure your script includes
the statements:

tell application “QuickMail Pro”
<QuickMail commands go here>
end tell

AUTOMATICALLY PROCESS NEW MAIL

When a new message is received, QuickMail Pro searches the Standard scripts and User scripts for a
script named “New Mail.” If such a script is found it is launched immediately. This processing occurs

before the MailManager is notified of the new message. See page 71 for additional information
on MailManager.
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APPLESCRIPT ERROR CODES

Use the following table to identify and fix problems with your scripts.

Error Code Explanation

4001 No such form is installed.

4002 No message window is open or frontmost.

4003 Folder name is required.

4004 Could not open the requested message.

4005 Could not get the enclosure name.

4006 Could not get enclosure destination.

4007 Enclosure was not found.

4009 Can’t get “To Whom” parameter from the Apple Event.

4010 Can't get the “Copy body” parameter from the Apple Event.

4011 Bad enclosure directory.

4012 Message index is required.

4013 1- Can't get “Enclosure” parameter from the Apple Event, or 2.- Can't
resolve file alias, or 3 - Can't get Finder information on the file.

4014 Can't file the message.

4017 No such folder.

4018 Bad enclosure encoding.

4019 Bad message encoding.

LEARN MORE ABOUT APPLESCRIPT

CE Software offers scripts on our Web sitatgt://help.cesoft.com. There are also several AppleScript
reference books available at most bookstores. Two popular titles are:

= Danny Goodman’s AppleScript Handbo&andom House Publishing
m  The Tao of AppleScripberrick Schneider, Hayden Books

Apple Computer, Inc. also sells the AppleScript Software Development Toolkit, which provides
in-depth technical information about using the AppleScript language as well as creating programs that
can use AppleScript. See Apple’s Developer Catalog on the Intefitgt A4ww.devcatalog.apple.com.

MAC OS 8 USERS

For the latest AppleScript changes in Mac OS 8, chechtiput/www.applescript.apple.com/.
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APPENDIX C: CUSTOM SETTINGS

For multi-user sites, it may be helpful to modify some settings in QuickMail Pro such as forms and
default address settings. Make your changes to the default settings before your users install
QuickMail Pro.

O

Note: These instructions assume you are the system administrator.

O IMPORTANT: If you are installing QuickMail Pro from a compact disk (CD), copy the Install
directories to a hard disk before customizing them.

CUSTOMIZE THE INSTALLER

When you want to make Custom Address Settings and Forms uniform throughout your organization,
follow these steps:

1

Copy the QuickMail Pro Installer files from the [& Andinnr. ]
installation disk or CD to an empty folder on = = —
your hard drive or network drive. . st airy
IMPORTANT : The contents of the Installer _ O : 3 e
Files folder in Figure 25 may not be identical to |~ = = 00 o
the Installer Files folder on your screen. ] Dot et 108 g et ek
™ [0 e B

M| e Lo i il O
Name the empty foldenstaller Files. v O wsnkewn i

B P - Price Lint B o i |
Note The folder name that contains the installer mm S
files is arbitrary. Figure 25: Contents of the Additions folder.

Create a new folder nam@dditions at the main
level of the Installer Files folder.

Copy a custom Form to the Additions folder.

Treat the Additions folder as if it were the CE Software folder in the System Folder. For example, if
you want to install custom forms, save them to the :Installer Files:Additions :QuickMalil
Internet:Standard Forms: folder.

Note You must create the QuickMail Internet folder and the Standard Forms folder within the
Additions folder before the installer would recognize the new forms.

Double-click the Installer icon. The Installer installs all items in the Additions folder as well as
items that are part of standard installation.

IMPORTANT : The installer checks the version of each installed file and does not install files
created with software older than what is used by QuickMail Pro. For example, an LDAP file that is
older than LDAP v.1.5 will not be installed.
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CREATE A DEFAULT SETTINGS FILE

You can also set custom address options at the Finder level. Use this option when you want multiple
users to use specific default mail settings.

1 Open atext editor, such as SimpleText.
2 Type the following information in the document:

defaultMessageFormat=MIME (Stylized Text)
defaultEnclosureEncoding=AppleDouble

m  ThedefaultMessageFormat line can be&QuickMail, MIME (Stylized Text), MIME (Plain Text), or
Text. ThedefaultEnclosureEncoding line can beBinHex, uuencode, Base 64, AppleDouble,
or AppleSingle.

m A carriage return separates preferences.
m  Textisnotcase sensitive.
m The order of preferences is insignificant.

3 Name the documemefault Settings and save it to the :System Folder:CE Software:QuickMail
Internet:Plug-ins: folder.

Now when users login to QuickMail Pro from this machine, the Mail Settings are set to options
specified in th@®efault Settings file.

O Note Users can changdéail Settings using the method discussed on page 21.
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APPENDIX D: INTERNET CONFIG

Before you can launch URLs from QuickMail Pro messages, you need to tell Internet Config which
Internet applications to use. Internet Config is Public Domain software that assigns helper applications
to specific Internet tasks. It is installed by QuickMail Pro.

SET UP INTERNET CONFIG

Use Internet Config so when you

. . . . EO=———— Internet Preferentes ————————
double-click,3-click, or Option-click —
anyhttp, ftp, or E-mail address, the W L
aSSIgned helper appllcatlon Perzonal Ernail News fworld Wide 'wWeb File Transfer
automatically launches.To launch = E]

Internet Config: ¥ A D'[E g @ﬂ

Other Serwvices Fonts File Mappings Helpers Firewalls

1 Navigate to the :QuickMail Pro
folder:Utilities: folder.

2 Double-click Internet Config. When it launches, you selatemet Preferences dialog. This is the
control center for Internet Config.

ASSIGN HELPER APPLICATIONS

1 Click theHelpers button in thenternet Preferences window. = ]
TheHelpers dialog displays a list of the types of applicatiol T e o
you might need such a&ép, ftp, mailto, etc ﬂ : : —
2 Select the Helper applications you want to use by T
clicking Add. An Add Helper dialog appears. aree vor: [
3 SelectChoose Helper. A standardpen dialog appears. i “"'M..m,..,,..
Navigate to the location of your helper application on your )

hard drive. Select the application and clitk

For example, if Netscape is your Internet browser, Netscape should betydwaiper.

5 Typenhttp, file, ftp, mailto, etc. in theHelper For field. Click OK.
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SET UP PERSONAL PREFERENCES

Enter your signature line in thersonal Internet Config preference. QuickMail Pro gives you the option
of creating your signature line within QuickMail Pro or pulling it from Internet Config. To create your
signature line:

1 SelectPersonal in thelnternet Preferences dialog.
2 Type your signature in tHersonal dialog.
3 Click the close box.

When you close Internet Config you are =
prompted to save your settings. Boni Maissi.  [Jook Froul

lugeaisaltion | [§ tedbwarse

Perunnal

Dunle SEnng: | »

Sigmalure:

Jogk; Froat
L iy

Flarnc
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APPENDIX E: TROUBLESHOOTING

Occasionally you may have some difficulty connecting to the Internet. This section helps you
troubleshoot 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://www.help.cesoft.com/.

The Problem The Possible Solution

Your messages are returned to Verify the address and send the message again.
you unsent.
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 in the System
Preferences tab.

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 in the System
Preferences tab.

You have received an error message Talk with the ISP’s technical support staff.
from your ISP.

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 your Account Preferences. If you
have more than one mailbox account at your ISP, you may be
looking in the wrong one.

The QM Backgrounder stops while Turn on 32 bit addressing. This solution only applies to
receiving mail. 68 Kb machines.

Allocate more memory to the QM Backgrounder application.
Upgrade to System 7.6.1.

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 If a message has more than 28Kb of text in the message body, the
into my Inbox as enclosures. text is placed in an enclosure.
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The Problem The Possible Solution

| retrieve mail from both work and “Leave mail on server” copies messages to your Inbox and leaves
home. | have the “Leave mail on server | original messages on the server until you remove them with

until deleted” preference selected on QuickMail Pro. To remove messages that have accumulated on the
both computers and | am discovering POP3 server, deselect this preference, select “Verify Inbox” from the
that | keep downloading duplicate Tools menu, delete items you have previously read, and select Empty
messages. What do | do? Trash from the File menu.

Table 4: Use this table for general troubleshooting tips.
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APPENDIX F: WHAT’S INSTALLED ON YOUR HARD DRIVE

Knowing where everything is installed is important if you have problems with your machine and you
need to know which files to save. QuickMail Pro installs files into the System folder and to a location on
your hard drive you specify during installation.

SYSTEM FOLDER

[ ]

System
Folder

English.dic

Mmict
Pl -y
Slasdand Dorms
Eqt P R R
Usdrd

CE
Software
Folder

Message Index
Personal Dictionary
QM Banner

E/D

|QUICkNIaII QM Pro Menu Helper
nternet OMM OMR Temp
CE About EI
Standard Forms

Finger Plug-in
Directory LDAP Plug-in Cl Standard Scripts
Services Ph Plug-in

PHPREF.TXT

El\ EI Username
FreePPP MacPPP Script

Connection  OTPPP Script \
Scripts B [Q Address Books
P B[O DeadMai
i B[O Installed Forms

@ FreePPPFlipper P[0 Installed Groups
B[O Message Store
B[O Personal Folders

D B[] Preferences
[ PRules

Product b [ Soris

Registration
Extensions

N

Scripting
QM ProMenu Additions

D Logged user

FreePPP Commands
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QUICKMAIL PRO FOLDER

LICENSE AGREEMENT
The legal terms of your software agreement with CE Software.

QM BACKGROUNDER
An application that works seamlessly in the background sending and retrieving your mail.

QM LOGIN

An application automatically launched by QuickMail Pro that presents the login screen when you
launch QuickMail Pro.

QM PRO MAILTICKER

An application that displays your mail in a ticker window. You must be logged in to your POP account
for MailTicker to work. See page 96 for more information.

QUICKMAIL PRO
The application that displays the Mail Browser and message windows.

QUICKMAIL PRO READ ME

The Read Me that displays during installation. Use the Read Me file as a reference for late-breaking
technical information and software change history for QuickMail Pro.

UTILITIES FOLDER

CHANGE PASSWORD

The Change Password application allows you to change the password for your POP account from your
desktop.

EUDORA CONVERTER

An application that converts your Eudora Lite and Eudora Pro files to a format QuickMail Pro
recognizes. See page 101 for more information.

INTERNET CONFIG
Internet Config is a Public Domain = R
application that QuickMail Pro uses for e s
URL launching and signature lines. Make [=1 El ﬁ| '-;]_E‘
sure yourPersonal andHelpers Percad Eruull [T Wor M ke ek | Pl Tranaite |
preferences are configured to use 'Y A D‘[‘g ﬁ:_“ i
QuickMail Pro. See page 119 for 5 =

Hrar Syrviegn Fealy Fils Flpgism Hylpars Firg=aly

more information.
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QM FORMS
A folder that contains the QM Forms application and sample MacPaint files for creating new forms. See

QM Forms on page 79.

QUICKMAIL LAN CONVERTER
An application that converts your QuickMail LAN files to a format QuickMail Pro recognizes. See
page 98 for more information.
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@ — In an Internet address, separator between
the user and domain parts. For example,
Susan@ced.com.

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.

ASCII — 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.

Backgrounder — The application installed with
QuickMail Pro that communicates between
QuickMail Pro and the POP3 server.

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.

Glossary

GLOSSARY

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
convert non-text files into ASCII. This is
necessary because Internet E-mail can only
handle ASCII.

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.

E-mail — Electronic messages sent over a
computer network.

Finger — A basic directory service protocol that
uses E-mail addresses to locate information
published for public access.

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.
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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.

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
query public and private directories for E-mail
addresses and other information.
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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
distribution of E-mail.

MIME — Multipurpose Internet Malil
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.

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, notification is audible,
visual or both.

Ph — A directory service that uses the CCSO
NameServer protocol. It accesses a specified
“phonebook” for names, E-mail addresses,
or aliases.
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POP — Post Office Protocol. A computer UNIX — An operating system originated at the

language based on open standards, so the Bell Laboratories of AT&T. Many mail programs,
language is not dependent upon computer such asendmail are used primarily on UNIX.
platform or operating system. It is a “layer” of

language that any computer can understand. upload — To send information from your

computer to another computer.
PPP— Point to Point Protocol. Allows a
computer to connect to the Internet over a dial-up URL — Uniform Resource Locator. A standard

phone line. method for giving the address of a resource on
the World Wide Web (WWW). A URL looks like:
protocol — A standardized way (a set of rules) to http://www.cesoft.com.

exchange information between different
machines. These rules specify the messages that WAN — Wide Area Network. A LAN becomes a
each machine can send and receive. They also Wide Area Network when it uses transport
control the order in which messages must be sent.  services other than those provided on the LAN.
PPP, SLIP and TCP/IP are examples of protocols.

WWW — World Wide Web. The part of the
RFC822 standard— A message Internet containing documents and graphics
representation protocol. which are viewed using browsers.

server— A computer with specialized server
software running on it. “POP server” refers to the
computer running the POP3 software.

SLIP — Serial Line Internet Protocol. A
non-standard Internet protocol which allows a
computer to connect to the Internet over a dial-up
phone line. The term SLIP often includes CSLIP
(Compressed SLIP).

SMTP — Simple Mail Transfer Protocol. SMTP
is high level protocol that works on a layer of
transmission level protocols.

snail mail — A slang term for standard
postal mail.

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.
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QuickMail Pro Hot Keys

8-A = Add

88-1 = Install

88-A = Select All 88-J = Spelling* 8-S = Send mail now
88-B = Bold* 88-K = File in folder 88-T = Empty Trash
88-C = Copy* 8-L = Logout 8-U = Underline*
8-D = Delete 88-M = Check mail 8-V = Paste*

8-E = Enclosures* 8-N = New message form 8-W = Close*

88-F = Find* 88-0 = Open selected message 88-X = Ccut*

88-G = Find again* 88-P = Print 88-Y = Forward*

88-H = Search 8-Q = Quit 8-7 = Undo*

8- = Italic* 88-R = Reply*

Enclosure Hot Keys

8-R = Retrieve

88-G = Retrieve Group

88-L = Launch

Return = Done

* — Indicates the command is only available in the Message Window.

QuickMail Pro Icons

IEI Address Group

Unread message

[4

Read message

&

Read message
with enclosure(s)

Unread message
with enclosure(s)

(e

Fragmented or partial message

[

MailManager Rule
processed a message

MailManager Rule
processed a message
with enclosure(s)

4

MailManager Rule was unable
to process the message

D}l.'

+«z MailManager Rule was
DI unable to process a
message with enclosure(s)

Return Receipt message

W

“Message is larger than X k” or
“Leave messages on server”
is selected in the Receiving
Preferences.

“Leave messages on
server” is selected in
Receiving Preferences.

A folder with a clear arrow
holds read mail.

i

A folder with a red arrow
indicates unread mail resides
in the folder.

c Custom Address
=

Bad address. This icon
displays in the Outbox when
message(s) cannot be sent.

A small envelope next to a
folder indicates a default folder,
such as the Inbox, Outbox, or
Sent Items folder.
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	Mail Settings
	Table 2 : When to use the various Mail Settings options

	Preserve Addresses
	Custom Address Settings
	Set Custom Addressing
	1 In the Configure menu, select New Address Settings. The New Address Settings dialog appears.
	2 Choose an option in the Computer pop-up menu. The Message Format and Enclosure Encoding options...
	3 Click OK. Now, whenever you create a new address, the option you specified in Step�2 is automat...

	Create a Default Settings File
	1 Open a text editor, such as SimpleText.
	2 Type the following information in the document:
	3 Name the document Default Settings and save it to the :System Folder:CE Software:QuickMail Inte...



	Click the Send Button
	1 Click the Send button. The Select recipients dialog displays.
	2 Select a name.
	3 Click Send to send your message to the selected recipient.

	The Address Dialog
	Figure 8: The Address dialog.
	The Buttons
	Drag Names
	USe Keystrokes
	Delete an Address


	Send Attachments
	Enclosures
	1 Create a message and click the Encl button to display the Enclosures dialog.
	2 Click Add to display a standard Open File dialog.
	3 Select a file and click Add. The file name displays in the Enclosures dialog’s scrolling list.
	4 Click Done to close the dialog. The message form indicates an enclosure on the Encl button.
	5 Click the Send button.
	Enclose System 7 aliases

	Clipboard Contents
	1 Highlight an item and press c - C to copy it to the Clipboard.
	2 Create your message.
	3 Click the Clip button or select Clipboard in the Message menu to display the Clipboard dialog.
	4 Click Paste and the contents of your Clipboard are copied to QuickMail Pro’s Clipboard.
	5 Click OK to attach the Clipboard contents to your message.
	6 Click Send.

	Voice Attachments
	1 Click the New button in the Mail Browser and select a form at the prompt.
	2 Select Record Sound in the Message menu after the Message Window displays.
	3 Speak to test your microphone. If you see sound waves next to the speaker icon, your microphone...
	4 Click Record and speak into your microphone. The amount of time available to record is shown un...
	5 Click Play to hear your message.
	6 Click Save to enclose the voice attachment.


	Address Books and Groups
	Create a Book
	1 Select Address Books in the Configure menu.
	2 Click New.
	3 Name the Address Book and click OK.
	4 Add names to your new Address Book and click OK when finished. See page�29 for more information.
	5 Click Done.

	Create a Group
	1 Select Address Groups in the Configure menu. The first time you create a group, the Address Gro...
	2 Click New. Name the Address Group and click OK.
	Figure 9: Address Group dialog

	3 After you add names to your Address Group, select OK to close the Address Group dialog.

	Edit Address Books and Groups
	1 Select Address Books or Address Groups in the Configure menu to display the Editing dialog.
	2 Select the name of the Address Book or Address Group to edit.
	3 Click Done.

	Edit Users in Address Books and Groups
	1 Select Address Books or Address Groups in the Configure menu.
	2 Select an Address Book or Group and click Edit.
	Figure 10: Edit members of your Address Book.

	3 Click one of the following buttons to edit your Address Group:
	4 Click OK to return to the Address Book or Address Group Editing dialog. Click Done.
	Copy and Paste Addresses
	1 Select a name from the Address dialog, Address Books, Address Groups, or the Sender’s List and ...
	2 Select Address Books or Address Groups from the Configure menu to open the Editing dialog.
	3 Press c-V to paste the copied name to the selected Editing dialog.

	Import Addresses
	1 Select Address Books or Address Groups in the Configure menu.
	2 Select the book or group and click Edit to display the Editing dialog.
	3 Click Import.
	4 A standard dialog requests an address file. The address file must be a tab-delimited text file....




	Last Name
	First Name
	Address
	Computer Type
	Format
	Enclosures
	Field
	First Name
	Last Name
	E-mail Address
	Table 3 : Character limits of fields used when importing and exporting addresses.
	Export Addresses
	1 Select Address Books or Address Groups in the Configure menu.
	2 Select a book or group and click Edit to display the Editing dialog.
	3 Click Export. A standard dialog requests a destination file. When you export the file nothing v...
	4 Enclose this document in an E-mail message and send it to other QuickMail Pro users.


	Last Name
	First Name
	Address
	Computer Type
	Format
	Enclosures
	Share Address Books and groups
	1 Create and address a QuickMail Pro message. See page�16 for more information.
	2 Click the Encl button.
	3 In the Enclosures dialog, select Add. A standard Open dialog appears.
	4 Select an Address Book or Group. Address Books and Groups are located in the System Folder:CE S...
	5 Click Add.
	6 Click Done. Your Message Window appears with the enclosed attachments indicated in the Encl but...
	7 Click Send.

	File Messages Before Sending
	Directory Services
	LDAP Plug-in
	Configure LDAP
	2 Select LDAP Plug-in in the Active Directory Service pop-up menu.
	3 Click Configure. A list of LDAP servers displays in the Directory Profile dialog. The displayed...
	4 Click Edit or Add in the Directory Profile dialog.
	5 Complete the Directory Information dialog to add or edit private or public LDAP directories.
	6 Click OK in the Directory Information dialog and Done in the Directory Profile dialog when you ...

	Use LDAP
	Basic Search
	1 Create a message in QuickMail Pro and click the Address button.
	2 Click the Find pop-up menu and select LDAP Plug-in.
	3 Click Find in the Address dialog. The Search Criteria dialog appears.
	Figure 11: Address window

	4 Specify the conditions of your search and click Search.
	5 Click the address(es) you wish to use in the Search Results pane and click Add.

	Advanced Searches
	1 Select the Advanced button in the Search Criteria dialog if you want to further define your sea...
	Figure 12: Click the Advanced button to open the Search Attribute dialog.

	2 Complete as many fields as you can in the Advanced Search dialog. The title, telephone Number, ...
	3 Click OK. The Search for field of the Search Criteria dialog looks similar to Figure�13.
	Figure 13: The Search for field displays the conditions of an Advanced Search.

	4 Click Search in the Search Criteria dialog to initiate the advanced search.
	5 Click the address(es) you wish to use in the Search Results pane and click Add.



	Ph Plug-in
	Configure the Ph Plug-in Preferences List
	2 Select Ph Plug-in in the Active Directory Service pop-up menu.
	3 Click Configure.
	4 Select a server in the Servers List dialog. The Servers List is populated by the PHPREF.TXT fil...
	5 Click the Make Default button to select the server to use when you click Find in QuickMail Pro.
	6 Click Save when you are finished.

	Use Ph
	Address Book Entries
	2 Select the Address Book you want to use and click Edit to display the Editing dialog.
	3 Click the Find pop-up menu and select Ph Plug-in.
	4 Click the Find button to display the Ph Find Name dialog.
	5 Select the Ph Server Name from the pop-up menu. The server address displays in the Ph Server Na...
	6 Type the person's name in the Name field.
	7 Click the Find button. A Working... status displays in the Detail field during the search. Any ...
	8 Select a checkbox and name to display the user information in the Detail pane.
	9 Click Save to preserve the address in your Address Book and return to the Editing dialog.

	Individual Messages
	2 In the Addressing dialog, click New.
	3 Click the Find button in the New Address dialog.
	4 Follow Steps�5 through �7 in the previous section.
	5 Click in the checkbox by each person you want to receive your message. Click the Save button to...



	Finger Plug-in
	Configure Finger
	2 Select Finger Plug-in in the Active Directory Service pop-up menu and click Configure.
	3 Type the number of seconds Finger queries have before they timeout.
	4 Click OK.

	Use Finger
	1 Create a message in QuickMail Pro and click the Address button.
	2 In the Address dialog, click the Find pop-up menu and make sure Finger Plug-in is selected.
	3 Click the Find button. The Finger Query dialog appears.
	4 In the Finger Query field, type an E-mail address or the name of the host machine. For example,...
	5 Click the Finger button and view the progress of the search in the Response area. To retain the...
	6 When the Finger plug-in locates an E-mail address, click Extract Addresses. The Address dialog ...



	Spelling Checker
	1 Open a message and click the Spell button.
	2 The spelling checker pauses and offers suggestions when it encounters an unknown or misspelled ...
	3 Click Replace.
	4 Click Ignore to bypass the flagged word and to continue the check.
	5 Click Done to return to the Message Window. Any changed words or dictionary modifications are s...

	Dictionary
	Standard Dictionary
	Modes/Dialects
	1 Click Options to display the Modes/Dialects dialog.
	2 Select the checkbox that applies to your dialect.
	3 Click OK.

	Custom Dictionary

	Stylized text
	Font
	Style
	Size
	Color
	Chapter 3: Receive mail


	The Message Window
	Figure 14: The Message Window can hold up to 28 kilobytes in the message body. If the message is ...

	Manage Inbox Mail
	Downloading Mail
	Notification

	Read Messages
	Message Peek

	Forward Messages
	1 Open a message you received and click Forward.
	2 Type a note in the message body if you wish to add comments.
	3 Click the Address button and select to whom you want to forward this message.
	4 Click Send.

	Reply to Messages
	1 Click the Reply button in an open message.
	2 If more than one recipient is possible, a Select Reply Option dialog appears. Click To: or To A...
	3 Select a form in the Select Form window and click OK. The Reply form displays the original mess...
	Figure 15: This example shows a reply message with original text designated by quote characters. ...

	4 Type your reply and click Send. The original text contains a “>” at the beginning of each line....
	copy sender’s Address
	Capture Sender’s Address
	1 Open a message listed in your Mail Browser.
	2 Select Capture Sender’s Address in the Message menu. The Previous senders dialog appears.
	Figure 16: Previous senders dialog

	3 Highlight the name(s) in the Previous senders dialog and select an address book from the Addres...
	4 Click Add to Book to add the highlighted address to the selected Address Book.
	5 Select Done to close the Previous senders window.

	use Sender’s List
	1 Open a message listed in your Mail Browser.
	2 Click the Reply button and select a form at the prompt.
	3 Click the Address button. The Address dialog appears.
	4 The Senders button displays in the Address window. Click it to view the Previous senders dialog.
	5 Highlight the name(s) in the Previous senders dialog and select an address book from the Addres...
	6 Click Add to Book to add the highlighted address to the selected Address Book and click Done.

	Option-Click


	Print Messages
	1 Click the Print button; or
	2 Print displays the page setup and print dialogs. Set the options and click Print.
	Print Mail Lists

	Move Messages to Trash
	Empty Trash

	Save Messages as Text
	1 Select a message.
	2 Click the Save button or select Save as Text in the File menu.
	3 Select the checkbox Save fields (Tab Delimited) to export messages to a database.
	4 Name the file and specify a destination for it.
	5 Click Save.

	File Messages
	1 Select the message and click the File button to display the Select folder to use dialog.
	2 Select a folder and click File or select File into Folder from the File menu. My Filed Mail may...
	3 A filing status bar appears briefly and your message is filed in the folder you selected.
	File Server Messages
	Mailmanager

	Unfile messages

	mark Messages
	Auto-Install Address Books/Groups
	Launch UniForm Resource Locators
	Figure 17: QuickMail Pro automatically detects URLs in message body text. When you see a URL in a...

	Retrieve Large Messages

	Mail Folders
	Create a Mail Folder
	1 Select Folders in the Configure menu.
	2 Click New.
	3 Type the folder name and click OK.
	4 Click Done.


	Find/Find Again
	1 Open a QuickMail Pro message.
	2 Select Find in the Edit menu or press c-F.
	3 Enter text in the Find Text field. You can search for any text, word or group of words up to 25...
	4 Click Find to scan all fields within a message.

	Receive Attachments
	Enclosures
	Retrieve
	1 Open a message that contains an enclosure.
	2 Click the Encl button to display the Enclosures dialog.
	3 Select Retrieve to display the standard Save dialog.
	4 Select the destination folder and click Save.
	5 Click Done and close the message.

	Launch
	1 Open the message and click the Encl button.
	2 Select the enclosure and click Launch in the dialog to display the Save dialog.
	3 Select a location for the file and click OK.
	4 If you have the application in which the file was created, Launch opens the selected enclosure.

	Install

	Clipboard Contents
	1 Open the message and select the Clip button to display the Clipboard dialog.
	2 Click Copy to copy the item from the Finder’s Clipboard. The type of item contained in the Clip...
	3 Click OK to close the Clipboard dialog.

	Voice Attachments
	Play Voice Mail
	1 Open the message.
	2 Select Play Sound in the Message menu.



	Verify Mail
	Verify Inbox
	Verify Addresses

	QuickMail Pro Forms
	Install Forms
	1 With the form open, select Install Form from the Message menu to display the Install Form as di...
	2 Enter a name for the form.

	Delete Forms
	1 Select Delete Form in the Configure menu.
	2 If the contents of the Standard Forms folder are not visible, click Go to Installed Forms.
	3 Select the form to remove and click Delete.

	Share Forms
	Install Forms Sent as Enclosures
	1 Click the Encl button.
	2 In the Enclosures dialog, select the form and click Install. Installed forms reside on the star...



	Logout of QuickMail Pro
	Chapter 4: Preferences

	Account Preferences
	Figure 18: Click a tab to edit the corresponding preferences.

	System Preferences
	Use QuickSend
	1 Select c-Ctrl-S to launch the QuickSend form.
	2 Type and address your message. See Address Messages on page�18.
	3 Click Send.


	Sending Preferences
	Receiving Preferences
	Signature Preferences
	Notification Preferences
	Sorting Preferences
	Printing Preferences
	Chapter 5: Search Options

	Create a Search
	1 Select Search in the Tools menu or click the Search button in the Mail Browser.
	2 Enter the word or text string in the Subject contains field.
	3 Select the Search the message body checkbox to search all text in messages. Otherwise, only the...
	4 Specify the folder to search.
	5 Click Search.
	Specify Mail Folder
	Search previous results
	Search all mail
	Search The Folder

	More Choices
	1 Subject options are Subject does not contain and Subject contains. Enter a word or text string ...
	2 Enter information in the fields for From, To, Priority, and Date Sent. Use the pop-up lists to ...
	3 Click Search.


	Search Results Dialog
	Figure 19: Search Results dialog
	Message Sort
	Browse Pane
	Define
	Open
	Pause/Resume
	Stop
	Done

	Invalid Search Criteria
	Chapter 6: MailManager


	Create a Rule
	Specify Conditions
	1 Select MailManager in the Tools menu to display the MailManager status dialog.
	2 Select New to display the MailManager Edit dialog.
	3 Name the Rule.For example, type Vacation at the prompt.
	4 Click When conditions to display the Conditions dialog.
	5 Select the For ALL messages or When the message’s option.
	6 Select the Also search the message body checkbox to search the message and the Subject text. Ot...
	7 Click OK to return to the MailManager Edit dialog.
	Condition Options

	Do Actions
	1 Click Do actions in the MailManager Edit dialog. The Action list has two columns: Do Action and...
	2 To select an Action, click a button at the top of the Do Actions dialog. Click OK to return to ...
	3 Click Done.
	Action Options


	Turn on Filtering
	Enable Rules
	1 Select MailManager in the Tools menu to display the MailManager Status dialog.
	2 Click in front of the Rule name in the On column to turn Rules on and off. A checkmark indicate...
	Sort Rule Names
	3 Select the On or Rule Name header to sort your Rules. The selected header is underlined.


	Start MailManager
	MailManager Icons

	Manually Process a Message
	1 Highlight the message(s) in the Mail Browser.
	2 Select Process Message(s) in the Tools menu.


	Edit MailManager Rules
	1 Select MailManager in the Tools menu to display the MailManager Status dialog.
	2 Select a Rule and click Edit to display the MailManager Edit dialog.
	3 Select Do Actions to change MailManager filtering.
	4 Make your changes and click OK.
	5 Click Done to save changes and close the MailManager.
	Save as New Rule
	1 Select MailManager in the Tools menu to display the MailManager Status dialog.
	2 Select a Rule and click Edit to display the MailManager Edit dialog. You can also double-click ...
	3 Make your changes and click Save as to display the Save Rule As dialog.
	4 Enter the Rule’s name. Click Save.
	5 Click OK in the MailManager Edit dialog.
	6 Click Done to save changes and close the MailManager.


	Save Rules as Text
	1 Select Save Rules as Text in the Tools menu.
	2 A standard dialog requests a name for the file and asks for confirmation of duplicate file name...

	MailManager Troubleshooting
	Message Size Limitations
	Messages Are Not Processing
	MailManager Errors
	Rule Log Files
	Access a Rule Log File
	1 Go to the Finder.
	2 Highlight the Rule file.
	3 Select Get Info in the File menu. The Get Info dialog appears displaying the file size and modi...

	Rule Log Content

	Repeated Reply and Forward
	Chapter 7: Form Editor


	Launch the Form Editor
	Figure 20: The Form Editor login window.
	1 Choose the QuickMail Pro option.
	2 Select your name from the User pop-up list.
	3 Click OK.

	QM Forms Tutorial
	Edit a Form
	Open the Plain Memo Form
	1 Launch the QM Forms application. It is located on your hard disk in the :QuickMail Pro: Utiliti...
	2 Select your user name and click QuickMail Pro at the prompt.
	3 Click OK. The Forms Editor appears.
	4 Select Close in the File menu to close the Untitled form on your screen.
	5 Select Open from the File menu.
	6 Select Standard.
	7 Select Plain Memo at the prompt and click Open.

	Add Fields to the Plain Memo Form
	1 Select “T” on your keyboard to open the Tools palette. See page�89 for detailed information on ...
	2 Select the arrow tool.
	3 Click the body area of the form to highlight it. Highlighted objects have squares at each corner.
	4 Drag the selected area of the form lower in the window to create a space between the body and s...
	5 Click the text tool (T) in the Tools palette.
	6 Position the cursor between the message body and subject line of the Forms Editor and click. An...
	7 Click OK. A small highlighted square appears in the form.
	8 Place the cursor on the lower right corner of the highlighted square and drag it to the desired...

	Stylize text
	1 Click the Please respond ASAP! text box.
	2 Select Bold in the Style menu.
	3 Select 12 in the Size menu.
	4 Select Save As in the File menu.
	5 Click OK if you are alerted about form size. This alert is necessary if you are using an extrem...
	6 Select Standard Forms in the Save as dialog.
	7 Rename the form.
	8 Click Save.


	Create a Form
	IMport a MacPaint file
	1 Launch QM Forms. It is located on your hard disk in the :QuickMail Pro: Utilities: folder.
	2 Select Close in the File menu to close the Untitled window.
	3 Select Import Paint in the File menu.
	4 Select Business from the :QuickMail Pro:Utilities:QM Forms: Sample Paint files folder on your h...
	Figure 21: Contents of the QuickMail Pro folder.

	5 The Business file opens with a small square in the upper left corner.
	6 Drag the square to scroll through the window.
	7 Place the square at the upper left corner of the FYI graphic. Drag the lower right corner of th...
	8 Click Import and name the form at the prompt. Click OK.
	9 The Paint file opens inside the QM Forms window.

	Draw a Circle
	1 Select the Circle tool from the Tools palette.
	2 Position the cursor over the FYI graphic and drag. When you release the mouse, a highlighted ci...

	Create a checkbox
	1 Select the Checkbox tool.
	2 Position the cursor beneath FYI in the form and click. A text dialog appears.
	3 Type Please call me in the text dialog. Select Prechecked to check the checkbox by default.
	4 Select OK.
	5 Size the checkbox square until text is visible.

	Create a Subject field
	1 Select the Field tool from the Tools palette.
	2 Position the cursor in your FYI form and click. The Field Characteristics dialog appears.
	3 Select Subject from Field Characteristics.
	4 Select Other from Prefill Field With.
	5 Click OK. A highlighted square appears.
	6 Click the highlighted square and drag to size it.
	7 Adjust the size of the Subject field in your FYI form. The Subject field typically appears at t...

	Create a Scroll bar
	1 Select the Field tool from the Tools palette.
	2 Position the cursor in your FYI form and click. The Field Characteristics dialog appears.
	3 Select Scroll Bar from Field Characteristics. Select Other from Prefill Field With.
	4 Click OK. The Scroll Bar field appears in the form.
	5 Adjust the size of the Scroll Bar field. The Scroll Bar field typically holds your message text.

	Align the form
	1 Select Grid from the Special menu. A line grid appears in your form.
	2 Select Align to Grid from the Special menu. The items in your form align with the grid lines.
	3 Select Grid from the Special menu again to remove the lines from your form.


	Save Forms
	1 Select Save As in the File menu.
	2 Click OK at the prompt about the large form. See the next section for additional information on...
	3 Select a destination for your form.
	4 Name the form.
	5 Use the buttons at the bottom of the dialog to identify this form as a Standard Form or Reply F...
	6 Click Save.
	Large forms

	Print Forms

	The QM Forms Tools Palette
	Arrow Tool
	Move Objects Cursor
	Reshape Objects Cursor

	Icon Tool
	1 Select the Icon tool. The cursor becomes a crosshair.
	2 Drag to outline the space for an icon in the Icon Editor.
	3 Draw an icon inside the FatBits frame. Use your mouse as a pencil to create dots and lines. Whe...
	4 Click OK when you are finished designing the icon.
	Import NON-Paint Files
	1 Click Import to display the Open dialog.
	2 Select a file and click Open to display the Icon Selection dialog.
	3 Use the Next and Previous buttons to see all the icons in the file.
	4 When the icon you want is displayed, click OK.
	5 The Icon Editor displays the imported icon in the FatBits frame. Customize it in the frame with...

	IMport MacPaint Files
	1 Click Import in the Icon Editor dialog to display the Open dialog.
	2 Select a Paint document and click Open.
	3 Click in the square and drag to select the portion of the picture you want.
	4 Click Import or press Return to turn the square into an icon. It is displayed in the Icon Edito...


	Line Drawing Tool
	Shape Tools
	Field Tool
	Field Characteristics
	Prefill Field with

	Text Tool
	legibility on forms

	CheckBox Tool
	Preview Tools

	Special Menu Options
	Grid
	Grid Size
	Align to Grid
	Group Align
	Send to Back
	Bring to Front
	Duplicate
	Large Header
	Small Header
	Size Form
	Nudge UP, Down, Left, Right
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	QM Pro Menu
	QuickMail Pro MailTicker
	What You Need
	Use MailTicker
	Size the MailTicker dialog
	The MailTicker Menu
	View Messages with Message Peek
	MailTicker Preferences

	Close MailTicker

	QuickMail Pro Converter
	Requirements
	the Converter Dialog
	Complete 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.

	Complete 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.

	The Conversion Pane
	Help/Progress Pane

	Convert Your Files
	Conversion Results

	Eudora to QuickMail Pro Converter
	Configure the Converter
	1 Open the Eudora Converter application. It is located in the :QuickMail Pro:Utilities: folder.
	2 In the Eudora to QuickMail Pro Converter window, select your QuickMail Pro user name in the Qui...
	3 Click OK to begin the conversion.
	4 The Converter application displays a dialog when it is finished converting your files. Select O...

	Facts about Address Book Conversion
	Filed Mail Conversion
	Appendix A: How QuickMail Pro Works



	The Internet Mailbox
	Internet Address
	Figure 22: Parts of an E-mail address


	Mail Transports
	POP3 Protocol
	Figure 23: POP3 protocol lets you get your mail from home or work.

	SMTP

	Security
	Appendix B: Scripting

	What are AppleScripts Used For?
	Using AppleScripts
	Writing Scripts
	Define an address
	QuickMail Pro-Specific Events
	View Online
	Figure 24: The QuickMail Pro Dictionary lists custom AppleScript commands.

	Event Dictionary


	Run a Script
	Select from the Scripts menu
	Save standard scripts
	Save User Scripts

	issue a script command
	Automatically Process New Mail


	AppleScript Error Codes
	Learn More About AppleScript
	mac OS 8 Users
	Appendix C: Custom Settings


	Customize the Installer
	Figure 25: Contents of the Additions folder.
	2 Name the empty folder Installer Files.
	3 Create a new folder named Additions at the main level of the Installer Files folder.
	4 Copy a custom Form to the Additions folder. Treat the Additions folder as if it were the CE Sof...
	5 Double-click the Installer icon. The Installer installs all items in the Additions folder as we...
	Create a Default Settings File
	1 Open a text editor, such as SimpleText.
	2 Type the following information in the document:
	3 Name the document Default Settings and save it to the :System Folder:CE Software:QuickMail Inte...
	Appendix D: Internet Config


	Set Up Internet Config
	1 Navigate to the :QuickMail Pro folder:Utilities: folder.
	2 Double-click Internet Config. When it launches, you see an Internet Preferences dialog. This is...
	Assign Helper Applications
	1 Click the Helpers button in the Internet Preferences window. The Helpers dialog displays a list...
	2 Select the Helper applications you want to use by clicking Add. An Add Helper dialog appears.
	3 Select Choose Helper. A standard Open dialog appears.
	4 Navigate to the location of your helper application on your hard drive. Select the application ...
	5 Type http, file, ftp, mailto, etc. in the Helper For field. Click OK.

	Set Up Personal Preferences
	1 Select Personal in the Internet Preferences dialog.
	2 Type your signature in the Personal dialog.
	3 Click the close box.
	Appendix E: Troubleshooting
	Table 4: Use this table for general troubleshooting tips.
	Appendix F: What’s installed on your hard drive
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	* — Indicates the command is only available in the Message Window.






