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Welcome

Welcome to the Claris Emailer application from Claris Corporation.
Claris Emailer isdesigned to help you create, send, receive, and manage
electronic mail easily and effectively.

This user’s guide describes how to use Claris Emailer. With
Claris Emailer, you can:

= send and receive messages and files using America Online, the
AppleLink communication network, Claris OfficeMail software,
CompuServe, an Internet service provider, or RadioMail

= schedule automated connections to email services, which can reduce
costs by connecting during off-peak hours

= quickly change and store the local access numbers and connection
information you need to use when you travel

= store sent and received messages and files
= Kkeep an address book of individuals and groups
= automatically file, prioritize, reply to, or forward messages

What's new?

We' ve made some great improvements to Claris Emailer with this
release. The following list summarizes feature additions and
enhancements that make Claris Emailer the very best way to manage
your email.

= Thelook and feel of Claris Emailer has been completely redesigned,
making it more consistent and easier to use.

= Claris Emailer now includes a comprehensive context-sensitive
onscreen Help system.

= Messages are now stored in asingle database, saving you disk space.
(You can still save individual messages as text files, if you want.)

= A spelling checker has been added, making it quick and easy for you
to locate and correct any spelling errors before sending outgoing
messages.

= Hierarchical folders (subfolders nested within folders) now let you
set up an organizationa structure for your saved messages.
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= Mail actions are more powerful than ever. Y ou can now apply
multiple mail actions to a single message, set up automatic replies
that include enclosures, and automatically run AppleScript
application programs using mail actions.



Chapter 1. Getting help

Thisuser’ sguide provides everything you need to know about using and
getting the most out of Claris Emailer. This chapter describes how to:

= register your copy of Claris Emailer by phone or mail
= get information from customer support at Claris Corporation

= find out wheretobegin, if you' re new to Claris Emailer or if you have
used previous versions of Claris Emailer
= usethe Claris Emailer Help system

= get additional help from other documentation

Registration and customer support

Please take the time to complete and mail the product registration card
that isincluded in this package. To register by phone, from the U.S. call
1 (800) 356-6657 or from Canada call 1 (800) 361-6075.

For information about customer support, refer to our Web site at
http://www.claris.com. U.S. and Canadian customers can also refer to
the Claris Service Directory included with the software or contact Claris
at 1 (800) 965-9090. For customers outside of the U.S. or Canada, refer
to the Technical Support brochure included with the software.

How to begin

This user’s guide is designed to get you started fast, whether you're a
new or experienced Claris Emailer user.

If Do this
You're new to Become familiar with Macintosh techniques, such as using the mouse
Claris Emailer and saving documents. Refer to the documentation that came with your

compuiter for thisinformation.

Read the rest of this chapter to learn how to use this user’s guide and
Claris Emailer software’s new Help system together.

Thenread chapter 2, “Background and basics” for overviewsof both the
Internet and how Claris Emailer works. Start Claris Emailer (see
“Starting Claris Emailer” on page 2-9 if you need help) and use Easy
Setup to configure your account and connection information. Then refer
to onscreen Help or chapters 3 through 10 for instructions on using
Claris Emailer. Y ou can look up technical termsyou don’t recognizein
the glossary.
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If Do this
You've used Read the Welcome chapter, to find out what's new in Claris Emailer.
Claris Emailer

Read the rest of thischapter to learn how to use thisuser’ sguide and the
new Claris Emailer Help system.

Start Claris Emailer. Then review the second half of chapter 2 beginning
on page 2-8 to see an overview of improvements we' ve made to
Claris Emailer.

before

Asnecessary, review onscreen Help topics and the chaptersin this book
to learn more about specific procedures, and use the glossary to ook up
technical terms you don’t recognize.

Using Claris Emailer Help

Claris Emailer Help is comprehensive, completely documenting all
Claris Emailer features, keyboard shortcuts, and glossary terms. When
you use Help, you work in two windows: the Help navigator window
and the Help topic window.

TheHelp navigator window givesyou quick accessto the Help contents,
the index, and a Find feature that lets you search onscreen Help for
specific words or phrases.

The Help topic window displays information that helps you use
Claris Emailer. For convenience, the Help topic window also containsa
navigation bar to make it easy to move from topic to topic.

Opening Claris Emailer Help
To open Help when Claris Emailer isrunning, choose amenu item from

the [ menu:

Choose To see

Claris Emailer Help Contents Topic titlesin an expandable table of contents
Context-sensitive Help A topicthat describesthe activewindow in Claris Emailer.

If no onscreen Help topic existsfor the active window, you
see the onscreen Help Contents.

Claris Emailer Help Index An alphabetical list of index keywords
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When youfirst open onscreen Help, the Help topic window islarge. Y ou
can make it smaller (and easier to use side-by-side with the

Claris Emailer application) by dragging the size box in the lower-right
corner of the window.

Managing Claris Emailer Help
Here are some waysto work with Claris Emailer Help and the windows

on your screen:

To Do this

Go back to work in Click a Claris Emailer window, or choose Claris Emailer
ClarisEmailer while Help is from the application menu (at the right of the menu bar).
running

Move awindow Drag the window’ s title bar.

Switch between the Help topic  Click the window you want to work with.
window and a Claris Emailer
window

Hide onscreen Help and leaveit  Click aHelp window, and then choose Hide QuickHelp from

running the application menu (at the right of the menu bar). To
show Help again, choose QuickHelp from the application
menu.

Quit onscreen Help Click the close box in all open Help windows or choose

Quit from the File menu.

Using the Help Contents

The Claris Emailer Help Contents in the Help navigator window is a
list of Help topics organized in logical sections, like the table of
contents in a book.

To use the Help Contents:
1. If you are not viewing Help, choose Claris Emailer Help Contents from
the [2) menu.
(5 contents | If you are viewing atopic, click the Contents button in a Help topic
£} Contents
- window.

If you are viewing the Help navigator window, click the Contents tab.

Click to display the Help Contents —‘j'enntents g \[Find
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2. Inthe Contents screen, you can double-click sectiontitlesto see any
subtopics, and then double-click a subtopic title to display aHelp
topic window containing the information you want.

E[=——— Claris Emailer Help =—""——"—=I=

| [contents Y index “[Find

Select a topic and then click “Ddisplay *.

Double-click to display b- 2 Welcome
a list of Help topics < [ Using Claris Emailer Help — Drag to scroll through the
Using Claris Emailer Help section and toplc “St
Managing Claris Ernailer Help
|3 3% Finding Help topics

Double-click to d|sp|ay Mavigating through Help topic windows

this topic B Reading definitions and displaying toolbar buttons
Dizplaying Help for a dialog box or window
Using tool tips [
Click to close the Help —] Close Wwindow When Displaying Topics
navigator window when [E

a Help topic is displayed | L
Click to print a topic Click to display the

without opening it highlighted topic

Using the Help index
Claris Emailer Help comes with alist of keywords to help you find the
topics containing the information you want. Keywords are significant
words and phrases that identify the subject matter of atopic.

To use the Help index:
1. If you are not viewing Help, choose Claris Emailer Help Index from

the (2] menu.
If you are viewing a Help topic, click the Index button in the Help
topic window.

If you are viewing the Help navigator window, click the Index tab in
the Help navigator window.

Click to display the Help index

T
Contents % Index *{ Find

2. Inthe Index screen, type al or part of the keyword to find.

1. Type the first few letters of the word you're looking far.

Type the first few letters of
the entry you're looking for ——]a+

Y ou see the topics associated with the keyword in the list.
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3. Double-click the topic you want (or select the topic you want and

click Display).
E[I=——— Claris Emailer Help =—"——RI=
[Contents Y Index " Find
1. Type the first few letters of the word you're Tooking for,
|arrows |
2. Select an index entry and then click "Display *.
. . arrow keys [

Double-click the topic you want e =H— To browse the index, scrol
attribution lines, for quoted text thfough the alphabetlcal IlSt
authentication, for Internet

= auto-file logs
deleting
described |
CI_iCk to CIC_)SE the Help —— ciose window When Displaying Tapics
navigator window when i [

a Help topic is displayed
Click to display the
highlighted topic

Finding topics with specific text

Y ou can search for onscreen Help topics that contain a specific word or
phrase or a combination of words.

To search for text in the Help system:
1. If you are viewing the Help navigator window, skip to step 2.

If Help is not running, choose Claris Emailer Help Contents or
Claris Emailer Help Index from the (2] menu to display the Help
navigator window.

If you are viewing a Help topic, click the Contents or Index button in
the Help topic window to display the Help navigator window.
Index...

2. Click the Find tab in the Help navigator window.

l_| Contents \[lndex \[Find Click to display the Find screen
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3. Construct your Find statement by choosing operatorsfrom the pop-up
menus and typing aword for the operator to act on in the text boxes.

[Contents Y Index \I Find
Choose an operator TEndtepicadhat 2 Type the word you
from the pop-up menu —{-—ave ~ | [Cthe word ~] [encloswre ——J-+—— want to search for

For example, you can find topics that contain a specific word or
topicsthat do not contain a specific word. Y ou can also specify that
the characters you type occur anywherein aword or at the beginning
of aword.

Important Make sure you type only one word in each text box.
Quotation marks (* *) and asterisk (*) characters are not allowed.

4. Click More Choices or Fewer Choices to make your Find statement as
specific asyou like.

1.Find topics that... EI .
Type additional words
Choose an Operator wve w | [ the word w | |enclosure to Specify your Find
from the pop-up menu —=ra ~ ] [the word ~ ] [findind —————— statement further
Click to expand the entry area —{More Choices ' Fewer Ghoices Optipns... l Search ’l
to specify more conditions Click to set options for
Click to collapse the entry area Find statements

and specify fewer conditions

5. Click Options to:

= set the number of words Claris Emailer Help should search asa set
when you use the Nearby operator in your Find statement

= sort the results of your Find statement
= ignore word stemming (different grammatical forms of aword)
= choose additional files to search besides Claris Emailer Help
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6. Click Search.
Note To activate the Search button, you must close any empty
Choicesfields by clicking Fewer Choices.

Claris Emailer Help displays alist of topics that meet your Find
statement criteria.

EI=——— Claris Emailer Help =———=0
Contents ﬂlndex jFind
1. Find topics that... EI

wve w | [ the word w | |enclosure
and w | [ the word w | | finding

More Choices | [ Fewer Choices | Optiens... | [_Search 31— Click to d|sp|ay a list of

topics that meets this
2. Select a topic and then click “Display *. 5 Topics Found criteria
Encoding enclosures 4
Gloszary
. . Message shortouts =
Double-click to display — S
the topic i i
|_|__| Close Window When Displaying Topics 7 C_lle_tO d|5p|ay.the
! [E]  highlighted topic

Click to close the Help
navigator window when a
Help topic is displayed

7. Scroll through thelist to find atopictitlethat containstheinformation
you are looking for.

8. Select atopic and click Display (or double-click thetopic) to view the
topic.

Thewordsyou specified in your Find statement are highlighted in the
topic.
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Using the Help topic window

Y ou can also navigate in Claris Emailer Help by clicking buttons and
underlined text in the Help topic window.

Click to display the Help index

Click to display the —
Help contents

Click to return to the last topic viewed

Click to print the current topic

Click to move to the next or previous topic

EE—————C|aris Emails

l_|_|
er Help =———————P1=

T
-I—EL Contents ll_@l Inde... || Go Back || By pri

T T
t || R0 Frevious || 3 Nest I

Keyword: |se$’ching: for addreszes

— Typea
word you
want to find

The title of the —|

HHow do computers find each other?

in the index
and press

current topic

Click dotted

underlined text to
see a glossary
definition

This part of the
sample address
announce

Identifies
clariz.com

Related topics

Click solid —&nderstanding how computers communicate

underlined text to
jump to a topic
related to the
current topic

Background and basics

Hew Claris Emailer refrieves and sends email

The account name or "useridentification” for the list server
@ The at sign, which indicates "at the foll owing location”
The domain name of the destination

Good for finding
out what's new

at Claris

L —

Return

— Drag the note
iconinto a
topic and
type your
own notes

Drag to resize
the onscreen

| Help window

To return to any topic you viewed during aHelp session, clickinaHelp
topic window, choose History Window from the Options menu, and then
double-click the topic title you want to see (or select atopic in the list

and click View Topic).

To remove topics from the History window list, click Clear.
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Displaying toolbar buttons and reading definitions

When atoolbar button is described in an onscreen Help topic, the name
of the button has a dotted underline. Click the underlined text to display
apicture of the button.

When aword is defined in a Help topic, it has a dotted underline. To
display the definition of aword, click the text with a dotted underline.

the Internel has

Claris Emailer Help displays a pop-up definition.

the Infernet has a unique address identification numier.

it b k runbare bhe Inbarnal 1. a

Internet

The combination of all computers and nebworks that can be reached using an
Internet email address.

g account hame oF “useridentnicalion” forthe st server

The pop-up definition staysopen until you click again anywhere on your
screen.

To display an aphabetical list of al glossary terms, click the Glossary
topic title in the onscreen Help contents.

Displaying Help for a dialog box or window

Y ou can quickly access a Help topic about the currently displayed
window of the Claris Emailer application.

To seethe Help topic for awindow, make sure the dial og box or window
that you need help with is selected, and then press 88-? or the Help key,
or choose Context-sensitive Help from the [ menu.

If no context-sensitive Help exists for the active window, you see the
onscreen Help Contents.
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Using tool tips

Position the mouse

In the Claris Emailer application, tool tips display labels for buttonsin
the toolbar.

To display tool tips, position the mouse pointer over abutton in the tool
bar and pause for afew seconds. (Do not click the mouse button.)

A descriptive label appears below the button.

TEEh HEE Sl B

pointer and pause

Mew Message

&l

Tool tip

Displaying keyboard shortcuts

Y ou can display keyboard shortcuts for commonly used buttonsin the
Claris Emailer application and onscreen Help. Keyboard shortcuts are
key sequences that you can pressinstead of choosing, selecting, and
clicking software items with your mouse.

To display keyboard shortcuts, make sure that a Claris Emailer
application dialog box or Help window is selected and hold down the
38 key.

In afew seconds, keyboard shortcuts appear on commonly used buttons
in the dialog box or window.

[Dueue Message] [ Send Now ] [ Enter ] [ K ]

When you hold down the 88 key,
you see keyboard shortcuts

This symbol Means

&8 Press the 38 key

i Press the Shift key
=3 Press the Option key

To use akeyboard shortcut, hold down the keys simultaneously, not in
sequence. For example, to enter =23 K, hold down the Option, 88, and K
keys at the same time.
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For asummary of keyboard shortcuts, seethe end of thisguide. For alist
of al keyboard shortcuts, see onscreen Help.

Getting additional help
Use Claris Emailer Help to get information on these additional tasks.

Choose Claris Emailer Help Index from
For information on the [2] menu, and then type

Printing an onscreen Help topic printing
onscreen Help topics

Adding your own notes or instructionsto  notes, adding to onscreen Help topics

atopic

Creating bookmarks for topics you use bookmarks, in onscreen Help
often

Copying all or part of atopicto an topics

application that supports text, to gather onscreen Help:copying content

onscreen Help information you use often

Setting Help preferencesto customizethe preferences
way you use onscreen Help in onscreen Help

Use the following additional documentation when installing and using
ClarisEmailer.

Use the To

Glossary in this user’s guide Look up technical terms that you don’t recognize

Claris Emailer Getting Started  Learnhow toinstall Claris Emailer and get an overview of
guide working with the application

Important Informationfileinthe Seelate-breaking information about Claris Emailer
Claris Emailer Folder

ClarisEmailer FAQfilesinthe Seealist of answersto frequently asked questions about
Support Filesfolder in the Claris Emailer
Claris Emailer Folder




Chapter 2. Background and basics

Claris Emailer is an electronic mail (email) application that lets you
send, receive, and manage email messages. Y ou can exchange email
with other email users across the hall or around the globe. This chapter
provides brief background information about the I nternet—the
worldwide network of computers over which email travels. It also gives
you an overview of the Claris Emailer application. (See the glossary for
more definitions of Internet terms.)

Note Y ou need not understand the Internet background concepts
presented here to use Claris Emailer. However, if you are new to the
Internet, you might find the discussion in this chapter interesting and
informative.

What is the Internet?

The Internet is an enormous network of computers joined by datalines
that communicate using a common software standard. These computers
arelocated all over theworld. Computers use aclient/server architecture
to communicate with each other over the Internet.

Request for information

- -
- " u
- Y

Client

ﬂ Client
<

>

Client requests
information ‘

-'-->

-
e

Response to request
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A server (or host) computer stores or processes information and
“serves’ other computers connected through a network. A client
computer requests information or services from a server computer.
When you access the | nternet—for example, by browsing the World
Wide Web or by sending and receiving email—your computer isaclient
to the Internet server computer that you are accessing.

What is an email service?

An email service sends and receives Internet email messages.
Claris Emailer works with two types of services:

= online services, which maintain and manage their own databases of
proprietary information that you can access. These services also link
you to the Internet. Examples of online services are America Online
and CompuServe.

= |nternet service providers (ISPs), which only provide access to the
Internet. Examples of Internet service providers are Netcom and the
ClarisLink service (available with Claris OfficeMail software).

Understanding how computers communicate

Computers linked by the Internet use protocols to communicate.
Protocols are conventions for communication between computers.
Protocols define how messages are passed on the Internet and make it
possible for different platforms (for example, a Macintosh running the
Mac OS and a PC running Windows) to communicate with each other.

Online services often use proprietary protocols. Internet service
providers use two standard protocols for electronic mail transfer:
SMTP (Simple Mail Transfer Protocol) and POP (Post Office Protocal).

Simple Mail Transfer Protocol (SMTP)
SMTPisaprotocol for exchanging email between I nternet servers. Most
mail servers on the Internet use this protocol to communicate with each
other.
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SMTP servers use the domain name system to route email on the
Internet. (For more information about domain names, see “How do
computers find each other?’ on page 2-4.) Outgoing messages that you
send from Claris Emailer go directly tothe SMTP server at your I nternet
service provider. The SMTP server then transfers your messages to
SMTP servers at other locations on the Internet.

Post Office Protocol (POP)

POP isaprotocol for client computers, such asyour Macintosh or aPC,
to access a POP server that manages your email account information.
The POP server software has no awareness of the Internet.

How SMTP and POP servers work together

Your computer

The SMTP server softwaretransfersyour outgoing email to other SMTP
serverson the Internet. It a so receivesincoming messages addressed to
you and storesthemin afile. After the SMTP server software storesyour
incoming messages in afile, the POP server software can aso access
them.

When you log in to your Internet service provider with Claris Emailer,
you communicate with your POP server. The POP server collects your
messages from the storage area and lets Claris Emailer download them
to your computer.

Internet service
provider

Internet service provider
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Sometimes the SMTP server software and POP server software at your
Internet service provider are located on different computers and
sometimes they are located on the same computer.

When you set up Claris Emailer for use with an Internet service
provider, you must specify both your SMTP and POP server information
so that your messages can be routed correctly.

How do computers find each other?

Each computer linked by the Internet has a unique addressidentification
number. Becauseit’ s difficult to remember numbers, the Internet usesa
domain name system to associate words with these identification
numbers. For example, the email address for the electronic product
announcement list server at Claris Corporation is:

announce@claris.com

The SMTP servers on the Internet need each part of an email addressto
determine where to send a message.

This part of the

sample address Identifies

announce The account name or “user identification” for the list server
@ The at sign, which indicates “at the following location”
claris.com The domain name of the destination

How Claris Emailer retrieves and sends email

Theway Claris Emailer retrieves and sends email depends on how you
access email—using an email service provider or Claris OfficeMail.

Note For aconnection to work, you must turn on your computer (and
modem, if applicable) and start Claris Emailer. If you schedule a
connectionfor atimeyou’ll be away from the computer, be sureto leave
your computer and modem on and leave Claris Emailer running.
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Communicating with email services

Y ou send and receive email through a connection to one or more email
services, such as America Online, CompuServe, or an Internet service
provider. The two most common types of connections use a modem or
anetwork. Y ou can set a connection schedule and have Claris Emailer
connect periodically to retrieve any messages waiting for you, or you
can connect manually at any time. After Claris Emailer downloads your
messages from your email service provider, it disconnects so your time
connected to a service provider is kept to a minimum.

For moreinformation about modem connectionsto your Internet service
provider, see “ Setting up your modem-based TCP/IP connection” on
page 3-21, the FAQ fileslocated in the Support Files folder (in the
Claris Emailer Folder), and the Important Information file in the Claris
Emailer Folder.

Outgoing mail

CompuServe

Internet

mm——————p
- N
\

TTTTTTA

America Online

AppleLink

Incoming mail

Y ou can connect manually, or set up regularly scheduled connections.

a0

N ;
RadioMail

For more information about

See

Connecting to services

Chapter 4, “Connecting to email services’

Setting up connection
information for email service
providers

Chapter 3, “ Setting up Claris Emailer”

Setting up connection schedules

“Scheduling account connections’ on page 4-3
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Claris Emailer sends your messages to the email service providers that
you specify. Those service providers forward the messages to one or
more destinations. For example, if you have an account with
CompuServe, you can send amessage to another CompuServe user or to
recipients at other destinations, such as America Online.

Jane Smith

"9
i / CompuServe == g I\C/I;cnhnecilrga
. Intemet

Yumiko Kitagawa
>~ America Omlllne 9 Sophi
LMyAccount@compuserve com 9 Tgrﬁ)gle
Your Serwce \ AppleL.ink S

Kentaro Ogawa

\ )
RadloMali &> |
Recipient's Daniel

Bradbury

service or

"destination"
Elfnede Lechner
c'/

Communicating with Claris OfficeMall

Claris OfficeMail is LAN-based email server software. Local email
clients (usersonthephysical OfficeMail network) accessthe OfficeMail
server through the SMTP and POP protocols. Claris OfficeMail
communicates with ClarisLink and other email services through the
UUCP protocol.

Claris OfficeMail collectsyour email from other local OfficeMail users
and from the Internet. Y our messages wait on the Claris OfficeMail
server until Claris Emailer downloads them to your computer.

If Claris Emailer is running, it automatically collects your messages
from Claris OfficeMail as soon as they are received by OfficeMail.
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Note In some situations, Claris Emailer cannot collect your messages
automatically. For more information, see “Receiving mail via
Claris OfficeMail” on page 6-10.

Claris Emailer g\

Claris Emailer

Claris OfficeMail
(server with modem)

Claris Emailer

Claris Emailer

When you use Claris Emailer with Claris OfficeMail, you send
messages to other Claris OfficeMail users by entering only their

Claris OfficeMail user namesin the address area. If you have

Claris OfficeMail set up to access the Internet as well, you send and
receive Internet mail through Claris OfficeMail software’ sown Internet
service provider, ClarisLink, or your own UUCP service provider.

When addressing messages bound for the Internet, you must specify a
full Internet address. Y ou can store these addressesin the Claris Emailer
Address Book for quick access.
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How message enclosures are sent

Because of limitations of some Internet email servers, email messages
can reliably transfer only text, or, more specifically, alimited ASCII
character set. Electronic mail applications, like Claris Emailer, provide
encoding formats to transfer your spreadsheet, graphics, word
processing, or multimedia files with their original text and formatting
instructionsintact. Claris Emailer also compresses your filesto save
dial-up time and disk storage space.

For more information about See

Encoding formats Appendix A, “Encoding enclosures’
File compression Appendix B, “Compressing enclosures”

Working with Claris Emailer

The following sections provide an overview of Claris Emailer. For
detailed information on any of the Claris Emailer features described in
these sections, see the remaining chaptersin this guide and the

Claris Emailer onscreen Help system.

Note Before you can use Claris Emailer to work with email, you must
set up your serviceand account information. For moreinformation about
service and account settings, see chapter 3, “ Setting up Claris Emailer.”

Backing up your message database

Claris Emailer stores your email messages in a database. Y ou should
periodically back up this database to make sure that you can access your
messages, should you experience afailure on your computer.

To back up your message database:

1. Quit Claris Emailer.

2. Locatethe Mail folder in the Claris Emailer Files folder in the
Claris Emailer Folder.

3. Select theMail folder, and then copy it by choosing Duplicate from the
File menu in the Finder system software.

4. Storeyour duplicate in a safe place.

To restore your messages from a backup:
1. Quit Claris Emailer.
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2. Drag the old Mail folder to the trash.

3. Select your Mail folder backup, and then choose Duplicate from the
File menu in the Finder operating system to copy it.

4. Renamethe copy Mai | and drag it into the Claris Emailer Files
folder.

5. Start Claris Emailer.

Starting Claris Emailer
To start Claris Emailer, double-click the Claris Emailer icon.

Claris Emailer The toolbar, Browser window, and Connection Status window appear.

Working with the Browser

The Browser is where you access messages that you have sent and
received. Y ou can close the Browser while you work in other
applications, leaving Claris Emailer running in the background. L ater,
you can open the Browser to check incoming mail.

Drag to widen the i
folder list Click any column to sort messages
Click to close the Browser 4@% Browser %@E
View: [ AllFolders > | [=] ubjeot [ e
Folder ]| | |5 [Re: Team Meeting Todsy Elfriede Lechoer | 10/30 2:00 PM {7
= In Box %t |Status From the Field Sophie Tang 1029 309PM| [ []
List of folders for [0 Ot Box *- Quarterly Results Sophie Tang 10427 307PM
message storage [ Sent Mail %t |Project Flanning Seminar Sophie Tang 10427 300FM
[:ﬁ Deleted Mail Marvin's Yacation Request Sophie Tang 10427 2:07 PM
D Read Mail Tearn Meeting Today Sophie Tang 10722 206 PM
(5 Loas ||| 4t |Fwd: New Payrofl Deduction Poticy Kentaro Ogawa | 10/22 2:31 PM
| [0 Bridge Project 4t |Printer 1 DOWN! Jutta Schaidt 10/22 202 PM
(23 Schedule infa 4t |Free fitness classes at the gum Costanza Ferrini | 10722 123 PM
(03 Team email 2 |Henry’s FareweTl Lunch Costanza Ferrini | 10721 2:31 PM
(03 Vendor email 4 Return my Internet books? Costanza Ferrini | 10/20 2:00 PH
. | [0 Highway Project 4t | Carpet cleaning on Friday night Kentaro Ogawa | 10/20 132PM
s eleggcsis%g?deesrlgrg T 12 in Tist, O selected = [T >
displayed here

Scroll to see
more information

When you click afolder in the Browser, you see all the messages
contained in that folder. Several folders appear by default, and you can
create your own folders. All folders can contain both incoming and

outgoing messages.
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Icons on the folders give you information about the contents of the

folders.
This icon Indicates
= There are unread or unsent messages in the folder or thereis an unread
connection log or auto-file log in the Logs folder.
O& There are unread or unsent messages in the Deleted Mail folder.
Working with the toolbar

The toolbar is a collection of buttons that are shortcuts for the most
common tasksin Claris Emailer. Tool tips identify the toolbar buttons.

Todisplay toal tips, position the mouse pointer over atoolbar button and
pause briefly.

Y ou can display the toolbar in two sizes. Claris Emailer displays
the large toolbar by default. To display the small toolbar, click the
zoom box on the toolbar.

Click to close
toolbar

Position pointer

(&8 (S| (D] gopet

| Mew Meszage

H—

Click to shrink or ‘@Llﬁlal

expand toolbar

Tip You can display keyboard shortcuts for toolbar buttons (and other
buttonsin Claris Emailer windows) by selecting thetoolbar or awindow
and holding down the 88 key. For more information, see “Displaying
keyboard shortcuts’ on page 1-10.

The action of each toolbar button is described in the following table.

This button Does this

Connects to an email serviceto send or retrieve messages

»ES Displays a pop-up menu of folders that contain unread or unsent
i messages. Y ou can choose afolder from the list to display its messages
in the Browser.




Choose to connect with
the same settings used
for the last connection
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This button Does this

Opensthe current error log (the /&, icon flasheswhen aconnection error
isreceived or generated by Claris Emailer)

Creates anew message

Replies to a message that someone sent you

Forwards a message to another person

Files amessage in a different folder

Opens the Address Book

Prints the selected open message or one or more messages selected in a
message list

Findsamessagein alist, alist of messages that contain text that you
specify, or specified text in an open message

=) 2 )] E) S| @ 20 =

Deletes a selected item

Toolbar buttons with triangles contain menus of commands.

= |f you click abutton with atriangle, Claris Emailer performsthe
default action for the button. The default action is displayed in bold
text in the menu. For example, if you click the button in the
toolbar, you see the Connect Now dialog box.

= |f you hold down the mouse button on atoolbar button containing a
triangle, you see amenu of commands. For example, if you want to
connect with the same settings as you did during your last connection
(bypassing the Connect Now dialog box), you choose Connect Again
from the Connect Now button menu.

S == ERN

Connect How._
Connect dgain

B
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Working with outgoing messages

EE=———
m Out box _Dueue Meszage —Send Mo
Subject:ITeam Meeting Today | Send wia: | New internet account - I
= & Danielle Bradbury
Gl Tupe | Recipient Address | Destination 4 H
& To E Danielle Bradbury DanielleB America Online E
Click to open the 2]
file enclosure area ——45  # 1o Enclosures
Hi Danielle, i
| just wanted to remind you about the team meeting this afternoon at 4:00 PH.  FPlease bring
your notes from the project status meeting and we' |l go ouver them first.
Thanks,
Sophie

Queue Message l Send Mow l

Y ou can create anew message, reply to amessage that someone has sent
to you, or forward an existing message.

Click the button in the toolbar or choose New Message in the Mail
menu to create anew message. Usethe message window to compose and
address new messages and to reply to and forward existing messages.

Click to switch button at right between
Queue Message and Save As Draft Click to send the
I_|_| message right away

o _
I}

Outgoing Message: Team Meeting Today

Y ou can use the spelling checker to correct spelling errorsin your
messages. The spelling checker compareswordsin an outgoing message
to adictionary of correctly spelled words. When the spelling checker
finds aword that is not in the selected dictionaries, it suggests
aternatives. For more information about the spelling checker, see
“Using the spelling checker” on page 5-15.

Y ou can enclose files with messages you send by clicking the triangle
nexttothe # icon (to expand thefile enclosurearea), and then choosing
afileto enclose. For more information about enclosures, see* Enclosing

files” on page 5-8.

When you' refinished composing your message, you can use the buttons
in the upper-right area of the message window to send or saveit. You
can click the Send Now button to close the message and send it right
away. Or, you can click the button and then click the Queue Message
button to close and save the message. When you save a message to the
message queue, it will be sent at the next connection.
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Note The Queue Message button appears by default, so you might not
need to click the | @] button to useiit.

If you’re not finished with your message, you can click the button,
and then click the Save As Draft button to save the message without
sending it or scheduling it to be sent at the next connection.

When you save amessage to the message queue or asadraft, statusicons
appear next to the message in the message list.

Fram/Ta Date =

& Budget Review To: MicheTle Cannon 10430 200 PM
¢ |Fiseal Planning To: Jane Smith 10/29 309 PM
Q Lurech today To: Elfriede Lechner | 10/27 307 PH
Q Project status meeting at 2200 To: Yumike Kitagawa a 10/27 300 PH
¢ |Team Meeting Today To: Danielle Bradwry 10427 107 PM

These icons give you
information on the status of
the message

For detailed information about the outgoing message status column and
icons, see “ Checking the status of messages you send” on page 5-21.

Speeding address entry using destinations

Because Internet addressing can be confusing, Claris Emailer lets you
define destinations that help you enter recipient addresses in messages
and create or change contact entries in the Address Book. Destinations
also make Internet addresses more readable when viewed in
ClarisEmailer.

For example, aol.com is the Internet address for AmericaOnline. You
can choose the America Online destination from a pop-up menu instead
of typing the actual Internet address in your message or Address Book.
Claris Emailer substitutes the correct address for America Online when
it sends your message.

Claris Emailer comeswith avariety of common destinations, but you’ll
find it helpful to create more destinations for the places to which you
frequently send electronic mail. For more information about creating
your own destinations, see “Customizing the destinationslist” on
page 10-1.
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Viewing your messages

When new messages arereceived by Claris Emailer, you hear atone (by
default). Incoming messages are stored in the In Box folder in the
Browser by default, but you can save messagesto any folder. You can
also direct messages to folders by creating mail actions that
automatically file incoming messages.

Whenever you have new mail, you see changes in the Browser’ s folder
list:

= The name of the folder in which the incoming message isfiled is
typeset in bold to indicate that there are one or more unread messages
in the folder.

B mBox " Anicon appearson thefolder icon telling you that new email isin that
folder.

Y ou can view amessage by clicking afolder to openit (if its contents
are not already displayed) and then double-clicking the message in the

Browser.
EDE Browser
Visw: [ ATl Folders ¥ [=] Subjeot [ e
Folder R 4t Re: Team Meeting Today Elfriede Lechner | 10/30 2:00 PM |17|
= In Box 4t Gtatus From the Field Sophie Tang 10729 309 PH
—i
H 4t Quarterly Results Sophie Tang 10427 SOTPM
Out B :
t CIIthﬁ folder once % S“ R Mm: 4 |Project Planning Seminar Sophie Tang 10/27 300PM Double-click
0 see tne messages Sl i
it conta%ns — I G peteted man Marwin's Wacation Request Sophie Tang 10427 2:07 FM to display a
(23 Read Mail Tr:-.arn Meeting Today Sophie Tang w’_ [~ message
ELogs ||| 4t [Fwrd: New Payroll Deduction Policy Kentaro Ogawa 10522 231 PM
Chck a triang'e to - D Bridge Project 4 Printer 1 DOWN! Jurtta Schmiadt 10/22 202PM
see sub-folders (3 Schedule info 4t Free fitness classes at the gym Costanza Ferrini | 10422 123FPM
Ej Teaniierail 4t Henry's Farewell Lunch Costanza Ferrini 10521 231 PM
[£3 Wendor email e Incoming Message: Team Meeting Today =———
D [T Highway Project W
= [
— Subject: ITeam Meeting Today | Received: 10/22/96 3:07 35 Pi
= & From: Sophie Tang, Internet, stang@cc.com
Sent: 10422 3:06 PH
Feceived: 10422 3:07 PH
From: Sophie Tang, stong@oc.com
To: Daniel le Bradbury, Daoniel |eBRaol . com

For more information about filing messages, see “Filing messages from
amessage list” on page 7-8. For more information about mail actions,
see the next section and chapter 9, “Using mail actions.”
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Working with mail actions

Y ou can use mail actionsto manage incoming messages automatically.
Mail actions can be useful if you receive large volumes of email,
because they organize incoming messages for you before you read them.

Mail Action Entry:

Mail action narne : I| |

Criteria:

Field: [ From > |[ - |[

Action Entry

I_ Set priority | Priority 1 VI

I_ File message

R Create a new auto-file log entry

I_ Auto reply to message Edit reply...
I_ Auto forward message

I_ Add sender to Address Book

Actions -

R Enabled R ot I_ #dd zender to group | Py group VI
I_ Rernowve sender from group | Py group - I
I_ Run AppleScript | Flace Holder - I

I_ Print message

Mail actions execute tasks, such as filing messages, based on criteria
you specify. For example, you can create mail actions to:

= set incoming messages to different priorities

= file messages containing specific text in a particular folder

= automatically reply to specific messages with text you preparein
advance, such as anote saying that you’ re on vacation and will reply
when you return

Claris Emailer comes with a preset mail action named “Vacation” to
help you get started. Y ou can use this mail action asitisor study it and
then create custom mail actions of your own. For more information
about mail actions, see chapter 9, “Using mail actions.”
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Working with the Address Book

Contact with one address
Contact with more than one
address (click the triangle to

show or hide additional
addresses)

Group address

The Address Book stores addresses for individual contacts and groups.
Y ou can use these addresses to quickly address outgoing messages.

Y ou can also consolidate several addressesin the Address Book into a
group. When you send amessageto agroup, every recipient in the group
receives the message.

E=——— fAddress Book =—"—————[7I-
[a Mew Contact] [& Mew Group ] Filter: I:l
Description Address | Destination =
[} a Eilly Addington Everywhere Travel E &ddington Arnerica Online &
8 Danielle Bradbury #ecounting Firm, Inc. Daniell=B Ametica Online =
a Michelle Cannon Accounting Firrm, Inc. Michellel Amnerica Online
= a ‘furniko Kitagawa Japan University ykitagawa@® japanu.edy  Internet
28765 4321 CompuSerwve
‘furniko Applelink
& Elfriede Lechner Everywhere Travel ELechner America Online
& Erika Mustermann Everywhere Travel EMustermann Arnerica Online
P a Kentaro Ogawa Sushi Corp. 123436789 CornpuServe
8 Jane Smith Accounting Firmm, Inc. Janes Arnerica Online
8 Sophie Tang Cormputer Cormpany stang@ce comn Internet
a Matti Virtanen Cornputer Company rovirtanen@ce cormn Internet
& Accounting Firm, Ine. Hardware Mfg. 2 addresses in group
& Everywhere Travel  Trawvel Agents 3 addresses in group L]
15 in list, O zelected F=) [ R E |

Y ou can find specific addressesin the Address Book by typing afew
charactersin theFilter text box. Claris Emailer findsonly those addresses
that contain the specified charactersin the recipient’ sname, description,
or address fields. For more information, see “ Selecting entriesin the
Address Book” on page 8-14.

Printing one or more messages

To print messages, first select them in the Browser or open them. Then
click the button in the toolbar or choose Print from the File menu.
For more information, see “Printing messages’ on page 7-10.
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Filing incoming and outgoing messages
Y ou can file both incoming and outgoing messages by:

= using the button in the toolbar to file one or more selected
messages in an existing folder or create afolder in which to file the

message(s)
= usingthe button in the message window to file the open message
in an existing folder or create afolder in which to file the message

= dragging messages to afolder in the Browser
= using amail action to file messages automatically

EOiI=——— Briumser=————— -
Wiew: [ ATl Folders ~] [=] — —
Folder 3| || [Re: Team Meeting Today Elfirede Lechner | 10/30 2:00 PM 17|
=) In Box | 4t |Status From the Field Sophie Tang 10/29 309 PM
(=} Out Box W |Quarterly Results Sophie Tang 10/27 307PM
(23 Sent Mail i |Project Planning Seminar Sophie Tang
[:ﬁ Deleted Mail Marvin's Vacation Request Sophie Tang
D Read Mail ||| T-:-'r' Meeting Today

E Logs 52 |Fwd: New Payroll Deduction Policy Kentaro Dgawa
- D Eridge Project 4t Printer 1 DOWHN! Jurtta Schmidt
{23 Szhedule info

i [10421 231 PM
i |[10/20 200 PH
10720 132PM

] 12 in list, 1 selected <[l 3

[¢ (O3 Highway Project

|l

Drag a message to a folder to file it

For more information about filing and viewing filed messages, see
“Filing messages from a message list” on page 7-8.

Working with Macintosh drag and drop

Claris Emailer supports Macintosh drag and drop, a technique you can
use to move a copy of an item (such as an address or enclosure) to
another area on your computer. For example, with Macintosh drag and
drop, you can drag an addressfrom the Address Book to the address area
of an outgoing message.

Macintosh drag and drop comes with System 7.5. If you are using an
earlier system version, Macintosh drag and drop isinstalled
automatically when you install Claris Emailer.
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text clipping

If your system hasthe System 7.5 Clipping Extension installed, you can
also drag an address from Claris Emailer to your desktop to create a
text clipping. A text clipping isafilethat you can drag from the desktop
into another document, such as an outgoing message. Y ou can rename
text clippings to reflect their content.

Tip You can use text clippings to save and reuse addresses or message
text.

Y ou can usedrag and drop in Claris Emailer to drag the following items.

You candrag For more information, see

Addresses = “ Addressing messages using Macintosh drag and drop” on page 5-6
= “Dragging an address to the Address Book” on page 8-5
= “Dragging addresses to agroup” on page 8-12

= “Converting addressesin your Address Book to URLS’ on

page 8-16
Text = “Dragging text in an outgoing message” on page 5-14
Enclosures = “Dragging an enclosure to a message” on page 5-10

= “Moving an enclosure” on page 6-6

= “Deleting an enclosure” on page 6-6

Messages = “Filing messages from amessage list” on page 7-8




Chapter 3. Satingup ClarisEmailer

Beforeyou can send and receive email with Claris Emailer, you must set
up your service and account information. The best way to set up or
change your service or account settingsis by using the Easy Setup
assistant in the Setup menu.

The Easy Setup assistant prompts you for your service information,
helps you set up account information, and lets you define a connection
schedule. This chapter describes the email service and account
information that you enter as you work through the Easy Setup screens.

Y ou can also choose Service Providers from the Setup menu to add or
modify service information, or you can choose Accounts from the Setup
menu to add or modify account information.

Note Y ou cannot use Easy Setup to set up AppleLink service and
account information. Instead, you must use the Service Providers and
Accounts items in the Setup menu for setting up AppleLink.

For information about setting up a service connection schedule, see
chapter 4, “Connecting to email services.”

Understanding email service setup

There are six types of email service providers that you can connect to
using Claris Emailer:

Type of service Description

AmericaOnline An online service that offers access to its own proprietary
databases of information and provides Internet email service.

AppleLink An online service. The Easy Setup assistant is not available for
setting up AppleLink service and account information.

Claris OfficeMail A local area network-based email service that works with
Claris Emailer. Y ou can use Claris OfficeMail aloneto send and
receive messages to other OfficeMail users connected to the
local network, and you can use Claris OfficeMail with
ClarisLink or another UUCP service provider to send and
receive Internet mail.

CompuServe An online service that offers access to its own proprietary
databases of information and provides Internet email service.
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Type of service Description

Internet service provider A service that offers access to the Internet, providing adial-up
number for you to call when you want to connect. These
organizationstypically do not provide any proprietary databases
of information, but you can send and receive email messages
through them.

RadioMail An online service that offers access to Internet email service.

Important Claris Emailer does not provide email service by itself. You
must have an account with a servicein order to connect to it to send and
receive email.

Claris Emailer needs two kinds of service information:

= The service settings tell Claris Emailer how to reach the selected
email service provider. For example, for some services you must
provideinformation about your modem and the phone number to dial.
Y ou might have multiple connections to a service if you connect to
the service from more than onelocation, such asat home and at work.

= The account settings store your email user name, password, and
account options, if applicable. Y ou might have morethan oneaccount
with a particular service if more than one person uses this copy of
Claris Emailer to connect to the service, or if you manage more than
one account with the service.

Setting up service information

The best way to enter or change your email serviceinformation in
Claris Emailer isby using the Easy Setup assistant. Easy Setup leadsyou
through the required service and account setup information for each
service you select.

Easy Setup appearsthefirst timeyou start Claris Emailer, or you can use
it later by choosing Easy Setup from the Setup menu.

Easy Setup
....... Mﬂ A Hmﬂm
Schedules . . - .
signatures To set up service information without Easy Setup:
Destinations

Accounts

Service Providers

Current Location »
Preferences...

1. Choose Service Providers from the Setup menu.
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Y ou see the Services List window.

EI=——— Services List =———P15

Service Name i
Double-click a service

type to set it up AppleLink
Clariz OfficeMail

ComnpuServe

Internet
Radialail

]

2. Inthe Services List window, double-click the entry for the service
you want to set up.

Y ou see the Service Entry dialog box for the selected service.

Note In thisexample, you see the America Online Service Entry dialog
box. The Service Entry dialog box is unique for each email service;
some Service Entry dialog boxes require fewer connection settings than
AmericaOnline.

Select to activate this service
during connections

=———— service Entry: America Online

I# Connect ta thiz service
CIle to add a n!f,‘W — EEJ Add Connection name :
connection to this service B —— = ot
Click next o th Hain Madem type: | Aceex 1414 v32bis W || Change connection
connecltcior:1 )e/)éu %ani Modem ports [ ModemPort 7] S}? ffngs 28 descrllcbed "
) the service-specific
used by default when [oderepesd o IS0 = sections thatgollow
You connect to America T
nline o

3. Add aconnection or change an existing connection setup as follows:

= To add a new connection click Add, and type the name for a new
connection.

= To change a connection, click the connection name in the list.
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I_ Connect to this service

4. Type or change the connection settings as needed (seethetable at the
end of this section).

5. Click in the # column in the Connection list to indicate the default
connection settings that you want Claris Emailer to use when
connecting to the service.

6. Click Done.

Todisablean email service, uncheck Connect to this service in the Service
Entry dialog box.

Use the information in the following table to locate the required
connection information for your service provider.

For information about

this service See
AmericaOnline “Setting up America Online service information” on page 3-6
AppleLink “Setting up AppleLink service information” on page 3-8
Claris OfficeMail “Setting up Claris OfficeMail service information” on
page 3-10
CompuServe “Setting up CompuServe service information” on page 3-14
Internet service providers ~ “Setting up Internet service provider service information” on
page 3-17
RadioMail “Setting up RadioMail service information” on page 3-20

Setting up account information

Easy Setup

Mail Actions
Schedules
Signatures
Destinations

Service Providers

Current Location p
Preferences...

The best way to enter or change your account informationin

Claris Emailer isby using the Easy Setup assistant. Easy Setup leadsyou
through the required service and account setup information for each
service you select.

Easy Setup appearsthefirst timeyou start Claris Emailer, or you can use
it later by choosing Easy Setup from the Setup menu.
To set up account information without Easy Setup:
1. Choose Accounts from the Setup menu.
Y ou see the Account List window.
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Note If you have not yet created any accounts, the Account List
window is empty.

Clicktoadd a =——— Account List =—"——"——
new account. ——{ rew Defautt send vis: [_voount for Ha Drrice—v{— ChoOSE a default
| SRR I = = account for sending
Account fo:c:;nﬂffii:n:e Internet = ] messages, if you
Double-cick to —— | Ve — (| Pave more tanone
Edlt an account #ceount for Chicago Office Internet
entry

= |

5] E

‘ou can drag Accounts to change the connection order

2. Add an account or edit an existing account as follows:

= To add anew account, click New, choose a service type from the
Service pop-up menu, and then click OK.

= To change an existing account, double-click an account namein
the Account List window.

3. Enter or change your account information for your email service (see
the table at the end of this section).

4. Click Save.

5. Choose an account namein the Default send via pop-up menu, if you
have more than one account. Y our messageswill be sent through this
account unless you specify a different account in an outgoing
message window.

6. Drag account namesin the list to arrange your accounts in the order
you want them to connect (if you have more than one).

7. Close the Account List window.

Usetheinformation in thefollowing table to locate the required account
information for your service provider.

For information about

this service See

AmericaOnline “ Setting up America Online accounts’ on page 3-8
AppleLink “Setting up AppleLink accounts’ on page 3-10
Claris OfficeMail “Setting up Claris OfficeMail accounts” on page 3-11

CompuServe “ Setting up CompuServe accounts’ on page 3-16
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For information about

this service See

Internet service providers “ Setting up Internet service provider accounts’ on
page 3-17

RadioMail “Setting up RadioMail accounts’ on page 3-21

Setting the connection order for accounts

When you have more than one account for a service and you want
Claris Emailer to connect to multiple accounts during a connection, you
specify the order in which they connect in the Account List window.
Claris Emailer connects to the first account in the list, then the second
account, and so on.

Note If you are connecting manually, you specify which accounts to
connect to in the Connect Now Setup window. If you are connecting
through a schedule, you specify which accounts you connect to in the
Schedule Entry window. For more information about setting up
connections, see chapter 4, “ Connecting to email services.”

To change the order in which Accounts connect, drag account namesin
the Accounts List window.

Deleting accounts

To delete an account, select the account name in the Accounts List
window and click the [fil] button in the toolbar or press Delete.

Setting up Claris Emailer for an America Online account

To access your America Online email account, you should first set up
your America Online service information and then set up your account
information.

Setting up America Online service information

There are two methods for setting up Claris Emailer to connect to the
America Online service.

= You can set up a standard America Online connection, which
accesses only your America Online account when Claris Emailer
CONNects.
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= You can set up aconnection to America Online through a TCP
connection, which accesses your America Online account and any
other designated accounts you have with Internet services when
Claris Emailer connects.

For a standard America Online connection

The following table describes entries you make in Easy Setup or the
Service Entry dialog box when setting up Claris Emailer for a standard
America Online connection.

In this text box or pop-up menu  Type or choose

Connection name The name of the connection you want to set up or
change. If you access Claris Emailer while
traveling, you might name your service connection
for the city in which you use this connection (for
example, Chicago).

Connection file Thename of the network you useto accessAmerica
Online (for example, AOLnet).
Modem type The kind of the modem you use. Choose
Generic MNP v.32, if your modem is not in the list.
Modem port The name of the port your modem is connected to.
Modem speed The highest speed modem that your modem can

connect with. In most configurations, you need not
adjust this setting.

Phone number Thelocal access number for America Online. For
example, if you are setting up this account for
access in aremote city, you can enter the local
phone number for America Onlinein that city.

For an America Online TCP/IP connection
To configure an America Online account for a TCP/IP connection:
1. If you are setting up a network TCP/IP connection, skip to step 2.

If you are setting up adial-in connection, set up your PPP or SLIP
software as described in “ Setting up your modem-based TCF/IP
connection” on page 3-21.

2. In the America Online Service Entry dialog box, choose
MacTCP from the Connection file pop-up menu.

3. Click Done to close the Service Entry window.

For more information about setting up TCP/IP connection information,
see the Claris Emailer FAQ files located in the Support Filesfolder in
the Claris Emailer Folder.
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Setting up America Online accounts

The following table describes entries you make in Easy Setup or the
Account Entry dialog box when setting up Claris Emailer for an
America Online account.

In this text box or
pop-up menu

Type or choose

Account name

A name for this America Online account in Claris Emailer. The
account nameisstrictly descriptive, to help you differentiate between
accounts. When you set up a new account, it is named

New AOL account by default but you can change this name.

Screen name

Y our America Online account screen name. Screen names are 10
characters or less including spaces (for example, DBradbury).

Password

The password you use to access America Online. To prevent other
users from seeing your password, Claris Emailer displays dots
instead of characters when you type your password.

Default signature

A signature you have defined. This signature will be used for every
message sent from this account. Y ou compose signatures in the
Signatures window. For more information, see “ Setting up your
signatures’ on page 10-6.

Choose None if you do not want to have a default signature for this
account. Choose Random to have Claris Emailer randomly select a
signature from the signatures you have set up. Choose Internet Config
to use the default signature you defined in your system-wide Internet
Config setup. For more information, see the documentation that
comes with Internet Config.

Note Internet Config does not come with Claris Emailer. For
information about where to obtain Internet Config, see the Claris
Emailer FAQ fileslocated in the Support Files folder in the Claris
Emailer Folder.

Setting up Claris Emailer for an AppleLink account

To access your AppleLink email account, you should first set up your
AppleLink service information and then set up your account

information.

Setting up AppleLink service information

Note Y ou cannot use Easy Setup to set up AppleLink service and
account information. Instead, you must use the Service Providers and
Accounts items in the Setup menu for setting up AppleLink.
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The following table describes entries you make in Easy Setup or the
Service Entry dialog box when setting up Claris Emailer for a Global
Campus AppleLink connection.

In this text box or pop-up menu

Type or choose

Connection name

The name of the connection you want to set up or
change.

Connection file

The name of your connection file. For more
information about specifying a connection file, see
the following section.

Choosing an AppleLink connection file

The connection file tells your computer how to communicate across the
network, either through your modem or with another communication tool.

Important Only the connection files that come with Claris Emailer have
been tested for use with the product. Use of other connection filesis not

supported.

Use this decision tree to choose a connection file.

Are you on
the Apple Campus
?

;No

Do you have a
Global Village modem
?

ENO
v

Choose Modem (USA)

Does it work
?
Z No
v

Choose Mac
Comm Toolbox

Yes Choose Global Village

v

You're Done !

High Speed

Does it work
?

Z Yes
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Setting up AppleLink accounts

The following table describes entries you make in Easy Setup or the
Account Entry dialog box when setting up Claris Emailer for an
AppleLink account.

In this text box or
pop-up menu Type or choose

Account name A name for this AppleLink account in Claris Emailer. The account
name is strictly descriptive, to help you differentiate between
accounts. When you set up a new account, it is named
New AppleLink account by default, but you can change this name.

Account ID Your AppleLink account ID. ThisID istypicaly your last name and
firstinitial, separated by aperiod (for example, KITAGAWA.Y).

Password The password you use to access AppleLink. To prevent other users
from seeing your password, Claris Emailer displays dots instead of
characters when you type your password.

System number The number that identifies the type of AppleLink account you have.

Default signature A signature you have defined. This signature will be used by default
for every message sent from this account. Y ou compose signaturesin
the Signatures window. For more information, see “ Setting up your
signatures’ on page 10-6.

Choose None if you do not want to have a default signature for this
account. Choose Random to have Claris Emailer randomly select a
signature from the signatures you have set up. Choose Internet Config
to use the default signature you defined in your system-wide Internet
Config setup. For more information, see the documentation that
comes with Internet Config.

Note Internet Config does not come with Claris Emailer. For
information about where to obtain Internet Config, see the Claris
Emailer FAQ files located in the Support Files folder in the Claris
Emailer Folder.

Setting up Claris Emailer for a Claris OfficeMail account

To access your Claris OfficeMail email account, you configure
Claris Emailer to connect to Claris OfficeMail when you set up your
Claris OfficeMail account information.

Setting up Claris OfficeMail service information

When you set up Claris Emailer to send and receive email through
Claris OfficeMail, you need only specify the name of your Claris
OfficeMail server, which you do during the account setup process.
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Setting up Claris OfficeMail accounts

Thefollowing table describes entriesyou make in the Account Info screen
of Easy Setup or the Account Entry dialog box when setting up
ClarisEmailer for a Claris OfficeMail account.

In this text box Type

Account name A name for the account. The account name is strictly descriptive, to
help you differentiate between accounts. When you set up a new
account, it is named New OfficeMail Account by default, but you can
change this name.

Full name Y our name.

Email name The name used for your account on Claris OfficeMail. Y our
Claris OfficeMail server administrator can giveyou thisname, which
istypically your first name.

Password The password you use to access Claris OfficeMail. To prevent other
users from seeing your password, Claris Emailer displays dots
instead of characters when you type your password.

Your Claris OfficeMail administrator will give you a default
password. Y ou should change this password as soon as possible. For
more information about passwords, see “ Changing your

Claris OfficeMail password” below.

To choose a Claris OfficeMail server:
1. Click Choose Server.

Y ou see adialog box that contains alist of network zones on the | eft.
On the right are the names of email servers available in the selected
zone.

2. Select the appropriate server and click OK.

Thename of your Claris OfficeMail server appearsin the Server name
field in the Account Info screen.

Changing your Claris OfficeMail password

When you change your Claris OfficeMail account password, you make
the change in the Claris Emailer application and it is automatically
updated on the Claris OfficeMail server.

Tip Y ou should change your password every few weeks to ensure
security. Be sure to include non-alphanumeric characters, like$or %in
your password.

If you forget your password See your server administrator. Y our server
administrator can reset your password to the original default.
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To change your Claris OfficeMail account password:

1. Display the Claris OfficeMail Account Entry window and then click

Change Password.

Y ou see the Change Password dialog box.

2. Typeyour old password in the Old password text box.

3. Type anew password in the New password text box.

The new password appears as dots, to prevent anyone from reading

your password.

4. Typethe new password again in the Re-enter new password text box to

confirm it.
5. Click OK.

Setting Claris OfficeMail mail handling options

To set the mail handling options for your Claris OfficeMail account,
click the Options tab in the Claris OfficeMail Account Entry window.

The following table describes entries you make in the Options screen of
Easy Setup or the Account Entry dialog box when setting up
Claris OfficeMail mail handling options.

Select or choose from a
pop-up menu

If you want Claris Emailer to

A default signature

Use asignature by default at the end of every message sent
from this account. Y ou compose signatures in the
Signatures window. For more information, see “ Setting up
your signatures’ on page 10-6.

Choose None if you do not want to have a default signature
for this account. Choose Random to have Claris Emailer
randomly sel ect asignature from the signaturesyou have set
up. Choose Internet Config to use the default signature you
defined in your system-wide Internet Config setup. For
more information, see the documentation that comes with
Internet Config.

Note Internet Config does not come with Claris Emailer.
For information about where to obtain Internet Config, see
the Claris Emailer FAQ fileslocated in the Support Files
folder in the Claris Emailer Folder.

A default encoding format

Use BinHex, Base 64, or UUENncode for your enclosures.
Claris Emailer uses BinHex by default. Use BinHex or
Base 64 if you send messages most often to people who use
the Macintosh operating system. Use Base 64 or UUEncode
if you send messages most often to people who use other
operating systems. For more information about encoding
formats, see appendix A, “Encoding enclosures.”
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Select or choose from a
pop-up menu If you want Claris Emailer to

Leave messages on server for  Store messages on the server for the number of daysyou

__days specify. Claris Emailer usually deletes messages from the
server after it has downloaded them to your computer.
Generally, you should leave this option unchecked so that
your mail does not take up too much space on the server. If
you check this box, consider also enabling the Remove
messages from server when permanently deleted from
Claris Emailer option (see below).

Get al messagesfrom server  Download all messages at the next connection that have
been stored on the server sinceyou activated Leave messages
on server for _ days and/or Remove messages from server when
permanently deleted from Claris Emailer.

Partially retrieve messages Download aportion of large messages (typically the header

larger than __ K information and thefirst few lines of the message text) from
the server if they are larger than the specified size. This
option allows you to view a portion of alarge message or
enclosure before retrieving it. For more information, see
“Working with partially downloaded messages’ on

page 6-2.
Remove messagesfrom server  Delete any messages that have been stored on the server
when permanently deleted after downloading, but which you have since permanently
from Claris Emailer deleted from Claris Emailer on your computer. This option

works with the Leave messages on server for _ days option,
preventing Claris Emailer from downloading messages
again when you have already deleted them from your
computer.

Setting Claris OfficeMail new mail notifier options

To set the new mail notifier optionsfor your Claris OfficeMail account,
click the Notifier tab in the Claris OfficeMail Account Entry window.
The following table describes entries you make in the Notifier screen of
Easy Setup or the Account Entry dialog box when setting up

Claris OfficeMail new mail notifier options.

Select If you want Claris Emailer to

Get mail Retrieve mail automatically when it arrives at the server
while Claris Emailer isrunning. If you desel ect this option,
you must use a schedule or Connect Now to retrieve your
mail from the server.

Play sound Play atone when new mail arrives on the server while
Claris Emailer is not running. Choose the tone you want
from the pop-up menu.

Blink icon in menu bar Show the Claris Emailer icon in the menu bar when new
mail arrives on the server while Claris Emailer is not
running.
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Setting up Claris Emailer for a CompuServe account

To access your CompuServe email account, you should first set up your
CompuServe service information and then set up your account
information.

Setting up CompusServe service information

There are two ways to set up Claris Emailer to connect to the
CompuServe service.

= You can set up a standard CompuServe connection, which accesses
only your CompuServe account when Claris Emailer connects.

= You can set up a connection to CompuServe through a TCP
connection, which accesses your CompuServe account aswell asany
other designated accounts you have with Internet services when
Claris Emailer connects.

For a standard CompuServe connection

The following table describes entries you make in Easy Setup or the
Service Entry dialog box when setting up Claris Emailer for a standard
CompuServe connection.

Note If the port you use to connect to your modem is called anything
other than Modem Port or Printer Port (asit is with many internal
PowerBook modems) you must use the Mac Comm Toolbox Connection as
your connection type. Y ou cannot use a standard CompuServe

connection.

In this field or pop up menu Type or choose

Connection name The name of the connection you want to set up or
change. If you access Claris Emailer while
traveling, you might name your service connection
for the city in which you use this connection (for
example, Chicago).

Connection type Standard CompuServe Connection

Modem port The name of the port your modem is connected to.

Modem type The name of the modem you use. Choose
Generic MNP v.32, if your modem is not in the list.

Modem init string The string of charactersthat initialize your modem.
AT&F isthe most common initialization string.

Modem speaker On or Off to hear or suppress the dial tones when

your modem attempts a connection.
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In this field or pop up menu Type or choose

Phone number Thelocal access number for CompuServe. For

example, if you are setting up this account for
access in aremote city, you can enter the local
phone number for CompuServe in that city.

Baud rate The speed at which your modem transmits
information.

Network The type of network you use to access
CompuServe. CompuServe is the most common
network type.

Retries The number of times you want Claris Emailer to

re-dia if the CompuServe lineisbusy or a
connection cannot be made.

For a CompusServe TCP/IP connection
To configure a CompuServe account for a TCP/IP connection:

1.

If you are setting up a network TCP/IP connection, skip to step 2.

If you are setting up adial-in connection, set up your PPP or SLIP
software as described in “ Setting up your modem-based TCP/IP
connection” on page 3-21.

. Inthe CompuServe Service Entry dialog box, choose Mac Comm

Toolbox Connection from the Connection type file pop-up menu.

3. Choose Internet in the Network pop-up menu.

. Click the Configure button that appeared when you chose the

connection type.
Y ou see the Connection Settings dialog box.

. Choose a TCP/IP-compatible connection tool from the Method

pop-up menul.

Note Y ou must obtain a TCP/IP connection tool that is compatible
with CompuServe. The configuration information you enter will vary
depending on the connection tool you use. For more information
about settings in the Connection Settings dialog box, see the Claris
Emailer FAQ fileslocated in the Support Files folder in the Claris
Emailer Folder.

. Click OK, and then click Done to close the Service Entry window.
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Setting up CompusServe accounts

The following table describes entries you make in Easy Setup or the
Account Entry dialog box when setting up Claris Emailer for a

CompuServe account.

In this text box Type

Account name A name for this CompuServe account in Claris Emailer.
The account name is strictly descriptive, to help you
differentiate between accounts. When you set up a new
account, it is named New CompuServe account by default but
you can change this name.

User name Y our name.

User ID Y our account user identification number (for example,
76666,4321).

Password The password you use to access CompuServe. To prevent

other users from seeing your password, Claris Emailer
displays dots instead of characters when you type your
password.

Setting CompuServe account options

To set the mail handling and surcharge options for your CompuServe
account, click the Options tab in the CompuServe Account Entry
window.

The following table describes entries you make in the Options screen of
Easy Setup or the Account Entry dialog box when setting up
CompuServe account options.

Select or choose from a
pop-up menu If you want Claris Emailer to

A default signature Use asignature by default at the end of every message sent
from this account. Y ou compose signatures in the
Signatures window. For more information, see “ Setting up
your signatures’ on page 10-6.

Choose None if you do not want to have a default signature
for this account. Choose Random to have Claris Emailer
randomly sel ect asignature from the signaturesyou have set
up. Choose Internet Config to use the default signature you
defined in your system-wide Internet Config setup. For
more information, see the documentation that comes with
Internet Config.

Note Internet Config does not come with Claris Emailer.
For information about where to obtain Internet Config, see
the Claris Emailer FAQ fileslocated in the Support Files
folder in the Claris Emailer Folder.
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Select or choose from a
pop-up menu If you want Claris Emailer to

Leave read mail on server Storemessages on the server. Claris Emailer usually deletes
messages from the server after it has downloaded them to
your local machine. Generally, you should leave this option
unchecked so that your mail does not take up too much
space on the server machine.

Ignore surcharge warnings Prevent CompuServe surcharge warnings from appearing
during your connection session.

Setting up Claris Emailer for an Internet service provider account

To access your Internet service provider email account, you should first
configure or verify your Claris Emailer Internet service connection
information and then set up your account information.

Setting up Internet service provider service information

When you set up Claris Emailer to send and receive email through an
Internet service provider, al of the configuration settings are stored
outside of Claris Emailer.

= |f you access your Internet service provider through adial-up
connection, your service setup information is stored in your PPP or
SLIP software. For more information about setting up PPP or SLIP,
see “ Setting up your modem-based TCP/IP connection” on
page 3-21.

= |f you access your Internet service provider through a network, your
service setup information is stored in the MacTCP or TCP/IP control
panel. For more information about the settings in your MacTCP or
TCP/IP control panels, consult your network administrator.

Setting up Internet service provider accounts

Thefollowing table describes entriesyou makein the Account Info screen
of Easy Setup or the Account Entry dialog box when setting up
Claris Emailer for an Internet account.
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Important Depending on your Internet service provider, the entries you
make in the Email account, Email password, and SMTP server fields might
be case sengitive.

In this text box Type

Account name A name for this Internet account in Claris Emailer. The account
nameis strictly descriptive, to help you differentiate between
accounts. When you set up anew account, it is named
New internet account by default but you can change this name.

User name Y our name.

Email account The full address of your POP account, including the name of your
POP server. This address must be in the following format:
your_account_name@POP_server_name.host_name.com

Depending on your Internet service provider, your email account
name might be case sensitive.

Email password The password you use to access your email. Depending on your
Internet service provider, your password might be case sensitive.
To prevent other users from seeing your password, Claris Emailer
displays dots instead of characters when you type your password.

SMTP server The name of your email server. Thisisusually the host computer’s
domain name (for example, smtp_name.host_name.com). Ask
your Internet service provider if you are unsure of your SMTP
server name. Depending on your Internet service provider, your
SMTP server name might be case sensitive.

Email address Another addressif you want replies sent to adifferent address than
the one specified in the Email account field. Y ou can leave thisentry
blank if you have only one Internet address.

Select the Use Internet Config settings option if you want Claris Emailer to
use any settings you have made in the Internet Config software. For
example, if you check this box, you can attach signatures that you have
defined in Internet Config to outgoing messages.

Note Internet Config does not come with Claris Emailer. For
information about where to obtain Internet Config, see the Claris
Emailer FAQ fileslocated in the Support Files folder in the Claris
Emailer Folder.

Setting Internet service provider account options

To set the mail handling and connection options for each Internet
account, click the Options tab in the Internet Account Entry window.
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The following table describes entries you make in the Options screen of
Easy Setup or the Account Entry dialog box when setting up your
Internet account options.

Select or choose from a
pop-up menu

If you want Claris Emailer to

A default signature

Use asignature by default for every message sent from this
account. Y ou compose signaturesin the Signatureswindow.
For more information, see “ Setting up your signatures’ on
page 10-6.

Choose None if you do not want to have a default signature
for this account. Choose Random to have Claris Emailer
randomly select asignature from the signatures you have set
up. Choose Internet Config to use the default signature you
defined in your system-wide Internet Config setup. For more
information, see the documentation that comeswith Internet
Config.

A default encoding format

Use BinHex, Base 64, or UUENcode for your enclosures.
Claris Emailer uses BinHex by default. Use BinHex or
Base 64 if you send messages most often to people who use
the Macintosh operating system. Use Base 64 or UUEncode
if you send messages most often to people who use other
operating systems. For more information about encoding
formats, see appendix A, “Encoding enclosures.”

L eave messages on server for
__days

Store messages on the server for the number of days you
specify. Claris Emailer usually deletes messages from the
server after it has downloaded them to your local machine.
Generally, you should leave this option unchecked so that
your mail does not take up too much space on the server
machine. If you check this box, consider also enabling the
Remove messages from server when permanently deleted from
Claris Emailer option (see below).

Get all messages from server

Download all messages at the next connection that have
been stored on the server since you activated Leave messages
on server for _ days and/or Remove messages from server when
permanently deleted from Claris Emailer.

Partially retrieve messages
larger than __ K

Download a portion of large messages (typically the header
information and thefirst few lines of the message text) from
the server if they are larger than the specified size. This
option allows you to view a portion of alarge message or
enclosure before retrieving it. For more information, see
“Working with partially downloaded messages’ on

page 6-2.

Removemessagesfrom server
when permanently deleted
from Claris Emailer

Delete any messages that have been stored on the server
after downloading, but which you have since permanently
deleted from Claris Emailer on your computer. This option
works with the Leave messages on server for _ days option,
preventing Claris Emailer from downloading messages
again when you have already deleted them from your
computer.




3-20 Claris Emailer User's Guide

Select or choose from a
pop-up menu If you want Claris Emailer to

Connect using APOP Use APOP authentication. APOP isway of providing a
higher level of security for your password. Instead of
sending your password as text over the Internet, APOP
encrypts the password before sending it. However, not all
POP servers support APOP. For more information about
APOP support, consult your Internet service provider.

Some Internet service providers allow you to change your account
password through the Claris Emailer client. If your provider does
support password modification, click the Change Password button to
modify your password.

Setting up Claris Emailer for a RadioMail account

To access your RadioMail email account, you should first configure or
verify your Claris Emailer RadioMail service connection information
and then set up your account information.

Setting up RadioMail service information

When you set up Claris Emailer to send and receive email through
RadioMail, al of the configuration settings are stored in the RadioMail
application setup files. For more information about RadioMail, see the
Important Information filein the Claris Emailer Folder.

Important Claris Emailer does not automatically install the necessary
support files for the RadioMail service. To use Claris Emailer with
RadioMail, you must use the Claris Emailer installer to do a Custom
Install and choose the proper RadioMail network.
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Setting up RadioMail accounts

The following table describes entries you make in Easy Setup or the
Account Entry dialog box when setting up Claris Emailer for a
RadioMail account.

In this text box or
pop-up menu Type or choose

Account ID Y our RadioMail account address (for example,
MichelleB@radiomail.net). When you set up anew
account, it is named RadioMail account.

Reply-To Address Y our return email address.

Default signature A signature you have defined. This signature will be used
by default for every message sent from this account. Y ou
compose signatures in the Signatures window. For more
information, see“ Setting up your signatures’ on page 10-6.

Choose None if you do not want to have a default signature
for this account. Choose Random to have Claris Emailer
randomly select a signature from the signatures you have
set up. Choose Internet Config to use the default signature
you defined in your system-wide Internet Config setup. For
more information, see the documentation that comes with
Internet Config.

Note Internet Config does not come with Claris Emailer.
For information about where to obtain Internet Config, see
the Claris Emailer FAQ fileslocated in the Support Files
folder in the Claris Emailer Folder.

Setting up your modem-based TCP/IP connection

Y ou can use PPP or SLIP networking software to make a TCP
connection with your modem to America Online, CompuServe, or an
Internet service provider. Before you can set up PPP or SLIP, you must
obtain connection information from one of the email services listed
above.

If you have accounts with more than one email service, you can useyour
TCP/IP connection to access messages on multiple email services with
one phone call.

Important This section is applicable only if you are using a modem and
TCP/IP to connect to your email service provider. If you are using
AOLnet, Sprintnet, aCompuServe network, or have adirect connection
to the Internet, this information does not apply to you.
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If you are using amodem and TCP/IP to dial in to your email service
provider, you need to have either PPP or SLIP software. This software
is sometimes composed of two pieces (a system extension and either a
control panel or an application) and is sometimes only a control panel
(Apple Open Transport PPP).

If you have the Make sure

PPP or SLIP

Extension Itisin the Extensions folder in your System Folder. For best
performance, you should have only one PPP or SLIP extensionin your
Extensions folder.

Control panel Itisin the Control Panels folder in your System Folder.

Application Itisnot in your System Folder.

Your PPP or SLIP software must be configured with the following
information:

This type of information Obtain from your Required?
Y our user name Email service provider Yes

Phone number to dial Email service provider Yes
Connect script, whichmust be  Email service provider Not dways
configured with your password

Modem port Documentation that came with your Yes

computer
Modem initiaization string Documentation that came with your modem Yes

In addition, you must select your PPP or SLIP connection in your
MacTCP application or TCP/IP control panel. (The MacTCP
application or TCP/IP control panel comes with your system software.)

For information about hanging up a PPP or SLIP connection, see
“Setting TCP control preferences’ on page 10-15.



Chapter 4. Connecting to email services

Y ou send and receive messages during a connection to an email service
such as Claris OfficeMail, America Online, CompuServe, or your
Internet service provider.

Connecting to your email accounts right away

Y ou can connect to one or more of your email accounts immediately or
at your next scheduled connection. For more information about
scheduling a connection, see the next section, “ Scheduling account
connections.”

To connect to one or more of your email accounts immediately:
1. Perform one of the following actions:

[ ~oil I
i “h = |f an outgoing message is open, click Send Now in the message
o et window.
priority = |f no outgoing messages are open, click the button in the
Connect Now-.. 38 toolbar or choose Connect Now from the Mail menu.
Euecute schedute b
6o to New Mail y Y ou see the connection setup dialog box.

If you have only one account, you see this dialog box:

Connect Now Setup

Actions
I? Get R Send | All pending messages VI
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If you have more than one account, you see this dialog box:

Connect Now Setup

Actions
I? Get I? Send | A1l pending messages VI
M Avcount [7o end] Pexct Scheduled Connection <3
AOL account
Place a checkmark next to the Gliiiraae B
account(s) you want to use
during this connection Shows the number
of outgoing
L messages waiting
2 to be sent

2. Select from among these options in the connection setup dialog box:

To Do this

Specify the accounts you Place a checkmark next to the accounts you want to

want to connect to connect to, by clicking in the .+ column of the accounts
list. (If you have only one account, the accounts list does
not appear.)

Claris Emailer connects to each account in sequence.

Retrieveincomingmessages  Select Get.
during the connection

Send messages during Select Send.

the connection If you clicked Send Now in an open message, choose an

option from the pop-up menu. Choose Specified message
only to send only the message that you have open, or
choose All pending messages to send all of your unsent
messages for the selected accounts.

3. To connect to your accounts, click Connect.

New Message BN
Reply... #R ) ) )
forilard S The next time you want to connect using the same settings, hold down

Show Lang eaders ox the mouse button on the || button in the toolbar and choose

e : Connect Again from the pop-up menu that appears. Or, choose
mmCTE  Connect Again from the Mail menu. Claris Emailer connects without
S presenting a dialog box.

6o to New Mail
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Scheduling account connections

Y ou can set when Claris Emailer sends and receives your mail by
creating schedules. Schedules hel p you automate connectionsto service
providers.

Important 'Y ou must have your computer and modem on and the
Claris Emailer application running for schedules to run. Schedules do
not start Claris Emailer. If you schedule a connection for atime when
you'll be away from the computer, be sure to leave your computer and
modem on and leave Claris Emailer running.

Creating or changing a schedule

Y ou can create schedules to send and receive your mail. Schedules can
help you control connections to different services at various times
during the day. For example, you might create one schedule to retrieve
your mail once aday and another schedule to send mail once an hour.

Note A schedule that only sends mail does not execute if there are no
outgoing messages to send.

Y ou can designate particular times of the day and days of the week to
connect (atimed connection), or you can set up Claris Emailer to
connect at specified intervals (a repeating connection).

Type of connection Example

Timed Monday through Friday, at 15 and 45 minutes past each hour from
9AM to 5PM
Repeating Every half hour

Claris Emailer staggers the connection times within the intervals you
can choose for a schedule. This relieves peak congestion at online
services, helping you avoid connection errors.

Note Y ou might want to consider the monthly costs of connecting to
your services when you create a schedule. For example, if you create a
schedule to connect once every 30 minutesto a service, you' [l connect
1,440 times per month. If Claris Emailer used one minute per
connection, you would accumulate 24 hours of connect time.
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soiur 1B To create or change a schedule;
asy Setup
1. Choose Schedules from the Setup menu.
Schedules
Destinations Y ou see the Schedules List window.
Accounts

Service Providers

Current Location p

Preferences...
=l Schedules List =—"————015
Click to create a new schedule — hew [~ Disable all schedules
Z_ Last Connection | Mext Connection =
. W Main 10/23/96 247 PM 10/28/96 8:112:13 | Accounts: {47

CIICk fo place a CheCkmark Yacation 10/10/96 643 PM  Disabled Accounts :
next to the schedules you
want to enable

=
&

Note If you have not created a schedule yet, the Schedules List

window is empty.

2. To create a schedule, click New. To change an existing schedule,

double-click the name of the schedule.
Y ou see the Schedule Entry dialog box.

Schedule Entry:

1
Connection type : Tirmed Connection b I

Actions —‘
Get mail Send mail
R R Perform the actions on these days:

71 P R [ sun [ tton | 1ue [ svea] o | e | sat |

AOL account
At these hours:

121 1z|34|15|6|7|8

Internet account
11 Ak

w0
=)

1zl1|z|z|+]|5]|e|7]|=

)
=]

] pr

At these tirmes:

[[o2] 92| 22| 2] 42| =2]

<

D Use TCP contral

Deselect if you do not want ——{—5 nasted

the schedule to run

Enter
aname
for the
schedule



Actions
X Get mail X send mail

b | Accounts 4

W | BOL account
Internet account
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. Typethe new or changed name for the schedule.

It'sagood ideato name the schedul e so that it is easily recognizable.
For example, if aschedul e connectsonly on weekends, you might call
it “Weekend Schedule.”

. Select the tasks to perform during the connection. Y ou can select

Get mail, Send mail, or both.

Note If you want to get your mail at onetime and send it at another,
you must create a schedule for each task.

. Placea.» next to the account(s) that you want to make a scheduled

connection to, by clicking in the.» column next to the account name.
Y ou can connect to severa accounts with one schedule.

. Choose either atimed or repeating connection from the Connection

type pop-up menu.

Connection type: |* Timed Connection n
Repeating Connection

Note The scheduling optionsin the Schedule Entry dialog box
change depending on which type of connection you choose from the
Connection type pop-up menu.

. If you chose atimed connection, select thedays, hours, and timesthat

you want the schedule to run. Y ou must select at least one day, hour,
and timeto activate the schedule.

If you chose arepeating connection, choose how often the schedule
will run from the Frequency pop-up menu.

. If you are using SLIP or PPP software to connect to your service

provider and you want to make sure that your modem hangs up when
the connection is finished, select Use TCP control.

For more information, see “ Setting TCP control preferences’ on
page 10-15.

. Click Save.
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Executing a schedule right away

New Message ®/N
Reply... R
Forward #®dJ
File... =3%F
Show Long Headers {t3%H
Priority »
Connect Now... ®K
Connect Again =S3K
Execute Schedule

P Main

Go to New Mail b

In some situations, you might want to connect immediately using the
same settings as a scheduled connection.

For instance, if you have set up a schedule that connects while you are
away from your computer, you might want to execute the schedule once
while you are at your computer, to make sure your schedule works as
you intended.

To execute a schedule immediately, choose Execute Schedule from the
Mail menu and choose the desired schedul e from the submenu that
appears. The submenu contains all the schedules you have set up.

If the schedule executes a connection, Claris Emailer connects to the
accounts you have designated in the Schedule Entry dialog box and
performs the tasks you have designated (getting and/or sending mail).

If the schedule executes an AppleScript document, Claris Emailer runs
the designated script.

Enabling and disabling schedules

This schedule is enabled

Click next to a schedule
to enable or disable it

Schedules are enabled by default when you create them. A scheduleis
enabled when you see the checkmark in the « column in the
Schedules List window, and disabled when the + column is empty.
Click in the + column to enable and disable schedules.

SEI=———— Schedules List =—————"/9/5
M. Drizable all schedules .
= I Select to disable all
Z_ Lazt Connection | Mext Connection = SChedUIeS
W Main 10/23/96 2:47 PM 10/28/96 8:12:13 | Accounts : {17| . Lo
Wacation 10/10/96 643 PM  Disabled Aecaunt This schedule is disabled
]
|

Important Y ou can set a preference to run a schedule at startup (see
“ Setting defaults preferences’ on page 10-9). If you select

Disable all schedules in the Schedules List window, this preferenceis
disabled and no schedule will run at startup.
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Deleting a schedule

Setup

Mail Actions
Schedules
Signatures
Destinations

Accounts
Service Providers

Current Location p
Preferences...

To delete a schedule:
1. Choose Schedules from the Setup menu.
Y ou see the Schedules List window.
2. Select the schedule you want to delete.
3. Click the button in the toolbar or press the Delete key.

Quitting during a connection

If youtry to quit Claris Emailer while aconnection isoccurring, you see
adialog box that allows you to:

= cancel the connection and quit immediately
= quit after the connection isfinished
= not quit

Troubleshooting connections

With all theflexibility and capability provided by the Internet and email
service providers, it is not uncommon to receive error messages
occasionally. At times, your mail may generate an error at its
destination, return to you as undeliverable, or even get lost.

Claris Emailer generatesits own error messages and al so showsyou the
error messages received from your email services.

Connection problems produce the most common errors. This type of
error is not your fault. Y our service provider could be having difficulty
withitsserver, al available connections could bein use, or thetelephone
connection could be noisy. The most common resolution to an error is
to resend your email or try to connect again.
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This log has not been viewed

When a connection error occurs, you see a flashing error icon in the
toolbar and a connection log in the Logs folder. The log continues to
accumulate any error messages until you open it. After that,

Claris Emailer creates a new connection log the next time an error
ocCurs.

Click the flashing icon to
view the latest log

|
EEREEEENENE

EOI=—————————— Browser

This log has been viewed

Toler = & o ion Log A\ Emailer error repo|10/23 2:47 PM |3
In Box | Connection Log M Emailer error repo 10722 251 PM
=

(B Out Box |

(B3 Sent Mail
(I Deleted Mail

(B Read Mail |||

The Logs folder contains
connection logs

When this happens

ity Logs
D [0 Bridge Project
D [0 Highway Project

&l
&l

Z in list, O zelected ¢|| i o

Thefollowing table describes common errors and suggested resol utions:

Do this

Messages are returned

= Make sure that the message is properly addressed, and resend the message.

Y our modem does not connect

= Turn the speaker on to hear if a connection attempt occurs.

= Make sure the modem setting in Claris Emailer matches the type of modem you use. If your
modem is not on thelist, try using Hayes as the modem type in the Service Entry dial og box.

= Try alower baud rate in the Service Entry dialog box.
= Redial. Poor connections or bad lines often cause connection problems.

= Check for missing phone prefixes, such as 9, in your connection information. Check your
other connection information too.

= Try again later. Y ou may be experiencing atechnical problem or congestion with the
service provider.

= Disable call waiting, usually by inserting * 70 before the number to be dialed.
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Do this

Mail was not sent

Make sure that an account is selected in the Accounts list in the Connect Now or Schedule
Entry dialog box.

Include both a subject and message text. Some services reguire both.

Check for aconnection log in the Logs folder.

Check the addresses for the message. If you see the A jcon next to the message in the
message list, or next to an addressin the Recipient list in the message, enter aproper address
and try again.

Make surethat the messageis not marked asadraft z# . Draft messagesare not sent during
connections. Change the message status by opening the message and clicking either

Send Now or the [&] icon and then Queue Message.

Make sure the message window is closed. Claris Emailer does not send open messages. (If
you click Send Now in an open message, the message will be closed and sent.)

Open the Service Entry dialog box for your service, and make sure Connect to this service

is selected.

Make sure that Claris Emailer is running. Scheduled connections will not occur otherwise.
Try choosing Connect Now from the Mail menu.

A connection error occursand an
aert icon appears on the tool bar

View the connection log in the Logs folder describing the connection error and take
appropriate action.

Y ou receive an error message
from an online service

Seek assistance from the online service.

A PowerBook computer won't
connect to a service

Select the appropriate modem tool (for example, Express Modem Tool) in the Service Entry
dialog box.

A connection will not stop
immediately when you click Stop

Wait afew moments. (Some actions cannot stop because of interactions with the
host computer.)

A message was sent more than
once

No action is required. Some services limit the number of recipients for a single message.
The message was resent until all recipients received a copy.

A dial-up connection to the
Internet won't work

Resolve the problem with your Internet connection software. For general information, see
“ Setting up your modem-based TCP/IP connection” on page 3-21. Claris Emailer has no
control over dial-up connections with the Internet.

The Internet mail you send does
not contain your name

Enter your name in User Name in the Internet Service Entry dialog box.

If you connect to an online service, add your name to your user profile with the online
service.




Chapter 5: Creating and sending messages

Creating and sending messages with Claris Emailer is quick and easy.
First create a message, give it a subject, addressit, and compose the
message body. Optionally, check your spelling and attach any related
file enclosures. Then, send the message right away or save it until the
next connection.

Creating a message

There are three ways to create messages in Claris Emailer.

You can For more information

Create anew, original message Read this chapter.

Reply to a message you received See “Replying to amessage” on page 6-6.
Forward a message you received See “Forwarding amessage” on page 6-9.

To create anew message, click the button in the toolbar, or choose

Mail

New Message Ty New Message from the Mail menu. Y ou see a new blank message

Reply... ET .

i = window.

Show Long Headers {#H . .

Priority ’ Tip Tocreate anew message that’ s already addressed to your intended
o b A recipients, click the @ button in the toolbar or choose Address Book
P N 5 from the Window menu. Select one or more addresses, and then click
Go to New Mail »

the button in the toolbar.
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Click to switch between Queue .
Message and Save As Draft modes  Click to send the message
'J_‘ at the next connection

Click and then select a folder
in which to file the message

BLl Dutgoing Message:
E“E Out Box
Enter a subject for the message
J . g Subject:i| | Send wia: Internet account vI
Click to show or hide ——~ &
the Recipient area &1 Tupe | Recipient Address [ Destinatioh ER
Al = | =
Enter addresses | &
]
Click to show or hide —— & e Enclosures
the Enclosure area ]
Type your message here
=
. [
Choose a Slgnature to add Signature: Default for account W I =
closing information to :
your message i
Choose an account to send — Click to send the
the message through message now

Tip You can press the Tab key to move the insertion point between the
subject, address, and message body areas of the new message window.
When the insertion point isin the body area, pressing Tab inserts space

charactersinthe current line. Pressing 88-Tab returns the insertion point
to the Subject field.
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Addressing a message

After you create amessage, you can address it by:
= typing addresses in the Recipient area

= adding addresses from the Address Book

= dragging addresses to the Recipient area

Click the triangle next to the & icon to display or hide the Recipient

area
. ) . Click to find an address
Click to display or hide in the Address Book
the Recipient area
8 4 Recipients
&1 Tupe | Recipient [ iddress Destination <+
& To [ |Billy Addington EAddington America Online = .
Addresses inan —i& 1o [ panielle Bradbury DanielleB america Online = @ Click to add a
outgoing message & (cc (3] Michelle Cannon MicheTleC Armerica Ontine = new, blank
oo (3 rumiko Kitagaws =| | address line to
T = this message
This icon indicates that the address Click to delete the selected
on this line is incomplete address from this message
To Do this
Add another Click in the next empty Recipient cell in the Recipient area, press the
recipient Return key whiletheinsertion point isin the Recipient area, or click the

button next to the Recipient area of the message window.

Deletearecipient  Click anywherein therecipient line and then click the button next
to the Recipient area of the message window.

An outgoing message can be addressed to amaximum of 250 recipients.

When you finish addressing a message, you see the & icon next to the
recipient’s name in the Recipient area. Thisicon indicates that the
addressis complete. If you seethe A, icon, the addressisincomplete. If
this happens, make sure you entered all the required address
information.
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Addressing a message manually

To address a message manually, type information in the Recipient area
of the message.

To enter the Do this

Recipient name Type anamein the Recipient field. Asyou begin typing the recipient’s
first name, Claris Emailer fillsin the rest of the name for you from

I — names stored in the Address Book. Continue typing until the correct
name for thisrecipient is entered.

If therecipientisin the Address Book, press Tab to have Claris Emailer
enter therest of the addressing information. If the Address Book has
two or morerecipientswith the same name, or if therecipientisagroup,
you see the Find Address dialog box (see the next section). If you
inadvertently enter the wrong recipient, you can type over the
recipient’sname and addressing information, or del ete the recipient and
add anew one.

Recipient address  Type the recipient’s email address in the Address field.

Y ou do not have to type the @ sign or anything after it, unless you
JaneS choose Internet for the Destination (see below).
Destination Type the name of the recipient’s destination.

frnerica Online

Destinations are shortcuts for entering the information after the @ sign
] in an email address. For example, type Ameri ca Onl i ne if the

recipient’s address ends in @aol.com. For more information, see

“ Speeding address entry using destinations’ on page 2-13.

Asyou type, Claris Emailer fillsin the rest of the destination for you.
Continue typing until Claris Emailer fillsin the correct destination. (If
you want, you can choose a destination from the pop-up menu instead
of typing.)

If the recipient has several addressesin the Address Book, the
destinations they have addresses for are in bold in the Destination pop-
up menu. If you choose one of these destinations, Claris Emailer
updates the Address field with the correct address.

If the recipient’ s destination does not appear in the Destination pop-up
menu, choose Internet for the destination and type the entire Internet

addressin the Address field. For more information about creating your
own destinations, see “ Customizing the destinations list” on page 10-1.

For information about adding and deleting recipients, see the previous
section, “Addressing a message.”
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Finding an address in the Address Book

To find recipient addresses in the Address Book and add them to an
outgoing message:
1. Open the outgoing message.

2. Click the [%] button in the Recipient area of the message window.

Click to find an address in the Address Book

¥ & 4 Recipients

Ql Type | Recipient Address Destination 4

& Te [ Eilly Addingten EAddingten America Online =

& To E Danielle Bradbury DanielleB Arnerica Online B @

& oo E Michelle Cannon MichelleC Arnerica Online E

AEE =
lid

Y ou see the Find Address dialog box, which displays the addresses
stored in your Address Book.

3. IntheFilter text box, type afew letters of the address you want to find.

Asyou enter characters, Claris Emailer reduces the number of

addresses displayed in the Find Address dialog box to those that
match the characters you have entered.

Y ou can type lowercase or uppercase letters. Claris Emailer finds all
the recipients that contain the specified lettersin the Name or
Description field. For example, typing pa finds“Japan University”
and “Yassilis Papanico.”

Find Address
Type the letters you Fifer s |
want to search for
Marne Description Destination Address 4
D a Yurniko Kitaga Japan University Internet ykitagawa@ japanu.edu
3 ‘azgiliz Papa Everywhere Travel #metica Online assi

Note Y ou cannot enter part of afirst name and alast nameto createa
match. For example, entering sal wi || doesn't find “Sally
Willford.”
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4. Select one or more recipients.

To select Do this

A single recipient Click anywhere on the recipient’s row.

More than one recipient Shift-click the recipients you want to select. To deselect a
recipient, or to select noncontiguous recipients, 88-click

therecipients.
The recipient above or Press the Up Arrow or Down Arrow key.
below the currently selected
recipient

A recipient and close the Double-click the recipient. (Skip step 5.)
Find Address dialog box

5. Click Select.

If the selected addressisagroup, all theentriesin the group are added
to the Recipient list.

Addressing messages using Macintosh drag and drop

Window
Address Book  #4
Browser *#B
Folder List 8L

Error Log

Toolbar
Connection Status

Y ou can address a message by dragging addresses to the Recipient area
or any gray areain the message window. The addresses can be from any
text area that supports Macintosh drag and drop (such as the

Address Book), the text of an email message, text from another
application that supports drag and drop, or text clippings.

To find alist of address formats Claris Emailer recognizes, ook up
“address formats’ in the Claris Emailer Help system.

When you drag addresses to the Recipient area of the message, you see
aborder around the Recipient area.

For more information about using drag and drop, see “Working with
Macintosh drag and drop” on page 2-17. For information about making
addresses into text clippings, see “Exporting addresses’ on page 8-15.

Dragging addresses from the Address Book
To drag addresses from the Address Book to a message:
1. Open the outgoing message.

2. Click the button in the toolbar or choose Address Book from the
Window menu.
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3. Arrange the windows so that you can see both the Address Book and
the Recipient area of the message.

4. Inthe Address Book, select the recipients that you want to add to
the message.
Shift-click to select more than one recipient. To deselect arecipient,
or to select noncontiguous recipients, 88-click the recipients.

5. Drag the recipients from the Address Book to the Recipient area or
any gray areain the message window.

Dragging addresses from a text area
To drag addresses from atext clipping or atext document to a message:

1. Open the outgoing message.

2. Arrange the windows so that you can see your outgoing message and
the text containing the addresses.

3. Select the text clipping or text containing the addresses you want to
g add to your message.

text elipping i i L. .
4. Dragthetext clipping or text to the Recipient areaor any gray areain

the message window.

(You must drag atext clipping to the Recipient area, or it will be
added as an enclosure.)

Including carbon copy and blind carbon copy recipients

Y ou can send a message to three types of recipients. You can change a
recipient’ s type by choosing an option from the Type pop-up menu in
the Recipient area.

Choose When the recipient is

To The primary recipient.
All recipients can see who the To recipients are.

CC (Carbon Copy)  Not the primary recipient, but the recipient may be interested or
involved in the content of the message.

All recipients can see who the Carbon Copy recipients are.

BCC (Blind Not the primary recipient, but the recipient may be interested or
Carbon Copy) involved in the content of the message. A blind carbon copy is
considered somewhat confidential.

No recipient can see whether there are any Blind Carbon Copy
recipients. A Blind Carbon Copy recipient cannot see whether there
are other Blind Carbon Copy recipients.
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Important Not all services support carbon copies and blind carbon
copies. Y ou may want to check with both the sending and receiving
services before setting up carbon copies or blind carbon copies. All the
online services supported by Claris Emailer support both carbon copies
and blind carbon copies.

In addition, some Internet mail servers may reveal Blind Carbon

Copy (BCC) recipientsif all the recipients are blind carbon copied. To
prevent this, always include at |east one To recipient—for example,
yourself.

Enclosing files

Y ou can enclose any type of file with an outgoing message by adding it
to the Enclosure area of the message.

To see the Enclosure area, click the triangle next to the # icon.

]

e ==
] B ;

Subject:ll | Send via: | Internet account b I

. . [> & 4 Recipients
Click to hide or sShow —= # 2 Enciosures

Outgoing Message:

the Enclosure area == o
Files that will be Praduct Data Sheet
enCIOSed W|th th|S Quarterly Spreadshest R Compress files
outgoing message Encoding:
=

Before you send an enclosure, keep this information in mind:

= You can enclose an entire folder, but you must select the
Compress files option to theright of the Enclosure area. Alternatively,
you can use a compression application to convert the folder and its
contentsto asinglefile.

= Besureto enclosethe origina file and not an aliasto thefile.

= Check with both the sending and receiving services before sending
enclosures over the Internet. Some services (for example,
CompuServe) do not support sending and receiving enclosed files
over the Internet.
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= Check with the recipientsto make surethat they have the applications
necessary to open the files you're sending. If you save your filesin
text (ASCII) format, they can be opened in most applications that
accept text.

= |f you'reenclosing atext file of lessthan afew pages, you may want
to include the text in the message body instead of sending it asan
enclosure.

AppleLink users When you send an enclosure with Claris Emailer, the
enclosure is compressed as a Stufflt enclosure, not an AppleLink
package.

Selecting an enclosure by location
To add an enclosure using a standard selection dialog box:

1. If you don’t see the Enclosure area, click the triangle next to the
4 icon in an outgoing message window.

2. Click the[s] button next to the Enclosure area in the message.
Y ou see the selection dialog box.

Select a file to enclose

Choose a folder or disk @
tosee f'ilﬁstﬁgtdlggggﬁ B Advertisement =— Hard Disk
E# Budget Worksheet
& Letterhead
Select afile from CiLogos
the scrolling list @ Product Data Sheet
@‘ﬂuarterlg Spreadsheet
f& Sales Presentation
[T1sample Files Cancel

3. Select afile from the dialog box.
4. Click Select.

Selecting an enclosure by name
To add an enclosure by searching for it by name:

1. If you don't see the Enclosure areain the message window, click the
triangle next to the #' icon in an outgoing message window.

2. Click the [%] button next to the Enclosure areain the message.
Y ou see the Find Files dialog box.
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3. Choose the name of the disk you want to search from the Volume
pop-up menul.

4. Typethe name (or partial name) of the file you want to search for.
The search is not case sensitive.

5. Click Find.
Y ou see the search resultsin the File list.

Find Files

Wolurne : | Hard Disk vl

Fﬂename:lsheet | [ Find ]

File afs
Ei] Fax Cover Sheets

Quarterly Spreadshest

T

6. Select the files you want to enclose.

Shift-click to select more than onefile. To deselect afile, or to select
noncontiguous files, 88-click the files.

7. Click Select.

Dragging an enclosure to a message

Follow these steps to add an enclosure using Macintosh drag and drop.
For more information about drag and drop, see “Working with
Macintosh drag and drop” on page 2-17.

1. If you don’t see the Enclosure area, click the triangle next to the
4 icon in an outgoing message window.

2. Arrange the windows so that you can see the desktop and the
message.
3. From the Finder, select the files you want to enclose.

4. Dragthefilesfrom the Finder to the Enclosure area or any gray area
in the message window.
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Asyou drag thefilesinto the Enclosure area, you see aborder around
the area. When you release the mouse, your enclosures are added to

the message.

Setting options for sending enclosures

To set the way Claris Emailer sends enclosures, select optionsin the
Enclosure area of an outgoing message.

=] EE
ODNEEE
Subject: || | Sendvia: [ Internet account R

3 & 4 Recipients
= & 2 Enclosures

Outgoing Message:

File i
Froduct Data Sheet
Quarterly Spreadshest

¢ Compress files

Encoding : Service Default hal

l

Select an encoding option
Select to compress files

Setting compression options
Compressing enclosed files saves time during the transfer and can
reduce the charges on some services.

Claris Emailer uses the Stufflt compression technology to compressthe
files. The recipient of the message must have a Stufflt expansion tool to
expand any compressed files. If the message is received using

Claris Emailer, enclosures are automatically expanded (by default).
Because the Stufflt expansion tool isnot widely available on computers
that don’'t use the Mac OS, you may not want to use Claris Emailer to
compress filesif the recipient uses a different operating system.

For more information about file compression, see appendix B,
“Compressing enclosures.”

Note Y ou must compress filesif you want to enclose afolder.

To compress enclosed files when the message is sent, select
Compress files.
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Setting encoding options
Enclosed files are sent using special encoding to ensure that they arrive

without errors. For more information about encoding, see appendix A,
“Encoding enclosures.”

To specify an encoding format, choose an option from the Encoding
pop-up menu.

Removing enclosures from outgoing messages

To remove enclosures, select one or more enclosures in the Enclosure
area of amessage. Then click the [@] button next to the Enclosure area.

Note When you move an enclosure from an outgoing message, it is not
removed from your hard disk.

Adding a signature

Y ou can use asignatureto include closing information at the end of your
messages. For example, your signature could contain your name,
company, and email address.

To use asignature in a message, you must have created one or more
signatures. For more information, see “ Setting up your signatures’ on
page 10-6.

Y ou can either set up a default signature used for every message for a
particular account, or you can add a signature on a message-by-message
basis. For more information about specifying a default signature for
each account, see the section on setting account options for your email
service in chapter 3, “ Setting up Claris Emailer.”
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To add asignature to an individual message:
1. Open the outgoing message.

Swre [s Detsat o et [9] 2. Choose asignature from the Signature pop-up menu at the bottom of

Randorn

Internet Confia the message window.

Fersonal signature )
Buziness signature 7B

Choose To display

None No signature in the message

Default for account The default signature that you defined for the account that you
specified in the Send via pop-up menu. The Send via pop-up
menu isin the upper-right area of the message window.

Random A random selection from your list of signatures

Internet Config The default signature you defined in your system-wide Internet
Config setup. For more information, see the documentation that
comes with Internet Config.

A signature name A specific selection from your list of signatures

The signature you choose appears at the end of your message text
when your message is sent. The signature does not appear in the
outgoing message window.

Selecting an account to send the message through

If you have more than one account set up in Claris Emailer, you must
select an account through which you will send the outgoing message.

Y ou set the account through which messages are sent by default in the
Accounts List window. For more information about setting the default
account, see “ Setting up account information” on page 3-4.

If you want to send a message through a different account, choose the
desired account from the Send via pop-up menuin the outgoing message
window.

Send via:

FadiaMail aeeount

Claris OfficeMail users If you use Claris Emailer to connect to other
servicesin addition to Claris OfficeMail, always choose your
Claris OfficeMail account from the Send via pop-up menu when
sending messages to other Claris OfficeMail users on your local
network.
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Specifying where the message will be saved

By default, outgoing messages are saved in the Out Box folder before
they are sent and then moved to the Sent Mail folder when they have
been successfully sent.

Y ou can select adifferent folder to save the outgoing messagein. If you
choose afolder other than the Out Box folder, the message will remain
where it is after it has been sent.

To set where an open message is filed when you closeit, hold down the
mouse button on the [&] button in the upper-left corner of the message
window and choose a folder from the pop-up menu of folders that
appears. Or, click the [&] button to select afolder from the Select a
Folder dialog box.

Select a Folder...

Mail from &na .

The name of the folder you have selected appears to the right of
the [&] icon.

For more information, see “Filing messages from a message list” on
page 7-8.

Searching for text in an outgoing message
[ o Y ou can perform two types of searchesin Claris Emailer:

Undo ®Z

Cut ®H

Cony % = search for occurrences of specified text within an open message
seiect il - = search for every message (in a specific folder, or in all folders) that
EEE: urml F::igdrel:;s:t?:k a%C containsthe SpeCI fied text

Paste As Quotation ®'

New » . . .
Edit Item To perform asearch, click the button in the toolbar or choose Find

Delete Message ®D

from the Edit menu. For more information, see “ Searching for text or
m messages’ on page 7-11.

| Spelling » |

Dragging text in an outgoing message

Y ou can drag text within the subject or body areas of amessage, or from
those areas to the desktop or to other messages, by selecting the text and
then dragging it.

To drag acopy of the text (rather than moving it) within the subject or
body of amessage, hold down the Option key while dragging.
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Using the spelling checker

The spelling checker in Claris Emailer works by comparing wordsin an
outgoing message to the spelling dictionaries. Claris Emailer comes
with a standard main dictionary, but you can create additional personal
dictionaries, which contain words that you commonly use (for example,
the spelling of someone’ s name). When the spelling checker finds a
word that is not in the selected dictionaries, it suggests alternatives.

Checking your spelling

Use keyboard shortcut to
replace a word

Claris Emailer helps you find any spelling errors before you send
messages. The spelling checker checks only the currently open outgoing
message window. Y ou can check only one message at atime.

Note Y ou cannot check spelling on an incoming message or connection
log. Also, the Spelling Checker does not check spelling in the Subject
field of outgoing messages.

Y ou can check all the text in amessage or just text that you select.

To check spelling in a message:

1. Place the insertion point in the body of the message, or select some
text in the message.

2. Choose Spelling from the Edit menu and then choose Check Spelling or
Check Selection.

The Spelling dialog box appears and begins to check the message.

Click to replace with the

— speling —— Wordselectedinthellist
(changes to Done when
Ciommee )| checkingis rished)
relieved [] Click to accept the word as
| %2 |received is during this spell-
%3 |reachieved (_skip__}—— checking session
‘ %4 (Team 3 Cicktoadd the
( Cancel ) questionable word to
#6 = your user dictionary
Statuz: Questionable Spelling 10 Words in Docurnent . .
1 questionable word | [ Click to hide or show the
- - word in context
|...H1 Jane, | want you to know that | recieved the me 0...|
I

Shows the questionable word in context Shows the word count
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Claris Emailer verifies the words you are checking in the main
dictionary—which was installed with Claris Emailer—and any
installed user dictionaries.

= |f Claris Emailer detectsamisspelled word, it displaysthewordin
the Spelling dialog box and suggests alternative spellings. Select
the correct spelling from the list and then click Replace to replace
theincorrect spelling with the correct spelling from the dictionary.

= |f the spelling of aword in question is correct (such asthe spelling
of aname), you can add the word to your user dictionary by
clicking Learn. Or, click Skip to ignore the word.

= When there are no more inaccurate spellings, the Done button
appearsinthe Spelling dialog box. Click Done to closethe Spelling
dialog box.

Tip To check the spelling of one word, open the Spelling dialog box,
type the word to check in the Word text box, and click Check.

Selecting or editing a dictionary

Y ou can have more than one main dictionary and more than one user
dictionary stored on your hard disk. If you want to use amain or user
dictionary other than the one currently selected, you can select a
different dictionary. For instance, you can select the dictionary that you
already use with other Claris applications. Y ou can also edit thetermsin
the user dictionaries.

To select adictionary, choose Spelling from the Edit menu and then
Choose Dictionaries. To edit a dictionary, choose Spelling from the Edit
menu and then Edit User Dictionary.

For more information about selecting and editing dictionaries, look up
“dictionaries’ in the Claris Emailer Help system.

Saving and sending a message

After you create a message, you can:

= send it as soon as you finish composing it

= saveit and send it at the next connection to a service
= saveit without sending it

= saveit to your desktop as atext document
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Sending a message right away

After you create a message, you can send it immediately rather than
filing it and sending it at the next connection. When you send messages
right away, you can choose to send just one message or all unsent
messages.

New Message BN
Reply... #R
Forward ®dJ
File... “S®F

Show Long Headers {#H
Priority

Connect Now...

Connect Again =3 K
Execute Schedule »

Go to New Mail 3

To send a message right away:

1.

Click the Send Now button at the upper-right corner of the message
window.

Y ou see the Send Now Setup dialog box.

For information about bypassing this dialog box, see “ Setting
outgoing message preferences’ on page 10-11.

Note The Send Now button is dimmed if a connection is currently
running or if you have not specified arecipient for your message.

. Choose your connection options.

For information about setting connection options, see“ Connecting to
your email accounts right away” on page 4-1.

. Click Connect.

Y our message is closed and sent.

By default, the sent message is filed in the Sent Mail folder. For
information about changing where an outgoing message isfiled after
you send it, see “ Setting outgoing message preferences’ on

page 10-11.

To send al pending messages right away:

1.

Close any open messages that you want to send during this
connection.

. Click the button in the toolbar, or choose Connect Now from the

Mail menu.
Y ou see the Connect Now Setup dialog box.

. Choose your connection options.

For information about setting connection options, see“ Connecting to
your email accounts right away” on page 4-1.

. Click Connect.

Y our messages are sent.
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If the outgoing messages were filed in the Out Box folder, they are
moved to the Sent Mail folder by default. For information about
changing where an outgoing message is filed after you send it, see
“ Setting outgoing message preferences’ on page 10-11.

New Message EN
Reply... ®R

Friard Ja The next time you want to connect using the same settings, hold down
Show Long Headers 0K the mouse button on the (| button in the toolbar and choose

it : Connect Again from the pop-up menu that appears. Or, choose

Connect Again from the Mail menu. Claris Emailer connects without
presenting a dialog box.

Connect Now... EK

6o to New Mail

Sending a message at the next connection
To save amessage and send it at the next connection:;

1. If the button to the |left of Send Now is Save As Draft, click the [&] icon.
(If the button name is Queue Message, skip this step.)

Click here... ...to change this button

to Queue Message

The button name changes to Queue Message.
2. Click the Queue Message button in the message window.

The message is saved in the Out Box folder (by default), waiting to
be sent at the next connection. To change the default folder that
messages are saved in, see “ Setting outgoing message preferences”
on page 10-11.

Important Outgoing messages saved in the Deleted Mail folder are not
sent and will be deleted.

The & icon isdisplayed next to the saved message in the message list,
indicating that the message will be sent at the next connection. If you
open a scheduled message in the future, the Queue Message button is
displayed, reminding you that this is a scheduled message.



Creating and sending messages  5-19

Saving a message without sending it

If you’re not finished composing a message, you can save and close it
without sending it and continue working on it later. This action stores
your unscheduled message in afolder that you choose.

To save amessage as a draft:

1. If the button to the left of Send Now is Queue Message, click the
icon. (If the button name is Save as Draft, skip this step.)

...to change this button

to Save As Draft

Click here...

The button name changes to Save As Draft.
2. Click the Save As Draft button in the message window.

The message window closes and the message is saved in the Out Box
folder (by default).

The & icon is displayed next to the saved message in the message list,
indicating that the message will not be sent. When you open a draft
message in the future, the Save As Draft button is displayed, reminding
you that this message is unscheduled.

To change the default folder that outgoing messages are saved in, see
“ Setting outgoing message preferences’ on page 10-11.

Open...
Open Special

Tip To save amessage to your hard disk without closing it, choose Save
from the File menu.

Save Rs Texut...

Import Addresses...
Export Addresses...

PFage Setup...
Print... ®P
Print One 3P

Quit *®0
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Saving a message as text

Y ou can save any message as atext file. The text file can be opened by
text editors, word processors, and many other applications.

Open... ®0
Open Special »
Close ®W
Save 3§
Save As Text...
Import Addresses...
Export Addresses...
Page Setup...
Print... ®P
Print One TEP
Quit #®0

Saving amessage as text does not save the message within
Claris Emailer. Choose one of thefollowing optionsto savethe message

within Claris Emailer.

For more information about

See

Saving an open message without closing it

“Saving amessage without sending it” on
page 5-19

Closing and sending a message immediately

“Sending a message right away” on
page 5-17

Closing amessage and sending it at the next
connection

“Sending a message at the next
connection” on page 5-18

Closing amessage and saving it as a draft
message that will not be sent

“Saving amessage without sending it” on
page 5-19

To save amessage as atext file:
1. Open the message.

2. Choose Save As Text from the File menu.

Y ou see the save file dialog box.

3. Type aname and select alocation for the document, and click Save.
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Checking the status of messages you send
Folders can contain both incoming and outgoing messages.

Check these icons for status
information about outgoing mail

Claris Emailer

displays status icons in the message list, giving you

important information about the message type and whether or not it has
been sent. After you save or send a message, you can check its status.

EF] Browser ——o——————pi=
Wiew | A1l Folders vl = | Subject | From/To
Folder Iﬁ A\ Project Schedule review To: x 10423 335 PM ﬁ
= In Box @ Quarterly info & |To: MicheTle Cannon 10/23 330 PM
Q Meeting agemda To: Billy Addington (and 2 other 10/23 10:32 AM
mSentMai] &Teanmeet'nghu‘lag To: Elfriede Lechner (and 2 othe 10/22 2:35PM
[ Deleted Mail
(L Read Mail 1l
= Logs it
D ([ Bridge Project
[¢ (O Highway Project
- =
% 4 in list, O selected <@ 3 @l

Theiconsinthe = column in the message list show the status of each

message.

This icon

Shows that the message

Will be sent at the next connection

Outgoing
AN

Has been saved as adraft and will not be sent until you open the message
and click Queue Message or Send Now

Isan unread incoming message. The text describing the message appears
in bold in the message list.

Is an incoming message that you have replied to

Has been partially downloaded and isincomplete

Is partially downloaded, and you have designated it to be fully retrieved
at the next connection

Incoming

Ispartially downloaded, and you have designated it to be del eted from the
server at the next connection

Is an auto-file log describing one or more messages that were filed by
mail actions. Auto-file logs are stored in the Logs folder by default.

Both

Is an outgoing message with an addressing error.
OR

Isan unread connection log. Connection logsare stored in the Logsfolder
by default.
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The following indicators also give you information about your

messages:

= |ncoming messages that have been read (but not replied to) and
outgoing messagesthat have been successfully sent do not haveicons
in the =3 column.

= Messagesthat contain one or more enclosures have the ¢ iconinthe
Subject column.

= Outgoing messages have theword To: in the From/To column.



Chapter 6. Receiving messages

This chapter contains information about reading, replying to, and
forwarding messages you receive, and storing and opening enclosures.

Collecting your mail

Y ou collect your incoming mail during a connection. Connections are
described in detail in chapter 4, “ Connecting to email services.”

Y ou can immediately retrieve incoming messages from one or more
email services, or wait until messages are retrieved automatically at the
next scheduled connection.

For information about See

Retrieving messagesimmediately ~ “Connecting to your email accounts right avay” on

page 4-1
Setting up a schedule “Scheduling account connections’ on page 4-3
Retrieving messages from your “Receiving mail via Claris OfficeMail” on page 6-10

Claris OfficeMail account

When incoming mail arrives

In Box
Project ¥

Y ou can decide how Claris Emailer notifies you when new mail arrives
on your computer. By default, Claris Emailer plays atone. When
Claris Emailer is not the active application, it also displays aflashing
[ icon at the far right of the menu bar. For information about setting
mail notification options, see “ Setting mail notification preferences’ on
page 10-13.

Messagesyou receive are stored inthe In Box folder by default. Y ou can
use mail actions to file new incoming mail in other folders. When you
receive amessage, you seethe [ icon in the Browser for each folder
that contains new mail.

To quickly select afolder that has unread mail, hold down the mouse
button on the button in the toolbar. Y ou see a pop-up menu of all
folders containing unread incoming mail and unsent outgoing mail.
Choose afolder from the pop-up menu to open it. Or, click the
button to open the first folder containing unread messages.
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Theiconsinthe E= column in the message list show the status of each
message.

This icon Shows that the message

Incoming

Isan unread incoming message. The text describing the message appears
in bold in the message list.

Is an incoming message that you have replied to

Has been partially downloaded and isincomplete

Is partially downloaded, and you have designated it to be fully retrieved
at the next connection

Ispartially downloaded, and you have designated it to be deleted from the
server at the next connection

Is an auto-file log describing one or more messages that were filed by
mail actions. Auto-file logs are stored in the Logs folder by default.

Will be sent at the next connection

Has been saved asadraft and will not be sent until you open the message
and click Queue Message or Send Now

Both |Outgoing

Is an outgoing message with an addressing error
OR

Isan unread connection log. Connection logsare stored in the Logsfolder
by defaullt.

The following indicators also give you information about your

messages:

= |ncoming messages that have been read (but not replied to) and
outgoing messages that have been successfully sent do not haveicons
in the &= column.

= Messagesthat contain one or more enclosures have the «# iconin the
Subject column.

= Outgoing messages have the word To: in the From/To column.

Working with partially downloaded messages

When you set up the account options for Claris OfficeMail,
CompuServe, and Internet accounts, you can specify a maximum size
for downloaded messages. When you receive a message that is larger
than the size you specified, Claris Emailer downloads asmall portion of
the message (usually the header information and afew lines of text) and
marks the message with the =a icon.
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When you receive a partially downloaded message, you have the option
of downloading the full message or del eting the message from the server
without reading it.

To download or delete a message that has been partially downloaded,
hold down the mouse button on the za icon in the message list and
choose an option from the pop-up menu that appears. Or, choose an
option from the pop-up menu at the upper-right corner of an open
message window. (The pop-up menu appears only for partially
downloaded messages.)

= Subject [ From/To T . _
i Quarterly info & | Sophie Tang 10/23 12:12F |{8] Click to display the
Click t0 ——5a Re: Team Meeting Today Elfriede Lechner 10/22 339PM = pop-up menu
display the 4t |Status From the Field Sophie Tang 10/22 307PM |
0p-up menu
Pop-Up e~}
(=51 | Leave rressage on server b I |
= Subject | From#Ta = 1
Quarterly info & Sophie Tang 10423 12:12P ﬁ
® Leave message on server *de Lechner 10/22 339 PM 5} FE
Get entire message at next connection | e Tang 10/22 307 PH # Leave message on server =
Delete from server at next connection e Tang 10422 Z07PH Get entire message at next connection
e 5 = = < Delete from server at next connection
52 Project Planning Seminar Sophie Tamg 10/17 207 PM .

In a message list

In an open message window

The next time you connect to that account,
If you choose this option Claris Emailer

Leave message on server Does not download or delete the full message
Get entire message at next Downloads the full message
connection

Delete message from serverat ~ Deletes the message from the server
next connection

Deleting the partially downloaded message |f you delete the partialy
downloaded message from Claris Emailer, the full messageis deleted
from the server at the next connection if you have selected the Remove
mail from server when permanently deleted from Emailer option in the
account options. If this option is desel ected, the full message remainson
the server, and Claris Emailer partially downloadsit again the next time
you retrieve messages from that account. For more information about
deleting messages, see “ Deleting messages’ on page 7-10.



6-4  Claris Emailer User's Guide

Reading messages

To read a message:

1. Inthe Browser, select the mail folder that contains the message (by
default, the In Box folder).

The message list shows the messages in the selected folder.
Tip For information about quickly selecting afolder that has unread
mail, see “When incoming mail arrives’ on page 6-1.
2. Double-click the message you want to read.
Y ou see the message window for the current message.

EO=—————— Incoming Message: Quarterly info =——————H1-
0] Bl ve-
Suhject:lDuarter]g infa | Received: 1/15/97 12:14:03 M
Click to show or hide the ——= 3 From: Sophie Tang, Internet, stang@cc.com
header pane Sent: /15 12:12 PN &
Feceived: 1/15 1Z:14 PH =
Fram: Sophie Tang, stangfcocc.com =
To: Michel le Cannan, MichelleCEaol .com
. . &
Click to show or hide the ——% & Financials for Project ¥
Enclosure list Enclosure File Path ir
D Financials for Project Hard Drizk :Claris Em..er :Downloads Financials for Project ¥
A
Michel le, <
Enclozed are the 1997 financials for Project X. Az usual, they are
confidential . =i
I
—Sophie— @

New Message BN
Reply... #R
Forward 8d
File... =33 F

Show Long Headers {3%H

Priority

Connect Now... %K
Connect Again =53 K
Execute Schedule »
Go to New Mail »

To go to the next or previous message, click theright or left arrow inthe
upper-left corner of the message window. (Press Option asyou click an
arrow to delete the current message and go to the next or previous

message.)

To see the Internet addressing information, choose Show Long Headers
from the Mail menu. The information in the header pane changesto
show the full Internet headers for the message. Choose Show Short
Headers from the Mail menu to return to the default information shown
by Claris Emailer.

Internet Config users Y ou can launch a URL from Claris Emailer by
88-clicking it in the text of a message. Internet Config starts the
application you have designated for that type of URL.
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Working with enclosed files

Click to show or hide the
Enclosure list

If amessage you receive has an enclosure, you see the Enclosure list
when you open the message. Y ou can show or hide the Enclosure list at
any time by clicking the triangle next to the # icon.

S@=——— Incoming Message: Quarterly info ————[I
4 EI In Bosx
Subject:lDuarter]g info | Received: 1/15/97 12:14.03 PM
e & Fram: Sophie Tang, Internet, stang@co.com
Sent: 115 12112 PH Ery
Feceived: 1415 12:14 PH =
From: Sophie Tang, stangfcc.com =
To: Michelle Cannon, Michel leC@aol . com
i
= & Financials for Project &
Enclosure File Path 4
D Financials for Project ¥ Hard Disk :Claris Emn..er Downloads Financials for Project X
o
Michella, ki
Enclosed are the 1997 financials for Project X. As wsual, they are
confidential . =]
)
—Sophie— =71

Receiving AppleLink packages Y ou can receive AppleLink packageswith
Claris Emailer. When you receive an AppleLink package, it appears as
aClaris Emailer enclosure.

Where enclosures are stored

Open...
Open Special

Close #W| Emailer Files Folder
Sape ®E
Sapre e Youl

Import Addresses...
Export Addresses...

Fayr fetup..
Print... kX
Print Dae v P

Quit #®0

At the same time you receive an email message in Claris Emailer, any
enclosures are automatically downloaded to (saved in) the Downloads
folder in the Claris Emailer Folder. For information about changing the
default folder where downloaded enclosures are saved, see “ Setting file
and folder preferences’ on page 10-13.

To open the folder where downloaded enclosures are saved, choose
Open Special from the File menu and then choose Downloads Folder. The
folder is opened in the Finder.

Note When you delete amessage that has an enclosure, the enclosureis
not deleted. For information about deleting an enclosure, see “Deleting
an enclosure” on page 6-6.
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Opening an enclosure in Claris Emailer

To open an enclosure from within Claris Emailer, double-click it in the
Enclosure list. Claris Emailer starts the application used to create the
enclosure.

Important Claris Emailer cannot open an enclosure by itself. To open an
enclosure, you must have the application used to create that enclosure.

Moving an enclosure
To move an enclosure from within Claris Emailer, drag the enclosure
from the Enclosure area of the message to alocation in the Finder.

To move an enclosure in the Finder, drag the enclosure from the folder
inwhich it is located to another location. (By default, enclosures are
saved in the Downloads folder in the Claris Emailer folder.)

Tip For instructions on changing the default folder where downl oaded
enclosures are saved, see” Setting file and folder preferences’ on
page 10-13.

Deleting an enclosure
When you delete a message that has an enclosure, the enclosure is not
deleted.

To delete an enclosure from within Claris Emailer, drag the enclosure
from the Enclosure area of the message to the trash in the Finder.

To delete an enclosure from the Finder, drag the enclosure from the
folder inwhich it islocated to the trash. (By default, enclosures are
located in the Downloads folder in the Claris Emailer folder.)

Note When you delete an enclosure from amessage, it is deleted from
your hard disk but still appears in the enclosure area of the message.

Replying to a message

To reply to a message:
H Ng 1. Open the message you want to reply to. Or, select the messagein a
Show Long Headers {:3H mewe IISt

Priority »

. ] 1 -
e 2. Click the |€5] button in the toolbar or choose Reply from the Mail
Connect Again ~SEK menu.

Execute Schedule »

Go to New Mail »
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If there is more than one recipient, the Reply To dialog box appears.
Select an addressing option in the Reply To dialog box, and click
Reply.

Reply To

G Reply to sender only

(‘ Reply to sender and all ather recipients

Tip To bypass the Reply To dialog box, while you're still in the
message, press the Option key as you click the button. If you
want to always bypass the Reply To dialog box, see “ Setting reply
preferences’ on page 10-11.

In your reply, you can add and remove recipients as you do for a
message you create. For moreinformation, see“ Addressing amessage”
on page 5-3.

Including text from the original message
Y ou can include part of the original message in your reply. Thisis
especially useful if:
= thereisalong delay between the original message and the reply
= you want your reply to be seen in the context of the original message
= One or more recipients did not receive the original message

Claris Emailer has a quoting feature you can use to mark the text of an
original message in areply. Every line of aquoteis preceded by the
guoting character (>).

sdotes against the moster project plan for each functional group. 1f you find
rany problems, please report them to the project manager by Hednesdoy

*Updated Project Schedule

*Enclosed please find the latest project schedule. You'll need to check the

Quoted text
rafternoon.

trip until Hednesday afternoon. Can we extend the deadl ine for reporting

Thank you for sending the project schedule. Howewer, | will be on a business
Your reply
praoblems to Thursday morning?
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Use one of the following methods to add a quote to areply:

To Do this
Ex —
ndc w3z Use selected text from the Open the original message, select the text that you want to
i - original message in areply include in the reply, and then create the reply. For
capy %0 information on creating areply, see the previous section.
Paste ®U
Select Al A Copy text from amessage (or  Open amessage or other document containing text, and copy
Lopylniie Message Sl any other text document) and  the text you want to quote. Then position the insertion point
then paste it into another in the reply and choose Paste as Quotation from the Edit
o s message menu.
Edit Item
Delete Item *D Copy the entire message, Open amessage, and then choose Copy Entire Message from
Find... ®F including details about the the Edit menu. Then position the insertion point in the reply
Find Again e sender and subject and choose Paste as Quotation from the Edit menu. Y ou can
spelling > also paste the text into any other document that accepts text.

Alwaysquotetheentiretextof Select Quote all text of the original message by default in the

amessage you arereplyingto  Repliespreferences. However, if text in the original message
is selected when you create the reply, only the selected text
is quoted.

By default, theinsertion point is placed after the quoted text.
Y ou can set a preference to have Claris Emailer place the
insertion point before the quoted text.

For more information, see “ Setting reply preferences’ on
page 10-11.

Adding an attribution line

Y ou can set apreferenceto display an attribution line above quoted text.
For instance, you could include an attribution line with this format:

On <date>, <sender> (<sender address>) wrote:
In this example, the attribution line in your reply message might be:
On 1/1/97, Jane Smith (jsmith@aol.com) wrote:

For moreinformation about adding an attribution line, see*” Setting reply
preferences’ on page 10-11.
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Forwarding a message

A message you forward contains the compl ete original message. Y ou
can edit the text of the forwarded message just as you would a new

message.

Any enclosures attached to the original message are automatically
attached to the forwarded message. Y ou can add and remove enclosures
just as you do for messages you create. For more information about
adding and removing enclosures, see “Enclosing files” on page 5-8.

To forward a message:

1. Open the message you want to forward. Or, select the messagein a
message list.

2. Click the button in the toolbar or choose Forward from the Mail
menu.

New Message
Reply...
Forward 3
File... =33 F

Show Long Headers ©#H
Priority 13

o g A new outgoing message is created, containing the entire text of the
Connect Again  ~axk original message and any enclosures.

Execute Schedule 13

50 to New Mail 3 3. Address the message.

Y ou can add recipientsjust as you do for a message you create. For
information about addressing the message, see “Addressing a

message” on page 5-3.

Filing an open message

To set where an open message is filed when you close it, click the
button in the upper-left corner of the message window and sel ect afol der
from the Select aFolder dialog box. Or, hold down the mouse button on
the icon and choose a folder from the pop-up menu of folders that

appears.

Select a Folder...

Mail from dna .

The name of the folder you have selected appears to the right of the
icon.

For more information, see “Filing messages from a message list” on
page 7-8.
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Dragging text in an incoming message

Y ou can drag text from the subject or body areas of an incoming
message to the desktop or to other messages, by selecting the text and
then dragging it.

Searching for text in incoming messages

Undo ®Z
Cut ®H
Copy ®C
Paste U
Select All ®A
Copy Entire Message =3%C
Copy to Address Book {#C
Paste As Quotation *®'
New 4
Edit Item

Delete Message *D
Find Again EX

‘ Spelling » |

Y ou can perform two types of searchesin Claris Emailer:

= search for occurrences of specified text within an open message

= search for every message (in a specific folder, or in al folders) that
contains the specified text

To perform a search, click the button in the toolbar or choose Find
from the Edit menu. For more information, see “ Searching for text or
messages’ on page 7-11.

Saving a message as text

Open... ®0
Open Special »
Close ®W
Save #5
Save As Text...
Import Addresses...
Export Addresses...
Page Setup...
Print... ®P
Print One TP
Quit ®0

Y ou can save any message as atext file. Thetext file can be opened by
text editors, word processors, and many other applications.
To save amessage as atext file, follow these steps:
1. Open the message.
2. Choose Save As Text from the File menu.
Y ou see the save file dialog box.
3. Enter aname and select alocation for the document, and click Save.

Receiving mail via Claris OfficeMalil

Claris OfficeMail is email server software available for purchase from
Claris. This section applies only to Claris OfficeMail users.

Claris OfficeMail receivesyour mail from other local usersand fromthe
Internet (if you have Internet email service). Y our mail waitsfor you on
the server until your Claris Emailer application retrievesit.

While Claris Emailer isrunning, it automatically retrieves and displays
your mail from Claris OfficeMail as soon asthe server receives mail for
you.



Receiving messages  6-11 ‘

Claris Emailer does not retrieve your mail under the following
circumstances:

= the Claris Emailer application is not running

= your account information is inaccurate in the Claris OfficeMail
Service Entry dialog box (such as an incorrect email name or
password)

= you deselected Get mail in the account options for the account (for
more information, see “ Setting Claris OfficeMail mail handling
options’ on page 3-12)

= you disabled the connection to Claris OfficeMail by deselecting
Connect to this service in the Claris OfficeMail Service Entry dialog
box

= the Claris OfficeMail application is not running on the server
machine

= your machine is not networked with the server machine

In addition, Claris Emailer does not retrieve your mail automatically
under the following circumstances (but you can still connect to
Claris OfficeMail using Connect Now or a connection schedule):

= the ClarisEmailer Notifier fileisnot in the Claris Emailer
Filesfolder

= the Claris OfficeMail server is started after you start the
Claris Emailer application on your computer. Y ou must restart your
computer in order to retrieve mail automatically.

= you are using a TCP/IP connection—rather than an AppleTalk
connection—to the server

When Claris Emailer cannot retrieve your mail for one of the reasons
described above, the mail waitsfor you on the server machine. The next
time you successfully connect, Claris Emailer retrieves al the mail that
iswaiting for you.

For information about setting mail notification options for your
Claris OfficeMail accounts, see “Setting Claris OfficeMail mail
handling options’ on page 3-12.
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What is my Claris OfficeMail email address?

This section applies only to Claris OfficeMail users.

Anyoneinyour officewhoisalso using Claris OfficeMail can send you
email by typing your email name in the Recipient area of an outgoing
message. Claris Emailer automaticaly fillsin your email address.

If you are using ClarisLink

If your officeis using ClarisLink to connect to the Internet, your

Claris OfficeMail administrator choosesthe domain namethat isused in
the Internet part of your email address. Y our email address has one of
thefollowing formats, where company isyour company’ sdomain name:

Y ourEmail Name@company.clrs.com

or

Y ourEmail Name@company.com
Important Ask your server administrator for your Internet email address.

This email address can be used by people outside your local network
who have access to the Internet and want to send you email.



Chapter 7. Working with folders and message lists

Message lists appear in the Browser, in folder windows, in search
results, and in auto-file logs. This chapter provides information about
setting up folders and subfolders; filing, prioritizing, printing, and
deleting messages; and searching for text within messages.

Working with folders

Incoming and outgoing messages are stored in folders. A folder can
contain both incoming and outgoing mail.

Window

Address Book 4
Browser #B

Y ou can view alist of folders by choosing Browser or Folder List from the
Window menu. The Browser displays folders and messages.

Folder List #L
Error Log
Toolbar — _—
Connection Status EE Browser =——————— |5
e ! | ATl Folders VI = | Subject | Fror TS .
Faolder 3] Quarterly info & Sophie Tang 10/28 12:12F
P In Box 5t Re: Team Meeting Today Elfriede Lechner 10/22 3:39PH
=
(=) Out Box 3 (Status From the Field Sophie Tang 10/22 3:07PM
(B3 Sent Mail # [Quarterly Results Sophrie Tang 10/22 307 PM
Dﬁ Deleted Mail 5t Project Planning Seminar Sophie Tang 10417 207 PM
: Marwin's Yacation Request Sophie Tang 10412 312 P
(B3 Read Mail
E Logs ||| Tearn Meeting Today Sophie Tang 10412 306 P
- D Eridge Project 5t Pued: New Payroll Deduction Kentaro Dgawa 10410 2:32 PM
D Schedule infao 5t Printer 1 DOWHN! hrtta Schmidt 10410 231 PH
DTeam email 5t Free fitness classes at the g Costanza Ferrini 10410 2:31 PM
(03 Vendor email 5t Henry s Farewell Lunch Costanza Ferrind 10410 139 PM
[ (03 Hishway Project 52 Return my Internet books? 10/10 107 PM
|| 12 in list, 0 selected

Windouw
Address Book 4
Browser %B
Folder List #L

Error Log

Toolbar

Connection Status

Folder List

(= Out Box

(B3 Sent Mail
[ Deleted Mail
(03 Read Mafl
EEI Logs
= [(J Bridge Project
[0 Sehedule info
[0 Team email
3 Wendor email
[ (3 Highway Project

Folder
= In Box

il
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Icons on the folders tell you information about the contents of the

folders.

This icon Indicates

= There are unread or unsent messages in the folder.

[:ﬁ There are unread or unsent messages in the Deleted Mail folder.
All messages in the folder will be permanently deleted on a schedule set
up inthe Preferencesdial og box (see” Setting file and fol der preferences’
on page 10-13).

b 03 The folder contains subfolders. Y ou can view the list of subfolders by

clicking the triangle.

Special properties of the default folders

There are six default folders that come with Claris Emailer. These
folders have some special properties.

Folder name

Special properties

All default folders

Default folders always appear at thetop of the Folder list and areadarker
color than folders you add.

Default folders cannot be deleted or have subfolders.

In Box

By default, new incoming mail isfiled in this folder.

Out Box

By default, unsent outgoing mail isfiled in thisfolder.

When an outgoing message is sent from this folder, it is automatically
re-filed in the Sent Mail folder by default.

Sent Mail

When an outgoing message is sent from the Out Box folder, itis
automatically re-filed in this folder by default.

Thisfolder is emptied on a schedule defined in the Preferences dialog
box.

Deleted Mail

All deleted messages arefiled in this folder.

Thisfolder is emptied on a schedule defined in the Preferences dialog
box.

Read Mail

You can set a preference to file incoming mail that you have read into
thisfolder.

Thisfolder is emptied on a schedule defined in the Preferences dialog
box.

Logs

New incoming connection logs and auto-file logs are filed in this folder
by default.
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Setting up folders and subfolders

Folder
New Folder...

New Subfolder...
Open Folder

Edit Folder...
Delete Folder

Y ou can add, rename, mark, and delete folders, and create subfolders
within folders.

Y ou can add asmany foldersasyou want. Give each folder ameaningful
name, such as Project Status. Y ou can delete only foldersyou’ ve added.
(You cannot delete the default folders.)

A marked folder is afolder that appears in the Folder pop-up menu—
which appears when you click the icon in thetoolbar or in amessage
window—and intheMarked Foldersview of the Folder listinthe Browser
window. By default, al folders are marked.

A subfolder is afolder stored inside another folder. For example, the
Project X folder might contain the subfolders Customers, Project Info,
and Meetings. Subfoldershave al the same propertiesasfoldersand can
contain subfolders. Y ou can have as many subfolders as you want.
However, you cannot add subfolders to the six default folders.

To Do this
Add afolder Choose New Folder from the Folder menu. Then type aname for the folder
and click OK.

Add asubfolder  Select afolder and choose New Subfolder from the Folder menu. Thentype
aname for the subfolder and click OK.

Y ou cannot add subfolders to the default folders.

Rename afolder  Select the folder and choose Edit Folder from the Folder menu. Renamethe
folder and click OK.

Mark or unmark  Select the folder and choose Edit Folder from the Folder menu. Select or
afolder deselect Appears in Folder pop-up menu and click OK.

Delete afolder Select the folder and choose Delete Folder from the Folder menu.
Y ou cannot delete a default folder.
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Selecting which folders appear in the Browser

Y ou can decide which folders appear in the Folder list in the Browser.
By default, all folders appear.

To view only folders you have marked, choose Marked Folders from the
View pop-up menu above the Folder list in the Browser window.

Wiew

Note When you view only marked folders, the folders you have added
appear in aphabetical order, with no folder hierarchy.

To view al folders, choose All Folders from the View pop-up menu.

For information about marking folders, see the previous section,
“ Setting up folders and subfolders.”

Resizing the Folder list area in the Browser
Y ou can make the Folder list in the Browser narrower or wider.

To resize the Folder list:

1. Position the pointer over the ||| between the Folder list and the
Message list.

2. When the pointer changesto a {% , dragit left or right until the Folder
list isthe size you want.

EOiI=———————————  Brhiwser=—————— -
wiew: [ AllFolders ¥] [=] Subject [ T
EEe ] Quarterly info & Sophie Tang 10422 12:42P m
= In Box #t Re: Team Meeting Today Elfiriede Lechner 10422 3:39PM
=
(2= Out Box % (Status From the Field Sophie Tang 10/22 307PM
(g Sent Mail 4t Quarterly Results Sophie Tang 10422 307PH
[:ﬁ Deleted Mail 4t Project Planning Seminar Sophie Tang 1017 Z07PHM
. (B Read Mail | 4, Marvin's Vacation Request Sophie Tang 10412 312 PM
Click and drag here to 5 Logs Team Meeting Today Sophie Tang 10412 Z:06FM
resize the Folder list = [Fad: Deduction | Kentaro :
- D Bridge Froject 52 Fwd: New Payroll Ogawa 10410 232 PM
D Sehedule info it Printer 1 DOWHN! «hrtta Schmidt 10410 231 PM
D Teamn email 52 Free filness classes at the g Costanza Ferrini 1010 231 PM
D Vendor ernail 52 Henry s Farewell Lunch Costanza Ferrini 10410 139PH
[ (33 Highway Project %2 Return my internet books? 10410 107 PM
= Pl P ———
o 13 in list, O selected
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Viewing the contents of folders

To view the contents of afolder in the Browser, click thefolder namein
the Folder list in the Browser.

EiI=———————————— Brwser=——————— |
Wi | &11 Folders - I = | Subject | FromiTo
Fe 3 Quarterly info & Sophie Tang 10423 12:42PF m
Click a folder to see the = In Box 4t Re: Team Meeting Today Elfiriede Lechner mg 339PM
. : . 5 .

messages it contains (= Out Box 4 Status From the Field Soptrie Tang 10/22 307PM
(B3 Sent Mail 4t Quarterly Results Sophie Tang 10422 307PM
[3 Deleted Mail 4t Project Plannving Seminar Sophie Tamg 10/17 207 PH

h . (B Read Mail 1l 4, Marvin's Yacation Request Sophie Tang 10412 242 P

These tr;]"leslsaé;es fZ:lI'IEaIr‘I = Logs L Tearm Meeting Today Sophie Tang 10412 306 F

e [n BoX Tolaer . : y ;
- D Bridge Project 4t Fwd: New Payroll Deduction Kentaro Dgawa 10410 2:32PM
[Z3 Sehedule info #t Printer 1 DOWH! ~hutta Schmidt 10410 2:31 PM
D Team email 5t Free fitness classes at the g Costanza Ferrini 10410 231 PH
(03 Vendor email 4 Henry's FareweTl Lunch Costanza Ferrini 10410 139PM
D D Highway Project 4t Retunmy Internet books? Costanza Ferrimi 1010 107PM
|| 1Z in list, O selected i

To view the contents of afolder in a separate window, double-click the
folder name, or select the folder and press Enter.

Y ou see a new window containing all the messages in the folder. You
can work with thelist of messagesin thiswindow just like you do in the
message list in the Browser.

EiI=——————————— InBii =————|
= | Subject [ From/To &
Quarterly info & Sophie Tang 10422 12:142F 2
5t Re: Team Meeting Today Etfriede Lechner 10/22 339 PM =
5t | Status From the Field Sophie Tang 10722 307 PH
it Quarterly Results Sophie Tang 10/22 307PM
32 [Project Planning Seminar Sophie Tang 10417 207PM
4 Marvin's Yacation Request Sophie Tang 10412 342 PM
Tearn Meeting Today Sophie Tang 10412 306 PM
5t | Fwd: New Payroll Deduction Kentaro Dgawa 10410 232 PM
5t Printer 1 DOWN! Jurtta Schamidt 10410 231 PM =
13 in list, O selected E2 [ - o @l
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Working with messages in message lists

Message lists appear in the Browser, in folder windows, in search
results, and in auto-file logs.

EE=————— InBox
= | Subject | From/To
This message list Quarterly info & Sophie Tang 10422 12:12F
appears in a folder 5t Re: Team Meeting Today Elfrriede Lechner 10422 339PM
window 5t Status From the Field Soplvie Tang 10/22 307PM
i | Quarterly Results Sophie Tang 10722 307PM
%t Project Planning Seminar Sophiie Tang 10417 Z07PM
4, Marvin's Yacation Request Sophie Tang 10412 312 PM
Team Meeting Today Sophie Tang 10412 206 PM
gt Fwd: New Payroll Deduction Kentaro Dgawa 10410 232 PM
gt | Printer 1 DOWHN! hurtta Schmidt 10410 231 PM K
13 in list, O selected <p| i e |

Theiconsinthe E= column in the message list show the status of each
message.

This icon Shows that the message

Isan unread incoming message. The text describing the message appears
in bold in the message list.

Is an incoming message that you have replied to

Has been partially downloaded and is incomplete

Is partially downloaded, and you have designated it to be fully retrieved
at the next connection

Incoming

server at the next connection

Is an auto-file log describing one or more messages that were filed by
mail actions. Auto-file logs are stored in the Logs folder by default.

Will be sent at the next connection

Has been saved as adraft and will not be sent until you open the message

*,

=5 ]

B Ispartially downloaded, and you have designated it to be deleted from the
]

&

4 and click Queue Message or Send Now

I's an outgoing message with an addressing error

7ii) OR
Isan unread connection log. Connection logsare stored in the Logsfolder
by default.

Both |Outgoing
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The following indicators also give you information about your
messages:
= |ncoming messages that have been read (but not replied to) and

outgoing messagesthat have been successfully sent do not haveicons
in the =3 column.

= Messagesthat contain one or more enclosures have the # iconin the
Subject column.

= Outgoing messages have theword To: in the From/To column.

Selecting messages
Y ou can select messages in any message list to work with them.

To select Do this

A message Click anywhere on the message row.

More than Shift-click the messages you want to select. To deselect amessage,
one message or to select noncontiguous messages, 88-click the messages.

The message above or  Pressthe Up or Down Arrow key.

below the currently

selected message

Every messageinthe  Choose Select All from the Edit menu.
current folder

Sorting messages
Y ou can sort messages in any message list by message status, subject,
sender/recipient, date, priority, or account.

To sort amessage list, click acolumn heading. The pointer changesto a
o when you move it over the column heading.

To change the sort order, click the sort button in the upper right area of
the message list. Display E| for an ascending sort or E| fora
descending sort.

Resizing columns in a message list
Y ou can resize the columnsin any message list.

Toresize acolumn:

1. Position the pointer over the vertical line between two column
headings.
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2. When the pointer changes to a +}+, press the mouse button and drag
left or right until the column is the size you want.

Filing messages from a message list

Filing messages in folders hel ps you organize your email. A folder can
contain both incoming and outgoing messages.

By default, incoming messages are filed in the In Box folder, unsent
outgoing messages are filed in the Out Box folder, and outgoing
messages that have been successfully sent from the Out Box folder are
filed in the Sent Mail folder.

Y ou can move any message to any folder.

Note This section explains how to file a message from a message list.

Y ou can aso filean open incoming or outgoing message from withinthe
message window. For more information, see “Filing an open message”
on page 6-9.

To move messages from a message list to any folder:

1. Select the messages.

2. Drag the selected messages from the message list to afolder in the
Folder list or to an open folder window.

To move messages from a message list to a marked folder:

1. Select the messages.

2. Hold down the mouse button over the || button in the toolbar.
3. Choose the folder name from the pop-up menu that appears.

For more information about marked folders, see “ Setting up foldersand
subfolders’ on page 7-3.

To use the Select a Folder dialog box to file messages:

1. Select the messages.

2. Click the [&] button in the toolbar.
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Y ou see the Select a Folder dialog box.

= Selecitabfolder=="—————
[ New Falder ] [New Subfolder ]

Folder

i &

&= In Box
(= Out Box
(B3 Sent Mail

[ Deleted Mail
(B3 Read Mail
B Logs
7 ([ Bridge Project
[ Sehedule info

] [

[l

3. Select or create afolder to file the messagesin.
= To select an existing folder, click its namein the folder list.

= To create anew folder to file the messagesin, click New Folder.
Y ou see the New Folder dialog box. Name the folder and click OK.

= To create a new subfolder to file the messagesin, select afolder
and click New Subfolder. Y ou see the New Subfolder dialog box.
Name the folder and click OK.

4. Click Select to close the Select a Folder dialog box and file the
messages.

Labeling messages with priorities
Assigning prioritiesto your mail helpsyou identify the importance of a
message. Y ou can sort messages with ahigher priority so they appear at
the top of their folder. Y ou can aso show these messagesin a different

color.

Y ou set the color and label for prioritiesin the Preferences dialog box.
For more information, see “ Setting priority preferences’ on page 10-14.

All incoming messages are Priority 1 by default.

To assign apriority to a message:
1. Select the message in a message list.

2. Choose Priority from the Mail menu and then choose a priority level
from the submenu.
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Tip You can also assign priorities to incoming mail using mail actions.
Withmail actions, Claris Emailer setsthe priority of incoming messages
for you, based on criteria you set. For instance, you could have

Claris Emailer make al mail from your supervisor Priority 2 and
messages from mailing lists Priority 20. For more information, see
chapter 9, “Using mail actions.”

Printing messages

Open... *®0
Open Special »
Close ®W
Save ®S
Save Rs Text...

Import Addresses...
Export Addresses...

Page Setup...

Print... ®P
Print One T#P

Quit ®0

Open... ®0
Open Special »
Close ®W
Save ®S
Save Rs Text...

Import Addresses...
Export Addresses...

Page Setup...

Y ou can print any message. Y ou can print the frontmost open message,
or you can print one or more messages selected in amessage list.

To change the page setup before you print:
1. Choose Page Setup from the File menu.
2. Select your options and click OK.

For information about creating a default page setup, see “ Setting
defaults preferences’ on page 10-9.

To print messages:
1. Select the messages you want to print.

= |f amessage window isopen and isthefrontmost window, itisthe
selected message.

= To print one or more messages from a message list, select the
messages in the list.

2. Click the button in the toolbar, or choose Print from the File
menu.

3. Inthe Print dialog box, select the options you want, and click Print.

Tip To bypassthe Print dialog box and print amessage, choose Print One
from the File menu. Y our message prints using the default print settings.

Deleting messages

By default, when you delete a message it is moved to the Deleted Mail
folder. If you later find that you del eted the message by mistake, you can
move it back to another folder.
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Important When you del ete amessage from the Deleted Mail folder, itis
permanently deleted from your hard drive. The Deleted Mail folder is
emptied automatically on a schedule you set in the Preferences dialog
box. For more information, see * Setting file and folder preferences’ on
page 10-13.

Note When you delete amessage that has an enclosure, the enclosureis
not deleted. For information about deleting an enclosure, see* Deleting
an enclosure” on page 6-6.

To delete an open message, click the button in the toolbar.

To delete selected messages, sel ect the messagesin the message list and
then press the Delete key or click the@ button in the toolbar.

To delete all messagesin afolder:

1. Select the folder in the Browser.

2. Click anywhere in the message list.

3. Choose Select All from the Edit menu.

4. Pressthe Delete key or click the@ button in the toolbar.

Searching for text or messages

[ ot

Undo #®Z
Cut ®H
Copy BC
Paste #U
Select All #A
Copy Entire Message =3¥C
Copy to Address Book #C
Paste As Quotation ®'
New 4
Edit Item

Delete Message #®0
Find Again £

| Spelling » |

Select a scope for

the search

Y ou can perform two types of searchesin Claris Emailer:
= search for occurrences of specified text within an open message

= search for every message (in a specific folder, or in al folders) that
contains the specified text

To perform a search:

1. Click the button in the toolbar or choose Find from the Edit
menu.

Y ou see the Find dialog box.

Find

Find: || } Enter the text you
want to search for

(‘ Current message

(® Search selected folder In Box

(" Search all folders

I_ Search zubject only
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e 00

Undo ®Z

Cut ®#H
Copy ®C
Paste ®U
Select ANl #A

Copy Entire Message =s%C
Copy to Address Book {+#LC
Paste As Quotation ®'

New »
Edit Item
Delete Item ®D

Find... #®F

| spelling » |

. IntheFind text box, type the text you want to search for.
. Select one of the options to define the scope of the search.

If you were in an open message, the Find dialog box defaultsto
searching in the current message.

If the Browser was the frontmost window, the Find dialog box
defaults to searching in the currently selected folder.

. Optionally, select Search subject only to look for the specified text only

in the message subject.

. Click Find to begin the search.

If you are searching within an open message, Claris Emailer
highlights the first occurrence of the specified text. To find the next
occurrence, choose Find Again from the Edit menu. Claris Emailer
beeps if there are no more occurrences in the message.

If you are searching for messages that contain the specified text,
Claris Emailer presents a message list window containing the
messages that met your criteria. Y ou can open, delete, print,
prioritize, or file messages from this window.

To bypassthe Find dialog box when searching for text within amessage:

1.
2.

Select the text you want to search for.
Press 88-E to enter the selected text as the search criteria
The Find dialog box does not appear.

. Press 88-G or choose Find Again from the Edit menu to find each

occurrence of the text.
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Usethe Address Book to store addresses. The Address Book can contain
both individual and group addresses. Y ou can import addresses from
other applications or text filesand export addresses to tab-delimited text
files.

After you add addresses to the Address Book, you can use them to
address outgoing messages. For more information, see “Addressing a

message” on page 5-3.

To open the Address Book window, click the button in the tool bar
or choose Address Book from the Window menu. Y ou see the Address

Window
Address Book %4

Browser #B .

Folder List 6L Book window.
Error Log

Toolbar

Connection Status

S==————— fAddress Bonk =—"——————[3/
[a Mewr Contact] [& Mewr Group ] Fi]ter:l:l
_ Description Address | Destination =
D 3 Billy &ddington Everywhere Travel B Addington America Online 2
Individual address (contact) & Danielle Bradbury | Accounting Firm, Inc.  DanieTleB Arnerica Online Bl
L. . 3 Michelle Cannon #ceounting Firm, Inc. MichelleC America Online
!nleldUaI Wlth more t.han one Va furniko Kitagawa Japan University ykitagawa@japanu.edy  Internet
email address (click the triangle to sa7es 421 e —
show or hide additional addresses) umiko appleLink
& Elfriede Lechner Everywhere Travel ELechner America Online
& Erika Mustermann Everywhere Travel EMustermmann America Online
D 3 Kentaro Ogawa Sushi Corp. 123456789 ComnpuServe
8 Jane Smith #ceounting Firm, Inc. JaneS America Online
8 Sophie Tang Cornputer Company stang@ce.com Internet
8 Matti Virtanen Cornputer Company rvirtanen@ce corm Internet
Group addreSS & Accounting Firm, Inc. Hardware Mfg. 3 addresses in group
& Everywhere Travel |Travel dgents 3 addresses in group ]
15 in list, O seleted [E2 | EE

Claris OfficeMail users If you are using Claris Emailer with

Claris OfficeMail on an AppleTak network, your Address Book is
automatically updated to include the names and addresses of everyone
on your OfficeMail server. However, if you are using a TCP/IP
connection to connect to the OfficeMail server, the Address Book is not
automatically updated.
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Adding addresses to the Address Book

There are many ways to add addresses to the Address Book. Y ou can
type them manually, add them from incoming or outgoing messages,
drag them from text areas, or import them from other files.

Y ou enter addresses differently depending on the contact’ s destination.
To avoid making errors in addresses, follow these guidelines:

If this is your Enter this for the
destination contact’s address Example
Internet Thefull Internet address BAddington@sushicorp.com

Any other destination The contact’ s account name (to BAddington
the left of the @ sign) only

Important Make sure that you choose the appropriate destination from
the destinations list. For moreinformation, see“ Speeding address entry
using destinations’ on page 2-13 and “ Customizing the destinationslist”
on page 10-1.

Adding addresses manually

To add an address to the Address Book manually:
1. Click the button in the toolbar or choose Address Book from the

Browser

Falder List %1 Window menu.
i Y ou see the Address Book window.
2. Click New Contact.

Y ou see the Contact Entry dialog box.

Toolbar
Connection Status

=—————— Contact Entry: =

Coove ]
e thocanzcts —— {111 e
first and last names LRSI o

Description: [ 1 The description can be a

Fess estination company name’ a Categ(?l’y
gl a L oestiat = & (such as Friend or Family), or
anything else you want
=




&,

Using the Address Book  8-3

3. Enter aname and description for the contact.
4. Inthe Address column, type the email address.

Y ou do not have to type the @ sign or anything after it, unlessyou
choose Internet for the destination (see below).

. Inthe Destination column, type the name of the contact’ s destination.

Destinations are shortcuts for entering the information after the @
sign in an email address. For example, type Aneri ca Onl i ne if
the contact’s address ends in @ol . com For more information, see
“ Speeding address entry using destinations’ on page 2-13.

Asyoutype, Claris Emailer fillsintherest of the destination for you.
Keep typing until Claris Emailer fillsin the correct destination. (If
you want, you can choose a destination from the pop-up menu instead
of typing.)

If the contact’ s destination does not appear in the Destination pop-up
menu, choose Internet for the destination and type the entire Internet
address in the Address column. For more information about creating
your own destinations, see “Customizing the destinationslist” on
page 10-1.

. If the contact has more than one email address, click the |52 icon to

add another address line, and then repeat steps 4 and 5.
Continue adding lines until you’ ve added all of the contact’s
addresses.

Note To delete one of the contact’s addresses, click anywhere in the
address line and click the (@] icon.

. Click inthe ¥ column next to the address that you want to be the

preferred address.
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You see this marker next
to the preferred address

Claris Emailer usesthe preferred address by default when addressing

amessage.

Contact Entry: Yumiko Kitagawa

First name :

Lastrame:fotagoa ]

Description: I.Japan Univerzity |

2| iddress | Destination |5
ykitagawa@ japanu.edu Internet =

5 98765 4321 CompuServe [
Yurrike AppleLink =

=
8. Click Save.

Adding the sender’s address from an incoming message
To add the address of the sender of an incoming message to your

Click here to add the sender
to your Address Book

Address Book:

1. Open the message containing the address you want to add.
2. Click the @ button to the left of the sender’s name.

bl ¢ l From: Sophie Tang, Internet, stang@ce.cor

Sent: 10423 12:12 PR

his

Recaived: 1023 12:14 PH =

From: Sophie Tang, stangfocc.com =
To: Michel le Cannon, MichelleCfaol .com

h'd

The Contact Entry dialog box appears.

3. Inthe dialog box, edit the name and add a description, if necessary.
4. Click Save.
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Adding an address from a text area

e 0

Undo

®Z

Cut

Copy
Paste
Select All

#®H1
®C
4l
A

Paste Rs Quotation

Copy Entire Message  =s3®C
Copy to Address Book %L

=

New
Edit Item
Delete |tem

»

2D

Find...
Find Again

*®F
4t

spelling

»

Window
Address Book 34

Browser
Folder List

#B
®|L

Error Log

Toolbar

Connection Status

There are two ways to quickly add an address that appearsin atext area
to the Address Book:

Method Advantages

Choose Copy to Address Book from the The Address Book does not have to be open.
Edit menu

Drag the address to the Address Book Thismethod workswith text in other applications
using Macintosh drag and drop that support drag and drop and in text clippings.

Quickly copying an address to the Address Book
Y ou can copy an address that appearsin the header area of anincoming

message or in the message body of an incoming or outgoing message.
To copy an address to the Address Book:
1. Select the text of the address.

To see alist of the address formats that Claris Emailer recognizes,
look up “address formats’ in the Claris Emailer Help system.

2. Choose Copy to Address Book from the Edit menu.

The Contact Entry dialog box appears.
3. Inthe dialog box, edit the name and add a description, if necessary.
4. Click Save.

Dragging an address to the Address Book

Follow these steps to drag an address from atext areaor atext clipping
to the Address Book. For more information about drag and drop, see
“Working with Macintosh drag and drop” on page 2-17.

To seealist of the address formats that Claris Emailer recognizes, ook
up “address formats’ in the Claris Emailer Help system.

1. Click the @ button in the toolbar or choose Address Book from the
Window menu.

2. Arrange the windows so that you can see both the Address Book and
the address you want to add.
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3. Select the desired address.

= |f you are dragging an address from atext area, select the address
text.

= |f you are dragging an address from atext clipping, select the text
P clipping icon on the desktop.

4. Drag the selected address to the Address Book.

Asyou drag the address into the Address Book, you see a border
around the list area.

text elipping

= |f you dragged a single address, you see the New Contact dialog
box when you release the mouse button.

= |f you dragged multiple addresses, they are added as a group and
you see the Group Entry dialog box when you rel ease the mouse
button.

5. In the dialog box, edit the name and add a description, if necessary.
6. Click Save.

Importing addresses

Y ou can import addresses into your Claris Emailer Address Book from
another email program or from atab-delimited text file.

Importing addresses from another email program

If you have addresses in one of the following email programs, you can
import them directly into Claris Emailer.

Email program Address book filename Location

AmericaOnline2.7or Address Book Online Tools folder in AOL folder

earlier

CompuServe CompuServe Addresses CompuServe folder in System

Information Manager Preferences folder

CompuServe CompuServe Addresses Navigator folder

Navigator

Eudora Eudora Nicknames Eudora Folder in System Folder

eWorld Address Book Online Tools folder in eWorld
folder

Note For information about importing America Online 3.x address
books, see the Important Information file in the Claris Emailer Folder.
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To import addresses from another email program:
oOpen... ®0

Open Special b 1. In Claris Emailer, choose Import Addresses from the File menu.

Close W
Save ®S

save Bs Teut .. 2. In the dialog box that appears, find the file you want to import.

.
El mm... 3. CI | Ck Open.

Page Setup...
Print... ®P

Pritone 4P Importing addresses from a text file

“““ = If your addresses are not in one of the email programs listed in the
previous section, you can import them from a tab-delimited text file.

At aminimum, your text file should includefieldsfor the following four
types of data (in this order): first name, last name, company name (or
description), and address. If necessary, include additional addressfields
for contacts who subscribe to more than one email service.

Billy# Addingtons Everywhere Travels BAddington@acl com «

Daniglle+ Bradburys  Accounting Fimn, Inc. 23456, 7830@comp userye come

hdichelles Cannons  Accounting Finm, Inc.+  Michelle C@aol coms Michelle C@aal cormed

Tumiko+ Kitagawas Japan-Universiys vkitagavwa@japanu.edu

kentaros Ogawas SushiCorp.+ KOgawva @acl.coms 12345,6789@cormpuserve cormed

First Last Company Address 1 Address 2
name name name

Note If your text fileincludes full Internet addresses, Claris Emailer
automatically chooses the correct destination for those addresses. For
example, Claris Emailer chooses America Online as the destination for the
address DanielleB@aol.com. If the destination for an imported address
isn't in the Destinations list, Claris Emailer chooses Internet as the
destination. (For more information, see “ Customizing the destinations
list” on page 10-1.)

If you’ ve organized your addresses by service, you may want to add a
heading and import the contact names without the full Internet address.
For example, your text file could have a heading for America Online,
and contain addresses like BAddington instead of
BAddington@aol.com.

Headlng — First-Name+ LastMames  Company+ Arnetica Onlings  CompuSearyes
Billy+ Addingtons  Evenywhere Travels  Baddingtons o
Danielles  Bradhurys Accounting Fimm, Ing. » + 23456,7890
Addresses Michslles  Cannons Accounting Fimm, Inc.+ Michelle G+ o
Tumikos Kitagawa+ Japan-University » » 9876543214
Kentaros Ogawas SushiComp.+ KOgawas 12345,67894

Note Be sure to keep data under the correct column heading. If there's
no datain acertain field, add a tab character for that field.
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Open... #0
Open Special »
Close W
Save £33
Save As Text...
Import Addresses...
Export Addresses...
PFage Setup...
Print...

Print One EP
Quit 3£0

Follow these steps to import addresses from a text file:
1. In Claris Emailer, choose Import Addresses from the File menu.
2. Inthe dialog box that appears, find the file you want to import and

click Open.

3. Inthe Import Addresses dialog box, select Ignore first record if the text
file contains a heading.

Import addresses: My Address List

R lgnore first record

|Z||z| Record 1 of 11

Select a service for each email address. The service iz assigned for all
records, not just the one you are wiewing.

Preview Data

Address Book Fields

First name :
Last narne:
Description:
Internet
Internet
Internet

First Mame
Last Namne
Description
Internet
Internet
Internet

KT

<

4. If necessary, choose options from the service pop-up menus to tell
Claris Emailer how to import your data.

Prewiew Data Address Book Fields i
First name : First Mame
Last name: Last Marne
Dezcription: Dezcription
Internet Internet E
AOL Annerica Online 2] +—— Service pop-up menus
Phane Murnber Skip field =

=

Choose To
Skip Field Ignore the field and not import it. For example, you can choose this

optionif afield isblank, or contains phone numbers or other datayou
don’t need to import.

No Service

Import the address without specifying the service. (Later, you can go

to the Address Book and specify a service for each imported address.)

A service name

Select that service for the field.




Creating groups

Window

Address Book 34
Browser ®B
Folder List L

Error Log

Toolbar
Connection Status
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5. Click [4] and [»] to preview records to make sure the preview data
corresponds to the correct Address Book fields.

If thefileis not properly formatted (for example, if the last name
appearsin thefirst name line), click Cancel and create a new import
file.

6. Click Import.

Y ou can consolidate several contact addresses into a group. When you
send a message to a group, every contact in the group receives the
message.

Note Addressesyou addtoagroup arenot linked toindividual addresses
in your Address Book. If you edit individual addresses, they do not
change the addresses in any group. To edit addressesin agroup, you
must double-click the group to open the Group Entry dialog box and
make the changes there.

To create a group:

1. Click the button in the toolbar or choose Address Book from the
Window menu.

2. |f thereareindividual addressesinthe Address Book that you want to
add to the group, select them now.

For information about selecting addresses, see “ Selecting entriesin
the Address Book” on page 8-14.
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3. Click New Group.

Y ou see the Group Entry dialog box. Any individuals that were
selected when you clicked New Group are automatically added to the

group.

Group Entry: Ee——— |

Group narne : I |

Description: I |

Contact Marne | Address Destination 4
W

]

|

4. Enter agroup name and description.

5. Follow the instructions in the next section for adding addressesto a
group.
6. Click Save.

For more information about See this section

Adding addresses to the group you “Adding addresses to agroup” on page 8-11

created

Removing an address from a group “Removing entries from a group” on page 8-13
Sorting the addresses in a group “Sorting addresses in agroup” on page 8-13
Deleting agroup “Deleting an entry from the Address Book” on

page 8-15
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Adding addresses to a group

Window
Address Book %4
Browser ®B
Folder List ®L

Error Log

Toolbar
Connection Status

After you have created agroup, you can add addressesto it in the Group
Entry dialog box by typing them manually or by dragging them to the
dialog box using Macintosh drag and drop. Y ou can drag addressesfrom
the Address Book or from any text area.

Adding group addresses manually
To type addresses directly into the Group Entry dialog box:

. Click the button in the toolbar or choose Address Book from the
Window menu.

. Click New Group or double-click the group to which you want to add
addresses.

3. Click the [#] icon in the Group Entry dialog box.

4. Typethefirst and last names of acontact in the Contact Name column.
5

6

-

N

. Type the contact’s email address in the Address column.
. Type the name of the contact’ s destination in the Destination column.

Destinations are shortcuts for entering the information after the @
sign in an email address. For example, type Aneri ca Onli ne if
the contact’ s address ends in @ol . com For more information, see
“ Speeding address entry using destinations’ on page 2-13.
Asyoutype, Claris Emailer fillsin therest of the destination for you.
Keep typing until Claris Emailer fillsin the correct destination. (If
you want, you can choose adestination from the pop-up menu instead
of typing it.)

If the contact’ s destination does not appear in the Destination pop-up
menu, choose Internet for the destination and type the entire I nternet
address in the Address field. For more information about creating
your own destinations, see “ Customizing the destinations list” on
page 10-1.

7. To enter addresses for additional contacts, repeat steps 3 through 6.
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Window
Address Book 34

Browser #®B
Folder List L

Error Log

Toolbar
Connection Status

text clipping

Dragging addresses to a group

Y ou can drag addresses to a group from atext area, atext clipping, or
the Address Book. For more information about drag and drop, see
“Working with Macintosh drag and drop” on page 2-17.

To seealist of the address formats that Claris Emailer recognizes, ook
up “address formats’ in the Claris Emailer Help system.

To drag an address to a group:

1. Click the @ button in the toolbar or choose Address Book from the
Window menu.

2. Click New Group or double-click the group to which you want to add
addresses.

3. Arrangethewindows so that you can see both the Group Entry dialog
box and the addresses you want to add to the group.

4, Select the desired addresses.

= |f you are dragging addresses from atext area, select the address
text.

= |f you are dragging addresses from atext clipping, select the text
clipping icon on the desktop.

= |f you are dragging addresses from the Address Book, select the
desired contacts. Shift-click to select more than one contact. To
deselect a contact, or to select noncontiguous contacts, 38-click
the contacts.

5. Drag the selected addresses to the Group Entry dialog box.

Asyou drag the addresses into the Group Entry dialog box, you seea
border around the address area. When you release the mouse, the
contacts are added to the group.
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Removing entries from a group

Entry that will be removed
from the group

To remove an entry from a group:

1. Open the Group Entry dialog box by double-clicking the group’s
name in the Address Book.

2. Click anywherein the address line of the entry you want to remove.
3. Click the [@] icon in the dialog box.

Group Entry: Ee———— |

Group name : IAccounting Firm, Inc. |
Description: IHardware Mfyg. |
Contact Marne | Address Destination 4
Jane Smith Jane appleLink =
Cranielle Bradbury DanielleB #ppleLink E
Michelle Cannon MichelleC Internet E q
Elfriede Lechner] ELechner America Online E
i
|

Note If apersoninagroup aso hasanindividual addressinthe Address
Book, removing the address from the group does not delete the
individual address from the Address Book.

Sorting addresses in a group

Y ou can sort the entriesin a group by name, address, or destination.

To sort the entriesin agroup, click the column heading of the column

you want to sort on. The pointer changesto a cgs when you moveit over
the column heading.

Important If you subsequently add a new member to the group, the new
member is added to the bottom of thelist. Y ou can then sort the group
again, if you want to.
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Selecting entries in the Address Book

Y ou can select addressesin the Address Book to add them to agroup or
use them to address messages. (For more information, see “Adding
addressesto agroup” on page 8-11 and “ Addressing a message” on

page 5-3.)

To select Do this

An address Click anywhere on the address row.

More than Shift-click the addresses you want to select. To deselect an address, or
one address to select noncontiguous addresses, 88-click the addresses.

The address above Pressthe Up or Down Arrow key.

or below the

currently selected

address

Every addressin ~ Choose Select All from the Edit menu.
the Address Book

A different address Click the triangle next to the contact’ s name to display other addresses
for acontact with  for the contact. Then select the row containing the address you want.

multiple addresses —— —— 7 :
v& fumiko Kitagawa Japan University ykitagawad@japanu.edu | Internet
‘Yurnika AppleLink

To narrow down the number of addresses that appear in the Address
Book, typeafew lettersin theFilter text box. To display al the addresses
again, delete the |etters from the Filter text box.

Y ou can typelowercase or uppercase letters. Claris Emailer findsall the
contacts that contain the specified lettersin the Name and Description
fields. For example, typing pa finds “ Japan University” and “Yassilis
Papanico.”

[& Mew Contact] [& MNew Group ] Fi]ter:— Type the |etter5
you want to
Description | Destination | Address | & search for
‘rumnike Kitagawa Japan Universit Internet kitagawa@japar
g P y ykitagaw a@japar|
8 ‘rassilis Papanico Everywhere Trawel Arnerica Online ‘rassi

Note Y ou cannot enter part of afirst name and alast name to create a
match. For example, enteringsal wi | | doesn't find “ Sally Willford.”
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Sorting entries in the Address Book

Y ou can sort the entries in the Address Book by name or description.

To sort the entries, click the column heading of the column you want to
sort on. The pointer changesto a g When you moveit over the column
heading.

To change the sort order, click the sort button in the upper right area of
the message list. Display E| for an ascending sort or E| fora
descending sort.

Deleting an entry from the Address Book

Window

Browser
Folder List

Address Book %4

#®EB
®L

Error Log

Toolbar

Connection Status

Important 'Y ou cannot undo this action.

To delete an address or group permanently from the Address Book:

1. Click the button in the toolbar or choose Address Book from the
Window menu.

2. Select the address or group that you want to delete.
3. Click the button in the toolbar or press the Delete key.
Claris Emailer asks you to confirm the deletion.
Tip Press Option when deleting to bypass the confirmation dialog box

and delete the address. If you want to always bypass the confirmation
dialog box, see “ Setting defaults preferences’ on page 10-9.

Exporting addresses

After you have entered addresses in your Address Book, you can reuse
the information in other applications by exporting the addresses. This
section discusses ways to export addresses from Claris Emailer.

Exporting all the contacts from your Address Book

Open...

Open Special
Close

Save

Save As Texut...

®0
4

EW

£33

Import Addresses...

Export Addresses...

Page Setup...
Print...
Print One

®P
&P

Quit

#0

To export the addresses from your Address Book to atab-delimited text
file:

1. Choose Export Addresses from the File menu.

2. Type aname and choose alocation for the export file.

3. Click Save.

Important Groups (and the contacts they contain) are not exported.
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Converting addresses in your Address Book to URLs

window
Address Book 34

Browser B
Folder List L

Error Log

Toolbar
Connection Status

When you drag entries from the Address Book to the body of an
outgoing message, to another application that supportsdrag and drop, or
to the desktop, the addresses become URLs (Uniform Resource
Locators).

The URLs appear in the following format:
<mailto: "Jane Smith" jsmith@aol.com>

If you drag entries from the Address Book to the desktop, the URLs are
contained in text clippings. Later, you can drag atext clipping to an
outgoing message or back to the Address Book, or send thetext clipping
asan enclosurein amessage. For moreinformation about text clippings,
see “Working with Macintosh drag and drop” on page 2-17.

To convert addresses in the Address Book to URLS:

1. Click the @ button in the toolbar or choose Address Book from the
Window menu.

2. Select one or more addresses from the Address Book.

Shift-click to select more than one Address Book entry. To deselect
an entry, or to select noncontiguous entries, 88-click the contacts.

3. Drag the addresses to the desired location.

If you drag You create

One or more contacts to the desktop  Individual text clippings containing URLs for
each address

A group to the desktop A singletext clipping containing URLsfor every
addressin the group

Addressesto thebody of anoutgoing A list of individual URLs
message

A group to the body of an outgoing A list of individual URLs
message




Chapter 9: Using mail actions

Mail actions let you organize and manage your incoming mail. When
you receive amessage, you can automatically prioritize it, fileitina
folder, send areply, forward the message, or perform many other actions
using AppleScript.

You can use mail actionsin several ways. For example, you can:

= |abel messages with priorities

= file incoming messages from certain people or groups in specific
folders

= automatically send areply message, such aswhen you are on vacation

= automatically forward messages from all of your accountsto asingle
account to use, for example, when you travel

Mail actions are applied after all messages are downloaded during a
connection.

Creating mail actions

Mail actions compare each incoming message with criteriathat you
specify. If the message meets your criteria, the actions you select occur.
For example, you could create amail action to test if the subject of a
message contains Project X. If it does, then the mail action could
automatically file the messagein the Project X folder. It could also send
an automatic reply saying that you received the message.

Y ou can create several different mail actions and enable and disable
them as needed.
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Setup

Easy Setup

Mail Actions
Schedules
Signatures
Destinations
Accounts

Service Providers

Current Location p
Preferences...

Click to place a checkmark
next to the mail actions you
want to enable

Name the mail action FraiT ssfion rame | |
Criteria:
Define criteria for incoming Field: [ From - |[ = |
messages
Actions:
Define actions that will be ]
performed if the criteria are met ||
=
Enable or disable the mail action —— —|')_( Enabled R Stop mail actions if criteria met

To create amail action:

1. Choose Mail Actions from the Setup menu.

Y ou see the Mail Actions List window.

Click to create a new

[
EE=——— Mail Actions List FE

Hewr [ Dizable all mail actions

\/| Mail Action Name ki

W Project ¥ mail
" Cat newsgroup
Yacation

‘fou can drag Mail Actions to change the execution order

mail action

Note If you have not created or deleted any mail actionsyet, the Mail
Actions List window contains only the Vacation mail action.

2. Click New.

Y ou see the Mail Action Entry dialog box.

=—————————— Mail Action Entry:

3. Type aname for the mail action.

It'sagood idea to give the mail action a name that makes it easily
recognizable. For example, an action named Project X might file all

project-related mail in a special folder.
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4. Set the criteriafor the mail action by making appropriate selections
from the pop-up menus and typing text into the text box.

For more information about setting criteria, see the next section,
“Setting mail action criteria.”

5. Click Define Actions to specify the actions to be performed on
incoming messages that meet your criteria.

Y ou see the Action Entry dialog box.

Action Entry

I_ Set priority | Priority 1 VI

I_ File message

R Create a new auto-file log entry

I_ Auto reply to message Edit reply...
I_ Auto forward message

I_ Add sender to Address Book

I_ #dd zender to group | Py group - I
I_ Rernowve sender from group | Py group - I
I_ Run AppleScript | Flace Holder - I

I_ Print message

6. Specify the actions you want to occur when the message meets
the criteriayou set in step 4, and then click Save.

For more information about setting actions, see “ Setting actions for
criteriaamet mail” on page 9-8.

7. Click Save.
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Setting mail action criteria

A mail action tests each incoming message using the criteriayou select.
Y ou can apply the criteriato different areas of a message. For example,
you can test for the sender’ s address or for words in the message itself.
Y ou can use multiple criteriafor one mail action.

Mail Action Entry:

Mail action name : I|

Criteria:

Field: [ From

~|[ = Rl I Typethetextto

Choose the message
area to test

compare
against the
message area

Choose the test condition

® From
Ta
cC
Reply-to
#ny recipient
Subject
Mezzage body
Internet header
Mail account
Mail service
ATl mail

(oo Clcktoset

multiple criteria

To set the mail action criteria:

1. Inthe Mail Action Entry dialog box, choose the part of the message
you want to test from the leftmost pop-up menu.

You can apply atest to each of the following areas of a message:

Choose To test

From The address of the message sender

To The addresses of the recipients

CcC The addresses of the carbon copied (CC) recipients

Reply-to The addressesin thereply-to field. Reply-to fields are primarily used in
messages sent from an Internet account.

Any recipient  The address of any recipient (To or CC)

Subject The subject of the message

Messagebody Thetext of the message

Internet header The contents of a particular Internet header. Specify the header in the
Header text box that appears.

Mail account  The account that you used to receive the mail

Mail service  The email service through which you received the mail

All mail All incoming messages
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e 2. Choose the test condition from the rightmost pop-up menu.
IBse;iol:s with
Does not begin with
Ends with Choose If the text
Does pot end with
S ot Is Must match the specified text exactly
Iz in address book
5 e e Is not Must not match the specified text exactly
| teinanygroup |

Begins with Begins with the text you enter

Does not begin with  Does not begin with the text you enter

Ends with Ends with the text you enter

Doesnot end with  Does not end with the text you enter

Contains Contains the text you enter

Does not contain Does not contain the text you enter

Isinaddressbook  Isinthe Address Book. The address can be for an individual or a
member of agroup. Thistest can be applied only to addressfields.

Isin specific group Isinaspecific group. Use the pop-up menu to choose the name of
the group. Thistest can be applied only to address fields.

Isin any group Isin any group. Thistest can be applied only to address fields.

Note Y ou cannot apply every test to all areas of a message. For
example, you cannot test whether the subject of amessageisin the
Address Book, and you cannot test the contents of the BCC field.

3. Inthetext box, type the text that you want Claris Emailer to look for.

Important Consider what text you use, as Claris Emailer is not case-
sensitive. For example, Sam tests true for Sam and sam. If you are
testing for acertain address, you should use acompl ete email address
to be most accurate.

4. If youwant to create amore complex comparison, click More Choices.

Y ou see the Criteria area for multiple criteria. For more information
see the next section, “Using multiple criteria.”

5. Click Save to save the criteria
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Using multiple criteria

If asingletest isnot enough to identify the message accurately, you can
create additional tests by clicking More Choices in the Mail Action Entry
dialog box. For example, when you receive email containing Samin the
sender’ s address, you could apply a second test to look for Project X in
the subject line. If both tests are true, then you could set a high priority
to the message and file it in a specia folder.

When you use multiple criteria, you can decide what to do if the test is
true (the incoming message matches the criteria) and what to do if the
test is false (the incoming message does not match the criteria).

Y ou can have up to 20 test criteriain one mail action.

To use multiple criteria:

1. Createthefirst test, using the same procedure you would useto create
asingletest.

For more information, see “ Setting mail action criterid’ on page 9-4.
2. Inthe Mail Action Entry dialog box, click More Choices.

Y ou see the Criteria areafor multiple criteria.

Thefirst test you entered appears on the first linein the Criteria area.

Mail Action Entry: Mail from Jane

Mail action name : IMai] from Jane |

Criteria:

# Test If True [ If False <
1 From |z " jsmith@acl.com Apply actions E Don't apply actions E

[

Fewer Choices

3. Click [&J in the If True column and choose an item from the pop-up
menu that appears.
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Y ou have the following options:

Choose If you want to
Apply actions Apply the defined actions to the message and skip the following
tests

Don't apply actions Not apply the defined actions, and skip the following tests

Gotoline#N,or  Not apply the defined actions, but go to the specified line and
Go to next line perform the test specified on that line

Criteria:

# Test If True [ If False

1 From Iz " jsmith@aol.com * Apply actions ® Apply actions E!
2 Subject Contains “Project 2 Apply actions Don t apply_sctions =
Go to line *2

Fewer Choices

[
r._:]}-ﬂ

=]
N

. Repeat step 3 in the If False column.

5. Add, edit, or delete tests as necessary.

= Toadd atest, click the button. Y ou see the Mail Action
Criteriadialog box. Set the additional criteria, and then click Save.

= To edit atest, select the test to edit and click the || button. You
seethe Mail Action Criteriadialog box. Edit the criteria, and then
click Save.

= Todelete atest, select the test to delete and click the button.

. When you are finished, click Save in the Mail Action Entry dialog
box.

Note If you want to delete the multiple criteriaand revert to asingle
test, click Fewer Choices before you click Save. The multiple criteria
you created are discarded.
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Setting actions for criteria-met mail

When an incoming message meets your mail action criteria, you can
have Claris Emailer perform avariety of actions on that message.

To choose which actions to perform, click Define Actions in the Mail
Action Entry dialog box. Y ou see the Action Entry dialog box.

Action Entry

I_ Set priority | Priority 1 - I
I_ File message

R Create a new auto-file log entry
I_ Auto reply to message
I_ Auto forward message
I_ Add sender to Address Book
I_ #dd zender to group | Py group VI
I_ Rernowve sender from group | Py group VI
I_ Run AppleScript | Flace Holder VI
I_ Print message

Y ou can perform the following actions:

Action

For more information, see

Set priority

“Assigning a priority to a message automatically” on
page 9-9

File message

“Filing a message automatically” on page 9-9

Auto reply to message

“Creating an automatic reply to amessage” on page 9-10

Auto forward message

“Forwarding a message automatically” on page 9-11

Add sender to Address Book

“Adding the sender to the Address Book automatically”
on page 9-13

Add sender to group

“Adding the sender to a group automatically” on
page 9-13

Remove sender from group

“Removing the sender from a group automatically” on
page 9-13

Run AppleScript

“Running an AppleScript document automatically” on
page 9-13

Print message

“Printing a message automatically” on page 9-14
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Assigning a priority to a message automatically

Assigning prioritiesto your mail helpsyou identify the importance of a
message. Y ou can sort messages with ahigher priority so they appear at
the top of their folder. Y ou can aso show these messagesin a different
color.

By default, all incoming messages are labeled Priority 1.

Y ou can set the name and color of each priority level in the Preferences
dialog box. For moreinformation, see “ Setting priority preferences’ on
page 10-14.

To set apriority automatically:
1. Select Set priority.

X set priority Priority 1 =

2. Choose a priority from the pop-up menu.

Filing a message automatically
Filing messages automatically can help you organize your incoming
messages.

To file amessage automatically:
1. Select File message.

R File meszzage

2. Hold down the mouse button on the |&] icon and choose afolder from
the pop-up menu of foldersthat appears. Or, click theicon to select a
folder from the Select a Folder dialog box.

Select a Folder...

Mail from Ana .
Project ¥

The name of the folder you have selected appears to the right of the
icon.
For more information about the Select a Folder dialog box, see
“Filing messages from amessage list” on page 7-8.

3. Optionally, select or deselect Create a new auto-file log entry.

Use this option if you want Claris Emailer to create an auto-file log
for automatically filed messages.
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Click to reply only to the sender ———@ sender aniy e e
Click to reply to EVEryoNe ————1" sender and all recipients
receiving the message
Text I Enclozures I
Type a reply message ]

Click to add or remove
enclosures

An auto-filelog is a message that tells you where Claris Emailer stored
your automatically filed messages. Thelog isplaced in the Logsfolder.
Y ou can set a preference to have log files placed in the In Box folder.
For more information, see “ Setting file and folder preferences’ on
page 10-13.

When you open an auto-file log, it acts like any other message list
window. Y ou can sort, delete, assign priorities to, and open messages
from the auto-file log window.

Important If more than one mail action files the same message,
duplicates are made and filed into each specified folder. For more
information, see “Using multiple mail actions’ on page 9-14.

Creating an automatic reply to a message

Y ou can have amail action automatically send areply to areceived
message. Automatic replies are most useful when you want to
acknowledge received messages but cannot respond to your mail, such
as when you are on vacation.

To reply to a message automatically:
1. Select Auto reply to message and click Edit reply.

R Auto reply to message Edit reply...

Y ou see the Mail Action Auto Reply dialog box.

Mail Action Auto Reply

<
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2. Typeyour reply in the text box.
If you quote the incoming text, you may want to separate it from the
reply by leaving at |east one blank line at the beginning or end of your
reply.

3. Optionally, choose one of the message quoting options from the
Incoming message quoting pop-up menu.

Incorning message quating: [® Do not quate rmessage
Quate befare reply
Quate after reply

Choose To

Do not quote message Not quote the incoming message in the reply
Quote before reply Quote the incoming message before the reply text
Quote after reply Quote the incoming message after the reply text

For moreinformation about quoting text, see“Including text fromthe
origina message” on page 6-7.

4. Click Save.

Note Messages created by amail action are saved in the Out Box folder.
Y ou can send these messages manually or use aschedule. If you plan to

be away from your computer for long periods of time, be sureto create a
schedule that sends the mail generated by your mail actions.

Forwarding a message automatically

Y ou can haveamail action automatically forward specific messagesthat
you receive. Automatically forwarding a message helps you send
important messages to other people when you' re away. For example,
you could forward messages with Project X in the subject to a colleague
while you are on vacation.

To forward a message automatically:
1. Select Auto forward message and click Forward to.

R Auto forward message

Y ou see the Mail Action Forwarding Recipients dialog box.
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Click to go to the
Groups tab

Click to find a recipient in the
Address Book

Type a recipient's name

Click to add a recipient

Select a recipient and click
to delete from the list

2. Enter the names of the recipients of the forwarded message.

= |n the Individuals tab, enter the names of the individual recipients
of the message. For more information about entering recipients,
see “ Addressing a message” on page 5-3.

Choose the account to send the message through

|
=—————— Mail Action Forwarding Recjpients ————
Send via: | Default - I
Indiriduals I Groups I
(&, Fina ][R |4 ]@ Delete |
&1 Tupe | Recipient [ iddress Destination <3
& (=] Biny fsddington bAddington America Online =
=
] 5

= |n the Groups tab, click to place a checkmark next to any groups
you want to send the message to. (For information about creating
groups, see “Creating groups’ on page 8-9.)

=——————— Mail Action Forwarding Recipients

. Send wia: Default hd
Click to go to the navidiss | Grows | = I
Individuals tab
< Tupe | Group <
i v [=] | adrinistration
Click to place a [ Travel Agents
checkmark next to [ vacation replies
selected groups
1

When amail action automatically forwards a message to agroup, the
messageisforwarded to all members of the group at thetime the mail
action is performed, not when you set up the mail action.

3. Click Save.
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Adding the sender to the Address Book automatically

To add the sender of the message to the Address Book as an individual
entry, select Add sender to Address Book.

I_ Add sender to Address Book

Adding the sender to a group automatically
To add the sender of the message to a group in the Address Book:

1. Select Add sender to group.

R Add sender to group My aroup -

2. Select agroup from the pop-up menu of groups you have created.

Tip You can use Add sender to group and Remove sender from group to
manage a simple mailing list.

Removing the sender from a group automatically
To remove the sender of the message from agroup in the Address Book:

1. Select Remove sender from group.

R Rernove sender from group My group -

2. Select agroup from the pop-up menu of groups you have created.

Tip You can use Add sender to group and Remove sender from group to
manage a simple mailing list.

Running an AppleScript document automatically

Y ou can use AppleScript documents to automate Claris Emailer in a
variety of ways. For more information about creating AppleScript
documents, see the documentation that came with your system software.
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I_ Print message

To run an AppleScript document as part of amail action:

1. Inthe Finder, place the AppleScript document in the AppleScripts
folder, which islocated in the Claris Emailer Filesfolder in the
Claris Emailer Folder.

2. Inthe Action Entry dialog box, select Run AppleScript and choose the
AppleScript document from the pop-up menu.

X Run dppleScript Flace Holder -

Important AppleScript cannot report success or failureto Claris Emailer.

Printing a message automatically
To print an incoming message, select Print message.

The message is printed using the default page setup specified in the
preferences. For moreinformation, see” Setting defaults preferences’ on
page 10-9.

Editing mail actions

Setup

Easy Setup

Mail Actions
Schedules
signatures
Destinations
Accounts

Service Providers

Current Location p
Preferences...

To change amail action:
1. Choose Mail Actions from the Setup menu.
Y ou see the Mail Actions List window.
2. Double-click the name of the mail action you want to edit.

3. Follow theinstructions provided in “ Creating mail actions’ on
page 9-1.

Using multiple mail actions

The order of mail actions affects how your incoming messages are
processed. After al incoming messages are downloaded, the messages
are processed by your mail actions in the order the mail actions appear
inthelist.

In general, place the most important actions or the onesyou alwayswant
performed at the top of thelist. For example, if you always want
messages from your supervisor prioritized, you can move that mail
action to the top of thelist.
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By default, when areceived message meetsthe criteria of amail action,
only that action occurs; no additional mail actions test the message.
However, if the Stop mail actions if criteria met option is unchecked, the
message is processed by the next mail action.

Message
meets
criteria

Message
does not meet
criteria

Option selected

Option deselected

|R Stop rmail actions if criteria rnet|

||_ Stop mail actions if criteria met

Specified actions are performed
and the message is not processed
by any other mail action

Specified actions are performed
and the message is processed by
the next mail action

Specified actions are not
performed and the message is
processed by the next mail action

Specified actions are not
performed and the message is
processed by the next mail action

If any of your mail actions have the Stop mail actions if criteria met option
unchecked, the same type of action could occur twice. For example, one
message might generate two automatic replies or be filed twice.

Note If two or more automatic filing actions are performed on one
message, the message is duplicated and filed in each selected folder.

Specifying a hierarchy for mail actions

To change the order of your mail actions, drag a mail action to a new
place in the Mail Actionslist.

When you drag a mail action, you see a heavy line showing where the
action will be placed.

EEI=———— Mail Actions List =———R1

I_ Dizable all mail actions

7|

Mail Action Narne ki

+" Project ¥ mail

 Cat newsgroup e

Yacation

Mail from Jane

e

‘fou can drag Mail Actions to change the execution order
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Enabling and disabling mail actions

Click next to a mail action

When amail action isdisabled, it is not performed on any incoming
messages.

Mail actions are enabled by default when you create them. A mail action
is enabled when you see the checkmark in the + column in the Mail
Actions List window, and disabled when the « columnisempty. Click
inthe + column to enable and disable mail actions.

to enable or disable it

EEI=———— Mail Actions List =———R1
fe [l Select to disable all mail actions

\/| Mail Action Name ki

" Project ¥ mail | .

+ (Cat newsgroup | These actions are enabled

Vasation This action is disabled
]
|
‘fou can drag Mail Actions to change the execution order

Deleting mail actions

To delete amail action:
1. Inthe Mail Actions List window, select the mail action to delete.
2. Click the button in the toolbar or press the Delete key.

Importing and exporting mail actions

| Filc

Open... ®0
Open Special »
Close W
Save %%

Save As File...

Import Addresses...
Export Addresses...

Page Setup...

Print... xP
Print One i¥EP
Quit 30

Y ou can create mail action documents and share them with other
Claris Emailer users.

To export amail action to afile that you can share with others:
1. Select the mail action in the Mail Actions List window.
2. Choose Save As File from the File menu.

3. Namethemail action file, choose alocation to savethefile, and click
Save.

Thefileissaved in thelocation you chose. The name of the saved file
does not have to be the same as the name of the mail action.
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To import amail action that has been saved as afile, drag the file from
the Finder to the Mail Actions List window in Claris Emailer. The mail
action is added to the Mail Actionslist.

Mail action examples

Use the following mail action examplesto help you get started writing
your own mail actions.

Example 1: Using the Vacation mail action

Setup
Easy Setup

Mail Actions
Schedules
Signatures
Destinations
Accounts

Service Providers

Current Location p
Preferences...

Click here to enable this
mail action

Claris Emailer comes with one mail action ready to go (but turned off).
The Vacation mail action sends an automatic reply to anyone who sends
you email while you are on vacation.

To use this mail action, choose Mail Actions from the Setup menu. Y ou
seethelist of mail actions. If you haven’t changed the mail actions yet,
you see the Vacation mail action with no checkmark next to it.

EEI=———— Mail Actions List =———R1
Hew [ Disable all mail actions
\/| Mail Action Name ki

Yacation
¥
]
‘fou can drag Mail Actions to change the execution order

To turn themail action on, click onceinthe « column. The checkmark
next to the mail action indicates that the mail action is enabled.

To edit the mail action, double-click it in thelist. Y ou can edit the
criteriaused to decide whether to perform the action, or you can change
theaction that isperformed. To edit the message that is sent in the reply,
click Define Actions and then click Edit reply.

For more information, see“ Setting mail action criteria’ on page 9-4 and
“Setting actions for criteriamet mail” on page 9-8.
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Example 2: Enhancing the Vacation mail action
The Vacation mail action in Example 1 sends areply to every message
you receive while you are on vacation. In some cases, it may send the
vacation reply to the same person repeatedly. For instance, if a
co-worker sends you updates on your project for you to read when you
return, the Vacation mail action sends the vacation reply every time.

Important Before you begin this example, disable the Vacation mail
action in the mail actions list window.

Y ou can create a series of mail actions that allow you to send your
vacation reply only once to any particular person.

First, you must create a group in the Address Book that will contain the
names of the people who send you mail while you are on vacation.

1. Click the button in the toolbar or choose Address Book from the

Browser ®B

Folder List 31 Window menu.

i 2. Click New Group.

3. For Group name, type Vacati on reply sent.
4. Savethe group.

Toolbar
Connection Status

The group is empty when you create it. However, if there are people
you never want to send your vacation reply to, you can add them to
the group now.

& Yacation reply sent

The next time you go on vacation, delete all members of this group and
turn on your vacation mail actions.

Now you are ready to create the mail action that will send your vacation
reply.
Mol hctons 1. Open the Mail Actionslist by choosing Mail Actions from the Setup
Signatures ma‘]u

Destinations
Accounts
Service Providers

Easy Setup

. Create anew mail action by clicking New.

Current Location p
Preferences...

. For Mail action name, type Vacat i on reply.

. Inthe Criteria area, choose All mail from the leftmost pop-up menu.
. Click Define Actions.
. Select Auto reply to message and click Edit reply.

~N OO O B W DN

. Compose your reply and click Save.
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8. Select Add sender to group and choose Vacation reply sent from the pop-
up menu of groups.

Now, everyone you send a vacation reply to will be automatically
added to the “Vacation reply sent” group.

9. Click Save inthe Action Entry dialog box and Save inthe Mail Action
Entry dialog box.

Mail Action Entry:

Mail action nane : I\-'acation rep]gl |

Criteria:

Field: [ Al mail > ][ * |[ |

Actions :

dutornatically reply to the messzage
Add the sender to the group “Vacation reply sent®

I

Define Actions...
R Enabled R Stop mail actions if criteria met

Y ou are now ready to create the mail action that will ensure that you
send your vacation reply only to those who haven't yet received it.

1. If itis not already open, open the Mail Actionslist by choosing
Mail Actions from the Setup menu.

2. Create anew mail action by clicking New.
3. For Malil action name, type |l n Vacati on group.

4. Inthe Criteriaarea, choose From from the first pop-up menu and Is in
specific group from the second pop-up menu.

5. Choose Vacation reply sent from the pop-up menu of groups that
appesars.

Thismail actionisappliedto mail from anyoneinthe*Vacation reply
sent” group. Remember that anyone who receives avacation reply is
added to the “Vacation reply sent” group.

6. Leave the Actions area blank.
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7. Make sure that Stop mail actions if criteria met is sel ected.

Important 'Y ou must select this option in order for this series of mail
actions to work correctly.

Mail Action Entry:

Mail action narne : Iln Yacation grouﬂ |

Criteria:

Field: | From b I | Is in specific group W I | Yacation reply sent W I

Actions:

q [

Define Actions...
[ Enabled [5 Stop mail actions if eriteria met

8. Click Save.

Finally, put these mail actions together by putting them in the proper
order in your Mail Actionslist.

1. If itis not aready open, open the Mail Actionslist by choosing
Mail Actions from the Setup menu.

2. DragtheIn Vacation group mail action upward so that it appearsjust
above Vacation reply in the Mail Actions list.

When you are ready to go on vacation, make sure that both mail actions
are enabled.

Note Y ou may want to apply other mail actions while you are on
vacation. For instance, you may still want to prioritize your supervisor’s
messages and file Project X messagesin the Project X folder. If so, leave
your current mail actions active and add the In Vacation group and
Vacation reply mail actions after your other mail actions.

v Mail Action Name <
' Project ¥

v Mail from Yurniko
W In Yacation group

W Macation reply




Chapter 10: Customizing Claris Emailer settings

This chapter provides step-by-step instructions for customizing
Claris Emailer, including:
= setting up destinations to make typing addresses faster

= creating location settings so you can use Claris Emailer wherever
you go

= creating one or more signatures so you can quickly and consistently
add closing information to your messages

= using AppleScript documents to automate operations

= setting avariety of preferences

Customizing the destinations list

Shortcuts (destinations)

Claris Emailer routes your mail over the Internet. Claris Emailer lets

you define shortcuts, called destinations, for commonly used Internet
domain names.

For example, “claris.com” isthe domain name for Claris Corporation.
Destinations et you use “Claris’ instead of the Internet domain name.
You'll find it helpful to create destinations for the places to which you
frequently send electronic mail.

El=——————oo Destinations List =icoa0"0"———-[01=
Mew
_ Internet Domain Marne =
America Online aol.com 2
#pple Computer apple.com =]
Applelink applelink apple.corn
ATET Mail attrail.com .
Full domain names
ElX biiz.coomn
EMUG broug.org
Claris claris.com
Claris OfficeMail
ki
] [eo{
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Adding or changing a destination

Easy Setup

Mail Actions
Schedules
Signatures
Accounts

Service Providers

Current Location p
Preferences...

Y ou can add or change destinations for any domain name.

Note Y ou should not change the Internet domain names for the
following destinations. America Online, AppleLink, CompuServe,
Internet, or RadioMail.

To add or change a destination:
1. Choose Destinations from the Setup menu.
Y ou see the Destinations List window.

2. To add a new destination, click New. To change an existing
destination, double-click the destination name.

Y ou see the Destination Entry dialog box.

Destination Entry:

Destination narme : I |

|

Internet domain name : I

3. Type the name of the destination.

4. Typethe Internet domain name for the destination in the Internet
domain name text box.

TheInternet domain name should contain everything after the @ sign
in an email address, but should not contain the @ sign. For example,
“aol.com” isthe domain name for America Online accounts.

5. Click Save.

Deleting a destination

Before you delete a destination, be sure the change does not affect
addresses in your Address Book.

Important If an address in the Address Book uses the destination you
delete, that addressis no longer valid.

Note Y ou cannot delete destinations for America Online, AppleLink,
CompuServe, the Internet, and RadioMail.
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To delete a destination:
1. Choose Destinations from the Setup menu.
Y ou see the Destinations List window.

2. Select the destination to be deleted and click the [Tl button in the
toolbar or press the Delete key.

Changing location settings

If you use Claris Emailer on a PowerBook computer or removable hard
disk and travel to different places, you may need to change your
connection information as you change locales. To do this, create a
location for each place you use Claris Emailer. When you create
locations in Claris Emailer, you can quickly change connection
information at any time. Y ou do this by selecting a new location in the
Locations List window.

Note If you do not use Claris Emailer in multiple locations or need to

change any connection information, then you probably don’t need to
use locations.

Creating or changing locations

Easy Setup

Mail Actions
Schedules
Signatures
Destinations
Accounts

Service Providers

Current Location p  Edit Locations

Preferences...

v Home

Y ou should create alocation for each place where you plan to use
Claris Emailer that requires different connection information. Y ou can
also use locations to change connection information, such as the baud
rate for your modem, even if you do not travel with Claris Emailer.

To create or change alocation:

1. Choose Current Location from the Setup menu, and then choose
Edit Locations.

Y ou see the Locations List window.

E=——— Locations List =—"r—— 01
MNew

B Home 408 |

=

=1 [ ) |
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2. Click New to create a new location. Or, double-click the location
name to change an existing location.

Y ou see the Location Entry dialog box.

Location Entry:

Location narne :I |
Local area code: I:l
Service | Connection 5ty
America Online Main E
appleLink IMain =
ComnpuSerye Main E
>

3. Typethe new or changed name of the location. For example, you
could use the city name.

4. Typethelocal three-digit area code number in the Local area code text
box.

Important This area code helps you identify the location, but is not
used when Claris Emailer dials a number.

5. For each service, choose the connection from the pop-up menu on the
right.

Location Entry: Work

Lacation name : I\N'ork

Local area code:

Edit Connections...

Service | Connection
Armerica Ontine Main ® Main [ Choose a connection
appleLink Ea
CompuServe Main 2] Click to display a
| pop-up menu of
it connections
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The connectionsin the pop-up menu were defined when you set up
connection information for the service. To add or change connection
information, choose Edit Connections from the pop-up menu. Y ou see
the Service Entry dialog box for that service. For information about
creating or changing services, see chapter 3, “ Setting up
ClarisEmailer.”

6. Click Save.

Selecting locations

When you select alocation, you change the information Claris Emailer
uses to connect to your email services.

Important If you change your location, be sure that the schedules you
create are still valid for the new location. For more information about
schedules, see “ Scheduling account connections’ on page 4-3.

To select adifferent location, choose Current Location from the Setup
menu, and then choose alocation from the submenu. The selected
location is marked with a checkmark in the submenu and the § iconin
the Locations List window.

Y ou can also select adifferent location in the Locations List window by
clicking inthe & column next to the new location.

EE=—————— Locations List =———P1
Mew
. Horne 403 |t
Shows the location B Tusson 520
currently in use Work 415
=
<@l L |

Deleting locations
To delete alocation:

1. Choose Current Location from the Setup menu and then choose
Edit Locations.

Y ou see the Locations List window.



10-6 Claris Emailer User's Guide

2. Select the location to delete, and click the button in the tool bar
or press the Delete key.

Note Y ou cannot delete the currently selected location.

Setting up your signatures

Use signatures to add closing information for your outgoing messages.
A signature often includes your name, company name, and mailing
address. Some signatures also include a phone number, the address of a
Web page, or afavorite quotation.

Y ou can create several signaturesto usefor different types of messages.
For example, you can create personal and business signatures. Y ou can
al so specify signaturesto be used by default for messages sent from each
of your email accounts.

For information about adding a signature to an outgoing message, see
“Adding asignature” on page 5-12. For information about setting a
default signature for each account you use, see chapter 3, “ Setting up
ClarisEmailer.”

Easy Setup

I To create asignature:

:htd " 1. Choose Signatures from the Setup menu.

Servics Prouiders Y ou see the Signature List window.

Proteroncoses 2. Click New to add a new signature. Or, to edit an existing signature,

double-click the signature namein the list.
Y ou see the Signature Entry window.

Signature Entry:

Signature name : I |

i
]
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3. Type aname in the Signature name text box.
4. Typeyour signature in the scrolling text area.
5. Click Save.

Using AppleScript documents

Y ou can write AppleScript documents to automate Claris Emailer and
itsinteractions with other scriptable applications. Y ou can then run the
AppleScript documents from mail actions, schedules, or the £ menu,
or set apreference to run an AppleScript document when you receive
new mail.

To make an AppleScript document available for use from within
Claris Emailer, you must place it in the AppleScripts folder, which is
located in the Claris Emailer Files folder in the Claris Emailer Folder.

Sample scripts are located in the Support Filesfolder in the
Claris Emailer Folder. For more information about writing AppleScript
documents, refer to the documentation that came with your computer.

For information about
running AppleScript scripts See

From mail actions “Running an AppleScript document automatically” on
page 9-13
From schedules “Scheduling account connections” on page 4-3

When you receive new mail “ Setting mail notification preferences’ on page 10-13
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Setting preferences

Easy Setup

Mail Actions
Schedules
Signatures
Destinations
Accounts

Service Providers

Current Location p

Preferences...

Y ou can use the Preferences dial og box to customize the way you work
in Claris Emailer. For example, you can set how often Claris Emailer
permanently deletes mail from the Deleted Mail folder.

To set preferences, choose Preferences from the Setup menu to display
the Preferences dialog box and then click a category in the Category list
on theleft. Then select the options you want. When you are done setting
preferences, click OK.

Preferences

Cateqor 475 When opening Claris Emailer:

Click a category to
see the preferences
it contains

Incorning rmessages . T .
I Restore previous window positions

Outgoing messages

Repli
Shiss Confirmations:

Fant and color
R Confirm when deleting

MNew mail notification
Files and folders R Confirrn when sending a message with no subject
Hatl aetions I? Confirrn when sending a message with no text or enclosures
Priorities
TCP contral I? Confirrn when closing a rodified incomning ressage

Printing :

Default Page Setup...

&

For information about specific preferences, see the remaining sections
in this chapter.

By default, the Claris Emailer Preferencesfile, which keepstrack of the
preferences you set in the Preferences dialog box, is stored in the Claris
folder in your System Folder. If you use Claris Emailer on aremovable
disk, or if you use more than one copy of Claris Emailer on the same
computer, you might want to keep a*“local” copy of the Claris Emailer
Preferencesfilein the Claris Emailer Folder.

Tousealocal preferencesfile, copy the Claris Emailer Preferencesfile
from the Claris folder in the System Folder into the Claris Emailer
Folder. Thelocal copy of the preferences file takes precedence over a
preferences file in the System Folder.
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To view or change defaults preferences, choose Preferences from the
Setup menu and click Defaults in the Category list.

Y ou can use defaults preferencesto bypass certain dial og boxes, such as
the dialog box that asks you to confirm deletions. Y ou can also set
default options for the page setup and for startup actions.

To

Do this

Connecttoaserviceevery time
you start Claris Emailer

Select Connect using. Then choose Connect Now to connect as
you would if you chose Connect Now from the Mail menu.
Or, choose a schedule name to connect immediately using
the service and account settings in a connection schedule.

Important If you select Disable all schedules in the Schedules
List window, this preference is disabled and no schedule
will run at startup. For moreinformation, see“ Enabling and
disabling schedules’ on page 4-6.

HaveClaris Emailer remember
thelocations of currently open
windows the next time you
start the application

Select Restore previous window positions.

Show or bypassthe dialog box
you see when you delete
messages or other items

Select or deselect Confirm when deleting.

Important If you deselect this option, and then delete a
message or other item, you cannot cancel or undo the action.

Show or bypassthedialog box Select or deselect Confirm when sending a message with no
you see when you save an subject.

outgoing message that has no

subject

Show or bypassthedialog box  Select or desel ect Confirm when sending a message with no text
you see when you save an or enclosures.

outgoing message that has no

body text or enclosures

Show or bypass the dialog box
you see when you close an
incoming message that you
have changed

Select or deselect Confirm when closing a modified incoming
message.

Specify the page setup options
that are used when you choose
Print One from the File menu or
print a message using amail
action

Click Default Page Setup, select the options you want as
defaults in the Page Setup dialog box, and then click OK.




10-10 Claris Emailer User's Guide

Tip You can bypass confirmation dialog boxes and alert messages by
pressing the Option key when you choose the menu item or click the
button that opens the dialog box or alert message. For example, if you
select the preference to show the Confirm Deletion dialog box, you can
bypass this dialog box by pressing the Option key when you delete an
item.

Setting incoming message preferences

To view or change incoming message preferences, choose Preferences
from the Setup menu and click Incoming messages in the Category list.

Y ou can use incoming message preferences to specify how
Claris Emailer handles mail you receive.

To Do this

Decompress enclosureswhenyou  Select Automatically decompress enclosures. If you

receive them deselect this preference, the enclosuresremain
compressed. To decompress the files later, you must
use a decompression application.

Show the headers pane when Select Show headers by default.
opening incoming messages

Specify how much information Select either Short headers or Long headers.
appears in the headers pane

Set where Claris Emailer storesor  Choose options from the Place new log messages, After
files your messages reading a message, and After replying to a message
pop-up Menus.
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To view or change outgoing message preferences, choose Preferences
from the Setup menu and click Outgoing messages in the Category list.

Y ou can use outgoing mail preferencesto customize how Claris Emailer

handles messages you send.

To

Do this

Turn file compression for outgoing
message enclosures on or off

Select or deselect Compress enclosures by default.

Show the Send Now Setup dialog
box when you click Send Now

Select Prompt for connection information.

Set the default setting of the Send
Now Setup dialog box, and set the
behavior if you deselect Prompt for
connection information

Select either Just send the message or Send the message
and get all waiting mail.

Set where Claris Emailer files your
sent messages

Choose an option from the After sending a message pop-
up menu. This option applies only to messages sent
from the Out Box folder.

Setting reply preferences

To view or change reply preferences, choose Preferences from the Setup
menu and click Replies in the Category list.

Y ou can use reply preferencesto customize how Claris Emailer handles
replies to incoming messages.

To

Do this

Always quote the entire text of the
message you are replying to in your
reply

Select Quote all text of the original message by default.

Insert an attribution line at the
beginning of a quote

Select Use attribution line when quoting and create the
attribution line by typing text and selecting tags from
the pop-up menu.

Y ou can select the following tags: <date>, <sender>,
and <sender address>.

For example, you can create this attribution line:
“On <date>, <sender> (<sender address>) wrote:”

In this example, the attribution line in the reply might
be:

“On 1/1/97, Jane Smith (jsmith@aol.com) wrote:”
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To Do this

Set where Claris Emailer placesthe Select or deselect Put the insertion point after the quoted
insertion point when you quote text  text. If you deselect this option, the insertion point is

placed above the quoted text.
Display adialog box to choose Select Ask whether to reply to sender only or all recipients.
between “Reply to sender” and
“Reply to sender and all other
recipients’
Specify who receives replies by Select either Sender only or Sender and all recipients.
default

Specify which account areply is Select either Send each reply via the account that received
sent from by default the message or Send all replies via the default account.

For more information about setting your default
account, see “ Setting up account information” on

page 3-4.

Setting font and color preferences

To view or change font and color preferences, choose Preferences from
the Setup menu and click Font and color in the Category list.

Y ou can use font and color preferencesto specify the font and font size
used in all message windows, and to set the colors used in quoted text in
incoming messages.

To Do this

Set the default font and font  Choose afont from the Font pop-up menu, and choose afont
size for messages size from the Size pop-up menu.

It's best to choose a monospaced font, such as Monaco or
Courier, because most mail messages are formatted using
monospaced fonts. With a monospaced font, you can use
spaces to line up columns of text.

The font and font size you choose are used in the body of
both incoming and outgoing messages.

Set the colors used for quoted  Click the sample color box for each level of quoted text.
text in incoming messages Then select options from the dialog box for setting colors.
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Setting mail notification preferences

To view or change mail notification preferences, choose Preferences
from the Setup menu and click New mail notification in the Category list.

Y ou can use mail notification preferences to customize what happens
when you receive new mail.

To Do this

Seeaflashing [T iconinthe  Select Blink icon in menu bar.
upper-right corner of the

" (Y ou seetheicon only when Claris Emailer isopen but isnot
screen when you receive

m es in the foreground.)
Hear atone when you receive  Select Play sound and choose a sound from the pop-up menu.
messages

Runan A ppleScript document
when you receive messages

Select Run AppleScript and choose an AppleScript document
from the pop-up menu. For more information, see “Using
AppleScript documents’ on page 10-7.

Note You can play only sounds that are currently installed in your
system. To install a sound, drag it into your System Folder.

Setting file and folder preferences

Open...
Open Special

Close 1

Save #E
Save fis Tosl..

Import Addresses...
Export Addresses...

Fage felup..
Print.. #
Print Dae vEP

Quit 3#0

Emailer Files Folder

To view or change file and folder preferences, choose Preferences from
the Setup menu and click Files and folders in the Category list.

You can use file and folder preferencesto set a schedule to empty your
Deleted Mail, Sent Mail, and Read Mail folders, and to specify a
location for downloaded enclosures.

The location of the Claris Emailer Files folder is displayed for your
information. To open the Claris Emailer Files folder from within
Claris Emailer, choose Open Special from the File menu and then choose
Emailer Files Folder. The folder is opened in the Finder.

To Do this

Set where enclosuresyou receive are
stored

Click Set, select afolder or disk from the dialog box,
and then click Select folder.

Permanently delete mail from the
Deleted Mail folder when quitting
Claris Emailer

Select Deleted Mail. Then either select All messages or
select Messages thatare __ days old and enter the
number of days.
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To Do this

Permanently delete mail from the Select Sent Mail. Then either select All messages or
Sent Mail folder when quitting select Messages thatare ___ days old and enter the
Claris Emailer number of days.

Permanently delete mail from the Select Read Mail. Then either select All messages or
Read Mail folder when quitting select Messages thatare __ days old and enter the
ClarisEmailer number of days.

Setting mail action preferences

To view or change mail action preferences, choose Preferences from the
Setup menu and click Mail actions in the Category list.

Y ou can use mail action preferences to customize how Claris Emailer
handles automatic replies and automatic filing.

To Do this

Specify whether Claris Emailer will  Select or deselect Do not automatically reply to mailing
send automatic replies (generated by lists.

mail actions) to mailing lists Thispreferenceaffectsonly CompuServeand Internet

accounts.

Create alog of messagesthat are Select Create a new auto-file log entry by default.

filed by mail actions For more information, see “ Filing a message

automatically” on page 9-9.

Setting priority preferences

To view or change priority preferences, choose Preferences from the
Setup menu and click Priorities in the Category list.

Y ou can use priorities preferences to rename and set the color for the
priority designations for incoming messages. (Y ou see amessage’'s
priority in the message list.)

To Do this

Set the color for a priority Click the sample color box next to the priority you
want to change. Then select options from the dialog
box for setting colors.

Rename a priority Delete the old name and type a new one.
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Toview or change TCP control preferences, choose Preferences from the
Setup menu and click TCP Control in the Category list.

Important These preferences apply only if you are using PPP or SLIP
software and a modem to connect to your service provider.

Claris Emailer cannot terminate (hang up) adial-up TCP connection by
itself. If you want to make sure that TCP connections made during
scheduled connections are hung up, you must do the following:

= |nthe TCP control preferences, activate the TCP control plug-in for
your connection utility. Claris Emailer ships with TCP control
plug-ins for several common connection utilities.

= Select Use TCP control in the Schedule Entry dialog box for each
schedule that requires TCP control. For more information, see
“Scheduling account connections’ on page 4-3.

Y ou can use TCP control preferencesto activate TCP control, designate
aplug-in, and specify whether or not your TCP control plug-inwill hang
up aconnection that it did not open.

To

Do this

Activate your TCP control plug-in

Select TCP control enabled.

Designate the TCP control plug-in
to use

Choose a plug-in from the pop-up menu.

If the TCP Control plug-in for your connection utility
does not appear in the pop-up menu, make sure that
the plug-inislocatedin the TCP Plug-insfolder in the
Claris Emailer Filesfolder in the Claris Emailer
Folder.

Haveyour TCP control plug-in hang
up even when Claris Emailer did not
open the connection

Select Hang up even if connection was already open. If
you do not select this option, your TCP control
plug-in will not hang up a connection that it did not

open.



Appendix A: Encoding enclosures

“Encoding an enclosure” means converting a computer file to a text-
only format that you can send over the Internet.

Why use encoding?

As messages travel over the Internet, they pass through email gateways
on different computers. If a gateway receives a message with an
enclosure (also known as an attachment), but doesn’t understand the
format of the enclosed file, the gateway guessesthe format and encodes
the enclosure accordingly. If the gateway guesses wrong and encodes
the enclosure incorrectly, the enclosure might not be readable when it
reaches its destination.

When you specify an encoding format that is compatible with the
recipient’ s computer, you ensure that your enclosures arrive at their
destination in the correct format.

Choosing an encoding format

Claris Emailer provides several encoding formats. Find out what
operating systems and email services your recipients use, and then use
the following guidelines to choose an encoding format. (Use the first
option that applies to your situation.)

If Choose

The recipient’s serviceisthe same asthe Service default.

service you' re sending the message through For instance, use this option when sending

from a CompuServe account to another

CompuServe account.
The recipient uses the Mac OS BinHex
The recipient uses an operating system other  Base 64 or UUEncode
than the Mac OS
Y our service or the recipient’s service BinHex, which appends the enclosure as text

doesn’t support enclosures in the message body
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The following table contains detailed information about each option.

Encoding option

Description

Service default

This option transfers file information to the recipient with the default
encoding used by the destination service. When you use this option,
Claris Emailer software uses the defaults of the destination’ s carrying
service to encode the enclosures. If the carrying service does not
encode enclosures, Claris Emailer does not encode the files being
sent.

BinHex

BinHex, sometimes known as“.hgx,” translates both the resource and
dataforks of anormal Macintosh file into a continuous string of
ASClI-text data. This maintains the Macintosh file type, creator, and
resource information during file transfer.

A BinHex encoded file tends to grow larger, but it is efficient for
Mac OS users because the encoded file retains al of the Mac OSfile
characteristics.

Y ou can decode a BinHex file with several utilities, such as Stufflt
Deluxe and Stufflt Expander by Aladdin Systems, Inc. Claris Emailer
automatically decodes BinHex fileswhen it receives them. After your
enclosure is decoded, it returnsto its original file format and you can
use it with the Mac OS with no further conversion.

Base64

Use this encoding only when sending afile to someone who has a
MIME-compliant email application. (MIME stands for the
Multipurpose Internet Mail Extensions standard.)

UUEncode

This UNIX standard is similar to the other encoding methods, except
that it does not preserve the Macintosh data forks. If the file received
isan application, you must know thefiletypeand creator codesfor the
application and add them to the file with afile resource editing tool
such as the Apple ResEdit utility.

To decode UUENcode files, add “.uu” to the filename, and then open
the file with a decompression utility that can translate UUEncoding
(such as Stufflt Expander).

Important Both Base64 and UUENcode can |ose the information that
identifiesthe file asaMacintosh file. When an encoded file isreceived,
it must be decoded by the appropriate Base64 (MIME) or UU decoder.

The resulting file appears on the Macintosh as ageneric file. The

recipient must know which application can read thefile, then start that
application and use it to open the document.

For information on sending an enclosure with amessage, see“Enclosing

files” on page 5-8. For information on working with enclosuresyou have

received, see “Working with enclosed files” on page 6-5.



Appendix B: Compressing enclosures

File compression makesiit easier to transfer email enclosures and
reduces the amount of disk space needed by the computers that transfer
your messages. The amount of reduction in file size depends on the data
you are compressing, but istypically around 50%.

File compression software works by analyzing the contents of afileand
creating a special shorthand for it. When the compressed file arrives at
its destination, the recipient needs to know what software you used to
compress the file so that the message can be decompressed.

Claris Emailer uses Stufflt compression software and compresses
enclosures by default when you send them. Before sending file
enclosures, it’ simportant to know what type of decompression software
the recipient has.

If the recipient of your

message uses Enclosures you send

Claris Emailer Are automatically decompressed when they are downloaded.
A different email Might have to be decompressed manually. The recipient must
applicationonaMac OS  have one of the following applications to expand any
computer compressed files:

= Any email client that contains the Stufflt expansion software
= Stufflt, Stufflt Expander, or UnStufflt
= Compact Pro

Anemail applicationona Might not be able to be decompressed. Y ou might not want to

computer that doesn't use  useClaris Emailer to compressfiles sent to computersthat don’t

the Mac OS usethe Mac OS, becausethe Stufflt expansion tool isnot widely
available on these computers.




Glossary

account 1. A form of accessto acomputer or network for
aspecific user name and password. Y our account settings
identify you to your email service. Y ou might have more
than one account per serviceif more than one person uses
this copy of Claris Emailer to connect to the service, or if
you manage more than one account with the service.

2. A namethat you define for an account when setting up
your account information in Claris Emailer. If you have
several accounts for an email service, it's helpful to give
them different names (for example, Mom’s account and
Dad's account).

3. The full address of your POP account, including the
name of the POP server (for example,
your_name@POPserver.host.com).

See also address; domain name.
account ID Your AppleLink online service account.

address Characters identifying an email account and its
location on the Internet (for example,
your_name@POPserver.host.com). See also account;
domain name.

Address Book The Address Book stores addresses for
individuals and groups that you can use to address
outgoing messages quickly.

Address field Thetext box you useto enter the address of
your recipient in an outgoing message. If you have
defined the recipient in your Address Book,

Claris Emailer fillsin the address for you as soon as you
have entered a unique string of charactersin the
Recipient field. See also Recipient field.

announce@claris.com The name and address of the
electronic product announcement mailing list at Claris
Corporation. See also list server.

AOLnet A type of network that you can use to connect to
the America Online online service.

AppleLink package A proprietary enclosure format from
the AppleLink online service. See also enclosure.

AppleScript A scripting language you can use to control
functions of the Mac OS and of applications that support
AppleScript (often called scriptable applications).

ASCII character set American Standard Code for
Information Interchange. A standard character set used
by most computer systems around the world (often
extended for different alphabets).

auto-file log An entry in the Logs folder that tells you
where Claris Emailer stored your automatically filed
messages. See also mail action.

background A computer process that takes place out of
sight and usually at alower priority than processes
running in the foreground. When you switch to another
application but leave Claris Emailer running, the
program is “running in the background” and can still
make regularly scheduled connections to download your
email.

Base 64 A method for encoding files that converts a
computer fileto ASCII for sending it across the Internet
or to an email service, and convertsit back to binary so it
can beread by the recipient. Use Base 64 encoding if you
are sending file enclosures to people who use operating
systems other than the Mac OS.

baud rate The number of times per second that amodem
changes the signal it sends through a phone line. The
baud rate is related to how fast datais transmitted.

BCC field (Blind Carbon Copy) The text area where you
specify additional recipientsfor amessage (as opposed to
the primary recipient). When you send a Blind Carbon
Copy, no other recipients can see that you included this
recipient. See also CC field (Carbon Copy); To field.

BinHex A Macintosh encoding method that converts a
binary computer file to ASCII for sending it across the
Internet or to an email service, and converts it back to
binary so it can be read by the recipient. Use BinHex
encoding if you are sending file enclosures to other
Mac OS users.

Browser window The main Claris Emailer window
where you work with lists of mail messages.

CC field (Carbon Copy) The text area where you specify
additional recipients for a message (as opposed to the
primary recipients). See also BCC field (Blind Carbon
Copy); Tofield.
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Claris Emailer Notifier A filein the Claris Emailer
Folder that contains the email notifier software for use
with Claris OfficeMail. See also notifier.

Claris OfficeMail An email server product that works
with Claris Emailer on a LAN-based network.

Claris OfficeMail manages and directly transfers your
messages to other local Claris OfficeMail users. Y ou can
connect Claris OfficeMail to the Internet with ClarisLink
or another Internet service provider to send messages
outside the LAN. See also local area network (LAN).

ClarisLink An Internet service you can purchase to use
with Claris OfficeMail for email access to the Internet.

client A computer that requestsinformation from another
computer to which it is connected over a network.

client/server architecture The relationship between two
networked computers that share resources. The client
requests servicesfrom the server, and the server provides
servicesto the client.

Comm Toolbox See Macintosh Communications
Toolbox.

compression See file compression.

Connect Again A menu item in the Mail menu that
initiates a connection to email services exactly asyou
specified the last time you chose Connect Now. See also
Connect Now.

Connect Now A menuitemintheMail menuthat initiates
aconnection to email services. If you have accountswith
morethan one email service and you chooseConnect Now,
you can choose which email accounts you want to access
during this connection. See also Connect Again.

connection error An error message that Claris Emailer
displaysfor you in the Logs folder. Most connection
errors come directly from your email service provider,
not from Claris Emailer. See also connection log.

connection file In America Online, AppleLink, and
CompuServe setup, the file that tells your computer how
to communicate across the network, either through your
modem or another communication tool (such asa Telnet
tool).

connection information The connection settings that tell
Claris Emailer about your modem type and the phone
number to dial to reach your email service. Y ou might
have several connectionsif you connect to your service
provider from more than onelocation, such as at home or
when you travel.

connection log A message that is delivered to you from
Claris Emailer when a connection error occurs. See also
connection error.

connection schedule Connection times that you define
so that Claris Emailer downloads your email from your
email service at regular intervals. Y ou can specify a
timed connection schedule, which connects at a specific
time you designate, or arepeating connection schedule,
which connects at a specific interval (for example, every
30 minutes).

contact A record of information about a person or
organization you keep in touch with. Thisinformation
can include name, email address, and a description. You
can keep alist of contactsin the Address Book.

criteria Seetest (in amail action).

data fork The portion of every Macintosh file that
contains auser’s data, such as text. See also resource
fork.

Default send via A setting in the Accounts List window
that lets you specify adefault account for sending email.
See also Send via.

Deleted Mail folder A folder that stores copiesof all mail
you delete. You can set a preference to delete mail
permanently from the Deleted Mail folder at regular
intervals.

Description field A field in the Address Book that lets
you enter notes about an address. For example, you might
use the Description field to remind you of a contact’s
affiliation or association.

destination A shortcut in Claris Emailer for frequently
used Internet domain addresses. For example, you can
choose the destination Apple from the Destinations pop-
up menu instead of typing @pp! €. com after the
recipient’s name in the Address field.

Destinations file A filein the Claris Emailer Filesfolder
that stores the destinations that come with Claris Emailer
and any destinations that you define.



dial type The kind of output your phone makes, either
pulse or tone, when dialing a number.

dialing in Using amodem to dial the phone number of an
email service so that you can connect and download
email.

domain name A name for the | P address that describes a
location of acomputer on the Internet. A domain name
specifiesthe name of aserver at an email service and the
domain and sub-domains (separated by periods) to which
it belongs. For example, in the address
announce@claris.com, claris.com is the domain name.
Com is an abbreviation for “commercial” and isatop-
level domain used for commercia businesses. See also
account; address.

downloading Moving your email messages or enclosures
from aserver at your email service provider onto your
personal computer.

Downloads folder A folder that stores all enclosures
when they are downloaded from an email service
provider.

draft messages Messages in progress that you have
saved to afolder, but not put in the connection queue.
See also queued messages.

drag and drop Technology available for Macintosh
System 7 or later that lets you select anitem, drag it to a
qualified area, and rel ease the mouse button to move or
copy theitem. In Claris Emailer, you can drag and drop
messages, addresses, enclosures, and text (in certain
areas).

Easy Setup A step-by-step process for setting up or
changing your service and account information.

email Electronic mail. A system for transmitting
messages from one computer or terminal to another. A
message sent from one computer user to another is stored
in the recipient’ s account mailbox until that person logs
onto the system and reads the message.

email name Y our email account name for
Claris OfficeMail.

email service A service that provides access to an email
server, which sends and receives messages. See also
Internet service provider (1SP); online service.

enclosure A file attached to an electronic message.
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encoding Converting afile into code so you can send it
across the Internet or through online services.

encoding format The rules by which afile is encoded
before being sent across the Internet. Claris Emailer
supports three encoding formats: BinHex, Base 64, and
UUEncode.

encrypting Transforming datain amessage or fileinto a
form that can’t be read without a secret encryption key.
Encryption increases the security of message or file
content. Claris Emailer does not encrypt messages.

exporting addresses Saving the contents of the
Claris Emailer Address Book to atext file to share the
information with another application.

file compression A process of compacting the content of
afileenclosure to make the information easier to transfer
and store as it travels across the Internet.

Filter text box A text entry areain the Address Book that
you can use to search for characters (such asaname) in
the Address Book.

find statement An option used in Claris Emailer Help
for searching Help contents for specific words. See also
operator.

forwarding Sending another user acopy of amessagethat
someone has sent you. When you forward a message, the
text of the original messageisincluded in the body of the
new message you create.

free space The area of unused space on your hard disk.

gateway A computer that provides a connection between
two networks and reformats data so that it is compatible
with both networks.

header The rows of text at the beginning of an email
message that indicate who the message is from, who it’s
to, when it was sent, and its subject matter.

Help navigator window The window that appears when
Claris Emailer Help isfirst opened. Y ou can search for
specific words or view Help contents, asin atable of
contents of abook, in this window.

Help topic window The window that contains Claris
Emailer Help information on a specific subject.

host See server.
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importing addresses Adding addresses from another
mail program’s address book or from atext file to the
Claris Emailer Address Book.

In Box folder The folder where your new messages are
stored by default when Claris Emailer downloads them
from your email service.

initialization string (init string) A group of characters
sent to amodem to prepare it to make a connection with
another modem.

Internet The combination of all computers and networks
that can be reached using an Internet email address.

Internet Config (Internet Configuration System) A tool
available from online services that allows Internet
applications to share a common setup.

Internet header See header.

Internet service provider (ISP) A vendor that provides
direct access to the Internet. The user reaches an ISP
either by dialing up with a computer, modem, and phone
line, or by connecting over adedicated line. Examples of
|SPs are Netcom and EarthLink. See also email service;
online service.

IP address A numerical Internet protocol address that
uniquely identifies each computer linked by the Internet.

LAN Seelocal area network (LAN).

list server A computer that maintains atype of
automated mailing list used for information exchange
between a group of people with acommon interest. Y ou
can subscribe to amailing list that posts messages to all
subscribers. See also announce@claris.com; newsgroup;
post.

local area network (LAN) A short-distance data
communication network (typically within a building or
campus) that provides sharing of computers, email, and
peripheral devices (such as printers and modems). See
also Claris OfficeMail.

local server An email server on alocal area network.

location A method in Claris Emailer for setting up local
access numbers for remote sites so you can quickly and
easily collect email when you travel.

logging in Connecting to a computer at an email service
provider for the purpose of downloading messages.

Logs folder A folder that contains incoming connection
logs (typically connection errors) and auto-filelogs (from
mail actions) from Claris Emailer.

Mac Comm Toolbox (Macintosh Communications
Toolbox) A standardized set of communications tools
(for file transfer, terminal emulation, and connection
settings such as modem or Telnet) used by applications
such as Claris Emailer to adjust connection settings.

Mac OS The operating system for Macintosh and
compatible computers.

Mac PPP (Point-to-Point Protocol) One implementation
of the PPP protocol for the Macintosh often used to
support TCP/IP. PPP establishes, monitors, and
terminates communications between two devicesthat are
usually connected through some kind of serial link. This
link is often apair of modems and a phone line, but can
also be ISDN modems, a serial cable, and so on.

mail action A processin Claris Emailer that compares
each incoming message to a set of criteriaand then
performs a function, such asfiling or forwarding the
message. See also auto-file log.

mail notification 1. The way Claris Emailer announces
that you have new email. The default mail notificationis
aflashing icon in the menu bar and an audible tone, but
you can change the settings.

2. Theway Claris OfficeMail announces that you have
new email and that Claris Emailer should connect and
download it.

MIME Multipurpose Internet Mail Extension. A standard
method of formatting messages that lets you send and
receive mixed-media files (such as text plus color
pictures, video, sound, and binary data).

modem A device that enables your computer to
communicate through telephone lines to another modem
on another computer.

monospaced font A font, such asMonaco or Courier, that
uses an equa amount of lateral space for each character.

name Y our name asdefined in thefirst Easy Setup screen
in Claris Emailer. Some email services use this name to
help identify you in messages you send.

network A group of computers or peripheral devices
(such as printers) that are connected by a
communications channel.



network zones A list of active networks where you can
choose a Claris OfficeMail server, if one does not appear
by default when you set up your OfficeMail connection
information.

newsgroup An Internet discussion group where
subscribers have email conversations about atopic of
common interest. See also list server.

notifier A component of Claris OfficeMail that lets
Claris Emailer know when it receives amessage for you.
See also Claris Emailer Notifier.

online service A type of email service that uses
proprietary protocols for communication between
computers. Online services typically maintain databases
of information that you can accessif you have an account
with the service, and provide accessto information on the
Internet. Examplesof online servicesare AmericaOnline
and CompuServe. See also email service; Internet service
provider (ISP).

Open Transport (OT) A technology from Apple
Computer, Inc. that provides enhanced networking.

operator A function word (such as*and” or “or") used
to perform asearch in Claris Emailer Help for specific
topics. See also find statement.

Out Box folder A folder where you can store outgoing
messages that will be mailed during the next connection.
Queued messages are saved by default in the Out Box
folder, but you can save them in any folder and they will
be sent at the next connection.

password A secret code you specify that restricts access
to your email service account. A secure password is one
that is easy for you to remember, but makes use of
uppercase and lowercase characters and numeralsand is
not areal word (for example, 24’ damonEE).

PDN Routing In AppleLink setup, the public data
network for the transmission of digital data (as opposed
to voice data) in packets over high-speed channel phone
lines.

POP server A computer at an Internet service provider
location that maintains your email account information
and allows you to connect using Claris Emailer and
download your messages. See also SMTP server.
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Post Office Protocol (POP) A standard application
protocol for retrieving electronic mail from Internet
service provider vendors. Claris Emailer uses POP3
technology. See also protocol; Simple Mail Transfer
Protocol (SMTP).

posting Sending a messageto amailing list or
newsgroup on the Internet. See also list server.

PPP (Point-to-Point Protocol) A protocol that
establishes, monitors, and terminates communications
between two devices that are usually connected through
some kind of serial link. Thislink is often a pair of
modemsand aphoneline, but can also be ISDN modems,
aseria cable, and so on. See also protocol; SLIP.

preference A way to customize your Claris Emailer
settings and personalize your email environment. For
example, you can use preferences to change the tone you
hear when new email arrives or to turn off the tone
completely.

preferred address An address that you mark in the
Address Book as the primary (default) address to use
when sending a message to a person who has more than
one address.

priority A label you can apply to amessage to help you
identify or sort messages.

protocol Conventions or rules for communication
between computers. See al so Post Office Protocol (POP);
Simple Mail Transfer Protocol (SMTP); SLIP, TCP/IP,
UUCP.

public domain A legal term applying to software
applications and information that are available free of
charge on the Internet and through online services.

queued messages Unsent messages that are stored in
folders and are waiting to be sent at the next connection.

quoting Including text from a previous message.

Read Mail folder A folder where you can store messages
after you open them. To use this folder, you must set a
preference.

Recipient field The text box you use to type the name of
the person you are sending mail to. See also Address
field.
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replying Answering a message that someone has sent
you.

ResEdit A file resource editing tool from Apple
Computer, Inc.

resource fork The portion of every Macintosh file that
contains system information about the file, such as the
application that created it. See also data fork.

schedule See connection schedule.

screen name Y our account name with the America
Online online service.

Send via A feature that |ets you override the

Default send via setting in the Accounts List window and
send a message through a particular account. See also
Default send via.

Sent Mail folder The default folder that stores messages
that you have sent.

server A computer that gives information or servicesto
another computer connected to it over a network.

service See email service; Internet service provider;
online service.

Services List window The window you use to select an
email service and set up or change connection
information.

signature Text you can append to the end of an outgoing
message. A signature often includes your name, a
company name, and a Web page URL.

SLIP (Serial Line Internet Protocol) A protocol that letsa
personal computer use the Internet protocols over a
standard phone line and modem. See also PPP; Protocol.

SMTP (Simple Mail Transfer Protocol) A standard
application protocol for exchanging electronic mail
between Internet service provider computers. See also
Post Office Protocol (POP); protocoal.

SMTP server A computer at an Internet service provider
location that exchanges mail with SMTP servers at other
Internet service provider locations. See also POP server.

Sprintnet A type of network that you can use to connect
to the America Online online service.

Stufflt An application that compresses enclosuresto save
time and disk space during email transfer across the
Internet. For your convenience, Claris Emailer includes
the Stufflt compression software.

surcharge warning A warning that you will have an
additional charge on your CompuServe account invoice
if you take a particular action. Claris Emailer warns you
when such charges might occur, or you can disable the
warning if you prefer.

System number A country-specific identification
number for your AppleLink setup.

tab-delimited text file A text file containing columns of
information separated by tab characters. Many
applications can export tab-delimited text files, and the
Claris Emailer Address Book accepts datain thisformat.
(Thisformat is also known as tab-tab-return or TTR.)

TCP/IP Transmission Control Protocol/Internet Protocol.
A set of rules and procedures for linking computers
across many kinds of networks. TCP/IP is the protocol
used by the Internet. See also protocol.

Telnet A communications protocol that allowsyoutolog
in to aremote computer over the Internet.

test (in a mail action) In mail actions, the criteria that
you settotell Claris Emailer whether or not to performan
action on an incoming message.

text clipping A file created when you drag text from an
application to the desktop. Y ou can drag text clippingsto
certain areas of applications that support drag and drop.
See also drag and drop.

To field The text entry area where you specify the
primary recipient of amessage. See also BCC field
(Blind Carbon Copy); CC field (Carbon Copy).

toolbar A collection of buttons that issue commands for
the most common tasksin Claris Emailer. Toolbar
buttons give you different options, depending on the
window you'reworking in.

triangle Anicon in Claris Emailer you click to open or
close part of awindow or dialog box. The triangle has a
different orientation for open or close.

UNIX A multiuser, multitasking operating system.
UnStufflt An application that decompresses files.



URL (Uniform Resource Locator) An address identifier
for asiteon the Internet, such asaWorld Wide Web page
or an email address.

user identification number (User ID) Y our account
identifier with the CompuServe online service.

UUCP A protocol for transferring data (such as email) in
batches between two UNIX sites. UUCPisamost aways
used for communication between sites connected by
modems. See also protocol.
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UUEncode A method for encoding files that takes a
computer file, convertsit to ASCII for sending it across
the Internet or to an email service, and convertsit back to
binary so it can be read by the recipient. Use UUEncode
encoding if you are sending file enclosuresto people who
use operating systems other than the Mac OS.

volume An internal or external disk connected to your
system. When you search for afile, you can choose a
volume by name from the V olume pop-up menu.
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accelerators. See keyboard shortcuts,
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account names, described 2-4
account options
Claris OfficeMail 3-12to 3-13
CompuServe 3-16
Internet service providers 3-18
accounts
adding 3-4
deleting 3-6
described 3-2
editing 3-4
email services 2-2
listing 3-4
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specific 5-13
setting a connection order for 3-6
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AmericaOnline 3-8
AppleLink 3-1, 3-10
Claris OfficeMail 3-11
CompuServe 3-16
described 3-4to 3-5
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RadioMail 3-21
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adding
accounts 3-4
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8-15
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mail actions 9-1

quotesto areply 6-7
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schedules 4-3

sender addresses to the Address
Book 8-4,9-13

signatures 5-12, 10-6

subfolders 7-3

text to messages 5-1

Address Book

See also addresses; contacts;
groups

adding addresses from 5-5to 5-7

adding addressesto 8-2to 8-9,
9-13

adding contactsto 8-2to 8-9

adding groupsto 8-9to 8-15

adding sendersto 8-4, 9-13

addressing messages with 5-5to
5-7

deleting entries 8-15

described 2-16, 8-1

dragging entries to messages 5-6

exporting addresses 8-15

filtering 8-14

importing addresses 8-6 to 8-9

opening 8-1

searching for an address 8-14

Address Book toolbar button 2-11

addresses

See al so contacts; groups;
recipients

adding to the AddressBook 8-2to
8-9,9-13

converting to URLs 8-16

deleting 8-3, 9-13

deleting from groups 8-13

described 2-4

dragging 2-17, 5-6 to 5-7, 8-5,
8-12

exporting 8-15

addresses (continued)
filtering in the Address Book 8-14
finding 5-5, 8-14
formats of 5-6
from other applications 8-6 to 8-9
grouping 8-9to 8-15
importing 8-6to 8-9
maximum number of 5-3
preferred 8-3
selecting 5-6
showing and hiding 5-2, 6-4
sorting 8-13, 8-15
using in other applications

(exporting) 8-15

addressing messages
choosing a destination 5-4
described 5-3
to Claris OfficeMail 2-7, 6-12

alert, for incoming messages 10-13
AmericaOnline
accounts, setting up 3-8
address book 8-6
connectingto 3-6, 4-1
connection files 3-7
importing addresses from 8-6
retrieving mail from 4-1
scheduling connectionsto 4-3
sending mail via 5-13
service, setting up 3-6
TCP/IP connection 3-7
annotations, in onscreen Help 1-8
announce@claris.com, described 2-4
APOP authentication 3-20

AppleLink
accounts, settingup 3-1, 3-10
address book 8-7
connectingto 3-9, 4-1
connection files 3-9
and enclosures (outgoing) 5-9
and enclosures (incoming) 6-5
retrieving mail from 4-1
scheduling connectionsto 4-3
sending mail via 5-13
service, setting up 3-9
AppleScript
and schedules 4-4
described 10-7
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AppleScript (continued)

mail actionswith 9-13

menu 10-7

running when mail arrives 10-13

using with Claris Emailer 10-7
arrows, next or previous message 6-4
ASCII text files. Seetext files
assigning priorities 7-9, 9-9
attaching files. See enclosing files
attachments. See enclosures
attribution lines, for quoted text 6-8,

10-11

authentication, for Internet 3-20
auto-filelogs

deleting 7-10

described 9-10

iconfor 5-21

viewing 9-10

B

backing up, messages 2-8
Base64

Claris OfficeMail and 3-12

described A-2

encoding messages with 5-12

Internet accountsand 3-19
BCC (blind carbon copy) 5-7
beep, for incoming messages 10-13
BinHex

Claris OfficeMail and 3-12

described A-2

encoding messages with 5-12

Internet accountsand 3-19
blind carbon copies 5-7

Browser
See also filed messages
displaying 7-1
message statusicons 2-9
opening 7-1
resizing columns 7-7
resizing Folder list 7-4
viewing selected folders 7-4
browsing through messages 6-4
buttons
See also toolbar
displaying keyboard shortcuts
for 1-10
toolbar 2-10

bypassing alert messages 10-9

C

carbon copies 5-7
categories. See prioritizing
CC (carbon copy) 5-7
changing locations 10-3
changing status of outgoing
mail 5-18, 5-19
checking spelling 2-12, 5-15to 5-16
Claris customer assistance 1-1

ClarisEmailer
automating 10-7
connection log 4-7
customizing 10-1
described W-1, 2-1
flashing icon 6-1
folders 7-2
icon 2-9
new features W-1
onscreen Help 1-2to 1-9
overview W-1
quitting during a connection 4-7
setting up 3-1
sounds 6-1
starting 2-9
troubleshooting 4-7
using in different locations 10-3
Claris OfficeMail
account options 3-12to 3-13
accounts, settingup 3-11
addressing messages 2-7, 6-12
and the Address Book 8-1
choosing aserver 3-11
connectingto 2-6, 3-10, 4-1
default encoding 3-12
receiving messages 6-10
retrieving mail from 4-1
scheduling connectionsto 4-3
sending mail to 5-13
sending mail via 5-13
service, setting up 3-10
troubleshooting 6-11
Claristechnical support 1-1

ClarisLink
addresses 6-12
described 2-6, 3-1
client, described 2-2
client/server, described 2-1

clippings, text. See text clippings
clock icon 5-18, 5-21
closing the Browser 2-9
collecting mail
at scheduled times 4-3
manually 4-1
colors
for priorities 10-14
for quotes 10-12
columns, resizing 7-4, 7-7
communication
between computers 2-2
over the Internet 2-1
composition window 5-2
compressing files 5-11, B-1
compression
described 2-8, B-1
setting 5-11
CompuServe
account options 3-16
accounts, settingup 3-16
address book 8-6
connectingto 3-14, 4-1
importing addresses from 8-6
retrieving mail from 4-1
scheduling connectionsto 4-3
sending mail via 5-13
TCP/IP connection 3-15
confidential recipients. See blind
carbon copies
Connect Again menu item 4-2
Connect Now menu item 4-1
Connect Now toolbar button 2-10
connecting
again 4-2
errorswhile 4-7
getting your messages 4-1
immediately 4-1
now 4-1
quitting during 4-7
scheduling connections 4-3
through email services,
described 2-5
when you start
Claris Emailer 10-9

connecting to
AmericaOnline 3-6
AppleLink 3-9
Claris OfficeMail 2-6, 3-10
CompuServe 3-14



connecting to (continued)
email services 3-1, 4-1
Internet service providers 3-17
RadioMail 3-20

Connection Error toolbar button 2-11

connection files

AmericaOnline 3-7

AppleLink 3-9
connection logs

deleting 7-10

troubleshooting 4-7 to 4-9
Connection type pop-up menu 4-3,
45
connection types, understanding 4-3
connections

executing 4-1to 4-6

executing on aschedule 4-3

repeating 4-3

scheduling 4-3to 4-5

status of 4-7

timed 4-3

timing 4-3
contacts

See also Address Book; addresses

adding to the AddressBook 8-2to

89
creating groups 8-9
deleting from the Address
Book 8-15

contents, in onscreen Help 1-3

copies, of sent mail. See Sent Mail
folder

copying

entire messages 6-7

text in messages 5-14, 6-7
Courier font 10-12
creating new messages 5-1
criteria, in mail actions 9-4
customer assistance 1-1

D

data, encoding for transfer 2-8
database backup 2-8
date received (incoming
messages) 10-10
decompression 10-10
default
dialog box options 10-9

default (continued)
folders 7-2
font 10-12
default encoding
Claris OfficeMail and 3-12
Internet accounts and 3-19

Default send via, described 3-5

definitions, viewing in onscreen
Help 1-9

Delete toolbar button 2-11

Deleted Mail folder

and deleted messages 7-10

properties of 7-2

schedule for 10-13
deleted messages, retrieving 7-10
deleting

accounts 3-6

addresses from messages 5-3

addresses from the Address

Book 8-3,8-15

destinations 10-2

enclosures (incoming) 6-6

enclosures (outgoing) 5-12

folders 7-3

groups 8-15

locations 10-5

mail actions 9-16

messages 7-10, 10-13

recipients from outgoing

messages 5-3

schedules 4-6
Description field 8-3, 8-10
destinations

adding or changing 10-2

deleting 10-2

described 2-13

specifying in addresses 5-4, 8-3
dialog boxes

bypassing 10-9

onscreen Help for 1-9
dictionaries, for checking
spelling 5-16
directory. See Address Book
disabling

mail actions 9-16

schedules 4-4, 4-6
disconnecting from a service 4-7
disk space B-1

displaying
error messages 4-8

Index -3

displaying (continued)
headers pane 6-4
Internet headers 6-4
messages 6-4
documentation, overview 1-1
documents. Seefiles
domain names 2-4
download options
Internet service provider 3-13,
3-19
downloading
enclosures 6-6, 10-13
messages 4-1
Downloads folder 6-5, 10-13
draft messageicon 5-21
draft messages 5-19

drag and drop. See Macintosh drag and
drop
dragging
addresses 5-6 to 5-7, 8-5, 8-12
enclosures 5-10, 6-6
mail actions 9-15, 9-17
text 5-14, 6-10
text and objects 2-17
text clippings 5-7, 8-6

E

Easy Setup, described 3-1
editing
accounts 3-5
Address Book 8-2to 8-12
folders 7-3
incoming messages 6-4
locations 10-3
mail actions 9-14
schedules 4-3
serviceinformation 3-3
electronic mail. See filed messages;
incoming messages, outgoing
messages
email. Seefiled messages; incoming
messages; outgoing messages
email accounts, setting up 3-4to 3-6
email services
described 2-2
disabling 3-4
for outgoing mail 5-13
scheduling connectionsto 4-3
setting up 3-2to 3-4
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Emailer, Claris. See Claris Emailer
emptying folders 7-11, 10-14
enabling

mail actions 9-16

schedules 4-6

enclosing files 2-8, 5-8t0 5-12
enclosureicon 5-22

enclosures
adding 5-8to5-12
BinHexing 5-12, A-1t0 A-2
compressing B-1
default folder for 10-13
deleting (incoming) 6-6
deleting (outgoing) 5-12
downloading 6-5, 10-13
dragging (incoming) 6-6
dragging (outgoing) 5-10
encoding 2-8, 5-12, A-1to A-2
finding (incoming) 6-5
finding (outgoing) 5-10
formatsfor A-1to A-2
forwarding 6-9
moving 6-6
opening 6-6
optionsfor 5-11
encoding
Base64, described A-2
BinHex, described A-2
choosing formats A-1
Claris OfficeMail, specifying
in 3-12
described 2-8, A-1
Internet accounts, specifying
in 3-19
recommendations A-1
Service Default, described A-2
specifying 5-12
UUEncode, described A-2
entering addresses
in messages 5-1to 5-6
in the Address Book 8-2to 8-9
error logs. See connection logs

errors
error messages 4-8
iconfor 5-21
receiving 4-7
troubleshooting 4-7

Eudora, importing addresses from 8-6

eWorld, importing addresses
from 8-6

exclamation point icon 5-21
Execute Schedule menu item 4-6

executing
connections 4-1to 4-6
mail actions 9-1, 9-16
repeating connections 4-5
schedules 4-3to 4-6
expanding compressed files
(enclosures) 5-11, B-1
exporting
addresses 8-15
mail actions 9-16

F

features, new in Claris Emailer W-1

Fewer Choices button
in mail actions 9-7
in onscreen Help 1-6
file compression. See compression
file enclosures. See enclosures
file formats
for enclosures 5-9, 5-11, A-1to
A-2
for importing addresses 8-6 to 8-7
retaining in enclosures 2-8, A-2
filelogs. See auto-filelogs
File Message toolbar button 2-11
filed messages
See also Browser; incoming
messages; outgoing messages
backing up 2-8
default font 10-12
deleting 7-10, 10-13, 10-14
dragging 2-17
finding 7-11to 7-12
forwarding 6-9
labeling 7-9
moving 7-8to 7-9
opening 6-4
printing 7-10
prioritizing 7-9
reading 6-4
sorting 7-7
viewing 2-14, 7-5
files
compressing 5-11, B-1
enclosing 2-8, 5-8t0 5-12
encoding 5-12, A-1

Filing Cabinet. See Browser
filing messages
automatically 9-9
described 2-17
from messagelists 7-8 to 7-9
incoming 6-9
outgoing 5-14
Filter text box 2-16, 5-5, 8-14
filtering
incoming mail 9-1
messages 9-1
Find tab, in onscreen Help 1-5
Find toolbar button 2-11
finding
addresses 5-5, 8-14
enclosures 5-10
messages 7-11to 7-12
text 7-11
flashing Claris Emailer icon 6-1

folders
as enclosures 5-8, 5-11
creating 7-3
default 7-2
deleting 7-3
described 7-2
emptying 7-11, 10-14
filing messages 7-8 to 7-9, 10-10
to 10-11
marked 7-3
renaming 7-3
setting up 7-3
subfolders 7-3
viewing contents 2-14, 7-5
viewing in Browser 2-9, 7-1
viewing in Folder List window 7-1
viewing selected 7-4
font
color for priorities 10-14
for messages 10-12
monospaced 10-12
formats of addresses 5-6
formats, file. Seefile formats
Forward toolbar button 2-11
forwarding messages 6-9, 9-11
frequency, of connection
schedule 4-3

G
getting help 1-2to 1-9



getting your messages
manualy 4-1
on aschedule 4-3
glossary, using 1-9
groups
See also Address Book; addresses
adding senders automatically 9-13
creating 8-9t08-15
deleting addressesfrom 8-13, 9-13
deleting from the Address
Book 8-15
described 2-16
sorting 8-13

H

headers of messages, hiding and
showing 6-4
Help navigator window 1-2
Help topic window 1-2
Help. See onscreen Help, using
hiding
address area 5-2
alert messages 10-9
enclosures 5-8
message headers 6-4
onscreen Help window 1-3
the address area 6-4
History Window, accessing in
onscreen Help 1-8
host, described 2-2

l,J

icons
address 5-3, 5-22
AppleScript menu 10-7
Claris Emailer 2-9
enclosure 5-22
flashing, Claris Emailer 6-1
incoming messages 6-1
message status in Browser 2-9
outgoing messages 5-21
preferred address 8-3
Queue Message 2-13
Save AsDraft 2-13
text clippings 2-18
immediately sending a message 5-17
importing addresses
from other applications 8-6

importing addresses (continued)
from text files 8-7to0 8-8
In Box folder 2-14, 6-1, 7-2
including quotesin areply 6-7
incoming messages
See also filed messages; outgoing
messages
adding sender to the Address
Book 8-4,9-13
beep for 10-13
browsing through 6-4
copying text from 6-7
date and time received 10-10
default font 10-12
deleting 7-10
dragging 2-17
editing 6-4
filing 6-9, 7-8
filing automatically 9-9, 10-10
filtering 9-1
finding 7-11to 7-12
forwarding 6-9, 9-11
handling 9-1, 10-10
iconsfor 6-1
labeling 7-9, 9-9
opening 6-4
printing 7-10, 9-14
prioritizing 7-9, 9-9
quoting 6-7
reading 6-4
receiving 2-14, 6-1, 6-2
replying to 6-6, 9-10
saving astext files 6-10
seeing alist of 6-1, 7-5
setting handling preferences 10-10
sound, changing 10-13
troubleshooting 4-7 to 4-9
viewing 2-14, 6-4
index, in onscreen Help 1-4
Internet
ASCII character set 2-8
connecting to 4-1
described 2-1
domain name 2-4
headers 6-4
POP 2-3
protocols 2-2
retrieving mail from 4-1
sending messages via 5-8
SMTP and POP 2-3
Internet config
signatures, AmericaOnline 3-8

Index -5

Internet config (continued)
signatures, AppleLink 3-10
signatures, Claris OfficeMail 3-12
signatures, CompuServe 3-16
signatures, Internet service

providers 3-19
signatures, RadioMail 3-21
using 3-18

Internet domain names
described 2-4
entering for setup 3-18
shortcuts for 2-13

Internet service providers
account options 3-18
accounts 3-17
connectingto 3-17,4-1
described 2-2
retrieving mail from 4-1
scheduling connectionsto 4-3
sending mail via 5-13
setting up for 3-2to 3-4, 3-17

K

keeping copies of sent mail. See Sent
Mail folder

keyboard shortcuts, displaying 1-10

keywords, in onscreen Help index 1-4

L

labeling messages 7-9, 9-9
See also prioritizing
LANs 2-6

Leave mail on server option
Claris OfficeMail 3-13
Internet service provider 3-19

list servers 2-4

local areacode 10-4

local area networks 2-6

locations
adding 10-3
changing connection

information 10-4
deleting 10-5
described 10-3
editing 10-3
listing 10-3
selecting 10-5
using 10-3
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Logsfolder 7-2

logs. See auto-file logs; connection
logs
long headers, showing 6-4

M

Macintosh drag and drop 2-17
MacTCP, settingup 3-22
mail. See filed messages; incoming
messages; outgoing messages
mail actions

advanced tests 9-6

and AppleScript 9-13

comparing text 9-5

creating 9-1t09-14

criteria 9-4

deleting 9-16

described 2-15, 9-1

disabling 9-16

dragging 9-15, 9-17

editing 9-14

enabling 9-16

examples of 9-17

executing 9-1, 9-16

exporting 9-16

naming 9-2

ordering 9-15

preset 9-17

prioritizing 9-15

setting criteria 9-4

setting up 9-1to 9-14

sharing with other users 9-16

sorting 9-14to 9-15

turning on and off 9-16
mail filters. See mail actions

mail handling
See also mail actions
setting preferences for 10-10

mail notification, setting options
for 3-13,10-13
mail. See messages
mailing lists. See groups; list servers
managing windows 1-3
marked folders 7-3
message headers, hiding and
showing 6-4
message lists
deleting messages 7-10
printing 7-10

message lists (continued)
resizing columns 7-7
searching 7-11to 7-12
sorting 7-7
viewing 7-5
message priorities
assigning 7-9, 9-9
setting 10-14
message recipients. See addresses;
recipients
messages. See filed messages;
incoming messages; outgoing
messages
Methods pop-up menu 3-15
MIME, described A-2
mobile computing 10-3
modems
accessing email services
through 3-21
connecting with 2-5
hanging up 10-15
troubleshooting 4-8
Monaco font 10-12
monospaced fonts 10-12

More Choices button
in mail actions 9-6
in onscreen Help 1-6

moving
address to the Address Book 8-5
addressesto agroup 8-12
addresses to amessage 5-6 to 5-7
enclosures (incoming) 6-6
enclosures (outgoing) 5-10
messages to folders 7-8, 10-10 to

10-11

text 5-14, 6-10

N

name, of arecipient 5-4, 5-5
naming
folders 7-3
groups 8-10
mail actions 9-2
schedules 4-5
networks
accessing Internet through 3-17
connecting with 2-5
new features of Claris Emailer W-1
New Message toolbar button 2-11

new messages 5-1
See also incoming messages
Next button, in onscreen Help 1-8
next message, viewing 6-4
notes, adding to onscreen Help
topics 1-8
notification 3-13

O

online help. See onscreen Help, using
online services
described 2-2
destination 5-4
scheduling connectionsto 4-3
setting up for 3-2t0 3-4
onscreen Help, using 1-2to 1-9
opening
Address Book window 8-1
Browser window 7-1
enclosures 6-6
folders 2-14
messages 6-4
onscreen Help 1-2
options
See also preferences
for accounts 3-4
for enclosures 5-11
order of mail actions 9-15
Out Box folder 7-2
Outgoing Message window 5-2
outgoing messages
See al so filed messages; incoming
messages
adding and removing
enclosures 5-8to 5-12
addressing 5-3t05-8
addressing to Claris OfficeMail
users 2-7,6-12
creating 5-1
default font 10-12
filing 5-14
filing automatically 10-11
iconsfor 5-21to 5-22
personaizing 5-12
pre-addressed 5-1
saving 5-16to 5-20
saving astext files 5-20
saving without sending 5-19
sending 5-16to 5-20



outgoing messages (continued)
signaturesin 5-12, 10-6
status of 5-21
troubleshooting 4-7 to 4-9
with no subject or body 4-9, 10-9

P

Page Setup dialog box 7-10, 10-9
page size and orientation 7-10, 10-9
paperclipicon 5-22
partially downloaded messages 6-2
pasting text as a quotation 6-8
pencil icon 5-19, 5-21
platforms, communicating
between 2-2
plug-ins, TCP control 10-15
POP (Post Office Protocal),
described 2-3
pop-up definitions, viewing in
onscreen Help 1-9
Post Office Protocol, described 2-3
postponing messages. See Save As
Draft
PowerBook
computers 10-3
modems 3-14
PPP settings 3-21
pre-addressed messages 5-1
preferences
changing 10-8
displaying 10-8
for signatures 10-14
setting 10-8to 10-15
preferred address 8-3
previewing addresses to be
imported 8-8
Previous button, in onscreen Help 1-8
previous message, viewing 6-4
Print One menu item 7-10
Print toolbar button 2-11
printing messages 7-10, 9-14
prioritizing
described 7-9
incoming messages 7-9, 9-9,
10-14
mail actions 9-15
messages 7-9

prioritizing (continued)
preferencesfor 10-14
setting up priorities 10-14

problems, troubleshooting 4-7

protocols, described 2-2

Q

queueing messages 5-18
quitting
during a connection 4-7
onscreen Help 1-3
quoting
amessage 6-7
attribution linesfor 6-8
in automatic replies 9-11

R

RadioMail
accounts, setting up 3-21
scheduling connectionsto 4-3
service, setting up 3-20

ranges, selecting 7-7

Read Mail folder 7-2

reading messages 6-4

received messages. See incoming

messages

recipient types
blind carbon copy (BCC) 5-7
carbon copy (CC) 5-7

recipients
See also Address Book; addresses
adding to amessage 5-3t05-7
deleting from outgoing

messages 5-3

finding in the Address Book 5-5
maximum of 5-3
typesof 5-7

registering your software 1-1

related topics, displaying in onscreen

Help 1-8

removing
addresses from messages 5-3
addresses from the Address

Book 8-15

enclosures (incoming) 6-6
enclosures (outgoing) 5-12

Index -7

renaming

priorities 10-14

text clippings 2-18
repeating connections

described 4-3

setting up 4-3t04-5
Reply toolbar button 2-11
replying

automatically 9-10

to amessage 6-6

with aquote 6-7 to 6-8
resizing columns 7-4, 7-7
retrieving messages. See connecting
return address, setting

Internet service providers 3-18
returned messages 4-7
running a schedule 4-3, 4-6

S

Save As Draft

icon 5-21

option 5-19
saving

See also exporting addresses

addressesin the Address Book 8-4

groups 8-10

mail actions 9-3

messages 5-16 to 5-20, 10-9
schedules

adding 4-3

deleting 4-6

described 4-3

editing 4-4

enabling and disabling 4-6

executing 4-3, 4-6

frequency of 4-3

naming 4-5

repeating 4-3

running 4-3, 4-6

selecting accounts 4-5

timed 4-3

using multiple 4-3

using TCP control with 4-5
scheduling

connections 4-3

outgoing messages 5-18
scripts. See AppleScript; mail actions
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searching
for addresses 5-5
for enclosures 5-10
for text 7-11
onscreen Help 1-5
selecting
addresses in amessage 5-6
addresses in the Address
Book 8-14
enclosures 5-9
noncontiguous items 7-7
apreferred address 8-3
unread mail folders 6-1
Send Now button 5-17
send via
described 5-13
setting default 3-5
senders, adding to the Address
Book 8-4,9-13
sending
compressed files 5-11, B-1
enclosures 5-810 5-12
messages 4-2, 5-16 t0 5-20
showing status 5-21
Sent Mail folder 7-2

sequence
of account connections 3-5
of mail actions 9-14 to 9-15
server
described 2-2
for Claris OfficeMail 3-11
server, storing messages on
Claris OfficeMail 3-13
CompuServe 3-17
Internet service provider 3-19
Service Default, encoding
formats A-1to A-2
service providers. See Internet service
providers
services, setting up
AmericaOnline 3-6
AppleLink 3-9
Claris OfficeMail 3-10
CompuServe 3-14
Internet service providers 3-17
RadioMail 3-20
setting
date and time 10-10
default send via 3-5
message priorities 7-9, 9-9, 10-14

setting (continued)
options for enclosures 5-11
preferences 10-8
setting up
See also Easy Setup
connections 4-1
destinations 10-1
email accounts 3-4to 3-6
email services 3-2to0 3-4
locations 10-3
mail actions 9-1
preferences 10-8
priorities 10-14
repeating connections 4-3
schedules 4-3
signatures 10-6
short headers, showing 6-4
shortcuts. See keyboard shortcuts
showing
addresses 5-2
alert messages 10-9
dialog boxes 10-9
enclosures 5-8
error messages 4-8
incoming messages 6-1
message headers 6-4
sending status 5-21
when amessageisreceived 10-10
signatures
choosing 5-12
setting up 10-6
skipping alert messages 10-9
skipping large messages
Internet service providers 3-13,
3-19
SLIP settings 3-21
SMTP server 2-3
sorting
groups 8-13
messages 7-7
the Address Book 8-15
sounds
Claris OfficeMail and 3-13
for incoming messages 6-1
setting 10-13
spaces, entering with Tab key 5-2
spelling checker 2-12, 5-15t0 5-16
starting
Claris Emailer 2-9, 10-9
onscreen Help 1-2

status
of connections 4-7
of messagesyou send 5-21
storing
addresses 8-2
groups 8-9to 8-15
messages, in folders 7-8, 10-13,
10-14
Stufflt 5-11, B-1
subfolders
creating 7-3
described 7-3
opening 2-14
switching messages 6-4

T

Tab key, in message body 5-2
TCP control
described 10-15
turning on and off 4-5, 10-15
TCP/IIP
connection to AmericaOnline 3-7
connection to CompuServe 3-15
PPP settings 3-21
SLIP settings 3-21
terminology, in onscreen Help 1-9
tests. See mail actions
text
See also text files
copyinginreply 6-7
dragging 2-18, 5-14, 6-10
finding 7-11to 7-12
font and size (message
body) 10-12
moving to the Address Book 8-5
pasting as a quotation 6-8
saving messages as 5-20, 6-10
searching for 7-11
text clippings 2-18, 5-6, 5-7, 8-16
text color
for priorities 10-14
for quotes 10-12
text files
See also text
dragging to outgoing
messages 5-10
exportingto 8-15
importing addresses from 8-7
saving messages as 5-20



time received (incoming
messages) 10-10
timed connections 4-3
timed messages. See queueing
messages
tone, for incoming messages 10-13
tool tips 1-10, 2-10
tool bar
See also buttons
described 2-10
displaying in onscreen Help 1-9
displaying onscreen Help for 1-10
names of buttons 2-10
traveling, using Claris Emailer
while 10-3
troubleshooting
Claris OfficeMail 6-11
connection errors 4-7

turning on and off
mail actions 9-16
schedules 4-6

typing
addresses in amessage 5-4
addressesin the Address Book 8-2
text in amessage 5-1

Index

U \Y

Unprocessed Mail toolbar
button 2-10
unread mail, selecting folders 6-1
unscheduled mail 5-19
unscheduled messageicon 5-21
UnStufflt B-1
URLs
converting addressesto 8-16
launching 6-4
Use TCP control checkbox 4-5
user ID, described 2-4
users. See addresses; contacts
using addresses from other
applications 8-6t0 8-9

UUEncode
Claris Office Mail and 3-12
described A-2
encoding messages with 5-12
Internet accounts and 3-19

vacation message, creating 9-17

W, X, Y, Z

World Wide Web 2-2
writing messages 5-1

1-9



The Browser

Drag to widen the folder list display area Click any column to sort messages Click to change sort order
Click to close | | |
the Browser —si—oa—a—a=—oxo————— Browser —————————— -
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& To E Sophie Tang stang@ce.com Internet E ) .
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?\?(?gvtt?é E—— Click to delete a selected address (button is
enclosure 5 activated when address is selected)
area — > & Mo Enclosures

essage st il cos

Connect now Create a new message Print messages This icon Indicates that the message
Close the Display File Search Is an unread incoming message
toolbar connection log messages for text

|
]

Is an incoming message that you have replied to

REE

Is a partially downloaded message

EREET SN
| [

Replytoa Forwarda Display the Delete
message message Address Book

Is partially downloaded and will be fully retrieved
at the next connection

Incoming

— Show folders with

! Is partially downloaded and will be deleted from
unprocessed mail

the server at the next connection

Click to shrink or

expand toolbar Is an auto-file log for a mail action

Will be sent at the next connection

| @|@| @ [ B s

Has been saved as a draft

A Is an outgoing message with an addressing
error or an unread connection log

Both | Outgoing




Quick Reference

Keyboard and mouse shortcuts

Most key combinations are displayed in the menus. To use a key
combination, hold down the first key and then press the next key or
click the mouse as indicated. For example, to quit Claris Emailer,
press 38 and then press Q.

To display keyboard shortcuts for buttons in an active Claris Emailer
dialog box or window, hold down the 38 key for a few seconds.

Working with messages

Incoming messages

Working with messages
Display or hide the address area Shift-88-R

Display or hide the enclosure area Shift-38-E

Working with message lists

Open selected message(s) Enter, Return, or

double-click
File a message Option-88-F
Delete a selected message 88-D or Delete
Move the selection up one row Up Arrow
Move the selection down one row Down Arrow

Extend the selection up one row Shift-Up Arrow

Reply to a message 8-R
Forward a message 88-J
Switch between short and long headers Shift-88-H
Outgoing messages

Create a new message 8-N

Save a message to the current folder without 8-S
closing it

Move the insertion point to the next text entry  Tab

area

Insert spaces to indent text to the next Tab

tab stop in the message body area

Check spelling in a message 88-=

Paste text as a quotation 8-’

Find an address in the Address Book Shift-86-F
Change a message to queued state Shift-38-Q
Change a message to draft state Shift-88-D
Save a message and close the window Enter

Send a message now Shift-88-K
Both incoming and outgoing messages

Display the next message in a list 88-]
Display the previous message in a list 88-[

Delete the current message and display Option-88-]
the next one

Delete the current message and display Option-88-[
the previous one

File a message Option-38-F
Copy the entire message as text Option-88-C
Print an open message 8-P

Print one copy of the open message Shift-38-P
Copy an address from a message to the Shift-38-C

Address Book

Extend the selection down one row

Shift-Down Arrow

Displaying windows

Scrolling
Scroll up one page Page Up
Scroll down one page Page Down

Display the Browser 8-B
Display the In Box 8-1
Display the Out Box 8-2
Display the Address Book 88-4
Display the Folder List window 8-L

Connecting to your email service

Connect now

Connect again

Miscellaneous actions

8K
Option-88-K

Add a new item Shift-38-N

Delete a list item 88-D or Delete

Create a new group in the Address Book Shift-38-G

Cancel a dialog box Esc

Enter selected text into the Find field of the 8-E

Find dialog box

Check or uncheck a selected list item Right Arrow or
Left Arrow

Start Claris Emailer Help Help or 38-?

U96600-026A
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