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Welcometo Claris Emailer

This user’s guide introduces you to the Claris Emailer™ application from
ClarisCorporation. ClarisEmailer isan electronic mail manager programfor
the Macintosh. With Claris Emailer, you can:

= send and receive messages and files using AmericaOnline, CompuServe,
eWorld, an Internet mail server, or RadioMail

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

= quickly changethelocal access numbersand connection information you
need to use when you travel

= store sent and received messages and files

= Keep an address book of individuals or groups. Y ou can aso import
addresses directly from your existing address books

= automaticaly file, prioritize, reply to, or forward messages received from
acertain sender or that contains specific text

Customer support and registration

Please take the time to complete and mail the postage-paid product
registration card for your new software, or call (800) 356-6657 to register by
phone. For information about customer support, refer to the Claris® Service
Directory included in the product package. Y ou can also receive support
information by sending an electronic message with Emailer in the subject
line to info@claris.com or contacting the Claris Emailer support team at
emailer-help@claris.com.

Using this user’s guide

This book provides instructions for installing and using Claris Emailer.

Chapter 1 explains how to install Claris Emailer on your hard drive and to
set up the account and service information needed to send and receive mail.

Chapter 2 gives an overview of Claris Emailer. If you are new to electronic
mail applications, be sure to read this chapter. If you are familiar with other
electronic mail applications, this chapter will help you quickly understand
how to use Claris Emailer.
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Chapters 3 and 4 explain how to create, address, send, receive, file, and print
mail messages and add addresses to the Address Book.

Chapter 5 explains how to use mail actions to automatically file, prioritize,
reply to, and forward the mail you receive.

Chapter 6 describes how to configure Claris Emailer by adding or changing
schedules, locations, service information, and destinations.



Chapter 1. Installing Claris Emailer

This chapter provides step-by-step instructions for installing the Claris
Emailer application and associated files on your Macintosh.

Important  These instructions assume that you' re familiar with standard
mouse techniques such as clicking and dragging. If you need more
information about mouse techniques, or working with disks, see the
documentation that came with your Macintosh.

Whatyourpackagecontains

Here' swhat you'll find in the Claris Emailer package:

= onedisk (Disk 1) or CD-ROM disc containing the Installer application,
the compressed Claris Emailer application, and other associated files

= ClarisEmailer User's Guide, which tells you how to install, use, and
configure Claris Emailer

= Clarisregistration card
= Claris Service Directory

What you need

To use Claris Emailer, your system must meet the following minimum
requirements:

= aMacintosh Il (a 68020 processor) or any later Macintosh model

= System 7.0 or later

= 1.5MB of available memory (RAM) to run ClarisEmailer (4 MB of total
memory recommended)

= 2 MB of disk spacetoinstall al Claris Emailer files plus 1 MB for your
saved messages and files (you may require more disk spaceif you save
many messages or large files)

= amodem, if you connect to an online service using a phone line

Y ou also must have the following:

= at least one account on America Online, CompuServe, eWorld,
RadioMail, or the Internet. Claris Emailer does not join the service for
you. You must already have an active account.

= if you use an Internet account, accessto a mail server supporting the
POP3 and SM TP protocols and your connection to the mail server must
be through MacTCP.
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Installing Claris Emailer

Y ou must use the Installer program to install the Claris Emailer
application—you can’t copy thefilesto your hard disk by dragging thefiles
to your desktop. The files are compressed, and the Installer program
decompresses them.

Before you begin the installation, get the following information:

= account information for each online service that you use. Thisincludes
your account | Ds or addresses and the passwords to access your accounts.
= information needed to connect to each online service. Thisincludes

modem information, phone numbers, and other information needed to
connect to a specific online service.

Note Some system extensions and control panels (like virus protection
utilities) might interfere with the Claris Emailer installer. If you want to
disable these system utilities, start your computer and hold down the Shift
key until you see Welcome to Macintosh. Extentions Off.

Toinstall Claris Emailer:
1. Turn on your Macintosh or PowerBook.

2. Place the CD-ROM disc, or the 3.5 inch disk labeled Disk 1, into the

Claris Emailer 1.0 Installer appropriate drive and double-click the Installer icon.
Y ou see the Claris Emailer startup screen.
3. Click Continue.

Y ou see the Claris Emailer Installer dialog box.

Claris Emailer 1.0 Installer

~ Leave as Easy Install to install a —[_Easy Install___ v [ Read Me... |- Click to see additional
version that runs on any Macintosh, or information about Claris
select Custom Install to install for a Installs Claris Emailer for the Macintosh or Power Macintosh (FAT). Emailer
specific Macintosh or RadioMail
network support
102
Click to selecta
— Install Location different disk or folder
[ Hard Disk v Quit for the installation
. ) . location
Disk where Claris Emailer — N
will be installed an the dizk “Hard Disk *




=

(9%}

Claris Emailer 1.0

Installing Claris Emailer  1-3

. Click Install.

The Installer begins copying files. A dialog box tells you what the
Installer isdoing. After al thefilesareinstalled, afina dialog box tells
you the installation on your hard disk was successful.

. Click Quit.

Y ou see the opened Claris Emailer Folder on your desktop. Y ou how go
through a brief, one-time setup of the accounts and services you use. Y ou
can aso set up a connections schedule. Y ou cannot use Claris Emailer to
send or receive mail until you' ve entered account and service information.

. Double-click the Claris Emailer icon.

Y ou see the Personali ze dialog box, where you enter your name, company
name (if applicable), and software serial number.

. Type your name, company name, and serial nhumber, pressing Tab

between each one. Then, click OK.
Y ou seethefirst setup screen.

Easy Setup

] e

“welcorne to Claris Emailer. The following
setup soreens ask you for information
about the online services that you use.

“fou can send and receive messages once
you’re finished with the setup screens.
Although you’1l have more options to
chaose from later in the Setup menu, you ‘1
find this initial setup beneficial.

Before you continue, gather the following
information for each online service you
use:

® UUzer ID, screen name, o address
® Password
® Local access phone numnbet

when you're ready to begin the initial
setup, click Next.

Theinitial setup can get you using Claris Emailer quickly. You can
always change or add to your initial settings later.
If you would rather use the Setup menu to enter more customized setup

information, click Done. For more information about configuring Claris
Emailer, see chapter 6, “ Configuring Claris Emailer.”

8. To step through the setup screens, click Next.
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Follow the directions on each screen. See the next sections for
information about what you' |l enter on the setup screens. When you finish
the last screen, click Done.

When you finish theinitial setup, you see adialog box asking if you want
to check your mail now.

9. If you want to receive email now, click Yes. Otherwise, click No.

Note If you clicked Yes and entered more than one service, you see the
Connect Now Setup dialog box. Click next to the servicesyou want to use
to recieve your messages and click Connect. For more information, see
“Connecting to a service” on page 3-1.

Setting up Internet accounts

Thefollowing table describes entries you see when setting up Claris Emailer
for an Internet account.

In this text box Type

POP account Thefull address of your POP account. Generaly, it' sthe
Internet address that people use to send you mail (for
example, your_name@host.domain).

POP password The password you use to access your email

SMTP server The name of your mail server. Thisis usually the host
domain. Ask your network administrator if you are
unsure of your SMTP server name.

Return address The address for replies you want sent to a different
address. Otherwise, leave this entry blank.

Setting up CompuServe accounts

Thefollowing tables describe entries you see when setting up Claris Emailer
for a CompuServe account.

In this text box Type

Phone number The local phone number you call to connect to the
service. Include all numbers you use when dialing
manually, such as 9 for an external line or 1 for along
distance prefix.

Retries The number of timesto try reconnecting to the serviceif
aconnection error occurs

User ID Y our account user identification number

Password The password for your account




From this pop-up menu
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Choose

Modem type Thekind of modem you use. If your modemisnot inthe
pop-up menu, leave the setting as Hayes.

Baud rate The baud rate of your modem. If you are unsure of the
rate, try using 2400.

Network The network that you use to connect to the service. This

is usually the CompuServe network.

Click Speaker on if you want to hear the modem connect.

Setting up America Online and eWorld accounts

Thefollowing table describes entries you see when setting up Claris Emailer
for America Online and eWorld accounts.

For this text box or pop-up menu Do this

Screen name Type your account screen name.
Password Type the password for your account.
Network Choosethe network that you useto connect to the

servicefrom the pop-up menu. Thisisusudly AOL net
or the Sprint network for AmericaOnlineand the Sprint
network for eworld.

Click Configure to enter the connection settings for America Online or
eWorld. This usually includes the phone number, modem type, and baud
rate, depending on the connection tool you use.

Setting up RadioMail accounts

The following table describes options you see when setting up Claris
Emailer for a RadioMail account.

In this text box Type
Account ID Y our RadioMail account name
Return Address The address for replies you want sent to a different

address. Otherwise, leave this entry blank.
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When you're finished installing

When you finish installing Claris Emailer, setting up your accounts, and
optionally gathering your mail, the Browser opens to the In Box. If you are
ready to start using Claris Emailer, you can now send, receive, print and file
your mail. However, if you turned off extensions beforeinstalling, you may
want to quit Claris Emailer and restart your computer. To quit, choose Quit
from the File menu.

What gets installed on your hard disk

The Installer creates and places files into the Claris Emailer Folder. (The
installer also placesfiles, if you need them, inthe System Folder.) When you
set up and use Claris Emailer, other folders and files are also created. The
following illustration shows where Claris Emailer places folders and files.

Hard Disk
Claris Emailer

Fulder
.
S5t Foldr
L] L] L] -
u L] L] L] -
LR} :I LB} " z z -
- Bl
= = Claris  Downlvads Suppart Claris Em ailer
D Em ailer Riles File
1.0 . =
Extensions Claris
s ¥ . “ 1L . ]
8-, Claris Emailer 1les
= Supportfes | e fddress Book
D sk Connections
s De stination s
Hacintesh  Clatis Emailer sk File Transfer Tools

sn B

Drag and Drop  Preferences
. *Locations

. Connecfan
file 5

= . e M ail dctions
s Out Box
A0L Enlder e Sehedules
Thread M anager - A Services
am Cnnnechnn
SWord Falder fles
L]
L]

u m mi ail Dlders
Filing Cabinet

Templncoming

Note If you use System 7.5 or later, the Macintosh Drag and Drop and the
Thread Manager files are are built into your system. For a description of the
mail folders, see“ Setting up foldersin the Filing Cabinet” on page 3-17.
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Removing Claris Emailer from your hard disk

To remove Claris Emailer and its associated files from your hard disk:
1. Drag the Claris Emailer Folder to the trash can.

If you saved messages that you don’t want thrown away, make sure to
remove them from the folders in the Filing Cabinet first.

2. Drag the Claris Emailer Preferences file from the Claris folder to the
trash can.

If you moved Claris Emailer fromitsoriginal folder, you also need to locate
the original folder and put that folder in the trash can.
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Mes=sage From Jane Smith

This chapter provides an overview of Claris Emailer, giving you the basic
information you need to get started using the product. If you want more
detailed information on any of the concepts presented in this chapter, see
chapters 3-6 and appendixes A-C.

Starting Claris Emailer

To start Claris Emailer, double-click the Claris Emailer Folder to display its
contents, and then double-click the Claris Emailer 1.0 icon. If you filea
messagein afolder or on the desktop (see “ Filing messages” on page 3-16),
you can also start Claris Emailer by double-clicking the message.

Getting around

When you open Claris Emailer, you see the Browser, which iswhere you
send, receive, address, and file mail messages. Y ou can close the Browser
whileyou work in other applications, and openit to check incoming mail. To
closethe Browser, click its close box or choose Close from the Filemenu. To
reopen the Browser, choose Browser from the Window menu.

To switch to adifferent area of the Browser, click atab or choose In Box,
Out Box, Filing Cabinet, or Address Book from the Window menu.

Tip To set which areaof the Browser you see when you open Claris Emailer,
choose Preferences from the Setup menu. Then click the General tab, select
Open Browser to, and choose an option from the pop-up menu. (If you want
to open Claris Emailer with the Browser hidden, deselect Open Browser t0.)




2-2  Claris Emailer User's Guide

N

=

Click to close the Browser

Browser

Jn_n In Box Tu Out Box T Filing Cabinet T Addresz Book ]
|E Yiew | | Reply | | Farweard | |D' File | |m Delete |
LI B T
[

Scroll to see more

= information
0 in Tist, O selected ||
Y ou can sort and resize columnsin any area of the Browser.
To Do this
Resize acolumn Position the pointer over the vertical line between two column

headings. When the pointer changes to a double arrow, drag it left
or right until the column is the size you want.

213

[ pate f subject |

Sort acolumn Click the column heading. If a column can be sorted, the pointer
changes to a <¢ when you move it over the column heading.

eei o

Changethe sort order  Click [£] or [F].

Connecting to services

Y ou send and receive mail by connecting to one or more online services,
such as éWorld or CompuServe. Y ou can connect immediately, or set up
regularly scheduled connections. To connect right away, choose Connect Now
from the Mail menu. To schedule a connection, choose Schedules from the
Setup menu. (Then double-click a schedule to changeit, or click Add to
create a schedule.)

Important 'Y ou must turn on your computer and modem, and launch

Claris Emailer for a connection to work. If you schedule a connection for a
timeyou' Il be away from the computer, be sure to leave your computer and
modem on, and leave Claris Emailer running.
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202 EAZ » America Online
outgoing mail @ CompuServe
= eNorld
incoming mail
Internet
Sending mail
To create amessage, choose New from the Mail menu. Y ou can thentitleand
address the message, type the message body, and save the message to the
Out Box.
New outgoing message EI=————— Outhon Item: =——————
lzlm m Delete | ﬁv File "“Q:; Send MNow ® Cance]l D Save
Subject:ll | I_ Do not schedule I_ Use signature
o To: Files : Mo Enclosures
[ |Q Find Recipient ||+ Add Recipient ||m Delete Recipient|
2-15 O Tupe [ Recipient [ iddress | Destination |47
To
&
[
=
|
To Create the message and click

Save amessage and send it at the ~ Save
next connection

Save a message without sending it Do not schedule, and then click Save

Send a message immediately Send Now (When you send a message using Send Now,
the message is saved automatically.)

If you want, you can enclose files from your hard disk with messages you
send. To add an enclosure, double-click amessage in the Out Box to openit,
click the (@] icon, and then click Find Enclosure or Add Enclosure.
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Important Some commercial services do not accept enclosed files over the
Internet. Before sending an enclosure, you may want to contact both the
sending and receiving services to make sure they accept enclosed files.

Y ou send messages through one or more online services on which you have
accounts. Those services forward the message to one or more destinations.
For example, if you have an account on CompuServe, you can send a
message to another CompuServe user, or to recipients at other destinations,
such asthe Internet.

NS
jo=]
(38

@& CompuServe sesecsescees Q‘E Danielle Bradbury

R “.‘,Q-E Jane Smith

@ CompusSe -........lnternet-l::::'
@ ‘puServe LTI Q-E Michelle Cannon

=3 #
message "t R B sosneang
eworld .o.oo.o.oo.o.oo..M

oloo..‘...
LT 'ﬁ Elfriede Lechner

Service

.
.
®e

‘Internet ----------"-"--Q'E Kentaro Ogawa

Destination Recipient

Receiving mail

Y ou can retrieve incoming mail from one or several services, either right
away or at scheduled connections. Incoming mail is stored in the In Box. To
open amessage in the In Box, double-click it.
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@ CompuServe

==&
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==

eNorld
===

Internet
===
Services
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Browser

Address Book

J.i. In Box I._. Out Box T Filing Gabinet I
|E View || Reply || Forward ||BY File ||m Delete |
Ml Date [ Subjest

05/2% 8:02FM

m 05/23 8:02 FM
05/23 759 FM

05/2% 757FM

m 05/23 7:53FM
4+ 05/23 :30 PM
) 05/23 230 FM
05/23 3:30FM

05/23 3:30FM

05/2% 3:30FM

05/23 3:30FM

<4

L4

Sign-0ff Signatures
“Work Procedures
Customner Data

0Z Results

Team Meeting Motes
Demo of New Product
Budget for Mext Quarter
Status Reports Due
Reports now awailable
Organization Update

Staff Meeting Tormorrow

11 in list, 0 selected

Michelle Cannon
Michelle Cannon
Michelle Cannon
Yumiko Kitagawa
Yumniko Kitagawa
Yumiko Kitagawa
Yumiko Kitagawa
Yumniko Kitagawa
Elfriede Lechner
Elfriede Lechner
Elfriede Lechner

Priority 2
Friority 1 |7
Priority 1

Priority
Priority
Priority
Priority

Priority
Priority

1

1

1

1
Priority 1
1

1
Priority 1
1

Priority

(S

In Box

Y ou can reply to or forward incoming messages at any time.

To

Open the message and then click

Reply to amessage Reply or choose Reply from the Mail menu

Forward amessage Forward or choose Forward from the Mail menu

Setting up mail actions

If you receive alarge number of incoming messages, use mail actionsto
prioritize, reply to, file, and forward your messages automatically.

J.i. In Box ]'._, Out Box T Filing Cabinet I Address Book ]
|E Yiew || Reply || Faorward ||Dv File | |m Delete |
[0 ]«] Gate [ Subject Priorit
0S5/2Z 2:02 PM Sign-0ff Signatures Michelle Cannon Priarity 1 :
] 0S/23 2:02 PM Work Procedures Michelle Cannon Priority 1§
0S/23 7:59 PM Customner Data Michelle Cannon Priarity 1 :
0S/2Z 7:57 PM 0Z Results Yumiko Kitagawa Priarity 1 :
[m 05/2% 7:53 PM Team Meeting Notes Yurniko Kitagawa Priority 1 :'.
' «F 03/23 Z:30PM Demo of Mew Product Yumiko Kitagawa Priarity 1 :‘
w #F 05/23 Z:Z0 PM Budget for Newxt Quarter Yumiko Kitagawa Priarity 1 :
05/2% 2:30 PM Status Reports Due Yurniko Kitagawa Priority 1 :
0S/23 .30 PM Reports now available Elfriede Lechner Priarity 1 :
w 0S5/2Z Z:Z0 PM Organization Update Elfriede Lechner Priarity 1 :
» 05/2% 2:30 PM Staff Meeting Tomortow Elfriede Lechner Priority 1 :
11 in list, 0 zelected

Priority 2
Friority ¢
Priority 5
Friority &
Priority 7
Friority 2
Priority 2
Alert

Mail actions
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NS
©

Individual address

Address with more than one
mail service (click the arrow
to show or hide additional
addresses)

Group address

N
N
-

Address Book

i) B

n Address

Mail actions execute tasks based on criteria you specify. For example, you
can create mail actionsto:

= set messages from your boss to Priority 1 status so that they’ Il appear at
the top of your In Box when you sort by priority

= file messages containing specific text in the message body in afolder
you choose

= automatically reply to specific messages with text you preparein advance,
such as anote saying that you' re away and will reply upon returning

Setting up the Address Book

Use the Address Book to store addresses for individuals and groups, and to
address messages. To open the Address Book, choose Address Book from the
Window menu. To add an address, click New User.

Y ou can also consolidate several addresses into a group. When you send a
message to a group, every recipient in the group receives the message. To
create a group, click New Group.

EI=E=————————————Browsef —=—————————[I-
[,_, In B ]',_, Out Box I Filing Cabinet T Address Book I
||:| Mews User | ||}|_Ti| Mew Group | |m Delete | |Eé Edit | Fﬂter:
_ Description | Destination | Address &
i] BEilly &ddington Ewerywhere Trawel Arnerica Online E addington ﬁ
E Dranielle Bradbury Apple Cornputer, Inc. ehorld CranielleB
|:| MicheTle Cannon Apple Cornputer, Inc. ehorld Fichellel
E “fumiko Kitagawa Japan University Internet ykitagaw a@japanu.edu
CornpuServe 22TES, 4321
eforld ‘furniko
[3 Etfriede Lechner Everywhere Travel Arnerica Online ELechner
E Erika Mustermann Everywhere Trawel Armnerica Online EMustermann
|:| Eentatro Ogawa Sushi Corp. CornpuServe 12345, 6759
E ane Smith #pple Cormputer, Inc. ewlorld JaneS
E Sophie Tang Cornputer Company Internet stang@ce.comn
|:| Matti Wirtanen Cornputer Company Internet rvirtanen@ee com
E‘;‘ #&pple Computer, Inc.  Hardware Mfyg. 3 addresses in group
E‘;‘ Everywhere Travel  Trawel Agent Z addresses in group [ |
i
14 in list, 0 selected [&] EE|

To find specific addressesin the Address Book, type afew charactersin the
Filter text box. Claris Emailer finds only those addresses that contain the
specified charactersin the recipient’s name or description.
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Addressing a message

Onceyou add namesto your Address Book, you can use them to address outgoing
messages. Y ou add addresses to the address area of an outgoing message.

% |Q Find Recipient ||+ #dd Recipient ||]m Delete Recipientl
1l

@l Tupe | Recipient | Address | Lestination | Send Mail Yia 4
To E Danielle Bradbury DanielleE e'world E eforld E
@ To E Michelle Cannon MichelleC: Amnerica Online E CompuServe E
™ To E | E America Onling E 6
2] E

There are many ways to address a message. For instance, you can:
= type addresses manually
» drag addresses from the Address Book to the address area of the message

= select addresses in the Address Book and then choose New from the Mail
menu to create a pre-addressed message

Printing mail

This section covers printing incoming, outgoing, and saved messages. Y ou
can print one message at atime, and you must open a message to print it.

To print a message, open the message from the In Box, Out Box, or

Filing Cabinet, and then choose Print from the File menu. (In an incoming
message, you can also click the Print button.) In the Print dialog box, select
the options you want, and click Print.

To bypassthe Print dialog box and print amessage, choose Print One from the
File menu. Y our message prints using the default print settings.
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Filing mail
Y ou can file both incoming and outgoing messages. To file amessage, select
itinthe In Box or Out Box, and then click File.

In the Filing Cabinet, you can view and open filed messages. To open the
Filing Cabinet, choose Filing Cabinet from the Window menu.

= Browser =———————— [AI=
207
[,i, In Box I,_, Out Box I Filing Cabinet I address Book ]
|ﬁ #dd Folder ||]m Ernpty Folder | |]m Delete Fﬂe(s)”Q Find ||E‘. Mave Fﬂe(s)...l
Folder Mame |4} From/To | Msg Date Filed Date 0
[ Read Mail &, Business Plan EBilly Addington  S/E/96SE9PM  S/EES96 T34 PM |iH
) Jane Smith 5 PM Double-click
Click a folder to see [ Deleted Mail &, Organization Chart  ‘Yumiko Kitagawa  5/6/96 SSEFM  5/23/96 7:33 FM amessage to
the messages it [3 Meszages from Jane Smith A, Project Schedule Kentaro Ogawa 5/23/96 3FIPM 5/23/96 733 PM openit
contains [0 Messages from Marketing 1, Froject Update Matti Wirtanen 5/22/96 6:12PM  5/28/96 7:34 PM
1, Reports Now Available [Michelle Cannon /2396 243 PM S/23/96 734 PM
|| ]
] & in Tist, 1 selected = B

N
—
(]

text clipping

Using Macintosh drag and drop

ClarisEmailer supports Macintosh drag and drop, atechnology you can useto
move items—such as addresses, messages, or enclosures—without copying
and pasting. For instance, with Macintosh drag and drop, you can drag an
address from 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 is installed automatically when
you install Claris Emailer.

If your system hasthe System 7.5 Clipping Extension installed, you can aso
drag an addressfrom Claris Emailer to your desktop to create atext clipping.
A text clipping is afile that you can drag from the desktop into another
document, such as an outgoing message. Y ou can rename atext clipping to
reflect its content.
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Tip You can aso create atext clipping by selecting some text and dragging it
from the body of a message to the desktop. Later, you can drag the text to
another message, or to any application that supports Macintosh drag and drop.

To drag See

Addressesto an “ Addressing messages using Macintosh drag and drop” on
outgoing message page 3-5.

Enclosuresto an “Dragging an enclosure to a message” on page 3-9.
outgoing message

Enclosures from an
incoming message to
the desktop

“Moving an enclosure using Macintosh drag and drop” on
page 3-14.

Messages to, from, and
within the Filing Cabinet

“Moving messages using Macintosh drag and drop” on page 3-17.

Addresses to the desktop

“Dragging addresses to the desktop” on page 4-3

Addresses to agroup

“Adding addresses to agroup” on page 4-5
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Actions
W | dcoount |To Send | MNext Scheduled Connection i
America Onling S5/2Z/96 7:10 PM
. . W eworld T 2 S/23/96 430 PM
Click next to the service(s) ——H | . mnternet 1 5/24/96 430 AM
you want to use to send
and receive messages
=

This chapter covers most of the day-to-day tasks for which you'll use
Claris Emailer—creating, sending, receiving, filing, and printing mail
messages. Y ou send and receive messages during a connection to an online
service, such as eWorld or CompuServe. Y ou can set up a connection to
communicate with one service or many services.

Connecting to a service

Y ou can connect to a service immediately or at your next scheduled
connection. For more information on scheduling a connection, see
“ Scheduling account connections” on page 6-1.

Important Y ou must turn on your computer and modem, and launch

Claris Emailer, for aconnection to work. If you schedule a connection for a
timewhen you’ll be away from the computer, be sureto leave your computer
and modem on, and leave Claris Emailer running.

To connect to a service immediately, choose Connect Now from the Mail
menu. If you subscribe to more than one online service, you see this
Connect Now Setup dialog box.

Connect Now Setup

Services selected to send and receive
messages during this connection
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If you subscribe to only one service, then you see this smaller dialog box.

325 =———— ConnectNow Setup =——————
Actions
X oo % st |
To Do this
Retrieve incoming messages Select Get.
during the connection
Send messages during Select Send and choose an option from the pop-up menu.
the connection Choose Specified Msg to send an open message, or choose
All Pending Msgs to send all the unsent messagesin your
Out Box.
Initiate the connection Click Connect.
Creating messages
To create a message from the Out Box, choose Out Box from the Window
menu and then click Add. To create amessage at any time, choose New from
the Mail menu. Y ou see anew blank message.
Outbox Item: Status Reports =—"———01.
Em |m Delete ||Dv File I r‘@ Send Noﬂ ® Cancel | [a Sare |
Enter a title for the message
Subject:ISta‘tus Reports | I_ Do not schedule I_ Use signature i
Click to show or hide ——= Ta: 2 Recipients Files: Mo Enclosures [ ,SEIeCt tO add ClOSIng
the address area information to your
3 |Q i ||-|- dd Recipient ||m Delete Recipient| message (see “Setting
0 signature preferences”
301 0] Type | Recipient | Address [ Destination |47 on page A-4)
— ) To  [®] | Danielle Bradbury DanielleE eworld
Enter addresses 5 Te [ Michelle Cannon MichelleC #merica Online (3] ||
[
Tvoe " : : : == Move the pointer
ype your message here Légrw;r:lzr*b§a§?2:é2? the latest project status reports next Tuesday. Thank wouli below the address
areaand drag it to
o resize the address area
|

Tip To create amessage that’ salready addressed to your intended recipients,
choose Address Book from the Window menu, select one or more addresses,
and then choose New from the Mail menu.
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Addressing messages

After you create amessage, you can addressit by typing addresses manually,
using the Find Address dialog box, or using Macintosh drag and drop.

% |Q Find Recipient ||-|- Add Recipient ||]m Delete Recipientl
1]

@l Tupe | Recipient | Address | Destination | Send Mail Via 47

@ Ta E Danielle Bradbury DanielleB e'world E ehforld E

@ To E Michelle Cannan MichelleC Arnerica Online E Arnerica Online E
[h7] (e
3

When you finish addressing a message, you see the @ icon next to the
recipient’ s name. If you seethe 4 icon, your address isincomplete. If this
happens, read this section carefully to make sure you entered all the required
addressing information.

Addressing a message manually

To address a message manually, you type information in the address area of
the message. To add ancther recipient, click Add Recipient. To delete a
recipient, click anywhere in the recipient line and then click Delete Recipient.

To enter the

Do this

Recipient name

Recipient

[ane Smith

3-56

Typeanamein the Recipient field. Asyou begin typing therecipient’s
first name, Claris Emailer fillsin the rest of the name for you. Keep
typing until Claris Emailer fillsin the correct name.

If therecipient isinthe Address Book, press Tab to have Claris Emailer
automatically enter the rest of the addressing information. If the
Address Book has two or more recipientswith the same name, or if the
recipient isagroup, you see the Find Address dialog box (see the next
section). If you inadvertently enter the wrong recipient, you can type
over the recipient’s name and addressing information, or delete the
recipient and add a new one.

Recipient address

Type therecipient’s mail addressin the Address field.

Destination

frnerica Online

307

Typethe name of the servicethat therecipient usesto retrieve mail. For
example, type Arer i ca Onl i ne if therecipient receivesmail inan
America Online account.

Asyoutype, ClarisEmailer 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.)

If the recipient isin the Address Book, the destinations they have
addressesfor arein bold in the Destination pop-up menu. |f you choose
one of these destinations, Claris Emailer updatesthe Addressfield with
the correct address. For more information about destinations, see
“Routing your mail using Destinations” on page 6-13.
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Type the letters you
want to search for

To enter the Do this
Send Mail Via Type the name of the service you want to use to send the message. For

service example, type ConpuSer ve if you want to use your CompuServe

303 account to send this message.

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

Using the Find Address dialog box
To find recipient addresses and add them to an outgoing mail message:
1. Create an outgoing message.
See “ Creating messages’ on page 3-2.
2. Click Find Recipient.
Y ou see the Find Address dialog box.

3. If you want to narrow down the number of recipientsin the Find Address
dialog box, type afew lettersin the Filter text box.

Y ou can type lowercase or uppercase letters. Claris Emailer finds all the
recipients that contain the specified letters in the Name and Description
fields. For example, typingj a finds*Japan University” and “Jane Smith.”

Find Address

Fitter || id |
Marne Description Destination Address s
D B Yurmiko Kitaga Japan University Internet ykitagawa@japanu.edu
E Jane Smith Apple Cornputer, Inc.  e'wWorld Janes

Note Y ou cannot enter part of afirst name and alast nameto create a
match. For example, enteringsal wi || doesn't find “ Sally Willford.”

4. Select one or more recipients.

To select Do this

A recipient Click anywhere on the recipient’s row.

More than Shift-click the recipients you want to select. To deselect a
one recipient recipient, or to select noncontiguous recipients, 38-click

the recipients.
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To select Do this

Therecipient above  Pressthe Up or Down Arrow key.
or below thecurrently
selected recipient

A recipient and close Double-click the recipient.
the Find Address

dialog box

A different Click the triangle next to the recipient’s name to display other
destination for a destinations for arecipient. Then select the row containing the
recipient that destination you want. For information on adding recipients with

subscribes to more more than one address, see “Adding addresses’ on page 4-1.
than one mail service
= [ vumiko Kitagawa Japan University Internet ykitagawai@japanu edu
CompuServe 92765, 4321
evorld urniko

Click Select.

If the selected addressisagroup, al the recipientsin the group are added
to the recipient list.

Addressing messages using Macintosh drag and drop

Y ou can address a message by dragging the recipients’ addressesto the
message. Therecipients' addresses can be from the Address Book or from text
clippings on the desktop. See “Using Macintosh drag and drop” on page 2-8.

Y ou can drag addresses or text clippings to either the address area of the
message or to theicon for the address area []. If you drop the addresses on
the address area, you see a border around the address area.

To drag addresses from the Address Book to a message:

1.

Create an outgoing message.
If you need help, see “ Creating messages’ on page 3-2.
Choose Address Book from the Window menu.

Arrange the windows so that you can see both the Address Book and the
address area of the message.

In the 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, 38-click the recipients.

Drag the recipients from the Address Book to the message.
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To drag addresses from the desktop to a message:
1. Create an outgoing message.
If you need help, see “Creating messages’ on page 3-2.

2. Arrange the windows so that you can see your outgoing message and
the desktop.

3. On the desktop, select the text clippings containing the addresses you
want to add to your message.

(o8]
{oal
[o0]

text clipping

For information on dragging addresses to the desktop to create text
clippings, see “ Dragging addresses to the desktop” on page 4-3.

4. Dragthetext clippingsfrom the desktop to the address area of the message.

Including carbon copy and blind carbon copy recipients
There are three types of recipientsin a message. Y ou can change a
recipient’s type at any time by choosing an option from the Type pop-up
menu in the address area.

Choose When the recipient is

To The primary recipient.

It's best to include at least one To recipient in amessage. You aren’t
required to include To recipients.

All recipients can tell 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 tell 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.

No recipient can tell whether there are any Blind Carbon Copy
recipients. A Blind Carbon Copy recipient cannot tell whether thereare
other Blind Carbon Copy recipients.

Important 'Y ou may want to check with both the sending and receiving
services before setting up carbon copies or blind carbon copies. (Not al
services support carbon copies and blind carbon copies.)
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Enclosing files

Y ou can enclose any type of filein an outgoing message using the Find
Enclosure button, the Open dialog box, or the Macintosh drag-and-drop feature.

Y ou enclose files by adding them to the Enclosure area of an outgoing
message. To see the Enclosure area, click the (1] icon.

EO=——————— Outbhoni ltem: =———— 1=
Em |m Delete ||DY File |||§ Send Nowl |® Caneel ||E Save |
Click to hide or show 7_| Subject:l | I_ Do not schedule I_ Use signature
the Enclosure area = To: 2 Recipients Files: 2 Enclosures
Click an icon to switch G |Q Find Enclasure | |+ Add Enclosure | |m Delete Enclosure |
between the Enclosure ] e R [ Compress Files
and Addressing areas Product Data Sheet ) -
Quarterly Spreadshest
=

Before you send an enclosure, consider the following:

= To enclose an entire folder, you must enclose each file within the folder
separately, or use an application, such as Stufflt, to convert the folder to
asinglefile.

= Besureto enclose the origina file and not an aliasto thefile.

= Check with both the sending and receiving services before sending
enclosures over the Internet. (Some services do not support sending and
receiving enclosed files over the Internet.)

= Check with the recipient to make sure that 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're enclosing atext file of less than afew pages, you may want to
include the text in the message body instead of sending it as an enclosure.

Using the Find Enclosure button

Follow these steps to add an enclosure using the Find Enclosure button. If
you are not aready in the Enclosure area, click the (] icon.

1. Click Find Enclosure in the Enclosure area of a message.

2. Inthe Find Files dialog box, choose the name of the disk you want to
search from the V olume pop-up menu.
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3. Typethe name (or partial name) of the file you want to search for.
4. Click Search.
5. Select thefile(s) you want to enclose.

Find Files =————=
3-46
olurne : | Hard Disk - I
Fﬂename:lsheet | | Search |
I File |43

f Budget Worksheet
duct Data Sheet

{ Quarterly Spreadsheet

6. Click OK.

Using the Open dialog box to add an enclosure

Follow these stepsto add an enclosure using the Open dialog box. If you are
not already in the Enclosure area, click the [ ] icon.

1. Click Add Enclosure in the Enclosure area of a message.

2. Select afile from the Open dialog box.

Select a file to enclose
Choose a folder or disk to see ————[= Business Files ¥
files and folders in that location . = )
EE Rdvertisement = Hard Disk 347
@ Budget Worksheet
Letterhead ——
Select a file from Logos Desktop
the scrolling list Product Data Sheet
Quarterly Spreadsheet
sales Presentation
[ sample Files 7] Cancel

3. Click Select.
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Dragging an enclosure to a message

Follow these steps to add an enclosure using the Macintosh drag-and-drop
feature. See “Using Macintosh drag and drop” on page 2-8. If you are not
aready in the Enclosure area, click the icon.

1. Arrange the windows so that you can see the desktop and the Enclosure
area of the message.

2. From the desktop, select the files you want to enclose.
3. Drag thefiles from the desktop to the scrolling list in the Enclosure area.

Asyou drag the files into the message, you see a border around the
Enclosure area. When you rel ease the mouse, the enclosures are added to

the message.
Tip You can aso drag enclosures to the icon of amessage.

Setting options for sending enclosures

To set the way Claris Emailer handles the sending of enclosures, select
options from the Enclosure area of a message.

To Do this

Compressthefiles  Select Compress Files.

you're sending Y ou must compress files if you include more than one enclosure.

Compressing enclosed files saves time during the transfer and can
reduce the charges on some services. Claris Emailer uses the Stufflt
compression technology to compress the files. The recipient of the
message must have a Stufflt expansion tool (available from the public
domain) to expand any compressed files. If the message is recelved
using Claris Emailer, enclosures are automatically expanded.

Set the encoding of  Choose an option from the Encoding pop-up menu.

compressed files Enclosed files are sent using specia encoding to ensure that they

arrive without errors. If the recipient’ s destination is the same as the
service you' re sending the message through, choose Service Default,
the optimal encoding for your service.

If your service doesn’t support enclosures, try choosing BinHex, which
appends the enclosure as text in the message body.

Removing enclosures

To remove enclosures, select one or more enclosures in the Enclosure area
of amessage and click Delete Enclosure.
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Sending messages

After you create a message, you can:

= saveit and send it at the next connection to a service

= saveit without sending it

= send it immediately. (When you send a message immediately, it is
automatically saved for you.)

Y ou can also reply to or forward a message you receive. (See “Replying to
amessage” on page 3-14, and “ Forwarding a message” on page 3-16.)

Outgoing messages are saved in the Out Box. To open amessage in the
Out Box, double-click it.

Sending a message at the next connection

To save amessage and send it at the next connection to aservice, click Save.
Claris Emailer saves your message, closesit, and storesit in the Out Box. To
save your message without closing it, choose Save from the File menu. For
information on setting up scheduled connections, see “ Scheduling account
connections’ on page 6-1.

Saving a message without sending it

If you' re not finished composing amessage, you can saveit without sending it,
and continue working on it later. To do this, select Do not schedule, and then

click Save. Claris Emailer savesyour message, closesit, and storesit in the Out
Box. To save your message without closing it, chooseSave from the File menu.

Sending messages immediately

After you create a message, you can send it immediately. Y ou can also
immediately send al the unsent messagesin your Out Box.

To Do this
Save a message and send Click the Send Now button at the top of the message screen.
it immediately

(The Send Now button is dimmed if you try to send a
message while a connection is open.)

Immediately send all theunsent  Choose Connect Now from the Mail menu.
messages in your Out Box

Note Y ou must close a message before you can send it. Clicking Send Now
automatically closes a message before sending it.
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After either of these actions, you see the Connect Now Setup dial og box. For
information on setting connection options, see “Connecting to aservice” on

page 3-1.
Checking the status of messages you send

After you save or send a message, you can check its status in the Out Box.
To go to the Out Box, choose Out Box from the Window menu.

EJE Browser EE
& hBox A, outBox &I Filing Cabinet T Address Book ]
|E@ Edit | |-|- #dd | |ﬁv File | |m Delete |
S0l e [ v | e [
[} S/6/96 539 PM  Business Flan Eilly Addington CompuServe |5
eV S/ZES96 334 PM Here are your files Jane Srmith Internet
[y} &F S/ZEF9E B EZFPM Re: Meeting on Wednesday Sophie Tang Internet
& S/E/96 5:56 PM Organization Chart ‘urnike Kitagawa CornpuServe
Ay S/EEA96 ZFEFM Froject Schedule Kentaro Dgawa eorld
@ S/ZZA96 612 PM Project Update Matti Virtanen Armerica Online
i @ S/2T/96 545 PM Reports Now Available Michelle Cannan Internet
)
7 in list, O selected 1|

Theiconsinthefirst three columns show the status or giveinformation about
amessage.

Thisicon  Shows that the message

@ 317 Will be sent at the next scheduled connection

W 318 Has been saved but will not be sent because the Do not schedule option was
T selected in the message. If you want, you can edit the message and save it
again and/or send it.

Has been sent successfully

(98]

-1

o

v
A 320 Has an addressing error.
Thisicon is aso shown in the Out Box tab.

Contains one or more enclosures

=
|‘P
AN
[

L9
(o8]
(o8]
=

Isareply to amessage you received
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Receiving messages

This section covers reading, replying to, and forwarding messages you
receive, and storing and opening enclosed files.

Y ou can immediately retrieve incoming messages from one or more online
services, or wait until messages are retrieved automatically at the next
scheduled connection. To retrieve messages immediately, follow the
instructions on connecting to a service on page 3-1.

Messagesyou receive are stored in the In Box. When you receive amessage,
you see:

» aflashing &= at the far right of the menu bar (when Claris Emailer is
hidden), and

= anarrow & intheln Box tab in the Browser

EO=——————— Browser
335 — ——
Jn_n In Box Tu Out Box I Filing Cabinet T Address Book ]
|E Yiew || Reply || Forward ||Dv File ||m Delete |
0] Date [ Subject [ Fem ] Priorit] £
0S5/23 8:02 PM Sign-0ff Signatures Michelle Cannon Priarity 1 ﬁ
] 03/22% 3:02 FM Work Procedures Michelle Cannon Friority 1
05/2Z 7:53 P Custorner Data Michelle Cannon Priority 1
0S/23 7:57 PM 03 Results fumiko Kitagawa Priarity 1
@ 0S5/2% 7:5% PM Tearn Meeting Notes Yumiko Kitagawa Priarity 1
v 4+ 05/23 Z:Z0PM Derna of Mew Product Yurniko Kitagawa Priority 1
v 7 05/23 Z:Z0PM Budget for Next Quarter fumiko Kitagawa Priarity 1
0S5/2% Z:Z0PM Status Reports Due Yumiko Kitagawa Priarity 1
0S5/2% Z:Z0PM Reports now available Elfriede Lechner Priority 1
v 0S/23 Z:30PM Organization Update Elfriede Lechner Priarity 1
v 0S5/2% Z:Z0PM Staff Meeting TomarrFow Elfriede Lechner Priarity 1 6
11 in list, O selected ||

This icon Shows that
¢ Y ou read the message

1] The message contains one or more enclosures
o] You replied to the message

Reading messages

To read amessage, choose In Box from the Window menu, sel ect the message
you want to read, and click View (or double-click the message). Y ou see the
message window for the current message.
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339 [I=——— Inboxu Item: Updated Project Schedule ==———-:R75
_ E@ |m Delete ||D File ||E| Print... ||||’ Forward ||4J Reply I i Done |
. From: Sophie Tang, Internet, stang@ce.com Drate: 5/25/96 6:00:17 Pr
Subject: Updated Praoj ect Schedule 4
Sent: 03/23 5:34 [
Fecaived: 03723 6:00 PH
From: Sophie Tang, stang@cc.com
To: Matti Yirtanen, mvirtanen@cc.com
Yumiko Kitagawa, ykitagawa@japanuedu
Michelle Cannon, Michellel
Eilly Addington, B&ddington
Enclosure: 02 Project Schedule
Enclosed please find the latest project schedule. Youw'll need to check
the dates against the master project plan for each functional group. |
you find any problems, please report them to the project manager by —
Hednesday af ternoon . i
]
348 Togo to the next or previ OuS message, cl i_ck the left or right arrow in the
upper-left corner. (Press Option as you click an arrow to delete the current
message and go to the next or previous message.) Or, hold the mouse down
over an arrow to see a pop-up menu.
Opening and moving enclosed files
If a message has an enclosure, you see the Enclosures list the first time you
open the message. Y ou can aso show the Enclosures list at any time by
choosing Toggle Mailer from the Edit menu or clicking the triangle above the
message area. Y ou can open an enclosure from Claris Emailer, or moveit to
a convenient location on your hard drive and open it there. Y ou move an
enclosure on the desktop, or by dragging it from the Enclosures list using
Macintosh drag and drop.
EII=——— Inbox ltem: Updated Project Schedule ==————00I1=
IZ‘@ |m Delete ”ﬁv File |E Print... ||||’ Forward I|Q-’ Reply |||j Done |
Click to show or hide the = From: Sophie Tang, Internet, stang@ce.com Date: 5/25/96 £:00:17 PM
recipient and Enclosures lists = — o
Matti ¥irtanen, mvirtanen@ce.com @ 03 Project Schedule
Yurniko Kitagawa, ykitagawa@japanu.edu ' 6
Michelle Cannon, Michellel .
Billy Addington, Baddington Shovw Internet Headers... I—— C||Ck to ShOW the
= Internet addressing
Subjest:  Updgled Projsct Scheduls 14 information (ifthe
3-40 Eeceiued: gs;ﬁs Ts oo tpm message contains no
Tg?m- I*‘Ioalit;e\fi?'?agﬁesn?ﬁﬁcrct'aclsg@cc.com lnteme.t he.ader’ this
Yumiko Kitagawa, ykitagawa®japanu.edu button is dlmmed)
Michelle Cannon, MichelleC
Eilly Addington, BAddington
Enclosure: 02 Project Schedule
Enclosed please find the latest project schedule. You'll need to check
the dates ogainst the master project plan for each functional group. If
you find any problems, please report them to the project manager by 3
Hednesday afternoon. =
]
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Opening an enclosure in Claris Emailer

To open an enclosure, double-click it in the Enclosureslist. Claris Emailer
launches 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 on the desktop

Enclosures are automatically saved in the Downloads folder in the
Claris Emailer folder. Y ou can drag an enclosure from the Downloads
folder to another location on the desktop.

Tip To change the default folder where downloaded enclosures are saved,
choose Preferences from the Setup menu, click the General tab, click Set, and
then select afolder. See “ Setting general preferences’ on page A-2.

Moving an enclosure using Macintosh drag and drop

Follow this procedure to drag a message from the Enclosureslist to afolder
or disk on the desktop. See “Using Macintosh drag and drop” on page 2-8.

1. Open the Enclosures list for an incoming message.

2. On the desktop, set up the windows so that you can see both the
Enclosures list and the folder or disk into which you want to move
the enclosure.

3. Select one or more enclosures in the Enclosures list.

Shift-click the enclosures you want to select. To deselect an enclosure, or
to select noncontiguous enclosures, 38-click the enclosures.

4. Drag the enclosures to the desired folder or disk on the desktop.

Replying to a message

To reply to amessage:

1. From the In Box, open the message you want to reply to.

2. Click Reply or choose Reply from the Mail menu.
If there is more than one recipient, select an addressing option in the
Reply To dialog box, and click Reply.

Tip While you're still in the message, press Option as you click Reply to
bypass the Reply To dialog box.
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Reply To

G Reply to sender only

(‘ Reply to sender and all ather recipients

In your reply, you can add and remove recipients as you do for a message
you create. For information, see “ Addressing messages’ on page 3-3.

Including text from the original message

Y ou may want to include part of the original message in your reply,
especialy 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 messagein areply. Every line of aquote is preceded by a quoting
character (>).

*Updated Project Schedule

*Enclosed please find the lotest project schedule. You'll need to check the
*dates against the master project plaon for each functional group. |1 gou find
rany problems, please report them to the project manager by Hednesday
safternooh .

Tharnk you for sending the project schedule. Howewer, | will be on o business
trip until Hednesday afterncon. Con we extend the deadline for reporting
problems to Thursday morning?

Use one of the following methods to add a quote to areply:

To Open

Use text from an original The original message, select the text that you want to include
message in areply in the reply, and then create the reply. For information on
creating areply, see the previous section.

Copy text fromamessage A message or other document containing text, and copy the
(or any other type of text you want to quote. Then position theinsertion point in the
document) and then paste it  reply and choose Paste as Quotation from the Edit menu.

into another message

Copy theentirebody of a A message, and then choose Copy Entire Message from the Edit
message, including details  menu. Y ou can then paste the text into areply, or any other
about the sender and subject document that accepts text.
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Forwarding a message

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

To forward a message, open the message you want to forward and click
Forward or choose Forward from the Mail menu. To address the message, see
“ Addressing messages’ on page 3-3.

Filing messages

Y ou can file incoming and outgoing messages in foldersin the
Filing Cabinet. Filing messages helps you to organize your In Box and
Out Box.

To fileamessage, select it in the In Box or Out Box, and then click File. Or,
if you hold the mouse down over the File button, you see a pop-up menu.
Choose afolder from the menu to save the selected message in that folder.
(ClarisEmailer is preset to save the message in the folder shown in bold in
the pop-up menu.)

In the Filing Cabinet, you can view and open filed messages. To open the
Filing Cabinet, choose Filing Cabinet from the Window menu.

Browser FE

3-54 Read Mail
Sent Mail
Deleted Mail
Messages from Jane Smith
Messages frram Marketing
=0
349
[,i, In Biox

T Filing Cabinet T Address Book ]

=

Out Box

|D Add Folder ||]m Ermpty Folder | |]E[ Delete Fi]e(s)l |Q Find ||@. Mave File(s)...l

Folder Name

[ Read Mail

Click a folder to see the

. - [ Deleted Mail
messages it contains

[0 Messages from Jane Smith
[ Messages from Marketing

|4} From+Ta | sg Date Filed Date =)
illy Addington S/E/PESEIPM SA2EIETEAPM |HF
4 PP Double-click
A, Organization Chart Yumniko Kitagawa  5/6/96 556 PM  5/23/96 7:33 PM amessage
1, Project Schedule Eentare Ogawa S/23/96 T 3T PM 5/23/96 73T PM to open it
1, Project Update Matti Virtanen S/22F96 612 PM S/23596 724 PM
t, Reports Now Available MicheTle Cannon S5/2T/96 345 PM S/23/96 734 PM
%
[ & in list, 1 selected & B

Important 'Y ou cannot open enclosures in afiled message. To open an
enclosure, move the message back to the In Box or Out Box. See the next
section, and “Moving messages using Macintosh drag and drop” on page 3-17.
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Working with filed messages

Y ou can select and del ete messages, find text in amessage, and move messages
back to the In Box or Out Box or to a different folder in the Folder Namelli<t.

To Do this

Select a message Click anywhere on the message. Shift-click to select
more than one message. To deselect a message or to
select noncontiguous messages, 88-click the messages.

Delete selected messages Click Delete File(s).

Find text in amessage Click Find. In the dial og box, type the text you want to
search for, select where you want to search, and click OK.

Move selected messages to the Hold the mouse down over the Move File(s) button, and
In Box or Out Box choose In/Out Box from the pop-up menu.

Move selected messagesto another  Click Move File(s). In the dialog box, select the folder
folder in the Folder Name list you want to move the messages to, and click OK.

Moving messages using Macintosh drag and drop

Y ou can drag messages from the Filing Cabinet to:

= theln Box or Out Box (by dropping them on the In Box or Out Box tab)
= another folder in the Folder Name list

= afolder or disk on the desktop

See “Using Macintosh drag and drop” on page 2-8.

Note 'Y ou cannot drag incoming messages to the Out Box or outgoing
messages to the In Box.

Setting up folders in the Filing Cabinet
Y ou can add and delete folders, and delete all the messagesin afolder.

To Do this

Add afolder tothe Folder Click Add Folder and then type a name for the folder.

Name list Y ou can add as many folders as you want to the Filing Cabinet.

When you name a folder, use a meaningful name, such as

“Project Status Messages.”

Deleteall themessagesin  Select the folder and click Empty Folder.

afolder Y ou can empty only the Read Mail, Sent Mail, and Deleted
Mail folders.

Delete afolder Select the folder and click Delete Folder.

Y ou can only delete folders you’ ve added to the Filing Cabinet.
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Thefoldersin the Filing Cabinet are stored on the desktop. Any foldersyou
add to the Filing Cabinet go in the Personal Folders.

(o8]
joal
o

Hard Disk \

Claris Emailer Folder
L]

Claris Emailer Files

=

Filing Cabinet
-
E E E EEEEEEEEEEERESR
| ] n | ] | ]
£a 00 £ 65
Deleted  Personal Read Mail Sent Mail
Mail Folders

Tip If you fileamessage in afolder, or drag it to the desktop, you can open
the message by double-clicking it.

Printing messages

This section covers printing incoming, outgoing, and saved messages. Y ou
can print one message at atime, and you must open a message to print it.

If you want to change the page setup before you print—for example, to
change the page orientation or size—choose Page Setup from the File menu.
Then choose your options and click OK.

Note To change the default optionsin the Page Setup dialog box, choose
Preferences from the Setup menu, click General, and then click Default Page
Setup. Then choose your options and click OK. For more information, see
appendix A, “ Setting preferences.”

To print a message, open the message from the In Box, Out Box, or

Filing Cabinet, and then choose Print from the File menu. (In an incoming
message, you can aso click the Print button.) In the Print dialog box, select
the options you want, and click Print.

To bypass the Print dialog box and print a message, choose Print One from
the File menu. Y our message prints using the default print settings.



Chapter 4. Using the Address Book
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Individual address

Address with more than one mail
service (click the arrow to show or hide
additional addresses)

Group address

Usethe Address Book to store addresses. Y ou can add addressesto the Address
Book and set up group addresses. Y ou can also import and export addressesto
and from other applications and text files. When you' re finished adding
addresses, you can find an address quickly by typing text in theFilter text box.

After you add addresses to the Address Book, you can use them to address
outgoing messages. See “ Addressing messages’ on page 3-3.

Adding addresses

Y ou add addresses to the Address Book by either typing them manually or
by adding the sender or recipient addresses from messages you receive. Y ou
can also exchange addresses with other people by saving them as text
clippings. For more information about text clippings, see “Using Macintosh
drag and drop” on page 2-8.

SO=———————— Browser EE
[,_, In Box I'L Out Box I Filing Cabinet I Address Book I
||:|| Mew User | ||:;|_T|| Mews Group | |m Delete | |E£ Edit | Fﬂter:
Description | Drestination | Address 3
|:,| Billy #ddington Ewverywhere Travel Arnetica Online E addington ﬁ
|:,| Lanielle Bradbury Apple Computer, Inc. et'orld Daniell=E
|:,| Mizhelle Cannon Apple Cornputer, Inc. ahw'orld MichelleC
|:1| fumiko Kitagawa Japan University Internet ykitagawa@japanu.edu
CompuServe PETED 4321
e'world “furniko
[ Etfriede Lechner Everywhere Travel Arnerica Online ELechner
[ Erika Mustermann Everywhere Travel Ametica Online ErMuztermann
|:,| Eentaro Ogawa Sushi Corp. CampuSerye 12345 6789
|:,| Jane Srith &pple Cormputer, Inc. ew'orld Janes
|:,| Sophie Tang Cornputer Company Internet stang@ce.com
|:,| Matti Virtanen Comnputer Comnpany Internet rivirtanen@ec com
E‘;‘ #pple Cormputer, Inc. Hardware MMfg. Z addresses in group
EE,‘ Ewerywhere Travel Trawvel Agent Z addresses in group 3
14 in list, O selected [&] EBE

Important Y ou enter addresses differently depending on the recipient’s
destination. To avoid addressing errors:

If this is your Enter this for the
destination recipient’s address Example
Internet The full Internet address BAddington@aol.com

Any other destination The user’s address only BAddington
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Adding addresses manually

To add an address manually to the Address Book:
1. Choose Address Book from the Window menu.
2. Click New User.

3. Enter aname and description for the recipient.

Addr. Book: =ra—————
: 403
Type the recipient’s ‘{ [P RED: I:l
first and last names Lastrames
Description: | ——1— The description can be a company
— name, a category (such as Friend
L T | Adiress i E’ or Family), or anything else you
want
=]

4. For Destination, type the name of the service that the recipient uses to
retrieve mail.

For example, type Aeri ca Onl i ne if therecipient receivesmail in an
America Online account.

Asyoutype, ClarisEmailer fillsin the rest of the destination for you. Keep
SR [ typing until Claris Emailer fillsin the correct destination. (If you want, you
can choose a destination from the pop-up menu instead of typing.)

~
~o
=

If the destination does not appear in the pop-up menu, choose Internet and
add the recipient’ s full Internet address. (To add a destination to the pop-
up menu, see “Routing your mail using Destinations’ on page 6-13.)

5. Enter the mail addressin the Address field.

6. If the recipient has more than one mail address, click the =] icon to add
another address line, and then repeat steps 4 and 5.

Continue adding lines until you' ve added al of the recipient’ s addresses.

Note To delete one of the recipient’s addresses, click anywhere in the
address line and click the [@] icon.

7. Click inthe Bl 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
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Claris Emailer uses the preferred address when addressing a message.

@l Deztination | Address 4
Internat E ykitagawa@japanu.edu
[B» CompuServe  [¥] 987654321
=horid E ‘fumnike
=
8. Click Save.

Adding a sender or recipient address from an incoming message
Toadd asender or recipient from an incoming message to your Address Book:
1. Choose In Box from the Window menu.

2. Select the message containing the address you want to add, and click View.
3. Choose Toggle Mailer from the Edit menu.
4

. Click the @ button to the left of the sender’ s name or to the right of the
recipient’ s name.

= From: Sophie Tang, Internet, stang@cc.com

Recipients
Matti ¥irtanen,mvirtanen@cc.com
fumika Kitagaw\;a, ykitagawa®japanu.edu
Michelle Cannon, MichelleC
Billy Addi ngton, BAddington

5. Inthe dialog box, edit the name and add a description, if necessary.
If the Name and/or Description text boxes are blank, enter text for them.
6. Click Save.

Dragging addresses to the desktop

Y ou can drag addresses and groups from the Address Book to the desktop,
where they become text clippings. See“ Using Macintosh drag and drop” on
page 2-8. Later, you can drag atext clipping to an outgoing message (see

“ Addressing messages using Macintosh drag and drop” on page 3-5), or to a
group (see “ Creating groups’ on page 4-4).
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To drag addresses to the desktop:

1. Choose Address Book from the Window menu.

2. Arrangethe windows so that you can see the Address Book and the desktop.
3. Select one or more addresses from the Address Book.

Shift-click to select more than one recipient. To deselect arecipient, or to
select noncontiguous recipients, 88-click the recipients.

4. Drag the addresses from the Address Book to the desktop.
tesct clipping The addresses become text clippings.

o~
[o¥)
>

Creating groups

Y ou can consolidate several recipient addressesinto agroup. When you send
amessage to agroup, every recipient in the group receives the message.

Note Addresses you add to agroup are not linked to individual addressesin
your Address Book. If you edit individual addresses, they do not change the
addresses in any group. To edit addresses in a group, you must select the
group, click Edit, and make the changes there.

To create a group:
1. Choose Address Book from the Window menu.

2. Click New Group.

3. Inthe Address Book Group Entry dialog box, enter a group name
and description.

Address Book Group Entry

Group name: || | 4-06
Description: | |
User Name | Address Destination <+
[

4. Follow theinstructionsin the next section for adding addressesto agroup.
5. Click Save.
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Adding addresses to a group

Y ou can add addresses to a group by typing them manually, or by dragging
them to the Address Book Group Entry dialog box using Macintosh drag and
drop. Y ou can drag addresses from the Address Book, or from the desktop.

Adding group addresses manually
To type addresses directly into Address Book Group Entry dialog box:

1. Choose Address Book from the Window menu.

2. Select the group to which you want to add addresses, and click Edit.

3. Enter thefirst and last name of arecipient in the User Name column.

4. Enter the recipient’s mail address in the Address column.

5. For Destination, enter the service that the recipient usesto retrieve mail.

For example, type Aneri ca Onl i ne if the recipient receives mall
through an America Online account.

Asyoutype, ClarisEmailer fillsin therest of the destination for you. Keep
AAC I 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 destination does not appear in the pop-up menu, choose Internet and
add the recipient’s full Internet address. (To add a destination to the pop-
up menu, see “Routing your mail using Destinations’ on page 6-13.)

6. For additional recipients, click the [#] icon and then repeat steps 3 - 6.

Dragging addresses from the Address Book to a group

Follow these steps to drag addresses from the Address Book to agroup. See
“Using Macintosh drag and drop” on page 2-8.

1. Choose Address Book from the Window menu.
2. Select the group to which you want to add addresses, and click Edit.

3. Arrange the windows so that you can see both the Address Book and the
Address Book Group Entry dialog boxes.

4. Inthe Address Book, select the recipients you want to add to the group.

Shift-click to select more than onerecipient. To deselect arecipient, or to
select noncontiguous recipients, 38-click the recipients.

5. Drag the selected addresses from the Address Book to the Address Book
Group Entry dialog box.

Asyou drag the addressesinto the Address Book Group Entry dial og box,
you see aborder around the address area. When you rel ease the mouse,
the recipients are added to the group.
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Address to be removed

Dragging addresses from the desktop to a group

If you drag addresses to the desktop (see “ Dragging addresses to the
desktop” on page 4-3), they become text clippings you can drag from the
desktop to the Address Book Group Entry dialog box. For information about
text clippings, see “Using Macintosh drag and drop” on page 2-8.

Follow these steps to drag addresses from the desktop to the Address Book
Group Entry dialog box:

1.
2.
3.

Choose Address Book from the Window menu.
Select the group to which you want to add addresses, and click Edit.

Arrange the windows so that you can see the Address Book Group Entry
dialog box and the desktop.

On the desktop, select the text clippings containing the addresses you
want to add to your message.

Drag thetext clippings from the desktop to the address area of the message.

Y ou see aborder around the address area. When you rel ease the mouse,
the recipients are added to the group.

Removing addresses from a group

To remove an address from a group, open the Address Book Group Entry
dialog box, click anywhere in the address line, and click the | icon.

=-—————— Hddress Book Group Entry %

Group name: I Everywhers Travel

Description: I Travel &gent

User Marne | Address Destination 4

=

Erika Mustermann EMustermann Arnerica Online

Arnerica Online

=
=

ELechner
B &ddington

Elfriede Lechner
Billy addington

America Online

&

Note Removing an address from a group does not delete it from the
Address Book.
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Select the address to be deleted
(Shift-click to select more than one
address, or 38-click to deselectan

address or select noncontiguous

addresses)
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Deleting an address or group

To delete an address or group permanently from the Address Book, choose
Address Book from the Window menu, select the address or group that you
want to delete and click Delete.

EiI=——————————— Brouser=—————————Q|
[,i, In Boxc I._, Out Box T Filing Cabinet I Address Book I
||:| Mew User | |D;| MNew Group I|m Delete ||¥ Edit | Filter: I:l

Description | Destination | Address =
B A&ddington

|:,| Billy addington Everywhere Travel America Online

B C:nielle Bradoury e Cornputer, Inc
E MicheTle Cannon Apple Cornputer, Inc. eworld PMichelel
I E,‘ Sturnikn Kitagawa Japan University Internet ykitagaw 3@ japanu.edu

Apple Comnputer, Inc.

Claris Emailer asks you to confirm the deletion.

Tip Press Option as you click Delete to bypass the confirmation dia og box
and delete the address.

Importing addresses

Y ou can import addresses into your Claris Emailer Address Book from
another mail program, or from atab-delimited text file.

Importing addresses from another mail application

If you have addressesin one of the following mail programs, you can import
them directly into Claris Emailer.

Mail program Address book filename Location

AmericaOnline Address Book Online Toolsfolder in AOL folder
CompuServe CompuServe Addresses CompuServe folder in System
Information Preferences folder

Manager

Eudora Eudora Nicknames Eudora Folder in System Folder
eWorld Address Book Online Tools folder in eWorld folder

Navigator CompuServe Addresses Navigator folder

To import addresses from another mail program, choose Import Addresses
from the File menu, find the file you want to import, and click Open.
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Importing addresses from a text file

If your addresses are not in one of the mail applicationslisted in the previous
section, you can import them from a tab-delimited text file.

Setting up the text file

At aminimum, your text file should include fields for the following four
types of data (in this order): first name, last name, company, and address. If
necessary, include additional address fields for recipients who subscribe to
more than one mail service.

434 Billy+ Addingbons Everywhere Travels Baddingon@aclcoms  Baddington@eworld come

I Daniglles  Bracdburys Apple Computer,Inc.+ DanielleE@eworld.coms 23456, 7890@compuserve corms
Michelle+ Cannons  Apple-Computer,nc.y  MichelleC@eworld come MichelleC@aol.coms
Tumikow Kitagaveas Japan-University s vkitagawa@japanu.edus YKitagawa@eworld.coms
Kentaros Ogawas SushiCorp.+ KDgava@aocl.comss 12345, 6789@COMpUSarye com.d
First Last Company Address 1 Address 2
names names names

Note If your text fileincludes full Internet addresses, Claris Emailer
automatically chooses the correct destination for those addresses. For
example, Claris Emailer automatically chooses eWorld as the destination for
the address DanielleB@ewor|d.com. If the destination for an imported
addressisn’t in the Destinations List, Claris Emailer chooses Internet as the
destination. (See “Routing your mail using Destinations’ on page 6-13.)

If you’ ve organized your addresses by service, you may want to add a
header, and import the user names without the full Internet address. For
example, your text file could have a header for America Online, and contain
addresses like BAddington instead of BAddington@aol.com.

Header ——First:-Mames Last-Names Company America-Onlines  eWorlds Compu3ered
425 Billy+ Addingtons  Everywhere Travels  BAddingtons BAddingtoned
Danielles  Eradburys Apple-Computer,-Inc.+ + DanhiclleB»  23456,78904
Addresses Michelles  Cannons Apple-Computer,-Inc.e MichelleCs MichelleCd
Tumiko+ kitagaa+ Japan-University+ * K ikagawad
Kentarow Ogavwas SushiCor.+ KOgavras * 12345,6789

Note Besuretoincludedatainevery field, or if there’ sno datain afield, add
atab character for that field.

Importing the addresses
Follow these steps to import addresses from atext file:

1. Open Claris Emailer and choose Import Addresses from the File menu.
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2. Inthe Open dialog box, 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 header.

=——— Import Addresses: teut

IY lgnare first record

lzlm Record 1 of 2

Select a service for each email address. The service is assigned for all
records, not just the one you are viewing.

=
I3

Preview Data Address Book Fields i
First Mame Firzt Narne
Last Narne Last Marne
Description Description
Radiolail Radiornail =l
Internet Internet E
CornpuSerye CormpuServe E
America Online America Online E
appleLink Applelink =l
e'forld etforld EE

4. If necessary, choose options from the service pop-up menus to tell
Claris Emailer how to import your data.

Preview Data Address Book Fields ifs
First Narne First Mamne
Lazt Marne Lazt Namne
Description Drescription
Arnerica Online Arnerica Online E
Internet Internet E .
Sk Fisid = - Service pop-up menus
Cornpusetve CornpuServe E
]
Choose To
Skip Field Ignore the field and not import it.

For example, you can choose thisoption if afield isblank, or contains
phone numbers or other data you 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 servicename Select that service for the field




4-10 Claris Emailer User’s Guide

5. Click [4] and [»] to preview records to make sure the preview data
corresponds to the correct Address Book fields.

If thefileisnot properly formatted (for example, if the last name appears
in the first name line), click Cancel and create a new import file.

Note If aline doesn’t have an address, that line is not imported.

6. Click Import.

Exporting addresses

To export the addresses from your Address Book to atext file, choose
Export Addresses from the File menu, type aname and choose alocation for the
export file, and click Save.

Selecting addresses in the Address Book

Y ou can select addressesin the Address Book and add them to messages. (See
“Creating messages’ on page 3-2 and “Addressing messages’ on page 3-3.)

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 addressinthe Choose Select All from the Edit menu.

Address Book

A different Click the triangle next to the recipient’s name to display other
destination for destinations for the recipient. Then select the row containing the
an address destination you want.

<[ vumiko Kitagawa Japan University Internet ykitagawa@ japanu.edu
eorld “Pumiko

To narrow down the number of addresses in the Address Book, type afew
letters in the Filter text box.
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Y ou can type lowercase or uppercase letters. Claris Emailer finds all the
recipients that contain the specified letters in the Name and Description
fields. For example, typing j a finds“Japan University” and “ Jane Smith.”

Type the letters you
want to search for

428 _
EN=—————— Browser {ET}

[,_, In Box T.l, Out B I Filing Cabinat T Address Book
||:1| Mew User I ||:D MNews Group | |m [relete | |E£ Edit | Filter: |ja |

[

Description | Destination | Address
I+ E;‘ ‘furniko Kitagawa apan University Internet ukitagawa@ japanu.edu
|:,| Jane Smith Apple Cornputer, Inc. e'orld JaneS

Note 'Y ou cannot enter part of afirst name and alast nameto create a match.
For example, entering sal wi | | doesn’t find “ Sally Willford.”



Chapter 5. Using mail actions

This chapter explains how to organize and manage your incoming mail by
using mail actions. When you receive a message, you can automatically
prioritizeit, fileit in afolder, send areply, or forward the message.

Y ou can use mail actionsin several ways. For example, you can:

= place important messages at the top of your In Box when you sort it
by priority

= fileincoming messages from certain people or groupsin different folders

= automatically send areturn message saying you are away for awhile, such
as when you are on vacation

= automatically forward messages from all of your accountsto asingle
account, such as when you travel

Creating or changing mail actions

Mail actions compare areas of areceived message with aword or phrase that
you enter. When a comparison tests true, 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
prioritize the message so that it appears at the top of your In Box. Y ou could
also send an automatic reply saying that you received the message.

Y ou can create severd different mail actions and turn them on and off as needed.

To create or change amail action:
1. Choose Mail Actions from the Setup menu.
Y ou see the Mail Actions List window.

EM=——— Mail actions list =———PI=
ﬂ |+ Add | |m Delete | |¥ Edit | Ix_ Dizable all mail actions Selec[ totum off a" ma|| ac[ions
\/l Mail Action Mame iy
W [Supervisor
+ Staff rail
Click next to each mail  Mailing Tist
action to turn it on or off  [Projest %

W Friendz

e

Drag actions to establish priority
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Deselect if you do not want
to use this mail action yet

Choose the message
area to test

double-click the mail action name.
Y ou see the Mail Action Entry dialog box.

2. Click Add to create a new action. To change an existing mail action,

Mail Action Entry:

5 Enabled
— Criteria:

Execute the action below if the following criteria is met.

| From 'Il Is

lgnore -

'|| Is

-] |

| Fram

=] |

*a]
o
NS

— ctions:

(: Set priority : Priority 1 -7 I_ Auto reply to message Edit Reply...
" File message Read Mail w7 I_ Auto forward message

3. Type aname for the mail action.

It's agood idea to name the mail action so it is easily recognizable. For

example, an action named Project X might fileall project-
aspecia folder.

Choose the test condition

related mail in

4. Inthe Criteria area, set the criteriato make the mail action occur.

— Criteria:

Execute the action below if the following criteria is met.

—| Fram 'Il I=

v|| Iz

0l

| From

M |

—— Type the text to
compare against
the message area

For information on setting criteria, see “ Setting mail action criterid’ on

page 5-4.

the criteria.

5. Inthe Actions area, set the actions to occur when the message meets



messages, and choose a
priority from the pop-up menu

Click to file messages in a
folder, and choose a folder
from the pop-up menu
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Select to reply automatically to

i . messages, and click Edit Reply
Click to set a priority for o type your response
— | detions : l’
® St priority : IJ_ Auto reply to message 5.04
" File MEssage Il_ Auto forward message _
]— Select to automatically forward messages,
and select recipients by clicking Forward to
For information on setting actions, see “ Setting actions for criteria-met
mail” on page 5-6.
6. Click Save.

Ordering mail actions

The order of mail actions affects how your incoming messages are processed.
Once a received message meets the criteria of amail action, only that action
occurs. No additional mail actions test the message. Be sure to move the most
important actions or the ones you aways want performed to thetop of thelist.
For example, if you aways want messages from your boss prioritized, you
should probably move that mail action to the top of thelist.

To change the order of your mail actions, drag a mail action to a new place
on the Mail Actions List. When you drag a mail action upwards, you see a
heavy line over the line where the action will be placed. When you drag a

mail action downwards, you see a heavy line underneath the line where the
action will be placed.

EO=——— Mail actions list =———"017
[ ada |[E0 oetete |[SZ Eait | [ Diabie sl ma actions 5-05
~/| Mail Action Mamne ii5

W Supervisor

W Staff mail

+ Mailing Tist o
W Project ¥

W Friends

Gl

Drag actions to establish priority
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Deleting a mail action

To delete amail action, select the mail action to delete, and click Delete.

Setting mail action criteria

A mail action tests each incoming message using the criteriayou select. Y ou
can apply the criteria to different areas of a message. For example, you can
test for the sender’ sname or address, or even for wordsin the messageitself.
Y ou can also set a second test to evaluate the message further.

A 1. Choose the message areato test in theincoming message from the pop-up
506 Reply~to menu in the Criteria area of the Mail Action Entry dialog box.
Any recipient
ﬁ“:_;::; body Y ou can apply atest to each of the following areas of a message.
Ml sevie
— Choose To test
From The name or address of the message sender
To The name or address of the recipients
CcC The name or address of a carbon copied (CC) recipient
Reply-to The name or address of thereply-tofield. Useareply-to
field primarily in messages sent via the Internet
Any recipient The name or address of any recipient
Subject The subject of the message
Message body The text of the message
Mail account The specific account at an online service used to receive
the mail
Mail service The online service used to receive the mail
All mail All incoming messages
Y 2. Choose the test condition to apply to the message from the pop-up menu
Begin with in the Criteria area.
Daes not begin with
5-07 Ends with
Does not end with
gontaini » Choose If the text
F i speciti oroup Is Must match exactly
21N ang EFOLIE
Is not Must not match exactly
Beginswith Begins with the text you enter

Does not begin with Does not begin with the text you enter




(2]

©

o
|3
(o]

Set the second test criteria by
choosing from the pop-up menus
and typing the text to compare

Choose
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If the text

Ends with

Ends with the text you enter

Does not 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

Isin address book

Isinthe Address Book. Thistest can only be applied to
addressfields. The sender can beanindividual or part of
an address group.

Isin specific group

Isin aspecific group. A pop-up menu alows you to
choose the name of the group.

Isin any group

Isinany group

Note 'Y ou cannot apply someteststo all areas of a message. For example,
the subject of a message cannot be in the Address Book.

3. Typethetext to compare against the message area in the blank text box.

Criteria:

Execute the action below if the following criteria is met.

| From 'Il Is

- | [sam +—————Type texthere

Ignore -

| Fram v|| Is

| |

Important Consider what text you use, as Claris Emailer looks for any text
matching thecriteria, regardless of case. For example, Samteststruefor both
Sam and Samantha. The most accurate tests use a mail address.

If asingletest is not enough to identify the message accurately, you can add
a second test. For example, when you receive mail containing Samin the
sender’ s name, you could apply a second test to look for Project X in the
subject line. If both tests that look for Sam and Project X are true, then you
could set ahigh priority to the message and file it in a special folder.

— Criteria:

Execute the action below if the following criteria is met.

| From 'Il Iz

vI ISam |

- Choose how to apply
the second test

| Subject ~|[ =

il I IProject o |
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Y ou can connect two testsin the following ways.

Choose If you want

Ignore To disable the second test

And Both the first and second tests to be true for the action to occur
Or Either the first or second test to be true for the action to occur
Unless Both the first and second tests to be true for no action to occur

Setting actions for criteria-met mail

When the mail action criteriais true for your message, you can have
ClarisEmailer:

= assign apriority to the message

= filethe messagein afolder

= Create an automatic reply

= forward the message to one or more addresses

Note Messages created by amail action are saved in the Out Box. Y ou can
send these messages manually or using aschedule. If you’' re away from your
computer for along time, be sure to create a schedule that sends the mail
generated by your mail actions.

Assigning a priority

Assigning priorities to your mail helps you identify the importance of a
message. Y ou can sort messages with ahigher priority so they appear at the top
of theln Box. Y ou can also show these messagesin adifferent color. Priorities
are set by choosing Preferences from the Setup menu. For information on
setting priorities, see“ Setting priorities preferences’ on page A-5.

o To set apriority automatically, click Set priority in the Actions area of the Mail
511 Action Entry dialog box. Then, choose a priority from the pop-up menu.
Filing a message

Filing messages automatically can help you organize your incoming messages.

When you automatically file messages, you' |l see amessage called Auto-file
Log in the In Box. The message tells you where Claris Emailer stored your
automatically filed messages. To see an automatically filed message,
double-click the message described in the Auto-file Log.



® Fie MESTage Read IMail -

IY Auto reply to message Edit Reply...

215

Click to reply only to the sender

Click to reply to everyone
receiving the message

(o]

Incorning rmessage quating: [* Do not quote message
Quote before reply
Wuote after reply

517
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To file amessage automatically, click File message in the Actions area of the
Mail Action Entry dialog box. Then, choose afolder from the pop-up menu.

The folders you see in the pop-up menu are within the Filing Cabinet. For
more information on creating folders, see “Filing messages’ on page 3-16.

Creating an automatic reply

Y ou can haveamail action automatically send areply to areceived message.
Automatic replies are most useful when you want to acknowledge recieved
messages, but cannot respond to your mail.

To reply to a message automatically, select Auto reply to message, and click
Edit reply.

Y ou see the Mail Action Auto Reply dialog box.

Mail Action Auto Reply
® Reply to sender Incorning message quoting: Do not quote message W
(‘ Reply to sender and all other recipients
Your message was received, howsver | am away from my office today. |11 respond to |97
gour message when | return later this wesk.  Thank ygou. [
ek
1]

1. Typeyour reply.
If you quote the incoming text, you may want to separate it from the
response by leaving at least one blank linein your reply.

2. Optionally, choose one of the message quoting optionsfrom the Incoming
Message Quoting pop-up menu.

Choose To

Do not quotemessage  Not include the incoming message in the reply

Quote before reply Include and quote the incoming message before the reply text

Quote after reply Include and quote the incoming message after the reply text
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For more information on quoting text, see “Including text from the
original message” on page 3-15.

3. Click Save.

Forwarding a message automatically

Y ou can have amail 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:
X huto forveard message 1. Select Auto forward message in the dialog box, and click Forward to.

518 2. Inthe Mail Action Forwarding Recipients dialog box, enter the names of
the recipients for the forwarded message. For more information on
entering recipients, see “ Addressing messages’ on page 3-3.

Click to add a recipient  Select a recipient and click to delete from the list

| |
=————————— Mail Action Forwarding Recipients

Click to find a recipient Q, Find |[dB add |[T petete |
in the address book — — —
@l Type | Recipient | Address Destination | Send Mail Yia i
To [ Eilly Addington EAddington@eworld.com eorld [®] | America ontine  []
519
=]
] =

3. Click Save.



Chapter 6. Configuring Claris Emailer

This chapter provides step-by-step instructions for configuring Claris
Emailer, which includes scheduling connections to services, modifying
locations, changing service information, and routing your mail.

Scheduling account connections

Y ou can automate when Claris Emailer sends and receives your mail by
creating schedules. Schedules help you efficiently manage your computer
and automate connections to online services. For example, you could create
one schedule to check your mail often during the week and another to check
only once aday on the weekends.

Important Y ou must have your computer and modem on and the Claris
Emailer application running for schedules to run. Schedules do not launch
ClarisEmailer.

Creating or changing a schedule

Y ou can create several schedules to send and receive your mail. Schedules
can help you control connectionsto different servicesat varioustimes during
the day. For example, you can retrieve your mail from one service once a
day, but send mail to another service once an hour.

Claris Emailer staggers the connection times within theten-minuteintervals
you can choose for a schedule. Thisrandom interval 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 aservice, you' || connect 1,440 times per
month. At one minute per connection, you would accumulate 24 hours of
connect time.
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To create or change a schedule:
1. Choose Schedules from the Setup menu.
Y ou see the Schedules List window.

EOI=——————— Schedules List =————————1I5
g add | | T Delete | |E{Z Edit | [ Disable 41l schedules
v La=t Conn. | Mext Conn. | #docounts | &
o | A0L files S/26/96 12:31 PM S/27/96 530 &M America Online ||
W CormpuServe files S/26/96 12:30PM S/27/96 12:20 AM  CompuServe
" Internet mail 5/26/96 220 M S/26/96 420 FM | Internet Connection
+" Main S/26/96 12:31 PM S/26/96 S:00PM  CompuServe , Radiomail, eiol
6-01
ik
L]

2. Click Add to create a schedule. To change an existing schedule, double-
click the name of the schedule.

Y ou see the Schedule Entry dialog box.

Schedule Entry:

Deselect if you do not want

the schedule to run
Tasks
FIY Get mail X send mail Schedule name || I 6-02
Schedule t : Tirned Connection -
\/l Account 4 R | I
Arnerica Online
CormnpuServe Perform the tasks on these days:
evorld [ sun [ tton | 7ue [ ved ] hu | eri | st |

Internet Connection
At these hours:

1Z|1[z|3|4|S|e|7]|8]|2[10]11]AM

Fadiomail

121z 345|678 ]|2|10[11]|pm

At these times:
| 01 | 11 | 21 | 31 | = | :51|

]

3. Typethe new or changed name of the schedule.

It'sagood ideato name the schedule so that it is easily recognizable. For
example, you might name a schedul e that retrieves mail from America
Online, AOL Mail.



(=2]
je=]
(98

Tasks:
[X Get Mail [X send Mail

W | docount

6-04 " Arnerica Online

W (CompuServe
etw'orld

" Internet Connection

Schedule type: [* Timed Connection

Repeating Connection

6-05
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4. Select the tasksto perform during the connection. Y ou can select Get Mall
or Send Mail, or both.

Note If youwant to get your mail at onetimeand send it at another, you'll
need to create a schedule for each task.

5. Select the account(s) that you want to make a scheduled connection to.
You see a . next to each selected account.

Y ou can connect to several accounts with one schedule. To disable an
account without removing it from the schedule, deselect it.

Important Changing how you connect to an account does not change a
schedule; the schedule till runs, but using the connection information
selected in the Service Entry dialog box. Likewise, if you select a
different location in the Locations List window, be sure that the schedules
you create for an account are still valid for the new location. For more
information, see“ Selecting locations’ on page 6-5 and “ Changing service
information” on page 6-6.

6. Choose either atimed or repeating connection from the Schedule Type
pop-up menu.

If you choose a timed connection, select the days, hours, and times that
you want the schedule to run. Y ou must select at |east one day, hour, and
timeto activate the schedule.

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

Note The scheduling optionsin the Schedule Entry dialog box change
when you select either atimed or repeating connection from the Schedule
Type pop-up menu.

7. Click Save.

Deleting a schedule

To delete a schedule, choose Schedules from the Setup menu, select the
schedule you want to delete, and click Delete.
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Changing Locations settings

If you use Claris Emailer on a PowerBook and travel to different places, you
may need to change your connection information as you change locales. To
do this, use locations. When you create locations in Claris Emailer, you can
then quickly change connection information at any time. Y ou do this by
selecting anew location in the Locations List window.

Note If you do not use Claris Emailer in multiple locations or have a need
to change any connection information, then you probably don’t need to
use locations.

Creating or changing locations

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 Locations from the Setup menu.
Y ou see the Locations List window.

2. Click Add to create a new location. Double-click the location name to
change an existing location.

Y ou see the Location Entry dialog box.

Location Entry:

Location nanne : I| |

Local area code: I:l

Service | Connection 47
America Online Main

(o2
(=)
<

CompuServe Main
e'forld Main

ET[ET[ET

<

3. Typethe new or changed name of the location. For example, you could
use the city name.

4. Typethelocal three-digit area code number.

This area code helps you reference your location, but is not used when
Claris Emailer dials a number.



Shows the location
currently in use
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5. For each service, choose the connection from the pop-up menu.

Cangel | Sare |

Location name : I

Local area code: |:|

Serwvice |

3 Lol
Connection Edit Cor

Arnerica Online ain
CornpuServe Main
ehforld Main

nections...

(o2]
oo

The connectionsin the pop-up menu were defined when you set up
connection information for the service.

If a connection does not yet exist for the location, choose Edit Connections
from the pop-up menu. Y ou see the Service Entry dialog box. For

information on creating or changing services, see “ Changing service
information” on page 6-6.

6. Click Save.

Selecting locations

When you select alocation, you change the information Claris Emailer uses
to connect to your online services.

To select adifferent location, click in the [2] column next to the new location.

EO=——— Locations List

|+ Add ||m Delete ||E{Z Edit |
i B

408 Horme
fEs 415 San Franciseo
314 St. Louis

Deleting locations

To delete alocation, choose Locations from the Setup menu, select the
location to delete, and click Delete.
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Changing service information

When you installed Claris Emailer, you were asked to enter information about
the services you use. When you change your accounts and connections, you'll
need to change that information in Claris Emailer aswell.

Y ou can also choose Easy Setup from the Setup menu to step through the
initial setup screens if you use only one account per service. For more
information on theinitial setup screens, see “Installing Claris Emailer” on
page 1-2.

For alist of services that you can connect to using Claris Emailer, choose
Services from the Setup menu. Y ou see the Services List window.

EI=——— Services List =——-PI1=
7 Edit |
Service Narne ﬁ
America Online 6-10
CornpuServe
e'forld
Internet
RadioMail
ik
T}

To edit your account and connection information, select the serviceto
change, and click Edit. See the next sections for information about
changing each service.

When you add new connections, Claris Emailer copies the configuration
information from the connection selected in the Connection list. For
example, if you select the Main connection, and then click Add, the
configuration in the new, untitled connection isidentical to Main. Select the
new connection and change information as required.

[E—— service intry: Important When you add a new service to Claris Emailer, be sure that Connect
| IK connet to this service to this service in the Service Entry dialog box is selected. Otherwise, the
610 service will not be available to use.
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Changing America Online information

To add or change the information for America Online, select America Online
in the Services List window, and then click Edit. Y ou see the Service Entry:
America Online dialog box. When you’ ve finished changing the
information, click Done.

America Online connections

To add or change an America Online connection, click the Connections tab.
Y ou see the America Online connection information.

Service Entry: America Online

R Connect to this service

Accounts I Connections I

+ Add m Delete Connection nanne :

@l Connection 4
[C> Main

(=2]
-
-

Connection tool: <Mone:

Metwark : AOLnet -

<l

1. To add a new connection, click Add, and type the name of the
new connection.

To change aconnection, first click the connection. Then, select thetextin
the Connection name text box, and type the new name.

2. Click Configure, and change the connection settings as needed. When
you're finished, click OK.

3. Choose the network you use from the pop-up menu.

4. Click in the 2] column next to the connection you want used when
connecting to America Online.
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America Online accounts

To add or change an America Online account, click the Accounts tab. Y ou see
the America Online account information.

Service Entry: America Online

R Connect to this service

Accounts I Connections I w
Click to erase the selected % M clear | P —
account information
Accaunt Screen name : I:l

i ica Onli

1. To add anew account, click ablank line.
To change an account, click the account name that you want to change.
Y ou can enter up to five different America Online accounts.

2. Type the account information in the text boxes. For descriptions of
America Online account information, see “ Setting up America Online
and eWorld accounts’ on page 1-5. Y ou can type anything for the
Account name, but the other text boxes must be valid for AmericaOnline.

3. Click in the I column next to the account you want used when sending
mail through America Online.

Changing CompuServe information

To add or change the information for CompuServe, select CompuServe in the
Services List window, and then click Edit. Y ou see the Service Entry:
CompuServe dialog box. When you’ ve finished changing the information,
click Done.



|C?’

(O8]

CompuServe connections

To add or change a CompuServe connection, click the Connections tab. Y ou
see the CompuServe connection information.

Configuring Claris Emailer

Service Entry: CompuServe

R Connect to this service
Accounts I Connections I
g add ||TT petete Connection name: [Main |
@l Connection 3 Connection type : | Standard CornpuServe Connection I
[E> Main
attribute [ Value [
Modern port : Modern Port E
Modern type : Hayes "
Modern init string : ATSO0=000 Y1 &C1ED2M
Modern speaker: aff E
Fhane nurnbet :
Baud rate : 200 E
o Metwark : CompuServe E

6-9

Choose from other
available connection
types if you will not
use the standard
connection

This value enters
automatically when
you select the
modem type

1. To add a new connection, click Add, and type the name of the

new connection.

To change aconnection, first click the connection. Then, select thetextin
the Connection name text box, and type the new name.

Type the connection information or choose the value from the pop-up

menu for the field. For descriptions of standard CompuServe connection
information, see “ Setting up CompuServe accounts’ on page 1-4.

connecting to CompuServe.

Click in the 1 column next to the connection you want used when
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CompuServe accounts

To add or change a CompuServe account, click the Account tab. Y ou see the
CompuServe account information.

Service Entry: CompuServe

R Connect to thiz service
Accounts I Connections I

Click to erase the selected M clear | Assount name : [CompuServe
account information

(o2}
N
I~

Aecount User name: I
[C> CompuServe

User IC: I

Password: I

I_ Do not delete read mail

I Ignore surcharge warnings

1. To add anew account, click ablank line.
To change an account, click the account name that you want to change.
Y ou can enter up to five different CompuServe accounts.

2. Type the account information in the text boxes. For descriptions of
CompuServe account information, see “ Setting up CompuServe
accounts’ on page 1-4. Y ou can type anything for the Account name, but
the other text boxes must be valid for CompuServe.

3. Select Do not delete read mail if you do not want your mail deleted after
Claris Emailer gathersit from CompuServe. Select Ignore surcharge
warnings if you do not want Claris Emailer to warn you about surcharges
you may incur.

4, Click inthe Bl column next to the account you want used when sending
mail through CompuServe.
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Changing eWorld information

To add or change the information for eWorld, select eWorld in the Services
List window, and then click Edit. Y ou see the Service Entry: eWorld dialog

box. When you’ ve finished changing the information, click Done.

eWorld connections

To add or change an eWorld connection, click the Connections tab. Y ou see
the eWorld connection information.

Service Entry: elllorld

R Connect to this service

Accounts I Connections
g add || petete

=

Connection

]

[C> Main

Configure...

Connection tool: <Mone>

Metwork : AOLnet -

1. To add a new connection, click Add, and type the name of the
new connection.

(=2]
-
o

To change a connection, first click the connection. Then, double-click in

the Connection name text box and type the new name.

2. Click Configure and change the connection information as needed. Then,
click OK.

3. Choose the network you use from the pop-up menu.

4. Click in the B column next to the connection you want used when
connecting to eWorld.
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eWorld accounts

To add or change an eWorld account, click the Accounts tab. Y ou see the
eWorld accounts information.

Service Entry: elllorld

R Connect to this service

Accounts l Connectionzs I 6_16
Click to erase the selected M Clear | P —
account information
@ Account Screen nane : I:l

“world
i Passwora: [ ]

1. To add anew account, click ablank line.
To change an account, click the account name that you want to change.
Y ou can enter up to five different eWorld accounts.

2. Typethe account information in the text boxes. For descriptions of
eWorld account information, see” Setting up AmericaOnlineand eéWorld
accounts” on page 1-5. Y ou can type anything for the Account name, but
the other text boxes must be valid for eWorld.

3. Click in the I column next to the account you want used when sending
mail through eWorld.

Changing Internet account and connection information

To add or change an Internet account, click Internet in the Services List window,
and then click Edit. Y ou see the Internet account and connection information.

Internet Service Entry

[ Connest ta this service

Account name : | Internet Connection

Account U oo I:l

[E> Internet Connection POPaccount:s |
PoPpassword: |
SMTR serveraddr: ||
Returnaddress: [ |

[ Do not delete read messages

Select the actions for [¥ lgnore already read messages

Claris Emailer to perform [ Use APOF authentication
l_ Use Internet Configuration Systern

(=]
N




Configuring Claris Emailer ~ 6-13

1. To add a new account, click ablank line.
To change an account, click the account name that you want to change.
Y ou can enter up to five different Internet accounts.

2. Type the connection information in the text boxes. For descriptions of
Internet account information, see “ Setting up Internet accounts’ on page
1-4. Y ou can type anything for the Account name, but the other text boxes
must be valid for the Internet.

3. Click in the ] column next to the account you want used when sending
mail through the Internet.

4, Click Save.

Changing RadioMail account information

To change a RadioMail account:

1. Click RadioMail in the Service List window, and then click Edit.
Y ou see the Service Entry: RadioMail dialog box.

Service Entry: RadioMail

R Connect to this service

Account name : I |

(=2]
(L
[oe]

Return address:l |

2. Typethe account information in the text boxes. For descriptions of RadioMail
account information, see “ Setting up RadioMail accounts’ on page 1-5.

3. Click Save.

Routing your mail using Destinations

Claris Emailer routes your mail over the Internet. Because Internet
addressing can be confusing, Claris Emailer lets you define shorter names
for the address of your mail, called destinations. For example,
applelink.apple.comis the Internet address for AppleLink. Destinations let
you use AppleLink instead of the full Internet address. You'll find it helpful
to create destinations for the places you frequently send electronic mail.
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If you use more than one online service, Claris Emailer sends your mail
through the service selected in the Default Send Via pop-up menu. Y ou can
override this default. Changing the Send Mail Viasetting lets you send mail
for some destinations through one service and send mail for other
destinations through a different service. For example, you could route all of
your mail through America Online except for mail addressed to AppleLink,
which you could route through eWorld.

Create destinations and change the Default Send Viaand Send Mail Via
settings in the Destinations List.

Setting the Default Send Via service

Claris Emailer uses the servicein the Default Send Via setting to send mail
to destinations with Send Mail Via set to Default.

If you use only one online service, you cannot change the default for both
Send Mail Viaand Default Send Via.

To select the default service used to send your mail:

1. Choose Destinations from the Setup menu.
Y ou see the Destinations List window.

The actual Internet address for the destination Choose the default service to use when sending mail

EO=—————— Destinations List ——————Ppi-

[F e |[[0 oot (L7 eait | peratt send \.ria:

Internet Domain Name | Send Mail Via

The names you use for destinations

[1]
i]g: e

America Online aol.com Default

Appletink applelink apple.com Default
ATET Mail attmail.corn Default
Elx deibiz.das.net Default
BMUG briug .org Default

CormnpuServe COMMPUEEEYE O Drefault
etworld ewrorld.com Default

Internet Drefault

Each destination has a Send Mail Via pop-up menu

Default send via: [® America Online

2 Compuser e 2. Choose the service to use from the Default Send Via pop-up menu.

Internet
Fadial1ail

(o]
Q




H

|®
Q

N

Default
Drefault
Default
Default
Drefault
Default

(4]

* Default

Arnerica Online
CompuSeryve
etorld

Internet
Radiohail
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Changing the online service used for a specific destination

Change the Send Mail Via setting when you want mail addressed to a
destination to go through a service other than the default.

If you use only oneonline service, al of your mail isrouted through that service.
Y ou can only change the routing when you use more than one online service.

To change the service used to send mail to a specific destination:
1. Choose Destinations from the Setup menu.

Y ou see the Destinations List window.

2. Choosethe serviceto use when sending your mail to aspecific destination
from the Send Mail Via pop-up menu.

Adding or changing a destination
Y ou can add or change destinations for the mail you send to any address.
Note Y ou should not change destination information for America Online,
CompuServe, eWorld, the 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 Add. To change an existing destination,
double-click the destination name.

Y ou see the Destination Entry dialog box.

Destination Entry: =———
Cangel | Sare |

Destination name : I| |

(=2]
N
[N}

Send mail via: | Default - I

Internet domain narne : I |

3. Type the name of the destination.

4, Choose the service to use for this destination from the Send Mail Via
pop-up Mmenu.
Y ou can also change the Send Mail Via setting later in the Destinations
List window.

Choose Default in the Send Mail Via pop-up menu if you connect only to
one service.
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5. Typethe Internet address for the destination in the Internet domain name
text box.

The Internet domain name should not contain the @ symbol. For
example, eworld.comis the domain name for eWorld accounts.

6. Click Save.

Deleting a destination

When you del ete adestination, be sure to change your Address Book aswell.
If an address in the Address Book uses the destination you delete, that
addressis no longer valid.

To delete adestination, select the destination you want deleted, and clickDelete.

Note Y ou cannot del ete destinations for America Online, CompuServe,
eWorld, the Internet, and RadioMail.



Appendix A: Setting preferences

Y ou can use the Preferences dialog box to customize the way you work in
ClarisEmailer. For example, you can set Claris Emailer to connect whenyou
launch the application, and file your mail after you read it.

Opening the Preferences dialog box

To set preferences, choose Preferences from the Setup menu and click atab.
Then select the options you want and click OK. For information on specific
preferences, see the following sections.

Preferences ="rc———————
A-01 Mail Handling l General l Defaults [ Signature l Priorities I
o — Message Handling “When receiving mail
After reading amessage: | Move ttaReadPMail v | || [ Play Sound
After sending a message : | Mowe it to Sent Mail Al I R Show icon in menu bar

After repluing to a msa: | Mo it to Read Mail = I

—  Permanently delete mail firom Filing Cabinet... —————
Read mail folder: | | fter days
Sent mail folder : I_ After El days
Deleted mail folder: (@ Mever
(‘ when quitting Emailer

(‘ After El day=

Setting mail handling preferences

Select mail handling preferences to set where mail is stored, automatically
delete mail after a specified number of days, and set how Claris Emailer
alerts you about incoming mail.

To Do this

Set where Claris Emailer Choose options from the After reading a message, After sending
stores or files your messages amessage, and After replying to a message pop-up menus.

Permanently delete mail Select Read mail folder or Sent mail folder, and enter the number
you'veread or sent aftera  of days you want to keep messages before they’ re del eted.
specified number of days
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To

Do this

Delete mail permanently in
your Deleted Mail folder
after a specified amount

of time

Select an option for Deleted Mail Folder. If necessary, enter
the number of daysyou want to keep messages beforethey’re
permanently deleted.

Claris Emailer keeps mail messages even after you delete
them. Unless you throw them in the trash can or tell
Claris Emailer to delete them automatically, deleted
messages are kept in the Deleted Mail folder. See “Filing
messages’ on page 3-16.

Hear atone when you
receive messages

Select Play Sound.

See aflashing £F iconin

the upper-right corner of the

screen when you receive
messages

Select Show icon in menu bar.

(You seetheicon when Claris Emailer is open, but not in the
foreground.)

Setting general preferences

Select general preferencesto set defaults such asthe area of the Browser you
see when you start Claris Emailer, the font used for messages, and the

location for downloaded enclosures. Y ou can al so set apreferenceto connect
automatically to your online services when you start Claris Emailer.

To

Do this

Connect to a service every

time you start Claris Emailer

Select Connect Using. Then choose Connect Now to connect as
you would if you chose Connect Now from the Setup menu. Or,
choose a scheduled connection to connect immediately using
the service and account settingsin your scheduled connection.

Set which area of the
Browser you see when
you start Claris Emailer

Select Open Browser to, and then choose an option from the
pop-up menu.

Compact the In Box and
Out Box when you quit
Claris Emailer

Select Compact mailboxes. Then choose Always to compact the
In Box and Out Box every time you quit Claris Emailer. Or,
choose a numeric value to compact the In Box and Out Box
when the free space in either the In Box or the Out Box
exceeds a specific size.

(When you delete messages, Claris Emailer createsfree space
but does not reduce the size of the In Box and Out Box unless
you set the Compact mailboxes preference.)

Set where enclosures you
download are stored

Click Set, select afolder or disk from the dialog box, and then
click Select.
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To Do this

Set the default font and font  Choose afont from the Font menu, and choose afont size
size for messages from the Size menu.

It's best to choose a monospaced font, such as Monaco or
Courier, because most mail messages are formatted using
monospaced fonts. Y ou can also use spacesto line up
columns of text with amonospaced font.

Thefont and font size you choose are used in the body of both
incoming and outgoing messages.

Set the text color for quotes  Click the sample color box for Quoting Color. Then select
in incoming messages optionsfrom the dialog box for setting colors. See“ Selecting
acolor” on page A-5.

Set the default options for Click Default Page Setup, select the options you want the
the Page Setup dialog box ~ Page Setup dialog box to default to, and then click OK.

Setting defaults preferences

Select defaults preferences to set the default options for the Reply and
Connect Now Setup dialog boxes, the service used to send replies, and the
date and time source for incoming messages. Y ou can also set preferencesto
bypass certain dialog boxes, such asthe dialog box that asks you to confirm
message and address deletions.

Tip You can reverse the settings for bypassing or showing dialog boxes and
alert messages by pressing Option each time you choose the command or
select the button that opens the dialog box or alert message. For example, if
you select the preference to bypass the Connect Now Setup dialog box, you
can show the Connect Now Setup dial og box by pressing Option asyou click
the Send Now button in an outgoing message.

To Select
Show or bypass the Or deselect Prompt in the When Replying to Messages area.
Reply To dialog box you see

To set which option is selected by default in the Reply To
dialog box, select Reply to sender or Reply to sender and all
other recipients.

when you reply to a message

Set the default serviceused  Send via account that received mail to send replies viathe service
to send replies used to retrieve the original message, or select Use default send
via to send replies viathe default servicein the Destinations List.

For information about setting the default servicein the
DestinationsList, see*Routing your mail using Destinations”
on page 6-13.
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To Select

Show or bypassthe Connect  Or deselect Prompt in the When Clicking Send Now

Now Setup dialog box you  Button area.

gee whte’(: yc}u chot%se To set which option is selected by defailt in the Connect Now

Mon_rllec owtrom the Setup dialog box, select Send message or Send message and get
almenu waiting mail.

Show or bypassthedialog  Or deselect Prompt for deletions.

box you seewhen you delete

messages or addresses

If you deselect this option, and then delete a message or
address, you cannot cancel or undo the action.

Show or bypass the dialog
box you seewhen you cancel
amessage you haven't
saved, or cancel the changes
to amessage you' ve saved

Or deselect Prompt when cancelling messages.

If you deselect this option and then cancel a message, you
permanently discard the message (or changesto the message),
and cannot undo the action.

Set the source of thedate and
time for incoming messages

Or deselect Use sender’s date/time for received mail.

Select this option to show the date and time that the sender
sent the message. Deselect this option to show the date and
time that Claris Emailer retrieved the message.

Show or bypassthedialog  Or deselect Prompt when message has no subject
box you see when you save

an outgoing message that

has no subject

Show or bypassthedialog  Or deselect Prompt when message has no body

box you see when you save
an outgoing message that
has no body text

Setting signature preferences

Select signature preferences to set up closing information for your outgoing
messages. A signature generally includes your name, company name, and
mail address. Some signatures also include a phone number.

To

Do this

Usethe signaturein the
Internet Configuration
System

Select Use Internet Configuration System.

Select this option only if your system has the Internet
Configuration System installed and configured for signatures.

If you deselect this option and select the Use signature option
in amessage, the message usesthe signature you createin the
Preferences dialog box.

Automaticaly select the
Use signature option when you
create an outgoing message

Select Use signature by default.




N
N

Click or drag the pointer on the
color wheel to quickly select a
hue (the more saturated hues

are on the outer edges)

Scroll to change the lightness

Click to select another method
for choosing a color
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To Do this

Create a signature Type text in the text areain the lower part of the dialog box.

A signature should be short and concise, and should include a
blank lineat the end to makeit easier to reply to your messages.

Setting priorities preferences

Select priorities preferences to rename and set the color for the priority
designations for incoming messages. (Y ou see a message’ s priority in the
Priority column in the In Box.)

To Do this

Set the color for apriority  Click the sample color box next to the priority whose color
you want to change. Then select options from the dialog box
for setting colors (see the next section).

Rename a priority Type over its current name.

Selecting a color

Select optionsin this dialog box to set the color of quotes and priority
designations.

Select a Color. original
s0° riginat Status area: shows the
New: original color on top and your
changes on the bottom

Hue Angle: ° E]
Saturation: %E]

Enter values or click the arrows
to change the components of

the selected color
Lightness: ?{, 5]
(oo ) )

Note Thisdialog box may look different, depending on your system version
and the number of colors your monitor can display.



Appendix B: Troubleshooting

With all of the flexibility and capability provided by the Internet and online
mail services, it is not uncommon to receive error messages occasionally.

Y ou can expect that your mail will sometimes generate an error at its
destination, return to you as undeliverable, or even get lost.

Connection problems produce the most common errors. When a connection
error occurs, you see an error log in the In Box. The log continuesto
accumulate any error messages until you open it. After that, a new error log
contains only the errors you have not yet seen.

EiI=—————— Browser —————7
u Jn_n In Box &TL Out Bosx I Filing Cabinet T Address Book ]
|E Yiew || Feply || Forwatd ||bv File | |m Delete |
I - Subject From Priority | &
Shows that the log was viewed ¢| | 06/01 |Connection Log : |Reporter |mert - [
Shows the latest log | 0&/01 |Connection Log Reparter #lert
has not been viewed
5]
2 in lizt, O zelected ||
Claris Emailer shows you the error messages received from your online
service. Themost common resolution to an error messageismerely to resend
your mail or try to connect again.
The following table describes common errors and suggested resolutions:
When this happens Do this
Messages are returned = Check that the message is properly addressed, and resend the message.
Modem does not connect = Turn the speaker on to hear if a connection attempt occurs.

= Make sure the modem setting matches the type of modem you use. If your modem is not on
the list, try using Hayes.

= Try alower baud rate.
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When this happens

Do this

Mail was not sent

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

Include both a subject and message text. Some services require both.
Check that a connection occurred.

Check the addresses for the message. If you see an alert icon in the Out Box, an addressing
problem occurred.

Make sure that Do Not Schedule on your Outbox Item is not selected.

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 with not occur otherwise.
Try choosing Connect Now from the Mail pop-up menu.

A connection error occurs and an
alerticon appearsonthen Box tab

View the error message in the In Box describing the connection error and take
appropriate action.

Received an error message from
an online service

Seek assistance from the online service.

Connection won’'t occur

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 arelikely experiencing atechnical problem or congestion withthe online
service or Internet.

Check your modem for proper operation. Try lowering your baud rate or using the Hayes
compatible setting in your connection information.

Disable call waiting, usually by inserting * 70 before the number dialed.

A PowerBook won't connect to
aservice

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

A connection will not stop when
clicking Stop

Wait for the connection to complete, and then end the connection. Some actions cannot stop
because of interactions with the host computer.

Message was sent more than once

No action is required. Some services limit the number of recipientsfor asingle message. The
message was resent until al recipients recelved acopy.

Address Book destinations change

If you moved the Destinationsfile, return it to the Claris Emailer Filesfolder. If thefile was
deleted or is missing, update the addresses in your Address Book.

The dial-up Internet won't work

Resolve with your Internet connection software. 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 on the Internet Service Entry dialog box.
If you connect to an online service, add your name to your user profile.




Appendix C: Using Uniform Resource Locators (URLS)

Uniform Resource Locators (URL s) describe locations on the Internet, such
as mail addresses.

In Claris Emailer, you can:

= convert addresses in the Address Book to URLSs

= use URLsto address outgoing mail messages

= use URLsto add addresses to the Address Book

Y ou usethe Macintosh drag-and-drop featurewhen working with URL s. See
“Using Macintosh drag and drop” on page 2-8.

Tip If your system has the Internet Configuration System installed, you can
38-click aURL from within Claris Emailer to open it in the appropriate
application. For example, if you have installed an application such as
Netscape, you can 38-click aWorld Wide Web address to open the

World Wide Web browser.

Converting addresses in your Address Book
to URLs

To convert addressesin the Address Book to URL s, select an address and drag
it to the desktop, to the address area, or to the body of an outgoing message.

If you You create

Drag one or more addressesto  Desktop clippings containing URLs for each address
the desktop

Drag more than one addressto A list of URLs
the addressareaor thebody of an

outgoing message

Drag a group address to the A list of URLsfor that group
address area or the body of an

outgoing message

Drag a group address to A singletext clipping with all URLsfor every addressin
the desktop the group
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Y ou can send someone one or more addresses from your Address Book by
selecting the addresses that you want to send, and dragging them to the body
of an outgoing message. To send your entire Address Book, choose
Address Book from the Window menu, choose Select All from the Edit menu,
and then drag all your addresses to the body of an outgoing message.

Using URLs to address outgoing mail messages

To use aURL to address an outgoing message, drag the URL to the address
area of an outgoing message. If you drag more than one URL, an addressis
added for each URL.

Using URLs to add addresses to the
Address Book

To use URL s to add addresses to the Address Book, drag the URL s from an
incoming message or from the desktop to the Address Book. If you drag
more than one URL, a group addressiis created.
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Keyboard shortcuts

To see the keyboard shortcut for a button, press 38 for afew seconds. The text on the buttons you see
change, showing the keyboard equivalent. While still holding 88 down, press the other key or click the

mouse as indicated.

The following tables provide some other keyboard shortcuts.

For messages For text

To Press To Press

Activate the recipients tab 8 - Shift- R Select the line above the insertion point - Shift - 1

Activate the enclosures tab 88 - Shift- E Select the line below the insertion point - Shift - §

Skip confirmation dialog Option-click button Move to the next word Option - -

See the next message 8-> Move to the previous word Option - «-

See the previous message 38 -« Select to the beginning of the text Shift - Option - 1

Delete and move to the next message 88 - Option - > Select to the end of the text Shift - Option - §,

(in the Filing Cabinet or In Box only) — -
Go to beginning of the text Control - Option - T

Delete and move to the previous 3 - Option - «-

message (in the Filing Cabinet or
In Box only)

Go to end of the text

Control - Option - §,

Add recipients 88 - Shift - plussign .
Delete recipients 88 - Shift - minussign TIPS
Cancel messages Escor 3 -. (period) To Do this
Copy instead of moving text Hold down Option

when dragging

Choose from a menu with + on
abutton

Hold the mousedown
over the button

Show or hide areas marked with =7

Press 8 - T

Place or remove a«# in anitem on
alist

Press - or «-

Select ancther itemin alist

Press T or |,
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A

Account information
AmericaOnline 1-5, 6-8
changing and adding 6-6
CompuServe 1-4, 6-10
eWorld 1-5, 6-12
Internet 1-4, 6-12
RadioMail 1-5, 6-13
Actions on received mail 5-6
Add Enclosure button 3-8
Add Sender or Recipient button 4-3
Adding
asignature to amessage A-4
accounts 6-6—6-13
addressesto
agroup 4-5
amessage 3-3—3-6
the Address Book 4-1—4-3
destinations 6-15
enclosuresto amessage 3-7—3-9
foldersto the Filing Cabinet 3-17
groups to the Address Book 4-4—
locations 6-4
mail actions 5-1
quotesto areply 3-15
schedules 6-1
text to amessage 3-2
Address Book
adding groupsto 4-4—4-7
adding senders and recipients
to 4-3

addressing messages with 3-3,
3544

deleting addresses from 4-7

described 2-6

exporting 4-10

importing addressesinto 4-7—
4-10

opening 2-1

previewing addresses to be
imported 4-9

saving addressesin 4-1

selecting addressesin 4-10

using 4-1—4-11

Addressfields, requirements for

importing 4-8

Addressicon 3-7

Addresses

See also Recipients

adding to the Address Book 4-1—

4-3

converting to Uniform Resource

Locators (URLs) C-1

deleting 4-2, 4-7

dragging 2-8, 2-9, 3-5, 3-6, 4-3,

4-4,4-5,4-6

email 3-3

exporting 4-10

finding 3-4

groups 4-4—4-7

importing 4-7—4-10

preferred 4-2

removing from agroup 4-6

saving 4-1

selecting 3-4, 4-10

showing and hiding 3-2
Addressing messages

adding

addresses 3-3—3-6
signatures A-4

error, icon for 3-11
Alert, for incoming messages A-2
America Online

account information 1-5, 6-8

connection information 6-7

importing addresses from 4-7
Arrows, next or previous (incoming

messages) 3-13
ASCII text files (enclosures) 3-7,
3-14

Assigning priorities 5-6
Automatically

forwarding messages 5-8

replying to messages 5-7
Automating connections 6-1

BCC. See Blind carbon copies
Beep, for incoming messages A-2
BinHex encoding 3-9

Blind carbon copies 3-6

Body, message 3-2
Browser
navigating in 2-1, A-2
opening and closing 2-1
resizing columnsin 2-2
sorting in 2-2
Buttons
Add Enclosure 3-8
Add Sender Or Recipient 4-3
Edit 4-5, 4-6
Find Enclosure 3-7
Bypassing dialog boxes and aert
messages A-3

C

Canceling messages, bypassing the
dialog box for A-4
Carbon copies 3-6
CC. See Carbon copies
Changing locations 6-4
Checkmark icon 3-11, 3-12
Choosing a service

Destination 3-3, 3-5, 6-14

Send Mail Via 3-4, 6-14
Claris customer assistance W-1
Claris Emailer

described W-1

error log B-1

folder contents 1-6

hardware requirements 1-1

initial setup 1-3—1-5

installing 1-2

package contents 1-1

quitting 1-6

starting 2-1

system requirements 1-1

troubleshooting B-1

using in different locations 6-4
Claris technical support W-1
Clippings. See Text clippings
Clock icon 3-11
Closing

amessage A-4

the Browser 2-1
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Color wheel A-5
Colors
for priorities A-5
for quotes A-3
lightness A-5
saturation A-5
selecting A-5
Columns, resizing and sorting 2-2
Compacting messages A-2
Compressing files 3-9
CompuServe
account information 1-4, 6-10
connection information 6-9
importing addresses from 4-7
Confidentia recipients. See Blind
carbon copies
Connecting

bypassing the Connect Now Setup

dialog box A-4
connection error log B-1
described 2-2
immediately 3-10
mail action tests 5-5
settingup and 3-1, 3-2
using schedules 6-1

when you start Claris Emailer A-2

Connection information
AmericaOnline 6-7
CompuServe 6-9
eWorld 6-11
Internet 6-12

Connection log B-1

Consolidating addressesin a

group 4-4—4-7

Converting addresses to Uniform

Resource Locators (URLs) C-1

Copying quotations 3-15

Courier font A-3

Criteria, mail actions 5-4

Customer assistance W-1

D

Date received (incoming

messages) A-4

Default
dialog box options A-3
folder for enclosures A-2
font A-3

page setup A-3
service used 6-14
signature A-4
Deleted Mail folder A-2
Deleting
addresses and groups 3-3, 4-2, 4-7
addresses from agroup 4-6
destinations 6-16
enclosures 3-9
foldersin the Filing Cabinet 3-17
locations 6-5
mail actions 5-4
messages
bypassing the dial og box
for A-4
inthe Filing Cabinet 3-17, A-1
schedules 6-3
Description field 3-4
Desktop 3-6, 3-9, 3-14, 3-17, 4-4, 4-6
Destinations
adding or changing 2-4, 3-3, 3-5,
4-2, 4-5, 4-10, 6-15
deleting 6-16
routing mail with 6-13
Dialog boxes, bypassing A-3
Do Not Schedule option 3-10, 3-11
Documents. See Files

Downloading enclosures 3-14, A-2
Dragging
addresses 2-8, 2-9, 3-5, 3-6, 4-3,
4-4, 4-5, 4-6
enclosures 3-9, 3-14
mail actions 5-3
text from a message to the
desktop 2-9

E

Edit button 4-5, 4-6
Electronic mail. See Messages
Email. See Messages
Emptying foldersin the Filing
Cabinet 3-17
Enclosing files
enclosureicon 3-7, 3-8, 3-11, 3-12
in an outgoing message 3-7—3-9
Enclosures
adding 3-7—3-9
default folder for A-2
deleting 3-9
downloading 3-13, 3-14, A-2

dragging
to amessage 3-9
to the desktop 3-14
enclosure list, showing 3-13
filing A-2
finding 3-7, 3-8
opening 3-14
optionsfor 3-9
viewing 3-13
Encoding compressed files 3-9
Enlarging columns 2-2
Entering addresses 3-2—3-5, 4-1—
4-3
Errors
iconfor 3-11
receiving B-1
Eudora, importing addresses from 4-7
eWorld
account information 1-5, 6-12
connection information 6-11
importing addresses from 4-7
Exclamation pointicon 3-11
Expanding compressed files
(enclosures) 3-9
Exporting addresses 4-10

F

Fields, requirements for importing
address 4-8
File formats for

enclosures 3-7, 3-14

importing addresses 4-7—4-8
Files

compressing 3-9

enclosure 3-7—3-9
Filing Cabinet

compressing messagesin A-2

dragging and dropping messages

in 3-17
filing messages
automatically 5-6, A-1
manualy 2-8, 3-16—3-18

foldersin 3-17, 3-18

opening 2-1, 3-16

saving mail in 3-16—3-17
Filling the Address Book 4-1—4-3
Filter text box 2-6, 3-4, 4-1, 4-10
Find Enclosure button 3-7
Finding



addresses 3-4
enclosures 3-7, 3-8
text in amessage 3-17
Folders, in the Filing Cabinet 3-17,
3-18
Font
color for priorities A-5
for messages A-3
for quotes A-3
monospaced A-3
Formats, file
for enclosures 3-7, 3-14
for importing addresses 4-7—4-8
Forwarding messages
automatically 5-8
manually 3-16

G

Getting messages. See Receiving
messages
Groups
creating 4-4—A4-7
deleting 4-7
removing addresses from 4-6
saving 4-4

H

Hardware requirements 1-1
Hiding
alert messages and dialog
boxes A-3
enclosures 3-7
the address area (outgoing
messages) 3-2
the enclosure and recipient lists
(incoming messages) 3-13
Hueangle A-5

L), K

Icons
address 3-3, 3-7,4-1
enclosure 3-7, 3-8, 3-9
for incoming messages 3-12, A-2
for text clippings 2-8
InBox 3-12
Out Box 3-11
plussign 4-2,4-5
preferred address 4-2

trash can 4-2, 4-6
Immediately sending amessage 3-10
Importing addresses from
atextfile 4-8
America Online, CompuServe,
Eudora, eWorld, and
Navigator 4-7
InBox 2-1, 3-12, 3-16, 3-17, 4-3
Including quotesin areply 3-15
Incoming messages
addresses from, adding to the
Address Book 4-3
beep for A-2
date and time received A-4
filing 3-16—3-18
forwarding 3-16
iconsfor 3-12, A-2
Internet header 3-13
replyingto 3-14,5-7
seeing alist of 3-12
Installing Claris Emailer 1-2—1-5
Internet
account information 1-4, 6-12
configuration system A-4
connection information 6-12
header, viewing 3-13
sending messagesvia 2-2, 2-4, 3-7
using short names 6-13

L

Lightness, color A-5
Linesin atext file 4-8

Locations
adding 6-4
changing connection
information 6-5
creating and changing 6-4
deleting 6-5
editing connections 6-5
selecting 6-5

M

Macintosh drag and drop 1-6, 2-8,
2-9, 35, 3-6, 3-9, 3-14, 3-17, 4-3,
4-5,4-6

Mail actions

adding second tests 5-5
assigning priorities 5-6
comparing text 5-5

Index 1-3

creating and changing 5-1
creating automatic replies 5-7
deleting 5-4
described 2-5, 5-1
filing messages 5-6
forwarding messages 5-8
naming 5-2
ordering 5-3
prioritizing 5-3
setting criteria 5-4
Mail. See Messages
Messages
adding and removing
enclosures 3-7—3-9, 3-13
addressing 3-3—3-6
automatically
forwarding 5-8
replying 5-7
compressing A-2
creating 3-2
date and time received A-4
default font A-3
deleting A-1
filing
automatically 5-6
manually 3-16—3-18, A-1
forwarding 3-16
opening from the desktop 2-1
pre-addressed 3-2
printing 3-18
prioritizing 5-6, A-5
quoting 3-15, A-3
reading 3-12
receiving 3-12—3-16
replyingto 3-14
sending 3-10, 3-11
showing status of 3-11
signaturesin A-4
testing 5-5
title 3-2
with no subject or body A-4
Modem 1-5, 2-2, 3-1
Monaco font A-3
Monospaced fonts A-3
Moving
addresses to
agroup 4-5
amessage 3-4, 3-5, 3-6
the desktop 4-3, 4-4
around in the Browser 2-1
enclosures 3-9, 3-13, 3-14
messages to folders 3-16—3-18,
A-1
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Name, recipient 3-3, 3-4
Naming

destinations 6-13

groups 4-4

mail actions 5-2

messages 3-2

schedules 6-2
Navigating in Browser 2-1, A-2
Navigator, importing addresses
from 4-7
Next message, viewing 3-13

(o)

Online services
See also Services
connectingto 3-1, 3-2
Destination 3-3, 3-5
Send Mail Via 3-4
setting up 6-6—6-13
Open dialog box 3-8
Opening
enclosures 3-14
filed messages 3-16
messages from the desktop 2-1
the Browser 2-1
Options
for enclosures 3-9
for starting ClarisEmailer A-2
Ordering mail actions 5-3
Organizing mail. See Filing Cabinet
Orientation, page 3-18
Out Box 2-1, 3-2, 3-10, 3-11, 3-16,
3-17
Outgoing messages
filing 3-16—3-18
iconsfor 3-11
sending 3-10, 3-11
status of 3-11

P

Page Setup dialog box 3-18, A-3
Page setup, default A-3

Page size and orientation 3-18
Paperclipicon 3-7, 3-8, 3-11, 3-12
Pasting quotations 3-15

Plussign 4-2,4-5

Pre-addressed messages 3-2
Preferences
Page Setup 3-18
setting A-1, 72—A-5
Startup Options 2-1
Preferred address 4-2
Previewing addressesto be
imported 4-9
Previous message, viewing 3-13
Printing 2-7, 3-18, A-3
Prioritizing
incoming messages A-5
mail actions 5-3
received messages 5-6
Problems B-1
Purging messages A-2

Q

Quitting Claris Emailer 1-6
Quoting
amessage 3-15
character (>) 3-15
color (incoming messages) A-3,
A-5
in automatic replies 5-7

R

RadioMail, account information 1-5,
6-13
Reading messages 3-12
Received messages. See Incoming
messages
Receiving
enclosures 3-13
errors B-1
messages 2-4, 3-12—3-16
Recipient types
blind carbon copy (BCC) 3-6
carbon copy (CC) 3-6
Recipients
See also Addresses
adding to amessage 3-3—3-6
finding 3-4
from an incoming message, adding
to the Address Book 4-3
Reducing column size 2-2
Registering your software W-1

Removing
addresses from
agroup 4-6
amessage 3-3
the Address Book 4-7
enclosures 3-9
messages A-2
software 1-7
Renaming
priorities A-5
text clippings 2-8
Replying
automaticaly 5-7
bypassing the Reply To dialog
box A-3
iconfor 3-11, 3-12
to amessage 3-14
with aquote 3-15
Resizing
columns 2-2
the address area 3-2
Retrieving messages 3-2
Returned messages B-1
Routing mail 6-13

S

Saturation, color A-5
Saving
See also Exporting addresses
addresses in the Address Book 4-3
groups 4-4
mail in Filing Cabinet 3-16—3-17
messages 3-10, 3-11, A-4
Schedules
creating or changing 6-1
deleting 6-3
naming 6-2
selecting accounts 6-3
Scheduling
account connections 6-1
outgoing messages 3-10
Searching for
addresses 3-4
enclosures 3-7, 3-8
text in amessage 3-17
Selecting
apreferred address 4-2
addresses
inamessage 3-4, 3-5
in the Address Book 4-5, 4-7,
4-10, 4-11



colors A-5
enclosures 3-8, 3-14
groups 4-5, 4-6
messages in the Filing
Cabinet 3-17
services for destinations 6-14
Send Mail Via 2-4
Sender, adding to the Address
Book 4-3
Sending
automatic replies 5-7
compressed files 3-9
enclosures 3-7—3-9
messages 2-3, 3-2, 3-10, 3-11
showing status 3-11
Service Default encoding 3-9
Services
See also Online services
changing and adding 6-6—6-13
described 1-3—1-5
Setting
options for enclosures 3-9
preferences A-1
the source for the receiving date
andtime A-4
Setting up
accounts 1-3—1-5, 6-6—6-13
connections 3-1, 3-2
Showing
addresses 2-1, 3-2
alert messages A-3
Browser 2-1
dialog boxes A-3
enclosures 3-7, 3-13
error messages B-1
filed messages 2-1, 3-16
incoming messages 2-1, 3-12
Internet header 3-13
outgoing messages 2-1
recipients 3-13
sending status 3-11
signaturesin messages A-4
when amessageis received A-4
Signatures 3-2, A-4
Size, page 3-18
Skipping dialog boxes and alert
messages A-3
Software requirements 1-1
Sorting columns 2-2

Sound, for incoming messages A-2

Spaces, in message body, using to line
up columns A-3

Starting Claris Emailer 2-1, A-2
Status, of messagesyou send 3-11
Storing

addresses 4-1

groups 4-4—4-7

messages, in folders 3-16, A-1
Stufflt 3-9

T

Technical support W-1
Test conditions, choosing 5-4
Testing messages 5-4, 5-5
Text
address, typing in
agroup 4-5
amessage 3-3
the Address Book 4-2
ASCII files (enclosures) 3-7
color for priorities A-5
color for quotes A-3
comparing in mail actions 5-5
font and size (message body) A-3
reading, in amessage 3-12
signature A-5
tab-delimited 4-8
typing, in the message body 3-2
Text clippings 2-8, 3-5, 3-6, 4-3, 4-4,
4-6

Timereceived (incoming
messages) A-4
Title, message 3-2
Tone, audible, for incoming
messages A-2
Trash can 4-2, 4-6
Troubleshooting B-1
Type, recipient 3-6
Typing
addressesin
agroup 4-5
amessage 3-3
the Address Book 4-2
signatures A-5
textin amessage 3-2

Index

U

Uniform Resource Locators
(URLs) C-1

Users. See Addresses

Using text in aquote 3-15

VW XY,Z
Viewing
error messages B-1
filed messages 3-16
messages 3-12
recipients and enclosures 3-13
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