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Proprietary Information

The following names are service marks of CompuServe Incorporated:

B Protocol

B+ Protocol

CompusServe's CB Simulator
CompusServe's Citizen Band Simulator
CompusServe Directory

CompuServe Mail

Executive News Service

WinCIM

The following names are registered marks of CompuServe Incorporated:

CompusServe
CompusServe Information Manager
Online Today

All other brand and product names are marks or registered marks of their respective companies.

WinCIM is the property of CompuServe Incorporated. A portion of WinCIM was developed by Intuitive
Software Systems, Inc.

Unisys' LZW is licensed under U.S. Patent 4,558,302 and equivalent foreign patents.



Help File Updates

Depending upon the particular version of WinCIM that you have, there might be a more recent or more
extensive WinCIM help file available. You can obtain the latest WinCIM help file from the WinCIM
Information Area.

1. Choose Go from the Services Menu.

2. Type WINCIM in the box beside Service.

3. Select OK. This takes you to a menu for the WinCIM Information Area.

4. Select the choice for downloading WinCIM files.



Software Updates and Announcements

The WinCIM Information Area tells you how to obtain the latest updates for WinCIM, WinCIM Help, and
the CompuServe Directory. You can also read WinCIM product announcements.

1. Choose Go from the Services Menu.
2. Type WINCIM in the box beside Service.

3. Select OK.



The WinCIM Support Forum

The WinCIM Support Forum provides answers to your WinCIM questions. The WinCIM Support Forum
is staffed by CompuServe Customer Service representatives.

1. Choose Go from the Services Menu.
2. Type WCIMSUPPORT in the box beside Service.

3. Select OK.



This is the Channels icon. You'll find it on the CB Toolbox.



This is the Who's Here icon. You'll find it on the CB Toolbox.



This is the Change Handle icon. You'll find it on the CB Toolbox.



This is the Friends icon. You'll find it on the CB Toolbox.



This is the Invite icon. You'll find it on the CB Toolbox.



This is the Squelch icon. You'll find it on the CB Toolbox.



This is the Notices icon. You'll find it on the News Toolbox.




This is the Select Folder icon. You'll find it on the News Toolbox.




This is the Retrieve Marked Stories icon. You'll find it on the News Toolbox.




This is the Create Folder icon. You'll find it on the News Toolbox.




This is the Update Folder icon. You'll find it on the News Toolbox.




This is the Delete Folder icon. You'll find it on the News Toolbox.




This is the Get Waiting icon. You'll find it on the Forum Toolbox.




This is the Browse Messages icon. You'll find it on the Forum Toolbox.




This is the Search Messages icon. You'll find it on the Forum Toolbox.




This is the Create Forum Message icon. You'll find it on the Forum Toolbox.




This is the Enter Room icon. You'll find it on the Forum Toolbox.




This is the Invite icon. You'll find it on the Forum Toolbox.




This is the Library Notices icon. You'll find it on the Forum Toolbox.




This is the Browse Files icon. You'll find it on the Forum Toolbox.




This is the Search Files icon. You'll find it on the Forum Toolbox.




This is the Contribute icon. You'll find it on the Forum Toolbox.




This is the Who's Here icon. You'll find it on the Forum Toolbox.




This is the Ignore icon. You'll find it on the Forum Toolbox.




This is the Print icon. You'll find it on the Ribbon in some services.



This is the Leave icon. You'll find it on the Ribbon in some services.



This is the Disconnect icon. You'll find it on the Ribbon in some services.



This is the Exit icon. You'll find it on the Ribbon in some services.



This is the Save icon. You'll find it on the Ribbon in some services.



Help: Displays this help page.



You see this dialog after you do any of the following:

Click on the Create Folder icon on the News Toolbox or choose Create Folder
from the Stories menu.

Select OK at an Update Folder dialog.



You see this dialog after you do any of the following:

. Select Browse at a Select Folder dialog.

. Select Search at a Search for Stories dialog.

' Select Search from a Personal folder at a Select Folder dialog.




You see this dialog after you do any of the following:
. Choose Set Function Keys from the Special menu in CB
Choose Set Function Keys from the Special menu in Terminal Emulation.

' Select Set Function Keys at the General Preferences dialog.




You see this dialog after you do any of the following:

Click on the Who's Here icon on the CB Toolbox or choose Who's Here from the
People menu in CB.

. Select Who at the Channel Selector dialog.



You see this dialog after you do any of the following:

. Select Search at a Search for Files dialog.

. Select Open at a Library Sections dialog.




You see this dialog after you do any of the following:

. Select Search from a Message Search dialog.

. Select Select at a Message Sections dialog.




You see this dialog after you do any of the following:

Click on the Notices icon on the Forum Toolbox or choose Notices from the Special
menu in a forum.

. Choose Descriptions from the Messages menu in a forum.
. Choose Descriptions from the Library menu in a forum.

. Choose Descriptions from the Conference menu in a forum.



You see this dialog after you do any of the following:

. Select Get at the Get New Mail dialog.

. Select Open at the In-Basket dialog.



You get here by clicking on the Address Book icon or by choosing Address Book from any
of these menus:

. Mail menu on the initial Information Manager desktop.

. Messages menu in a forum.

. Special menu in CB, Terminal Emulation, or ENS.



You get here by clicking on the Filing Cabinet icon or by choosing Filing Cabinet from any
of these menus:

. Mail menu on the initial Information Manager desktop.

. Messages menu in a forum.

. Special menu in CB, Terminal Emulation, or ENS.



You get here by clicking on the In-Basket icon or by choosing In-Basket from any of these
menus:

Mail menu on the initial Information Manager desktop.

. Messages menu in a forum.

. Special menu in CB, Terminal Emulation, or ENS.



You get here by clicking on the Out-Basket icon or by choosing Out-Basket from any of
these menus:

. Mail menu on the initial Information Manager desktop.
. Messages menu in a forum.

. Special menu in CB, Terminal Emulation, or ENS.



You see this dialog after you select File It from any of the following dialogs:

. A Story dialog.
. A Story dialog in the Filing Cabinet.
. A Forum Message dialog.

. A Mail Message dialog in your CompuServe mailbox.



You see this dialog after you select File It from any of the following dialogs:

. A Forum Reply dialog.
. A Create Mail dialog.

' A Mail Message dialog in your In Basket or Filing Cabinet.



You see this dialog after you do any of the following:

. Select Tune at the Channel Selector dialog.

. Select Enter at the Conference Rooms dialog.




You see this dialog after you do any of the following:

Select Open at the Filing Cabinet dialog.

. Select OK at the Paste From dialog after selecting the Filing Cabinet option and
highlighting a listed folder.



You see this dialog after you do any of the following:

. Select Add at the Address Book dialog.

. Select To or From at a Forum Message dialog.




Accessing a Service
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CompuServe Mail

CompuServe Mail enables you to communicate with other members, as well as with users of
other services, such as MCI Mail, AT&T Mail, and Internet.

CompuServe Mail Topics

Mail Questions and Answers

Address Book

Addressing CompuServe Mail

Copying Text
Creating a Forum Message

Creating a Mail Message

Electronic Address Formats

Filing Cabinet

Getting New Mail

In Basket

Message Options

Out Basket

Pasting Text

Reading and Processing a Mail Message
Searching for CompuServe Members

Searching Your CompuServe Mail
Sending a Mail File Message

Sending and Receiving Mail Automatically







members: CompuServe makes it easy for CBers to get to know each other. Many
members volunteer a profile of their interests and hobbies for the CB community. You can
monitor conversations and talk with CBers on open channels or converse in closed, private
groups. You can track member activity too with a special Tracking window that lets you see

who is coming and going in CB.



CB Simulator

CompuServe's CB Simulator lets you communicate with people all over the world. Just like
on a traditional citizen's band radio, you can monitor and tune to channels to converse with
other CBers, but rather than speak into a microphone, you type at a keyboard. Your
comments are visible to others on the channel; their comments are visible to you.

To access the CB Simulator, choose CB Simulator from the Services menu, and then select
either Access CB General Band or Access CB Adult Band.

If you are new to CB and want online assistance, select Access CB General Band, and then
tune to Channel 2.

CB Simulator Topics

CB Preferences

CB Toolbox

Changing Your Handle
Function Key Settings

Inviting People to a Private Group
Learning Who Is on CB

Maintaining a Friends List
Monitoring a Conversation
Participating in Open Conversation

Selecting Channels
Speaking Privately with Just One Person

Squelching a Person
Tracking People







File New

The New command takes you to your Windows Notepad where you can create a text file.



File Open...

The Open command takes you to an Open dialog where you can identify a text file you wish
to open or a GIF file you wish to view. The file is displayed at your Notepad.

If you use Open to open a file that has been associated with a particular application via the
Associate command in Windows, the associated application will be started automatically.



File Save

The Save command saves information displayed in an Information Manager text box, such
as a forum or CompuServe Mail message or news article, into a file on your computer's hard
disk or a floppy disk using a Save As dialog.



File Save As...

The Save As... command saves information displayed in an Information Manager text box,
such as a forum or CompuServe Mail message or news article, into a file on your computer's
hard disk or a floppy disk using a Save As dialog.

If the document you want to save contains hypertext (underlined text that causes your
arrow cursor to change to a hand), be sure to select RTF under Save File as Type in the
Save As dialog.



File Print...

The Print command lets you print information displayed in an Information Manager text box, such as
online news articles and file abstracts, forum and CompuServe Mail messages, and other types of online

text documents.



File Print Settings...

The Print Settings... command takes you to a Printer Setup dialog where you can modify your printer settings.



File Leave

The Leave command exits an online area, such as a service or forum on CompuServe,
without disconnecting you from CompuServe, returning you to the Information Manager's
Initial desktop.



File Disconnect

The Disconnect command disconnects you from CompuServe, returning you to the Information Manager's Initial
desktop.



File Exit

The Exit command disconnects you from CompuServe (if you are connected), and then exits
the Information Manager.

If there are unsaved hypertext documents on your WinCIM Desktop and you attempt to exit,
WinCIM will ask you to confirm your intention before completing your exit request.



Help Contents

The Contents command displays a list of help topics from which you can learn more about
the Information Manager.



Help Search for Help on...

The Search for Help on... command lets you find information using the help system search
feature. You provide a word for which you want help; the help system will display any

matching help topics for you.



Help How to Use Help

The How to Use Help command displays information about how to use the help system.



Help CompuServe Directory

The CompuServe Directory command displays a list of CompuServe services categories
from which you can learn about each service and forum on CompuServe.



Help About CIM...

The About CIM... command displays the Information Manager About WinCIM box, which
contains the Version number of WinCIM you are using, the date and Port ID of your last
access, and the amount of disk space available on your microcomputer.



Window Tile

The Tile command redisplays windows on your desktop in such a way that each window
becomes the same size.



Window Cascade

The Cascade command arranges the windows on your desktop in a tiered or cascading
fashion.



Window Arrange lcons

The Arrange Icons command rearranges the icons on your desktop into neat rows and
columns.



Window Close All

The Close All command closes all windows on your desktop.



Edit Undo

The Undo command cancels your most recent editing action.



Edit Cut

The Cut command moves a block of selected text from a forum or CompuServe Mail
message you are composing into the Clipboard, overwriting whatever is there.

Cut is useful when you want to move a portion of text from one place to another in your
document, or from one document to another using the Paste command; and because the
contents of Cut remain in the Clipboard even after you exit the Information Manager, you
can use Cut to move text from one application to another.



Edit Copy

The Copy command copies a block of selected text from an Information Manager text box,
such as a news article or weather report or message composition box into the Clipboard,
overwriting whatever is there.

Copy is useful when you want to duplicate certain text in various parts of your document.



Edit Paste

The Paste command inserts Clipboard text into a forum or CompuServe Mail message you
are composing at the cursor position.

Paste is usually used in conjunction with Cut and Copy, although it can also be used to
insert text that was in the Clipboard before you started up WinCIM.



Edit Clear
The Clear command deletes selected text without writing it to the Clipboard.

The Undo command can retrieve cleared text if used immediately after Clear.



Edit Wordwrap

The Wordwrap command enables or disables whether the words you type in text windows
will automatically wrap to the next line without having to issue a carriage return.



Edit Select All

The Select All command selects all of the text in the active text window for cutting or
copying.



Edit Fixed Font

The Fixed Font command lets you control the appearance of type in your Information
Manager windows.



Edit Paste From...

The Paste From... command takes you to a Paste From... dialog where you specify the
location of text to be pasted into a forum or CompuServe Mail message. You can paste your
text from a text file on a disk or from an entry in your Filing Cabinet, In-Basket, or Out-
Basket.



Edit Copy To...

The Copy To... command takes you to a Copy To... dialog where you can copy your
selected text to a forum or CompuServe Mail message.



Services Favorite Places...

The Favorite Places... command takes you to your Favorite Places area where you can
access your most frequently used services and forums from a customized list in a Favorite
Places dialog.



Services Find...

The Find... command takes you to a Find dialog, where you can search for services on
CompuServe. You can go directly to any service you find. You can also add the services
you find to your Favorite Places.

Find... will attempt to connect you to CompuServe, if you are not already connected, to
conduct its search.



Services Go...

The Go... command takes you to a Go... dialog where you can access a service if you know
the service name.




Services What's New...

The What's New... command lets you learn about new mall merchants and services,
promotions, ways to increase the value of CompuServe, and other news of interest to the
entire CompuServe community.

What's New... will connect you to CompuServe if you are not already connected.



Services Special Events...

The Special Events... command lets you keep abreast of upcoming happenings, such as
contests, services enhancements, promotions, bargains, and shopping specials by taking
you to a CompuServe menu of special events.

Special Events... will connect you to CompuServe if you are not already connected.



Services Executive News

The Executive News... command takes you to the Executive News Service where you can
access a comprehensive collection of various news wires and clip news stories into personal
electronic folders.



Services Quotes...

The Quotes... command takes you to a Stock Quotes dialog where you can obtain stock
quotes from a personalized list of ticker symbols.




Services Portfolio...

The Portfolio... command takes you to a Stock Portfolio dialog where you can obtain a
portfolio report from a personalized list of ticker symbols.




Services Weather...

The Weather... command takes you to a Weather dialog where you can obtain a weather
forecast locally or for selected cities or weather reporting stations in the United States and

around the world.



Services CB Simulator

The CB SImulator command takes you to the CB Simulator's introductory menu where you
can learn about CB and access one of two communication bands of 36 channels each.



Services Explore...

The Explore... command takes you to a pictorial Explore Services window where you can
explore CompuServe's hierarchy of services and forums at your own pace.




Services Internet Browser

The Internet Browser command starts your Internet Browser.



Mail Get New Mail

The Get New Mail command takes you to a Get New Mail dialog where you can read and
delete CompuServe Mail messages or transfer them to your In-Basket.

Get New Mail will attempt to connect you to CompuServe if you are not already connected.



Mail Create/Send Mail...

The Create/Send Mail... command lets you compose and address a CompuServe Mail
message.

Create/Send Mail... takes you to a Recipient List dialog where you can assign recipient
and carbon copies information using your Address Book; from there you access a Create
Mail dialog where you compose the text of your message.




Mail Send/Receive All...

The Send/Receive All... command takes you to a Send and Receive All Mail dialog
where you can have the Information Manager send your outgoing Out-Basket messages, as
well as retrieve your incoming CompuServe mailbox messages into your In-Basket,

automatically.




Mail Search New Mail

The Search New Mail... command takes you to a Search New Mail dialog where you can
search for particular messages in your CompuServe mailbox.




Mail Send File...

The Send File... command lets you send a text or binary file using CompuServe Mail to any
CompuServe member.

Send File... takes you to a Recipient List dialog where you can assign recipient and
carbon copies information using your Address Book; from there you access a Send File
Message dialog where you provide summary information about the file you are sending.



In-Basket

The In-Basket command opens your In Basket where you can read, edit, delete, forward,
and reply to messages at an In Basket dialog.

The In-Basket command appears on the Mail menu on the Initial Desktop, the Special menu
in CB, ENS, and Terminal Emulation, and the Messages menu in a forum.



Out-Basket

The Out Basket command opens your Out Basket, where you can process your outgoing
CompuServe Mail and forum messages at an Qut-Basket dialog.

The Out Basket command appears on the Mail menu on the Initial Desktop, the Special
menu in CB, ENS, and Terminal Emulation, and the Messages menu in a forum.



Filing Cabinet...

The Filing Cabinet... command opens your Filing Cabinet where you can access, create, or
remove folders and files stored there at a Filing Cabinet dialog.

The Filing Cabinet command appears on the Mail menu on the Initial Desktop, the Special
menu in CB, ENS, and Terminal Emulation, and the Messages menu in a forum.



Address Book

The Address Book command opens up your Address Book where you can access, modify,
add, and remove entries at an Address Book dialog.

The Address Book command appears on the Mail menu on the Initial Desktop, the Special
menu in CB, ENS, and Terminal Emulation, and the Messages menu in a forum.



Special Terminal Emulation...

The Terminal Emulation... command takes you to a Terminal Emulation... dialog where
you can access CompuServe or another host-based computer system in Terminal Emulation,
an environment in which your computer behaves as a mere terminal.




Rebuild Cabinet Indexes

The Rebuild Cabinet Indexes command updates the indexing system used by the Filing
Cabinet. Normally, if you have shut down your microcomputer unexpectedly while
connected to CompuServe, or if the Information Manager detects that the Filing Cabinet
indexing scheme has been changed, the indexing system is updated automatically the next
time you start up the Information Manager. Rebuild Cabinet Indexes allows you to
initiate an update whenever you like.



Forum Database...

The Forum Database... command takes you to a Forum Databases dialog which lists
the forums you access. If there is a forum listed that you no longer use regularly, or if you
have reason to believe that information in the Information Manager's database about a
forum is inaccurate, such as the name of message section or library section, you should
delete the forum from the Forum Databases dialog. Doing so will clear up any
inconsistencies that might have come about due to unanticipated forum updates.



Special Session Settings...

The Session Settings... command lets you modify your CompuServe connection
information, such as your baud rate, network, and communication port at a Setup Session

Settings... dialog.



Special Connection Info...

The Connection Info... command lets you review your recent connection information, such
as your Port ID, baud rate, and the name of the session settings set used, at a Connection
dialog. -



Special Modem Settings...

The Modem Settings... command lets you modify your modem-related communications
information at a Modem Control Strings... dialog.



Special Preferences...

The Preferences command displays a submenu of the various Information Manager
Preferences commands, which enable you to set options and preferences for the various
desktops and features in the Information Manager:

General lets you specify some general options for running the Information Manager, such as
whether to display your Favorite Places each time you start up the Information Manager, at a
General Preferences... dialog.

Mail lets you specify Mail-related preferences at a Mail Preferences... dialog.

Forum lets you specify forum-related preferences at a Forum Preferences... dialog.

Executive News lets you specify Executive News Service-related preferences at an ENS
Preferences... dialog.

Conference/CB Simulator lets you specify CB-related preferences at a CB Preferences...
dialog.

Terminal Emulation lets you specify Terminal Emulation related preferences at a
Terminal Emulation Preferences dialog.

Ribbon lets you customize your Ribbon icons and functionality at a Customize Ribbon
dialog.




Preferences General...

The General... command lets you specify some general options for running the Information
Manager, such as whether to display your Favorite Places each time you start up the
Information Manager, at a General Preferences... dialog.




Preferences Mail...

The Mail... command lets you specify Mail-related preferences at a Mail Preferences...

dialog.



Preferences Forum...

The Forum... command lets you specify forum-related preferences at a Forum_
Preferences... dialog.



Preferences ENS...

The ENS...command lets you specify Executive News Service-related preferences at an ENS
Preferences... dialog.



Preferences CB...

The CB... command lets you specify CB-related preferences at a CB Preferences... dialog.




Preferences Terminal...

The Terminal... command lets you specify Terminal Emulation related preferences at a
Terminal Emulation Preferences dialog.



Preferences Ribbon...

The Ribbon... command lets you customize your Ribbon icons and functionality at a
Customize Ribbon dialog.



Mail Member Directory

The Member Directory command takes you to a Search Member Directory dialog where
you can find out information about other CompuServe members.




Messages Browse

The Browse command takes you to a Message Sections dialog where you can choose a
forum section and learn and read the various section topics.




Messages Search

The Search command lets you find the messages you want by taking you to a Message
Search dialog. You provide a topic keyword, User ID, or message number; the Information
Manager looks for messages that match your information.



Messages Get Waiting

The Get Waiting command displays a list of unread messages addressed to you at a
Message Topics dialog. If there are no messages waiting for you, this command is
dimmed.

This command is dimmed if you are not a member of the forum.



Messages Retrieve Marked...

The Retrieve Marked... command lets you retrieve all the messages you marked during

your forum session at a Retrieve Marked Messages dialog. This command is dimmed if
you have not marked any messages during your forum session.

This command is dimmed if you are not a member of the forum.



Messages Set Date...

The Set Date... command lets you decide the oldest message to be included in your forum
session. Set Date takes you to a Set First Message Date... dialog



Creating a Forum Message

The Create Forum Message and Create Message commands both do the same thing,
taking you to a Create Forum Message dialog where you can compose a forum message.

Create Forum Message appears on the Mail menu on the Initial Desktop and allows you to
create a forum message without being connected to CompuServe.

Create Message appears on the forum Messages menu, but it will be dimmed if you are
not a member of the forum.

You must be a member of a forum before you can send, or post, forum messages in the
forum.



Messages Notice

The Notice command displays any message board announcements from the Sysop of the
forum.



Messages Descriptions

The Descriptions command displays a brief summary of message board functions.



Messages Freshen Messages

The Freshen Messages command shows any changes that have occurred on the message
board since you entered the forum.



Library Browse

The Browse command shows you the forum library categories. Browse takes you to a
Library Sections dialog where you can review summary descriptions of each file and
retrieve one or more files.

This command is dimmed if you are not a member of the forum.



Library Search...

The Search... command lets you search for library files. Search takes you to a Search for
Files dialog where you can search for files by file identification, contributor's User ID

number, or topical keywords.

This command is dimmed if you are not a member of the forum.



Library Retrieve Marked...

The Retrieve Marked... command lets you retrieve any files you mark during your
particular forum session. Retrieve Marked... takes you to a Retrieve Marked Files
dialog. This command is dimmed if you have not marked any files during your forum

session.

This command is dimmed if you are not a member of the forum.



Library Contribute...

The Contribute... command lets the Information Manager copy a file from your
microcomputer to a forum library. Contribute... takes you to a Contribute... dialog.

This command is dimmed if you are not a member of the forum.



Library Notice

The Notice command lets you learn library announcements from the Sysop.



Library Descriptions

The Descriptions command lets you read descriptions of each library section in the forum.



Conference Enter Room

The Enter Room command takes you to a Conference Rooms dialog where you can enter
a conference.

This command is dimmed if you are not a member of the forum.



Conference Who's Here...

The Who's Here... command lets you learn who is currently in the forum and gives you the
opportunity to initiate a private conversation. Who's Here... takes you to a Who's Here

dialog.

This command is dimmed if you are not a member of the forum.



Conference Set Nickname...

The Set Nickname... command lets you change your conference name by taking you to a

Change Nickname... dialog.

This command is dimmed if you are not a member of the forum.



Conference Ignore...

The Ignore... command lets you block conversation for whatever reason from people you
specify. Ignore takes you to an Ignore... dialog.

This command is dimmed if you are not a member of the forum.



Conference Invite...

The Invite... command lets you invite others to join a private group. Invite... takes you to
an Invite... dialog.

This command is dimmed if you are not a member of the forum.



Conference Notice

The Notice command lets you learn of any conference announcements.



Conference Descriptions
The Descriptions command lets you read summaries of conference room functions.

This command is dimmed if you are not a member of the forum.



Forum Special Notices

The Notices command lets you learn forum-related announcements provided by the Sysop.



Forum Special Forum Options...

The Forum Options... command lets you change the way the forum interacts with you by
taking you to a Forum Options... dialog.

This command is dimmed if you are not a member of the forum.



Forum Special Join Forum...

The Join Forum... command lets you become a member of the forum. Join Forum... takes
you to a Joining a Forum... dialog, the same dialog you see when you first enter a forum as
a non-forum member.

This command is dimmed if you are a member of the forum.



Forum Special Search Membership...

The Search Membership... command lets you learn information about your fellow forum

members at a Search for Membership... dialog.

This command is dimmed if you are not a member of the forum.



Forum Special Change Member Entry...

The Change Member Entry... command lets you modify or add information about yourself
to the forum member directory at a Change Member Interests... dialog..

This command is dimmed if you are not a member of the forum.



Forum Special Preferences

The Preferences command lets you customize various forum features.



Forum Special Toolbox

The Toolbox command displays the Forum Toolbox, a pictorial menu of some of the more
frequently used forum commands.




Stories Select Folder...

The Select Folder... command lets you open an ENS Public or Personal folder to access
stories. Select Folder takes you to a Select Folder... dialog.



Stories Retrieve Marked Stories...

The Retrieve Marked Stories... command lets you copy any of the stories you marked
during your ENS session to your microcomputer. Retrieve Marked Stories... takes you to
a Retrieve Marked Stories dialog.




Stories Notices

The Notices command lets you read announcements about any upcoming changes in ENS.



Stories Create Foldeur...

The Create Folder... command takes you to a Create Folder... dialog where you can set
up a Personal Folder; ENS will clip news stories that match your search criteria and store

them in the appropriate Personal Folder.




Stories Update Folder...

The Update Folder... command lets you modify Personal Folder preferences and
instructions by taking you to an Update Folder... dialog.



Stories Delete Folder

The Delete Folder... command lets you get rid of a Personal Folder by taking you to a
Delete Folder dialog.



ENS Special Toolbox

The Toolbox command displays the ENS Toolbox, a pictorial menu of some of the more
frequently used ENS commands.



Channels

The Channels command lets you tune to and monitor a channel and learn information
about who is on a particular channel. Channels takes you to a Channel Selector dialog.



People Who's Here...

The Who's Here command lets you learn who is on CB and gives you the opportunity to
initiate a private conversation. Who's Here... takes you to a Who's Here dialog.



People Invite...

The Invite... command lets you invite others to join a private group. Invite... takes you to
an Invite... dialog.



People Friends...

The Friends... command lets you consult and modify a customized list of your CB friends.
Friends... takes you to a Friends... dialog.



People Squelch

The Squelch... command lets you block messages for whatever reason from people you
specify. Squelch takes you to a Squelch dialog.



CB Special Change Handle...

The Change Handle... command lets you specify a new handle or nickname at a Change
Handle... dialog.



CB Special Toolbox

The Toolbox command displays the CB Toolbox, a pictorial menu of some of the more
frequently used CB commands.



CB Special Set Function Keys...

The Set Function Keys command lets you set up certain key combinations as a shorthand
for typing text in CB. Set Function Keys takes you to a Function Key Settings dialog.



CB Special Bulletin

The Bulletin command lets you learn CB community news.



CB Special Record Channel

The Record Channel command lets you copy the current channel conversation to a file.



CB Special Record Group

The Record Group command lets you copy the current group conversation to a file..



Terminal Emulation Special View Buffer

The View Buffer command lets you review your recent online activities.



Terminal Emulation View Terminal

The View Terminal command exits the capture buffer and returns you to wherever you
were before.



Terminal Emulation Record on Printer
The Record on Printer command toggles your CompuServe dialogue printing state.
The first time you choose Record on Printer, the Information Manager begins printing the

subsequent dialog between you and CompuServe -- everything you type and everything
CompuServe displays; then when you choose Record on Printer again, printing stops.



Terminal Emulation Special Record in File
The Record in File command toggles your terminal logging state.

The first time you choose Record in File, the Information Manager begins recording your
subsequent terminal emulation activity -- everything you type and everything CompuServe
displays -- in a special file on your microcomputer; then when you choose Record in File
again, logging stops.



Terminal Emulation Special Set Function Keys...

The Set Function Keys... command takes you to a Function Key Settings dialog where
you assign certain key combinations and special instructions to your function keys.




Terminal Emulation Special Clear Buffer

The Clear Buffer command empties the contents of your capture buffer.






Ribbon

The desktop ribbon is a pictorial menu of services and features that you might use
frequently.

. You can modify your Ribbon icons and their actions by choosing Preferences from
the Initial Desktop, and then choosing Ribbon from the Preferences submenu.

. A Cancel button appears on the Ribbon when you issue a command involving a
transfer of data between your computer and CompuServe. The number above Cancel is
the number of seconds WinCIM will wait before cancelling the command if no data is
received in that time. You can also click on the Cancel button to deliberately cancel the
transfer. If you would like to disconnect immediately, then hold down the Alt key while
clicking on the Cancel button. All transactions in progress will be terminated.

. Once you are connected to CompuServe, WinCIM keeps track of your connect time,
displaying it on the Ribbon for the duration of your Information Manager session. If you
disconnect from CompuServe without exiting WinCIM, and then reconnect to CompuServe,
the counter will continue to accumulate connect time for you.



This is the Help icon. It gives you interactive help as you use WinCIM. Clicking this icon is
equivalent to pressing F1.



This is the Favorite Places icon. It represents the Favorite Places command on the
Services menu. It takes you to your Favorite Places area where you can access services and
forums from a customized list at a Favorite Places dialog.




This is the Find icon. It represents the Find command on the Services menu. It takes you
to a Find dialog, where you can search for services on CompuServe. You can go directly to
any service you find. You can also add the services you find to your Favorite Places.



This is the Browse icon. It represents the Browse command on the Services menu. It
takes you to a pictorial Services window where you can explore CompuServe's hierarchy of
services and forums at your own pace.



This is the Go icon. It represents the Go command on the Services menu. It takes you to a
Go dialog from which you can access a service if you know the service name.



This is the Quotes icon. It represents the Quotes command on the Services menu. It
takes you to a Stock Quotes dialog where you can obtain stock quotes from a personalized
list of ticker symbols.



This is the Weather icon. It represents the Weather command on the Services menu. It
takes you to a Weather dialog where you can obtain a weather forecast locally or for
selected cities or weather reporting stations in the United States and around the world.



This is the In-Basket icon. It represents the In-Basket command on the Mail menu. It
takes you to your In-Basket where you can process your incoming messages at an In-
Basket dialog.



This is the Out-Basket icon. It represents the Out-Basket command on the Mail menu. It
takes you to your Out-Basket where you can process your outgoing CompuServe Mail and
forum messages at an Out-Basket dialog.



This is the Filing Cabinet icon. It represents the Filing Cabinet command on the Mail
menu. It takes you to your Filing Cabinet where you can access, create, or remove folders
and files from a Filing Cabinet dialog.




This is the Address Book icon. It represents the Address Book command on the Mail
menu. It takes you to your Address Book where you can access, modify, add, and remove
entries from an Address Book dialog.




This is the Get New Mail icon. It represents the Get New Mail command on the Mail
menu. Clicking on the Get New Mail icon takes you to your CompuServe mailbox where
you can access your incoming Mail from a Get New Mail dialog. If you are online and there

is Mail waiting in your CompuServe mailbox, WinCIM will display the number of waiting Mail
messages on this icon.




This is the ENS icon. It represents the Executive News command on the Services menu.
It takes you to the Executive News Service.



This is the Exit icon. It appears on the Ribbon only when you are connected to
CompuServe. It represents the Exit command on the File menu. It disconnects you from
CompuServe and exits WinCIM, returning you to your Windows desktop.



This is the Disconnect icon. It appears on the Ribbon only when you are connected to
CompuServe. It represents the Disconnect command on the File menu. It disconnects
you from CompuServe and returns you to WinCIM's Initial Desktop.



This is the Help icon. It gives you interactive help as you use WinCIM. Clicking this icon is
equivalent to pressing F1.



This is the Print icon. It represents the Print command on the File menu. It prints
whatever is in the current Information Manager text box, such as a flight schedule or
weather report.



This is the Save icon. It represents the Save command on the File menu. It saves the
contents of the current Information Manager text box into a file on your hard disk.



This is the Leave icon. It represents the Leave command on the File menu. It leaves or
exits a service without disconnecting you from CompuServe, returning you to WinCIM's Initial
Desktop.



This is the Disconnect icon. It represents the Disconnect command on the File menu. It
disconnects you from CompuServe and returns you to WinCIM's Initial Desktop.



This is the Exit icon. It represents the Exit command on the File menu. It disconnects you
from CompuServe and exits WinCIM, returning you to your Windows desktop.



This is your Address Book icon. You'll find it on the Ribbon.



Address Book entries are listed in alphabetical order by last name. You can make both
individual and group entries. Beth is an individual entry. Congressionals is a group entry
comprised of three individual entries.



Add: Takes you to an Add to Address Book dialog where you can add an entry.




Add Group: Takes you to an Add Group to Address Book dialog where you provide a
group name and identify group members.




Change: Displays the highlighted entry for you to review or modify. If the entry is an
individual entry, you go to a Change Entry in Address Book dialog. If the entry is a
group entry, you go to an Add Group to Address Book dialog. In this example, Beth is
the entry that would be changed.




Delete: Removes the highlighted entry. In this example, the Beth entry would be removed.



OK: Records your changes and closes the dialog.



Cancel: Closes the dialog without recording any of your changes.



Help: Gives you context-sensitive help about this dialog.



Address Book

The Address Book dialog lists the names and addresses of your electronic correspondents.

There are many ways to get here.
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o

Address Book entries are listed in alphabetical order by last name.

To add an individual entry, select Add. Selecting Add takes you to an Add to Address
Book dialog.

To add a group entry, select Add Group. Selecting Add Group takes you to an Add
Group to Address Book dialog.

To display an entry, highlight the entry and then select Change. Selecting Change, if
the highlighted entry is an individual entry, takes you to a Change Entry in Address
Book dialog. Selecting Change, if the entry is a group entry, takes you to an Add
Group to Address Book dialog.

To remove an entry, highlight the entry and then select Delete.

To record you changes and close the dialog, select OK.

Related Information

Adding a Group to Your Address Book

CompuServe Mail

Electronic Address Formats

Mail Questions and Answers




Providing Your Password

The Password dialog is where you type your CompuServe password. You won't see your
password as you type it, only asterisks.

You see the Password dialog whenever WinCIM attempts to connect you to CompuServe if you do not
have correct password information specified in your Session Settings dialog.

Related Information

Session Settings



Folder Name: Type the new name for the folder. Initially, the current name appears here.
In this example, Auto-Filed is the folder name about to be modified.



OK: Records any changes and closes the dialog. Returns you to the Filing Cabinet dialog.



Cancel: Cancels any changes and closes the dialog. Returns you to the Filing Cabinet
dialog.



DOS Directory: The name of the subdirectory on your microcomputer where folder
messages and articles are stored. In this example, FOLDER00.002 is the name of the
subdirectory for all Auto-Filed messages and articles. You are not able to modify this
information.



Changing a Folder Name

The Change Folder dialog enables you to change the name of a folder in your Filing
Cabinet.

You get here by selecting Change at the Filing Cabinet dialog.

o Type the new name for the folder in the box beside Folder Name. Initially, the current
name appears in the box beside Folder Name.

o To record your changes and close the dialog, select OK.

o DOS Directory refers to the name of the subdirectory on your microcomputer where
folder messages and articles are stored. You are not able to modify this information at
this dialog.

Related Information

Deleting Folder Entries

Filing Cabinet
Opening a Folder




This is your Filing Cabinet icon. You'll find it on the Ribbon.



Folders are listed alphabetically.



Open: Shows the contents of the highlighted folder. In this example, the Auto-Filed
folder would be opened. Takes you to an Opening a Folder dialog.



New: Takes you to an Add New Folder dialog where you can add a folder to your Filing
Cabinet..



Change: Takes you to a Change Folder dialog where you can modify the name for the
highlighted folder. In this example, Auto-Filed is the name of the folder to be changed.




Delete: Removes the highlighted folder from your Filing Cabinet if the folder is empty. If
the folder is not empty, Delete takes you to a Deleting Folder Entries dialog. In this
example, the Auto-Filed folder is highlighted.



Close: Closes the dialog.



Search: Takes you to a Search Filing Cabinet dialog where you can search for documents in
your Filing Cabinet.



Filing Cabinet

The Filing Cabinet dialog is where you store electronic messages and articles.

There are many ways to get here.

o

WinCIM will automatically add a folder to your Filing Cabinet if the File Outgoing
Messages option has been set appropriately in your Mail Preferences dialog.

Folders in your Filing Cabinet are listed alphabetically.

To view the contents of a folder, highlight the folder and then select Open. Selecting
Open takes you to an Opening a Folder dialog.

To add a folder to your Filing Cabinet, select New. Selecting New takes you to an Add
New Folder dialog.

To modify the name of a folder, highlight the folder and then select Change. Selecting
Change takes you to a Change Folder dialog.

To search for documents in your Filing Cabinet, select Search. Selecting Search takes
you to a Search Filing Cabinet dialog.

To remove a folder from your Filing Cabinet, highlight the folder and then select Delete.
Unless the folder is empty, selecting Delete takes you to a Deleting Folder Entries
dialog.

File Cabinet Topics

Changing a Folder Name

Deleting Folder Entries
Filing a Message or a Reply

Mail Questions and Answers

Opening a Folder
Pasting Text

Reading and Processing a Mail Message
Reading and Processing a Forum Message

Reading a Filed ENS Story
Reading News Stories




Adding a New Folder
The Add New Folder dialog enables you to add a folder to your Filing Cabinet.

You get to the Add New Folder dialog by selecting New at the Filing Cabinet dialog.

o Type the name of the new folder in the box beside Folder Name and then select OK.



Next: Displays the next filed document in the folder. If there are no additional filed documents, Next will
be dimmed and will not be a valid selection.



File It: Takes you to a Store Message dialog where you can refile the article or document.



Delete: Deletes the filed article or document from your Filing Cabinet.



Cancel: Closes the dialog.



If you click on hypertext -- underlined text that causes your arrow cursor to change to a hand -- WinCIM
might have to connect you to CompuServe in order to retrieve the associated information. If a
connection is required, WinCIM will prompt you before connecting. However, depending on how long the
document has been stored in your Filing Cabinet, associated information might not be available if it has

been eliminated from online.



Proceed: Typically this button is disabled. If enabled, Proceed takes you to a subsequent screen.



File It: Takes you to a Filing Cabinet dialog where you can save a copy of the article in a folder in your
Filing Cabinet.



Delete: Removes the file from your Filing Cabinet folder. Delete will not be a valid selection unless you
are viewing this dialog from your Filing Cabinet.



Cancel: Closes the dialog.



Viewing Online Articles and Other Online Documents

WinCIM displays certain types of online news articles and other online documents in an
Article dialog.

o

Proceed is generally not available and is dimmed. However, if Proceed is available,
you may select it to continue with your particular process.

To file a copy of the article into your Filing Cabinet, select File It.
To close the dialog, select Cancel.
If you want to read an online article in its entirety rather than retrieve it to your Filing Cabinet, press

the Ctrl key and the End key on your keyboard simultaneously. Doing so will minimize your connect
time and take you to the last line of the article.

WinCIM will display an article or document that is stored in the Filing Cabinet in a similar type of dialog.

o

To view the next article or document in the folder, select Next. If there are no additional
filed documents, Next will be dimmed and will not be a valid selection

To refile the article or document, select File It. Doing so takes you to a Store Message
dialog.

To delete a filed article from your Filing Cabinet, select Delete.
To close the dialog, select Cancel.
If you click on hypertext -- underlined text that causes your arrow cursor to change to a hand --

WinCIM might have to connect you to CompuServe in order to retrieve the associated information. If
a connection is required, WinCIM will prompt you before connecting.

Related Information

Deleting Folder Entries

Filing Cabinet
Opening a Folder




This is your Favorite Places icon. You'll find it on the Ribbon.



Your Favorite Places entries are listed in alphabetical order.



Go: Takes you to the highlighted service or forum. In this example, you would go to the
Adobe Forum.



Add: Takes you to an Add to Favorite Places dialog where you can add an entry.



Change: Takes you to a Change Favorite Places dialog where you can modify the
highlighted entry. In this example, Adobe Forum is the entry that would be modified.




Delete: Removes the highlighted entry from your Favorite Places. In this case, Adobe
Forum is the entry that would be removed.



Close: Saves your changes and closes the dialog.



Grouping Your Favorite Services

The Favorite Places dialog maintains a customized list of your favorite services so that you
can access them quickly.

You get here by choosing Favorite Places from the Services menu or by clicking on the
Favorite Places icon on the Ribbon.

o

You see the Favorite Places dialog automatically when you start up WinCIM if the
Favorite Places option in the General Preferences dialog has been set appropriately.

Your Favorite Places entries are listed in alphabetical order.

To go directly to a service or forum listed in your Favorite Places, highlight the service
and select Go.

To add an entry to your Favorite Places, select Add. Selecting Add takes you to an Add
to Favorite Places dialog.

To change an entry in your Favorite Places, highlight the entry and select Change.
Selecting Change takes you to a Change Favorite Places dialog.

To remove an entry in your Favorite Places, highlight the entry and select Delete.

To save your changes and close the dialog, select Close.

Related Information

Accessing a Service

Exploring Services
Finding Services

Going Directly to a Service

General Preferences
Interpreting Results of a Find



This is your Find icon. You'll find it on the Ribbon.



Topic: Type a word that describes the type of service you are interested in.



OK: Takes you to a Search Results dialog where you can view a list of related services.




Cancel: Closes the dialog without conducting a search.



Finding Services
The Find dialog searches for services.

You get to the Find dialog by choosing Find from the Services menu or by clicking on the
Find icon on the Ribbon.

o To find related services, type a word that describes the type of service you are interested
in the box beside Topic and then select OK. Unless there are no related services,
selecting OK takes you to a Search Results dialog.

o If you are not already connected, WinCIM will connect you in order to conduct its search.
o Once at the Search Results dialog you can access any listed service directly. You can

also add listed services to your Favorite Places.

Related Information

Accessing a Service
Exploring Services

Going Directly to a Service
Grouping Your Favorite Services




This is the Go icon. You'll find it on the Ribbon.



Service: Type the unique service name, such as WINNEW for the Windows New Users Forum
or HELP for the Member Support area on CompuServe. You can view a list of service names
for all CompuServe services and forums by specifying QUICK.



OK: Takes you to the service.



Cancel: Closes the dialog without taking you to the service.



Going Directly to a Service
The Go dialog accesses a service, but you must know the unique service name.

You get to the Go dialog by choosing Go from the Services menu or by clicking on the Go icon on the
Ribbon.

o To go to a service, type the unique service name in the box beside Service, such as
WINNEW for the Windows New Users Forum or HELP for the Member Support area on
CompuServe, and then select OK.

o To view a list of service names for all CompuServe services and forums, type QUICK in
the box beside Service and then select OK.

0 You can also go directly to a service from some other dialogs: the Search Results
dialog, after conducting a Find operation; a Favorite Places dialog, if the service
happens to be one of the services listed there; a Display Menu dialog, if you are
browsing services.

Related Information

Accessing a Service
Exploring Services

Finding Services
Grouping Your Favorite Services




First Name: If you know the person's first name, type it here. Unless you are sure of the
name, you might want to leave this blank, as the person might have used a nickname when
registering.



Last Name: If you know the person's last name, type it here.



City: If you know the city the person is registered in, type it here.



State: If you know the state the person is registered in, type it here.



Country: If you know the country the person is registered in, type it here.



Mailbox Name: If you know the person's electronic mailing address, type it here.



Search: Begins your search. If you accessed this dialog by choosing Member Directory from the Mail
menu, Search takes you to a Membership Search Results dialog. If you accessed this dialog by
selecting Search from the Recipients List dialog, you go instead to a Select Address dialog.



Cancel: Closes the dialog.



Searching for CompuServe Members

The Search Member Directory dialog searches the CompuServe Member Directory for
information about members.

You get here by choosing Member Directory from the Mail menu or by selecting Search
from the Recipients List dialog.

o

If you know the person's first name, type it in the box beside First Name. Unless you
are sure of the name, you might want to leave this blank, as the person might have used
a nickname when registering.

If you know the person's last name, type it in the box beside Last Name.

If you know the city the person is registered in, type it in the box beside City.

If you know the state the person is registered in, type it in the box beside State.

If you know the country the person is registered in, type it in the box beside Country..

If you know the person's electronic mailing address, type it in the box beside Mailbox
Name..

To begin your search, select Search. If you accessed this dialog by choosing Member
Directory from the Mail menu, Search takes you to a Membership Search Results dialog. If you
accessed this dialog by selecting Search from the Recipients List dialog, you go instead to a Select
Address dialog.

Related Information

Discovering Member Interests

Electronic Address Formats

Finding CompuServe Members

Finding Forum Members

Learning about CompuServe Members
Searching for Forum Members




Address: Takes you to a Recipient List dialog where you can assign names and addresses.




Your recipient address information appears here after you select OK at your Recipient List
dialog. TO: refers to the primary recipient, CC: refers to a carbon copy recipient, and BC:
refers to a blind copy recipient. This cannot be blank.




Subject: Type a descriptive word or phrase for the message. Subject cannot be blank.



Options: Takes you to a Message Options dialog where you can assign some additional
options to your message.




Type or paste the body of your message (up to 50,000 characters) here. If this is
incomplete, you can store the message in your Out-Basket or Filing Cabinet, to be completed
later.



Out-Basket: Copies the message to your Out-Basket and closes this dialog. Unless you
specify information for Address, Subject, and the body of your message, Out-Basket is
not a valid selection and will be dimmed.



Send Now: Transmits your message. WinCIM connects you to CompuServe if you are not
already connected. WinCIM also displays a message sent notice on your status line.

Unless you specify information for Address, Subject, and the body of your message, Send-
Now is not a valid selection and will be dimmed.



File It: Takes you to a Filing Cabinet dialog where you can copy the message to your Filing
Cabinet. Unless you specify information in the box beside Address and Subject, File It is
not a valid selection and will be dimmed.




Cancel: Closes this dialog without saving any information or mailing your message.



This gives you some information about Options.... WinCIM will mark this if you have
modified any of the default options in the Message Options dialog.



Mark Auto-file if you want WinCIM to automatically file a copy of your message in your
Filing Cabinet when you send it. You can specify which Filing Cabinet folder to use at the
Mail Preferences dialog.




Reformattable: Select this if you want the message text to wrap to the recipient's specified
screen width.



Send as shown: Select this if you want to preserve the text format of your message when it
is sent.



Attach: Takes you to a File Attachment dialog where you can specify a file to be sent with
the message. The file that you specify becomes a second, or companion, message to the
one you create at the Create Mail dialog. Both messages will have the same subject. If

you specify a file to be sent with your message, WinCIM will mark the small box to the right
of the Attach button with an X.



WinCIM will mark this with an X if you have specified a file to be sent with your message.
You can specify a file to be sent with your message by selecting the Attach button. This
box is not a checkbox that you can mark or unmark.



Creating a Mail Message

The Create Mail dialog enables you to compose a message to be sent in CompuServe Mail.

You get here by choosing Create/Send Mail from the Mail menu and then completing the
ensuing Recipient List dialog.

o

To modify your recipient information, select Address. Selecting Address takes you to a
Recipient List dialog.

Type a descriptive word or phrase for the message in the box beside Subject.

To assign additional options to your message, select Options. Selecting Options takes
you to a Message Options dialog. Once you have modified any of the default options
in the Message Options dialog, WinCIM will mark the checkbox beside the Options
button.

Your message can be up to 50,000 characters.

To copy the message to your Out-Basket and close this dialog, select Out-Basket.
Unless you specify information for Address, Subject, and the body of your message,
Out-Basket is not a valid selection and will be dimmed.

To transmit your message, select Send Now. Selecting Send Now connects you to
CompuServe if you are not already connected. WinCIM also displays a message sent
notice on your status line. Unless you specify information for Address, Subject, and
the body of your message, Send-Now is not a valid selection and will be dimmed.

To copy the message to your Filing Cabinet, select File It. Selecting File It takes you to
a Filing Cabinet dialog. Unless you specify information in the box beside Address and
the box beside Subject, File It is not a valid selection and will be dimmed.

To have WiIinCIM wrap the message text to the recipient's specified screen width, mark
Reformattable.

To have WinCIM preserve the text format of your message when it is sent, mark Send as
shown.

If you want WinCIM to automatically file a copy of your message in your Filing Cabinet
when you send it, mark the Auto-file checkbox. You can specify which Filing Cabinet
folder to use at the Mail Preferences dialog.

To specify a file to be sent with your message as a second, or companion message,
select the Attach button. Doing so will take you to a File Attachment dialog where
you can specify the file. If you specify a file to be sent with your message, WinCIM will
mark the small box to the right of the Attach button with an X.

Related Information

Address Book
CompuServe Mail

Electronic Address Formats

Filing Cabinet
Mail Questions and Answers




Qut-Basket



Receipt: Mark this to receive a confirmation message if a recipient reads your message.



Reply Requested: Mark this to request a reply when a recipient reads your message.
(Text and location vary from system to system.)



Importance: Select the importance level for your message. Some systems will deliver
messages of high importance first.



Sensitivity: Select the sensitivity level for your message.



Release Date: Type the date on which you want CompuServe to send the message. Unless
you specify a different date, the current date is the normal release date.



Expiration Date: If you like, type a date for the message to be removed from the
recipient's mailbox.



OK: records your options and returns you to where you were before.



Cancel: Closes the dialog without recording your information.



Help: Displays this help page.



Message Options

The Message Options dialog gives you some options for your outgoing CompuServe Mail
messages.

You get here by selecting Options at a Create Mail dialog.

o

If you want to receive a confirmation message when your recipient reads your message,
mark Receipt.

Select the importance level for your message from the Importance pop-up menu.
Some systems will deliver messages of high importance first.

Select the sensitivity level for your message from the Sensitivity pop-up menu.
Type the date on which you want CompuServe to send the message in the box beside
Release Date. Unless you specify a different date in the box beside Release Date,
the current date is the normal release date.

If you want the message to be removed from the recipient's mailbox on a particular date,
type the date in the box beside Expiration Date.

To record your options, select OK.

Related Information

CompuServe Mail




This is the Get New Mail icon. You'll find it on the Ribbon. It takes you to this dialog. If
you are online and there is Mail waiting in your CompuServe mailbox, WinCIM will display the
number of waiting Mail messages on this icon.



These are your mailbox entries. Subject tells you what each message is about. Name
tells you who sent you the message. Size tells you how large the message is.



Get: Displays the message associated with the highlighted entry. Takes you to a Message
dialog. In this example, you would view the Receipt of message mailbox entry.



Get All: Moves all messages in your mailbox to your In-Basket. Closes the Get New Mail
dialog.



Delete: Removes the highlighted entry from your mailbox. In this example, the Receipt of
message mailbox entry would be removed.



Undelete: If you have removed one or more entries from your mailbox without closing the
Get New Mail dialog, Undelete will cancel the action. (Undelete causes each previously
deleted entry to reappear as an entry.)



Close: Closes this dialog.



Depending on the type of Mail you have in your mailbox, WinCIM might display some
message-related information here.



Getting New Mail
The Get New Mail dialog lists your waiting Mail messages in your CompuServe mailbox.

You get here by choosing Get New Mail from the Mail menu or by clicking on the Get New
Mail icon on the Ribbon.

o To view a message, highlight the message entry and select Get. Selecting Get takes
you to a Message dialog.

o To move all messages in your mailbox to your In-Basket, select Get All.
o To remove a message entry from your mailbox, highlight the entry and select Delete.

o To restore messages that you have deleted, select Undelete.

Related Information

CompuServe Mail
Electronic Address Formats

In-Basket
Mail Questions and Answers




Address: If the message has more than one recipient, Address takes you to an Add to
Address Book dialog where you can add the recipient list to your Address Book.



If there are multiple recipients to the message, they will be listed here. Blind copy
recipients will not be listed. If the message is addressed only to you, this box will be empty.
In this example, you are the only recipient.



From: Takes you to an Add to Address Book dialog where you can save the sender's name
and electronic mailing address in your Address Book.




This is the sender's name and electronic mailing address.



Receipt: If marked, the sender will receive a confirmation message stating that you have
read the message.



Reply Requested: If marked, you will be prompted to reply to the message.



Priority: If marked, the message is a high-priority message and will preceed non-priority
messages in your CompuServe mailbox.



In-Basket: Puts a copy of the message into your In-Basket. Displays the Get New Mail

dialog.



File It: Takes you to a Filing Cabinet dialog where you can copy the message to your Filing
Cabinet.




Reply: Takes you to a Create Mail dialog where you can compose and send a return
message..



Forward: Takes you to a Create Mail dialog where you can forward the message to one or
more recipients. You can type a note to introduce the forwarded message.



Delete: Removes the message from your mailbox.



Cancel: Closes this dialog.



Reading and Processing a Mail Message

The Message dialog displays a CompuServe Mail message.

There are many ways to get here.
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To save an address from the recipient list into your Address Book, select Address. If the
message has more than one recipient, selecting Address takes you to an Add to
Address Book dialog. If the message is addressed only to you, the text box beside To
will be empty.

To save the sender's name and electronic mailing address in your Address Book, select
From. Selecting From takes you to an Add to Address Book dialog.

The various checkboxes give you some miscellaneous information. If Receipt is
marked, the sender will receive a confirmation message stating that you have read the
message. If Reply Requested is marked, you will be prompted to reply to the
message. If Priority is marked, the message is a high-priority message and will
preceed non-priority messages in your CompuServe mailbox.

To put a copy of the message into your In-Basket, select In-Basket. Selecting In-
Basket takes you to the Get New Mail dialog.

To copy the message to your Filing Cabinet, select File It. Selecting File It takes you to
a Filing Cabinet dialog.

To compose and send a return message, select Reply. Selecting Reply takes you to a
Create Mail dialog.

To forward the message to one or more recipients, select Forward. If you select
Forward, you can type a note to introduce the forwarded message. Selecting Forward
takes you to a Create Mail dialog.

To remove the message from your mailbox, select Delete.

Related Information

Address Book

CompuServe Mail
Electronic Address Formats

Filing Cabinet
In-Basket
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TO: Select this to identify a primary recipient. Every message must have at least one
primary recipient.



CC: Select this to identify a carbon copy recipient. CC recipients are shown as recipients in
the message distribution list if you elect to send it along. The Show Recipients checkbox at the
bottom of this dialog controls whether recipients will see any message distribution list.



BC: Select this to identify a blind copy recipient. BC recipients are not shown in any
corresponding message distribution list.



Name: You can type a name here, or you can simply highlight an entry in the Address Book window.
If you type a name and the name matches an entry in your Address Book, WinCIM will fill in the address
for you.



Address or User ID: If the recipient is not already in your Address Book, type the
appropriate address format or User ID.



Address Book: The Address Book window shows you the contents of your Address Book. You can
highlight an entry and then click on the Copy>> button to add the person to your recipient list.



Add: If you type a name and address, or if you are editing such information, you will need to click on the
Add button to actually add the person to your recipient list.



Delete: If an entry in the Recipients window is highlighted, clicking on the Delete button will
remove the entry from the recipient list.



Copy >>: If an entry in your Address Book window is highlighted, clicking on the Copy>>
button will add the entry to your recipient list in the Recipient window.



<< Copy: If an entry in the Recipients window is highlighted, clicking on the <<Copy button
will add the entry to your Address Book.



Recipients: Each time you add a person to your recipient list WinCIM displays the information here.
You can review your recipients and edit information if need be.



Show Recipients: Mark this if you want to include a distribution list of all TO and CC
recipients with your message.



OK: Records your information and closes this dialog. Takes you to the appropriate dialog for
composing a message.



Cancel: Closes the dialog without recording any changes.



Copy Original: Mark this if you are forwarding or replying to a message and want the new
message to be sent to each original message recipient.



Change: If an entry in the Recipients window is highlighted, clicking on the Change button
copies the entry to the Name and Address or User ID boxes at the top of the dialog, where you can
edit the entry.



Search: If you want to learn the address of someone who is not currently in your Address Book, you can
click on the Search button, and then search for member information on CompuServe. Once there, you
can add a member's address directly to the Recipient List dialog.



Address Type: Reflects the address type for the current recipient. If you are typing an
address in the box below Address or User ID, specify the address type, such as MCI Mail or
Internet, from the list menu here. The address you specify in the box below Address or
User ID must still conform to the addressing conventions for the particular mail service.

You can consult the address format help topic for more information about address formats.




Addressing CompuServe Mail

The Recipient List dialog assigns names and addresses to a CompuServe Mail message
that you are creating. Each recipient must have a valid address format.

o

TO: identifies a primary recipient. Every message must have at least one primary
recipient.

CC: identifies a carbon copy recipient. CC recipients are shown as recipients in the
message distribution list if you elect to send it along. (The Show Recipients checkbox at
the bottom of the Recipient List dialog controls whether recipients will see any message distribution
list.)

BC: identifies a blind copy recipient. BC recipients are not shown in any corresponding
message distribution list.

If a recipient is already in your Address Book, simply highlight the entry in the Address
Book window and then click on the >>Copy button.

If a recipient is not in your Address Book, provide the appropriate information in the
boxes below Name, Address or User ID, and Address Type, and then click on the Add
button.

Address Type: Reflects the address type for the current recipient. If you are typing an
address in the box below Address or User ID, specify the address type, such as MCI
Mail or Internet, from the list menu here. The address you specify in the box below
Address or User ID must still conform to the addressing conventions for the particular
mail service. You can consult the address format help topic for more information about
address formats.

If you provide a name and address in the boxes below Name and Address or User ID, or if you are
editing recipient information there, you will need to click on the Add button to actually add the person
to your recipient list.

To remove an entry in the Recipients window, highlight the entry and then click on the
Delete button.

To add an entry in the Recipients window to your Address Book, highlight the entry and
then click on the <<Copy button.

To modify an entry in the Recipients window, highlight the entry and then click on the
Change button. Clicking on the Change button copies the entry to the Name and
Address or User ID boxes at the top of the dialog, where you can edit the entry.

To include a distribution list of all TO and CC recipients with your message, mark the
Show Recipients checkbox.

If you are forwarding or replying to a message and want the new message to be sent to
each original message recipient, mark the Copy Original checkbox.

If you want to learn the address of someone who is not currently in your Address Book, you can click
on the Search button, and then search for member information on CompuServe. Once there, you
can add a member's address directly to the Recipient List dialog.



Related Information

Address Book

Adding a Recipient List
CompuServe Mail

Electronic Mail Address Formats
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These are the names and addresses that meet your search criteria.



Select: Records the highlighted information in the Name and Address boxes in the Recipient List dialog.



Open: Takes you to a Member Information dialog where you can learn more about the highlighted entry
and then add the name and address to the Recipient List dialog if you still want to.



Cancel: Closes the dialog.



Selecting an Address

The Select Address dialog displays a list of CompuServe members who meet your search criteria.

o To select an entry to be recorded in the Name and Address boxes in the Recipient List dialog,
highlight an entry and then select the Select button.

0 To learn more about an entry, highlight the entry and then select Open. You will go to a Member

Information dialog. (Once there, you can still add the name and address information to the
Recipient List dialog.)



Select: Records the name and address in the Recipient List dialog.



Next: If there are entries following the highlighted entry in the Select Address dialog, Next displays
member information for the next entry. Otherwise Next is disabled and is not a valid selection.



Cancel: Closes the dialog without adding a name and address to the Recipient List dialog. Takes you
back to the Select Address dialog.



Learning about a Member
The Member Information dialog displays information about a specific CompuServe member.

o To record the entry in the Name and Address boxes in the Recipient List dialog, select the
Select button.

o If there are entries following the highlighted entry in the Select Address dialog, Next displays
member information for the next entry. Otherwise Next is disabled and is not a valid selection



Address: Takes you to a Recipient List dialog where you can assign names and addresses.




Your recipient address information appears here after you select OK at your Recipient List
dialog. TO: refers to the primary recipient, CC: refers to a carbon copy recipient, and BC:
refers to a blind copy recipient. This cannot be blank.




Type a descriptive word or phrase for your file. This cannot be blank.



Options: Takes you to a Message Options dialog where you can assign some additional
options to your message.




File: Takes you to a standard Windows Open dialog where you can select a file from disk.



Specify the path and filename. If you use File to specify this information, the path and
filename are recorded here automatically; but if you prefer, you can bypass File and simply
type a path and filename yourself.



Binary: Mark this if the file is a binary file (arranged in binary format), such as an
executable program or word processor file.



Text: Mark this if the file is a text file (arranged in ASCII format).



GIF: Mark this if the file is a GIF file.



JPEG: Mark this if the file is a JPEG file.



Additional Information: Type a comment if you wish. Recipients will see your comment
before retrieving your file message.



Out-Basket: Copies the message to your Out-Basket and closes this dialog. Unless you
specify the appropriate information at this dialog, Out-Basket is not a valid selection and
will be dimmed.



Send Now: Transmits your message. WinCIM connects you to CompuServe if you are not
already connected. WinCIM also displays a message sent notice on your status line.
Unless you specify the appropriate information at this dialog, Send-Now is not a valid
selection and will be dimmed.



Cancel: Closes the dialog without sending the file.



Sending a Mail File Message

The Send File Message dialog lets you send a text or binary file that is stored on disk as a
CompuServe Mail message.

You get here by choosing Send File from the Mail menu and then completing the ensuing
Recipient List dialog.

o

To assign names and addresses, select Address. Selecting Address takes you to a
Recipient List dialog.

Type a descriptive word or phrase for your file in the box beside Subject.
Selecting Options takes you to a Message Options dialog.

Selecting File takes you to a standard Windows Open dialog where you can select your
file. If you prefer, you can bypass File and type a path and filename in the box beside
File.

Select the appropriate file type. If the file is a binary file (arranged in binary format),
such as an executable program or word processor file, select Binary. If the file is a text
file (arranged in ASCII format), select Text. If the file is a GIF file, select GIF. If the file
is a JPEG file, select JPEG.

If you wish, type a comment in the box below Additional Information. Recipients will
see your comment before retrieving your file message.

To copy the message to your Out-Basket and close this dialog, select Out-Basket.
Unless you specify the appropriate information at this dialog, Out-Basket is not a valid
selection and will be dimmed.

To transmit your message, select Send Now. WinCIM connects you to CompuServe if
you are not already connected. WinCIM also displays a message sent notice on your
status line. Unless you specify the appropriate information at this dialog, Send-Now is
not a valid selection and will be dimmed.

Related Information
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Highlight the entry you are interested in. Then select Open to read the entry, or Delete to eliminate the
entry. If you select Delete, you will not be able to reverse the action.



Open: Displays the highlighted entry. If the highlighted entry is an ENS story, Open takes you to a Story
dialog. If the highlighted entry is a Mail message, Open takes you to a Message dialog. If the
highlighted entry is a forum message, Open takes you to a Forum Message dialog.



Delete: Removes the highlighted entry from the folder. This action is permanent.



Close: Closes the dialog.



Opening a Folder
The Opening a Folder dialog displays the contents of a folder in your Filing Cabinet.
There are many ways to get here.

o To read an entry, highlight the entry and select Open. If the highlighted entry is an ENS story,
selecting Open takes you to a Story dialog. If the highlighted entry is a Mail message, selecting
Open takes you to a Message dialog. If the highlighted entry is a forum message, selecting Open
takes you to a Forum Message dialog.

o To eliminate an entry, highlight the entry and select Delete.

Related Information

Deleting Folder Entries

Filing Cabinet
Reading a Filed ENS Story

Filing a Message or a Story
Filing a Message or a Reply




This is your In-Basket icon. You'll find it on the Ribbon.



These are the entries in your In-Basket. If a - symbol precedes an entry, it means you have not yet read
that message. (In this example, you have not read any In-Basket messages.) Highlight the one you are
interested in. Then select Open to read the entry or Delete to remove the entry from the In-Basket.



Open: Displays the message associated with the highlighted entry. Takes you to a
Message dialog. In this example, you would view the Homebuilders message from Jerry
Timson.



Delete: Removes the highlighted entry from the In-Basket. WinCIM asks you to confirm your intention
before performing the deletion. In this example, the Homebuilders message from Jerry
Timson would be removed.



Close: Closes the dialog.



In-Basket

The In-Basket dialog lists the incoming Mail entries that you have retrieved from your
CompuServe mailbox.

There are many ways to get here.

o WinCIM will delete messages from your CompuServe mailbox once you have retrieved
them into your In-Basket if the Delete Retrieved Mail option in your Mail Preferences
is set appropriately.

o If a hyphen precedes an entry, it means you have not yet read that message.

o To read an entry, highlight the entry and select Open. Selecting Open takes you to a Message
dialog.

o To remove an entry, highlight the entry and select Delete.

Related Information

Address Book

CompuServe Mail

Filing Cabinet

Mail Preferences

Mail Questions and Answers




This is your Out-Basket icon. You'll find it on the Ribbon.



These are the messages in your Out-Basket to be sent. Highlight the one you are interested in. Then
select Open to access the message for reviewing or editing, Delete to remove the message from the
Out-Basket, or Send to send the message. If you select Delete, you will not be able to cancel the
deletion. If you want to send all messages at once, select Send All.



Open: Displays the message associated with the highlighted entry so that you can review or
edit it. If the highlighted message is a Mail message, Open takes you to a Create Mail
dialog. If the highlighted message is a forum message, Open takes you to a Create

Forum Message dialog. In this example, the Great News! message entry would be
opened.



Send: Transmits the message associated with the highlighted entry. WinCIM will attempt to
connect you to CompuServe if you are not connected already. In this example, the Great
News! message entry would be sent.



Send All: Transmits all messages in your Out-Basket. WinCIM will attempt to connect you
to CompuServe if you are not connected already.



Delete: Removes the highlighted entry from your Out-Basket. This action is permanent. In
this example, the Great News! message entry would be removed.



Cancel: Closes this dialog.



Out-Basket

The Out-Basket dialog lists your outgoing CompuServe Mail messages. Messages are
automatically removed from the Out-Basket when you send them.

There are many ways to get here.
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You will be prompted about any unsent messages in your Out-Basket when you attempt
to exit WinCIM if the Prompt for Unsent Messages option in the General
Preferences dialog has been set appropriately.

WinCIM will put copies of messages sent from your Out-Basket into your Filing Cabinet if
the File Outgoing Messages option in your Mail Preferences dialog is set
appropriately.

To review the message associated with the highlighted entry, highlight the message
entry and select Open. If the highlighted message is a Mail message, selecting Open
takes you to a Create Mail dialog. If the highlighted message is a forum message,
selecting Open takes you to a Create Forum Message dialog.

To transmit the message associated with the highlighted entry, highlight the entry and
select Send. If you are not connected when you select Send or Send All, WinCIM will
attempt to connect you to CompuServe. To transmit all messages in your Out-Basket,
select Send All.

To remove an entry from your Out-Basket, highlight the entry and select Delete.

Related Information

Address Book
CompuServe Mail

Filing Cabinet
General Preferences

Mail Preferences
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This is your Stock Quotes icon. You'll find it on the Ribbon.



This is your customized list of ticker symbols.



Get All: Gives you quote information for all ticker symbols. Takes you to a Quotes
Information dialog.



Get: Gives you quote information for the highlighted ticker symbol. Takes you to a Quotes
Information dialog.



Add: Takes you to an Add Ticker Symbol dialog where you can add a ticker symbol.



Delete: Removes the highlighted ticker symbol from the customized list.



OK: Records your changes and closes this dialog.



Cancel: Closes the dialog without making any of your changes.



Charts: Takes you to a Price Volume Graph dialog from which you can view a price/volume graph for an
issue that you specify. You specify the periodicity you want. You can also specify your issue as a
ticker/CUSIP or security name.



Help: Displays this help page.



Obtaining Stock Quotes

The Stock Quotes dialog brings you the latest stock market quotes from a list of ticker
symbols that you define.

You get here by choosing Quotes from the Services menu or by clicking on the Stock Quotes icon on
the Ribbon.

o

To view quote information for all ticker symbols, select Get All. Selecting Get All Takes
you to a Quotes Information dialog.

To view quote information for just one ticker symbol, highlight the ticker symbol and then
select Get. Selecting Get takes you to a Quotes Information dialog.

To add a ticker symbol, select Add. Selecting Add takes you to an Add Ticker Symbol
dialog.

To remove a ticker symbol from the customized list, highlight the ticker symbol and then
select Delete.

To view a price/volume graph for an issue, select Charts. Doing so takes you to a Price
Volume Graph dialog. You specify the periodicity you want. You can also specify your issue as a
ticker/CUSIP or security name.

To record your changes and close the dialog, select OK.



Viewing Stock Quotes

The Quotes Information dialog displays price information for the ticker symbols you
requested at the Stock Quotes dialog.

o U.S. exchanges require that the dissemination of trading information be delayed for at
least 15 minutes. CompuServe makes the information available as soon as possible
afterwards.

Related Information

Obtaining Stock Quotes



Connecting Using Terminal Emulation

The Terminal Emulation dialog initiates a connection to CompuServe or to another host-
based computer system using Terminal Emulation.

You get to the Terminal Emulation dialog by choosing Terminal Emulation from the
Special menu on the Initial Desktop.

o To connect to a host-based computer system using the information recorded in your
Session Settings, make sure that Manual Connect is not marked.

o To initiate the connection procedure, select Connect.

Related Information

Session Settings




This is the Weather icon. You'll find it on the Ribbon.



City: Select this if you want a municipal, state, or national forecast.



Type a city or highlight one from the list of cities. Highlight Local Weather if you want a
forecast for your current location.



Displays a list of cities.



State/Province: Unless you specified Local Weather in the box beside City, type the
appropriate state or province two-letter postal abbreviation, such as OH for Ohio or CA for
California.



Country: Unless you specified Local Weather in the box beside City, type the appropriate
country.



Station: If you like, you can skip filling in municipal, state, province, or country information
and simply type the three-letter code for the weather reporting station that would be in
close proximity to the area you want. If so, select Station and type the three-letter code in
the box at the right.



If you selected Station, type the three-letter code for the weather reporting station that you
want, such as CMH for Columbus, Ohio, or ORD for Chicago, lllinois.



OK: Displays a weather forecast based on the information you specified.



Cancel: Closes the dialog.



Maps: Takes you to a Regional Weather Maps dialog from which you can view assorted weather maps
and weather reports for a location that you specify.



Help: Displays this help page.



Requesting a Weather Report

The Weather dialog offers you a local weather forecast or a weather forecast for selected
cities across the United States and the world. Weather reports are provided by the National
Weather Service and Accu-Weather.

You get here by choosing Weather from the services menu or by clicking on the Weather
icon on the Ribbon.
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To request a municipal forecast, select City, and then type a city in the text box to the
right of City or select a city using the arrow button.

To request a forecast for your current location, highlight Local Weather.

Unless you specified Local Weather in the box beside City, type the appropriate state
or province two-letter postal abbreviation in the box beside State/Province, such as
OH for Ohio or CA for California, and the appropriate country in the box beside Country.

If you like, you can skip filling in municipal, state, province, or country information and
simply type the three-letter code for the weather reporting station that would be in close
proximity to the area you want in the box beside Station, such as CMH for Columbus,
Ohio, or ORD for Chicago, lllinois. You must select Station to do this.

To view a weather forecast based on the information you specified, select OK.

To view assorted weather maps and weather reports for a location, select Maps. Doing
so takes you to a Regional Weather Maps dialog



Viewing a Weather Forecast

The Weather Forecast dialog displays a weather report for the information specified at the
Weather dialog.

o All weather reports are provided by the National Weather Service and Accu-Weather.

Related Information

Requesting a Weather Report



Name: Type or edit the name of the entry as you want it to be appear in your Address Book.
If you are adding an entry from a Mail or forum message, the sender's name as shown on
the message will appear here.



Address: Type or edit the electronic mailing address for the entry. If you are adding an
entry from a Mail or forum message, the sender's address will appear here.



Comments: You may type a comment or two if you like.



OK: Records the information in your Address Book. Unless you have specified information
in the box beside Name and Address, OK will not be a valid selection and will be dimmed.



Cancel: Closes the dialog without adding the entry to your Address Book.



Adding an Address Book Entry

The Add to Address Book dialog creates an entry in your Address Book.

There are many ways to get here.
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Type or edit the name of the entry in the box beside Name as you want it to appear in
your Address Book. If you are adding an entry from a Mail or forum message, the
sender's name as shown on the message will appear in the box beside Name by default.

Type or edit the electronic mailing address for the entry in the box beside Address. If
you are adding an entry from a Mail or forum message, the sender's address will appear
in the box beside Address by default.

You may type a comment or two if you like in the box below Comments.
To record the information in your Address Book, select OK. Unless you have specified

information in the box beside Name and Address, OK will not be a valid selection and
will be dimmed.

Related Information

Address Book
CompuServe Mail

Electronic Address Formats
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Name: This is the name of the entry as it appears in the Address Book. You may edit it if
you like.



Address: This is the electronic address format currently associated with the entry in the
Address Book. You may edit it if you like.



Comments: You may edit or add comment information if you like.



OK: Records the new information in your Address Book.



Cancel: Closes the dialog without making any of your changes.



Changing an Address Book Entry

The Change Entry in Address Book dialog displays an Address Book entry so that you can
review or modify it.

You get here by selecting Change at the Address Book dialog.

o Type the new name in the box beside Name. Initially, the name of the entry as it
appears in the Address Book is shown in the box beside Name.

o Type the electronic address in the box beside Address. Initially, the electronic address
format currently associated with the entry in the Address Book is shown in the box
beside Address.

0 You may type a comment or two if you like in the box below Comments.

o To record the information in your Address Book, select OK. Unless you have specified
information in the box beside Name and the box beside Address, OK will not be a valid
selection and will be dimmed.

Related Information

Address Book

CompuServe Mail

Electronic Address Formats
Mail Questions an