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Introduction

This chapter provides detailed explanations of all available Eudora functions.

Creating an Outgoing Message
An outgoing message is a message you send to someone else.

To create an outgoing message, select New Message from the Message menu. A new
composition window entitled <<No Recipient>>, <<No Subject>> is displayed with the
blinking insertion point situated at the start of the To: field. The composition window
consists of the title bar, the icon bar, the message header, and the message body.

Title Bar E[[=—————= «No Recipient:, «No Subject: EEEI
Icon Bar D 3}‘[ vy E‘q—" v M o El s
To: rdurbin 4
From: Fon Durbin <rdurbinBgualcomm. com: 1
Message Subj EE; Test Message
Header B
Attachments:
This is a test message.
Message
Body
2]
]
The composition window
Title Bar

The title bar provides information about incoming and outgoing messages, including the
name of the sender (if it is an incoming message) or addressee (if it is an outgoing
message), the time and date the message was delivered or sent, and the message subject.
New messages are labeled <<No Recipient>>, <<No Subject>> until they are sent or
queued. Messages get time stamps when they are sent, or if they are queued for timed
delivery.

Icon Bar

The icon bar consists of a series of objects that are displayed just under the composition
window title. It allows you to control your message’s priority, override some of your
preference settings for that message only, and send or queue the message. There is one
popup menu and five icons. Each of the five icons may be turned on or off for the current
message by clicking on it. A check mark symbol appearing next to the icon denotes that
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the icon has been turned on. The popup menu and icons are described below.
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The Icon Bar

Note: The default settings for the icon bar are determined in the Switches...
dialog (see the “Switches... Dialog” section).

|:| Priority/Attachment Type Popup
The leftmost object in the icon bar is the Priority/Attachment Type popup n

Prigyity

# (Highest)

~ (High)
(Normal)

~ [Low)

¥ (Lowest)

#Hitachmenl Type
¢} AppleDouble
€} AppleSingle

+ e BinHex

v Always As Documents

Priority/Attachment Type popup menu

The Priority portion of this popup menu is on top. If you want to indicate t
your message is of a higher or lower priority than a normal message (blank
this menu to make the desired selection. Priorities are discussed in the “Mz
Priorities” section.

The Attachment Type portion of this menu allows you to select what forma
documents that you attach to outgoing messages are encoded in: AppleDo
AppleSingle, or Bin Hex. AppleDouble is best for recipients with Multipus
Internet Mail Extensions (MIME); AppleSingle is best for sending applicat
other Macintosh-specific files; and Bin Hex is most compatible with old
Macintosh mailers and previous versions of Eudora.

The Always As Documents option should be selected when sending attachr
between Macintoshes, as this keeps the attachments in their original Macin
format. However, when sending a document to another platform, de-select
option allows Eudora to convert the attachment into the format most likely
understood by other platforms.

3}{ Signature

If this icon is checked, your signature file is automatically attached to the e
each message you send. Signatures are discussed in the “Creating a Signat
section.

F;II;Word Wrap
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| Send |
| Queue

Eudora User Manual
If this icon is checked, a carriage return is not required at the end of each li
type in an outgoing message; Eudora automatically wraps text to the next |
with line breaks at roughly 76 characters per line.

4 Tabs in Body

If this icon is checked, hitting the [tab] key within the message body results
Eudora inserting enough spaces to move the insertion point to a multiple of
characters from the start of the line. This mimics the way tabs work on ma
terminals. If this icon is not checked, hitting the [tab] key returns the curso
To: field of the message header.

Note: This icon also controls the handling of tabs in text that is pasted int
message window and in plain text attachments that are sent as documents (
binhexed). If Tabs in Body is checked, tab spacing is replaced by blank spc
otherwise, the tabs are included in the text.

E’Keep Copy

If this icon is checked, a copy of each sent message is kept in the Out mailt
(their summaries are marked with an “S” in the far left column of the Out r
window, indicating that they have been sent). These messages are saved ur
they are deleted or transferred to a different folder.

[P Quoted-Printable Encoding

If this icon is checked, quoted-printable encoding may be used when sendi
messages that contain long lines of text or special characters. When selecte
used for all plain text attachments. It is recommended that this icon always
checked.

Send or Queue

If the Immediate Send option in the Switches... dialog is turned on, the rigk
button in the icon bar is labeled Send. Clicking the Send button immediate
sends the message. Otherwise, this button is labeled Queue, and has the sa
function as the Queue for Delivery command under the Message menu (up:
clicking this button, the message window closes and the message is held in
Out mailbox, marked ready for delivery).
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Message Header

Outgoing message headers consist of six fields: To:, From:, Subject:, Cc:, Bece:, and
Attachments:. Each field holds a different piece of information. The To:, Subject:, Cc:,
and Bcc: fields can be directly edited.

To move the insertion point from field to field, press the [tab] key or click in the desired
field with the mouse. When entering information into the fields, use the standard
Macintosh text-editing tools provided under the Edit menu. Here is a brief description of
the intended contents of each field:

To:

The intended recipient’s E-mail address, or a nickname you have defined (see the
“Creating and Using Nicknames” section). Multiple addresses are allowed, but must be
separated by commas.

From:

The sender’s E-mail address. This is usually your POP account plus your real name. You
can use a return address other than your POP account by entering the desired address in
the Return Address field of the Configuration... dialog (see the “Configuration... Dialog”
section).

Subject:
Brief text indicating the contents of the message. This field can be left blank (though it is
a breach of E-mail etiquette to do so).
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Cc:
E-mail address or nickname of person to whom a copy of the message is to be sent.
Multiple addresses are allowed but must be separated by commas. This field may be left
blank.

Bcc:

“Blind” carbon copy. Like addresses listed in the Cc: field, addresses listed here receive
copies of the message. Unlike addresses listed in the Cc: field, addresses listed here do
not appear in the message header of the recipients. This is useful when you want to send
a copy of a message to someone without everyone else knowing you did so. Multiple
addresses are allowed but must be separated by commas. This field can be left blank.

Attachments:

List of documents being sent along with the message. Specify these through the Attach
Document command under the Message menu (see the “Attachments” section). To delete
an attachment from a message, select it and press [delete]. You cannot enter information
directly into this field. This field can be left blank.

Message Body

After filling in the fields, move the insertion point to the space below the message header.
Type the body of the message here. Feel free to use the standard Macintosh text-editing
tools provided under the Edit menu (see the “Summary of Menu Commands” section).

If the Word Wrap icon on the icon bar is checked (or the Word Wrap option in the
Switches... dialog is turned on), you don’t need to press [return] at the end of each line of
text. The text wraps to the next line automatically. If this option is not set, be sure to
type a [return] at the end of each line or your message may not be legible on the
recipient’s computer. To use tabs in the message body, check the Tabs in Body icon in
the icon bar.

Saving an Outgoing Message for Later Changes

Sometimes it is convenient to save an outgoing message either as a safeguard when
typing long messages, or so you can return to it later to edit or add more text.

To save the message while the outgoing message window is open, select Save from the
File menu. The message window does not close, but the current version of the message
is saved in the Out mailbox. You might notice that the title appearing at the top of the
message window changes from <<No Recipient>> << No Subject>> to what you typed
in the To: and Subject: fields of the message.

If you now close the message (by clicking the close box in the upper left-hand corner of
the message window, or by selecting Close from the File menu), it can be re-opened
from the Out mailbox for further changes. As with any message summary listed in a
mailbox window, it can be identified by the contents of its To: and Subject: field. A small
black dot, or bullet, to the left of a message summary listed in the Out mailbox indicates
that the message is being indefinitely held there and is queueable. Such messages remain
in the Out mailbox until they are queued and sent or deleted.
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=E Dut EE
=1 rdurbin 1:36 PM 8/2/93 ¢ 1itest message 4
S irdurbin 1:36 PM 8/2/92 i litest message—2 [RER
=1 raurbin 1:37 PM 8/2/mM3 . : 1:itest message-3 =
L rdurbin 1iFinal Test Message E
37/35K/ 1K l<aluf &

A sendable message saved in the Out mailbox

If you try to close an outgoing message window without specifically saving that version
of the message, an alert is displayed asking if the message should be saved or the changes
discarded. If you select Discard and the message has never been saved, the message is

deleted.
«MNo Recipient:, «No Subject:
(1 # B v ap
To: rdurbin
Fram: Ron Durbin <rdurbin®@gualcomm. com:
Subject: Test Message
Ci:
Boc:
Attachments:
This i=s a test message.
$ave changes to “<No Recipient:,
#MNo Subject:"7?
_ a
=
Closing an unsaved composition window
Sending A Message

One-Step Send

If the Immediate Send option in the Switches... dialog is turned on, select Queue for
Delivery from the Message menu to immediately send a current message.
Alternatively, the rightmost button appearing in the icon bar at the top of the current
message window is labeled Send. Click this button to send the current message.

EE

- H

Clicking the Send button

If the Show Progress option in the Switches... dialog is turned on, a progress window is
displayed momentarily at the top of the screen indicating the progress of the transmission.
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Progress Window
Two-Step Send

Some people may prefer to compose many messages and transmit them all at once. This
is only possible if the Immediate Send option in the Switches... dialog is turned off.

To accomplish the first step for any outgoing current message, select Queue For
Delivery from the Message menu. Alternatively, the rightmost button appearing in the
icon bar at the top of the current message window is labeled Queue. Click this button to
queue the current message for later delivery.

EE|

— F

Clicking the Queue button

Either of these selections closes the message window (if it was open), saves the message
in the Out mailbox and marks it as queued, meaning ready to be delivered. Queued
messages are marked by a “Q” in the far left-hand column of the Out mailbox.

I
[

Dut EE|
5 rdurbin 1:37 PR a2/2Mm3 ¢ 1itest message-3 {F
- rdurbin 1iFirmal Test Message [BEg
- rdurbin 1iTest Message =
0 irdurbin 1iTest of Queue E
30/36K /1K | fim} [

A Queued message in the Out mailbox

For the second step, select Send Queued Messages from the File menu. This sends
the queued message (or messages). If the Show Progress option in the Switches... dialog
is turned on, a progress window is displayed momentarily at the top of the screen
indicating the progress of the transmission.

Timed Messages

It is possible to tell Eudora to send a message at some specific time in the future. To do
this for the current outgoing message, select Change Queueing... from the Message
menu. The Change Queueing... dialog is then displayed.
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«MNo Recipient:, «No Subject:

1 % v B v v ] ap

To: 1
From: H .
Subject. T Send message:
Ce: i@ Right Now
Boc:
Attachments: iy Next Time Queued Messages are Sent
Thiz iz a test 2 0n or after:

Time: |

Date: |9/28/93 |

3 Don’t Send

|

Change Queueing dialog

If you choose Right Now, the message is sent immediately upon clicking the OK button.
If you choose Next time queued messages are sent, the message is sent the next time
queued messages are sent. If you choose On or After, you can use the time and date
fields to fill in the time when the message should be sent. The message is saved in the
Out mailbox with a Q in the status column, just as if it were a normal queued message.
However, the message is not actually sent until the specified time arrives.

Note: For the message to be sent at the correct time, Eudora must be running
when the message is due to be sent. If Eudora is not running, the message
is sent the first time Eudora is run after the selected time has passed.

Sending Queued Messages on Check

If the Send on Check option in the Switches... dialog is turned on, every time a manual or
automatic mail check occurs, all queued messages are sent, thus saving you the step of
selecting Send Queued Messages.

Quitting with Queued Messages

If you quit Eudora after you have queued messages, but without sending them using Send
Queued Messages, Eudora gives you the opportunity to send the messages before you
quit.

You have some messagel(s) waiting to be sent. Do
you want to send them now?

l Send Them, Then Quit l
= E
S N ST T

Quitting with queued messages

If you quit with timed messages, and the messages are due to be sent within the next 12
hours, Eudora warns you and gives you the opportunity to send them.
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You have some delayed messagel(s) due to be sent
soon (in the next 12 hours). Do you want to send
them now?

l Send Those, Then Quit l

[ send All Delayed Msgs, Then Quit |

= ¥

S St )

Quitting with timed messages

Editing a queued message

To edit a queued message, open the Out mailbox and double-click on the desired message
summary to open its composition window. Make the necessary edits and re-queue the
new version of the message with the Queue For Delivery or Change Queuing...
commands from the Message menu or the Save command from the File menu. You may
also re-queue the message using the Queue button on the icon bar. The message is
returned to the Out mailbox with a queued status. If you close the changed message
without choosing one of these, an alert is displayed asking you to verify the changes.

Changing the Status of a Queued Message

A message that is queued but as yet unsent may be unqueued using the Change Queuing...
command. Open the Out mailbox and select the desired message summary. Then, select
Change Queueing... from the Message menu and click on Don’t Send. This
changes the message status from queued (Q) to saved (S). The message is held in the Out
mailbox until it is either deleted or re-queued and sent.

Note: You can also send a message immediately or change it to timed send using
the Change Queuing... command.

Keeping Copies of Outgoing Messages

Once a message is sent, it is put into the Trash mailbox unless the Keep Copies option in
the Switches... dialog is turned on or the Keep Copy icon in the icon bar is checked. In
these cases, the message is left in the Out mailbox and is annotated with an S in the
status column of the Out mailbox indicating that the message has been sent.

SO=—————————— (ut

S ipdurbin 1:37 PM 8/2,/93 .1 1itest message—3

b1 rdurbin 4:40 PH 2/2/93 ¢ 1iFinal Test Message

5 rdurbin 4:49 PM 2,/2/93 ¢ 1iTest Message

S rdurbin 2016 PR g/2093 0 1iTest of Queus

5 rdurbin 2:33 PH 842,93 litest message 3
40/36K f4K |l i

Copies of outgoing messages saved in the Out mailbox
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Password Protection

There is password protection on mail checks to your account on the POP server. Each
time the Eudora program is opened, your password is requested prior to the first mail
check, whether it is conducted automatically or manually. If automatic checking is set
(see the “Configuration... Dialog” section), a dialog requesting your POP server account
password is displayed upon first opening Eudora. If automatic checking is disabled, the
same dialog is displayed at the time of your first mail check.

Please enter the rdurbin@wizard.qualcomm.com
password:

Password:

Password dialog

Type in your password and click OK. If you make a mistake before clicking OK, simply
backspace and re-enter the password correctly.

If your password is rejected, an error message is displayed indicating that you have
entered the wrong password (see below). Select Check Mail from the File menu to
redisplay the password dialog.

There has been an error transferring your mail. | said:
PASS

and then the POP server said:

-ERR Password supplied for "rdurbin” is incorrect.

= ¥

<

Wrong password

Note: Remember that the Eudora password is "case-sensitive,"” so it must be
typed in exactly or it is rejected.

As long as it is running, Eudora remembers your password. If you don’t want it to
remember (when, for example, you are away from your Macintosh), choose Forget
Password from the Special menu. At your next mail check you are prompted for your
password again.

Another password-related option is Save Password, which is in the Switches... dialog.

This option makes Eudora remember your password from one session to the next (you

NEVER have to enter your password again, even if you quit and restart Eudora). This
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option should only be used if your machine is in a secure location.
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Finally, the Change Password... command in the Special menu can be used to change
your POP server password if your POP server machine is running a compatible password-
change server. You’ll be asked to enter your old password once, and your new password
twice.

Please enter the new
rdurbin@wizard.qualcomm.com password:

Password:
=

Changing a password with Eudora

Note: For information on password-change servers, see Appendix A of this
manual.

Checking For and Receiving Mail

The POP server is the machine where your mail is received and stored until it is
transferred to the Eudora program on your Macintosh system. Your POP server account
is specified in the POP Account setting in the Configuration... dialog (see the
“Configuration... Dialog” section).

Note: To best understand the functioning of the POP server with respect to
Eudora, please see Appendix C.

There are two methods to check your designated POP server to see if you have new mail.
One method is automatic and the other is manual. Both methods deliver any mail
addressed to you from the POP server to your Macintosh. Before any checks are made,
however, the POP server requests your account password.

Automatic Checking

Eudora automatically checks for mail if you tell it how often to do so. From the Special
menu, select Configuration.... The Configuration... dialog has a field entitled Check
For Mail Every ? Minute(s). Type in a value and Eudora automatically checks for mail at
the desired interval whenever it is running (even if you are using other applications on
your Macintosh). For example, if you type in 15, Eudora checks for mail every 15
minutes. In fact, 15 minutes is a good minimum interval, as checking mail more
frequently puts an unnecessary load on your POP server.

Note: If automatic checking is set, the Check Mail command under the File
menu displays the next time that an automatic check is scheduled to occur.

When Eudora does a mail check, you can be notified of new mail in one or all of four
different ways: an alert dialog, a special sound, a flashing mail flag icon in the menu bar,
or the opening of the In mailbox. These options are turned on or off in the Switches...
dialog (see the “Switches... Dialog” section).
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When you receive notice that new mail has arrived, select Eudora from the applications
menu. Mail always arrives in the In mailbox. The messages are listed in the order they
are received, with the most recent message listed last.

iFon Durbin P35 PM O BS3M3 L0 {iTest Message-—1 4
& ‘Fon Durbin D326 PM 243003 1 1iTest Message 2 b
® Ron Durbin D326 PM 8/2/93 ¢ 1iTest Message 3 =
® Ron Durbin {326 PM 8/2/93 1 1iTest Hessage 4 E
41/40K / 19K <] £l

Unread messages in the In mailbox

If the In mailbox is not already open, select In from the Mailbox menu. Unread
messages are designated by a small black dot, or bullet, on the left side of the message
summary. Double-click anywhere on a message summary to open the message.
Incoming messages are saved indefinitely in the In mailbox until they are deleted or
transferred to another mailbox.

Manual Checking

You may check for mail manually at any time by selecting Check Mail from the File
menu. If you haven’t successfully entered your password since opening the Eudora
program, you are prompted for it.

If the Show Progress option in the Switches... dialog is turned on, the Progress window is
displayed momentarily at the top of the screen as the POP server is checked.

Logging into the POP server.

The Progress window during a mail check

If there is no mail waiting at your account on the POP server, the You have no new mail
alert is displayed. Click OK. You may check for mail again later.

No new mail dialog

If there is a problem reaching the POP server, an error message alert is displayed. To

rectify the problem, review the POP server settings in the Configuration... dialog for
correctness.
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Contacting wizard.qualcomm.com (129.46.4.2)...

Server not responding.
-23015

The connection came up halfway and
then failed.
{37:93}

T
3

<

Error while checking mail

If there is new mail, it is transferred automatically from the POP server to Eudora on your
Macintosh system. If the Show Progress option in the Switches... dialog is turned on, a

progress window is displayed at the top of your screen allowing you to monitor the mail
transfer.

Transferring message 3 of ...

Progress window while downloading mail

If the Get Attention By: Alert option in the Switches... dialog is turned on, the new mail
dialog is displayed, stating that new messages have been delivered.

You have new mail.

= #

poy

New mail dialog

Depending on your settings, the In mailbox window may display. Mail always arrives in
the In mailbox. Unread messages in the In mailbox are designated by a small black dot,
or bullet, on the left side of the message summary. Double-click anywhere on a message
summary to open the message. Incoming messages are saved indefinitely in the In
mailbox until they are deleted or transferred to another mailbox.

Leave Mail on Server Option

During a mail check, Eudora normally transfers your incoming messages from your
account on the POP server to your Macintosh, and deletes them from the POP server.
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This may prove awkward for people who sometimes want to read
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mail from a secondary Macintosh system. It results in non-consolidated storage of
messages — if you read mail through a secondary Macintosh, you wouldn’t be able to act
on that mail from your primary Macintosh.

The Leave Mail on Server option in the Switches... dialog solves this dilemma. If this
option is turned on, Eudora transfers all of your new messages from the POP server to the
Macintosh you are presently using (presumably a secondary Macintosh), while keeping
copies of those messages in your account on the POP server. On the next mail check from
the secondary Macintosh, Eudora ignores the copies of previously read messages and
looks for new ones.

If the Leave mail on server option in the Switches... dialog is turned on, the following
progress window is displayed on your screen when Eudora transfers the new mail.

Ignoring previously read messages

Progress window when the Leave Mail on Server option is on

When using your primary Macintosh system, you should turn the Leave Mail on Server
option off, so that all messages (new ones as well as copies of old ones you read through
other Mac systems) are transferred to and consolidated on the one primary system. The
Leave Mail on Server option should be used with care, since it can result in a buildup of
messages on the POP server machine.

Note: Eudora looks for a Status: R header to determine if a message has been
read. Your POP server must cooperate for this to work; most do.

Skip Big Messages Option
If the Skip Big Messages option in the Switches... dialog is turned on, Eudora does not
download large messages (40K or larger). Instead, it downloads only the first few lines

of such messages and adds a note at the bottom stating that the whole message has not
been transferred. This can be useful on slow connections.

Note: Eudora requires some help from your POP server to make Skip Big
Messages work properly. Specifically, Eudora expects your server to add
a Status: header once Eudora has downloaded the first few lines of the
message. Eudora uses that line as a signal that it already has the first few
lines and doesn t need to download them again.

Stopping a Mail Check

If you want to stop a mail check in the middle (because it is taking longer than
anticipated), hold down the [command] key and type a period [.].

Opening a Mailbox to Read a Message

To open a mailbox, select the desired mailbox from the list of mailboxes under the
Mailbox menu. The mailbox window is then displayed.
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Mailbox
In

Out
Trash

Testing
Archive P
Eudora P

Opening a mailbox window

To open a “nested” mailbox (one that is contained within a mail folder), select the
outermost folder from the Mailbox menu (folders are designated by an arrow next to
their names). This displays the sub-menu of mailboxes and/or folders within the outer
folder. Select the desired mailbox (or continue selecting sub-folders until the mailbox
can be selected).

Mailbox

Testing
Archive
Eudora

Eudora Test
Internet Legal
Mac Uer.
Marketing
Save Messages
Testing
Windows Der.

Opening a mailbox in a mail folder

If any messages are stored in the mailbox, they are listed as individual message
summaries. A message summary usually consists of the message status and priority, the
sender/recipient of the message, the date it was received, its size and the subject heading.
See the “Anatomy of a Mailbox Window” section for descriptions of these fields.

Fon Ourbin 3:25 PM 8/3,/93 Test Message-—1
R Fion Ourbin 2326 PM 8/3,93 Test Message 2
- Fon Ourbin 3:26 PH 8/3,/93 Test Message 2
L Fon ODurbin P3:26 PH 83,93 iTest Message 4
®  Ron Ourbin ©4:35 PM 8/3/93 ! 1iTest Message 5 =
* ‘Ron Durbin P 4:35 PM 8/3/92 .0 1 Test Message 6 T
43 /50K /2 1K K I [

Message summaries listed in the In mailbox

To open a message, double-click on its message summary, or, if the message summary is
current (highlighted), select Open... from the File menu or press the [return] key.
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Creating Mailboxes and Mail Folders

There are two ways to create new mailboxes and mail folders. You can create mailboxes
and folders using the Mailboxes dialog under the Special menu (see the “Mailboxes
Window” section), and you can create mailboxes and folders using the New... option
under the Transfer menu (see the “Creating a Mailbox During Transfer” section). The
Mailboxes window is most useful if you want to create several mailboxes at one time.
The New... option is most useful if you want to create a mailbox and simultaneously
transfer a message or messages into that mailbox.

Anatomy of a Mailbox Window

Mailbox windows are one of the most important elements of Eudora.

Sfc—F—"7———————In
Fion Ourbin 3:25 PH 8/3,/93 Test Message—1
R Fon Ourbin 3:26 PM 8/3,/93 Test Message 2
. Fion Ourbin 3:26 PH B/3,/93 Test Message 3
® Hon Ourbin D326 PM 833 L 1iTest Message 4
s ‘Fon Durbin L35 PH 8/3/03 ! 1iTest Message S =
®  Ron Ourbin {4:35 PH 8/3,/93 ‘Test Message 6 3
43/50K/2 1K &2 B

A mailbox window

Message Summaries

Each line in a mailbox window represents one message and is called a message
summary. To select a message summary, single-click on it. There are several ways to
select more than one summary. You can select a summary and drag through the ones you
want to select. You can select one summary, hold down the shift key, and select another
summary to select both summaries and all the summaries between them. Finally, you can
hold down the [command] key and select individual summaries. This allows you to make
“disjoint” selections.

Fion Ourbin 3:25 PM 8/3,/93
_Hnn Ourbin L3 PH &/3 /93 i
iRon Ourbin i 3

Test Message—

{Ron Ourbin i 326 PM 2/3/93

[ 43 /50K /2 1K [l

A disjoint selection in a mailbox window

Mailbox Window Columns

A mailbox window (and hence each message summary) is divided into five columns:
Status/Priority, Sender/Recipient, Date, Size, and Subject.

The Status/Priority column displays two separate items. The first is the message status,
which is one of the following:
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. The message has not been read (all mailboxes except Out), or is
queueable but has not been queued (Out mailbox only).
<blank> The message has been read (all mailboxes except Out), or is not yet able
to be queued because it has no recipients (Out mailbox only).
Reply has been chosen for the message.
Forward has been chosen for the message.
Redirect has been chosen for the message.
The message has been sent (outgoing messages only).
The message was transferred from the Out mailbox before being sent.

©nwg TR

The message priority is displayed as follows:

A Highest priority
A High priority
(blank)
Normal
v Low priority
v Lowest priority

For more information on message priorities, see the “Message Priorities” section.

The Sender/Recipient column shows the sender of the message (for incoming messages)
or the recipient or intended recipient (for outgoing messages).

Note: Bugs in some POP servers/mail transport systems may result in Eudora
displaying the sender of incoming messages as ???@???. This is because
the required From: header is missing.

The Date column displays the date and time the message was sent, or, for timed
messages, the date and time the message is scheduled to be sent.

Note: The date is formatted according to the short date format in current use by
your Macintosh, and the time is formatted according to the current time
format.

The Size column displays the size of the message, in K (K = 1024 bytes).

The Subject column displays the subject of the message. This information was typed into
the message header by the sender.

Resizing Columns

You can resize any column in a mailbox window. Move the mouse pointer until it is over
the dotted column divider to the right of the column you want to resize. The pointer turns
into the column resize cursor.
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= In EEEI
2:18 PM 11528/, 2
— 11:38 AR 117287 ¢ 2isudora
f.".+.". 12:681 PM 11528/ +~2iRe: Stufflt Ex
(_. 1 e:asmf..{,.ﬂ Re: RAnother fea
N .53 PM 11/26/ 2 Eudaora over Di
]

Column resize cursor

Simply press the mouse button, drag the divider to the position you desire, and release the
mouse button. The column divider moves to the new location, and the mailbox is

redrawn.
SI=———————In
Faon Ourbin 3:25 PM..: 1iTest Message-1
F Fion Ourbin 23:26 PM.: 1iTest Message 2
- Faon Ourbin 3:26 PM..: 1iTest Message 3
- Fion Ourbin 23:26 PM..: 1iTest Message 4
- Faon Ourbin 4:35 PHJ++1 Te=st Message 5 =
- Fion Ourbin 4:35 PM..} 1iTest Meszsage 6 E?
43 /50K /2 1K K I [

Mailbox after resizing column

You can only shrink a column as far as its left divider. If you do so, a double divider line
is displayed in place of the column, and its contents are hidden. To redisplay the column,
drag the right divider line to the right.

SI=v—"———————In
Fion Ourbin Test Message—1
R Fion Ourbin Test Message 2
L Fion Ourbin Tast Mes=saqge 3
- Faon Ourbin Test Message 4
- Ron Ourbin Test Message 5 E
- Fion Ourbin Test Message G E;
43 /5012 1K K I &

Mailbox window with a hidden column

Mailbox Size Display

The lower left corner of each mailbox window displays size information for that mailbox.
Three numbers are displayed. The first is the number of messages in the mailbox; the
second is the total amount of space those messages require; and the third is the amount of
disk space that is wasted in the mailbox. Eudora occasionally recovers this wasted space
on its own. To force Eudora to recover this space from all mailboxes, select Compact
Mailboxes from the Special menu. To compact an individual mailbox, hold down the
[command] key and single-click on the mailbox size display.
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= n———— |
Fion Ourbin 3:25 PM 8/3,/93 0 1iTest Messgge—1

R Fion Ourbin 3:26 PM 8/3,/93 . 1iTest Message 2

- Fion Ourbin 3:26 PM 8/3,/93 0 1iTest Message 3

® FHon Ourbin 326 PM E/3M3 L 1iTest Message 4

*  Fon Durbin P 4:35 PM 8/3/93 .0 1Test Hessage S =

*  Fon Durbin ig: g2/2/02 i 1iTest Message G 3

43 /50K /2 1K K I | =

This mailbox contains 43 messages, which take 50K of disk space — 21K of which is wasted

Deleting a Message

Eudora User Manual

As a safeguard against inadvertent deletions, two steps are required to delete a message in
Eudora. For any current message, choose Delete from the Message menu. This does
not actually delete the message, but transfers it to the Trash mailbox. To delete messages
from the Trash mailbox, select Empty Trash from the Special menu. Quitting the
program also empties the contents of the Trash mailbox when the Empty Trash on Quit
option in the Switches... dialog is turned on. Finally, if you want to delete just a few
messages from the Trash mailbox, highlight them and select Delete from the Message
menu. Deleting a message that’s already in the Trash removes it from Eudora completely.

Also, unless the Easy Delete option in the Switches... dialog is turned on, any attempt to
delete a message that you have never opened (or a Queued message that hasn’t been sent)
results in Eudora asking for confirmation before proceeding with the deletion.

You haven't read all those
messages. Trash them anyway?

: Cancel I Yes I

Warning for deleting unread or unsent messages

Compacting Mailboxes: Recovering Storage Space

Even after a message has been deleted with the two-step process described above, the
storage space which that message originally required is still taken. Normally, Eudora
recovers this space automatically when it becomes troublesome. However, if disk space
is very tight, you can force this to happen earlier than usual. In order to reclaim the
storage space, select the Compact Mailboxes from the Special menu. To compact an
individual mailbox, hold down the [command] key and single-click on the mailbox size
display (see the “Mailbox Size Display” section).

Note: Eudora compacts mailboxes automatically when you close them under
either of two conditions. Mailboxes are compacted if the amount of
wasted space in the mailbox is greater than the amount of space the
messages in the mailbox use, or if the amount of space
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wasted in the mailbox is greater than 5% of the free space on the volume that

contains it.

Transferring a Message to a Different Mailbox

Messages may be transferred between any two mailboxes. For any current message,
select the mailbox to which the message should be transferred from the Transfer menu.
The message is removed from its previous location and stored in the selected mailbox.

-» In
-* Trash

Neds...
-* Testing
-» Archive

Neur.,.,
-* Eudora Test
-*» Internet Legal

-* Marketing !

-» Save Messages
-» Testing
-» Windows Der.

Margaret Akin 2:19 PHM 9/280M, . Fresentation on Useability Testing
Fon Ourbin 3:45 PM 92800, Test Message-1

Fon Ourbin 3:45 PM 92800, Test Message-2

Fon Durbin 3

EF: o Ourbin
® iRon Durbin
34 /55K /6K [

Test Message-3

Transferring a message

If you hold down the [option] key while transferring a message, the message is copied
into the new mailbox instead of transferred. This is useful if you want to file a message

in more than one mailbox.

Creating a Mailbox During Transfer

To create a mailbox and transfer the current message into it at the same time, select
New... from the Transfer menu instead of the name of a mailbox. The New mailbox

dialog is displayed.

Eudora User Manual
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Creating a mailbo¥ in “Eudora Folder®,

Please name the new mailboH:

[J™ake it a folder
[]Don’t transfer, just create mailbox

=

g

New mailbox dialog

Type in the new mailbox name and click OK. The mailbox is created and added to the
Mailbox and Transfer menus. The current message is also transferred into the new
mailbox. However, if you check the Don’t transfer, just create mailbox option, the
mailbox is created but the message isn’t transferred into it.

You can also create mailboxes using the Mailboxes dialog under the Windows menu (see
the “Mailboxes Window” section). The Mailboxes window is most useful if you want to
create several mailboxes at one time.

Creating a Mailbox Folder During Transfer

Eudora allows you to create mail folders in which you may keep one or more mailboxes
and even other sub-folders that hold additional mailboxes. In other words, not only can
mailboxes be organized into folders, but folders can be contained one within another.

To create a new mail folder during message transfer, select New... from the Transfer
menu instead of the name of a mailbox. The new mailbox dialog is displayed. Type the
name of the new mail folder and check the Make it a Folder option. Click OK to create
the folder.

Creating a mailbox in “Eudora Folder™.

Please name the new mailboH:

|Eudora By QUALCOMM |

(<] Make it a folder
(] Don’t transfer, just create mailbox

Creating a mail folder

The new folder name is displayed at the bottom of the list of mailbox names under the
Mailbox and Transfer menus. There is an arrow next to the name designating it as a
folder and not as a mailbox. Your message can’t be transferred, however, since messages
must be in mailboxes and you have not yet created a mailbox. Therefore, the new
mailbox dialog is displayed again. Now, type the name of the mailbox you want to create
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within the newly-created folder and click OK to complete the transfer.
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Mailboxes Window

Mailboxes and mail folders provide a structured way for Eudora users to organize
received messages. The Mailboxes window allows you to create new mailboxes and
folders and to remove and rename them. You may also want to move mailboxes and
folders from one folder to another one.

To accomplish any of these tasks, choose Mailboxes from the Special menu. The
Mailboxes window is displayed.

S—"———— Mailboies ———————15
| Eudora Folder | | Eudora Folder |

Save Messages |i Save Messages |i|
Eudora ] Eudora ]

|| o) L

i i

[ﬁeisexr;e] [ Mew ] [iimz;mw] [ MNewr ]

Harmaps Ermnus
femowe)

The Mailboxes window

The window has two identical listings with scroll bars, each entitled Eudora Folder (or
whatever the name of the folder holding your mail is — see the “Mail Storage” section).
These list the names of the mailboxes and folders you have created (folders are identified
by an arrow to the right of the name). This list is similar to that displayed under the
Mailbox and Transfer menus, except that the In, Out, and Trash mailboxes aren’t
included. Underneath each of the lists are buttons labeled Rename, New, and Remove.
Between the lists are two additional buttons labeled Move, each pointing from one list to
the other.

Double-clicking on any of the mailboxes in a list opens that mailbox window on the
screen. Individual messages can be selected, opened, and otherwise manipulated from
there.

Finding the Mailbox or Folder

If the Mailbox window isn’t big enough to display all of your created mailboxes and
folders, use the scroll bar on the right side of either list to view the rest of the mailboxes
and folders.

Double-clicking on a folder (denoted with an arrow to the right of its name) changes the
current title of the list from Eudora Folder to that of the chosen folder. The contents of

the list also change to the names of mailboxes and sub-folders contained in the chosen
folder.
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S0=———— MailboHes EEE'
| Eudora Folder | | Eudora Folder |
Save Messages [{F Save Messages [{-
Testing Testing
i ; Eudora »
=———— MailboHes —————015
| | Eudora Folder |
Honam| Mac Der. [ Save Messages [i]
(5| Marketing Testing
Windows Der. Eudora 3
| i
I ik
[§§£§¥§é§§’¥§i§] [ New ] [iié?gzgxgm?] [ New ]
Hamaps B
[&]

Opening a mail folder

To move back out of the sub-folder to the folder that contains it, select the inner folder’s
title above the listing of its contents. A popup menu is displayed listing the available
folders. Choose one of the folder names in this popup menu to change the list to reflect
that folder’s name and contents.

SO=—————— Mailboies =————"

| Eudora Folder |

Eudora Folder
A Save Messages [+

Marketing Testing

Windows Der. Eudora 3
=—————— Mailboiers —c————[17
| Eudora Folder | | Eudora Folder |
Hanaw| (Save Messages [0 Save Messages [i¢|
G| [Testing Testing
| |[Eudora » Eudora >
|| Coow) i
ik i
[§§ié§’§<’§§’§’§i§] [ New ] [§§§?§3§$§'§3§?] [ New ]
Hamaus e yEpsEr
[&]

Moving back out of a mail folder

Removing a Mailbox or Folder

With the Mailboxes window open, use the scroll bar and selection tool to locate the name
of the mailbox or folder that you want to remove.

Note: You can perform this function using either of the two lists in the Mailboxes
window. It is not necessary to locate a mailbox or folder in both lists
before deleting it.
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Once the desired mailbox/folder is found, click on it once to select it. Then, click on the
Remove button that is located below the list.

EN=———— Mailbotes ———p15|
| Eudora Folder | [ Eudora |
Save Messages |+ Mac Uer. 7]
Testing Marketing
Eudora »

i i
[§§<§;;<‘;sss<{| [ Mew ] [Hename] [ Mew ]

Hamapa Remor.
Removg] 5

Starting to remove a mailbox

A dialog is then displayed asking you to confirm the mailbox removal. Click on the
Remove It button to remove the mailbox.

f Remove “Windows Uer.”?

= ¥

oy [ Cancel ] [[Hemuueli]] [Hemuue HII]

Mailbox removal dialog

If you press the [command] key while selecting from a list of mailboxes/folders, you can
select more than one mailbox or folder simultaneously. When you click on the Remove
button, the mailbox removal dialog is displayed to verify the removal. The dialog
contains the name of the first mailbox you have selected. If you click on Remove It,
Eudora removes that mailbox, and then displays another dialog for the next mailbox. If

you click on Remove All, all of the selected items are removed without any further
prompts.

If you choose to remove a mailbox in which messages are still stored, or a folder in which

other mailboxes or folders are stored, all messages/mailboxes/folders contained within
the selected mailbox are also removed.

“mMac Ver.” has stuff in it. You can’t undo
the removal. Messages will NOT be put in
the Trash. Remove it anyway?

B I Cancel I [Flemuue It] [Hemuue HII]

Removing a mailbox with messages in it
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Renaming a Mailbox or Folder

With the Mailboxes window open, use the scroll bar and mouse pointer to locate the
name of the mailbox/folder that you want to rename.

Note: You can perform this function using either of the two lists in the Mailboxes
window. It is not necessary to locate a mailbox or folder in both lists
before renaming it.

Once the desired mailbox/folder is found, click on it once to select it. Then, click on the
Rename button that is located below the list.

A dialog is then displayed requesting the new name. Type in the new name and click on
Rename to rename the mailbox/folder.

Rename “Mac Uer.” to:

|Mac ler. New |

E
oy Cancel l Rename l

Renaming a mailbox or folder

Creating a New Mailbox or Folder

New mailboxes and folders can be created using the Transfer menu, as described in the
“Creating Mailboxes During Transfers” section, or they can be created using the
Mailboxes window.

To create a new mailbox or folder, select Mailboxes from the Special menu. Double-
click on the folder in which the new mailbox/folder is to be created to open it. Its name is
displayed above one of the lists, and its contents are displayed therein.

Note: You can perform this function using either of the two lists in the Mailboxes
window. It is not necessary to locate a folder in both lists before creating
a new mailbox or folder inside it.

Click on the New button that 1s located below the list.

S0—"———— Mailboies —=e—"———015
| Eudora Folder | | Eudora |
Save Messages |t Mac Uer. 7]
Testing Marketing
Eudora k Windows Ver.
|G ) i
i i
[ﬁemisrm] [ Mew ] [éﬁ}mmz%}] [ New

Hamapa Eemnoue
[

Creating a new mailbox
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A dialog is displayed requesting the name of the new mailbox.
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Creating a mailboX in “Eudora®.

Please name the new mailboH:

‘Eust Suppor{ |

[J™ake it a folder

=

X )

Naming a new mailbox

Type in the new name, check the Make it a Folder option if you want to do so, and click
OK. The new mailbox/folder is displayed in the designated folder’s listing. The newly
created mailbox/folder is also added to the Mailbox and Transfer menus.

Moving a Mailbox (or Folder) from one Folder to Another

The Mailboxes window provides the means for moving mailboxes and folders to other
folder locations. This is why there are two lists in the window.

To begin, locate in one of the lists the folder or mailbox you want to move. In the other
list, find and open (by double-clicking on the name) the destination folder such that its
name is displayed above the list, and its contents are displayed. Then, select the mailbox
or folder you want to move. Now click on the Move button that points from the list

containing the item you want to move to the list displaying the destination folder. The
chosen mailbox/folder is moved to its new location.

S[I=———— Mailbotes §E§|
| Eudora | | Eudora Folder |
Save Messages |ir
Mac Uer. *» Move ¥» | |Testing
Marketing Eudora b
Windoj==—t== —
| Eudora | | Eudora Folder |

Renam| |Mac Uer. Cust Support 7]

@ Marketing Save Messanes

Windows ler. Testing

Eudora k
L4 e O

|5

o]
]

[

[55{55;4;;;;{5] [ New
Hamapa Ermnue

Moving a mailbox, before and after

[iié?i'séﬁé'é'sé?] [ New

]
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Attachments

Any Macintosh document can be attached to and sent with a Eudora message. To attach a
document to a current outgoing message, select Attach Document... from the
Message menu. A standard file dialog is displayed. Once the desired document is
located, select it and click on the Open button to attach the document to the message.

%Mo Recipients, «No Subjects

1 % v B v v ] ap

To: Hhobson Exs
From: Ron Durbin <rdurbin@gqualcomm. coms —
Subject: Attachment Test Message
Co:

B
Attachments:

Here i=s the requested attachment.

|fj] Interop Mailer v I — RDurbin

BB Card Final i
Check Mark B

Dir Mail Ret P5S Desktop

Direct Mail Return
E by OC Mac ler Comp

E By OC Mac Ver Comp P5
Interop Cov Letter new
Label Border Iy l Open l

Attaching a document

Eiwnt

Q[

o) [ A

The attached document functions like a “rider” to the E-mail message, and thus it does
not appear within the message text. Instead, the name of the document and the disk from
which it was copied is displayed automatically in the Attachments: field of the message

header.
S[]=——= «No Recipient», «<No Subjecty S==—=—x—=m15|
1 # v B v v ap
To: Mhobson il

From: FRon Durbin <rdurbin®gqual comm. com®
Subject: Attachment Test Message
Cc:
B
Attachments: :ROurbin: Y885: Interop Cow Letter new:

Here is the requested attachment.

Q[

An outgoing message with an attached document
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Note: A document cannot be attached to a message through manual editing of
the Attachments: field.

When the message is sent, if the chosen document is not a plain (ASCII) text file, it is
formatted in the selected attachment format (AppleDouble, AppleSingle, or BinHex) and
sent with the message. This allows you to send any kind of document through the mail,
even Macintosh applications.

If the chosen document is a plain text file (and if the Always As Documents option in the
Switches... dialog is turned off, or Always As Documents is not selected in the icon bar),
it is not encoded in any special format before being sent, but rather it is added to your
message as though you had typed it in manually.

Multiple Attachments

Multiple documents may be sent with a single message, but each document to be attached
must be selected as described above.

Detaching a Document

To detach a document before the message is sent out, click anywhere on the name of the
document in the Attachments: field of the composition window. Then, press [delete] or
select Clear from the Edit menu.

Receiving an Attachment

There are two primary ways you can receive an attached document from another Eudora
user. One way prompts you to choose what folder the attachment should be placed in and
to assign the attachment’s name. The other way automatically receives all attachments in
a pre-specified folder on your disk. Both ways are described below.

Manual Receive of Attachments

Unless you choose Automatically save attachments to in the Configuration... dialog,
whenever you receive a message with an attachment from another Eudora user a standard
file dialog is displayed. Use this dialog to choose where to put the document and what to
call it.

= RDurbin

© Baspmbly Ling

[0 Box

[0 Data Sheet

i Bosument Cop Gimen
¥ Fudars Bawn Tent

"

O Fuddors Gub ¥ Het

Save attachment as: Cancel
Eudora Schedule | __m

Manually receiving an attachment

£ ipni

Desktop

Eudora automatically decodes the attachment, and it arrives on your disk just the way it
left the sender’s.
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Saving Attachments Automatically
The most convenient way to save attachments is to a pre-specified folder on your disk.
To set this up, select Configuration... from the Special menu. In the dialog, click on
the large button beneath Automatically save attachments to:

Meszage Window wWidth: Applization TERT files belong to:

= Size:

&

Starting to select an attachments folder

[ ]
Mes=age Window Height : I:I [ TeachText ]
Soreen Font: [ Mishawaka | [ Autornatically save attachrents to:
Size: IZ' [ ]
Print Font: | Courier | k
—

A dialog is displayed through which you may choose a folder in which arriving
attachments are automatically saved.

|ﬁ Eudora Folder I

= Rourbin

[0 Signature Folder

r—
POF aced §§§ £t

Feeal Man Desktop

Connecti _ ) OFfline

M o Use Fulderi

G Cancel
Return & T [ J
Check Fo

il

Move until the folder you want is shown in the
small rectangle at the top, above the list of files
Dialup Us and folders. Then click "Use Folder".

Fh Servg

Message
Message window Height: I:l [ TeachText
Sereen Font: | Mishawaka | |:| Autornatically save attachrments to:
Size: IZl [
Print Font: | Courier |
= = Size: I:l

 UUTOTT

g

Selecting an attachments folder

Double-click on the name of the folder into which you want Eudora to put attachments
(its name should be displayed in the menu above the list). At this point, click on the Use
Folder button.

The dialog then closes, leaving the Configuration... dialog displayed. The name of the
folder you just selected to receive attachments is now shown in the button. If you ever
want to specify a different folder to receive attachments, simply click on this button and
the dialog for choosing an attachments folder is redisplayed.
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In order for the folder to be used, the Automatically save attachments to: option must also
be checked. Eudora checks this for you when you select a folder.
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Meszage Window 'width: Application TEXT files belong to:
Meszage Window Height: [ TeachText ]
Sereen Font: [ Manaco | [£] Autematically save attachments to:

Size: E [ Eudora ]
Print Font: | Coutier |

An attachments folder is selected

Note: If at some future time Eudora cannot find your selected folder (perhaps
because the volume that contained it is not available), it unchecks the
Automatically save attachments to: option. However, the name of the
folder remains in the button until another folder is selected.

When invoking this option, attachments are decoded automatically and saved directly
into the selected folder. The name given your attachments is recorded in the message
from which they came. If you receive multiple attachments with the same name, a
number is added to each attachment’s name.

Not Saving an Attachment

You may choose not to save the attached document. This is done by clicking the Cancel
button in the above dialog. In such a case, the attachment is included in the body of the
message. The document has to be saved to a file and decoded manually to appear in its
proper format.

Note: The application “Stuffit,” among others, can be used to decode such
documents.

Non-Eudora Users Receiving Attachments

If you send an attachment to someone who doesn’t use Eudora, the attached file is
included at the end of the message in the chosen attachment format (AppleDouble,
AppleSingle, or BinHex). If the recipient does not use a Macintosh, AppleDouble is
probably the best format as it is most usable on non-Macintosh platforms. If the recipient
does have a Macintosh, BinHex is the best format. If the attachment is encoded in Bin
Hex, however, it is not usable until the recipient has decoded it.

Note: The application “Stuffit,” among others, can be used to decode such
documents.

Replying to, Forwarding, or Redirecting an Incoming Message

This section describes the Reply, Forward, and Redirect commands found in the Message
menu. These commands are different from the Reply To, Forward To, and Redirect To
commands found in the same menu. This latter set of commands is used with the Quick
Recipient list (see the “Using the Quick Recipient List” section for descriptions of
these commands).
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Replying to a Message

To reply to a current message, select Reply from the Message menu. A new message
window is displayed, with the original sender’s address automatically placed in the To:
field of the header. The original sender’s text is also
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automatically included in the message body (prefixed by “>" at the beginning of each
line). This text may be edited as needed. Additional text can be added to the reply just
as to any outgoing message, and the reply can then be sent or saved for further changes.

Don Wells, 8:36 AM 9/23/9...,Class Today

[::] Subject: Class Today

Date: Thu, 23 Sep 93 02:36:35 -0700
X-Sender: dwellsBwizard. qualcomm. com
To: mhobson, rdurbin, dkesl, ttermoaat
From: dwells cDon Hells)

Subject: Class Today

C: jwnZ, jjacobs

Class today will be in Conf 5 bldg A. ..

Here going to talk aboutdand hopefully demo? MHEWSHATCHER and how to use it
to read newsgroups | ike comp.sys.mac.comm which talk about Eudora all the

time: -2, ...
don [EL] Don Wells, Re: Class Today =—=|
] # v v « [ ap

To: dwells cOoh Hells?

Fraom: FRon Durbin <rdurbin@gualcomm. com:
Subject: Re: Class Today
Cc:
B
Attachments:

*Class today will be in Conf 3 bldg A. ..

¥

*Here going to talk gboutiand hopeful ly demol) HEWSHATCHER and how to use it
*to read newsgroups |ike comp.sys.mac.comm which talk about Eudora all the
hime:—d. ...

S

»don

1"l =see you there.

R

A message and its reply

An incoming message for which the Reply command has been used is identified by an
“R” in its message summary.

SI=————————— In EEE'

Tanya Thoch

AM 27593,

Meeting Maker

Fon Ourbin

F Fon Ourbin

iSteus Oorner

PR 8/3/93..

PM S /503,

Test Message 2

iRe: Lost Document

- Fon Ourbin

FM 2/3/93.

Test Message 4

=] Sl I

[<a]i

49 /72K 3K

‘R’ indicates that the message has been replied to

Modified Forms of Reply
There are several variations of the Reply command.

Reply all:
If you hold down the [option] key when selecting Reply from the Message menu, the
reply message is sent to the sender of the original message and to everyone who received

it. This is useful for carrying on group discussions electronically.
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However, if the Reply All option in the Switches... dialog is turned on, reply all is the
default, and you must hold down the [option] key to reply only to the message sender.

Don’t include self:
If the Include Self option in the Switches... dialog is turned off, Eudora does not include
your return address in the reply all.

Quote selection only:

In some cases, you may wish to respond to only a portion of the sender’s message. This
can be done by first highlighting the desired text in the sender’s message. Then, hold
down the [shift] key when selecting Reply from the Message menu. Only the highlighted
text is quoted in your reply message.

Forwarding a Message

You may want to relay, or forward, messages to other users. To forward a current
message, select Forward from the Message menu. A new message window is
displayed, with your address automatically placed in the From: field of the header. The
original sender’s text is also automatically included in the message body (prefixed by “>”
at the beginning of each line). This text may be edited, and more text can be added to the
message. Type the address of the person to whom you want the message forwarded in the
empty To: field of the header. The message can then be sent or saved for further changes.

Don Wells, 8:36 AM 9/23/9__. Class Today

[::] Subject: Class Today

Date: Thu, 23 Sep 93 08:35:35 -0700
r-Sender: dwel lsBwizard. qualcomm. com
To: mhobson, rdurbin, dkesl, ttermoot
From: dwells (Don Hells)

Subject: Class Today

Co: jwnZ, jjacobs

Class today will be in Conf 5 bldg A. ..

Here going to talk aboutlond hopeful ly demo) HEHWSHATCHER and how to wuse it
to read newsgroups | ike comp.sys. mac.comm which talk about Eudora all the

time:-3. ...
don E]E===—————=«MNo Recipient:, Class Today =————"H15
NI PE . 0P
To: JUHZ
From: Ron Durbin <rdurbinfqualcomm. com:
Subject: Class Today
Cc:
B
Attachments:

*Oate: Thu, 23 Sep 93 08:26:55 -0700

*h—Sender: dwel |sBwizard. qualcomm. com

*To: mhobson, rdurbin, dkeel, ttermaat

*From: dwells (Don Hells?

*Subject: Class Today

o junZ, jjacobs

3

*Class today will be in Conf 5 bldg A. ..

S

*Here going to talk aboutdand hopeful ly demo? HEWSHATCHER and how to use it
*to reqd newsgroups |ike comp.sys.mac.comm which talk about Eudora all the
hime:—0. ...

S

>dan

Forwarding a message

Eudora User Manual Reference



Reference

Eudora User Manual

An incoming message for which the Forward command has been used is identified by an
“F” in its message summary.

Tanya Thoch

9:32 AN 8/5,/93.. 1 2iMeeting Maker

Fon Ourbin

R iRon Durbin

teve Dorner

FM 8/5,/93.

Fe: Lost Document
Test Message 2

FM 873793,

P3:26 PM 8/3/93. 0

1:Test Message 4

®  Ron Durbin

419 /72K 20K

[<a]u

Redirecting a Message

‘F’ indicates that the message has been forwarded

Eudora provides a way to redirect messages that you decide were more appropriately sent
to someone besides yourself. To redirect a current message, select Redirect from the
Message menu. A new message window is displayed. The address in the From: field is
that of the person who originally sent the message, by way of your address. In addition,
there are no “>" markers at the beginning of each line of the original text. However, you
may edit or add more text to the message. Type the address of the person to whom you
want the message redirected in the empty To: field of the header. The message can then

Eudora User Manual

be sent or saved for further changes.

Don Wells, 8:36 AM 9/23/9...,Class Today

[::] Subject: Class Today

Date: Thu, 23 Sep 93 08:36:55 -0700
X-Sender: dwellsBwizard.qualcomm. com
To: mhobson, rdurbin, dkeel, ttermaat
From: dwzlls {Don Hells?

Subject: Class Today

Co: jwn2, jjacobs

Class today will be in Conf 5 bldg A. ..

Here going to talk aboutland hopeful Iy demo» MEWSHATCHER and how to use it
to read newsgroups |ike comp.sys.mac.comm which talk gbout Eudora all the

Class todoyg will be in Conf 5 bBldg A. ..

Here going to talk about{and hopeful ly demo» MEWSHWATCHER and how to use it
to reqd newsgroups |ike comp.sys.mac.comm which talk about Eudora all the
time:—2. ...

dar

time:=2. ...
donE =—=——=————— #No Recipient:s, Class Today mE
(] s o8 o v o
To: JHHZ
Fraom: dwzlls ¢Don Hells? by way of Ron Durbin
<rdurbi nB'qua l comm . com: 2
Subject: Class Today
L
B
Attachments:

Redirecting a message

An incoming message for which the Redirect command has been used is identified by a

“D” in its message summary.
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SI=——————————————— In EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEE]El
Tanya Tkoch 9:32 AM 8/5,/93..1 3iMeeting Maker
Ron Durbin PM 84593111

iSteve Dorner P06 PM 2/5/93..F 1iRe: Lost Document

Fon Ourbin 326 1:iTest Mes=sage 2 =
® Ron Durbin ik
49 /72K /29K & I 5]

‘D’ indicates that the message has been redirected

Easy Repeat (“Canned”) Messages Using Redirect

If you find yourself sending the same message over and over again to different people,
you can keep a “canned” copy of that message and send it easily using the Redirect
command. To do this, first compose a new message as you normally would, but leave the
To: field blank. Save the message, and, if desired, use the Transfer menu to move it from
the Out mailbox into another mailbox (named “Canned Messages,” perhaps). When you
want to send the message to someone, locate the message and open it (or simply highlight
it in the mailbox window), select Redirect from the Messages menu, fill in the To:
field, and send the message.

Redirect and Signatures

When you use Redirect, your signature file (described in the “Creating a Signature”
section) is not added to the message when it is sent, unless the message was originally
created by you. Eudora considers the message to be originally from you if the address in
the From: field exactly matches your return address.

Creating and Using Nicknames

When addressing messages, Eudora supports the use of nicknames in place of full user
names. A nickname (sometimes called an alias) is an easily remembered, shorter
substitute for an actual E-mail address or group of addresses. Typically, nicknames are
created for persons with whom one has repeated correspondence, and hence serve as a
typing and reference shortcut. Eudora allows nicknames to be used in place of proper E-
mail addresses in the To:, Cc:, and Bcc: fields in the headers of outgoing messages.

To create, edit, or remove a nickname, select Nicknames... from the Special menu.
The Nicknames window is then displayed. This window is divided into three main fields.
The Nickname: field lists all your nicknames; the Address(es): field displays a selected
nickname’s expansion (the addresses that the nickname represents); and the Notes: field
contains your private notes on a nickname.
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S| Nicknames
Nickname: Addressies):
7]
|
]
Motes:

[§§i§§’§<’§¥§’§<§][ New ]

Eudora User Manual

s [

Fomoapea

Adding New Nicknames

To add a new nickname, click on the New button. The new nickname dialog is displayed

The Nicknames window

prompting you for the name of the new nickname.

Mickname:

Address(es):

What do you wish to call it?

B Put it on the recipient list

Cancel 0K
( : )

[§§<ar;<';$$;e][ New ]

Harndapa

[ Tal ] [

Type the name of the new nickname. If you want this nickname to show up on the Quick
Recipient list under the Message menu (see the “Using the Quick Recipient List”
section), click on the Put it on the recipient list option. Then, click OK.

The new nickname is displayed in the Nicknames: field of the Nicknames window, and
the insertion point is placed in the Address(es): field. Type the complete E-mail address

New nickname dialog

of the person to be represented by the nickname.

Eudora User Manual




Reference Eudora User Manual

SO=—————————— Nitknames =——————[HI=
Mickname: Addressies):
sdorher@sdorner . =l ip.uiuc. edu ﬁ
]
= =
Motes:
ik |
] ]
[Hename] [ New ]
[[ To: ]][ Cc: ] [ Bcc: ]
&

Entering an address for a nickname

If you’d like to add someone’s proper name to the address that you specify, just put it in
parentheses after the E-mail address.

Note: Be aware that the proper name is put in the To: field of mail messages
along with the full address.

You may also type a series of many E-mail addresses (and even other nicknames),
separated by commas or returns, in the Address(es) section. These multiple addresses are
represented by the single entered nickname. In this way, a nickname can be used for a
group mailing list.

S=—————— Wicknames EEEI
Nickname: Addressl(es):
*Steue 4| | Steve i
Johr Jahn ]
eudora-hot| inef'qual comm. com
]
4 |5
Motes:
] 7]

[Hename][ New ]

[ 1 Cc: il Boc: %

Using a nickname as a mailing list

Note: The Nicknames window is the only place where it is permissible to use a
[return] to separate addresses. Everywhere else, you must use commas.

The Notes: field can be used to enter any text you’d like to associate with a nickname,
such as the addressee’s company, title, or phone number.
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EDE Nicknames EEEI
Nickname: Address(es):
aSteue i | Steve iis
John dohi ||

eudora-hot| inefqual comm. com

<

@ =

Motes:

Thi=s list should be alerted when Eudora
issues arise

=

[Hename] [ New ] - - -
[ 1 Cc: I[ Beo %

Entering notes for a nickname

Note: The contents of the Notes field is not put in mail you send.

One nickname can point to another nickname, which can point to still another, and so on;
eventually, however, the nickname must end in a real address or group of addresses. For
example, Eudora contains John in its expansion, and John is itself a nickname for
jnoerenberg@qualcomm.com.

S=—————— Wicknames EEEI
Nickname: Addressies):

*Steue i | Steve iis

Jiohin Jabin

eydora-hot | i ne@qua l comm. com

S=—————— Wicknames EEEI
Nickname: Address(es):

3L i l| jroerenberg@qual comm. com {5

Eudora

One nickname using another nickname

Once you’ve finished typing addresses and notes, you can click the New button again to
make another nickname.

When finished making additions or changes, select Save from the File menu to save the
changes. If you close the Nicknames window without saving the changes, a dialog is
displayed asking whether the additions/changes you just made should be saved or
discarded.
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0 Save changes to “Nicknames”?

<

Saving changes to Nicknames

Changing and Removing Nicknames

To change a nickname, select Nicknames from the Special menu. Click once on the
desired nickname in the Nickname: field to select it. Then, click the Rename button. A
dialog is displayed allowing you to change the nickname. You can also add or remove
the nickname from the Quick Recipient list using the Rename dialog. Just check or
uncheck the Put it on the recipient list option. Once the changes are completed, click
OK.

Nickname: Address(es):

Steve | | | jnoerenberg@qual comm . com
ity
E

What do you wish to call it?

obon. |

[<] Put it on the recipient list

I e B

[Hename] [ New ] [ To: ] [ Coe ] [ Bce: ]

)

Renaming a nickname

To change a nickname’s corresponding E-mail address(es) and notes, click once on the
desired nickname to select it. The addresses and notes associated with the nickname are
displayed in the Address(es): and Notes: fields, and may be directly edited.
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EDE Nicknames EEEI
Nickname: Addressies):
Steue 4| | Steve ifs
®JohnH . Jahn ]

eydorg—hot | i ne@gua l comm. com

eudorg—=sales@gual comm. com

i
4 =
Motes:
Thi=s list should be alerted when Eudora Ets

issues arise

=

[Hename][ New ]

m To: [ Cc: ] [ Bcc: %

Changing a nickname expansion

To remove the nickname, click once on the desired nickname to select it. Click the
Remove button.

When finished editing or making deletions, select Save from the File menu to save the
changes. If you close the Nicknames window without saving the changes, a dialog is
displayed asking whether the additions/changes/deletions you just made should be saved
or discarded.

Make Nickname... Command
The Make Nickname... command can be used to make a nickname in two different ways.

From the Nicknames window itself, use command-click to select several different
nicknames, and then choose Make Nickname... from the Special menu. The new
nickname dialog is displayed prompting you for the name of the new nickname. Once
you have entered the name, click OK to create the new nickname with the selected
nicknames in the Nicknames window as its addressees. This is an easy way to make a
group nickname out of existing nicknames.
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Special
Fittar Masyagss Had
Make Nickname... 3%
Mickname: AAressies): o b
Eudora ifed ay Hedinipnt E

Remouve Recipient P

Steve

E[[&=——————— Micknam

Empty Trash
Compact Mailboxes ]

=l i )
Configuration...

Notes: Switches...

ommuninaiians...

Change Password...

[§§<§§’§<’§¥§’§<§][ Mew
[T JT_te (B )
=

Using Make Nickname... to make a mailing list

= Forget Password =

Alternately, you can make a nickname out of the address list of a current message. Open
a mailbox and single-click on the desired message to make it current. Select Make
Nickname... from the Special menu. The new nickname dialog is displayed prompting
you for the name of the new nickname. Once you have entered the name, click OK. If
the current message is an outgoing message, its To:, Cc:, and Bcc: fields are used for the
nickname’s addressees. If the current message is an incoming message, its From: field is
used for the nickname’s addressees. If multiple messages are current (i.e., you have
several message summaries selected in a mailbox window), addresses are taken from
each message and all are put in the new nickname’s expansion.

Special
Filter Messages 3#dJ
Make Nickname... ¥

Bifed ay Heddaivnt
Remove Recipient ) §§

Empty Trash
Compact Mailboxes

teve Dorrer

Configuration...
Switches...
Eomananinations...

20/37VE B

Forget Password
Change Password...

Making a nickname from current messages

Note: When an incoming message is current, Make Nickname... pretends to do a
Reply to the current message, and then takes all the recipients from the
reply message and uses them in the nickname expansion. This means that
Make Nickname... acts just like Reply in regard to the Include Self and
Eudora User Manual Reference
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Reply All options in the
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Switches... dialog. That is, if the Reply All option in the Switches... dialog is
turned on (or you hold down the option key), the nickname is made for all
of the recipients of the messages plus the sender, not just the sender.
Similarly, if the Include Self option in the Switches... dialog is turned off,
your address is not included in the new nickname s expansion.

Using the Nicknames Window to Address Mail

The To:, CC:, and Bcec: buttons in the Nicknames window can be used to start mail
messages or to add addressees to existing current messages. To create a new message
from the Nicknames window, select the nickname to which you want to address the mail
(you can select multiple nicknames by holding down the [command] key and clicking on
each nickname). Then, click the To: button.

EDE Nicknames EEEI
Nickname: Address(es):
i Steve <
idnhnH | Jehn |
Steve eudora—hot | i ne@qual comm . com
eydorq—=sa | es@qua | comm . com
ik
5 |5
MNotes:
Thi=s list should be alerted when Eudora
issues arise |
{'r
[Hename Mew
Cc: ] [ Bcc: ]
Hemuue
=

Starting a new message from the Nicknames window

A new composition window is displayed with the selected nickname(s) inserted the To:
field.
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=————— Eudora, «<No Subject: EEI
AR e o8B L v [ R
: Eudora Ets
: Ron Durbin <rdurbin®qual comm. com: ]
Subject:
Co:
Broo:
Attachments:
i
&

New composition window with addressee

Once the composition window is displayed, use the To:, Cc: and Bcc: buttons to insert
additional nicknames into the corresponding fields.

Note: If you hold down the [option] key when addressing messages using the
Nickname window To., Cc:, and Bcc: buttons, the full nickname expansion
is inserted into the appropriate message field rather than just the
nickname.

The Nicknames window can also be used to address existing messages, or new messages
created by selecting New from the Message menu. Make sure the desired message is
current (topmost), then open the Nicknames window and use the To:, Cc: and Bcc:
buttons to address the message.

Type-to-Select in the Nicknames window

When the Nicknames window Nickname: field is selected (indicated by the bold square
around the field), you can type the first few letters of a nickname to select that nickname.
If the bold square isn’t around the Nickname: field, click once on the list to select it.

Nickname: Nickname: Nickname:
| ®3lphas
cindy cindy
cogger cogger cogger
conpacters compac ters compac ters
*culbert ®cylbert ®culbert
dad dad dad
edj ed j edj
eudora—du eudora—du eudot-g—du
foobat foobar foobar
gearge george george
®gcttysburg ®gettysburg ®gettysburg
Jeffy Jeffy jeffi
Jdohn John

Type-to-select nickname

Nicknames and the Quick Recipient List

Nicknames and the Quick Recipient list are two separate entities. Nicknames are used as
an abbreviation for an address or a list of addresses. The Quick Recipient list is used to
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add addresses to messages via the Message menu. Nicknames do
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not need to be on the Quick Recipient list, and not everything on the Quick Recipient list
needs to be a nickname.

However, you may have nicknames to which you often send mail, and it makes sense to
add these nicknames to the Quick Recipient list. This is easily done from the Nicknames
window.

Examine the Nickname: field in the Nicknames window. Notice that there is a margin
between the first letter of each nickname and the edge of the field. Now, select a
nickname and place the mouse over the margin between the nickname and the edge of the
field. The cursor changes into a miniature image of a menu. Click the mouse once and a
bullet () is displayed in the margin area. This bullet indicates that the nickname has been
added to the Quick Recipient list.

EO=—————— Nitknames =—————P1-
Nickname: Address(es):
Euﬁﬂaﬂ 4t ||| sdorner@sdorner slip. uiuc. edu (Steus Dor‘ner‘)ﬁ
annf.
]
3] =
Notes:
[:]
] =
[Hename][ New ]
[ 1 ) e ) Bem
-

The nickname is now on the Quick Recipient list

Click again, and the bullet disappears, removing the nickname from the Quick Recipient
list. The Quick Recipient list is discussed further in the “Using the Quick Recipient
List” section.

Note: Double-clicking a nickname also puts it on or removes it from the Quick
Recipient list.

If you rename or remove a nickname that is also on the Quick Recipient list, the name on
the Quick Recipient list is also changed or removed.

Finish Nickname Command

The Finish Nickname command under the Edit menu is another nickname-related
function designed to save typing in header fields. It allows you to type only a portion of
a nickname in the To:, Cc:, or Bec: fields of a message, with Eudora completing the
typing task.

To use this option, type only the number of characters in the nickname that make it
unique with respect to other nicknames in the appropriate field of the message header.
Then, select Finish Nickname from the Edit menu. The partial text of the nickname is
automatically completed in the header field.
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For example, if you type an “S” in the To: field and you only have one nickname that
starts with the letter S, the Finish Nickname function completes the nickname in the
message header.
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Note: If you hold down the [option] key while finishing a nickname, the
nickname s expansion is inserted instead of the nickname itself.

Quick Recipient List

It may be more convenient to address a message by selecting a nickname or full address
from a predetermined Quick Recipient list. This eliminates the need to type frequently
used nicknames or addresses in the fields of outgoing message headers. By selecting a
nickname or address from the Quick Recipient list, the address or nickname is
automatically entered in the desired field. The list may also be used to more easily reply
to, forward or redirect messages.

Eudora uses a single Quick Recipient list that can be accessed via the New Message To,
Reply To, Forward To, and Redirect To selections under the Message menu, the Insert
Recipient selection under the Edit menu, and the Remove Recipient selection under the
Special menu.

Message

New Message N

Reply *R

Forward

Redirect

Send Again

New Message To |d Eudora
Reply To b| JohnN.
Forward To b Steve
Redirect To 4

fusus Mossans H#E

Changs dueueing...

fitach Dooument,,, Y

Delete #D

The Quick Recipient list

Creating the Quick Recipient List

The Quick Recipient list should consist of the nicknames or addresses of common
correspondents. To add a nickname to this list, choose Nicknames from the Special
menu (see the “Creating and Using Nicknames” section for more details). The
Nicknames window is displayed. Select the desired nickname or nicknames from the
Nickname: field. Then, click in the margin between the first letter of the nickname and
the left side of the field. This places a bullet in the margin and adds the nickname(s) to
the Quick Recipient list.
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S=—————— Wicknames EEEI
Nickname: Address(es):
*Eudora i l| eudora-=sales@qual comm . com {5
L LT —
*S5teus

scydora-hot | ine

eudorg—sal es

<

@ =

Motes:

=

[Hename][ New ]

m To: [ Cc: ] [ Bec: %

Adding a nickname to the Quick Recipient list

To add a full E-mail address to the Quick Recipient list, select the desired text that makes
up the full address from any current message header. Then, select Add As Recipient
from the Special menu.

Special

Ph ®U
E1= Marc Sands, 4:42 PM 9/24/9._..Re e =M

Add as Becipie
D Subject: Fe: Eudora 1.4 Copyright Fagd HRemove Recipient [ 2
Oate: Fri, 24 Sep 1993 16:42:48 -0200

To: Ron Durbin <rdurbin:, msands
From: msands{Marc Sands? EITII]‘H TrﬂSh_
=TT VR = =8 | zard . qua | comm . com Compact Mailboxes

Subject: Re: Eudora 1.4 Copyright Page H
Cc: JUMZ, SDORHER Mailboxes

| "we been swamped all doy and have to take Eunfiguratiun...
next Thursday. | hope this con wait til th

Switches...
I think the only real concerns are whether Ponnuninatiane
applies and rewvisit the restrictionh on perm -
manua ] Sl_gnature

Micknames #®L
See you Thursday! Make Nickname... #K

Forget Password
Change Password...

Adding an address to the Quick Recipient list

Using the Quick Recipient List

The Quick Recipient list is displayed when you select New Message To, Reply To,
Forward To, or Redirect To from the Message menu. To utilize the list, select a recipient
using one of these commands. Releasing the mouse button performs the action (new
message, reply, forward, redirect) and the chosen recipient is automatically inserted in the
To: field of the new message header.
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Message

New Message N
Reply ¥R
Forward

Redirect

Send Again

New Message To

d Eudora
Reply To 2

[ 2

b

JohnN.
msands@wizard.qualcomm.com
Steve

Forward To
Redirect To

fuane Mostags H#E
Changs duausing..

Hitaehy Booument,, 5H

Delete *D

Starting a message with the Quick Recipient list

More than one nickname or address from the Quick Recipient list can be added to the To:,
Cc: and Bcc: fields of any message. To do this, first place the blinking insertion point in
the field where you want the nickname/address to be inserted. Then, select the desired
recipient from the Insert Recipient list under the Edit menu. The chosen
nickname/address is placed at the insertion point and a comma is added (if necessary) to
separate the new address from the ones previously placed in the field.

Removing a Quick Recipient From the List

To remove a nickname/address entry from the Quick Recipient list, select it using the
Remove Recipient option under the Special menu. When you release the mouse
button, the selected recipient is deleted.

Note: Removing a nickname from the Quick Recipient list does not delete it from
the Nicknames window, but removing a nickname from the Nicknames
window deletes it from the Quick Recipient list.
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Finding Specified Text Within Messages

Eudora incorporates a Find function that searches for specific text within a single
message, multiple messages, or even multiple mailboxes. To display the Find sub-menu
of commands, select Find from the Edit menu.

TS i

Lt Wi
T AN
Fasis Wi
Paste fs Buniatipn =
i fwar

Ralag b BH HH
Bhan inseriinn Paint
iHran Seisd Hnn

Fivpbehy MNE RKanmy =,
Prrmart Hadiniend b

Find... ®F
Fard ¥| Find Again E Y

fntay Sseiention e

MeHt *;
Ment Message
Next Mailbox

The Find sub-menu

Finding Text Within One Message

To search for text within a single message, open the message and make sure it is current.
Then, select Find from the Edit menu and select the Find command from the sub-menu.
The Find dialog is then displayed, with the blinking insertion point located in the text
field.

S I==———————————--——"—"— Find
|Testing | [ Find |
= S;:ﬁ.:ﬂ]ﬂi?::ﬂnlu [ Next Mailbon | [Nexnt Message |
The Find dialog

Type the text you want to find in the text field. When finished entering the desired text,
click the Find button.

Starting at the insertion point of the open message, Eudora searches the current message
for the specified text. If no match is found, the not found alert is displayed.
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“Testing” was not found.

e

Unsuccessful search

If the search is successful, the message is scrolled to the first point where the match is
found and the matching text is highlighted.

Find

|Testing

=—w [ |M™atch case
1 [ Summaries only

| [_Find |

[Ne:-lt Mailhue] [Nth Message] [ Next }

S[J=———= Ron Durhin, 3:09 PM 9/29/9... Testing D=0
[::] Subject: Testing

Oate: Hed, 29 Sep 93 15:09:22 -0700
X-Sender: rdurbingwizard.qualcomm. com
Ta: rdurbin

From: Fon Durbin <rdurbin:

Subject:

The testing continues uncobated.

|

G[<]

Successful search

To continue searching in the same message for the next occurrence of the text, click the
Find button in the Find dialog, or select the Find Again command from the Find sub-
menu. These commands are equivalent and limit the search to the same message.
Repeating these commands cycles through the matches in the open message only.

d Find... #F
ETEER 3 d Aga ;
Enter Selection®3=
MNext *;
Mext Message
Mext Mailbox
festing NN

=7 [ |Match case

1 [J Summaries only ext

[Nth Mailbox ] [Nth Message]

Use the Find button or Find Again command to search within the topmost message only
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Enter Selection Command
If you don’t want to actually type the text in the Find dialog (for example, the text is very
long or complex), highlight it in an existing message, and then select Enter Selection
from the Find sub-menu. This automatically inserts the selected text at the insertion
point in the Find dialog. Then, select the Find command from the Find sub-menu to
start the search.

Finding Text Among Multiple Messages and Mailboxes

The Next, Next Message, and Next Mailbox commands are located in the Find sub-menu
(under the Edit menu) or as buttons in the Find dialog.

SN=E=————————— Find
|Testing | [ Fina_]
E:ﬁ::ﬂf’?::unlg [NEHt Mailbox ] [NEHt Message]l MNext l

The Find dialog

Next Command
The Next command allows you to search for the next match of the specified text until it is
found either in the same message or among all messages in the current mailbox.

1
Find... ®F
Gad ¥| Find Again EA

Enter Selection 3£=

Mext Message I!

Mext mHailbox

|Testing | [ Find |
= E:ﬂ;mﬂi?::unlu [ Next Mailbon | [Nexnt Message |

Use Next to find the next occurrence of the text string in or after the topmost message

Note: The Next command initiated in an open mailbox (even with message[s]
selected) searches for the specified text among all messages contained in
that mailbox. The search begins with the first selected message.

Next Message Command

The Next Message command begins the search at the message after the current message.
Eudora continues to search until it finds a matching character string, even if it has to open
more than one message or a new mailbox.
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1
Find... #®F
S ¥#| Find Again AT

Enter Selection 3=

MNext 3,

Next Messaqge

Next Mailbox
S[==——————————————— Find
|Testing | [_Fina ]

E S;,?;:;Iai?::unlu [Neut Mailhuu] [Neut Message]

Use Next Message to skip the rest of the occurrences of the text string in the current message
and search the next message(s)/mailbox(es)

Next Mailbox Command

The Next Mailbox command begins the search for the specified text in the mailbox
following the current mailbox. The search is conducted among all messages in that
mailbox and any subsequent mailboxes, including the In, Out, and Trash mailboxes. The
search includes all mailboxes, even if they are contained in mailbox folders or sub-
folders.

Note: Mailboxes are searched in the order they are listed under the Mailbox
menu until the current mailbox is reached.

1
Find... #®F
REERS ¥#| Find Again AT

Enter S5election 3=

Mext #;
MNext Message
Mext Mailboxn

E]

|Testing | [ Fina_]
E S;:ﬁ;ﬂﬂi?::ﬂnlu [Neut Mailhuu] [Neut Message]

Use Next Mailbox to skip the rest of the occurrences of the text string in the current mailbox and
search the next mailbox(es)

Note: When the character string is found in a message, the mailbox containing
that message is checked in the Mailboxes menu. This identifies the
location of the message.

Summaries Only, Match Case

If you know the text you are searching for is included in a message summary, check the
Summaries Only option in the Find dialog. When you click the Find button, Eudora

searches for the text only in the sender and subject fields of message summaries as they
appear in mailbox windows. Eudora searches much faster when this option is checked.
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fresting [NEETE

=7 [ |M™atch case - [
€4 [ summaries only [Neut Mailbox ] [Neut Message] Next

The Summaries only option makes Eudora search message summaries only

Normally, Eudora ignores capitalization when searching. If you want Eudora to consider
capitalization when searching, check the Match case option in the Find dialog. When this
option is checked, Eudora searches for exact matches of character strings, including any

capitalization.
ffestng G

=Z %;ﬁﬂaﬁ::unlg [ Next Mailbox | [Next Message |

The Match case option makes Eudora care about capitalization

Stopping a Find

If you want to stop Eudora from continuing a search, hold down the [command] key and
type a period [.].
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Sorting Messages Within Mailboxes

It is possible to sort the message summaries in a mailbox window according to their
status, priority, sender, date, or subject. These commands are listed in the Sort sub-menu
under the Edit menu.

Hngn e
Cut #H
Copy ®C
Fanis i
Paste #s Bunialinn B
Clear

Select Al #A
Bhaw inseriinn Poind
iHrap bels Hon

Fhsbedy M Knnme H,
ingard Hadipient B
Find 4

Sort by Status
Sort by Priority
Sort by Sender
$ort by Date
Sort by Subject

The Sort sub-menu

To use any of these commands, first open the mailbox to be sorted. Then, select the
appropriate command from the Sort sub-menu. The mailbox’s messages are sorted when
the mouse button is released.

Eudora sorts in ascending order; the smallest item first. To sort in descending order, hold
down the [option] key while choosing the desired command from the Sort sub-menu.

Tip:  Eudora'’s sorting algorithm is “stable.” This means that sorting on a
particular column leaves items of the same value in the same order as they
were before the sort. This feature allows you to sort based on multiple
criteria by using multiple sort commands. For example, if you want your
messages sorted by subject, and within each subject you want messages
sorted by date, first choose Sort by Date, then Sort by Subject.

Note: Sometimes Eudora does not sort by date properly. This happens if the
mail was stored under an old version of Eudora, and the table of contents
was rebuilt, or the messages have incorrectly formatted date fields or
unknown or incorrect time zones.
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Saving A Message to a File

Eudora allows you to save a current message(s) to a separate text file on your Macintosh
system. To do this, first display the desired message or highlight its summary in the
mailbox window. Then, select Save As... from the File menu. The Save As dialog is
displayed allowing you to choose a name and location for the file.

O General

O Interop Mailer
[0 Labels

O License Agmnt
[0 License Agmnt A
[0 Mac Document

Save as:
[untitled

[] Guess Paragraphs
O Include Headers

The Save As dialog

Note the two options at the bottom of the dialog. Guess Paragraphs instructs Eudora to
remove extraneous carriage returns from the message, leaving returns only at the ends of
paragraphs. In addition, it converts multiple spaces into tabs.

Include Headers instructs Eudora to retain the message’s header information in the saved
document. If this is unchecked, only the body of the message is saved.

Once you’ve made your choices, click on the Save button in the dialog.

= RDurbin
O General £ipni
2 Interop Mailer -
[0 Labels Desktop

[0 License Agmnt
O License Agmnt A
O Mac Document

Save as: Cancel
|Eudora Comments |

[<] Guess Paragraphs
] Include Headers

Saving a message to a text file

If you select multiple messages from a mailbox window and select Save As..., all of the
messages are saved to a single file.
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New Text Document

Open... 320
Close 1)
Sare S

Save As...

fond dueped Masiages ET

Check Mail (3:44 PM)

Page Setup...
Frint...

) . & PF 1 L
Frint koo Hon.. 3

R IE A A T 3]
[ e e o

Quit

Using “Save As...” to save several messages to one file

Tip:  When Eudora receives a very large message from the POP server, it splits
that message into multiple smaller messages. If you need to reassemble
the original message, use the Save As... command.

Choosing an Application for Saved Messages

When you save a message to a file using the Save As... command, the new text file is
formatted as basic ASCII text in a Macintosh document. The document type is
determined by the program you select using the Application TEXT files belong to setting
in the Configuration... dialog.

To do this, select Configuration... from the Special menu. The Configuration... dialog

is then displayed.
FOF account: | rdurbini@wizard .qualcomnm.com |
Feal Marme : | |
Connection Method : @ MacTCP {::' Cornrunications Toolbox {::' Offline

SMTP Serwer :

athena.qualsornmm.comm |

Return Address: |Ru:-n Curbin <rdurbin@qualcornmm.corns |
Check For Mail Every Minutels)

Fh Server: | athena.qualeomnm.corm |

Cialup Username :

|
Mezzage Window wWidth: Applization TEXT files belong to:
Meszage Window Height [ TeachText ]
Sereen Font: [ Monaco | [£] Automnatically save attachments to:
Size: E [ Attachments ]
Print Font:  |_ Courier |

& e

The Configuration... dialog
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Near the bottom of the dialog, click the large button beneath the Application TEXT files
belong to prompt. An alert is displayed prompting you to choose the application you
want to use to open messages saved as text files. A standard file dialog is also displayed.
Using this dialog, search through your disk to locate the desired application (probably
your favorite word-processing program). Select the application and then click Open.

Please choose the application you use to open text files.

[= Microsoft Word 5.1 ¥ |

[0 Glossaries afs — RDurbin
FOF accou < Microsoft Word

R O Sample Documents
=N 1 settings Files
Connectian g Desktop {:}Dfﬂine

|

OO Word Commands

SMTP Ser

Return Ad ﬁ I]DEI'I " n

e
Check For 7] Cancel
Fh Server
Dialup Usernarme [ |
Meszage Window ‘width: Application TEAT files belong to:
Mez=zage Window Height : [ TeachText ]
Soreen Font: | Monaco | [ Autornatically save attachrents to:
Size: E [ Attachments ]
Print Font:  |_Courier |
= = Size: |12
Y - [ Cancel ] [ 114 ]

Selecting an application to open the files Save As... creates

The selected application is then displayed in the Configuration... dialog.

Mezzage Window 'width: Application TEXT files belong to:
Message window Height : [ Microsoft Word ]
Sereen Font: [ Manaco | [£] Autematically save attachments to:
Size: E [ Attachments
Print Font: | Courier |

E

Size:
Cancel

The desired application is now selected
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Resending Rejected Messages

Mail Transport Agents are computer programs responsible for routing E-mail messages
through networks. If for some reason an E-mail message can’t be delivered to an
intended recipient, these programs return the message to the original sender. A message
is typically rejected because of an error in the recipient’s address, although many other
reasons are possible.

The message sent back from the mail system usually includes cryptic information that
may allow you to determine the reason for the message being rejected. It also includes
the text of the original message.

E[ =—=— Mail Delivery Subs...,...,Returned mail: Host unknown =1

[:] Subject: Returned mail: Host unknown

EE4 ¢ jwn2@qualcomm. comm> . .. 55@ Host unknown {Authoritative answer from name
saruar )

————— Recipients of this delivery —————
Bounced, cannot deliwver:
< juwn2@gua Loomm . Comn:

————— Unsent message fol lows -———

Received: from dorner.slip.uiuc.edu by uxc.cso.giuc.eda with SHTP id AARBZ&ZE
(5. 67a/I0A-1.5 for < juwnZBgualcomm.comm>y; Fri, 4 Dec 1932 18:85:12 -8c88
Received: from [B.8.8.8] {dorner.slip.uiuc.edu} by dormer. slip.uiuc. eda with

SHTP id AARB1137
(5. 65c/IDA-1.4.4 for junZ@Equalcomm.comm}: Fri, 4 Dec 1932 18:86:42 -B680
Message-Id: <13932126841886 ARBT 1 37Edorner . slip.uiuc. edul
Date: Fri. 4 Dec 1992 18:06: 45 —BQ608
To: junZEgqualoomm . Comm
From: test@dorher.slip.uiuc.edu (I. M. Testing)
¥-Sender: test@dorner.slip.uiuc.edu (Unverifisd)
Subject: Gualcomm & TTL PCS

GUALCOMHA Teams with Telesis Techrologies Laboratory to Launch PCS Trials

SAM DIEGO Mowvember 23, 1932 QUALCOMM Incorporated {(MASDAR: BCOM) and

A rejected message

Eudora deletes the error messages and added text and recovers the original message so
that you can make any corrections and resend it. To do this for the current message,
select Send Again from the Message menu. This eliminates the inserted extra text
and reformats the message as it originally appeared. You can then make changes or
additions and resend the message, if desired.

[=—— jwnZ2@qualcomm.comm, Qualcomm & TTL PL§ =—21E

] M v B v | 5

To: junZEgualcomm . comm
From: test@dorner . slip.uiuc.edu {I. M. Testing}
Subject: Bualcomm & TTL PCS
Cec:
Bco:
Attachments:

GUALCOMM Teams with Telesis Technologies Laboratory to Launch PCS Trials

SAM DIEGO Maowember 22, 1932 QUALCOMM Incorporated (HASOAR: QCOMY and
Telesis Technologies Laboratory {TTL), a subsidiary of Pacific Telesis,
today announced the joint testing of a Personal Communications Serwices
{PCS) sustem in San Diego. The sustem operates in the 1856-1998 MHz band
using BUALCOMM- s Code Division Multiple Access (COMA} digital transmission
techhnology. The tests are currently underway and are scheduled to continue
through the first quarter of 1993,

i PR BN | L i i i i . hldei

A rejected message, restored
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Message Priorities

Eudora allows you to assign priorities to your messages. These priorities are for
sender/recipient reference purposes only, and they do not affect the way Eudora handles
the messages.

There are five priority levels available, each represented by a small icon. Priorities range
from 1 (highest) to 5 (lowest). Priority 3 is assumed for messages that have no assigned
priorities, and it is not displayed.

A Highest priority
A High priority
(blank)
Normal
v Low priority
v Lowest priority

Message priorities are displayed in the Status/Priority column of the mailbox window.

EliEe————————————— |||
= Jenny Fornaoo 8:56 AN 8/10/9..¢ 1iEudora
Fon Durbin 10:10 AM 871009, 1iTesting
% Don MHells 10:35 AM 8/10/9..¢ ZiEudora - Filters Docs
Fi Jenny Fornaog 313 PM &/1009, 0 1 iEudora
Fion Ourbin 4:37 PM 8/1009.. ¢ 2:iEudora
M iScott Kenyon G:0Z PM 2/10,/.. ¢ 2iRe: Eudora — Filters Docs
F w iJdenhy Fornaog 1:12 PM 8/11/9..¢ 1iRe: Ouick Reference Text v
B0 /07K /43K =1 [

Message priorities displayed in the mailbox window

To change the priority of a message, open the message and choose the desired priority
from the Priority popup menu on the icon bar. The selected priority icon is then
displayed in the popup window.
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Frinrily
# [Highest)

i ~ (High) Recipient:, «No Subjecty =D
{Normal) v M v op

~ [Low) 3

¥ (Lowest) b i nEqua | comm . com: ]

Bitnnhmant fyne
¢} AppleDouble
f ties function.
¢} AppleSingle
« N BinHex

v Always As Documents

E[I==————= «No Recipients, «No Subjecty i cF—"o—— =

M v v il ap

To: rdurbin 4
From: FRon Durbin <rdurbin®gualcomm. com: ]
Subject: Test Message

Co:

Bz

Attachments:

This is a test of the priorities function.

Assigning a priority to a message

You can also change the priority of the current message(s) by holding down the
[command] key and pressing a number key from 1 to 5 (1 = Highest, 5 = Lowest).

When you receive mail with a priority other than Normal, Eudora adds an X-Priority:
header to the mail. The header lists the assigned priority.

S[J=———= Ron Durbin, 3:54 PM 9/29/9...,Test Message ——eoo""|

o
Subject: Test Message

Oate: Hed, 29 Sep 93 15:54:27 -0700
X—Sender: rdurbinBwizard. qualcomm. com
X-Priority: 1 (Highest)

Ta: rdurbin

From: Fon Durbin <rdurbin:

Subject: Test Message

|

This i=s a test of the priorities function.

o[«

An incoming message with a pre-assigned priority

Note: All new messages are created with Normal priority, even replies to
messages whose priority you have changed. The exception to this is that,
if the sender of a message gives it a priority other than normal, Eudora
insists on giving your reply the same priority. You can, however, change
the priority of your response by re-assigning it manually.
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Editing Message Subjects

Sometimes the subject of a message is not clear or descriptive. Eudora allows you to edit
the subject of any incoming message.

Note: After the are sent, the subjects of outgoing messages (messages sent by
you) cannot be edited. However, prior to being sent, outgoing message
subjects can be changed by editing the Subject: field in the message
header.

To edit the subject of an incoming message, open it from its mailbox window. Notice
that the subject is displayed below the title bar and above the message proper. You may
edit this text as you would any other text. When editing is complete, press Enter or
close the message. The new subject is displayed in the message summary. The contents
of the Subject: field of the message header remain unchanged.

In
Star|lene Bowman 12:31 PH 9/29,/9.. #55 honey peach couver stock
E. EBlomendale 12:38 FPM 9/29,/9. La Jolla Marriott rates
Dokt Hel l= (28 PM 9yszagsa, Fe: =lide for weiter

dow j ones (31 PM 9/z2a09, S0 29-Sep-93 close

1
z
Johin Moerenberg 1:032 PM 929/, ¢ 2is]jide for weiter
z
1
1
1

[ L

Fion Ourbin (09 PM 9/2a09, Testing
2 Fon Durbin (54 PM 972009, Test Message
47 JBEK /12K |
=1 Ron Durbin, 3:54 PM 9/29/9,., Test Message =—— g
o
Subject:
Date: Hed, 29 Sep 93 15:34:27 -0700 Bt

X—Sender: rdurbin@wizard.qualcomm. com
X-Priority: 1 (Highest)

Ta: rdurbin

From: Fon Durbin <rdurbin:

Subject: Test Message

This i=s a test of the priorities function.

Editing the subject of an incoming message
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In

Star lene Bowman 12:31 PM 9/20/9,.,

#5535 honey peach cover stock

E. Blomendale

12:38 PM 9/20/9. La Jolla Marriott rates

John Hoerenberg 1:03 PM 9/20/9,.,

=lide for weiter

Oon Hel l=

(28 PM 9/2a009. Fe: =slide for writer

dow j ones

(31 PM Q/2a,9, 50 29-5ep-93 close

Fion Ourbin
Fa

Testing

* Ron Durbin

iniaimaiaibaia

1
1
3:09 FH 9/z2a/9.,
3

(o4 PM 9/2a09. Friorities

42 JEEK /12K |

Ron Durbin, 3:54 PM 9/29/9...,Priorities

ElEe———
A
Subject: Pri

orities

Oate: Hed, 29 Sep

93 15:54:27 -0700

X-Sender: rdurbinBwizard.qualcomm. com
¥-Priority: 1 C(Highest>

To: rdurbin

Fraom: Ron Durbin <rdurbin?
Subject: Test Message

This is a test of

the priorities function.

After Editing the subject
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Note: If you reply to the message, the original subject is used for the reply, not
your changed subject. This gives you the freedom to put information
useful to you into the summary, without fear of your private notes being
revealed to your correspondents.

Printing

Eudora can print a current message or messages, a plain text window, or the contents of
the Ph window. To print from within Eudora, select Print... from the File menu with the
message or item displayed. If you have text selected in any of the above windows, you
can print just the selected text using the Print Selection... command under the File
menu.

Eudora automatically prints headers and footers on each page, giving the window title,
page number and your return address.

Using the Ph Window

Eudora can access two different directory services, Ph and Finger, via the Ph window. To
display the Ph window, select Ph from the Special menu.

S(=——————— Ph=———————

|
ts

Enter query tph server is athena.gqualcomm.coml:

al

=

The Ph window

The Ph window has two buttons (one for Ph and one for Finger), and two text fields (one
where you type your query, and one where you see the response).

Using Ph

To use the Ph protocol, the name of a Ph server must be entered in the Ph Server field in
the Configuration... dialog. To use Ph, type the name of the person you want to look up
in the query field and click on the Ph button. The server’s response is displayed in the
response field.
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S[[=————— Ph:steve dorner

Enter query {ph server is ns.uiuc.edu):

182 :There was 1 match to gour request.

alias: s-dorner
name: dorner steuven c.
email: dornerBuxl] . cso.uiuc.edu
phone: {2173 244-1765
addres=s: 1412b dcl, MC 2EB&
: 1384 w springfield
: urbana, il &1281
department: ccso — computing
title: res programmer
athetr: Mo langer with the University

: Reach by email to sdorner@gualcomm.com

A Ph query and its response

Note: You can type any Ph command in the query field, except login commands
or commands requiring login. For more information about the Ph server
source code, see Appendix A.

Using Finger

To use the Finger protocol, type your query into the query field. This query should be in
the form “name@domain.” If you omit the “@domain” segment, Eudora assumes you
mean your SMTP server host. Once the name is entered, click on the Finger button.

The finger query is sent to the host specified in the “@domain” part, and the response is
displayed in the response field.

[J==——— finger:bob@uxa.cso.uiuc.edu

Enter query {ph server is ns.uiuc.edu):

bobEuxa . cso.uiuc. edu

Directory: Sfmntdstudents/chuang Shell: fbinfcsh
Last login Thu Oct 22 23:44 on ttgrk from io-macii
Mo Plan.

Login name: ruwcdd5az2 In real life: Bob Cadman
Directory: fstudents homed/ruvc4BS92 Shell: fbinfcsh
Last login Thu Dec 3 21:83 on ttyt¥ from beretta
Mo Plan.

Login name: penka In real life: Bob Penka
Directory: fmntifstafficsolpenka Shell: fbinfcsh
Last login Thu Sep 24 12:34 on ttgpk from marlin

Login name: chuang In real life: chuang bob conrad

Eudora User Manual
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Creating a Signature

A “signature” is a brief message automatically added by Eudora to the end of outgoing
messages. It should consist of a few lines giving the sender’s full name and E-mail
address. Other pertinent details, such as phone number, postal address, or place of
employment are also sometimes included.

To create the signature, select Signature from the Special menu. A blank Signature
window is displayed. Type your signature text in this window.

ai———————————————— Sigl'lﬂtl.ll’E EEEI
—- e
Fonald C. Durbin |
OUALCOMM | neorporated
rdurbinBqua l comm. com
ik
0

Typing a signature

When you are finished typing the signature, close the Signature window. An alert is
displayed asking if you want to save the changes to your signature. Click Save. You
may modify your signature at any time by repeating this procedure.

In order to activate your signature on an outgoing message, click on the signature icon on
the icon bar.

S[I=———— «No Recipient», «No Subjects ==———=P|
]« # v b v v up
" To: rdurbin i

From: Ron Durbin <rdurbin@gqualcomm. com:
Subject: Test Messaged
Ciz:
Bz
Attachments:

o[«

Activating your signature in the icon bar

The signature text is not displayed at the end of messages you create, but your recipients
see it.
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Configuration... Dialog

In order for Eudora to work correctly, the program must be configured by providing it
with some basic though important information. To enter this information, select
Configuration... from the Special menu. The Configuration... dialog is displayed.

FOP account:

Real Marne

Connection Method : @ MacTCP l:::l Cornrunications Toolbox D Offline

SMTF Server:

RFeturn Address:

Check For Mail Every Minutels)

Fh Server:

Dialup Usernarne :

Meszage Window 'width: Applization TERT files belong to:

HEm

Message Wwindow Height : [ TeachText ]
Soreen Font: | Mishawaka [] Autornatically save attachrents to:
Size: [ }
Print Font: | Courier
= ¥ Size:

& '

The Configuration... dialog

The Configuration... dialog is divided into three segments: top, middle and bottom. Each
of the fields in the dialog is described below. The default settings are listed in brackets
after the name of each Configuration setting.

Note: In order for Eudora to function correctly, the correct information must be
entered into the fields in the top segment of the Configuration... dialog.
New users can safely ignore all of fields below the top segment.

POP account:

Real Marne

Connection Method : @ MacTCF {:) Cornrnunications Toolbos {:} Offline

The top segment of the Configuration... dialog

POP account: [none]

To receive mail with Eudora, you must have an account on a computer that runs a POP 3
server. This is the account to which your E-mail messages are delivered before they are
transferred to the Eudora program on your Macintosh. Enter your login name for this
account, followed by an “@” sign and the (domain) name of the computer.

For example, if your login name for your POP account is “carolyn,” and the name of the
computer is “uxh.cso.uiuc.edu,” type carolyn@uxh.cso.uiuc.edu in this field.

Eudora User Manual Reference



Reference

Eudora User Manual
Note: Ifyou use UUCP as your mail transport, see Appendix F.

Real Name: [none]

Enter your real name here. It is placed in parentheses after your return address in your
outgoing mail. It is also displayed in the Sender column of messages you send.

Connection Method: [MacTCP]

If you are using Eudora via a network connection, select MacTCP (meaning you are
using MacTCP software for communications). If you are using Eudora via a modem,
select Communications Toolbox (meaning you are using Communications Toolbox
software for communications). If you don’t want Eudora to attempt to make any
connections, select Offline.

SMTP Serwer : | |

Return Address: | |

Check For Mail Every I:l Minutels)

Fh Server: | |

Cialup Username : | |

The middle segment of the Configuration... dialog

SMTP Server: [none]

To send mail, a computer with an SMTP (Simple Mail Transfer Protocol) server program
is necessary. You need not have a login on this computer, but you must have access to it
through your network. If the computer on which you have your POP account is also an
SMTP server, leave this field blank. Otherwise, specify the name of the computer which
you want to use as your SMTP server.

Note: If you use UUCP as your mail transport, see Appendix F.

Return Address: [none]

Normally, Eudora uses your POP Account as your return address. If you wish to use a
return address other than your POP account, enter it here.

Important: If you do enter an address in this field, first test the address to be
sure that mail sent to it is indeed delivered to you. If you use an invalid
return address, no one can reply to your mail.

Check For Mail Every ? Minute(s) [none]

If you enter a number in this field, Eudora checks your POP server for new mail at
regular intervals and transfers any mail addressed to you to your Macintosh. The number
you enter specifies the number of minutes between checks of the POP server. It’s a good
idea to set this at no less than 15 minutes. Checking mail more frequently puts an
unnecessary drain on your POP server. This option only works when Eudora is running.
Leaving this field empty disables automatic checking.

Ph Server: [none]
Enter the host name of your Ph name server here.
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Note: For more information on Ph servers, see Appendix A.
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Dialup Username: [none]

If you use Eudora with the Communications Toolbox, and you have a secondary user
name for use during the dialup process, enter it here (this might be used as your login
name to a terminal server, for example). See Appendix D for details regarding how this
field may be used.

Message wWindow width: I:I Application TEAT files belong to:
Meszage Window Height : I:I [ TeachTent ]
Sereen Font: | Mishawaka | |:| Autornatically save attachrments to:

oo b ( )
Frint Font: | Courier

The bottom segment of the Configuration... dialog

Message Window Width: [none]

This field specifies the width of new and received message windows (in characters). If
you leave this field blank, the default value is 80. This setting has no effect on what your
mail looks like when it is sent. When mail is sent, Eudora wraps at or before 76 columns.

Note: If you use a proportional font, Eudora sets the window width based on the
width of the “0” character.

Message Window Height: [none]

This field specifies the height of new and received message windows (in lines). If you
leave this field blank, the default value 1s 20.

Note: If the Zoom Windows option in the Switches... dialog is turned on,
received messages window heights are automatically adjusted to the
length of the message text.

Screen Font, Size: [Mishawaka]

This popup menu allows you to select a screen font to be used for displaying the text of
your Eudora messages and mailbox windows. Type the size (in points) of the font you
want to use in the Size field.

Printer Font, Size: [Courier]

This popup menu allows you to select a font to be used when you print messages using
the Print... command.

Application TEXT files belong to: [TeachText]

When you choose Save As... from the File menu, Eudora creates a Macintosh document
that is saved for the application named in this field. That is, when you double-click the
saved file, this application is used to open it. You may want to set this option to your
favorite word processing program. To change the setting, single-click on the application
name button (the default is TeachText). A dialog is displayed allowing you to select the
application (see the “Choosing an Application for Saved Messages” section).
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Automatically save attachments to: [off, none]

If this option is checked, Eudora automatically places file attachments that come with
messages into the specified folder. To change the setting, single-click on the application
name button (the default is blank). A dialog is displayed allowing you to select the
folder (see the “Saving Attachments Automatically” section).

Dialog

You may tailor many aspects of Eudora to your own needs and preferences. Some of
these are set with the Configuration... dialog described in the previous section. Others are
set with the Switches... dialog. If the setting can be either on or off, it’s in the Switches...
dialog; if a choice beyond on or off is required, it’s in the Configuration... dialog. To
display the Switches... dialog, select Switches... from the Special menu.

Composition: Checking: Switch Messages With:
] May use OP [] save Password [J Plain Arrows
] Word Wrap [ Leave Mail On Server | < Cmd-Arrows
(d Tabs In Body [] Skip big messages )
[<] Keep Copies Sending: Miscellany:
] Use Signature i send On Check [ Show HII_ Headers
L1 Reply to Al (< Fixt curly quotes [J Zoom Windows
[ Include Self O Immediate Send b Easy Delete
send Attachments: Get Attention By: g:"ﬂ?g?“#fﬂiﬂ?ﬁ'ngt
O] Always As ] Alert u
Mac Documents (<] Easy Open
[<] Sound
Encode With: = FI (J Show Progress
ash Menu lcon [] Auto-0k
L) AppleDouble [ Open “In” Mailbox
® BinHex (Mail arriral only)
=

The Switches... dialog

The Switches... dialog is divided into seven groups of options, with a descriptive heading
above each group. A check in the box next to the option indicates that the option is on.
Each of the options is described below. The default settings are listed in brackets after
the name of each option.

Composition: Options

Many of the Composition: options can be turned on and off for individual messages using
the icon bar displayed at the top of the message composition window. However, setting
them here establishes these settings as the icon bar defaults for all new composition
windows.

May use QP [on]

If May use QP is on, Eudora uses quoted-printable encoding when necessary, such as
when messages that contain long lines of text or special characters are sent. If this option
is off, quoted-printable encoding is not used.
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Word Wrap [on]
If Word Wrap is on, a carriage return is not required at the end of each line of type in an
outgoing message. Eudora automatically wraps text to the next line, with line breaks at
roughly 76 characters per line. This makes your mail more legible to recipients using
line-oriented mail systems. It is strongly recommended that you turn this option on.

Tabs in Body [on]

If Tabs in Body is on, hitting the [tab] key within the message body results in Eudora
inserting enough spaces to move the insertion point to a multiple of 8 characters from the
start of the line. This mimics the way tabs work on many terminals. If this option is off,
hitting the [tab] returns the cursor to the To: field of the message header.

This option also controls the handling of tabs in text that is pasted into the message
window and in plain text attachments that are not sent as documents. If Tabs in Body is
on, tabs in such texts are replaced with the above mentioned number of spaces, as though
you had typed them in.

This option also controls what Eudora does with tab characters that appear in mail
downloaded from your POP server. If the option is on, Eudora replaces these with the
appropriate numbers of spaces, like it does for typed or pasted text.

It is suggested that you keep this option turned on. Otherwise, you may get messy results
when receiving mail that contains tab characters.

Keep Copies [off]

If Keep Copies is on, a copy of each sent message is kept in the Out mailbox (their
summaries are marked with an “S” in the Status/Priority column of the Out mailbox
window). If this option is off, Eudora moves outgoing messages to the Trash mailbox
after they are sent.

Use Signature [on]
If Use Signature is on, Eudora automatically attaches your signature file (if you have one)
to the end of outgoing messages.

Reply to All [off]

If Reply to All is on, selecting Reply from the Message menu creates a message
addressed not only to the sender of the original message, but also to all of its recipients.
If the option is off, Reply addresses the new message only to the sender.

You can use the [option] key to reverse this setting for any given reply. That is, if this
option is off, holding down the [option] key while choosing Reply replies to all, and vice-
versa.

Note: This option setting also affects the Make Nickname command (see the
“Make Nickname... Command” section).

Include Self [off]

If Include Self is on, when you do a reply all (as described above) your address is left in
the address list of the new message and you receive a copy of your own reply. If this
option is off, your address is removed from the reply message.

To determine who you are, Eudora uses the “me” nickname, if you have one. If not, it
uses the contents of the POP Account and Return Address fields from the Configuration...
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dialog.
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Note: This option setting also affects the Make Nickname command (see the
“Make Nickname... Command” section).

Send Attachments: Options
These options define the way attachments are sent.

Always As Mac Documents [off]

If Always As Mac Documents is on, attachments sent between Macintoshes are kept in
their original Macintosh formats. When sending a document to another platform, turning
this option off allows Eudora to convert the attachment into the format most likely to be
understood by other platforms.

Encode With [Bin Hex]

This two-position option allows for the selection of what format documents you attach to
outgoing messages are encoded in: AppleDouble or Bin Hex. AppleDouble is best for
recipients with MIME; Bin Hex is most compatible with old Macintosh mailers and
previous versions of Eudora.

Checking: Options
These options determine the way Eudora checks for and receives mail.

Save Password [off]

If Save Password is on, you never have to enter your password to check your mail (even
if you quit Eudora and restart it) because your password is stored on your Macintosh.
Only use this option if your Macintosh is in a secure place.

Leave Mail on Server [off]

Eudora normally transfers your incoming messages from your account on the POP server
to your Macintosh, and deletes them from the POP server. If Leave Mail on Server is on,
Eudora transfers incoming messages to your Macintosh and also keeps copies on the POP
server (see the “Leave Mail on Server Option” section).

Skip big messages [off]

If Skip Big Messages is on, Eudora does not download the entire texts of very large
messages from the POP server, but only downloads the first few lines. This can be useful
on slow connections (see the “Skip Big Messages Option” section).

Sending: Options
These options determine the way Eudora sends mail.

Send on Check [on]
If Send on Check is on, Eudora automatically sends any messages that are queued in the
Out mailbox whenever it checks the POP Server for new mail.

Fix curly quotes [on]

If Fix curly quotes is on, Eudora replaces all “smart™ quotes in message text or
attachments with "conventional" quotes prior to sending the message/attachment. The
“smart” quotation marks are special characters, and this option allows messages to be
sent without using quoted-printable encoding.

Note: If your recipients have MIME, there s no reason to use this option. Only
turn it on if most of the people you correspond with don't use MIME.
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Immediate Send [on]
If Immediate Send is on, the rightmost button in the icon bar of the message composition

window is labeled Send. Clicking on this button immediately sends the message to the
POP server. If this option is off, the button is labeled Queue

Eudora User Manual Reference



Reference

Eudora User Manual
and clicking on it places the message in the Out mailbox marked ready for delivery (Q).

Get Attention By: Options

These options determine what Eudora does when it is running in the background and
wants your attention, or when new mail arrives.

Alert [on]
If Alert is on, Eudora uses an alert to notify you when new mail is received.

Sound [on]
If Sound is on, Eudora makes a noise when it needs you. There are two different sounds,
one for the arrival of mail and one for everything else.

Flash Menu Icon [on]

If Flash Menu Icon is on, Eudora flashes an icon in the menu bar when it needs you.
Eudora uses two different icons, a Mail flag when you have new mail and an envelope
with an exclamation point in it for everything else.

= il

The new mail and attention icons

Open “In” Mailbox [on]

This option applies only to the arrival of new mail. If Open “In” Mailbox is on, Eudora
automatically opens the In mailbox when new mail arrives. It also scrolls to the end of
the mailbox and selects the first unread message of the last unread batch of messages, or
FUMLUB. If this option is off, Eudora doesn’t open the In mailbox when new messages
arrive.

Switch Messages With: Options

These options allow you to activate the Macintosh keyboard arrow keys as a method of
toggling through messages.

Plain Arrows: [off]

If Plain Arrows is on and there is a message window open on the screen, the Macintosh
keyboard arrow keys can be used to close the current message and open the next or
previous message in the mailbox. The up or left arrow key opens the previous message;
the down or right arrow key opens the next message. If this option is off, the arrow keys
can be used to move the insertion point in messages.

Note: FEven if Plain Arrows is on, the arrow keys do not switch messages if there
is a message composition window topmost on the screen.

Cmd-Arrows: [on]
If Cmd-Arrows is on, message switching using the arrow keys (as described in the “Plain
Arrows” section above) is permissible only when the [command] key is depressed.

Note: The Cmd-Arrows keystrokes do work when composition windows are open
on the screen.

Miscellany: Options
These options control miscellaneous Eudora functions.
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Show All Headers [off]
If Show All Headers is on, Eudora displays the complete header, including routing
information, with the message. If this option is off, Eudora withholds this additional
information.

Note: If you want to see all headers for just one incoming message, close the
message and reopen in with the [option] key held down.

Zoom Windows [off]

If Zoom Windows is on, new mailbox and message windows automatically open to their
“zoomed” size. The zoomed size is computed on a window-by-window basis. For
mailbox windows, zoomed size is just wide enough to display the widest summary, and
just long enough to display all the summaries (but no longer than the Macintosh display
screen). For message windows, zoomed size is just long enough to display all of the
message(but no longer than the Macintosh display screen), and as wide as the Message
Window Width setting in the Configuration... dialog. Composition windows zoom to the
height specified by the Message Window Height setting in the Configuration... dialog.

Easy Delete [off]
If Easy Delete is on, Eudora does not alert you when you are deleting messages you
haven’t read or transferring queued messages out of the Out mailbox.

Mailbox Superclose [off]
If Mailbox Superclose is on, closing a mailbox window closes all open messages from
that mailbox.

Empty Trash on Quit [on]

If Empty Trash on Quit is on, Eudora empties the Trash mailbox whenever you quit the
application. If this option is off, Eudora only empties the Trash when you select Empty
Trash from the Special menu.

Note: If you want to remove some messages from the trash but don 't want to
empty it entirely, highlight the summaries you want to delete and select
Delete from the Message menu. The selected messages are deleted.

Easy Open [on]
If Easy Open is on, deleting or transferring the current message opens the next message
in the mailbox, but only if it is unread.

Show Progress [on]

If Show Progress is on, Eudora displays a Progress window at the top of your screen to
advise you of progress made when making a network connection, transferring mail or
some other long operation.

Auto-Ok [on]

Many network problems are temporary. When a problem occurs while Eudora is
transferring or checking your mail, you are notified in the same way you would be if you
were receiving new mail (see the “Get Attention By: Options” section). If Auto-OKk is on,
these notifications automatically go away after a couple of minutes. This allows Eudora
to try the communication again. This setting is most useful if you have a non-zero value
for the Check for mail every ? minute(s) setting in the Configuration... dialog.

Note: Turning this option on may cause some Communications Toolbox
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connection tools to give you less progress information and feedback.
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Balloon Help

Eudora has extensive Balloon Help. From the Balloon Help menu, choose Show
Balloons to turn this function on. Move the mouse pointer to a Eudora menu selection
or item on the screen to display a brief description of that item (see the example below).
When you no longer require assistance, choose Hide Balloons to turn Balloon Help off.

Note: If you have an extended keyboard with a [help] key, it can be used to turn

Balloon Help on and off-
«No Recipient:, «No Subject: =———0
§ v Up~r el N v []] RR
. Eudora iz allowed 1o S
- Ron Durbi|l wse Quoted-Printable omF —
Subject: encoding if
Ci: neceszary. [Good
Boc: idea.]
Attachments:
I
]
&

Help balloon example

It’s possible to turn balloon help on even when a dialog is displayed. If you’re not sure
how to respond to a dialog, try balloon help.

Quitting Eudora

To quit the Eudora program, select Quit from the File menu. If you have queued
messages, or timed messages due to be sent in the next 12 hours, you are asked if you
want to send them (see the “Quitting with Queued Messages” section). If the Empty
Trash on Quit option in the Switches... dialog is turned on, quitting Eudora also empties
your Trash mailbox.
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Mail Storage

The first time you start Eudora, it creates a Eudora Folder within your System Folder.
Even though you do not need to access the Eudora Folder during normal operation, this
section is provided to show you where Eudora stores your mailboxes and messages.

Eudora Settings

Your Configuration and Switches information is saved in the Eudora Settings file, along
with your Quick Recipient list and the list of open windows (Eudora reopens the
windows the next time you start the program).

=_ H

L

Eudora Settings

Eudora Nicknames
Your nicknames are saved in the Eudora Nicknames file.

Note: This file is a plain TEXT file in UNIX “.mailrc” format.

= @

Fudnra Nicknames

In, Out, and Trash
These files hold your mail. You’ll see files like these for every mailbox you create.

Note: These files are in UNIX mail format.

Mot Trazh

In.toc, Out.toc, and Trash.toc

These files are the tables of contents for your mailboxes. They make it much faster for
Eudora to access your mail. You’ll see files like these for every mailbox you create.

|| =1 A
Ead [ | |
Ead [ | |
(L i A

In tnr Mt tae Trash tar
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Eudora Log, Old Log

the Eudora Log file

Eudora keeps records of all mail transfers. These records are kept in the Eudora Log and
Old Log files. The Old Log file is overwritten and a new Eudora Log file is created when

System 7 Aliases

reaches its approximately 100K maximum size.

Eudora Log O1d Log

Eudora supports the use of aliases for mailbox and .toc files that, for some reason, you

within the Eudora folder.

have moved to a location outside the Eudora Folder. This allows you to open these

mailboxes from within Eudora. Place Eudora aliases in the Eudora Folder or a sub-folder

Sharing a Macintosh with Other Users

If you are sharing a Macintosh with other users, make a copy of the Eudora Folder for

each user. The copies can be named whatever you like, and put anywhere you like,

including on floppies or network volumes. To tell Eudora which folder to use, launch

Eudora by double-clicking on the Eudora Settings file in that folder.
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Sharing one Macintosh among multiple Eudora users
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A Word About Memory

Eudora alerts you if it is running low on memory.

Memory is tight. You may need to close some
& windows, clean up your In, Out, and Trash
mailboxes, or increase Eudora’s memory size.

Your current memory size is 300K; | suggest
using at least 391K.

= E3

& [ Live Dangerously ]

A low memory alert

When this alert is displayed, quit Eudora and assign it additional memory. To do this, use
the Finder to locate the Eudora application file and single-click on it to select it. Select
Get Info from the Finder’s File menu to display the Eudora Info dialog. Type the
amount of memory you want Eudora to have in the Current size field. Then, close the
window and restart Eudora.

E[[l=——— Eudoral.4 Info §_|

= =
S Eudoral .4

Kind : application program
Size: 452K on disk (460,911 bytes used)

Where: Elurbin: Eudora: 1.4 Manual:
Eudora™ 1.4

Created: Thu, Sep 9, 1933, 4:47 PM
Modified : Mon, Sep 27, 1993, 255 PM
Yersion: 1.4

Comments :
E.....Hemnr“ ...........................................
{ Suggested zize: 3T K
[ Locked Current size: |300 K

Changing Eudora’s memory size

You can see Eudora’s estimate of how much memory it needs at any given time by
choosing About Eudora... from the Apple menu with the Eudora application running.
Eudora estimates the amount of memory it needs based on your open windows and the
size of the In, Out, and Trash mailboxes (which are constantly in use). The best way to
reduce how much memory Eudora needs is to clean up these mailboxes regularly or use
other mailboxes for long-term mail storage.
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Note: There’s no harm in giving Eudora more memory than it asks for. Eudora
is giving you the minimum suggested memory when it suggests size.
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Summary of Eudora Menu Commands

File

This menu provides basic file and mail program functions.

New Text Document

Open... 0
Close Al
Save S
Save As...

Send Queued Messages #T
Check Mail (5:04 PM)  #M

Fage Setup...
Print... #P
Print Selection...

Ouit #®0

Eudora User Manual

New Text Document
Create a new text file.

Open...
Open the selected message summary, or open a text file, or
open a Eudora Settings file.

Close
Close the current window.

Save

Save changes to the contents of the topmost window. This
applies to composition windows, text windows, and the
Nicknames window.

Save As...
Save the current message(s) to a plain text file.

Send Queued Messages
Send all messages that have been queued for delivery.

Check Mail
Pick up new mail from the POP server.

Page Setup...

Set printing options.

Print...

Print the current message(s), text window, or Ph window.

Print Selection...

Print the current selection from a message, text window, or Ph
window.

Quit

Quit the Eudora application.
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This menu provides text editing and sorting tools.

Show Insertion Point
Wrap Selection

Undo Paste ®
Cut #*H
Copy #C
Paste #U
Paste As Quotation '
Clear

Select All #A

Insert Recipient

Finish Nickname ®,

>

Find
Bard

o
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Undo
Reverses the last editing action taken on a piece of text.

Cut
Delete selected text and place it on clipboard.

Copy
Copy selected text and place it on clipboard.

Paste
Place contents of clipboard at chosen insertion point in
message.

Paste as Quotation
Place contents of clipboard at insertion point, with >’
characters at the beginning of each line to denote quoted text.

Clear
Delete selected text.

Select All
Select entire contents of message or mailbox.

Show Insertion Point
Scroll selection or insertion point into view.

Wrap Selection

Insert returns into the current selection, in the same way as
Eudora does when it sends mail. With the [option] key, unwrap
text the way Save As... does when Guess Paragraphs is turned
on.

Finish Nickname
Complete the partial text of a nickname in the field of a
message header.

Insert Recipient
Insert the chosen nickname/address from the Quick Recipient
list at the insertion point.

Find
Search for designated text or a character string within
message(s).

Sort sub menu
Sorts message summaries in a mailbox. Hold down the
[option] key to reverse the order of the sort.
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This menu lets you open a mailbox, or bring an open mailbox to the front.

| Maitbos I

In 1
+ Out
Trash

Testing
Archive P
Eudora P
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In
Open mailbox where incoming messages are stored until
deleted or transferred to another mailbox.

Out

Open mailbox where messages you compose are stored, and
where queued messages are held until actually sent, and where
copies of sent messages may be initially stored.

Trash
Open mailbox where deleted messages are stored.

[Your Mailboxes]
Mailboxes you create are also displayed in this menu.
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Message

This menu lets you create and delete messages.

Message

New Message

New Message EN Open new message composition window.
Eeplg . %R Reply
orwar
Redirect Reply to the sender of the current message.
Send Again Forward
Forward the current message to someone else.
New Message To 4
Forward To b Forward the current message to someone else, but make the
Redirect To » return address be the person who originally sent the message.
Husus Masgags #i Send Again . .
Change fuaueing... Resend a message rejected by the mail system. Be sure to fix
i i whatever caused the problem before you queue the message.
Hitach Bonument.., EH New Message To
Delete %D Send a message to someone on the Quick Recipient list.

Eudora User Manual

Reply To
Reply to the current message, but send the reply to someone on
the Quick Recipient list.

Forward To
Forward the current message to someone on the Quick
Recipient list.

Redirect To
Redirect the current message to someone on the Quick
Recipient list.

Queue For Delivery
Save the message in the Out mailbox and mark it as queued, or
ready to be delivered.

Change Queueing...
Queue a message, unqueue a queued message, or set a message
for timed send.

Attach Document
Attach file(s) to the current message.

Delete
Transfer the current message to the Trash mailbox; also used
for deleting messages from the Trash mailbox.
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Transfer
This menu lets you transfer current message(s) to the selected mailbox.

ronsrer I "

- In Transfer the current message(s) to the In mailbox.

- Trash Trash

Nettr Transfer the current message(s) to the Trash mailbox.

-> Testing New...

-> firchive  p Display New Mailbox dialog to create a new mailbox; current
> Eudora b message(s) may be transferred into that mailbox.

[Your Mailboxes]
Transfer the current message(s) to the selected mailbox that
was previously created by you.
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Special
This menu provides additional Eudora functions.
P |
Ph %1 Display the Ph window.

Add As Recipient
Add selected text to the Quick Recipient list.

fidd gy Hadiniend
Remove Recipient p

Remove Recipient

Empty Trash Select a recipient from this menu and the recipient is removed
Lompact Mailboies from the Quick Recipient list.
Mailboxes
Empty Trash
Configuration... Delete all messages from the Trash mailbox.
Switches... .
omnnuninations.. Compgct Mailboxes . .
Signature Reclaim unused space in mailboxes.
Nicknames L Mailboxes

Make Nickname... %K Display the Mailboxes window.

Forget Password Configuration...
Change Password... Display the Configuration... dialog.
Switches...

Display the Switches... dialog.

Communications...
Display the Communications Toolbox settings (not needed
when using MacTCP).

Signature
Display the Signature window.

Nicknames
Display the Nicknames window.

Make Nickname...
Create a nickname for an address or addresses in the current
message.

Forget Password
Make Eudora ask for your password the next time it checks for
mail.

Change Password
Change your password on the POP server computer. This
requires a special server.
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Window

All Eudora window titles are listed in this menu. Select one to open it or bring it to the front.
Send to Back

ent 1o Back %8 Send the topmost current window to the back of all displayed
windows.
In [Mailbox Windows]

Toggle between open mailboxes.
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