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LIMITED WARRANTY AND DISCLAIMER, LIMITATION OF REMEDIES AND DAMAGES you
ACKNOWLEDGE THAT THE SOFTWARE MAY NOT SATISFY ALL YOUR REQUIREMENTS OR BE FREE FROM DEFECTS. CLARIS
WARRANTS THE DISKETTES ON WHICH THE SOFTWARE IS RECORDED TO BE FREE FROM DEFECTS IN MATERIALS AND
WORKMANSHIP UNDER NORMAL USE FOR 90 DAY S FROM PURCHASE, BUT THE SOFTWARE AND ACCOMPANY ING WRITTEN
MATERIALS ARE LICENSED "ASI1S." ALL IMPLIED WARRANTIES AND CONDITIONS (INCLUDING ANY IMPLIED WARRANTY OF
MERCHANTABILITY OR FITNESS FOR A PARTICULAR PURPOSE) ARE DISCLAIMED AS TO THE SOFTWARE AND
ACCOMPANYING WRITTEN MATERIALSAND LIMITED TO 90 DAYSASTO THE DISKETTES. YOUR EXCLUSIVE REMEDY FOR
BREACH OF WARRANTY WILL BE THE REPLACEMENT OF THE DISKETTES OR REFUND OF THE PURCHASE PRICE. IN NO EVENT
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CONSEQUENTIAL, INCIDENTAL OR INDIRECT DAMAGES (INCLUDING DAMAGES FOR LOSS OF BUSINESS PROFITS, BUSINESS
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OUT OF THE USE OF OR INABILITY TO USE THE SOFTWARE OR ACCOMPANYING WRITTEN MATERIALS, REGARDLESS OF THE
BASIS OF THE CLAIM AND EVEN IF CLARIS OR AN AUTHORIZED CLARIS REPRESENTATIVE HAS BEEN ADVISED OF THE
POSSIBILITY OF SUCH DAMAGES.

Claris' liability to you for actual damages for any cause whatsoever, and regardless of the form of the action, will be limited to the greater of $500 or
the money paid for the Software that caused the damages.

THE ABOVE LIMITATIONS WILL NOT APPLY IN CASE OF PERSONAL INJURY ONLY WHERE AND TO THE EXTENT THAT
APPLICABLE LAW REQUIRES SUCH LIABILITY. BECAUSE SOME JURISDICTIONS DO NOT ALLOW THE EXCLUSION OR
LIMITATION OF IMPLIED WARRANTIES OR LIABILITY FOR CONSEQUENTIAL OR INCIDENTAL DAMAGES, THE ABOVE
LIMITATIONS MAY NOT APPLY TO YOU.



Welcometo Claris Emailer

This user’ s guide introduces you to the Claris Emailer™ application from
Claris Corporation. Claris Emailer is an electronic mail manager program for
the Macintosh. With Claris Emailer, you can:

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

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

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

= store sent and received messages and files

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

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

Using this user’s guide
This book provides instructions for installing and using Claris Emailer.

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

Chapter 2 gives an overview of Claris Emailer. If you are new to electronic
mail applications, be sure to read this chapter. If you are familiar with other
electronic mail applications, this chapter will help you quickly understand
how to use Claris Emailer.

Chapters 3 and 4 explain how to create, address, send, receive, file, and print
mail messages and add addresses to the Address Book.

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

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



Chapter 1. Installing Claris Emailer

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

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

What you need

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

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

= System 7.0 or later

= 1.5 MB of available memory (RAM) to run Claris Emailer (4 MB of tota
memory recommended)

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

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

Y ou also must have the following:

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

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

Installing Claris Emailer

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

Before you begin the installation, get the following information:

= account information for each online service that you use. Thisincludes
your account |Ds or addresses and the passwords to access your accounts.
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Lars ematler 1 U Installer

Leave as Easy Install to
install a version that runs on
any Macintosh, or select
Custom Install to install for a
specific Macintosh or
RadioMail network support

Disk where Claris
Emailer will be
installed

Clariz Ernailer 1.0

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

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

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

2. Place the CD-ROM disc, or the 3.5 inch disk labeled Disk 1 into the
appropriate drive and double-click the Installer icon.

Y ou see the Claris Emailer startup screen.
3. Click Continue.
Y ou see the Claris Emailer Installer dialog box.

Claris Emailer 1.0 Installer

| Easy Install - — Click to see

additional
Installs Claris Emailer for the Macintosh or Power Macintosh (FAT). information about

Claris Emailer

Click to select a
different disk or

[ Hard Disk ~T Ouit folder for the

installation

— Install Location

- (Csuten sk 3 ocaion
on the dizk “Hard Disk *

4. Click Install.

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

5. Click Quit.

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

6. Double-click the Claris Emailer icon.
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Y ou see the Personalize dialog box, where you enter your name, company
name (if applicable), and software serial number.

7. Type your name, company name, and serial number, pressing Tab
between each one. Then, click OK.

Y ou see thefirst setup screen.

= Easg Setup =

Ywelcorne to Claris Emailer. The following
zetup sereens ask you for infarrmation
about the online services that you use.

fou can send and receive messages once
you're finished with the setup sereens.
Although you'Tl have mare options to
choose from later in the Setup menu, you'll
find this initial setup beneficial.

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

#* User |, soreen name , of address
® Pazzword
#® Local access phone nurmbet

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

Theinitial setup can get you using Claris Emailer quickly. You can
always change or add to your initial settings later.

If you would rather use the Setup menu to enter more customized setup
information, click Done. For more information about configuring Claris
Emailer, see chapter 6, “Configuring Claris Emailer.”

8. To step through the setup screens, click Next.

Follow the directions on each screen. See the next sections for
information about what you'll enter on the setup screens. When you finish
the last screen, click Done.

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

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

Note If you clicked Yes and entered more than one service, you see the
Connect Now Setup dialog box. Click next to the services you want to use
to receive your messages and click Connect. For more information, see
“Connecting to aservice” on page 3-1.
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Setting up Internet accounts
The following table describes entries you see when setting up Claris Emailer

for an Internet account.

In this text box

Type

POP account

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

POP password

The password you use to access your email

SMTP server

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

Return address

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

Setting up CompuServe accounts
The following tables describe entries you see when setting up Claris Emailer

for a CompuServe account.

In this text box

Type

Phone number

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

Retries

The number of timesto try reconnecting to the service if
aconnection error occurs

User ID

Y our account user identification number

Password

The password for your account

From this pop-up menu

Choose

Modem type

The kind of modem you use. If your modem isnot in the
pop-up menu, leave the setting as Hayes.

Baud rate

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

Network

The network that you use to connect to the service. This
is usually the CompuServe network.

Click Speaker on if you want to hear the modem connect.
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Setting up America Online accounts

The following table describes entries you see when setting up Claris Emailer
for America Online.

For this text box or pop-up menu Do this

Screen name Type your account screen name.

Password Type the password for your account.

Network Choose the network that you use to connect to the
sarvice from the pop-up menu. Thisisusualy AOLnet
or the Sprint network.

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

Setting up RadioMail accounts

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

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

address. Otherwise, leave this entry blank.

When you're finished installing

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

What gets installed on your hard disk

The Installer creates and places filesinto the Claris Emailer Folder. (The
installer also placesfiles, if you need them, in the System Folder.) When you
set up and use Claris Emailer, other folders and files are also created. The
following illustration shows where Claris Emailer places folders and files.
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Note If you use System 7.5 or later, the Macintosh Drag and Drop and the
Thread Manager files are built into your system. For adescription of the mail
folders, see “ Setting up foldersin the Filing Cabinet” on page 3-17.

Removing Claris Emailer from your hard disk

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

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

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

If you moved Claris Emailer from its original folder, you also need to locate
the original folder and put that folder in the trash can.
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Clariz Ernailer Folder

Clarizs Emailer 1.0

fa=s)

Hezsage Fromdare Simila

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

Starting Claris Emailer

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

Getting around

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

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

Tip To set which area of the Browser you see when you open

Claris Emailer, choose Preferences from the Setup menu. Then click the
General tab, select Open Browser to, and choose an option from the pop-
up menu. (If you want to open Claris Emailer with the Browser hidden,
deselect Open Browser to.)
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Click to close the —Fi——————=—Briwser D08 none’em——0
BrOWSer J._. In Box I_, Out B I Filing Cabinet I #ddress Book ]
|E View || Reply || Forward ||Dv File ||m Delete |
72 1] P T e
0

. Scroll to see
= more
= information

0in list, 0 selected

Y ou can sort and resize columnsin any area of the Browser.

To Do this

Resize a column Position the pointer over the vertical line between two column
headings. When the pointer changes to a double arrow, drag it left
or right until the column isthe size you want.

[ pate b subjest |

Sort acolumn Click the column heading. If acolumn can be sorted, the pointer
changestoa  when you move it over the column heading.

Changethesort order  Click  or

Connecting to services

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

Important Y ou must turn on your computer and modem, and launch
Claris Emailer for a connection to work. If you schedule a connection for a
timeyou'll be away from the computer, be sure to leave your computer and
modem on, and leave Claris Emailer running.
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autgoing riadl LD L ERTT
i JPY

incaming mail

fate et

Sending mail

To create a message, choose New from the Mail menu. Y ou can then title

and address the message, type the message body, and save the message to the
Out Box.

i Ul Lt Ei—————————PI=
IIEI um Delee ||B: File ||r‘§ Senc Mow |@ Cance] ”l'_] Save |

Subjecl:|| | [ vonot schedule I_ Use s1gnature
= Te: Files: Mo Enclosurzs

O [, Find Fectsiert |[dfn add Rectpient ||TIT Delets Recipien |

W D] Type [ Rezipient [ Addiress [ bessination. [ix

AT =

To Create the message and click

Save amessage and send it at the  Save
next connection

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

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

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

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

ﬂmﬂﬂhﬁﬂﬂ-wm @ Dianielle B radbury
_-.
t“"
#*‘ Jane Smith
&
= o "(::@ Michelle Carnon
s .-l-"'...
«ﬁ 3‘.- |
MESSAGE e ,_ Sophie Tang
Serwcen-. Efffiede L echiner
'y
..'.“'
1'!.i'llﬁlnl‘l'm!------‘-'-'--'-"-""'{j! I Kertaro Ogara
Destination Recipient
Receiving mail

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

Address Book
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05/2% TSI PM Tearn Meeting Notesz
e #F 05723 330FPM Derna of Mew Product
vy +F 05523 Z:T0PM Budget for Mewxt Quarter
05/2% Z20PM Status Reports Due
05723 Z:30PM Reports now available
vy 05/2% Z:Z0 PM Organization Update
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11 in list, 0 selected

Michelle Cannon

Michelle Cannon

Michelle Cannon

Yumiko Kitagawa
Yurmiko Kitagawa
Yumiko Kitagawa
Yumiko Kitagawa
Yurmiko Kitagawa
Elfriede Lechner
Elfriede Lechner
Elfriede Lechner

Prior it

Priority 1
Priority 1
Friority 1
Priority 1
Priority 1
Friority 1
Priority 1
Priority 1
Friority 1
Priority 1

Priority 1

[Eo]r

=&

In Box

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

To

Open the message and then click

Reply to amessage Reply or choose Reply from the Mail menu

Forward amessage Forward or choose Forward from the Mail menu

Setting up mail actions

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




2-6 Claris Emailer User’s Guide

Individual
address

Address with more

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

Group
address

m

_

Address Book

Adr ems =

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

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

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

= automatically reply to specific messages with text you prepare in advance,
such as a note saying that you' re away and will reply upon returning

Setting up the Address Book

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

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

E=——————"— Bruusel =—————[315
l,_, Ir Bos; T_, Out Box I Filng Cabnet I Address Book
||_q| Mews User I ||=||:|| Mewr Group | |]m Dzlate | |§Z Edit | Filter:
Jessriptian | DEsthaton | mddress -
j Elly Addmgien tverywhere IFavel #&merica Unling E éddirgton ﬁ
3 DanieTe Bradaury 4pple Comnputer, no. eyorld Dariell=B
73 Michelle Canron 4pple Cornputer, nc. evorld FMichelel
T3 umike Kitagaws Japan Uniwvetsity Inbernet ykitagaw ad jzpar.edu
CompuServe 22785, 4321
etorld “furike
j Elf-iece Lachner Everywhere Travel AmericaOnline  ELechnzr
:‘ Eria Mustermarn Everywhere Trawvel America Online  EMustermann
:,‘ Kentaro Ogawa Suzi Corp. CornpuServe 12345, 6789
:,‘ Jane Emith 4pple Comnputer, nc. eyorld areS
_:,| Sophie Tang Computet Corrpany Internet stanglce.corr
:'J Matti Yirlanen Computer Corrpany Internet rivvirtanen@oe. com
[T Apale Zomputer, Ine.  Hardware Mfa. I addresses in group
Evergwhere Travel  Travel Agent 3 addresses in group ]
W%
14 in list, 0 selected [ca] [

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

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

E |Q Fic Recipient ||+ wod Rezripient ”M De'e:eﬁeci:ientl
0

| Tupe | Eeopient | acdegss | Destnation | Sord Ha1 Wiz if
(@) T ariaTle Jeadhi Dania 1R el [ =
@ Tn “Airhells Carnar Firhallal Arrariea Cnline E o= arws E
1 = = arwrca nire [T
Bl &

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

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

Printing mail

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

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

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

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

In the Filing Cabinet, you can view and open filed messages. To open the
Filing Cabinet, choose Filing Cabinet from the Window menu.
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Using Macintosh drag and drop
Claris Emailer supports Macintosh drag and drop, atechnology you can useto
move items—such as addresses, messages, or enclosures—without copying
and pasting. For instance, with Macintosh drag and drop, you can drag an
address from the Address Book to the address area of an outgoing message.
Macintosh drag and drop comes with System 7.5. If you are using an earlier
system version, Macintosh drag and drop isinstalled automatically when
you install Claris Emailer.
p— If your system has the System 7.5 Clipping Extension installed, you can also
i drag an address from Claris Emailer to your desktop to create a text clipping.
Lex LsTippiny

A text clipping is afile that you can drag from the desktop into another
document, such as an outgoing message. Y ou can rename atext clipping to
reflect its content.
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Tip You canaso create atext clipping by selecting sometext and dragging it
from the body of a message to the desktop. Later, you can drag the text to
another message, or to any application that supports Macintosh drag and drop.

To drag See

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

Enclosures to an “Dragging an enclosure to amessage” on page 3-9.
outgoing message

Enclosures from an
incoming message to
the desktop

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

Messages to, from, and
within the Filing Cabinet

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

Addresses to the desktop

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

Addresses to agroup

“Adding addressesto agroup” on page 4-4




Chapter 3: Using Claris Emailer

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

Connecting to a service

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

Important Y ou must turn on your computer and modem, and launch
Claris Emailer, for a connection to work. If you schedule a connection for a
time when you' | be away from the computer, be sure to leave your computer
and modem on, and leave Claris Emailer running.

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

Connect Now Setup dialog box.
Cunnecl Nuw Selup SF0F—————
Betions
X et [ Send |
| i [ T4 Send] Mewt Srhediiad Tamnactior {3
America Cnline S5/2396 710 PM
o |eiarld T ] 5/2T496 430 PR
Click nextto — 1|+ nterne-— 1 5474096 4 AN Al
the service(s)
you want to ||
use to send o
and receive
messages

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

Connect Now Setup ="——————

Aetions: ‘

[ Get [ Send ATl Pending Msgs ~

To Do this

Retrieve incoming messages Select Get.
during the connection

Send messages during Select Send and choose an option from the pop-up menu.

the connection Choose Specified Msg to send an open message, or

choose All Pending Msgs to send all the unsent
messages in your Out Box.

Initiate the connection Click Connect.

Creating messages

To create a message from the Out Box, choose Out Box from the Window
menu and then click Add. To create a message at any time, choose New
from the Mail menu. Y ou see a new blank message.

EO=——————=— 0ulbux Ilem: S$lalus Repur ls =0 ———=F15
) 4 E Delese D' File I"@‘ Senc Mow @ Canca] [FJ Save
Enter atitle for the message I:III T r | [ | I |
Subject: |Etatis B ts Lo not schedule U=e s1gnature
. uojeot: 512 J_s _QW | . T vsesguure | Select to add
Click to show or —r= Te: 2 Rezipients Files: Ma Enclosuras closing
hide the address ; ;
area [E [, Find Reciiert |[sfe adt Recipient || T celete mecipien | mfe(;rgggo(gég your
Lﬂ 2] Tipe | Resipient [ Address || estinasion ] “Setting signature
k2 o [ panislle Bridbury DiniclloR awarld =l preferences” on
Enter k2 e [®] Mickelle Cannen PioheTleZ Ameroa Online =] page A-5)
addresses =]
S H I =
=1— Move the pointer
Type your message here He will be sending the lctest projezt status reporis sext Tuesday. Thark youl{: below the address
for your patience.| are.a and drag it to
= resize the address
5 area

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

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

o

|Q Find Recipient ||+ #dd Recipient ||]m Delete Recipientl

@l Type | Recipient | Address | Destination | Sen

. @ To E [ranielle Bradbury [anielleE e'forld E ehforld

Addresses_ n @ Ta E Michelle Cannan MichelleC America Online E Arneric:

an outgoing 1o = = Compus:
message

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

Addressing a message manually

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

Delete Recipient.

To enter the

Do this

Recipient name

Recipiant
o

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

If the recipient isin the Address Book, press Tab to have

Claris Emailer automatically enter the rest of the addressing
information. If the Address Book has two or more recipients with the
same name, or if the recipient is agroup, you see the Find Address
dialog box (see the next section). If you inadvertently enter the wrong
recipient, you can type over the recipient’s name and addressing
information, or delete the recipient and add a new one.

Recipient address

Type the recipient’s mail addressin the Address field.
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Type the letters
you want to

To enter the

Do this

Destination

Ciestination
B cciics ntive [l

Type the name of the service that the recipient usesto retrieve mail. For
example, typeAnmeri ca Onl i ne if therecipient receives mail inan
America Online account.

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

If the recipient isin the Address Book, the destinatiors they have
addressesfor arein bold in the Destination pop-up menu. If you choose
one of these destinations, Claris Emailer updates the Address field with
the correct address. For more information about destinations, see
“Routing your mail using Destinations’ on page 6-11.

Send Mail Via
service

Type the name of the service you want to use to send the message. For
example, type ConpuSer ve if you want to use your CompuServe
account to send this message.

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

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

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

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

Find Address
Fitker:|[id |
Marne Lazz1aticn JestnEtion Mdcress "IJ.\I‘
I E]‘ turniko Kitaga Jaxan Unversity Internet Jktagawaljzpar.edu
|:1| Janz Smith Apple Lomputer, Ine, evorld Jares

Note You cannot enter part of afirst name and alast name to create a
match. For example, enteringsal wi |1 doesn’t find “ Sally Willford.”
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4. Select one or more recipients.

To select Do this

A recipient Click anywhere on the recipient’s row.

More than Shift-click the recipients you want to select. To deselect a

one recipient recipient, or to select noncontiguous recipients, 88-click
the recipients.

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

A recipient and close Double-click the recipient.

the Find Address

dialog box

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

subscribes to more more than one address, see “Adding addresses’ on page 4-1.
than one mail service

5. Click Select.

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

Addressing messages using Macintosh drag and drop

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

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

To drag addresses from the Address Book to a message:
1. Create an outgoing message.

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

3. Arrange the windows so that you can see both the Address Book and the
address area of the message.
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4. Inthe Address Book, select the recipients that you want to add to
the message.

Shift-click to select more than one recipient. To deselect arecipient, or to
select noncontiguous recipients, 8-click the recipients.

5. Drag the recipients from the Address Book to the message.

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

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

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

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

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

Including carbon copy and blind carbon copy recipients

There are three types of recipients in amessage. Y ou can change a
recipient’ stype at any time by choosing an option from the Type pop-up
menu in the address area.

Choose When the recipient is

To The primary recipient.

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

All recipients can tell who the To recipients are.

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

All recipients can tell who the Carbon Copy recipients are.

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

No recipient can tell whether there are any Blind Carbon Copy
recipients. A Blind Carbon Copy recipient cannot tell whether there are
other Blind Carbon Copy recipients.
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Important Y ou may want to check with both the sending and receiving
services before setting up carbon copies or blind carbon copies. (Not all
services support carbon copies and blind carbon copies.)

Enclosing files

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

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

[I=————————— Outbox Item: EEE'
1l

TS (= e 1w = ==

Click anicon to {

switch between the

Enclosure and

Addressing areas

Before you send an enclosure, consider the following:

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

= Besureto enclosethe origina file and not an aliasto thefile.

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

= Check with the recipient to make sure that they have the applications
necessary to open the files you're sending. If you save your filesin text
(ASCII) format, they can be opened in most applications that accept text.

= |f you're enclosing atext file of less than afew pages, you may want to
include the text in the message body instead of sending it as an enclosure.

Using the Find Enclosure button

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

1. Click Find Enclosure in the Enclosure area of a message.
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2. Inthe Find Files dialog box, choose the name of the disk you want to
search from the V olume pop-up menu.

3. Type the name (or partial name) of the file you want to search for.
4. Click Search.
5. Select the file(s) you want to enclose.

Find Files =———
Volurne : | Hard Disk - I
Fﬂename:lsheet | | Search |

(l File [

E Budget ‘worksheet
& Product Data Sheet

aF

E Quarterly Spreadshest

6. Click OK.

Using the Open dialog box to add an enclosure

Follow these steps to add an enclosure using the Open dialog box. If you are
not already in the Enclosure area, click the w icon.

1. Click Add Enclosure in the Enclosure area of a message.
2. Select afile from the Open dialog box.

select a file to enclose

Choose afolder or disk |=y Business Files ¥ |
to see files and folders in

that location B Advertisement = Hard Disk
Bz Budget worksheet
[z Letterhead

Select a file Loges Desktop

from the E% Product Data Sheet

scrolling list [ ouarterly Spreadsheet []
B4 sales Fresentation
“71sample Files e Cancel

3. Click Select.
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Dragging an enclosure to a message

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

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

2. From the desktop, select the files you want to enclose.

3. Drag the files from the desktop to the scrolling list in the Enclosure area.

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

the message.

Tip You can aso drag enclosurestothe i icon of amessage.

Setting options for sending enclosures

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

To

Do this

Compress thefiles
you're sending

Select Compress Files.

Y ou must compress filesif you include more than one enclosure.
Compressing enclosed files saves time during the transfer and can
reduce the charges on some services. Claris Emailer uses the Stuffit
compression technology to compress thefiles. The recipient of the
message must have a Stufflt expansion tool (available from the public
domain) to expand any compressed files. If the message is received
using Claris Emailer, enclosures are automatically expanded.

Set the encoding of
compressed files

Choose an option from the Encoding pop-up menu.

Enclosed files are sent using specia encoding to ensure that they
arrive without errors. If the recipient’s destination is the same as the
service you' re sending the message through, choose Service Default,
the optimal encoding for your service.

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

Removing enclosures

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

After you create a message, you can:
= saveit and send it at the next connection to a service
= saveit without sending it

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

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

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

Sending a message at the next connection

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

Saving a message without sending it

If you' re not finished composing amessage, you can save it without sending it,
and continue working on it later. To do this, sdlect Do not schedule, and then
click Save. Claris Emailer saves your message, closesit, and storesit in the Out
Box. To save your message without closing it, choose Save from the File
menu.

Sending messages immediately

After you create amessage, you can send it immediately. You can also
immediately send all the unsent messages in your Out Box.

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

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

Immediately send al theunsent Choose Connect Now from the Mail menu.
messages in your Out Box
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Note You must close amessage before you can send it. Clicking Send Now
automatically closes a message before sending it.

After either of these actions, you see the Connect Now Setup dialog box. For
information on setting connection options, see “ Connecting to aservice” on
page 3-1.

Checking the status of messages you send

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

SO=e=—=————————— Byt =———m—J5

4 Ir Bo |.1. Out Box &T Filing Zabined ] Address Bock ]
B2 eant [ aar [ B Foe [ vente |

P02 vmen  [DSEROT 10 [ oo

|E:: I

@ JfES S 0 AAEM Busness Flan Bl Addimgtcn Lomplsetye
w JFZTF96G 334 PM Here are your files Jare Smity Internet

) o 5/E3/96 332 PM Re:Mestirg on Wednesday Sophie Tzng Internet

[] SAESIR S 5EPM Organization Chart ‘Yurike Kizagawa CompuServe
& SAEES96 333 PM Projec: Schedile Kertaro Ogaws ewarld

@ SAE2A96 612 PM Project Updats Fatti Mirtanen Arreriza Online
v 3/EE096 345 P Reports Now aailable Michelle Cannon Internet

Tin list, O selezted

Theiconsin thefirst three columns show the status or give information about
amessage.

This icon Shows that the message

@ Will be sent at the next scheduled connection

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

Has been sent successfully

_‘J
& Has an addressing error.
Thisicon isaso shown in the Out Box tab.

1] Contains one or more enclosures

Isareply to amessage you received

1
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Receiving messages

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

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

Messages you receive are stored in the In Box. When you recelve a message,
you see:

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

= anarrow intheln Box tab in the Browser

Tl e——————————————————————JF
& In Box T._. Ou: Box T Filing Cabinet T Address ook ]
|E View | Fisply | | Forward |D‘ Fila |@ Lalate
I  paann
05423 5:02FM Sior-Cff Sianatures Michelle Cannan Priority - |57
@ 05'23 5 JZFM “urk, Froovedur es Michele Cannon Friuiily
0523 7:33FPH Cus-omer Cata Michelle Cannon Priority
0523 7:37MH Q5 Resulks urri ko Kitagawa Mriority *
0523 7:33PH Team Heetng Motes YU ko Flagaa Priority -
ey = 0S/2T T:ZOPM Diarrc of Mo Zraducd urri ko Eitagawa Pricrity -
Ev s 4 U275 S EUFM Eudged tor et LLarter UKD R1tagawa Friority -
NS/2% =30 PH Stz Reparts Die Yurrikn Eifagawa Prinrit) -
03¢F3 3 30FH Foepwr Iz moer awvailabil= Cifriede Lez hne- Friuily -
' 0523 Z:Z0PH Orqanization Update Elfriede Lezhner Priority
- 05423 3:30MH Staff Mesting Tornziros Elfricds Leshner Mriority o
Il 0 s, 0 zelected < il |

This icon Shows that

Y ou read the message

The message contains one or more enclosures

Y ou replied to the message

Reading messages

To read a message, choose In Box from the Window menu, select the
message you want to read, and click View (or double-click the message).
Y ou see the message window for the current message.
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Inbox Item: Updated Project Schedule

EEI |]m Delet ||D File |rE!. Print.. ||||) Forward”d Reply ||D Done |

B . From: Sophie Tang, Internet, stang@cc.com Date: 5/25/96 &:00:17 PH
Subject: Updated Project Schedule [
Sent: 05/25 5:34 PH [
Recaived: 05725 6:00 PH

From: Sophie Tang, stang@cc.com

Ta: Matti Virtanen, mvirtanen@ce com

Yumiko Kitagawa, ykitagawa®@japanu.edu
Michelle Cannon, Michellal
Billy Addington, BAddington

Enclosure: 02 Project Schedule

Enclosed please find the latest project schedule. You'll need to check
the dates against the master project plan for each functional group. |f
you find any problems, please report them to the project manager by
Hednesday af ternoon.

<]

v Togo to the next or previous message, click the left or right arrow in the
upper-left corner. (Press Option as you click an arrow to delete the current
message and go to the next or previous message.) Or, hold the mouse down
over an arrow to see a pop-up menu.

Opening and moving enclosed files

If amessage has an enclosure, you see the Enclosures list the first time you
open the message. Y ou can a so show the Enclosures list at any time by
choosing Toggle Mailer from the Edit menu or clicking the triangle above
the message area. Y ou can open an enclosure from Claris Emailer, or move
it to a convenient location on your hard drive and open it there. Y ou move
an enclosure on the desktop, or by dragging it from the Enclosures list using

Macintosh drag and drop.
SE=———— Inbus | lzm;: Updaled Pruject suliedule =——————=1=
lZHZI m [elete ”i_ File IE; Print. . Iﬁ’ Forward ||i-' Zeply ”j Lonz I
Click to show or hide = [# From: Sopme larg, INternet, stang@ce corr Dite: 5/25/966:00:17 FM
the recipient and
. Recipien:s |ﬁ| Enclosures < H
Enclosures lists Matti ¥irtaren meirtanen @sceom [l 03 Project Schedule
Yuniko kitagawa, ykiagewa®japanuedy [#] =
Mizhelle Carnon, MichelleC [#] .
BTl y adding-on, Béddington = | Show IrteretHesder=..  |——£ Click to show the
Internet
Hibject: Updated Frojact Schedule <77 H
Sont: 05/25 S:24 =M = addreSSI.ng )
Received:  05/25 6:00 M information (if
From: SOpME |3ng, sangec:.com
Te: Matti Wirtaen, mvirtarendcccam the m.essage
Yimiko Kitsgawa, gk tagawas @japenuedy contains no
Michelle Cannon, Michel el Internet header,
Eilly Adcington, BAdding.on this button is
Ercloswe: 0OF Projecl Schedule dlmmed)
Erclosed plasse find tha latast projact schadula. You'll nead to chack
the dates agairst the master projeci plar for each furct oral group.
ycu find any problems, plzaze repord ther to the project manager bo 6
Uedresday afternoon. =
ol
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Opening an enclosure in Claris Emailer

To open an enclosure, double-click it in the Enclosureslist. Claris Emailer
launches the application used to create the enclosure.

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

Moving an enclosure on the desktop

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

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

Moving an enclosure using Macintosh drag and drop

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

1. Open the Enclosures list for an incoming message.

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

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

Shift-click the enclosures you want to select. To deselect an enclosure, or
to select noncontiguous enclosures, 88-click the enclosures.

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

Replying to a message

To reply to a message:

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

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

Tip Whileyou're gill in the message, press Option asyou click Reply to
bypass the Reply To dialog box.
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G Reply to sender only

(‘ Reply to sender and all other recipients

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

Including text from the original message

Y ou may want to include part of the original message in your reply,
especidly if:

= thereisalong delay between the original message and the reply

= you want your reply to be seen in the context of the original message
= one or more recipients did not receive the original message

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

*Updated Praoject Schedule

*Enclosed plegse find the latest project schedule. You'll need to check the
*dates against the master project plan for each functional group. |f ygou find
sany problems, please report them to the project manager by Hednesday
#afternoon.

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

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

To Open

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

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

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

Click afolder to
see the messages
it contains

Deleted Mail
Feszages fui can
Meszages from Marlotin

e Sl

Forwarding a message

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

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

Filing messages

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

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

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

Fe———————————————— FE|
[.i. r 3o l._. 2t B I Filiny Cabin! I mddress Dok |
| stsperser | B ewpty Foder | [ setete mitsai || @ Fre || B pove prei. |

Feger Hawe [ FromeTe | tdeq 2st rieacat 2]

[0 Pezz Mail

3 Celebed Hal
[ Herzsaqes £ Lare Srcith
L3 Hzzzayez o “larkeling

A, Dusiess e iy Addrohon SAGAME FOPM SIERMC T M [

T Double-
EIT T EErD T eI EED click a
A, Fruecl Seheduke e lain Cpevd SrZES9S 3IZFM O D/E3096 7 32 M message
A, Frozect Updae Azt wir-aner TeZZMA5ET DRI DSIS056 T3 S to open it

1. Feporis Wow &vaflahie il Cannon -k Ee DR L L B LT i I U]

= €1 bied, | zcloted [aT

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

Y ou can select and del ete messages, find text in amessage, and move messages
back to the In Box or Out Box or to adifferent folder in the Folder Namelist.

To Do this

Select amessage Click anywhere on the message. Shift-click to select
more than one message. To deselect a message or to
select noncontiguous messages, 38-click the messages.

Delete selected messages Click Delete File(s).

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

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

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

Moving messages using Macintosh drag and drop

Y ou can drag messages from the Filing Cabinet to:

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

= afolder or disk on the desktop

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

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

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

To Do this

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

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

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

“Project Status Messages.”

Delete al themessagesin  Select the folder and click Empty Folder.

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

Delete afolder Select the folder and click Delete Folder.

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

Hard Disk \

Claris Em ailer Falder
n

Clariz Em ailer Files
-
Filing Cabinet
-
EEIEEEEENEENEEEEEER
[ ] [ ] [ ] n
9 8 8 o
Delekd  Personal Fead Mail SentM ail
Hail Falders

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

Printing messages

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

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

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

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

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

To bypass the Print dialog box and print a message, choose Print One from
the File menu. Y our message prints using the default print settings.
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Use the Address Book to store addresses. Y ou can add addresses to the Address
Book and set up group addresses. Y ou can dso import and export addresses to
and from other applications and text files. When you' re finished adding

addresses, you can find an address quickly by typing text in the Filter text box.

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

Adding addresses

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

i il a—eeee———|=
™ | outees | Fitngcabiret | address Bock |
||3 Mew Jse- | E—_J ews Group | | @ Jelete ||E‘Z Edit | Filzer |:||
. | bestination | [ — 2
Individual [ Bity audingtun Tweywhieny Trasel At i O e B inglun A
address [3 parielle Bradbury | Apple Conpuler, s el CrantieTleE
3 ittt canwn Apple Cunpuler , s wiur U i i=TeC
Address with more than one =3 anik Kilagawa  Japan Univer sily [ wsileyaw otk japan ey
mail service (click the arrow CompuServe 35763 43521
to show or hide additional evarld imke
addresses) [3 Erirtede Lecrner Twerywhere Travel AmnErica onine ELechner
E Erlka ~lustermann EVE"g where Trawel Americaonine EFlustermann
[ kentaro ugawa Sug Larg. Lornpuiser e 12520 b g
[ wane smth Apple Lomputsr, Inc e orld anes
E Sophie | zng —ompuler Zompany Internet Sanqighos .com
[ MattiYirtanen Zompuler Zompany Internet rrvirtaneni@ce som
Grou p address [F3 Apple Computer, Iz, Hardware Mg, I addresses ingroup
[ Everywhere Trave Travel Agent 3 addresses ingroup 3
14 inlist, O sekectzd [5] [

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

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

Any other destination The user’s address only BAddington
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Adding addresses manually
To add an address manually to the Address Book:

1
2.
3.

Type the
recipient’s first
and last names

4,

Destination

Lrrne-ics Onlire

Choose Address Book from the Window menu.
Click New User.
Enter a name and description for the recipient.
—— Addr. Booki —————

Description: | ——— The description can be a

— company name, a
%l Drestination E| Address 4 E Category (SUCh as Friend
or Family), or anything
else you want
]

For Destination, type the name of the service that the recipient usesto
retrieve mail.

For example, type Ameri ca Onl i ne if the recipient receives mail in an
America Online account.

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

If the destination does not appear in the pop-up menu, choose Internet
and add the recipient’ s full Internet address. (To add a destination to the
pop-up menu, see “Routing your mail using Destinations’ on page 6-11.)

. Enter the mail address in the Address field.

6. If the recipient has more than one mail address, click the  iconto add

another address line, and then repeat steps 4 and 5.
Continue adding lines until you' ve added all of the recipient’s addresses.

Note To delete one of the recipient’s addresses, click anywhere in the
addresslineand click the icon.

. Click inthe  column next to the address that you want to be the

preferred address.
Claris Emailer uses the preferred address when addressing a message.



You see this marker
next to the preferred
address
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@l Destination | Addiress 4
Internet E ykitagawa@japanu.edu
—[E> CompuServe  [¥] 98765 4321
etorld E “fumnika
=
8. Click Save.

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

2. Select the message containing the address you want to add, and click
View.

3. Choose Toggle Mailer from the Edit menu.

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

= E From: Sophie Tang, Internet, stang &cc.com

Facipients
Matti Yirtaren.merirtanen@ceccon
Yumico Kitegava, ykitagawa® japznued.
M ehelle Cawnon, MichelleC

Billy Addi nctor, BAddi naton

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

Dragging addresses to the desktop

Y ou can drag addresses and groups from the Address Book to the desktop,

where they become text clippings. See “Using Macintosh drag and drop” on
page 2-8. Later, you can drag atext clipping to an outgoing message (see

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

To drag addresses to the desktop:

1. Choose Address Book from the Window menu.

2. Arrange the windows so that you can see the Address Book and the desktop.

3. Select one or more addresses from the Address Book.
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tenet clipping

Shift-click to select more than one recipient. To deselect arecipient, or to
select noncontiguous recipients, 8-click the recipients.

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

Creating groups

Y ou can consolidate severa recipient addresses into a group. When you send
amessage to a group, every recipient in the group receives the message.

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

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

2. Click New Group.

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

Address Buuk Gruup Enlry

Carcel I Sare

Croup narme: || |

Cescription: I |

Usar Marme [ Address Diamir ation 3

]

4. Follow the ingtructions in the next section for adding addresses to a group.
5. Click Save.

Adding addresses to a group

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



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

1.
. Select the group to which you want to add addresses, and click Edit.

a b W N

6.

Choose Address Book from the Window menu.

. Enter the first and last name of arecipient in the User Name column.
. Enter the recipient’s mail address in the Address column.
. For Destination, enter the service that the recipient uses to retrieve mail.

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

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

If the destination does not appear in the pop-up menu, choose Internet
and add the recipient’ s full Internet address. (To add a destination to the
pop-up menu, see “Routing your mail using Destinations’ on page 6-11.)

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

Dragging addresses from the Address Book to a group

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

1. Choose Address Book from the Window menu.

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

3. Arrange the windows so that you can see both the Address Book and the

Address Book Group Entry dialog boxes.

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

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

. Drag the selected addresses from the Address Book to the Address Book

Group Entry dialog box.

Asyou drag the addresses into the Address Book Group Entry dialog box,
you see a border around the address area. When you release the mouse,
the recipients are added to the group.

Dragging addresses from the desktop to a group

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

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

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

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

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

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

text olipping

Removing addresses from a group

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

Addresy Buuk Gruup Enlry

Carcel I Save
Croup narne: |Ever'uw1ere Trawvel |
Descriptlon:l'rravﬂ Agent |
s e [ dddress Dstiration |57
Frika Minctermmann Fi 1= torrann Arnerics Mnline 3]
Address to be —etisde Lectner ELschrer America Qnline )
removed Drilly hddinglan £ ddirghon Arncrica Online
L

Note Removing an address from a group does not delete it from the
Address Book.

Deleting an address or group

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



Select the address to be
deleted (Shift-click to select
more than one address, or
88-click to deselect an
address or select
noncontiguous addresses)
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Browser

[,i, In Box I,_, Out Box T Filing Cabinet I Address Book

||:1| Mew User | ||:1|} Mew Group ||m Delete ||¥ Edit | Filter : I:l

Drescription | Destination | Address £
|:,| Eilly Addington Everywhere Travel Armerica Online B Addington hix

apple | er, Inc.

|:| Michelle Cannon Apple Computer, Inc. eworld Michellel

3 |:,| ‘furniko Kitagawa «Japan University Internet ykitagawa@®japanu.edu

Claris Emailer asks you to confirm the deletion.

Tip Press Option asyou click Delete to bypass the confirmation dialog box
and delete the address.

Importing addresses

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

Importing addresses from another mail application

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

Mail program Address book filename Location

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

Manager

Eudora Eudora Nicknames Eudora Folder in System Folder
Navigator CompuServe Addresses Navigator folder

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

Importing addresses from a text file

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

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

Hillvs addiretzne Evarvwhors Trave 4 Bacdinge w@azlocrie  Bidd ngtar iEowark comed
Zanizles  Emcburys  AcpleConpuberdnc s DariellsEdewe b come 234506, D@00 pusere Lo
hlzhelkes  1Zanaohe ATl CompUE e e Rl RS Eeed came dithe e Sanl 2ol

TLrilics kikega~a+  Japar Uriversiy« viiingawz@japanuccus YEingaws Sewor d.zom-
Jankaroe Tanas SLEhiCoy. e KT ga=a e oo 1255 MR AG I PR srm.d
First Last

names name Company Address 1 Address 2

Note If your text file includes full Internet addresses, Claris Emailer
automatically chooses the correct destination for those addresses. For
example, Claris Emailer automatically chooses America Online asthe
destination for the address DanielB@aol.com. If the destination for an
imported addressisn’t in the Destinations List, Claris Emailer chooses
Internet asthe destination. (See “ Routing your mail using Destinations’ on

page 6-11.)

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

Header SrstHarres LastMames  CoOmparys AmeleaOrlines  &worlkds Compu G ered
Silly+ Addingter+ Evervwhate Travel+  BAddingtons BAddinghen, |
Jarlelles  Brachry+ AP le-COMEULET, NS+ DanklleBs 23436, 7890+
Addresses Mehslls+  Cannens Mpple-Compguter,- noe MishelsCe MichalleC |
Turnikos [AEEWEES Japran U iversity s + T Kilagpa
Lertarc e Cicgasia b Suskitaom.+ EiC s * T 23456780

Note Besuretoinclude datain every field, or if there'sno datain afield,
add atab character for that field.

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

1. Open Claris Emailer and choose Import Addresses from the File menu.
2. Inthe Open dialog box, find the file you want to import and click Open.

3. Inthe Import Addresses dialog box, select Ignore first record if the text
file contains a header.
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=————— |mport Rddresses: text

IY lgnare first record

Em Record 1 of 3

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

Preview Data Address Book Fields i
First Mame First Narne
Last Name Last Mamne
Description Description
Radiofail Radiomail =
Internet Internet
CompuSerye CornpuServe E
Arnerica Online Arnerica Online E
appleLink Appletink
e'world ehforld EE

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

Frewiew Data | Address Bock Frelds ﬁ
Fii=d Mamne Fir=t Harre
La=t Mame Lazt Marne
Ce=cmiption Desci-ption
A tica Online dArnei-ica Online E
Internet Inte-n=t E Service
Shep Teld =i pop-up
Cormnpussrve CompLSerre E menus
=
Choose To
Skip Field Ignore the field and not import it.

For example, you can choose this option if afield is blank, or contains
phone numbers or other data you don’t need to import.

No Service Import the address without specifying the service. (Later, you can go
to the Address Book and specify a service for each imported address.)

A servicename Select that service for thefield

5. Click and topreview recordsto make sure the preview data
corresponds to the correct Address Book fields.

If thefileis not properly formatted (for example, if the last name appears
in the first name line), click Cancel and create a new import file.

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

Exporting addresses

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

Selecting addresses in the Address Book

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

To select Do this

An address Click anywhere on the address row.

More than Shift-click the addresses you want to select. To deselect an address, or
one address to select noncontiguous addresses, 38-click the addresses.

The addressabove  Press the Up or Down Arrow key.

or below the

currently selected

address

Every addressinthe Choose Select All from the Edit menu.

Address Book

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

To narrow down the number of addresses in the Address Book, type afew
letters in the Filter text box.

Y ou can type lowercase or uppercase letters. Claris Emailer finds all the
recipients that contain the specified letters in the Name and Description
fields. For example, typing j a finds*®Japan University” and “Jane Smith.”
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— Type the letters you
want to search for

EO=—————————— Browser =

[,_, In Box T,l, Out Biox T Filing Cabinet T Address Book

||:1| Mew User | |EE|| Mew Group | |m Delete | |E‘Z Edit | Fl"lter:La |

Dezcription | Deztination | Addiress =)
I [ vumike Kitagawa Japan University Internet ykitagawa®japanu edu ]
|:,| Jane Smith Apple Computer, Inc. e arld Janes

Note You cannot enter part of afirst name and alast name to create a match.
For example, enteringsal wi || doesn't find “Sally Willford.”
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Click next to each
mail action to turn it
on or off

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

You can use mail actionsin severa ways. For example, you can:

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

= fileincoming messages from certain people or groups in different folders

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

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

Creating or changing mail actions

Mail actions compare areas of areceived message with aword or phrase that
you enter. When a comparison tests true, the actions you select occur. For
example, you could create a mail action to test if the subject of a message
contains Project X. If it does, then the mail action could automatically
prioritize the message so that it appears at the top of your In Box. Y ou could
also send an automatic reply saying that you received the message.

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

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

EO=——— Mail actions list ——MI=
(4 as |[0 oeete |57 Edit | [ pissbie ot mai sctions Select to turn off all mail actions
\/| Iail Action Mame 4
W Supervisor
W Staff mail
" Mailing list

W Project ¥
+" Friends

5]

Drag actions to establish priority
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2. Click Add to create a new action. To change an existing mail action,
double-click the mail action name.

Y ou see the Mail Action Entry dialog box.

Mail Action Entry:

Deselect if you do not
want to use this mail
action yet o]
Criteria:
Execute the action below if the following criteria is met.
| Fram 'I | I =7 I | |
| Frarn - | | Iz - | | |
Actions :
G Set priority : Priority 1 -7 | I_ Auto reply to message Edit Reply... |

3. Type aname for the mail action.

It's agood ideato name the mail action so it is easily recognizable. For
example, an action named Project X might file all project-related mail in
aspecial folder.

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

Choose the test condition

— Criteria:
Execute the action below if the following critetia iz met.
Choose the - [ From ~| [ = ~11 |——— Type the text to
message area to compare
test against the
| From - | | = - | | | message area

For information on setting criteria, see “ Setting mail action criteria” on
page 5-4.

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



Click to set a priority for
messages, and choose a
priority from the pop-up menu

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

— to type your response
| Actions :
®  Set priority : Priority 1 = r- Auto reply to message Edit Reply...
— Fite message Read Mail Ea I_ Auto forward meszage

— Select to automatically forward
messages, and select recipients by
clicking Forward to

For information on setting actions, see “ Setting actions for criteria-met
mail” on page 5-6.

6. Click Save.

Ordering mail actions

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

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

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

E=————— Malil actions list =—"c———=—H7
|+ Add ||]m Delete ||¥ Edit | [ Disable all mail actions
/| IMail Aetion Mame ]
W [Supervisar
W [Staff mail
W Mailing list b
" PFroject ¥
W Friends
]
&
Drag actions to establish priocity
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L
I= not

Daoes not
Croes not

Contains
Coes not

Iz in_an

Beqgins with

Ends with

Iz in address book
Is in specific group

From

To

cc

Reply-to

Any recipient
Subject
Message body
Mail account
Mail service
ATl il

begin with
end with

contain

o)

Deleting a mail action

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

Setting mail action criteria

A mail action tests each incoming message using the criteriayou select. You
can apply the criteriato different areas of a message. For example, you can
test for the sender’ s name or address, or even for words in the message itself.
Y ou can also set a second test to eval uate the message further.

1. Choose the message area to test in the incoming message from the pop-up
menu in the Criteria area of the Mail Action Entry dialog box.

Y ou can apply atest to each of the following areas of a message.

Choose To test

From The name or address of the message sender

To The name or address of the recipients

CcC The name or address of a carbon copied (CC) recipient

Reply-to The name or address of the reply-to field. Use areply-to
field primarily in messages sent via the Internet

Any recipient The name or address of any recipient

Subject The subject of the message

Message body Thetext of the message

Mail account The specific account at an online service used to receive
the mail

Mail service The online service used to receive the mail

All mail All incoming messages

2. Choose the test condition to apply to the message from the pop-up menu
in the Criteriaarea.

Choose If the text

Is Must match exactly

Is not Must not match exactly
Begins with Begins with the text you enter

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




Criteria:

Executs the action below if the following criteria is rmet.

Choose
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If the text

Endswith

Ends with the text you enter

Does not end with

Does not end with the text you enter

Contains

Contains the text you enter

Does not contain

Does not contain the text you enter

Isin address book

Isin the Address Book. Thistest can only be applied to
address fields. The sender can be anindividual or part of
an address group.

Isin specific group

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

Isinany group

Isin any group

Note You cannot apply someteststo al areas of amessage. For example,
the subject of a message cannot be in the Address Book.

3. Typethetext to compare against the message areain the blank text box.

From ~] [ =

=] [sam —F———— Type text

here

From ~| [ =

Set the second test criteria —

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

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

— Criteria:

Execute the action below if the following criteria is met.

| From v|| Iz

W I ISam |

And

Choose how to
apply the second

by choosing from the pop-up

Subjent | [

> | [Project # | test

menus and typing the text to
compare
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ﬁ Set priority

Priarity 1 hd

Y ou can connect two tests in the following ways.

Choose If you want

Ignore To disable the second test

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

Setting actions for criteria-met mail

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

= assign apriority to the message

= filethe message in afolder

= create an automatic reply

= forward the message to one or more addresses

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

Assigning a priority

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

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

Filing a message
Filing messages automaticaly can help you organize your incoming messages.

When you automatically file messages, you' |l see a message called Auto-file
Log in the In Box. The message tells you where Claris Emailer stored your
automatically filed messages. To see an automatically filed message,
double-click the message described in the Auto-file Log.
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A To file amessage automatically, click File message in the Actions area of
the Mail Action Entry dialog box. Then, choose afolder from the pop-up
menu.

I? Auto reply to message Edit Reply...

Click to reply only to the
sender

Click to reply to everyone
receiving the message

Incaming message quoting: |® Do not quote message
Quote before reply
Quote after repl

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

Creating an automatic reply

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

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

Y ou see the Mail Action Auto Reply dialog box.

rMall Actlon Auto Reply
Ll REeply tc sendar Incomirg riessage quoting : Lo nat quote message
_lln Reply tc sendzr and aTl ochet recipients
Your mESsoge was receluved, howeusr | om o away Tron ny ofTlce today. 1T respohc o |40
guur mz=zuge when |orelor Tuler s wesk, Tk, gou. 1
)
i

2.

. Typeyour reply.

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

Optionally, choose one of the message quoting options from the Incoming
M essage Quoting pop-up menu.

Choose To

Do not quote message  Not include the incoming message in the reply

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

Quote after reply Include and quote the incoming message after the reply text
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5 fusto forward message

Click to find a

For more information on quoting text, see “Including text from the
original message” on page 3-15.
3. Click Save.

Forwarding a message automatically

Y ou can have amail action automatically forward specific messages that you
receive. Automatically forwarding a message helps you send important
messages to other people when you' re away. For example, you could
forward messages with Project X in the subject to a colleague while you are
on vacation.

To forward a message automatically:

1. Select Auto forward message in the dialog box, and click Forward to.

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

Clickto add a  Select a recipient and click to delete from
recipient  thelist

recipient in the
address book

=——————— [Mail Action Forwarding Recipients —————
Canzel I Save
[& Fira |[s= adr |[M Detete |
@l ype I Hecipient | Addrezs Lestnztor | Serd Mall via ‘1}
(2] o [ Dilly acdngten Décdngton@ess -.com wrorld =] ame-iza Cnline =]
Iy
7 =

3. Click Save.



Chapter 6: Configuring Claris Emailer

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

Scheduling account connections

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

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

Creating or changing a schedule

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

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

Note Y ou might want to consider the monthly costs of connecting to your
services when you create a schedule. For example, if you create a schedule
to connect once every 30 minutesto a service, you'll connect 1,440 times per
month. At one minute per connection, you would accumulate 24 hours of
connect time.

To create or change a schedule:
1. Choose Schedules from the Setup menu.
Y ou see the Schedules List window.
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Schedules List ="ia"————————m

gk add | M oetete || 42 Eait [~ Disable a7l schedules

Z_ Last Conn. | Mext Conn. | Aocounts | &

W AL files S/26/96 12:31 PM S/27/96 5:30 &M America Online ﬁ

W CompuServe files S5/26/96 12:30 PM 5/27/96 12.20 AM  CompuServe

" Internet rail S/A26/96 220 PM 526796 4:20 PM Internet Connection

W Main S5/26/96 12:31 PM 5/26/96 5:00 PM  CompuServe, Radiomail, etfol
i
|

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

Y ou see the Schedule Entry dialog box.

Schedule Entry:

Deselect if you do not IX Ensbled

want the schedule to run
Tazks
[ Get mail [ send mai Schedule name || |

Schedule type: Tirmed Connection -
W | Account 4 o | I
Arnerica Online
CompuSerwve Perform the tazks on these days:
eworld [ sun [ vaen [ rue Jowea ] tou | fei [ sat ]

Internet Connection
At these hours:

12112245 | 7|8

Radiomail

e}

10011 A

12l1 1212|4572

[}

10] 11| prq

At these times:
| 01 | 11 I 21 | 31 | Sl | :51|

&l

3. Typethe new or changed name of the schedule.

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

4. Select the tasks to perform during the connection. Y ou can select Get
Mail or Send Mail, or both.

Note If you want to get your mail at one time and send it at another,
] T w you'll need to create a schedule for each task.

+ America Online

W CompuServe

evorld _ 5. Select the account(s) that you want to make a scheduled connection to.
S Youseea nextto each selected account.




Sohedule fype:|® Timed Connection -
Repeating Connection

Configuring Claris Emailer 6-3‘

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

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

6. Choose either atimed or repeating connection from the Schedule Type
pop-up menu.
If you choose atimed connection, select the days, hours, and times that

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

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

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

7. Click Save.

Deleting a schedule

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

Changing Locations settings

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

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

Y ou should create alocation for each place where you plan to use Claris
Emailer that requires different connection information. Y ou can also use
locations to change connection information, such as the baud rate for your
modem, even if you do not travel with Claris Emailer.

To create or change alocation:

1.

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

. Click Add to create a new location. Double-click the location name to

change an existing location.
Y ou see the Location Entry dialog box.

Location Entry: =————=
Cancel | Save |
Location namne: || |
Local ares eode: I:l

Service | Connection ats
Arnerica Online Main E
CompuServe Main E
etworld Main E

L2

. Type the new or changed name of the location. For example, you could

use the city name.

. Typethelocal three-digit area code number.

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

. For each service, choose the connection from the pop-up menu.

Location Entry:

Cancel I Sare |
Location name :I |

Local area code: I:l

Service | Connection
Armnerica Online Main

L]
Edit Connections. ..

CompuServe Main
eworld Main




Shows the
location currently
in use
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The connectionsin the pop-up menu were defined when you set up
connection information for the service.

If a connection does not yet exist for the location, choose Edit
Connections from the pop-up menu. Y ou see the Service Entry dialog
box. For information on creating or changing services, see “ Changing
service information” on page 6-5.

6. Click Save.

Selecting locations

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

To sdlect adifferent location, click inthe  column next to the new location.

E[I=———— Locations List =—"—H1
gk add Im Delete | |47 Edit
A

4028 Horne ﬁ
@ 415 San Francisco

14 St. Louis

=

] EE

Deleting locations

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

Changing service information

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

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

page 1-2.
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For alist of servicesthat you can connect to using Claris Emailer, choose
Services from the Setup menu. Y ou see the Services List window.

EN=——— Services List =———0015
7 Edit I
Service Name ﬁ
America Online
CompuSeryve
e'world
Internet
Radial1ail
&
|

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

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

Important When you add a new serviceto Claris Emailer, be sure that
Connect to this service in the Service Entry dialog box is selected.
Otherwise, the service will not be available to use.

Changing America Online information

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

America Online connections

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



Click to erase the
selected account
information
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Service Entry: America Online

R Connect to this service
Accounts I Connections I

+ Add m Delete Connection nare:
BT oveston [
[C> Main
Connection tool: <Mone:
Network : ADLnet il
]

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

To change a connection, first click the connection. Then, select thetext in
the Connection name text box, and type the new name.

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

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

4. Clickinthe  column next to the connection you want used when
connecting to America Online.

America Online accounts

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

Service Entry: America Online

R Connect to this service

Accounts I Connections I
[ _cer ——

America Online

1. To add anew account, click ablank line.
To change an account, click the account name that you want to change.
Y ou can enter up to five different America Online accounts.
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2. Type the account information in the text boxes. For descriptions of
America Online account information, see “ Setting up America Online
accounts’ on page 1-5. Y ou can type anything for the Account name, but
the other text boxes must be valid for America Online.

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

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

CompuServe dialog box. When you' ve finished changing the information,
click Done.

CompuServe connections

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

Service Entry: CompuServe

R Connest to this service

Choose from
P | other available
s connection types
if you will not use
comesimne | T the standard
|I>>| Connection 3 Connection type: | Standard CompuServe Connection ¥ I connection
E)> Main
attribute [ Value
Modern pott @ Moden Port E
Modern type : Hayes E )
Modern init string: ATSC=0 Q0 ¥1 &C1&D2 M Hi— This value
Modern speaker : utt = enters
Fhone nurnber : automatically
Eaud rate: 300 = when you select
6 hetwark : ComnpuServe E the mOdem type

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

To change a connection, first click the connection. Then, select thetext in
the Connection name text box, and type the new name.

2. Type the connection information or choose the value from the pop-up
menu for the field. For descriptions of standard CompuServe connection
information, see “ Setting up CompuServe accounts” on page 1-4.

3. Clickinthe  column next to the connection you want used when
connecting to CompuServe.



Click to erase the
selected account
information

Configuring Claris Emailer 6-9

CompusServe accounts

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

Service Entry: CompuSerpe

E Connect to this service

Account name : ICompuServe

@l Account User name : I
[C> CompuServe

Uszer ID: I

Password : I

I_ Do net delete read mail

[ laners surcharge warnings

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

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

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

4. Clickinthe  column next to the account you want used when sending
mail through CompuServe.

Changing Internet account and connection information

Toadd or change an Internet account, click Internet in the Services List window,
and then dlick Edit. Y ou seethe Internet account and connection information.
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Internet Service Entry

[X connect to this service

Account name: | Internet Connection
e ——

Poppesmers: [ ]
stpsarveraaer: [ ]
Renaagess: [ ]

[~ Do not dellete read messages

P lgnore slresdy read messages

Select the actions for
Claris Emailer to [~ Use APOP authentication
perform I~ use Internet Configuration System

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

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

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

4. Click Save.

Changing RadioMail account information

To change a RadioMail account:

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

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

3. Click Save.
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Routing your mail using Destinations

Claris Emailer routes your mail over the Internet. Because Internet
addressing can be confusing, Claris Emailer lets you define shorter names
for the address of your mail, called destinations. For example,
applelink.apple.comisthe Internet address for AppleLink. Destinations let
you use AppleLink instead of the full Internet address. You'll find it hel pful
to create destinations for the places you frequently send electronic mail.

If you use more than one online service, Claris Emailer sends your mail
through the service selected in the Default Send Via pop-up menu. Y ou can
override this default. Changing the Send Mail Via setting lets you send mail
for some destinations through one service and send mail for other
destinations through a different service.

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

Setting the Default Send Via service

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

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

To select the default service used to send your mail:

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

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

The names you use for
destinations

Each destination has a Send Mail Via pop-up menu
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Default send via: |® #merica Online

CompuServe
etworld
Internet
Radiolail

Send Mail Yia

2]

Lefault
Lefault
Default
Lefault
Lefault
Default

(o) ]

& Default

Arnerica Online
CompuServe
ewarld
Internet

Radiof1ail

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

Changing the online service used for a specific destination

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

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

To change the service used to send mail to a specific destination:
1. Choose Destinations from the Setup menu.
Y ou see the Destinations List window.

2. Choose the service to use when sending your mail to a specific destination
from the Send Mail Via pop-up menu.

Adding or changing a destination
Y ou can add or change destinations for the mail you send to any address.

Note Y ou should not change destination information for America Online,
CompuServe, the Internet, or RadioMail.

To add or change a destination:
1. Choose Destinations from the Setup menu.
Y ou see the Destinations List window.

2. To add a new destination, click Add. To change an existing destination,
double-click the destination name.

Y ou see the Destination Entry dialog box.

3. Type the name of the destination.
4. Choose the service to use for this destination from the Send Mail Via
pop-up menu.

Y ou can also change the Send Mail Via setting |ater in the Destinations
List window.
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Choose Default in the Send Mail Via pop-up menu if you connect only to
one service.

5. Typethe Internet address for the destination in the Internet domain
name text box.

The Internet domain name should not contain the @ symbol. For
example, aol.comis the domain name for America Online accounts.

6. Click Save.

Deleting a destination

When you delete a destination, be sure to change your Address Book as well.
If an address in the Address Book uses the destination you delete, that
addressis no longer valid.

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

Note Y ou cannot delete destinations for America Online, CompuServe, the
Internet, and RadioMail.



Appendix A: Setting preferences

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

Opening the Preferences dialog box

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

Preleiences

Mail Handling [ General I De aults I Siqature I Priarities I
- “lessage Handling = wten recelving mat

After reading a ressage: | Move ittoRead Mail | | [ =lay Seund

after zending a message: | Fove it to Send Mail - | IE Show jean in mend bar

ATier seprytng te amsg: | bure illuReal Ml |

—  Permanertly delete mail from Filng Zabinel... ——————
Fear msil falder- | A%er Aajs
Send izl falder : I_ A ler EI dajs

Deletec mzil falder: (8 Mever
(H “when quitting Emailar

(‘ Aftcr D dag=

Setting mail handling preferences

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

To Do this

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

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

Do this

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

of time

Select an option for Deleted Mail Folder. If necessary, enter
the number of days you want to keep messages before they're
permanently deleted.

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

Hear atone when you
recelve messages

Select Play Sound.

See aflashing & iconin

the upper-right corner of the

screen when you receive
messages

Select Show icon in menu bar.

(Y ou see theicon when Claris Emailer is open, but not in the
foreground.)

Setting general preferences

Select genera preferences to set defaults such as the area of the Browser you
see when you start Claris Emailer, the font used for messages, and the
location for downloaded enclosures. Y ou can also set a preference to connect
automatically to your online services when you start Claris Emailer.

To

Do this

Connect to a service every

time you start Claris Emailer

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

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

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

Compact the In Box and
Out Box when you quit
ClarisEmailer

Select Compact mailboxes. Then choose Always to
compact the In Box and Out Box every time you quit

Claris Emailer. Or, choose a numeric value to compact the In
Box and Out Box when the free space in either the In Box or
the Out Box exceeds a specific size.

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

Set where enclosures you
download are stored

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

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

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

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

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

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

Setting defaults preferences

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

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

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

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

when you reply to a message

Set the default serviceused  Send via account that received mail to send repliesviathe

to send replies service used to retrieve the original message, or select Use
default send via to send replies viathe default service in the
Destinations List.

For information about setting the default servicein the
Dedtinations List, see “Routing your mail using Destinations’
on page 6-11.
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To Select
Show or bypass the Connect  Or deselect Prompt in the When Clicking Send Now
Now Setup dialog box you  Button area.

see when you choose
Connect Now from the
Mail menu

To set which option is selected by default in the Connect Now
Setup dialog box, select Send message or Send message
and get waiting mail.

Show or bypass the dialog
box you see when you delete
messages or addresses

Or deselect Prompt for deletions.

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

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

Or deselect Prompt when cancelling messages.

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

Set the source of the date and
time for incoming messages

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

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

Show or bypass the dialog
box you see when you save
an outgoing message that
has no subject

Or deselect Prompt when message has no subject

Show or bypass the dialog
box you see when you save
an outgoing message that
has no body text

Or deselect Prompt when message has no body
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Setting signature preferences

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

To

Do this

Use the signature in the
Internet Configuration
System

Select Use Internet Configuration System.

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

If you deselect this option and select the Use signature
option in a message, the message uses the signature you
create in the Preferences dialog box.

Automatically sdlect the
Use signature option when
you create an outgoing

message

Select Use signature by default.

Create asignature

Typetext in the text areain the lower part of the dialog box.

A signature should be short and concise, and should include a
blank line at the end to make it easier to reply to your messages.

Setting priorities preferences

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

To

Do this

Set the color for apriority

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

Rename a priority

Type over its current name.

Selecting a color
Select options in this dialog box to set the color of quotes and priority

designations.



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

Scroll to change the
lightness

Click to select another
method for choosing a
color

Select a Color.
20°

Original:

Newr:

Lightness: %E]

[ Cancel ][[ 114

)
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Status area: shows the
original color on top
and your changes on
the bottom

Enter values or click the
arrows to change the
components of the
selected color

Note Thisdialog box may look different, depending on your system version

and the number of colors your monitor can display.



Appendix B: Troubleshooting

With al of the flexibility and capability provided by the Internet and online
mail services, it is not uncommon to receive error messages occasionally.
Y ou can expect that your mail will sometimes generate an error at its
destination, return to you as undeliverable, or even get lost.

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

EOI=E=————————— Browser =———— |
Jn_n In Box &I.l. Out Box I Filing Cabinet I Address Book ]
|E Yiew || Reply || Forwatd | |ﬁv File ||m Delete |
L lm - Subject From Priority &
Shows that the |Og was viewed v g | | EConnection Lag |Reporter |Mert 1
Shows the latest & 06401 |Connestion Log Repotter Alert ||
log has not been
viewed
]
2 in list, O selected | |
Claris Emailer shows you the error messages received from your online
service. The most common resolution to an error message is merely to resend
your mail or try to connect again.
The following table describes common errors and suggested resolutions:
When this happens Do this
Messages are returned = Check that the message is properly addressed, and resend the message.
Modem does not connect = Turn the speaker on to hear if a connection attempt occurs.

= Make sure the modem setting matches the type of modem you use. If your modem is not on
thelist, try using Hayes.
= Try alower baud rate.
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When this happens

Do this

Mail was not sent

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

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

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

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

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

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

A connection error occurs and an
alert icon appears on the In Box
tab

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

Received an error message from
an online service

Seek assistance from the online service.

Connection won't occur

Redial. Poor connections or bad lines often cause connection problems.

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

Try again later. You are likely experiencing atechnical problem or congestion with the online
service or Internet.

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

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

A PowerBook won't connect to
aservice

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

A connection will not stop when
clicking Stop

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

Message was sent more than once

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

Address Book destinations change

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

The dial-up Internet won't work

Resolve with your Internet connection software. Claris Emailer has no control over dia-up
connections with the Internet.

The Internet mail you send does
not contain your name

Enter your namein User Name on the Internet Service Entry dialog box.
If you connect to an online service, add your name to your user profile.




Appendix C: Using Uniform Resource Locators (URLS)

Uniform Resource L ocators (URLS) describe locations on the Internet, such
as mail addresses.

In Claris Emailer, you can:

= convert addresses in the Address Book to URLs
= use URLsto address outgoing mail messages

= use URLsto add addresses to the Address Book

Y ou use the Macintosh drag-and-drop feature when working with URLS. See
“Using Macintosh drag and drop” on page 2-8.

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

World Wide Web browser.

Converting addresses in your Address Book

to URLs

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

If you You create

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

Drag more than one addressto A list of URLs

the address area or the body of an

outgoing message

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

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

Using URLs to address outgoing mail messages

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

Using URLs to add addresses to the

Address Book

To use URLsto add addresses to the Address Book, drag the URLs from an
incoming message or from the desktop to the Address Book. If you drag
more than one URL, a group addressis created.
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changing and adding 6-6
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Add Enclosure button 3-8

Add Sender or Recipient button 4-3

Adding
asignature to amessage A-4
accounts 6-6—6-13
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agroup 4-5
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4-3
converting to Uniform Resource
Locators (URLS) C-1
deleting 4-2, 4-7
dragging 2-8, 2-9, 3-5, 3-6, 4-3,
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email 3-3
exporting 4-10
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saving 4-1
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Addressing messages
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AmericaOnline
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connection information 6-7
importing addresses from 4-7
Arrows, next or previous (incoming
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ASCI| text files (enclosures) 3-7, 3-14
Assigning priorities 5-6
Automatically
forwarding messages 5-8
replying to messages 5-7
Automating connections 6-1

B

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

Blind carbon copies 3-6

Body, message 3-2

Browser

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

C

Canceling messages, bypassing the
dialog box for A-4
Carbon copies 3-6
CC. See Carbon copies
Changing locations 6-4
Checkmark icon 3-11, 3-12
Choosing a service
Dedtination 3-3, 3-5, 6-14
Send Mail Via 3-4, 6-14
Claris customer assistance W-1

Claris Emailer
described W-1
error log B-1
folder contents 1-6
hardware requirements 1-1
initial setup 1-3—1-5
installing 1-2
package contents 1-1
quitting 1-6
starting 2-1
system requirements 1-1
troubleshooting B-1
using in different locations 6-4
Claristechnical support W-1
Clippings. See Text clippings
Clock icon 3-11
Closing
amessage A-4
the Browser 2-1
Color wheel A-5
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Colors
for priorities A-5
for quotes A-3
lightness A-5
saturation A-5
selecting A-5
Columns, resizing and sorting 2-2
Compacting messages A-2
Compressing files 3-9
CompuServe
account information 1-4, 6-10
connection information 6-9
importing addresses from 4-7
Confidential recipients. See Blind
carbon copies
Connecting
bypassing the Connect Now Setup
dialog box A-4
connection error log B-1
described 2-2
immediately 3-10
mail action tests 5-5
settingup and 3-1, 3-2
using schedules 6-1
when you start Claris Emailer A-2
Connection information
America Online 6-7
CompuServe 6-9
Internet 6-12
Connection log B-1
Consolidating addressesin a
group 4-4—4-7
Converting addresses to Uniform
Resource Locators (URLs) C-1
Copying quotations 3-15
Courier font A-3
Criteria, mail actions 5-4
Customer assistance W-1

D

Date received (incoming
messages) A-4
Default
dialog box options A-3
folder for enclosures A-2
font A-3
page setup A-3
service used 6-14
signature A-4

Deleted Mail folder A-2
Deleting
addresses and groups 3-3, 4-2, 4-7
addresses from a group 4-6
destinations 6-16
enclosures 3-9
foldersin the Filing Cabinet 3-17
locations 6-5
mail actions 5-4
messages
bypassing the dialog box
for A-4
inthe Filing Cabinet 3-17, A-1
schedules 6-3
Description field 3-4
Desktop 3-6, 3-9, 3-14, 3-17, 4-4, 4-6
Destinations
adding or changing 2-4, 3-3, 3-5,
4-2, 4-5, 4-10, 6-15
deleting 6-16
routing mail with 6-13
Dialog boxes, bypassing A-3
Do Not Schedule option 3-10, 3-11
Documents. See Files
Downloading enclosures 3-14, A-2
Dragging
addresses 2-8, 2-9, 3-5, 3-6, 4-3,
4-4, 4-5, 4-6
enclosures 3-9, 3-14
mail actions 5-3
text from a message to the
desktop 2-9

E

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

enclosure list, showing 3-13

filing A-2

finding 3-7, 3-8

opening 3-14

optionsfor 3-9

viewing 3-13
Encoding compressed files 3-9
Enlarging columns 2-2
Entering addresses 3-2—3-5, 4-1—
4-3
Errors

icon for 3-11

receiving B-1
Eudora, importing addresses from 4-7
Exclamation point icon 3-11
Expanding compressed files
(enclosures) 3-9
Exporting addresses 4-10

F

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

enclosures 3-7, 3-14

importing addresses 4-7—4-8
Files

compressing 3-9

enclosure 3-7—3-9
Filing Cabinet

compressing messagesin A-2

dragging and dropping messages

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

foldersin 3-17, 3-18

opening 2-1, 3-16

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

addresses 3-4

enclosures 3-7, 3-8

text in amessage 3-17
Folders, in the Filing Cabinet 3-17,
3-18
Font

color for priorities A-5



for messages A-3

for quotes A-3

monospaced A-3
Formats, file

for enclosures 3-7, 3-14

for importing addresses 4-7—4-8
Forwarding messages

automatically 5-8

manually 3-16

G

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

H

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

I, J, K

Icons

address 3-3, 3-7, 4-1

enclosure 3-7, 3-8, 3-9

for incoming messages 3-12, A-2

for text clippings 2-8

InBox 3-12

Out Box 3-11

plussign 4-2,4-5

preferred address 4-2

trash can 4-2, 4-6
Immediately sending a message 3-10
Importing addresses from

atextfile 4-8

America Online, CompuServe,

Eudoraand Navigator 4-7

InBox 2-1,3-12, 3-16, 3-17, 4-3

Including quotesin areply 3-15
Incoming messages
addresses from, adding to the
Address Book 4-3
beep for A-2
date and time received A-4
filing 3-16—3-18
forwarding 3-16
iconsfor 3-12, A-2
Internet header 3-13
replying to 3-14, 5-7
seeing alist of 3-12
Installing Claris Emailer 1-2—1-5
Internet
account information 1-4, 6-12
configuration system A-4
connection information 6-12
header, viewing 3-13
sending messagesvia 2-2, 2-4, 3-7
using short names 6-13

L

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

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

M

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

Mail actions

adding second tests 5-5
assigning priorities 5-6
comparing text 5-5
creating and changing 5-1
creating automatic replies 5-7
deleting 5-4

described 2-5, 5-1

filing messages 5-6
forwarding messages 5-8
naming 5-2

ordering 5-3

prioritizing 5-3

Index [-3

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

N

Name, recipient 3-3, 3-4
Naming
destinations 6-13
groups 4-4
mail actions 5-2
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messages 3-2

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

@)

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

P

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

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

Plussign 4-2,4-5

Pre-addressed messages 3-2

Preferences
Page Setup 3-18
setting A-1, 72—A-5
Startup Options 2-1
Preferred address 4-2

Previewing addressesto be
imported 4-9
Previous message, viewing 3-13
Printing 2-7, 3-18, A-3
Prioritizing
incoming messages A-5
mail actions 5-3
received messages 5-6
Problems B-1
Purging messages A-2

Q

Quitting Claris Emailer 1-6
Quoting

amessage 3-15

character (>) 3-15

color (incoming messages) A-3,

in automatic replies 5-7

R

RadioMail, account information 1-5,
6-13
Reading messages 3-12
Received messages. See Incoming
messages
Receiving
enclosures 3-13
errors B-1
messages 2-4, 3-12—3-16
Recipient types
blind carbon copy (BCC) 3-6
carbon copy (CC) 3-6
Recipients
See also Addresses
adding to amessage 3-3—3-6
finding 3-4
from an incoming message, adding
to the Address Book 4-3
Reducing column size 2-2
Registering your software W-1
Removing
addresses from
agroup 4-6
amessage 3-3
the Address Book 4-7
enclosures 3-9
messages A-2

software 1-7
Renaming

priorities A-5

text clippings 2-8
Replying

automatically 5-7

bypassing the Reply To dialog

box A-3

iconfor 3-11, 3-12

to amessage 3-14

with aquote 3-15
Resizing

columns 2-2

the address area 3-2

Retrieving messages 3-2
Returned messages B-1
Routing mail 6-13

S

Saturation, color A-5
Saving
See also Exporting addresses
addresses in the Address Book 4-3
groups 4-4
mail in Filing Cabinet 3-16—3-17
messages 3-10, 3-11, A-4
Schedules
creating or changing 6-1
deleting 6-3
naming 6-2
selecting accounts 6-3
Scheduling
account connections 6-1
outgoing messages 3-10
Searching for
addresses 3-4
enclosures 3-7, 3-8
text in amessage 3-17
Selecting
apreferred address 4-2
addresses
inamessage 3-4, 3-5
in the Address Book 4-5, 4-7,
4-10,4-11
colors A-5
enclosures 3-8, 3-14
groups 4-5, 4-6
messages in the Filing
Cabinet 3-17
services for destinations 6-14



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

Sound, for incoming messages A-2

Spaces, in message body, using to line

up columns A-3
Starting ClarisEmailer 2-1, A-2
Status, of messages you send 3-11

Index I-5

Storing V,W, X, Y, Z
addresses 4-1 o
groups 4-4—A4-7 Viewing
messages, in folders 3-16, A-1 error messages B-1
Stufflt 3-9 filed messages 3-16
messages 3-12

recipients and enclosures 3-13

T

Test conditions, choosing 5-4
Testing messages 5-4, 5-5
Text
address, typing in
agroup 4-5
amessage 3-3
the Address Book 4-2
ASCII files (enclosures) 3-7
color for priorities A-5
color for quotes A-3
comparing in mail actions 5-5
font and size (message body) A-3
reading, in amessage 3-12
signature A-5
tab-delimited 4-8
typing, in the message body 3-2
Text clippings 2-8, 3-5, 3-6, 4-3, 4-4,
4-6
Time received (incoming
messages) A-4
Title, message 3-2
Tone, audible, for incoming
messages A-2
Trash can 4-2, 4-6
Troubleshooting B-1
Type, recipient 3-6
Typing
addressesin
agroup 4-5
amessage 3-3
the Address Book 4-2
signatures A-5
text in amessage 3-2

U

Uniform Resource Locators
(URLs) C-1

Users. See Addresses

Using text in aquote 3-15



