VISUAL
QUICKSTART

ADAM ENGST GUNDE

FOR WINDOWS & MACIN'I'OSH
7(%(:/9 yourself Eudora the

quick and easy way! This
Visual QuickStart Guide uses
pictures rather than lengthy
‘explanaﬁom, You'll be up

and running in no time!



VISUAL QUICKSTART GUIDE

Eucioves

FOR WINDOWS & MACINTOSH

Adam C. Engst

Peachpit Press



Visual QuickStart Guide

Eudora for Windows & Macintosh
Adam C. Engst

Peachpit Press
1249 Eighth Street
Berkeley, CA 94710
(510) 548-4393
(510) 548-5991 (fax)

Find us on the World Wide Web at: http: //www.peachpit.com/
Peachpit Press is a division of Addison Wesley Longman
Copyright © 1997 by Adam C. Engst

Cover design: The Visual Group

Notice of rights

All rights reserved. No part of this book may be reproduced or transmitted in any form or
by any means, electronic, mechanical, photocopying, recording, or otherwise, without
prior written permission of the publisher. For more information on getting permission
for reprints and excerpts, contact Trish Booth at Peachpit Press.

Notice of liability

The information in this book is distributed on an “As is” basis, without warranty. While
every precaution has been taken in the preparation of this book, neither the author nor
Peachpit Press shall have any liability to any person or entity with respect to any loss or
damage caused or alleged to be caused directly or indirectly by the instructions contained
in this book or by the computer software and hardware products described herein.

Trademarks
Eudora is a registered trademark and Eudora Pro and Eudora Light are trademarks of
QUALCOMM Incorporated.

Throughout this book trademarked names are used. Rather than put a trademark symbol
in every occurrence of a trademarked name, we state we are using the names only in an
editorial fashion and to the benefit of the wrademark owner with no intention of infringe-
ment of the copyright.

ISBN: 0-201-69663-0

098765432

Printed and bound in the United States of America

&Y Printed on recycled paper



Dedication

To my grandparents, Bernard and Estelle
Deutsch, for whom I set up an elderly .
Macintosh SE/30 with Eudora Light when I
was starting this book. Since then, they've
become email aficionados, communicating
regularly via email with the rest of our family.

About the author

Adam Engst is the editor and publisher of
TidBITS, one of the oldest and largest Internet-
based newsletters, distributed every week to
hundreds of thousands of readers. He has
written and co-authored numerous Internet
books and magazine articles, including the
best-selling Internet Starter Kit series. In addi-
tion, he has collaborated on several Internet
educational videos and has appeared on a
variety of nationally broadcast television and
radio programs. He has yet to be turned into
an action figure.

Adam graduated from Cornell University
with a double major in Hypertextual Fiction
and Classics. He lives on a mountain in the
Pacific Northwest with his wife Tonya and a
dedicated Internet connection.

Please send any comments regarding this
book to Adam at: eudora-vgs@tidbits.com

Other books

by Adam Engst

The Official AT&T WorldNet Web Discovery Guide
Internet Starter Kit for Macintosh, 4th Edition
Internet Starter Kit for Windows 95

Simply Amazing Internet for Macintosh

Internet Starter Kit forWindows, 2nd Edition
Internet Explorer Kit for Macintosh



Acknowledgements

No computer book is the work of a single person
these days, and I had able assistance from numer-
ous people while working on this book. Some of
the most helpful were:

Tonya Engst, who is not only my wonderful wife,
but also a great copy editor.

Nancy Davis, my editor at Peachpit, who made
great comments and was utterly relaxed.

David Rogelberg of Studio B, my agent, who made
this book a reality.

Steve Dorner, for writing Eudora.

Pete Resnick, Gary Nash, John Noerenberg, and
everyone else at Qualcomm for answering ques-
tions about current and future versions of Eudora.

Colophon

I wrote this book using the following pieces
of software:

*The Macintosh and Windows versions of
Eudora Light and Eudora Pro (of course!)

* QuarkXPress 3.32 (the page layout beast)

* Snapz Pro 1.0.1 and Snaglt/32 4.0 (for Mac
and Windows screenshots)

* clip2gif 0.7.2 (for screenshot conversions)
In terms of hardware, I rely on:

* A Power Macintosh 8500/150 with a pair
of 20-inch color monitors (he who dies
with the most pixels wins)

* A no-name Pentium 150 running Windows
95 (it works)

* A dedicated 56K frame relay connection to
the Internet (watch out, they're addictive)

People

Book Design: Adam Engst
Editor: Nancy Davis

Copy Editor: Tonya Engst
Index: Rebecca Plunkett




TABLE OF CONTENTS

Chapter 1:

Chapter 2:

Chapter 3:

Introduction
Eudora Basics

Hardware and software requirements. . . . . ...
GettingBudora .................... ...,
Installing Eudora........................
Launching and quitting Eudora. .. ..........
Configuring Eudora . ....................
Configuring Eudora for multiple people. . . . ..
Configuring Eudora Pro for multiple accounts. . .
RAMrequirements .. ....................
Official help resources ....................
Unofficial help resources ..................
Emailglossary...........................

Creating Messages

Creatinganewmessage ..................
Replyingtoamessage....................
Replying to partof amessage . .............
Replying to all recipients. . . ...............
Forwarding amessage. . ..................
Redirectingamessage....................
Sending a messageagain..................
Using the recipientlist . ..................
Turbo redirecting amessage . . .............
Creating a stationery message . . ............
Creating a new message using stationery ... ..
Replying to a message using stationery. ......

Writing Messages

Addressing messages. .. ..................
Choosing a personality . ..................
Enteringasubject................. ... ...
Text selection and navigation ..............
Enteringtext..................... .. ...,
Editingtext............................
About message plug-ins . .................
Spellchecking..........................
Spell checking options ...................

‘SIN3LINOD 10 378VL



TABLE OF CONTENTS

Table of Contents

Chapter 4:

Chapter s5:

Formatting text......................0unn.
Changingthefont.........................
Changing fontstyles.......................
Changing fontcolors ......................
Changing fontsizes. . ......................
Changing justification. .....................
Changingindents .........................
Aboutsignatures. . ............ ...l
Creating and using signatures................
Custom signatures. . ...............couun.n
Editing signatures . . .............. ... ...
Aboutattachments .............cooviiun...
Attaching files via dialogbox ................
Attaching files via drag-and-drop . ............
Attachment formats .......................
Outgoing message toolbar menus. .. ..........
Outgoing message toolbar buttons . . .. ........

Sending and Receiving Messages

Sending queued messages. . .................
Sending messages immediately...............
Sending messages at a later date or time . . . ... ..
Preventing a message from being sent .........
Checking for incoming messages . ............
Checking for incoming messages periodically . . .
About messages left on the server.............
Leaving mailon theserver ..................
Retrieving only small messages. . .............
Special mail transfer options. . . ..............

Working with Messages

Selecting messages ........................
Opening messages. . ...........oouveenn....
Changing message priority..................
Changing message labels. . ..................
Changing message status. . ..................
Changing message personality ...............
Changing message text . ....................
Revealing boring headers . ..................
Navigating within messages .................
Navigating between messages................
Visiing URLs ..................cooiiint,
Deleting messages. .. .............ccouu...

vi



Chapter 6:

Chapter 7:

Chapter 8:

Table of Contents
Transferring messages to mailboxes ... ........ 86
Opening attachments . ..................... 87
Moving attachments . .. .................... 88
Deleting attachments. . . .................... 89
Saving messages .................. ... .00 90
Printingmessages . .................... ... 91
Working with Mailboxes 93
Opening mailboxes. . ...................... 94
Sorting messages ina mailbox ............... 95
- Different typesof sorts . . ................... 96
Creating mailboxes . . ...................... 97
Transferring messages into mailboxes. . ........ 98
Creating a mailbox during a message transfer. . . . 99
Creating mailbox folders using menus . . . .. ... 100
Creating mailbox folders in
the Mailboxes window ................ 101
Opening and closing mailbox folders. ........ 102
Renaming mailboxes and mailbox folders . . . .. 103
Reorganizing mailboxes and folders.......... 104
Deleting mailboxes and mailbox folders. . . . ... 105
Compacting mailboxes. . .................. 106
Eudoraandaliases. ....................... 107
Beingapackrat. ............ ... ... 108
Takingoutthetrash ...................... 109
Working with Filters 111
Creatingfilters .......................... 112
Selecting messagestofilter . ................ 113
Headerlines ............................ 114
Containsmenu .......................... 115
Filteractions............................ 116
Activating filters . . ....................... 117
Filterideas ............................. 118
Findingfilters. . ......................... 119
Modifying filters. . ....................... 120
Reordering filters . ....................... 121
Deleting filters .......................... 122
Finding and Searching 123
Finding textinamessage . ................. 124
Searching for textinamailbox. ............. 126
Searching for text in a mailbox folder. .. ... ... 127
Searching in multiple mailboxes. ............ 128
Searching for text in message summaries . . . . .. 130
Searching tipsand tricks. . ... .............. 131

 SINILNOD 40 F18V]



_ TABLE OF CONTENTS

Table of Contents

Chapter 9: Working with the Address Book 133

Creating nicknames for individuals. . . ........ 134
Creating group nicknames . ................ 135
Nickname tips........................... 136
Using the Address Book window ... ... ceeen 137
Adding nicknames to messages. . ............ 138
Multiple nicknames files. .................. 139
Finding nicknames . . ..................... 140
Modifying nicknames..................... 141
Managing your recipientlist. .. ............. 142
Deleting nicknames ...................... 143
.Chapter 10: Working with the Toolbar 145
Turning the toolbaronandoff.............. 146
Toolbar settings. .. .......c.vvvnninneeennn 147
Default toolbar functions .................. 148
Adding a button to thetoolbar. ............. 149
Buttonideas ...................... . ... 151
Moving toolbar buttons . .................. 152
Deleting toolbar buttons. . . ................ 153
Changing button functions. . ............... 154
Chapter 11: Using Directory Services 155
Settingup Phand Finger. . ................. 156
Selecting another Phserver................. 157
SearchingaPhserver ..................... 158
Using theresultsof aPhsearch ............. 159
Searching a Fingerserver .................. 160
Online directories on theWeb .............. 161
Chapter 12: Working with Settings/Options 163
Getting Started .............. ... ... 164
Personal Information ..................... 165
Hosts. ..., 166
Checking Mail. .. ... e 167
SendingMail. . ........oiiiiiee ., 168
Attachments ....................... . ... 169
Fonts &Display.............covvviinnn... 170
Toolbar ........ ... i 171
Eudora Labels/Labels ..................... 172
Getting Attention . ....................... 173
ExtraWarnings .......................... 174
Replying ............... ... ..ot 175
OT/PPP and MacSLIP / Advanced Network .... 176
MovingAround. . .......... ... ... oo 177

viii



Table of Contents

Miscellaneous . . ................. ... ..., 178
SettingsIcons .................couunn.. 179
Mailbox Columns . . ...................... 180
StyledText..........oooiiiiiiiiiinnae.. 181
Personalities and Personality Extras........... 182
Spell Checking .......................... 183
Index 185
Keyboard Shortcuts

ix

" SINZINOD 40 318V)



INTRODUCTION

Welcome to the Visual QuickStart Guide for
Eudora, one of the most popular and power-
ful Internet email programs. Some eighteen
million Internet users, myself included, rely
on Eudora every day.

If you're getting started with Eudora, this
book will provide you with the information
you need to become a fluent Eudora user.

Or, perhaps you're a Eudora fan already and
want to make the most of Eudora. If so, you
won't be disappointed. Eudora has a lot of
power under the hood, and this book brings
it to the surface.

What is Eudora?

Eudora is an email client program. It enables
you to write and send email, and to receive
and read email. Endora has numerous other
features that enhance these basic capabilities.

More important, Eudora uses standard
Internet methods of transferring mail, called
SMTP and POP (check the email glossary in
Chapter 1, “Eudora Basics,” for definitions).
As a user, you need not care about specific
protocols; what you should realize is that you
can use Eudora with almost any Internet ser-
vice provider and many corporate networks.
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ABout EUDORA

Introduction

About Eudora...

Eudora was the brainchild of a programmer
named Steve Dorner, then working at the
University of Illinois at Urbana-Champaign.
Early versions of Eudora were free from the
University of Illinois, but in 1992, Steve
joined Qualcomm, a large company primarily
focused on wireless communications. At
Qualcomm, Steve continued to enhance
Eudora. Qualcomm soon created two ver-
sions, Eudora Light and Eudora Pro.

Eudora Light is essentially a stripped-down
version of Eudora Pro, but for many people,
Eudora Light offers sufficient power and flex-
ibility. The other significant difference is that
Eudora Light is completely free, whereas
Qualcomm sells Eudora Pro for prices
ranging from $50 to $90, depending on the
vendor.

Most people start with Eudora Light because
it’s good and it’s free. After a while, if you
receive a lot of email, you start to think that
the additional features in Eudora Pro would
be handy, which is how Qualcomm entices
people to upgrade to the commercial version.

The current versions of Eudora are 3.1 on the
Mac and 3.0 on Windows (see Figure 1
through Figure 4 for the About Eudora dialog
boxes), and those are the versions I cover in
this book. However, Steve and the other pro-
grammers working on Eudora are sensitive
about making changes to a program that so
many people use regularly, so I'm confident
that the information in this book will apply
to future versions of Fudora as well.

v Tip

W Steve Dorner named Eudora after the
writer Eudora Welty, specifically because_
of her story “Why 1 Live ai the PO.” It's
on the Web at http: //www.torget.se/ arTFil_Z_
art/ or_weltypostoff. html.

1988-1992 by

Lty
© 1992- 1997 by QUALCOMM Iicer paratnd
For more Infor meticn ebout upgredes and sther [udsrn® products, comtact ot
Wura- rEpeudnr Coms oF AATIE Sur vaY B1le ot 1R /vy subracams
For mare iaformation rageri g QUALCOMM, visil ctp Awvww gualcomm coms
Tudorn® i3 o rogistered traseeark and adorn Pro™ i o trpdemark of GUALCOMM Inosreraied
PFamory sizey Currest 7281, Mistmem 6570

Figure | The About Eudora dialog box for the Mac
version of Eudora Light.

Figure 2 The About Eudora dialog box for the
Windows version of Eudora Light.

. |
o 1088 1992 by 1 Lsiwrity Board of Trimtees

97 by QUALCOMM Incer perated
mation staut spgreses and stter Lusrs® profucty, contact ua ot
“rusra- repdesdors coms of visll bur wab site ol <Mip /A sisers coms,
For , vinit ity

e
Hemory sizes: Currant 1 9208, Minimum 1558K

Figure 3 The About Eudora dialog box for the Mac
version of Eudora Pro.

N
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Figure 4 The About Eudora dialog box for the
Windows version of Eudora Pro.




Introduction

MACINTOSH ONLY!
WINDOWS ONLY!

Macintosh and
Windows differences

Eudora is one of the best of today’s breed of
programs that provide extremely similar
interfaces and features in the Macintosh and
Windows versions of the program.

Unfortunately, human interface requirements
on the Mac and Windows differ, so, in a few
places, Eudora’s programmers were forced to
trade consistency between the platforms for
following the appropriate human interface
guidelines for each platform.

Dealing with differences

® If there is no difference between the Mac
and Windows versions of Eudora for a
specific feature, I make no explicit com-
ment either way.

B If a dialog box, window, or settings panel
simply has a different name on the differ-
ent platforms, I separate the names with a
slash, putting the Mac name first, as in
“Open the Settings/Options dialog box.”

B If a difference is minor, I build it into the
discussion, as in “Choose Filters from the
Special menu (Mac) or Tools menu
(Windows).”

® If a difference is major, I either write sepa-
rate steps for that task or devote separate
pages to each platform, clearly marking
each page with a “Macintosh Only!” or
“Windows Only!” graphic.

B Ialternate between Mac and Windows
screen shots throughout the book to illus-
trate features appropriately. For brevity's
sake, I don't label them explicitly—I
assume Mac users can recognize a Mac
screen shot and Windows users can recog-
nize a Windows screen shot.

xiii
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Introduction

UDORA PRO DIFFERENCES

'EUDORA LIGHT AND

Eudora Light and
Eudora Pro differences

As I noted before, Eudora Light is essentially a
stripped-down version of Fudora Pro. Many
of the high-end features in Eudora Pro don't
exist in Eudora Light or are present in a lim-
ited fashion.

Dealing with differences

When I refer to the program generically, [
just call it Eudora. However, when I wish
to distinguish between Eudora Light and
Eudora Pro, I use the full specific name.

If there is no difference between Eudora
Light and Eudora Pro for a specific feature,
I make no explicit comment either way.

If Eudora Pro has some minor additional
feature, such as a menu with an additional
item or a unique shortcut, I either include
a parenthetical, as in “(Pro only),” or
write a separate tip or comment dis-
cussing that feature.

When Eudora Pro offers a major feature
that’s not in Eudora Light, I devote a sepa-
rate page to that feature, clearly marking
the page with a “Eudora Pro Only!”
graphic.

I use Eudora Pro, so all the screen shots in
the book come from Eudora Pro. I believe
it’s better for Eudora Light users to see
what they’re missing than to confuse
Eudora Pro users with shorter menus and
other missing interface items.

EUDORA PRO ONLY!

xiv
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introduction

The unnecessary details

. This book covers all the features of Eudora

- that you're likely to use in normal situa-
‘tions. It does not delve into the truly geeky

- ways in which you can customize Eudora
using AppleScript (Mac), editing your
Eudora Settings file using Apple’s ResEdit

* (Mac) or by editing your eudora.ini file
(Windows).

s ’ﬂnt additional ﬂexlblhty can be useful,
:'but *few Eudora users ever need it. If you

How to use this book

If you've never used a Visual QuickStart Guide
from Peachpit Press (there are dozens of
them, covering most major software packages
and numerous other topics), I think you'll
enjoy this book.

Unlike more traditional computer books,
Visual QuickStart Guides focus on specific
tasks, with screen shots parallel to the tasks
being explained so you can easily follow
along. Most tasks are simple and take only a
few steps and a single page.

When a topic doesn't lend itself to step-by-
step instructions, a Visual QuickStart Guide
includes a clearly written list of possibilities
rather than paragraph upon paragraph of
explanatory text.

You may want to read the book from front to
back. This method is probably the best for
beginners. I've organized both the chapters in
the book and the topics within each chapter
in the order you're likely to experience them.
So, for instance, in the chapter about Eudora’s
Filters, I work through creating filters, activat-
ing filters, ideas on using the filters you've
created, finding filters, modifying filters, and
deleting filters.

Alternately, if you're more of an experienced
Eudora user, open to the Table of Contents
and look for the task you're interested in per-
forming. Once you've used the book for a
while, you can probably just flip through the
pages of the appropriate chapter—I've found
myself doing that with other Visual
QuickStart Guides.
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* WHY | WROTE THIS BOOK

Introduction

Why | wrote this book

I was thrilled when Peachpit Press
approached me about writing this book. I've
written numerous books about the Internet
before, but none about a specific program.
The Internet is a huge topic to cover, whereas
delving into the inner workings of a single
program is rather a different task.

And what a program! We all have our favorite
programs, and Eudora ranks right up there
for me. Eudora launches at startup on both
my Mac and my PC, and it's always available,
sending and receiving mail automatically
throughout every working day. I receive
between 100 and 200 messages each day, and
I send about 50 messages a day. In addition, I
save a fair amount of my incoming mail and
all outgoing messages, so I have over 200
megabytes of stored messages covering the
last few years of my life.

In short, I rely heavily on Eudora. I've looked
at numerous other email programs over the
years, and nothing has come close to provid-
ing Eudora’s power and ease-of-use when
dealing with that amount of mail.

I hope my enthusiasm for Eudora comes
through in this book, and even more impor-
tant, I hope that you find this book an enjoy-
able and useful adjunct to Eudora itself. Let’s
start exploring!




EUDORA BASICS

In this chapter, I introduce some of the basics
of Eudora and email that will help you make
the best use of the rest of the book.

We'll look at the hardware and software
requirements for using Eudora to ensure that
you can run Eudora on your computer. In
case you don't have the latest version of
Eudora, I'll also explain how to get a copy.

Once you have Eudora installed, we’ll take a
quick look at how you set up Eudora for basic
use. The rest of the book explains how you
use the program in much more depth, of
course, but just in case, I'll show you where
to find even more help on the Internet.

Finally, so you don't become overwhelmed
with the terminology, this chapter includes a
short email glossary as well.

Come then, and let’s start exploring Eudora.
Once you've read this chapter, feel free to flip
around in the book for the specific pieces of
information that you need.
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Chapter 1
Hardware ang a

software requirements

Eudora has fairly minima) hardware and soft-
ware requirements,

Macintosh requirements

B A Macintosh Plus or later model, with a
high-density disk drive if you purchase
Eudora Pro on floppy disk.

W Macintosh System 7.0 or later.

B An email account with an Internet service
provider or one that’s accessible via an
Internet-capable network connection.

® Some non-essential features of Eudora rely
on additional software called Macintosh
Drag and Drop. It was included in System
7 Pro and all versions of the system soft-
ware after System 7.5, but not in earlier
versions of System 7.The easiest way to
get drag-and-drop capabilities is to
upgrade to the latest version of Apple’s
system software that’s appropriate for
your Mac. Consult your Apple dealer, but
note that Mac OS 8 is appropriate for
68040- and PowerPC-based Macs.

Windows requirements
B IBM-compatible PC.

ARDWARE AND SOFTWARE REQUIREMENTS

f

L

B Microsoft Windows 95 or Windows NT

3.51 or later for the 32-bit version of
Eudora. You can use Microsoft Windows
3.1 with the 16-bit version of Eudora, but
it will look and act slightly differently
from the 32-bit version covered here.

"insock 1.1 networking package (the
“rosoft TCP/IP networking included in
dows 95 is ideal).

1il account with an Internet service
; - or one that’s accessible via an
\ -apable network connection.

Older Macintosh computers might be run-

MadntoshfSystemze ,

ning System 6. If that's rue, and if = -
upgrading to System 7 isn't feasible (it =
requires at least 4 MB 6f RAM), youcan - -
download and use Eudora 1.3.1 for free.
It's not nearly as capable as current ver-
sions of Budora Light or Eudora Pro, but

"Budora 1.3.1 works fine on those older

machines, assuming that they can connect
to the Internet. If you do use Eudora 1.3.1,
be aware that many features discussed in
this book won't be available. -




EUDORA BASICS

In this chapter, I introduce some of the basics
of Eudora and email that will help you make
the best use of the rest of the book.

We'll look at the hardware and software
requirements for using Eudora to ensure that
you can run Eudora on your computer. In
case you don't have the latest version of
Eudora, I'll also explain how to get a copy.

Once you have Eudora installed, we'll take a
quick look at how you set up Eudora for basic
use. The rest of the book explains how you
use the program in much more depth, of
course, but just in case, I'll show you where
to find even more help on the Internet.

Finally, so you don’t become overwhelmed
with the terminology, this chapter includes a
short email glossary as well.

Come then, and let’s start exploring Eudora.
Once you've read this chapter, feel free to flip
around in the book for the specific pieces of
information that you need.
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' HARDWARE AND SOFTWARE REQUIREMENTS

Chapter 1

Hardware and
software requirements

Eudora has fairly minimal hardware and soft-
ware requirements.

Macintosh requirements

A Macintosh Plus or later model, with a
high-density disk drive if you purchase
Eudora Pro on floppy disk.

B Macintosh System 7.0 or later.

B An email account with an Internet service

provider or one that's accessible via an
Internet-capable network connection.

Some non-essential features of Eudora rely
on additional software called Macintosh
Drag and Drop. It was included in System
7 Pro and all versions of the system soft-
ware after System 7.5, but not in earlier
versions of System 7.The easiest way to
get drag-and-drop capabilities is to
upgrade to the latest version of Apple’s
system software that’s appropriate for
your Mac. Consult your Apple dealer, but
note that Mac OS 8 is appropriate for
68040- and PowerPC-based Macs.

Windows requirements

IBM-compatible PC.

Microsoft Windows 95 or Windows NT
3.51 or later for the 32-bit version of
Eudora. You can use Microsoft Windows
3.1 with the 16-bit version of Eudora, but
it will look and act slightly differently
from the 32-bit version covered here.

Winsock 1.1 networking package (the
Microsoft TCP/IP networking included in
Windows 95 is ideal).

An email account with an Internet service
provider or one that’s accessible via an
Internet-capable network connection.

' Macintosh System 6

7 ‘01 er Macintosh computers might be rug- '

System 6.1f that's true, and if £
up 1ding to System 7 isn’t feasible (it
requires at least 4 MB of RAM), you can:
doWnload and use Budora 1.3.1 for free.

It’s. not nearly as capable as current ver- -

sions of Eudora Light or Eudora Pro, but

'Eudora 1.3.1-works fine on those older -

machines, assuming that they can connect -

 to the Internet. If you do use Budora 1.3.1, |

beawarethatmanyfeaturesdlscussedm

.this|book won't be available. -~ ﬁ




Eudora Basics
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Figure | You can download a copy of Eudora Light or
a demo of Eudora Pro from the Eudora Web site.

About Balloon Help...

Show Balloons

About This Release

Creating and Sending a Message
Using Attachments
Using Signatures

Recelving Messages
Responding to Messages
Changing Your Password

Deleting Messages
Transferring Messages
Using Mailbones
Filtering Messages

Using the fiddress Book

Shortcuts

Selecting a URL Helper
About Eudora Pro
More Help!!l!
Pureloice Help

Register Eudora...
Insert System Configuration

Figure 2 To request a copy of the Eudora Pro ordering
program in the Mac version of Eudora Light, choose
Purchasing Information from the Guide menu.

Figure 3 To request a copy of the Eudora Pro ordering
program in the Windows version of Eudora Light,
choose Request Ordering Program from the Eudora
Pro menu.

Getting Eudora

If you don't have the latest version of Eudora
Light, or if you want to purchase Eudora Pro,
there are several ways to get a copy.

Methods of getting Eudora Light

B Using a Web browser, go to
http: //www.eudora.com/ (Figure 1), follow
the links to the Eudora Light page, and
then download a copy.

B Using a Web browser or an FTP program,
go to ftp://ftp.eudora.com/ endora/ eudoralight/
and navigate to the proper Mac or
Windows folder, where you can down-
load a copy.

Methods of getting Eudora Pro

B Using a Web browser, go to
http: //www.eudora.com/ and download a
demo copy that works for 30 days.

B Using aWeb browser or an FTP program,
go to ftp: //ftp.eudora.com/ eudora/ eudorapro/
and navigate to the proper Mac or
Windows folder, where you can down-
load a demo copy that works for 30 days.

B If you have Eudora Light, you can request
an ordering program that you can use to
fill out an order.

In the Mac version, choose Purchasing
Information (Figure 2) from the Guide
menu (it looks like a question mark).

In the Windows version, choose Request
Ordering Program (Figure 3) from the
Eudora Pro menu.

B Visit a software store that carries Eudora
Pro (it might be hard to find in most gen-
eral computer stores) or an online soft-
ware vendor like Cyberian Outpost at
http: //www.cybout.com/ and buy a copy.
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INSTALLING EuDORA (MAC)

Chapter 1

Installing Eudora

Once you've downloaded or purchased a
copy of Eudora, you must install it on your
computer. For the most part, the installation
process is self-documenting, so I won't dis-
cuss every possible step here.

To install Eudora

1. Double-click the Eudora installer.

The installer displays a splash screen, then
a ReadMe screen, and finally the installa-
tion window (Figure 4).

2. Select Full Eudora Pro or Full Eudora
Light, and click the Install button.
The installer first warns you that you'll
need to restart, then asks if you want to
install a 680x0, PowerPC, or Universal
version of Eudora (Figure 5).

3. If you use a Power Mac, I recommend you
click either PowerPC or Universal. If you
use a 68000-based Macintosh, click either
680x0 or Universal. If you think you'll
switch between a 68000-based Mac and a
Power Mac, click Universal.

The installer presents you with a dialog
box asking you where you want to store
the program (Figure 6).

4. Select a location for Eudora and click the

Install button.

The installer copies all the necessary files
to your hard disk, then displays a dialog
box asking you to restart.

5. Click Restart to restart your Mac.

When the Mac restarts, you're ready to use
Eudora.

MACINTOSH ONLY'!

Install the following:

Filter Converter
Tables of Contents Converters

Installs Eudora Pro 3.1 Demo and documentation,
&Y

Installation requires: 2007K

Quit I Install |

Figure 4 To install Eudora, click Full Eudora Pro 3.1
(this line may look different for you—I'm installing the
demo of Eudora Pro 3.1 here) and then click Install.

You are running on a PowerPC machine. Some
applications to be installed can be run on both
PowerPC and 68010 machines.

Do you want to install the larger Universal
applications or the smaller specific ones?

[ s8owo ) [ PowerPC ] | universal ||

Figure 5 The installer asks which version you want
to install. Click the button that corresponds to your
desired version.

(% Folder File Drive Options

= HAchilles

& Achilles Eject
e Ephemera
e Perseus
= Sisyphus
== Toaster

Install software into folder:
|Eudora Pro 3.1 Folder |

Figure 6 The installer then asks where you want to
store the Eudora program. Navigate to the desired
location, then click the Install button.
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WINDOWS ONLY!

cose Destination Location

e [ é,:;‘,,. i
Figure 7 The installer asks where you want to store
the Eudora program. Either choose the default, or click
the Browse button and navigate to the desired
location.When you're done, click the Next button.

Figure 8 The installer then asks which version of
Eudora you want to install. If you use Windows 95
orWindows NT, select the 32-bit version. If you use
Windows 3.1, select the |6-bit version.Then click the
Next button.

Figure 9 Then, the installer presents a summary of
what it will do. Click the Next button to start copying
files to your hard disk.

Installing Eudora

Once you've downloaded or purchased a
copy of Eudora, you must install it on your
computer. For the most part, the installation
process is self-documenting, so I won't dis-
cuss every possible step here.

To install Eudora

1. Double-click the Eudora installer.

The installer displays a welcome screen,
then a license screen, and finally the
installation window, where it asks you to
select a location for the Eudora program

(Figure 7).

2. If you don't want to store Eudora in the
default location, click Browse, and select a
location. Then click the Next button.

The installer asks which version of Eudora
you want to install (Figure 8).

3. If you use Windows 95 or Windows NT,
select the 32-bit version of Eudora and
click Next. If you use Windows 3.1, select
the 16-bit version of Eudora and click the
Next button.

The installer summarizes what you've
asked it to do (Figure 9).

4, Click the Next button.

The installer copies all necessary files to
your hard disk, then displays a dialog box
asking if you want to read the README
file.

5. ClickYes if you want to read the README
file or No if you don't. Either way, the
installation process is finished at that
point.
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LAUNCHING AND QUITTING EUDORA

Chapter 1

Launching and
quitting Eudora

After you've installed Eudora, the next step is
to launch the program.

Launching Eudora (1)

1. In the Macintosh Finder or the Windows
desktop, find the Eudora icon (Figure 10
and Figure 11).

2. Double-click the Eudora icon to launch
Eudora.

Launching Eudora (II-Windows)

1. From the hierarchical Programs menu
in the Start menu, choose Eudora

(Figure 12).
Quitting Eudora

1. From the File menu, choose Quit (Mac)
or Exit (Windows).
Eudora quits, prompting you to send
queued messages first if you have any
waiting to go out.

v Tips

B If you use a Macintosh, I encourage you to
make an alias to Eudora and place it either
in your Apple Menu Items folder (so it
appears in your Apple menu) or on your
desktop for easy access.

m If you use Windows, I encourage you to
make a shortcut to Eudora and place it on
your desktop for easy access.

B If you plan to use Eudora all the time, as I
do, consider putting an alias (Mac) or a
shortcut (Windows) to Eudora in your
Startup Items folder (Mac) or your Start
menu (Windows). That way, Eudora will
launch whenever you turn on your
computer.

! | Eudora Pro 3.1.1 |
4 items 867.7 MB in disk 33.1 MB available

]
[Eutors Pro 3 1] MacZINewFeaturesV1 pdf

] 3

Eudora Stuff Documentation B
= o=
Figure 10 To launch the Mac version of Eudora,
double-click the Eudora icon in the Finder.

= =
fata 71

|| stationery  Nickname

Figure 11 To launch the Windows version of Eudora,
double-click the Eudora icon in the Windows desktop.

choose Eudora from the hierarchical Programs menu in

Figure 12 Alternately, to launch Eudora in Windtx.
the Start menu.

|
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|anm1u tidbits com |

(Your POP Account is your POP ussrname
followed by an "@° followed by your POP
server name, This may or may not be the
same 83 your return sddress.)

Return address (if different from POP sccount):
[aceetidbits.com

Cannection method:
@® TCPAIP
O Communications Toolbox

[ offiine {no connections)

Figure 13 In the Getting Started settings panel, enter
your real name, POP account, and return address in the
appropriate fields.

215]

|

Figure 14 In the Checking Mail settings panel, check
the “Send on check” and Save password checkboxes.

Return sddress {if different from POP sccount):
L Oiftos MEld ace@tidbits com
B8 Personnt Domain to 86d to unqualified nemes:
F Hosts
5 i SHTP Server:
Ehely [s3etie tigsits com ]
] Immediate send [ send on check
[ Fix curly quotes
F “ [ Expend nicknames immediately
B Fonts & Display (] Automatically Fec to original mailbox
Stationery:
D
ey Options when not using stetionery:
=% Tookar Signature:
[ May wse Quoted-Printsble B Word wrap
& T e )

Figure 15 In the Sending Mail settings panel, uncheck
the Immediate send checkbox.

Configuring Eudora

Now you must enter the minimal infor-
mation required to send and receive mail.
Eudora has many other settings; here I
cover the essential ones for getting started.
(See Chapter 12, “Working with Settings/ Options”)

To configure Eudora

1. From the Special menu (Mac) or Tools
menu (Windows), choose Settings (Mac)
or Options (Windows).

Eudora opens the Settings/Options dialog
box with the Getting Started settings panel
selected (Figure 13).

2. In the Getting Started settings panel, enter
your real name in the Real name field,
then enter your POP account in the POP
account field, and finally, enter your
return address in the Return address field.
Make sure that the TCP/IP button (Mac)
or Winsock button (Windows) is selected.
Your Internet service provider or network
administrator must provide you with your
POP account and return address.

3. If your Internet service provider or net-
work administrator has directed you to
enter an SMTP server, switch to the Hosts
panel and enter the SMTP server in the
SMTP server field.

4. Switch to the Checking Mail panel and
check the “Send on check” and Save pass-
word checkboxes (Figure 14).

5. Switch to the Sending Mail panel, and
uncheck the Immediate send checkbox

(Figure 15).
Click the OK button to save your changes.

,.:/5’77.7/9
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EUDORA FOR MULTIPLE PEOPLE (MAC)

Chapter 1

Configuring Eudora
for multiple people

What if you and your sweetie share a com-
puter but don't want to share an email
address? You can each create a personal
Eudora Folder with its own settings.

To configure
Eudora for two people

1.

Quit Eudora if it’s running Then, in the
Finder, open the System Folder and select
the Eudora Folder.

. From the File menu, choose Duplicate.

The Finder makes a duplicate of the
Eudora Folder, called Eudora Folder copy.

Rename the copy to start with your first
name, as in Adam’s Eudora Folder.

. Open the original Eudora Folder. Inside it

is a file called Eudora Settings. Select that
file, and from the File menu, choose Make
Alias to make an alias, called Eudora
Settings alias.

Rename the alias with your sweetie's
name, as in Tonya's Email, and move it to
the desktop.

Repeat steps 4 and 5 with the second
Eudora Folder. Rename the second Eudora
Settings file with your name, as in Adam'’s
Email (Figure 16).

Double-click the first alias you created to
launch Eudora.

Configure Eudora with your sweetie's
email account and settings as discussed on
the previous page.

Double-click the second alias you created
to launch Eudora; and repeat step 8 with,
your email account and settings.

MACINTOSH ONLY!

42 items

Figure 16 The eventual goal in setting up Eudora for
two people is to end up with two Eudora Folders, and
differently named aliases to the Eudora Settings files
within those Eudora Folders. Note that here | haven't
yet moved the aliases to the desktop, and if you don't
want them on the desktop they can go anywhere else
that's easily accessed.

Iﬁulﬂple people using Eudora

These steps walk you through creating two
Eudora Folders, each with its own Eudora
Settings file. You must launch Eudora by
double-clicking the aliases to those Eudora .
Set#jngs files. If you launch Eudora by
dogzble—c]icldng the program, it loads the
Eudora Settings file in the folder called
Eudora Folder in the System Folder.

Think of those Eudora Settings files as

Eudora documents. When you double-
clmk the alias to one, you're launching
Budora and loading those settings. It's j
hke double-clicking a spreadsheet docu

ment to launch the spreadsheet prognui

and open the document.
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Configuring Eudora
for multiple people

What if you and your sweetie share a com-
puter but don't want to share an email
address? You can each create a personal
Eudora Folder with its own settings.

To configure
Eudora for two people

1. In the Windows 95 desktop, right-click
the Eudora program, and from the
pop-up menu, choose Create Shortcut to
create a shortcut to Eudora (Figure 17).

Figure 17 First, create two shortcuts to the Eudora
application, one for each person.

 Tonya's Email Properties K 2. Move the shortcut to the desktop and

‘ j rename it with your sweetie's first name,

as in Tonya's Email.

3. Repeat steps 1 and 2, but rename the sec-
ond shortcut with your first name, as in
Adam’s Email.

ey 5 S S 4, In the C: window, create two folders with

your first names, as in Tonya's Eudora

Folder and Adam’s Eudora Folder.

5. Right-click your sweetie's shortcut, and
choose Properties from the pop-up menu.

6. Click the Shortcut tab, and in the Target

field, type a space, and then the path to
your sweetie’s folder, as in C:\Tonya’s

Figure 18 After you've created two folders, one for Eudora Folder (Figure 18).

each person, edit the Target field in the Shortcut

properties to point at the new folders you've created. 7. Repeat steps 5 and 6 with your shortcut
and folder.

8. Double-click your sweetie’s shortcut to
launch Eudora.

Multiple people using Eudora

These steps walk you through creating two
- Eudora Folders, each with completely sep-

9. Configure Eudora with your sweetie's
email account as discussed previously.

arate settings and mailboxes. You must 10. Quit Eudora.
lzunf:h‘Eudom by double—clic]fing the 11. Double-click the second shortcut, and
‘shortcuts, or else Eudora won'’t load the

repeat step 9 with your email account

proper settings. and settings.

(SMOGNIM) 31403d 1dILINW HO4 v¥oan3



EUDORA PRO FOR MULTIPLE ACCOUNTS

Chapter 1

Configuring Eudora Pro
for multiple accounts

If you have multiple email accounts, you can
configure Eudora Pro to work with all of
them using personalities.

To configure Eudora
Pro for multiple accounts

1. From the Special menu (Mac) or Tools
menu (Windows), choose Settings (Mac)
or Options (Windows) to open the
Settings/Options dialog box.

2. Click Personalities to display the
Personalities settings panel (Figure 19).
3. Click the New button to create a new

personality.

4. Enter a name for the personality in the
Pers. Name (Mac) or Personality

EUDORA PRO ONLY!

Styled Text

Figure 19 To create a new personality, click the

Fonts & Display

i
f -

ABC

New button, then enter the necessary information in
the various fields in the Personalities settings panel.

(Windows) field.

. Enter the personality’s POP account, real

name, and return address in the appropri-
ate fields.

Check the "Check mail on manual
checks” (Mac) or “Check mail”
(Windows) checkbox.

If necessary, in the Windows version,
enter the SMTP server in the SMTP
server field.

In the Mac version, switch to the
Personality Extras panel and then enter
the SMTP server in the SMTP server
field (Figure 20).

Make any other necessary configuration
changes in the Personalities and
Personality Extras (Mac) settings panels.

Click OX to save your configuration for
that personality.

e [B]| Personality
5| oviper s Domain to Add: ]
&2 Moving Arons SMTP Server. [sdelis tidbits com |
B MisceTlaneous Stationery: MNone & i |
Signature when not using stationery:

<
B raitbox Cohems i [ Send mafl whenever sends are dane
A styleaTet | I

|}
E‘ Personalities  |LL)
T Pe aliby, -

|
——

Figure 20 If you need to set a different SMTP server in
the Mac version of Eudora Pro, click Personality Extras
and enter it in the SMTP server field.
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MACINTOSH ONLY!

About Message Plug-ins...

[ New superBoomerang b
2 control Panels »
I Ewtra stuff

23 rrp.tidbits.com
I oms

B3 internet Apps §
B uniities

) wed unts

v wvvwwww

= Chooser

@ visktop

£ Find File

(@) TidBITS Inden

E3 websters Electronic
I nchilles

K Persous

B sisyphus

- wow |

Figure 21 To determine Eudora's proper RAM
allocation, choose About Eudora from the Apple menu.

£ i R Tl T

© 1988- 1592 by the University of 1111nois Board of Trusiees

© 1992~ 1997 by QUALCOMM Incorporuted

For mere information about upgrades and other Eudera® products, contact us at
@udore-repeeudoracoms or visit our web 3ite st <http/ Avwew udors.coms.
Tor mare Infor mation regarcing QUALCOHM, vistt <http //www qualcamm coms
Eudara® |3 & registersd irademark and Eudors Pro™ i3 o trademark of QUALCOMI Incorporated.
Hemary sizes: Cyrrent 18B0K, Mimimum 1 578K

Figure 22 Eudora opens the About Eudora dialog box.
Notice that the last line tells you the current and
minimum memory (RAM) sizes.

Em Eudora Pro 3.1 Info E
E Eudora Pro 3.1

Kind : application program
Size: 1.6 MB on disk (1,702,401 bytes
used)
Where: Perseus: Internet: Mail: Eudora Pro
31

Created: Sun, Jun 22, 1997, T:149 PM
Modified: Fri, Jul 4, 1997, 10:15 AM
Version:3.1.1

Comments :

Memory Requirements ——
Suggested size: 700 K |

i Minimum stze : K

D!.nhd | Preferred size K
| e i g

Note: Memory requirements will increase by

1,148K if RAM Doubler™ 2 is not
fnstalled.

Figure 23 Bring up the Get Info window by selecting
the Eudora icon and choosing Get Info from the

File menu in the Finder.Then, enter the desired RAM
allocation in the Preferred size field.

RAM requirements

The Macintosh versions of Eudora come set
to require a mere 700K of RAM by default.
That's not very much, but it is enough for
most situations. However, if you store a lot of
messages in your In, Out, and Trash mail-
boxes, Eudora’s RAM requirements will
increase.

To determine RAM settings

1. With Eudora as the frontmost program,
from the Apple menu, choose About
Eudora (Figure 21).

Eudora opens the About Eudora dialog
box. At the bottom, Eudora displays the
current memory setting and the mini-
mum that's required (Figure 22).

2. 1f the two numbers are close (within
100K), you should increase Eudora’s RAM
allocation.

To increase
Eudora’s RAM allocation

1. If necessary, quit Eudora, then, in the
Finder, click the Eudora icon once to
select it.

2. From the File menu, choose Get Info
(Cmd}-1).

The Finder opens the Get Info window
(Figure 23).

3. Enter a new number in the Preferred Size
field (in System 7.0 or 7.0.1, the field is
called Current Size). The number should
be several hundred kilobytes larger than
what was there before. So, if Eudora was
set to 1700K, change it to 1900K.

4. Close the Get Info window by choosing
Close Window ([Cmd)-W) from the File
menu or by clicking the Get Info win-
dow’s close box.

11
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_ OFFICIAL HELP RESOURCES

Chapter 1

Official help resources

Although this book provides all the infor-
mation you need to use Fudora normally,
special circumstances may send you looking
for help further afield.

Official resources for
additional assistance

W Eudora has good online help, accessible
from the question mark-like Guide menu
(Mac) or the Help window (Figure 24)
available from the Help menu (Windows).

B Even better, Eudora has great balloon help
(Mac) and contextual help (Windows).

To use balloon help in the Mac versions,
choose Show Balloons from the Guide
menu, then point at the item in question
(Figure 25).

To access contextual help in the Windows
versions of Eudora, click the Contextual
Help button at the right end of the tool-
bar, then click the item about which you
want more information. If you’re in a dia-
log box, click the question mark button in
the right hand corner of the dialog, then
click the item in question, or just right-
click the item in question (Figure 26).

B Eudora comes with a good manual,
although Eudora Light users must down-
load it separately from the program.

The manual should always be your first
resource (after this book, of course).

B Qualcomm provides technical support
information and answers to frequently
asked questions on the Web at
hetp: //www.eudora.com/ techsupport/ .

v Tip

B In the Mac version of Eudora Pro, press
the Help key to toggle balloon help on
and off.

® Crecte Messages
@ Send Messeges
® Receive Messages
@ Respond o Messages
@ Work with Mailboves
® Organize Your Messages
® Use the Address Book
® Use Drrectory Servces
® Roforence
@
Reporting Bugs

Suggestons
@ New intus Relense

Figure 24 To open the Help window in the Windows
versions of Eudora, choose Topics from the Help menu.

POP sccount:
[ece#adelie.tidbits com |

[ Check for mail every minutes

] Don't check when using battery

[ Skip messages over
[ Leave on server for |:| days

[ Send on check

[ Save password When checked,

[) Delete from server when e "“"m‘""

[ Overiap POP3 commands fc mﬂ“m
Authentication: @ Passwords

(< Y

Figure 25 To use balloon help in the Mac versions of
Eudora, choose Show Balloons from the Guide menu,
then fpoint at the item in question.

& Sending Hal
BB attaochments [
B Fonts £ Display
BB oatevispiay |

®

Checking Mail

"

Replying .. If this is checked, any messages that are
| queued in the Qut mailbox zre sentwhen
ﬁ: § Eudora checks the POP Server for new mal.

-
Attachments : | i
.
»

Parsonalites &
= i

Figure 26 To use contextual help, either click the
Contextual Help button, then the item in question, o, if
you're in a dialog box, right-click the item in question.
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Andrew $tarr's [Unofficlal] Eudara Site

:
2 est2enca @

i_h:m- ==
Andrew Starr’s [Unofficial] Eudora Site

This page is not an officis] Qualcomm page. As « Eudors user, [ have created this
m.ﬂm others can easily find products that wark with Eudors. a3 well as

ni tion about Eudors. (Jualeomm is not responsible for information at sites
other than their own. Original content and organization of this page is copyright @
1996 by Andre

w Starr.

Figure 27 Andrew Starr's Unofficial Eudora Site
contains numerous tips, tricks, and pieces of Eudora-
related information.

Pete Beim's

a [Unofficiall Eudora
FAQs & Links

Figure 28 Pete Beim's Unofficial Eudora FAQs & Links
site contains a vast amount of information about the
Windows versions of Eudora.

=]

Unofficial help resources

As good as Qualcomm's official support is, it
may not suffice for all questions. And at
times, you may simply need to ask another
Eudora user a question. Luckily, there are a
number of unofficial sources of information
about Eudora as well.

Unofficial resources
for additional assistance

B Two newsgroups, comp.mail.eudora.mac and
comp.mail.eudora. ms-windows, carry discus-
sions about the Mac and Windows ver-
sions of Eudora, respectively. Both are
excellent places to ask specific questions.
You need a Usenet newsreader to access
these newsgroups.

B Williams Students Online runs mailing »
lists for discussions of both the Mac and
Windows versions of Eudora.

To subscribe to the Mac mailing list, send

email to majordomo@wso.williams.edu and put

subscribe eudora-mac in the message body.

To subscribe to the Windows mailing list,
send email to majordomo@wso.williams.edu
and enter subscribe eudora-win in the mes-
sage body.

B Andrew Starr’s Unofficial Eudora Sitg
(Figure 27) offers numerous tips, tricks,
and pieces of Eudora-related information,
along with links to Eudora resources.

hutp://www.ambherst.edu/ ~atstarr/eudora/,

B Pete Beim's Unofficial Eudora FAQs &
Links site (Figure 28) contains a vast
amount of information about the
Windows versions of Eudora.

http: //www.cs.nwu.edu/ ~beim/ eudora/

B I've created a Web page containing
additional Eudora information useful to
readers of this book.

http: // www.tidbits.com/ eudora/

13
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EMAIL GLOSSARY

Chapter 1

Email glossary

I can't avoid the jargon inherent in talking
about email—these words are the only ones
we have. But, I can provide definitions so you
can read this book knowing that information.

AppleDouble: AppleDouble is the best
method of encoding file attachments in the
Mac versions of Eudora such that they can be
transferred via email Always try AppleDouble
first. (See Chapter 3, “Writing Messages™)

AppléSingle: AppleSingle is a less commonly
used method of encoding file attachments in
the Mac versions of Eudora such that they can
be wransferred via email. Use AppleSingle for
sending Mac-specific files to other Mac users.
(See Chapter 3, “Writing Messages™)

attachment: An attachment is a file that you
send with a message, much as you might-
attach a newspaper clipping to a letter with a
paperclip. (See Chapter 3, “Writing Messages”)

. BinHex: BinHex is an older method of

encoding file attachments such that they can
be wransferred via email. Use BinHex when
sending files to Mac users who have old email
programs. (See Chapter 3, “Writing Messages”)

body: The body of a message contains the
primary content of the message. (See Chapter 3,
“Writing Messages™)

bounce: A message bounces when it is
returned because it could not be delivered as
addressed. (See Chapter 2, “Creating Messages™) .

dial-up connection: A dial-up connection is
an Internet connection that you make using a
modem to connect to an Internet service
provider. (See Chapter 12, “Working with

Settings/ Options”)

domain name: A domain name is the part of
the email address after the @ character. In my
address, ace@tidbits.com, tidbits.com is the
domain name. (See Chapter 3, “Writing Messages™)

email address: An email address is the unique
address that identifies each Internet user.
Email addresses are composed of a username,
the @ character, and a domain name.

(See Chapter 3, “Writing Messages”)

encoding: Encoding is the process of convert-
ing attachments in such a way that they can
travel through email without being damaged,
much as you put letters in envelopes to pro-
tect them. (See Chapter 3, “Writing Messages”)

filter: A filter is a set of rules and related
actions that Eudora applies to messages. (See
Chapter 7, “Working with Filters”)

finding: In Eudora’s parlance, finding is the
process of searching for text in a single mes-
sage. (See Chapter 8, “Finding and Searching”)

Finger: Finger is an Internet service like Ph
that enables you to look up information
about people. (See Chapter 11, “Using Directory
Services”)

forward: You forward incoming messages
when you wish to send them to someone else
but have them come from you. Forwarding is
like taking a letter from one person, putting it
in another envelope, and sending it to
another person. (See Chapter 2, “Creating Messages”)

hanging indent: A paragraph of text with a
hanging indent has the first line at the left
and all following lines indented to the right.
(See Chapter 3, “Writing Messages™)

header: The header of an email message
contains the information necessary to deliver
the message. Think of the message header as
the outside of an envelope, containing an
address, a return address, and the postmark.
(See Chapter 4, “Sending and Receiving Messages”)

helper application: A helper application is a
program Eudora relies on for tasks, like view-
ing a Web page, that Eudora can't do itself.
(See Chapter 5, “Working with Messages™)

14
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Internet Config: Internet Config is a free
program for the Macintosh that helps
centralize Internet preferences. Eudora can
optionally work with Internet Config.

(See Chapter 5, “Working with Messages”)

kilobyte: A kilobyte is a unit of measurement
equal to 1,024 bytes or characters. (See Chapter
4,“Sending and Receiving Messages”)

match string: In the context of filters, a
match string is the text you want the filter to
look for in message headers. (See Chapter 7,
“Working with Filters™)

message plug-ins: A message plug-in is a

file that extends Eudora's text-editing func-
tionality. (See Chapter 3, “Writing Messages”™)

message summary: A message summary

is a line in a Eudora mailbox that includes
the sender’s name, the message date, and the
message subject, with other information.
(See Chapter 5, “Working with Messages”)

MIME: MIME stands for Multi-purpose
Internet Mail Extension and in the Windows
versions of Eudora is the best method of
encoding file attachments for wansfer via
email. (See Chapter 3, “Writing Messages™)

nickname: A nickname is an easily typed and
remembered name that replaces one or more
email addresses. A nickname for me might be
“Adam”, which would replace ace@tidbits.com.
The Windows versions of Eudora call nick-
names “address book entries.” (See Chapter 9,
“Working with the Address Book”)

nicknames files: A nicknames file is a file that
contains nicknames in Eudora Pro. (See Chapter
9, “Working with the Address Book”)

personality: A personality is a group of set-
tings in Eudora Pro. Personalities are useful
for working with multiple email accounts.
(See Chapter 1, “Eudora Basics,” Chapter 2, “Creating
Messages,” and Chapter 12, “Working with

Settings/ Options”)

Ph: Ph is an Internet service like Finger that
enables you to look up information about
people. (See Chapter 11, “Using Directory Services”)

POP: POP stands for Post Office Protocol and
is the primary method that email programs
like Eudora use to retrieve incoming Internet
email messages. (See Chapter 4, “Sending and
Receiving Messages™)

POP account: A POP account is essentially the
electronic mailbox where your incoming
email sits until you retrieve it with Eudora.
The POP account is composed of a username,
an @ character, and the domain name of
your POP server. POP accounts look like email
addresses. (See Chapter 1, “Eudora Basics” and Chapter
12, “Working with Settings/Options™)

POP server: A POP server is a program that
runs on an Internet computer and sends your
incoming messages when you check mail.
(See Chapter 4, “Sending and Receiving Messages™)

queue: When you queue a message, you set it
to send at a later time. (See Chapter 4, “Sending and
Receiving Messages™)

quote: When replying to a message, Eudora
automatically quotes the original text by
putting a > character before each line.

(See Chapter 2, “Creating Messages™)

recipient list: The recipient list is a list of
nicknames that appears in the hierarchical
Insert Recipient, New Message To, Forward
To, and Redirect To menus. (See Chapter 2,
“Creating Messages” and Chapter 9, “Working with the
Address Book”)

redirect: You redirect incoming messages
when you want to send them to someone
else but have them appear to come from the
original sender. Redirecting is like putting a
letter back in its original envelope, affixing a
sticker with someone else's address over your
address, and sending it again. (See Chapter 2,
“Creating Messages”)
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EMAIL GLOSSARY

Chapter 1

reply: You reply to a message when you want
to respond to it. (See Chapter 2, “Creating Messages”)

return address: The return address is the
address that everyone sees on mail from you.
It’s also the address to which their replies will
be sent. (See Chapter 1, “Eudora Basics” and Chapter
12, “Whorking with Settings/Options”)

Rot13: Rot13 is a simple method of encod-
ing text to prevent prying eyes from reading
it. (See Chapter 3, “Writing Messages™)

search term: The search term is the text that
you want to find when finding or searching.
(See Chapter 8, “Finding and Searching™)

searching: In Eudora’s parlance, searching is
the process of searching for text in multiple
messages. (See Chapter 8, “Finding and Searching”)

signature: The signature contains personal
information that appears at the bottom

of every message you send. (See Chapter 3,
“Writing Messages™)

SMTP: SMTP stands for Simple Mail Transfer
Protocol and is the primary method that email
programs like Eudora use to send messages.
(See Chapter 4, “Sending and Receiving Messages”)

SMTP server: An SMTP server is a program
that runs on an Internet computer and
accepts your outgoing messages when you
send mail. SMTP servers also transfer mail
between one another on the Internet to
move messages to their eventual destinations.
(See Chapter 1, “Eudora Basics,” Chapter 4, “Sending

and Receiving Messages,” and Chapter 12, “Working
with Settings/Options”)

spam: Spam, also known as unsolicited com-
mercial email, is email messages from people
you don't know, advertising products or ser-
vices you don't want, often in a fraudulent
manner. Spam is a blight on Internet email.
(See Chapter S, “Working with Messages™)

spammer: A spammer is someone who sends
spam messages to tens or hundreds of thou-
sands of recipients. (See Chapter 5, “Working with
Messages™)

starting point: The starting point for a search
is the message with which Eudora starts
searching. (See Chapter 8, “Finding and Searching”)

stationery: Stationery is previously composed
outgoing messages you can use when creating
messages. (See Chapter 2, “Creating Messages”)

URL: URL stands for Uniform Resource
Locator and is pronounced “You Are EIL."
URLSs identify Internet resources such as Web
pages. (See Chapter 5, “Working with Messages”)

username: A username is the part of the
email address before the @ character. In my
address, ace@tidbits.com, ace is the username.
(See Chapter 3, “Writing Messages”)

Uuencode: Uuencode is an older method
of encoding file attachments such that they
can be transferred via email. Use Uuencode
when sending Mac documents or PC files
to PC users who have old email programs.
(See Chapter 3, “Writing Messages”)
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CREATING MESSAGES

One of the most common activities in Eudora
is message creation. It might seem like a triv-
ial topic, and in fact it is extremely easy, but
newcomers may not realize the many ways
messages can be created in Eudora.

You'll definitely want to create new messages
to friends, and I guarantee that you will often
want to reply to messages you receive. But
what about the less common situations?
Maybe a colleague sent a joke that you
absolutely must forward to your college
roommate. Perhaps you received a message
that would be best handled by someone else
in your department. What if you need to send
a piece of boilerplate text to everyone who
writes to your company requesting general
information?

In each of these cases, you could use basic
tools to create a new message with the appro-
priate content. Instead, you should take
advantage of Eudora’s power and flexibility in
creating new messages, as you'll see in this
chapter.

17
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“CREATING A NEW MESSAGE -

Chapter 2

Creating a new message

A new blank message is the easiest and most
obvious way to create a new piece of email.

To create a new message

1. From the Message menu, choose New
Message ((Cmd)-N/(Ctri}-N) (Figure 1).
A new outgoing message window appears,
with the cursor in the To line of the header
and the From line filled in with your name
and email address (Figure 2).

2. Type the nickname or the email address of
the recipient in the To line.

3. PressTab, or click in the Subject line, then
type the subject of your message.

4. PressTab three more times, or click in the
body area of the message, then type your
message (Figure 3).

5. Click the Queue button ((Cmd)-E/(Ctri}-E)
to queue your message for later sending.

v Tip

B When you're working on a long, compli-
cated, or important message, you might
want to save your message periodically
while writing. To do that, choose Save
(Cmd]-S/(Ctr1}-S) from the File menu
whenever you like.

Personallﬁes

Eudora Pro has a new feature that enables
you to send and receive mail from: multi-
ple email accounts. This feature is great for
those of us with more than account. ‘

In the Mac screen shots to the right the
pop-up menu in the From line controls
which personality the message comes
from. In the Windows version of Eudora
Pro, you choose personalities through a
dialog box instead of a pop-up menu.

Reply %R
Forward

Redirect

Send Rgain

New Message To 14
forward To »
Redirect To 4
New Message With  »
fleply With »
Attach Document... %H
fAttach [ 4
Queue For Delivery %E
Change »
Defete 1]

Figure | To create a new outgoing message, choose
New Message from the Message menu.

Figure 2 A new outgoing message window contains a
filled-in From line, but has the rest of the window blank.

@@ Gaoff Buncan, 5:33 PM -0200, Capy fMe Back to you FEEXEIHT]
OFE~ @& & Q@ =

Fastes i) (e coer) (B 7] 7] ] (o

To: Geoff Ouncon (gedf{ftichits.com>

Fron: “Adas C. Engst® <ocefticbits coms
u)-e\ Copy file back 1o you

X-Gllw-\tl

Hw Mﬂ

1ve finished ay edit pass, 50 iV's your lumn... Let's go for the new sending
selup todoy.

chears. .. =Adam

Figure 3 Once you fill in the To and Subject lines for
your message, note how the title bar of the window
changes. Click the Queue button to send your message.
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Figure 4 To reply to a message that you are either
reading or have selected in a mailbox window, choose
Reply from the Message menu.

Tg: Geoff Duncan <gcoff@tidbits.com>
From: "Adsm C. Engst” <ace@tidbita.com>
Subject: Re: newer redirect script

Bec:
Attached:

AT 10126 AM 6/23/97 -0700, you wrote:
] >Here”s s pointer to a redirect script...
>

>
> <http://waymac.com/tools/redirect.w. server.sit. hqx>
L E .
>
>

cool. ..

1>gd : x
Figure 5 Eudora automatically fills in the To, From,and
Subject lines in a reply, and quotes the original message
for you to edit.

Tp: Geoff Duncan <geoff@tidbits.com>
From: "Adam C. Engst” <ace@tidbits.com>
Subject: Re: newer redirect script
co:

Beo:
Attached:

4 At 10:26 AM 6/23/97 -0700, you wrote:
>Here's s pointer to a redirect script...

{ Thanks Geoff, I'll snag it, generate the redirect for
the search engine, and upload... Check
4 <http://wne, tidbits.com/search/> later todsy...

chesrs... -Adam

Figure 6 Edit the body of the message so it’s clear
what you're replying to. Keep quotes to a minimum.

Replying to a message

Although you're certain to want to create
plenty of new messages to people using New
Message, it's far more likely that you'll want
to reply to a message that you've received.

To reply to a message

1. Open or select an incoming message, then
choose Reply ((Cmd)-R/(Ctrl}-R) from the
Message menu (Figure 4).

Alternately, in the Windows versions of
Eudora, open or select an incoming mes-
sage, then right-click it and choose Reply
from the pop-up menu that appears.
Eudora creates a new outgoing message,
but this time fills in the To line, the From
line, and the Subject line.

The body of the original message is
quoted (Figure 5) and, in the Mac ver-
sions of Eudora, selected.

You can either delete the original text
entirely or edit it if desired.

2. Type your message, and if you wish edit
the original message to respond to specific
points (Figure 6).

3. When you're done, click the Queue but-

ton ((Cmd)-E/(Ctrl}-E) to queue your reply
for later delivery.

v Tip

B When you're working on a long, compli-
cated, or important reply, you may want
to save your message periodically while
writing. To do so, from the File menu,

choose Save ((Cmd)-S/(Ctrl}-5) whenever
you like.

19

I9VSSIW V OL DNIATdIY



REPLYING TO PART OF A MESSAGE

Chapter 2

Replying to
part of a message

What if you want to reply to a message and
respond to a specific point in the original
without editing the quoted text manually?

To reply to part of a message

1. With an incoming message window
open, select some text (Figure 7).

2. Holding Shift down, choose Reply

Quoting Selection ((Cmd){Shift}-R) from
the Message menu (Figure 8).

A new outgoing message window
appears, with the To, From, and Subject
lines filled in appropriately, and with just
the selected text quoted in the body of the
message.

3. Make any additional edits you wish, and
type your reply (Figure 9).

4, When you're done, click the Queue but-
ton (([Cmd}-E) to queue your message for
later delivery.

v Tips

B If the menu item says Reply instead of
Reply Quoting Selection, you didn't hold
the Shift key down before clicking the

menu.

B If you wish to include the headers of a
message in a reply, you must specifically
select them; Eudora never includes head-
ers otherwise. Just select the headers along
with any other desired text, then hold
down Shift and use Reply Quoting
Selection to create the reply message.

MACINTOSH ONLY!

Ew Geoff Duncan,6/8/97,Copy #383 on Adelie Mﬁi
B e e—— W

T-Sander : geof iquibbie, com 53|
X-Priority: 2 (High) =
Cate:/ Sun, 8 Jn 1997 141 17:34 ~0700
To: aceflicbits.com, tomyoftidbits com
From: Gaoff Duncan <geoffPLidbits.con
Subject: Copy ¥383 on Adalle

Hey there —

Lemma know what sorts of things you spot!

Geoff Duncan InterText Assistont Editor, geolf®inleriext com
geoff@quibbla.com TicBITS Technical Editor, geoff@tidbits con

]
Figure 7 Select some text in an incoming message
window.

Message

New Message ¥N

Reply Quoling Seleclion wn
Forward
Redirect
Send Again
New Message To 4
Forward To »
Redirect To 4
New Message With »
Reply Quoting Selection With »
Attach Document... ®H
fittach [ 4
Queue For Delivery ®E
. Change »
Delete 0

Figure 8 Hold down Shift and select Reply Quoting
Selection from the Message menu.

E- Geoff Duncen, 6:24 PM -0700, Re: Copy #383 on Adelie _Ig
FE - & B @4 =
= (o) (e o) (B 710 (A (RO (T

Tor Deotf Duncon 1geal TRLIGH! s, conr
Froa: “Adas C. Engst” oceflicbits.com
Supject: Re: Copy *383 on Adaiie
Ce:

Bee

X-Altachsents

Sounds good - we'll toke a lock now

Copy file 9383 i on Adalie Hotes

>

= Long, but stifl comwersational ond editoble
- Hewat Blurh

= Coupla queries
»= Short on MaliBITS, tut |'va gotto 0o esoll Bources ond om short on sless

Figure 9 Note that only the selected text is quoted in
the reply. Make any additional edits and type your
message before queuing it up for delivery.
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Message
fleply To Al * it
Forward

Redirect

Send Rgain

New Message To [ 4
Forward To »
Turbo Redirect To b

New Message With  p
Reply To All With »

Attach Document... ®¥H
Attach »
Chenge Queuveing... #E
Change b

Delete =0

Figure 10a/10b From the Message menu, either hold
down Option and choose Reply To All (Mac) or just
choose Reply to All (Windows).

B Jetf Corlion, 6:59 PM -0700, Re: Another 1ook ot the torn edgo Wi
(@El == & & -4 A
[N — e | a[Bla[f

To: Jaff Carlson <jeffcftidbils.comy, “Geoff Duncan” <geoffEtidbi s, comr

Fron: “Adom C. Engst™ race®ticbiis.comd
Subject: Re: fnother fock at the torn edge
Co:

Bcc
X-Attocheents:
At 10:45 AN -0700 6/21/97, Jeff Corison erole
I
»This is the non-rectanguior look. .. Whot do you think?
»

*1 like It. Hon-rectongularity 1z o 9ood thing. | would suggest bolding
Jtha "all the news” part, though

Definitely - se're going o0 do a bit of lsacking on the slug text forsat...

cheers. .. ~Adam

Figure || Note that there are two recipients in the To
line, thanks to using Reply To All.

Reply To All by default

- If you're truly foolhardy, you can change a
setting in the Replying settings panel of
the Settings/Options dialog box to make
Reply to All be the default. I strongly rec-
ommend that you do not do this—sooner
or later you'll send a reply to someone
who shouldn’t have seen it, and you'll
regret it. Believe me on this.

Replying to all recipients

Often, when you receive a message, it will
have been sent to multiple people. For safety’s
sake, Eudora by default only replies to the
sender, but you can address your reply to all
of the other recipients.

To reply to all recipients

1. In the Mac versions of Eudora, open or
select an incoming message with multiple
recipients. Then hold down Option and
choose Reply To All ((Cmd}{Option}-R)
(Figure 10a).

In the Windows versions of Eudora, make
sure you have an incoming message win-
dow open or a message selected in a mail-
box and choose Reply to All from the
Message menu (Figure 10b) or right-click
the message and choose Reply to All from
the pop-up menu that appears.

Eudora creates a new outgoing message
window with all the recipients in the To
line (Figure 11).The From line, Subject
line, and body of the message are filled
out as they would be for any reply.

2. Type your reply, and if you wish to
remove a recipient from the To line, do so
by selecting it and pressing Delete.

3. When you're done, click the Queue
button ((Cmd}-E/(Ctri)-E) to queue your

message for later delivery.
v Tips

B If the menu item in the Mac versions of
Eudora says Reply rather than Reply To All,
you didn't hold the Option key down
before clicking the menu.

B In the Mac versions of Eudora, select some
text, then hold down Shift and choose
Reply Quoting Selection To All to quote
the selected text and address the reply to
all recipients.
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FORWARDING A MESSAGE

Chapter 2

Forwarding a message

If someone sends you a message that you
feel another person should see, you can use
Eudora’s Forward command to send them

a copy.
To forward a message

1. Open or select an incoming message, then
choose Forward from the Message menu
(Figure 12).

Alternately, in the Windows versions of
Eudora, open a message, right-click it, and
choose Forward from the pop-up menu
that appears.

Eudora creates a new outgoing message
window, with the From and Subject lines
filled in and the original message quoted
in the body. The cursor should be in the To
line (Figure 13).

2. In the To line, enter the nickname or the
email address of the person to whom you
wish to forward the message.

3. If you wish to add a comment to the mes-
sage or edit part of it, go ahead and do so

(Figure 14).
4, When you're done, click the Queue
button ((Cmd}-E/(Ctrl}-E) to queue the

message for later delivery.
v Tips

B If you don't want to quote the original
message that you're forwarding, in the
Mac versions of Eudora, hold down
Option when you choose Forward.
Eudora creates the forwarded message the
same, but does not include the quote
character before each line.

B A forwarded message always includes the
headers of the original message. The only
way to eliminate headers from forwarded
messages is to remove them manually.

Figure 12 To forward a message that you are either
reading or have selected, choose Forward from the
Message menu.

fis No Recipient, Re: VirtualPC

From: "Adam C. Engst” <sce@tidbits.com>
Subject: Re: VirtuslPC

Boo:
Attached:

>X-8ender: tonya@adelie.tidbits.com
>Date: Mon, 23 Jun 1997 13:27:42 -0700
>To: ace@tidbits.com

>From: Tonys Engst <tonya@tidbits.com> "
>8ubject: Re: VirtuslPC "
> |
>[No need to reply, just that Glenn is hot to trot ¥
>on the Virtual PC review... -t] j

Figure |3 Eudora creates a new outgoing message
with the cursor in the To line and the body of the
message quoted.

> geof f @tidbits.com, Re: VirtualPC

e

From: "Adem C. Engst” <aceftidbits.com>
Subject: Re: VirtualPC

Bee:
Attached:

Geoff, just so you know...
cheers... -Adam

>From: Tonya Engst <tonys@tidbits.com>

| >subject: Re: VirtualpC

>

] >[No need to reply, just that Glenn is hot to tcot
»>on the Virtusl PC review... -t]

e |

Figure 14 Enter the email address of the recipient in
theTo line, and add any comments you may have to the
message body.
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New Message ®N
Reply ®R
Forward

Send Again

New Message To
Forward To
Redirect To

lwvww

New Message With  »
Reply With »

Attach Document... ®H

Attach »
Queue For Delivery ®E
Change

Delete %D

Figure 15 To redirect a message that you are either
reading or have selected, choose Redirect from the
Message menu.

= 7:19 PM -0700, nologo.pict inmmmeat|
O6E = @& <& 2 B

[T — = | v s S B R [ ]

To
From: Geoff Duncon <peaffRtichits.comt (by woy of Adam C. Engst)

Subject: nologo.pict
Cc:

Bee
X-fittochnents:
check |t out
o

Geoff Duncan InterTaxt Assistant Editor, geoff€intertext com
geof fRquibble.con TIdBITS Technical Editor, geoff@tichits.cos

Figure 16 Eudora creates a new outgoing message
with the original message in the body and the cursor in
the To line.

E tonya@tidbits.com, 7:23 PM -0700, nologo.plct wﬂ
O0el= @ & @ =
= ) | i o] [BLZ 1) (1] (B8] [T

To: torwoltict|ts.con |
From: Deof1 Duncon <guot (Ll Ly coms (by way of fidon €. Engsd ¢

Subject: nologo.plct
3

Boc
X-Attachnents.

ITowa, sas shat you thirk of this somple for tha business cords, -ocal
chack It out.,

o

Geoff Duncan InterText Assistont Editor, geaffRinlartext cos
geofffquibble.com TidBITS Technical Editor, geoff@tidbite. com

Figure |7 Enter a recipient in the To line and if you
want put a brief explanation in the message body.

Redirecting etiquette

It’s considered extremely bad manners to
edit an original message that you're redi-
recting. Put a short parenthetical at the top
of the message explaining why you're
redirecting if necessary, but don’t change
the original text if you can avoid it.

Redirecting a message

Imagine the situation. You receive a message
that should really go to a colleague, since it’s
not your problem. You could forward the
message to your colleague, but if your col-
league replies the reply will come back to you
by default. A better solution is Eudora’s
Redirect feature, which sends the original
message to your colleague, but keeps the
original sender the same so replies go back to
that person and not to you. It's one of my
favorite features in Eudora.

To redirect a message

1. Open or select an incoming message, then
choose Redirect from the Message menu
(Figure 15).

Alternately, in the Windows versions of
Eudora, open a message, right-click it, and
choose Redirect from the pop-up menu
that appears.

Eudora creates a new outgoing message
with the From and Subject lines filled in
and the original message in the body. The
From line is slightly modified with the
parenthetical phrase “(by way of)” and
your name and email address, so the even-
tual recipient knows the message was
redirected (Figure 16).

The cursor should be in the To line.

2. Type the nickname or email address of the
recipient.

3. If you wish to add a note to the top of the
original message, explaining why you're
passing the buck, do so (Figure 17).

4. When you're done, click the Queue
button ((Cmd}-E/(Ctrl}-E) to queue the

message for later delivery.
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SENDING A MESSAGE AGAIN

Chapter 2

Sending a message again

Eudora’s Send Again command is extremely
useful but somewhat subtle. Say you send a
message to a friend, and later hear that the
friend lost all his email and wants another
copy of your message. Or, perhaps a message
you sent bounces because you typed the
email address incorrectly.

To send a message again

1. Open or select either a saved outgoing
message from your Out box or an incom-
ing bounce message that you've received

(Figure 18).

2. From the Message menu, choose Send
Again (Figure 19).
Eudora creates a new outgoing message,
filled in exactly the same way your
original message was, with the same To,
From, and Subject lines, and the same
message body.

3. Make any necessary changes, such as fix-
ing an incorrect email address, or adding
an important detail to the body of the
message that you'd previously forgotten

(Figure 20).
4, When you're done, click the Queue

button ((Cmd}-E/(Ctri}-E) to queue the
message for later delivery.

v Tips

B You can use Send Again on messages
you've received, but Fudora will put your
address in the To line (since the message
was originally sent to you). Change the
address to send the message normally.

B When you use Send Again with a message
you've sent that's bounced back, your sig-
nature appears in the new message. Don’t
delete it since Eudora won't add a new
signature.

cheers. .. ~Aday

21 X |N7 13:37:58 070
Mjle‘ (ndet verabte Hail

The following sessnge could nat be sent becouse the oddrers *lonultidbits.com*
was nj-etod by host ‘tiddits.com’
530 User tonyltidbits.com not Kknown

—===Unsent sessage folices==-~

Received: fros (204.37.157.10) by adelie.tiddits.com with

ESTTP (Ewdora Internet Hall Server 1.1.22; Tus, 24 Jun 1097 15:37:30 -0700
(~Sander: ocefodelle. Lidbits cos

Message-id: cmwmmmumum $7.192. 101>

tina=Version:

Cenl.\r“pl uxllulcln m(- ul-exll'

o W 997 13:35:20

0: \IQHI ee.

Froa: Engst" cacelticbits.coms
hb‘le! kblhicl to search poge

o, Towa, | forgot to tell you. Hhen you're updating the search engine
template file, you have o tell Appla e 9. to Ralood Teapiote from the
Sattings menu’ (in other sords, you can't 6 (L via the Heb).

Adam €. Engst, T1dB!TS £dilor — oce®lidhits.com — Infollidbits. com

fnseers o tome common quastions Hlﬂ eaail at foqadaeltiddits. u-
or via the M at ¢
internet Stlarter Kit for facintosh, ‘)h ition now oval Iﬁll 15}
‘hite/lere ticits . con/iskn />

Figure 18 Open a bounce or a message you've sent
previously. Note that in this bounce, | mistyped Tonya’s
email address, forgetting the a in tonya@tidbits.com.

New Message AN
Reply xR
Forward

Redirect

New Message To »
Forwerd To 4
Radirect To »
1 4
>

New Message With
Reply With

Attech Dotsment... XH
Atloch »
Queur for Delivery XL
Change

Delete %0

Figure 19 To send this message again, choose Send
Again from the Message menu.

tidbits.com, 3:49 PM -0 Updates to ssarch

Qll_m_:@__@__ﬂ____—
Fowes Gl ) [B [T i

To: loryoftichiis. com
From: “Adaa C. Engst® <aceltidd)ts.com»
hc)na Updates L0 search poge

Bec:
X-Atiochments:

Torwa, | mw\ 10 a1 you. Han you're updating the
u-plou Tile, you hove 1o tell Axple e.g. to Auload Tesplate froe the
Sattings seru’ (in other ords, you con't @9 |

Adae C. Engst, TIBITS Editor — aceltidits.con — InfoltiDits.com
Anceers to —- g-sunm via esail at foodasdticdits. con
‘DASQ. /oere. Uisti g can/odan /FRD.
Il\tm( SWIU‘ Kll 'G' macintosh, 4W ESition now MIIQI:‘
“hile flrwe. Uity condistal

Figure 20 In the new outgoing message, fix the error
in the address if you're resending a bounce, or make any
other necessary changes.
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New Message %N
Reply %R
Forward
Redirect
Send Again
Ded
Forward To editors
Redirect To M GO
Geoff
New Message With M Glenn
Reply (WDith M Info-Moc
Jeff
Attach Document... xH JRCHIEY
Attach M Mott
Queue For Delivery XE| Mom
Chenge P| Press Releases
staff
Delete %0| Steve
Tonye

Figure 21 To create a new message using the recipient
list, choose a nickname from the New Message To menu.
The Forward To and Redirect To menus contain the
same list of recipients.

e
From: “Adam C. Engst” (aceflidbits.com?

Subject: |
Ce:

=

Bee:
X-Altochaents:

Figure 22 Eudora creates a new outgoing message
window and puts the cursor in the Subject line. If you
used Forward To or Redirect To, the rest of the message
would be filled in for you.

() Coecan) (B 151 [°T] PR3 P,

Froa: “Adam C. Engst” (aceltichits.com
Swject: Business cords

Hoy Hork,
ihat do you think of the new business cardz Jon. Hersh did for us?

Figure 23 Fill in the Subject line, and enter your
message. |f you used Forward To or Redirect To, this
step wouldn't be necessary.

Using the recipient list

In each of the previous examples of creating
messages, you've either typed a nickname or
email address to address the message or
replied to an existing message. A faster
method of creating new messages uses
Eudora’s recipient list, to which you can add
people whenever you create a nickname. (See
Chapter 9, “Working with the Address Book”™)

To address a message using the
recipient list

1. Choose a recipient from the recipient list,
which you access from the hierarchical
New Message menu in the Message menu
(Figure 21). Or, open or select an incom-
ing message and choose a recipient from
the hierarchical Forward to or RedirectTo
menus in the Message menu
Eudora creates a new outgoing message
window, with the From and, if you chose
Forward To or Redirect To, Subject lines
filled in. The nickname you chose is in the
To line, and the body of the message
includes the original message if you chose
Forward To or Redirect To (Figure 22).

2. Enter your message or add a comment if
you wish (Figure 23).

3. When you're done, click the Queue
button ((Cmd}-E/(Ctri}-E) to queue the

message for later delivery.
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TURBO REDIRECTING A MESSAGE

Chapter 2

Turbo redirecting
a message

Some people find themselves in the position
of an email mailroom clerk—they receive lots
of email that must be distributed to the
appropriate people. For that, Eudora's Turbo
Redirect feature is perfect.

To turbo redirect a message

1. With an incoming message window open
or a message selected in a mailbox
(Figure 24), hold down Option (Mac) or
Shift (Windows) and choose a nickname
from the Redirect To hierarchical menu.
On the Mac, the menu item changes to
Turbo Redirect To (Figure 25).

Eudora creates a new outgoing message
window addressed to the nickname you
chose, with the From and Subject lines
filled in, and the original message in the
body.

Eudora then queues the message for later
delivery (Figure 26), and moves the orig-
inal message to the Trash mailbox.

v Tips

B Turbo redirecting a message offers no
chance to add a comment to the top of
the original message. To do so after the
fact, open the Out mailbox, open the
queued message, make your changes, and
queue the outgoing message again.

H You can set Turbo Redirect to be the
default for both the Mac and Windows
versions of Eudora in the Miscellaneous
settings panel of the Settings/Options dia-
log box, but the menu item won't change
in the Windows versions.

B Be careful with Turbo Redirect—you can
easily redirect a message to the wrong
person without realizing.

. 3t mm, == i
i B T ey
Figure 24 To turbo redirect a message, open an
incoming message window or select a message ina

mailbox, as I've done here.

New Message £

Reply To All ®R

Forward

Redirect

Send Again

New Message To »

Forward To »

e Dad

editors

New Message With b _GD

Reply To Al With 8 Georr |
Glenn

Attach Document... #¥H| Info-Mac

Attach b Jeff

Change Queueing... ¥E| Mark

Change b Matt
Mom

Delete $D| Press Releases
staff
Steve
Tonya

Figure 25 Hold down Option (Mac) or Shift
(Windows) and choose a nickname from the Turbo
Redirect To menu (Mac) or the Redirect To menu

(Windows).

A, BRIt
{Crasman Family List

Tyt | : T et e e

Poge
_Fal3): CiS lab Oiseovery Duidel

|<abomarncgras-ni| | cons
ot B irass cords

Figure 26 Eudora responds by queuing the redirected
message in the Out box, shown here, and moving the
original message to the Trash mailbox.
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EUDORA PRO ONLY!

Tg: Tonys, Geoff, Jeff,
From: "Adsm C. Engst” <ace@tidbits.com>
Subject: Web stetistics uploaded
Co:
Becce:
] Attached:

Hey everyone,

I've uploaded the Web log analysis for this month.
Check out the details at:

http://www. tidbits.com/about/stats. html

cheers... -Adam

Figure 27 To create a new stationery message, choose
New Message from the File menu, and fill in all the
desired parts of the message.

Figure 28 After you create your message exactly
as you want it to appear, choose Save As from the
File menu.

Figure 29 Enter a file name for your stationery
message, click the Stationery checkbox, and then click
the Save button to save your stationery message.

(In the Mac version of Eudora Pro, click the Go to
Stationery Folder button before clicking Save.)

Creating a
stationery message

If you need to send the same message over
and over again, or if you need to reply to
numerous messages with the same informa-

tion, Eudora Pro’s stationery is extremely
useful.

To create a stationery message
1. Choose New Message ((Cmd)-N/(Ctrl]-N)

from the Message menu.

Eudora creates a new outgoing message
with the From line filled in.

2. Fill in theTo, Cc, and Bec lines with recip-
ients you always want to receive email
messages created with the stationery.

3. Fill in the Subject line if you want all mes-
sages created with the stationery to have
that Subject line.

4. In the body of the message, enter the text
you want to appear in each message cre-
ated with the stationery (Figure 27).

5. From the File menu, choose Save As
(Figure 28).

6. Name the message (if you entered a
Subject line, that’s the default name).

7. Check the Stationery checkbox
(Pigure 29), and on the Mac, click the Go
To Stationery Folder button.

8. Click the Save button to save your
stationery message.

v Tip

B To change an existing stationery message,
choose it from the hierarchical New
Message With menu in the Message menu.
Make any changes and save it according to
steps 5 through 8 above, replacing the
previous file when prompted.
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CREATING A NEW MESSAGE USING STATIONERY

Chapter 2

Creating a new

message using stationery

I create new messages with stationery when-
ever I send the same piece of rote email to a
number of different people over time (such
as messages asking for permission to include
a shareware utility on a book’s CD-ROM, for
instance).

To create a new
message using stationery

1. From the New Message With hierarchical
menu in the Message menu, choose the
piece of stationery you wish to use
(Figure 30).

Eudora creates a new outgoing message
that looks exactly like the stationery mes-
sage you created (Figure 31).

2. Enter a recipient if necessary, fill in any
other missing information, and edit the
message if necessary.

3. When you're done, click the Queue
button ((Cmd)-E/(Cir1}-E) to queue the

message for later delivery.
v Tips

W In the Windows version of Eudora Pro,
you can also hold down Shift when you
choose New Message ((Ctrl)-{Shift)-M)
to choose a piece of stationery for the
new message.

B You can also create a new message
using stationery by double-clicking the
stationery file to open it.

B Eudora puts the cursor at the most
appropriate place in the new outgoing
message, depending on the contents
of the stationery.

B [ often edit my boilerplate messages each
time so they don’t sound canned.

EUDORA PRO ONLY!

New Message 8N
Repty %R
Farward

Redirect

Send Again

New Message To »
Forward To

Redirect To >

ATGT WorldNet Book Permission
Reply With »| Back Issues

Chain Mail Respense

Attach Document... %®H| Feiled Subscription Attempt

Atlach »| FreePPP License Confirmation
Queue For Delivery %E| FreePPP Licensing Info
Change b| FreePPP Source License Info
1SKM Providers RutoReply
Delete 0! 1SKM4 CD-ROM Permission

1SKM4 Commercial Demos
1SKM4 No CD-ROM Reply
Mirroring TidBITS

Press Release Request

Signoff from TidBITS

Spam Back!

Subscribe Attempt From Daemon
Subscribe to TidBITS

Figure 30 To create a new message using stationery,
choose a stationery message from the New Message
With hierarchical menu in the Message menu.

E: lonyemtidbits.com, geoffatidbits.com, jsffcati, Web statistics uph mg

&Gl @ & 4 & (Gwe)
P (s ) (o) BT TR 01 [ ) e o

To: torgoftidbits.com, geoffPtiddits.cos, jeffcetichits.com,
shott|db!ts.con
Fron: “Adom C. Engst” caceftichits.com?

thgt: Hed statistics uplooded
e

X—ﬁllﬂ:::.:nll:

oy waryons,

1've wioaded Uve Heb log onalysis for this month. Check ocut the details at:
bite.//uyy. LigRits con/oboul atats . hinl

cheers. .. ~Rdam

Figure 31 Eudora creates a new outgoing message
that looks exactly like your stationery message. Make
any changes you want, and click the Queue button to
queue the message for later delivery.
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EUDORA PRO ONLY!

sparksdm@glwinc,com,6/5/97,L0SE ONE INCH OF FAT IN 24 HOURS &
[:l_@ BR [Tose oe Thon oF FAT 11 24 AOUNS - GURRAITEED 0%

Dota: Thu, 5 Jun 1997 04:21:18 -0700
From: spu-nm-cgl-lnc com

To: sparksdné .com
Subject: LOSE M INCH OF FAT IN 24 HOURS - GURRANTEED

First time oduerlised in tha United Stotes!
BELLE FIGURE Liposome Reducing System

1008 MATURAL HERBAL G
PORAES RE (HEH OF FRT. I 26 HOURS
or your money back + $25

Figure 32 To reply to a message using stationery, first
open or select an incoming message, such as this piece
of spam (unsolicited commercial email).

New Message BN
Reply =R
Forward

Redirect

Send Again

New Message To »
Forward To

Redirect To »
New Message With b

AT&T WorldNet Book Permission
Back Issues

Ritach Document... %H| Chain Mail Response

Rttach ¥| Failed Subscription Attempt

Queue For Jelivery %E| FreePPP License Confirmation

Change b FreePPP Licensing Info  AG?
FreePPP Source License Info

Delele #0| ISKM Providers AutoReply

ISKM4 CO-ROM Permission
1SKM4 Commercial Demos
1SKM4 No CD-ROM Reply
Mirraring TidBITS

Press Release Request
Signoff from TidBITS

Subscribe Attempt From Daemon
Subscribe to TidBITS

Web Stats Uploaded
Figure 33 From the hierarchical Reply With menu
in the Message menu, choose the piece of stationery
you want to use in your reply.

arksdmeglwinc.com, Re: LOSE ONE INCH OF FAT IN 24 HOURS - GUi 2
O = @& 2 O w
e ) G ) o) (B2 (7] (T 8] T[] )

To- Sparksdatgleine com
Froa “Adom C. Engst® toceflicbits. com»
Susjest: Ra LOSE O INCH OF FRT 1N 24 WOUS - GoreesiieeD
egtwine com, con

B::
X-Attocheants

SFirst tine advertised in the United States!
JBELLE FIGURE Liposose Reducing Sys

) do ot oppreclate receluing this uneol icitad junk sail, and 1's cc*ing tris
mtntowmwwnrmmlnmr-wn-mm- ial

oppropeia
disciplinory oction for your cbuse of the Intarnet | sincerely hope um.r A
oocount il | ba parscnently revoked 2

Figure 34 Eudora creates a new outgoing message
that looks like your stationery with the addition of the
recipient’s address and body text from the original
message. Make any changes you want, and click the
Queue button to queue your message for later delivery.

Replying to a message
using stationery

Stationery is a godsend for people who get
the same questions over and over again in
email. Just create a piece of stationery with
the appropriate answer and use Eudora Pro’s
Reply With command to reply to incoming
questions with the stationery message.

To reply to a
message using stationery

1. Open or select the message you want to
reply to (Figure 32), and then choose a
stationery message from the Reply With
hierarchical menu in the Message menu
(Figure 33).

Eudora creates a new outgoing message
that's addressed to the original sender and
includes not only the original message,
but also all the details from the stationery
message.

2. Fill in any missing information, and edit
the message if necessary (Figure 34).

3. When you're done, click the Queue
button ((Cmd}-E/(Ctrl}-E) to queue the
message for later delivery.

v Tips

B In the Mac version of Eudora Pro, you
can use the modifier keys that work with
Reply when you're using Reply With. If
you hold down Shift with a portion of an
original message selected, Reply With
changes to Reply Quoting Selection With.
If you hold down Option, Reply With
changes to Reply To All With. And, both
Shift and Option change Reply With to
Reply Quoting Selection To All With.

B In the Windows version, you can also hold
down Shift when you choose Reply to
select a piece of stationery for the reply.
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WRITING MESSAGES

In the previous chapter, I glossed over the
many different ways you can add content to a
message after you've created it. I did so in
part because although an email message looks
simple, those looks can be deceiving, espe-
cially in a program as powerful and flexible
as Eudora.

When you look at Eudora closely, you realize
there are all sorts of ways you can add con-
tent to an email message, and those ways
aren’t always obvious.

For instance, you must address every message,
then you must give it a subject. Almost every
message has a message body, and Eudora has a
capable text entry environment that has some
features you might not have noticed, includ-
ing formatting options in Eudora Pro.

The possibilities for adding content don't end
there. Eudora enables you to create multiple
signatures that it automatically appends to
every message you send, and you can also
attach files to messages. Finally, you can set a
variety of message options that affect how
your message is sent or how the recipient
sees it.

In short, there are tons of neat things you can
do when writing email messages—read on
for the details, arranged as you'll experience
them in each message.
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METHODS OF ADDRESSING MESSAGES

Chapter 3

Addressing messages

Every time you send a message, you must
address it. There are a number of different
ways of adding email addresses to one of the
three address lines in an outgoing message,
the To line, the Cc line, and the Bcc line

(Figure 1).
Methods of addressing messages

B Type an email address in one of the three
address lines. Separate multiple addresses
with commas.

B Type a nickname in an address line.
Separate multiple nicknames with
commas.

B Reply to a message. (See Chapter 2, “Creating
Messages™)

B Use the recipient list with New Message
To, Forward To, or Redirect To. (See Chapter
2, “Creating Messages”)

B Type the first part of a nickname (enough
to make it unique among your nick-
names) and then choose Finish Address
Book Entry ((Cmd}-,/(Ctrl}-,) from the Edit
menu to complete the nickname. Hold
down Option (Mac) or Shift (Windows)
to Finish And Expand Address Book Entry
((Cmd}-{Option}-, /(Ctri H{Shift}-,), which fin-
ishes the nickname and replaces it with
the corresponding email address.

B Place the cursor in any one of the three
address lines and choose a nickname from
the Insert Recipient hierarchical menu in
the Edit menu. Hold down Option (Mac)
or Shift (Windows) to Insert And Expand
Recipient, which inserts the nickname
and replaces it with its corresponding
email address.

B In the Address Book ((Cmd)-L/(Ctrl}-L),
select one or more nicknames, and click
one of the To, Cc, or Bcc buttons to add
them to the appropriate line in either the
current outgoing message or a new out-
going message.

B Drag a nickname from the Address Book
to one of the three address lines.

B Drag an address from another message.

: "Adam C. Engst” <aceftidbits.com>
: Mesting to talk sbout archive leads
: Geoff, Jeff, mha@tidbits.com

Attached: -

Figure | You can enter email addresses or nicknames
in the To, Cc, or Bcc lines. Separate multiple recipients
with commas.

Multiple Recipients Tips

When you enter multiple recipients using
any of the methods mentioned (and you
ca.n mix and match all of the methods),
make sure to separate recipients with com-
mas This is particularly true when you
dlrag a nickname or address into one of the
three address lines, because Eudora won't
insert the commas for you, which can be

| 7
confusing.

Allso, when selecting multiple nicknames

in the Address Book, hold down Command
(:Mac) or Control (Windows) to select
nultiple nicknames. Hold down Shift on
both platforms to select a range of mck
names.
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EUDORA PRO ONLY!

«No Reciplent», 4:26 PM -0700, «No Subjects S

OMeEl - @& & 4 ®
[T — e v |3 A AP 3 S )
T

e

Froa: “Adam C. Engst™ {ace®lidbils com?
Subject:
Ce:

Bea:
X-Attochaents:

Figure 2 Create a new message and choose a
personality from the personality pop-up menu, which is
set to Dominant by default.

(#G] =
T — e s | VA ol e )

Tor

Froa: “Ados C. Engst” <lidbitshalcyon.comd
sbject
cc:

Bee
X-ftiochaents

Figure 3 After you choose the alternate personality,
notice how the From address has changed.

Message Options

Figure 4 Hold down Shift and create a new message
however you wish to bring up the Message Options
dialog. Choose a personality from the Personality pop-
up menu, and then click OK to finish creating the
outgoing message.

Choosing a personality

Eudora Pro enables you to send and receive
mail from multiple Internet email accounts.
This is useful, for instance, if you have a work
address and a personal address and wish to
handle them on a single computer.

After you've addressed a message, you may
want to set it to come from one of your alter-
nate email addresses. (See Chapter 1, “Eudora Basics”
and Chapter 12, “Working with Settings/ Options” for
information on personalities)

To choose a personality (Mac)

1. Create a new outgoing message however
you wish. (See Chapter 2, “Creating Messages™)

2. Click the personality pop-up menu
(Figure 2) in the From line and choose an
alternate personality.

Notice how the email address in the From
line changes (Figure 3). If you set a dif-
ferent name when creating the personal-
ity, the name would change too.

To choose a personality (Windows)

1. Hold down Shift and create a new
outgoing message however you wish.
(See Chapter 2, “Creating Messages”)

Eudora Pro displays the Message Options
dialog (Figure 4).

2, From the Personality pop-up menu,
choose a personality, then click the OK
button to create the outgoing message.
Notice how the email address in the From
line changes (Figure 3). If you set a dif-
ferent name when creating the personal-
ity, the name would change too.

v Tip

B Keep in mind that personalities can have
different return addresses that control
where replies are directed.
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Chapter 3

Entering a subject

After addressing your message and perhaps
choosing a personality, you should always
enter something in the Subject line. If you're
replying to, forwarding, or redirecting a mes-
sage, it will be filled in for you, but even in
these cases you may want to change the
Subject line to be more appropriate. Here are
some things to consider when choosing what
to put in the Subject line.

Things to consider with subjects

B Keep the subject short.
Not all email programs display long sub-
jects, and even if they do, you want to
make your point quickly.

B Make the subject clear and specific.

Clarity should be a given, but in practice
it's all too rare. Subject lines like “General
stuff” or “Things to do” aren’t useful. You
want the recipients to have a good idea of
what will be discussed in the message
from the Subject line alone, and after they
have read the message, the Subject line
should act as a reminder as to the contents
of the message.

B Don't type in ALL CAPITALS or use excla-
mation points if possible.
This piece of advice may seem odd, but I
offer it because of the prevalence of spam
(unsolicited commercial email) on the
Internet today. Most spam messages use
uppercase in their Subject lines and throw
in an exclamation point or five to indicate
how important they are. If you do the
same, some recipients may not even read
your message, thinking it to be spam.

B If an existing subject in a reply isn’t
appropriate, change it.

Never fear to make a subject better fit the
contents of a message. Everyone benefits.
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Tonya, Meeting to talk about orchive

W ET S

From: "Adem C. Engst” <ace@tidbits.com>
Sybject: Meeting to talk about srchive leads
Co: Geoff, Jeff, mha@tidbits.com

Attached:
Hi all,

We need to get soon to telk sbout the
archive leads that will be generated sutomatically
in our logo grephic.

cheers... -Adam

Figure 5 Double-click a word to select the entire
word. Double-click and drag to select by word.

Tg: Tonya
From: "Adem C. Engst” <ace@tidbits.com>
Sybject: Meeting to talk about archive leads
Co: Geoff, Jeff, mhaftidbits.com

cheesrs... -Adam

Figure 6 Triple-click on a paragraph to select the
entire paragraph. Triple-click and drag to select by

paragraph.

Text selection
and navigation

I assume you know the basics of using the
mouse, but you may not realize the more
subtle methods Eudora provides for selecting
and navigating through the text that you type.

Methods of selecting
and navigating through text

B To insert the cursor where the mouse
pointer is pointing, single-click the
mouse.

B To select the word (or email address in
outgoing message window header lines)
under the cursor (Figure 5), double-click
the mouse. To select by word, double-click
and drag.

B To select the entire paragraph under the
cursor (Figure 6), triple-click the mouse.
In incoming mail, the lines have hard
returns at the end, so a triple-click selects
the line instead of the paragraph. To select
by paragraph, triple-click and drag.

B To move the cursor a word left or right,
hold down Option (Mac) or Control
(Windows) and press the left or right
arrow key.

B To move the cursor to the beginning or
end of the paragraph, hold down Option
(Mac) or Control (Windows) and press
the up or down arrow key.

B On the Mac, to move to the top or bottom
of the message, hold down Command and
press the up or down arrow key. To move
to the beginning or end of the current
line, hold down Command and press the
left or right arrow key.

B To select text instead of navigating, com-
bine any of the previous three keyboard
navigation methods with the Shift key.
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'METHODS OF ENTERING TEXT

Chapter 3

Entering text

I assume that you've figured out the basics of
entering text (fingers on the keyboard, press
down), but Eudora supports a number of
somewhat unusual methods of getting text
into the body of a message that you might
not know.

Methods of entering text

Undo Typing %82
Cut ®BH
Copy *®C
Paste 8
Clear

Tent [ 4
Select ANl %A

Wrap Selection
Finish Address Book Entry 3,
Insert Recipient

. Message Plug-ins 4
B Copy selected text (using the Copy Rdd Word Service...
command ((Cmd}-C/(Ctrl]-C) in any appli- Chock Spelling
cation) and paste it into a Eudora message F':S‘-"'e ;’ To I;i:gtext asa f‘au‘m;oné ;_'\‘-'PY it, then
: tati :
by choosing Paste (€md)-v/[C)-V) from choose Paste uotation from the Edit menu
the Edit menu. =
' Folder File Drive Options
B To paste text as a quotation (as though —fAchilles
you were replying to the t?xt) ; ch?ose [ Body Poiitic 5]
Paste As Quotation / ) from [ Book to look up
the Edit menu (Figure 7). F RM BUIR!J article Ll
anned.l.ace e
B Select text in any other drag-aware appli- 9 CIIpBOAHIZGIF..
4 0. i [@ pamn Spam.1.ace
cation and drag it into your outgoing 3 Downloads (T nttacn )|
message window.
Insert Y
B To insert an entire text file in a message,
6/27/97-5:03 PH, TEXT, NISI, 6236+8509 bytes
choose Attach Document (Mac) or Attach
File (Windows) from the Message menu. Figtfre 8 To inserta text file into a message in the Mac
Bl el SR versions of Eudora, choose Attach File, select the file,
el clLyon s and then click the Insert button.
and on the Mac click the Insert button
(Figure 8). In Windows, click the Open Text as Attachment button
button, but then turn off the Text as o
Attachment button in the outgoing mes- Tonya, Meeting o talk abaut  chiv
sage header (Figure 9).The file won't
appear in the body of the message, but
? .z . A i Ta: Tonys
that’s how the recipient will see it. From: "Adem C. Engst” <ace@tidbits.com>
} Subject: Meeting to talk nb?ut-l:chivu leads
V Tips ; EE:; Geoff, Jeff, mha@tidbita.com
I Attached: C:\Program Filas\Eudora PFro\Logo ideas.txt;
B In Eudora Pro only, hold down Shift EEDEE
((Cmd)-(Shift}-v/ V) when past- bemg e el Moo Hriobighes i
ing to remove text styles. | ER
|| cheers... -Adam
B Dragging is difficult unless both windows S
il il A v ety b B Figure 9 To insert a text file into a message in the
. 124 Windows versions of Eudora, attach the file normally,
and Paste. but turn off the Text as Attachment button in the
message window’s toolbar.
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Figure 10 To insert hard returns in a piece of selected

text, choose Wrap Selection from the Edit menu.

Undo Transfer to Trash =2
Cut =H
Copy 0 Unwrap e
Paste ®U
Paste As Quotation =
Clear

Tent »

Select Rl ®A
Unwrap Selection

Finish & Expand Address Book Entry ¥,
Insert O Expand Recipient »

Message Plug-ins »
Add Word Service...

Check Spelling

Figure || To remove returns from a piece of selected

text, hold down Option on the Mac and choose
Unwrap Selection from the Edit menu.

| Undo Paste ®Z I

Cut ®H
Paste =u
Paste fis Quotation "
Clear

Tent »
Select Al %R

Uniwrap Selection
Finish & Expand Address Book Entry %,
Insert & Enpand Recipient »

Message Plug-ins »
Add Word Service...

Check Spelling

Figure 12 In the Mac versions of Eudora, you can copy

a paragraph of text and remove the returns with a
single action—just hold down Option and choose
Copy & Unwrap from the Edit menu,

Editing text

Eudora honors all the standard editing com-
mands on the Mac and in Windows, such as
Cut, Copy, Paste, Clear, Undo, and Select All,
which are all located in the Edit menu.
Eudora also has several less common editing
tools that you might find useful.

Tools for editing text

To insert hard returns (what you get in
text when you press Return or Enter) at
the end of each line in normal paragraph
of text, select the text and choose Wrap
Selection from the Edit menu (Figure 10).

To remove hard returns from the end of
every line in an incoming message, select
the text, and on the Mac, hold down
Option and choose Unwrap Selection
from the Edit menu (Figurell).In
Windows, hold down Shift and choose
Wrap Selection from the Edit menu.

To paste a paragraph of unwrapped text
into another message or application, select
the text, hold down Option, and select
Copy & Unwrap (Figure 12) from the
Edit menu ((Cmd}{Option}-C). This only

works on the Mac.

v Tips

When trying to unwrap quoted text, the
Mac versions of Eudora remove the >
characters. The Windows versions don't
remove the > characters, but they also
won't unwrap quoted paragraphs.

In the Mac versions of Eudora, hold down
Shift and choose Copy Without Styles
from the Edit menu to copy text without
style information. Also, hold down Shift
and Option to change Copy to Copy
Without Styles & Unwrap.
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Chapter 3

About message plug-ins

Eudora comes with several message plug-ins,
which are files that extend Eudora’s text-
editing functionality. The Mac (Figure 13)
and Windows (Figure 14) have slightly dif-

ABOUT MESSAGE PLUG-INS

ferent sets of plug-ins, so I note that below. To
use a plug-in, select some text and choose the
plug-in from the Message Plug-ins hierarchi-
cal menu in the Edit menu.

Message plug-ins

Rot13 Text (Mac only) encodes and
decodes text.

Tabs to Spaces (Mac only) replaces all tabs
with a visually equivalent number of
spaces. .

Spaces to Tabs (Mac only) replaces all
instances of multiple spaces with a single
tab character.

Sort (Windows only) sorts the selected
lines in alphabetical order.

Unwrap Text (Windows only) removes
hard returns from the selected lines. It is
equivalent to holding down Shift and
choosing Wrap Selection from the Edit
menu.

Upper Case changes the selected letters to
uppercase.

Lower Case changes the selected letters to
lowercase.

Toggle Case (Windows only) changes the
case of each selected letter, changing A to
a, for instance, and b to B.

Word Caps (Mac)/Word Case
(Windows) capitalizes each word in the
selection.

Sentence Caps (Mac)/Sentence Case
(Windows) capitalizes the first word in
each selected sentence.

Undo Paste xz
Cut =H
Copy *C
Paste =y
Paste As Quotation =
Clear

Tent »
Select Al %A
Wrap Selection

Finish Address Book Entry X,
Insert Reciplent

Messane Plug-ins »

Rdd Word Service...
Check Spelling

Rotl3 Tent
Tabs to Spaces
Spaces to Tabs
Upper Case
Lower Case
Word Cops
Sentence Caps

Figure 13 To apply a message plug-in to selected text
in the Mac versions of Eudora, choose it from the
hierarchical Message Plug-ins menu in the Edit menu.

Figure 14 To apply a message plug-in to selected text
in the Windows versions of Eudora, choose it from the
hierarchical Message Plug-ins menu in the Edit menu.

| ; Rot13

'Retl 3isa ra.ther interesting, if simple,
ththod of encoding text to prevent prying
eyes. Each letter is assigned a number from
1 to 26.Then, each number has 13 added
to it, and if the result would be larger than
26 it wraps around.

SQ,A =1and Z = 26. When 13 is added to
each, you get 14 and 13 (because any
uumber over 26 wraps around). Then, the
results are converted back into letters. That
tumsthe 14 into an N and the 13 intoan
M& Here's an example of what it looks ]ike

 The fox ate popeorn. (Normal text)
Gur sbk ngr cbcpbeu (Rotl 3 text)

38



Writing Messages

EUDORA PRO ONLY!
MACINTOSH ONLY!

Spell checking

It would be great if we could all spell cor-
rectly, but some of our brains just don't
understand the arbitrary rules of English
spelling. Eudora Pro for both the Mac and
Windows comes with an integrated spelling
checker. The Check Spelling dialog boxes are
quite different, so flip to the next page for the
Windows version.

To check spelling

1. Create an outgoing message however you
like to get some text to check. (See Chapter
2, “Creating Messages™)

2. From the Edit menu choose Check

Spelling ((Cmd)-6) to bring up the Word
Services window (Figure 15).

3. Click the Replace or Replace All buttons to
replace a misspelled word with the
selected word from the suggestions, or
click the Skip or Skip All buttons to ignore
a properly spelled unknown word.

When the entire message has been

The list of suggested Use the Skip buttons to checked, the dialog box disappears.
replacements appears skip properly spelled

here, sorted alphabetically unknown words.

or by best guess. Click a

word in the list of The word being checked

suggestions to place it in appears here. Click it to move

the Replace with field. it to the Replace with field.

P ] i
RAlphabetid View:
article :

articled |

articles View Window:  |I" skip |
articling | ® aiphabetic | 7 .

articular o gm‘: g epiace Al
articulate ]

articulated
!

§ (Word Services)Apple Epents 3 .
e — / The Replace with field contains the suggested
&l

replacement for the unknown word.

— Use the Replace buttons to replace the word being
checked with the word in the Replace with field.

— Use the Add button to add the word being checked to the

= Qulck O Quick

Hey Jeff,
what's the stetus on Karen Nekemura's GPS [IEI] end the other
stuff we were talking about in relation to GyPSy?

dictionary, or the Remove button to remove the Replace
with word from the dictionary.When checked, the Quick
checkboxes eliminate confirmation prompts.

Figure |5 Use the controls in the Word Services
window to skip properly spelled words, replace
incorrectly spelled words, and add words to your user
dictionary.

The word being checked is selected in this preview pane,
50 you can see the context in which it’s being used.
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SPELL CHECKING (WINDOWS)

Chapter 3

Spell checking EUDORA PRO ON L'Y!
It would be great if we could all spell cor- WINDOWS ONLY!

rectly, but some of our brains just don't
understand the arbitrary rules of English
spelling, Eudora Pro for both the Mac and
Windows comes with an integrated spelling
checker. The Check Spelling dialog boxes are
quite different, so flip back to the previous
page for a look at the Mac version.

To check spelling

1. Create an outgoing message however you
like to get some text to check. (See Chapter
2, “Creating Messages”)

2. From the Edit menu choose Check
Spelling ([Cirl}-6) to bring up the Check
Spelling dialog box (Figure 16).

3. Click the Change or Change all buttons to
replace a misspelled word with the
selected word from the suggestions, or
click the Ignore or Ignore all buttons to
ignore a properly spelled unknown word.

When the message has been checked, the

dialog box disappears.
Use the Ignore buttons

The word being to ignore properly

checked appears here.  spelled unknown words.
The suggested N
replacement word Check Spelling
appears in the Use the Change buttons to
Change To field. replace incorrect words with the

The het of Suggestions word in the Change To field.

appears here. Use the Add button to add
unknown words to the dictionary.

Click the Options

button to display the L™ : Click the Edit dictionary button

Spelling Options Figure 16 Use the controls in the Check Spelling dialog box to open the dictionary for editing.

didlog box. to ignore properly spelled unknown words, change incorrectly

spelled words, and modify the dictionary.
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EUDORA PRO ONLY!

Question when:
B A word is uncapitalized following a period.
B Proper nouns are uncapitalized
[ Words appear to to be repeated.
[0 There is only one space after a period.
B3 There is a space before punctuation.
B There are extra spaces between words.
B An "a" is before a vowel or “an” before a consonant.

Operational preferences:
[] Treat hyphenated-words as two words.
B Allow both numbers and letters in words.
[0 View guesses instead of alphabetic first.
[0 HTML Checking - ignore between brackets: “o"
[0 Make a copy of disk documents that are checked.
O Quit after an Apple Events Word Services spelicheck.

ok )

Figure |7 Use the checkboxes in the Preferences
dialog box to control how spelling checks are
performed.

Spelling Options

Figure 18 Use the checkboxes in the Spelling Options
dialog box to control how spelling checks are
performed.

Spell checking options

Although the defaults should work fine in
almost all cases, you can change a number of
settings in both the Mac and Windows ver-
sions of Eudora's spelling checker.

To change preferences
in the Mac spelling checker

1. When the spell checking window is
showing, choose Preferences from the File
menu to display the Preferences dialog
box (Figure 17).

2. To change a setting, check its checkbox to
turn it on or uncheck the checkbox to
turn it off.

3. When you're done, click the OK button to
save your changes.

To change preferences in
the Windows spelling checker

1. In the Check Spelling dialog box, click the
Options button to display the Spelling
Options dialog box (Figure 18).

2. To change a setting, check its checkbox to
turn it on or uncheck the checkbox to
turn it off.

3. When you're done, click the OK button to
save your changes.

4
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Chapter 3

Formatting text EUDORA PRO ONLY!

Eudora Pro enables you to use fonts, font [ Gordon Watls (Brown Unive,3/17/97,(ark] has it
styles, font sizes, and font colors. You can also ] ¢ 8 e ] 5
format your messages with indents. If you LR LT TR g -
paste or drag styled text in from another S e L i chirincisdinTommotsorh
message or application, Eudora Pro interprets Xromtaizeiig oo

it properly. Nt 2 i e

Be not put wp any mre uploals o sumu-aim and I you how since 1:31 CIT, they are
Leat Cor 3ou had batter 1l m nosd.

These features can make your email much L aaree file. T Wink i e ol U s 0T O, N ot e
more attractive, and they're definitely useful P
Gorden,
in some situations. I cover the various possi- nen e p .
TP . dew 4B ns 0
bilities in the next few pages. ety vus mn 0w
tewsdth ML LIS 281 E¥  Iftp
Tdew'sdly DEBZ AW 1T ™™ IFipliep
However, I caution you against using styled E::‘E ais v ‘s ?E:‘EF‘.EE:‘:
. 7 ew MSEI nu» 1 L ord IIA : "
text in your email much. There are several Heye LI L e L
roblems Tdewodtd ee4)  m B3 W e
P 5 bomr. I ots w are olmat sut of spoce en gam ol Fip, 1)
v 1&-;::;:& _r.';n miey, T supgest ue buy one of those 15 gia dlah. :-) They ore ealy
Problems with styled text -
Gordon,
B Styled text is not guaranteed to display
properly or at all for your recipient unless Figure 19 This message was almost unreadable on
: i ) .
he or she also uses a recent version of my Mac. Although it wasn’t sent with Eudora Pro,

it shows how styled text can be difficult to read when

Eudora, and not even always then, interpreted differently than was intended.

depending on what fonts he or she has
installed. (Figure 19).

Gary Nash,6/13/97,Re: Purelioice plugin ESERINEE

be a waste of time, especially on short back and forth bits of quoted text, it gets ugly fast.

messages. I personally send and receive
way too much email to spend valuable
time fussing with how it looks.

v Tip

B If youdon't plan to format text in mes-
sages much, you can turn off the format-
ting toolbar in the Styled Text settings
panel of the Mac version of Eudora Pro.

[ ‘ -

E B Styled text makes quoting in replies more g.fmﬁmﬁ:n::tlmflmn ot } =

a awkward, because Fudora doesn't use the hf’.‘)'t." e 11734 tmcatcraasy varion o1 e vl plusin wa've bews

- > character to indicate quoted text b1 v Tt (13 ek o st disiribting 14 fres in 8

E (Figure 20). Instead, Eudora marks g e e o i e
b quoted text with black bars, which, N T

= though effective, can get ugly when there i i WMl e s

E are too many in a message. Figure 20 This message shows ho.w Eud'om quotes
= : wI'm? ‘styied text has been used.With a single quote like

= u Applying styles to an email message can this, it's not too bad, but when you get a message full of

T}

e

(-}

(=}

o
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Changing the font

[ | You can use any of the fonts installed on your
Undo Style Change 2 " 3 - ¥
= computer in email. Beware that if your recipi-
Cut M Courter p Y p
Perte P vt i ents don't have the same font, the message
Paste fis Quotation w Tosthiti N a p ,
ciesr ot won't look the same, even if their email pro-
v Plain T i:ml.:. 7 .
i | e i grams can display styled text.
e o Entry % 20/ Gmsans sota
ot T e To change the font (Mac)
m—“' ¥ center 6iSans Condensed
“"‘.'::u m!m._. 3 Rignt GillSans EntraBald § :
Chcx speiiing o oisla [ » 1. Select some text, and from the hierarchi-
+ Normal Glllsans Lightitalic . - .
- mnﬂm—mm T T— cal Font menu in the hierarchical Text
ol Rrstora Kosey menu in the Edit menu, choose a font
"' 1‘.';.:2.'::":‘“"‘"""““ (Figure 21).
[rormatiogteusad Joampa it b4
By To change the font (Windows)
Lithas Bold
EEEE:EEE.}'{“’"' 1. Select some text, and from the hierarchi-
PRl anleotsy cal Text menu in the Edit menu, choose

Font to display Eudora’s Font dialog box

Figure 21 To change the font in the Mac version of Fi 22
Eudora Pro, select some text, and choose a font from ( 1gure )
the hierarchical Font menu in the hierarchical Text 2
menu in the Edit menu, 3

Select a font from the Font scrolling list.
If you wish to assign a font style as well,
select one from the Font style scrolling
list. To assign a color to the selection,
choose one from the Color pop-up menu.

3. When you're done, click OK to save your
changes (or Cancel to forget them).

v Tips

B Try to choose common fonts if you're
going to change the font so it's more
likely that your recipient will see the mes-
sage as you intended.

Figure 22 To style text in the Windows version of W IxheMaeyertin of Budond Pro, Y?u =
Eudora Pro, select some text, choose Font from the also choose a font from the formatting

hierarchical Text menu in the Edit menu, and then make toolbar (Figure 23).
font, style, and color choices in the Font dialog box.

The pop-up font menu in
the formatting toolbar.

|
ot ) Cear) o) BI 10 (10 T3] CACA TR

Figure 23 In the Mac version of Eudora Pro, you can
also select some text and choose a font from the pop-
up font menu in the formatting toolbar, if it's showing.
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CHANGING FONT STYLES

Chapter 3

Changing font styles

I think it’s more effective to change font
styles than to mess with different fonts.
Judiciously used font styles like bold can add
emphasis to messages without taking much
time to create. And, if the recipient can't see
the bold, it's no great loss.

To change font styles

1. Select some text, and from the hierarchical
Text menu (Figure 24) in the Edit menu,
choose Plain, Bold ((Cmd}-B/(Ctrl}-B),
Italic (I/ —I) , or Underline
(Cmd- U/} V).

Alternately, select some text and click one
of the font style buttons on the formatting
toolbar (Figure 25 and Figure 26).

v Tips

B To remove formatting, select the text and
click the Clear Formatting button on the
formatting toolbar or, in the Windows
version of Eudora Pro, choose Clear
Formatting from the hierarchical Text
menu in the Edit menu.

M In the Mac version of Fudora Pro, to
remove font and size information as well
as styles, hold down Option when you
click the Clear Formatting button.

EUDORA PRO ONLY!

Undo Style Change ®2Z
Cut ®BH
Copy ®C
Paste =8
Paste As Quotation %'
Clear
vPlain »BT
Bold ®B
Select All 80| Nalic %81

Wrap Selection
Finish Address Book Entry 8,

Underline xU

Insert Recipient M EE Lert
E Center
Message Plug-ins " = night

Add Word Service...
Check Spelling

Small
+Normal
Big
Uery Big
Mondo

Margins »
Colar »
Font 4

v Formatting Toolbar
Figure 24 To change the font style, select some text
and from the hierarchical Text menu in the Edit menu,
choose the appropriate font style.

Click the Clear
Formatting button to
remove font styles.
buttons to apply Option-click the Clear
bold, italic, or Formatting button to
underline formatting  remove font and size
to the selected text.  information as well.

Click the B, l,or U

[EREEEEDED

Figure 25 In the Mac version of Eudora Pro, use the
formatting toolbar to apply or clear styles.

Click the B, I, or U buttons
to apply bold, italic, or
underline formatting to
the selected text.

Click the Clear
Formatting button
to remove font styles.

Figure 26 In the Windows version of Eudora Pro, use
the formatting toolbar to apply or clear styles.
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EUDORA PRO ONLY!
ng!etnungu ®2

Cut ®H
Copy ®C
Paste =u
Paste As Quotation =
Clear
+Plain =T
Bold =B
Select All ®A| Jralic =1
Wrap Seleclion Underline 2U
Finish Address Book Entry #,
Insert Recipient M E Len
¥ Center
Message Plug-ins LI | Right
Add Word Service...
Check Spelling small
Normal
Big
Uery Big
Mando
Margins »
No Color
Font
Red
~Formatting Toolbary Green
Blue
Yelow
Brown

Figure 27 To change the color of selected text, choose
a color from the hierarchical Color menu in the
hierarchical Text menu in the Edit menu.

Choose a color from
the color pop-up menu.

(o) (e ) e cae) [ERT[] (]
Figure 28 In the Mac version of Eudora Pro, choose a

color from the color pop-up menu to change the color
of selected text.

Choose a color from the
color pop-up menu.

7 e o
Figure 29 In the Windows version of Eudora Pro,
choose a color from the color pop-up menu to change
the color of selected text.

Changing font colors

You can assign one of either five (Mac) or
sixteen (Windows) colors to text in your
messages. Keep in mind that your recipient
may not have a color monitor or may be
color-blind.

To be honest, I can't think of a good general
example for when you might want to use
colored text. I'm sure there are plenty of spe-
cific situations where it's useful, though, and
you'll recognize them when they happen.

To change font colors

1. Select some text, and from the Color
hierarchical menu in the Text hierarchical
menu in the Edit menu, choose a color
(Figure 27).

Alternately, select some text and choose
a color from the color pop-up menu on
the formatting toolbar (Figure 28 and
Figure 29).
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CHANGING FONT SIZES

Chapter 3

Changing font sizes

You may be used to font sizes being mea-
sured in points. For instance, this is 10 point
text. However, in Eudora Pro, font sizes are
ambiguous. The Mac version offers five differ-
ent sizes: Small, Normal, Big, Very Big, and
Mondo. The Windows version provides nine
unnamed sizes—the only commands avail-
able are Smaller and Bigger, which youn
choose multiple times to move through the
various sizes.

To change font sizes in
the Mac version of Eudora Pro

1. Select some text, and from the hierarchi-
cal Text menu in the Edit menu, choose a
size (Figure 30).

Alternately, select some text and choose a
size from the font size pop-up menu
(Figure 31) on the formatting toolbar.

As yet another alternative, select some text
and click the Bigger or Smaller buttons on
the formatting toolbar.

To change font sizes in the
Windows version of Eudora Pro

1. Select some text, and from the hierarchi-
cal Text menu in the Edit menu, choose
Smaller to reduce the font size or Bigger
to increase it (Figure 32).

Alternately, select some text and click the
Bigger or Smaller buttons on the format-
ting toolbar.

v Tip

B If you receive a message that has the font
size set too small to read, click the pencil
icon in the message window to enable
editing, select the miniature text, and
increase its size to one that’s readable.

EUDORA PRO ONLY!

Undo Style Chenge ®2
Cut ®/H
Copy 8
Paste Al
Paste fis Quotation ®'
Clear
Plain ®T
vBald *®B
Select Al ®A| /sralic ®1
Wrap Selection Underline ®U
Finish Address Book Entry &,
Insert Recipient ¥ E Lert
F Center
Message Plug-ins M 3 Right
Add Word Service...
Check Spelling small
Big
Very Big
Mondo
Margins »
Color 14
Font »

vFormatting Toolbar
Figure 30 To change the font size in the Mac version

of Eudora Pro, select some text and choose a font size
from the hierarchical Text menu in the Edit menu.

Use the Bigger or Smaller
buttons to increase or
decrease the text size.

Choose a size from the

font size pop-up menu.

EREEHEOOEE]

Figure 31 In the Mac version of Eudora Pro, choose a
size from the font size pop-up menu to change the size
of selected text. Or, select some text and click the
Bigger or Smaller buttons.

Figure 32 To change the font size in the Windows
version of Eudora Pro, select some text and choose
Smaller or Bigger from the hierarchical Text menu in
the Edit menu.
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Undo Style Change ®2
Cut ®H
Copy ®C
Paste U
Paste As Nuolation ®'
Clear
+Plain 8T
Bold %8B
Select All ®A| [ralic ®1

Wrap Selection Underline ®|U
Finish Address Book Entry ,

Insert Reciplent M E Lert

Message Plug-ins L4

Add Word Service... A Right
Check Spelling

Small
+~Normal
Big
Uery Big
Mondo

Margins 4
Color 14
Font 14

-/Furmnltlng Toolbar
Figure 33 To change the justification, select some text
and from the hierarchical Text menu in the Edit menu,
choose the desired justification.

Select a justification by clicking
the desired justification button.

Blrlule|[e x| «la] ||

Figure 34 To use the formatting toolbar to change
justification, select some text and click the desired
justification button. In the Windows version of Eudora
Pro, the button “presses in" to indicate the current
justification setting. In the Mac version, the buttons
don’t change.

Changing justification

So far, all the formatting I've mentioned has
been character formatting. Eudora Pro also
provides minimal paragraph formatting via
left, right, and center justification.

To justify text

1. Select some text, and from the hierarchi-
cal Text menu in the Edit menu, choose
one of the three possible justifications—
Left, Center, or Right (Figure 33).
Alternately, select some text and click
one of the three justification buttons
(Figure 34) on the formatting toolbar.
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CHANGING INDENTS

Chapter 3

Changing indents

Eudora Pro provides additional paragraph
formatting via indents. The Mac version is
limited to three levels of indents and three
levels of hanging indents; the Windows ver-
sion has no limitations.

To modify indents

1. Select some text, and from the hierarchi-
cal Margins menu in the hierarchical Text
menu in the Edit menu, choose an indent
level in the Mac version (Figure 35), or,
in thf_ Windows version, choose Indent In
or Indent Out to increase or decrease the
indent level (Figure 36).

Alternately, select some text and click the
increase or decrease indent buttons on the
formatting toolbar (Figure 37).

To modify hanging indents

1. Select some text, and from the Margins
hierarchical menu in the Text hierarchical
menu in the Edit menu, choose a hanging
indent level in the Mac version or, in the
Windows version, choose Hanging Indent
In or Hanging Indent Out to increase or
decrease the hanging indent level.
Alternately, select some text and click the
increase or decrease hanging indent but-
tons on the formatting toolbar.

v Tip

B To reset the indent or hanging indent to
normal, choose Normal from the Margins
hierarchical menu in the hierarchical Text
menu in the Edit menu. Alternately, click
the Clear Formatting button on the for-
matting toolbar.

EUDORA PRO ONLY!

Undo Tenl Change w2
Cut aH
Copy El:
Pasle =y
Pasie As Quotation =
Clear
+Plain T
Beld %8
Select AN ®R| Jladic =1
Wrap Selection Underline ®U
Finish Address Book Entry %,
Insert Reciplent M I Len
E Center
Message Plug-ins L4 3 night
Add Word Service... i
Check Spelling small
| +Normal
Big
very Big
Mondo
Normal
Color
Font H
Indent 2
~Formatting Toolbar| Indent 3

Hanging Indent
Hanging Indent 2
Honging Indent 3

Figure 35 To increase the indent level of selected text
in the Mac version of Eudora Pro, choose an indent
level from the hierarchical Margins menu in the
hierarchical Text menu in the Edit menu.

Figure 36 To increase the indent level of selected text
in the Windows version of Eudora Pro, choose an
indent level from the hierarchical Margins menu in the
hierarchical Text menu in the Edit menu.

Increase or decrease the hanging
indent level by selecting some text
and clicking either the increase or
the decrease hanging indent buttons.

Figure 37 To increase the hanging indent level of
selected text, click the increase hanging indent button
on the formatting toolbar. The decrease hanging indent
button moves text back toward the left margin of

the page.
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Adam C. Engst,11:08 AM -0700,Re: Badge Samples =

E]-ﬂ nﬁ'ﬂﬂwiﬂp'n |

AL 10:22 AN =0700 6/30/97, Jon Hersh erol
>Hera's four sasples of the taxts un.a Mottt They're foirly typical of
>the different loyouts. Watta ya think’

They sees quite o bit smaller vertically thon the previcus test you did -
®as thers G reasen for shrirking thea? sesned o bit harder to recd
than bafore, In port becouse of \he size and perhaps also bacouse of
anti-aliasing going on on the font?

cheers. .. -fdom

Rdas C. Engst, TigBITS Editor —— oceftichits.com == infoRtidbits.com

frgwers to soma :m-an Q..I\lml via email al rmlldﬂls ctn
a the Web ol <hiln //

Internat s!u-\or Kll for Hocintosh, 4th Eoumn r-o- aumm;nc

thiin: //ews {idbits confiskss>

Figure 38 My standard signature starts with two
dashes, provides my name, title, email address, and links
to some Web pages for various projects. It's a rather
typical signature, although a little long. | change to a
shorter signature for some mailing lists.

About signatures

It's common in email messages to include a
signature at the bottom (Figure 38).The sig-
nature contains bits of personal information
that you wish to include with each message.

Possible signature items

Your full name, because it's not always
clear from other parts of the message.

Your email address, because it's best to
include it in case the headers of the mes-
sage are munged or are confusing.

Your title or a description of your job, if
you want people to know what you do.

A URL to your Web page or some other
Internet resource. URLs are a bit ugly, so
make sure the formatting works.

If you work on a product, a short pointer
or advertisement for your product. We
authors do this with our books.

Your phone number, but only if you want
people calling you. I don't recommend it.

Your office number, if you want people in
your organization to be able to find you
or send you campus mail.

Your postal address, if you want people to
know where you live or work.

A tremendously witty saying. Hey, why
not? Just keep it short.

v Tips

Keep signatures short, preferably no more
than four to six lines or so. Longer signa-
tures may cause your messages to be
rejected by some mailing lists, and they’re
a waste of bandwidth no matter what.

I like starting my signature with two
dashes to make sure it's separate from the
body of my message.
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Chapter 3

Creating and
using signatures

Eudora Light provides two possible signa-
tures, your standard one and an alternate.

To create a signature

1. From the hierarchical Signatures menu in
either the Special menu (Mac) or the Tools
menu (Windows) choose either Standard
or Alternate (Figure 39).

Eudora opens a standard blank text editing
window.

2, Enter the signature (Figure 40).

3. When you're done, choose Save

((Cmd}-5/(Ctrl}-S) from the File menu to

save your signature.

4, From the File menu, choose Close

(Cmd}-W/(Ctrl}-W) or click the close box

to close the signature window.

To switch between signatures

1. To switch between your signatures,
choose one from the Signatures pop-up
menu in the message window. On the
Mac, it's the JH (John Hancock, get it?)
button (Figure 41); in Windows, it's a
normal pop-up menu (Figure 42).

v Tips

B If you close the signature window with-
out saving first, Eudora prompts you to
save before closing the window.

B To see exactly what your signature looks
like, send email to your own address.

B Once you create a standard signature,
Eudora automatically appends it to all
outgoing messages unless you set it
otherwise.

Filter Messages ®8d
Make Rddress Book Enlry... 28K
Find »
Sort >

Fllters

Mailboxes

fiddress Book L
Directory Services By

Settings...
Plug-in Settings »
Communications...

# standard

I
Change Password...
Forget Password Neu...

Empty Trash A2 15KM
#¢ Moderator

Figure 39 To create a signature, choose either
Standard or Alternate from the hierarchical Signatures
menu in the Special menu (Mac) or Tools menu

(Windows).

Adam C. Engst ¢acef®tidbits.com> l
Striving to once again break six minute miles for the SK. E

Figure 40 In the Signature window that appears, type
your signature.When you're done, save the signature by
choosing Save from the File menu.

The signatures pop-up menu in the
Mac version of Eudora looks like a
button with a script J[H on it.

'D% P @ B | 88 [ Queue |

Figure 41 To change signatures, choose one of your
signatures from the signatures pop-up menu in the
message window's toolbar.

The signatures pop-up menu in
the Windows version of Eudora
is @ normal pop-up menu.

Figure 42 To change signatures, choose one of your
signatures from the signatures pop-up menu in the
message window's toolbar.
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EUDORA PRO ONLY!

Filter Messages Ed

Make Address Book Entry... ®K

Find »

Sort »

Filters

Mailbones

Address Book =L

Directory Services £

Settings...

Plug-in Settings b

Communications... |

Signatures » F’ Standard
i Aiternate

Change Password...

Forget Password

Empty Trash

1SKM
ﬂl Moderator

Figure 43 To create a custom signature in Eudora Pro,
choose New from the hierarchical Signatures menu in
the Special menu (Mac) or Tools menu (Windows).

What do you wish to call it?

[TidB1TS Editor |

Figure 44 Name your custom signature, then click the
OK button.

. = m

Adem C. Engst, TIdBITS Editor ¢ace®iidbits.com>
For information about TidBITS, send email to ¢infoRtidbits.com>. I
Comments ond suggestions should go to <editors@tidbits.com>.
[
&

Figure 45 Enter your signature in the text entry
window that appears, and when you're done, save and
close the window by choosing Save and then Close
from the File menu.

Custom signatures

Eudora Pro provides the two standard signa-
tures, but it also lets you create additional
signatures, which can be helpful if you're the
sort of person who wears many hats.

To create custom signatures

1. From the hierarchical Signatures menu
in either the Special menu (Mac) or the
Tools menu (Windows) choose New

(Figure 43).

2. When prompted, enter a name for your
custom signature (Figure 44) and click
the OK button.

Eudora opens a text editing window.
3. Enter the signature (Figure 45).

4. When you're done, choose Save

((Cmd]-5/(Ctri}-S) from the File menu to

save your signature, then choose Close

((Cmd)-W/(Ctrl}-W) from the File menu or

click the close box to close the window.
v Tips

B To delete a custom signature in the
Windows version of Eudora Pro, choose
Delete from the hierarchical Signatures
menu and select the signature to delete in
the Delete dialog box.

B Signatures are files stored in the Signature
Folder (Mac) or Sigs (Windows) folder,
located in your Eudora Folder. You can
delete custom signatures by simply drag-
ging them to the Trash on the Mac or the
Recycle Bin in Windows.

B You can attach specific signatures to per-
sonalities in the Mac version of Eudora
Pro. In the Personality Extras settings panel
of the Settings/Options dialog box,
choose an appropriate signature for each
personality. (See Chapter 12, “Working with
Settings/ Options”)
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EDITING SIGNATURES

Chapter 3

Editing signatures

You'll undoubtedly want to change your sig-
nature every now and then. I find that I tend
to change mine when I'm travelling or on
vacation so everyone realizes that I may not
be as responsive as usual.

To edit a signature

1. From the hierarchical Signatures menu in
either the Special menu (Mac) or the Tools
menu (Windows) choose one of your sig-
natures (Figure 46).

Eudora opens a standard text editing win-
dow with the text of the signature in it.

2. Edit the signature (Figure 47).

3. When you're done, choose Save

((Cmd}-S/(Ctrl)-S) from the File menu to

save your signature, then choose Close

((Cmd}-W/(Ctrl)-W) from the File menu or

click the close box to close the window.

Filter Messages ®J

Make fAddress Book Entry... #K

Find | 4

Sort 4

Filters

Mailbones

Address Book ®sL

Directory Services =Y

Settings...

Plug-in Settings 4

Communications... |

Signatures 3 # standard
# Riternate

Change Password...

Forget Password Neus...

Empty Trash A2 1SKkMm

#¢ Moderator

Figure 46 To edit a signature, choose it from the
hierarchical Signatures menu in the Special menu (Mac)
or Tools menu (Windows).

IEEEmmssmee TIdBITS Editor i
= ¥,
Adam C. Ergst, TidBITS Editor <oceftidbits.cos> [}
Subscribe o TidBITS by sending email lo <tidbits-onftidbits.com>
For information about TidBITS, send emall Lo <infofticbits.com>.
ts and suggestions should go to <editors®tidbitls.com». 51
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Figure 47 Make any changes you want, and then save
and close the window by choosing Save and then Close

from the File menu.
-
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About attachments

The standard ways of putting text in messages
is fine for most messages, but sooner or later
you'll need to send a file to a friend or col-
league. Perhaps it's just a word processing
document that could conceivably be pasted
into a message, but what if it’s a spreadsheet
or page layout document that Eudora couldn'’t
hope to display properly? And, more impor-
tant, what if you want the recipient to be able
to work on the file and return it intact?

In this situation, you should take advantage of
Eudora’s attachment features. Any document
on the Mac or the PC can be attached to an
email message, much as you might use a
paper-clip to attach a newspaper clipping to a
normal paper letter.

When your recipient receives the message,
his or her email program (hopefully Eudora
as well) saves the attachment to the hard
disk, separate from the email message. At that
point, it's a normal file such as could have
been copied from a floppy disk. Of course,
just as with any file that you might send on

a floppy disk, the recipient must have a pro-
gram that can read the file. If you send an
Excel spreadsheet, but the recipient doesn’t
own Excel or have any other method of
viewing the file, it's of no use. Check to make
sure the recipient can open your file before

sending,

Attachments are a tremendously powerful
tool, and one that I encourage you to use lib-
erally Whenever you're collaborating with
someone on a project, consider if sending
file attachments back and forth might ease
the workload.

In this section, I'll discuss how to add attach-
ments to messages; later on we’ll look at how
to deal with attachments you receive.
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Chapter 3

Attaching files
via dialog box

There are several methods of attaching files
to outgoing messages. The most obvious

method requires selecting the document in
a file dialog box.

To attach files via dialog box

1. Create an outgoing message. (See Chapter 2,
“Creating Messages™)

2. From the Message menu, choose Attach
Document (Mac) or Attach File
(Windows) ((Cmd}-H/(Ctrl}-H)

(Figure 48).

3. In the file dialog box that appears, navi-
gate to the file you want to attach, select
it, and click the Attach (Mac) or Open
(Windows) button (Figure 49).

Eudora puts the name (and icon, in the
Mac versions) of the attached file in
the X-Attachments (Mac) or Attached

(Windows) line in the header (Figure 50).

Finish and queue the message as you
would any other.

To remove unwanted attachments

1. Select the attachment by clicking it (you
only have to insert the cursor in the name
in the Windows versions of Eudora).

2. Press the Delete key to remove the attach-
ment from the message (but not from the
hard disk!)

v Tips

B In the Windows versions of Eudora, you
can choose Attach File to New Message
from the Message menu if you don't
already have an outgoing message open.

B In the Mac versions of Eudora, you can
also delete attachments by dragging them
to the Trash can in the Finder.

Figure 48 To attach a file to an outgoing email
message, choose Attach File (Windows) or Attach
Document (Mac) from the Message menu.

® Rmdm ‘

| Eudora.cnt 3] Eumapidl N spelz.dil
PEudora ¥ eumepiz2dil [Hl Swmapi
EudoraFTS [} ihole.ocx MJuignore.tx
M Eudora.gid @ 1n

) Intoc

Figure 49 Select the file to attach and click the Open
button (Windows) or the Attach button (Mac).

Tonya
From: "Adam C. Engst” <ace@tidbits.com>
Sybject: Meeting to talk about archive leads
Co: Geoff, Jeff, mhaftidbits.com
Bee:
Attached: [SERS TR

Hi all,

We need to get together scon to talk about the archiv
leads that will be genersted autometicelly in our logo :
graphic,

cheers... -Adam

Figure 50 The attachment shows up in the Attached
line (Windows) or the X-Attachments line (Mac) in the
header of the message.

54



Writing Messages

ESSSeseaas Eudora Pro 3.1 EES

5 ftems B863.9 MB in disk

36.9 MB available
o

=S
0SL 1.2 Release Notes

=
Gl 1]

Figure 51 To create a new message and attach a file to
it, drag the file onto the Eudora icon in either the
Macintosh Finder or the Windows desktop.

«No Reciplent», 1:29 PM -0700, Meke Redirect w/Server 1.2

OFE v @ & 40 B
e e e BIZ 1V A BR[|

To:

From: "Ados C, Engst” taceftidb)ts cont

Subject: Moke Redirect w/Server v.2
Ce:
Bee:
X-Attachaants: & Make Redirect w/Sarver v.2

I
2]
Figure 52 Eudora creates a new message, attaches the
file (and in the Mac versions of Eudora, puts the name
of the file in the Subject line as well).

[FEE Geotr Duncan, 1:31 FM ~0700, Here's thot redirect script we need BEE

(@l @ A M4 =

R | o ) (e [B1710) | AR oA
Frc:i “Adam € w‘?‘:mqlnml::;n

Subject: Here's Lhat redirect seripl se need

x-fittochaents:

Enjoy.... -oca

Figure 53 To attach a file to an existing outgoing
message, drop the file's icon on the message window.

Ei Geoff Duncan, 1:51 PM -0700, Here's that redirect script we need Ei

D@ - @& <& 44 =
ey verma [t o) (B 17 [U 4101 3 PRRSE R )

To: Deoff Duncan tgeoff#LIdDI Ls.com
From: "Adom C. Engst” (oceftichits.com)
Subject: Hera's \hat redirect script we nesd
Ce:
Bee:
X-Attochaents: S TEEETEN

Enjoy.... -oce

Figure 54 Eudora attaches files that you drop on a
message window to that message.

Attaching files
via drag-and-drop

An easier way of attaching files to messages
involves using the mouse to drag the files
onto Eudora’s icon or onto a message
window.

To create a new
message and attach a file

1. From the Macintosh Finder or the
Windows desktop, drag one or more files
onto the icon for the Eudora program
(Figure 51).

Eudora creates a new outgoing message
and attaches the file(s) to it (Figure 52).

To attach a file to an
existing outgoing message

1. Create a new outgoing message and fill it
in. (See Chapter 2, “Creating Messages”)

2. From the Macintosh Finder or the
Windows desktop, drag one or more files
onto the outgoing message window
(Figure 53).

Eudora attaches the file(s) to the outgoing
message (Figure 54).

v Tips

B It’s easier to drag a file onto Eudora’s icon
if you put an alias (Mac) or a shortcut
(Windows) to Eudora on your desktop.

B If you have an outgoing message window
open and drag a file onto Eudora, the Mac
versions attach the file to that message,
whereas the Windows versions attach the
file to a new outgoing message.

B In Windows, if your outgoing message
window is obscured, drag the file onto the
Eudora icon on the Taskbar and wait.
Windows brings Eudora to the front so
you can drop the file on the message.
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ATTACHMENT ENCODING FORMATS

Chapter 3

Attachment formats

Email attachments can't survive the journey
to the recipient without being specially
encoded. Think of them as needing envelopes.
Unfortunately, there are several encoding
formats (Figure 55a and Figure 55b), and
you may have to choose a non-standard one
to send attachments to old email programs
successfully.

Attachment encoding formats

B Use AppleDouble (Mac)/MIME
(Windows) for most messages. They are
the best choice for other people using
Eudora and for everyone using recent
email programs,

B Use AppleSingle (Mac only) for sending
Mac-specific files (particularly applica-
tions) to other Mac users. Try AppleDouble
first.

B Use BinHex for Mac users with old email
programs.

B Use Uuencode (all but Mac Eudora Light)
when sending documents (never Mac
applications) to people with old email
programs, particularly on the PC. Mac files
have two “forks,” and Uuencode only
sends the “data fork,” which means that
any Mac file with information in the
“resource fork" will be destroyed in trans-
mission.

v Tips

B Always test with a small attachment before
assuming that attachments will get
through to a specific person.

B When sending attachments to America
Online users, send only one file per mes-
sage or the later ones may be damaged.

v ¢3 AppleDouble
¢¢ AppleSingle
&% BinHen
W Uuencode Data Fork

i BinHex
UU Uuencode

Figure 55a/55b Eudora offers a number of encoding
formats for attachments. Generally stick with
AppleDouble on the Mac and MIME in Windows, but be
prepared to try another encoding format if your
attachments arrive damaged in your recipient’s mailbox.

 Here’s how I figure out how to send
attachments to someone for the first time.

1. First, I try AppleDouble or MIME. That
usually works.

2. Next, if 'm sending toa Mac user, I try
BinHex, and if I'm sending to a PC
user, I try Uuencode. In particular, if
my recipient uses the cc:Mail email
program on the PC, Uuencode usually
works, whereas BinHex works for
cc:Mail on the Mac.

3. Ifall else fails, I talk to my recipients to
| figure out precisely what they're using
* and what's going wrong, in the hope
| that will provide some clues about the
' next thing to try.
 Bvery now and then, attachments sim-
| ply don’t work, and at that point, I try
| an alternate method of transferring the
| files, such as FTP or the Web. |
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Priority menu
Signatures menu
| E?coding format menu

OFs e @ &8 QO s ()]
Figure 56 Use the pop-up message option menus in

the Mac version’s message window toolbar to change
message options.

Priority menu
Signatures menu
Encoding format menu

E | | | L R R

Figure 57 Use the pop-up message option menus in
the Windows version’s message window toolbar to
change message options.

2 (Highest)
~ (High)

~ (Low)
¥ (Lowest)

Raise %]
Lower %]

Figure 58 To change the priority of a message, choose
the desired priority from the priority pop-up menu in
the message window's toolbar.

« ¥ Standard
# RAlternate

&L 1SKM
#44 Moderator
4 TidBITS Editor

Figure 59 To select a different signature for a specific
message, choose the desired one from the signatures
pop-up menu in the message window’s toolbar.

v (3 AppleDouble
¢ AppleSingle
i BinHen
Uth Uuencode Data Fork

Figure 60 To change the attachment encoding format
for a specific message and its attachment, choose the
desired format from the encoding format pop-up menu
in the message window's toolbar.

Outgoing message
toolbar menus

Every outgoing message window has a tool-
bar with several menus (Figure 56 and
Figure 57) that control various options,
including message priority, signature, and
attachment format.

To change message priority

1. From the priority pop-up menu
(Figure 58) in the message window tool-
bar, choose the appropriate priority.
(See Chapter 5, “Working with Messages™)

To select a signature

1. From the signatures pop-up menu
(Figure 59) in the message window tool-
bar, choose the appropriate signature.

To select an attachment format

1. From the attachment encoding format
pop-up menu (Figure 60) in the message
window toolbar, choose the appropriate
encoding format.

v Tips

B Keep in mind that not all email programs
honor your priority settings.

B Eudora defaults to Normal priority for
all email messages. Change priorities
sparingly for best effect.

B You can also change the message priority
settings from the hierarchical Priority
menu in the hierarchical Change menu in
the Message menu.

B Eudora defaults to AppleDouble (Mac)
or MIME (Windows) for the attachment
encoding format, but you can change the
default in the Attachments settings panel
of the Settings/Options dialog box.
(See Chapter 12, “Working with Settings/Options™)
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OUTGOING MESSAGE TOOLBAR BUTTONS

Chapter 3

Outgoing message
toolbar buttons

Eudora lets you change other settings on a
per-message basis by clicking buttons in the
outgoing message window’s toolbar. The Mac
versions (Figure 61) consider these buttons
On if they have a checkmark next to them.
The Windows versions (Figure 62) display
On by having the buttons “pressed in.”

Message option buttons

B Quoted-Printable helps messages with
long lines or special characters come
through intact. Always leave it on.

B Macintosh Info (Mac only) controls
whether or not Eudora includes
Macintosh resources and types in attach-
ments. Leave it on.

B Word Wrap controls whether or not
Eudora inserts returns at the end of every
line when sending. Generally leave it on.

B Keep Copies ensures that outgoing mes-
sages remain in your Out box after they're
sent. Leave it on for a record of your mail.

B Return Receipt (Eudora Pro only), when
on, asks the recipient to confirm receipt. It
doesn’t work with many email programs.

B Text as Attachment (Windows only)
sends text file attachments in message
bodies, rather than as separate files.

B Tabs in Body (Windows only) enables
you to type tabs in messages. If it's off, the
Tab key navigates in the header and body
of the message.

Quoted-Printable
Macintosh Info
Word Wrap
Keep Copies
| Rettl.rrn Receipt
|D J&Q- ./@ @ wﬂlj RR | Queue I

Figure 61 The message option buttons in the Mac
version’s message window toolbar. Options are
considered to be On when a checkmark appears next
to the button.

Quoted-Printable

Text as Attachment

Word Wrap

Tabs in Body

Keep Copies
Return Receipt

B (B BT

Figure 62 The message option buttons in the
Windows version’s message window toolbar. Options
are considered to be On when the buttons look
“pressed in,” as does the QP button above.

| About return receipts

Eudora Pro does return receipts “right.”
They're not nearly as simple as you might
think. For instance, does a return receipt
mean that the recipient has received the
message, read the message, understood the
message, or acted on the message?

Because of this problem, Eudora Pro
requires users to click a button on an
incoming message to acknowledge
receipt, Eudora Pro then generates an
automatic message noting that the user has
displayed the message—nothing more,
nothing less.
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Figure 63 To record or play sounds with PureVoice,
you use the PureVoice application.

New Message BN
Reply =R
Forward

Redirect

Send Again

New Message To »
Forward To »
Turbo Redirect To »
New Message With  p
Reply With »
Attach Document... #H
Altach » Purelloice...
Queue For Delivery %E
Change »

Delete %D

Figure 64 To attach a voice recording to a new
message, create an outgoing message, then choose
PureVoice from the hierarchical Attach menu in the
Message menu.

PureVoice plug-in

Qualcomm recently began shipping Eudora
with a plug-in called PureVoice that enables
you to add voice messages to your email as
attachments.

The PureVoice application (Figure 63),
which is what you use to record or play the
voice messages, is completely separate from
Eudora, except for the fact that you can attach
a recording to a message by choosing
PureVoice from the hierarchical Attach menu
in the Message menu (Figure 64).

PureVoice is simple to use and comes with
extensive online help available from the
Guide menu (Mac) or the Help menu
(Windows) when you have the PureVoice
application active.

PureVoice has been available for a only short
time, so it remains to be seen how people
take to it. Here are a few thoughts about it,
based on some early use.

Thoughts about PureVoice

B Technically, PureVoice is extremely
impressive. The sound quality is almost as
good as normal telephones, and the file
sizes are quite small. Usually, high quality
audio is accompanied by huge file sizes.

B I found that using PureVoice has the same
feel as talking to an answering machine.
My telephone manners kicked in instine-
tively, which seemed awkward, but there’s
no social convention for voice email yet.

B Voice email isn't as flexible or useful as
normal text email in many ways. You can't
quote original text for context; you can't
edit what you've said; you can't copy and
paste text from the message; you can't
search through voice email messages; and
you can’t refer back to only a portion of a
message. But it's still a neat trick!
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Chapter 3

PGP plug-in

Qualcomm has also just started shipping
Eudora with a plug-in called PGP that enables
you to encrypt, decrypt, sign, and verify
messages. PGP stands for Pretty Good Privacy
and is the name of the company that created
the PGP plug-in and its related PGPkeys
application.

Entire books could be written about PGP and
the field of cryptography, but suffice it to say
that you can encrypt messages (Figure 65) so
no one but the recipient can decrypt them
(Figure 66). PGP is considered “strong”
encryption and cannot currently be broken.
You can also use PGP to sign a message so the
recipient can verify that you are the sender.

It takes some work to understand how cryp-
tography and PGP work, and I recommend
you start with the online documentation that
comes with PGP It should answer your basic
questions and show you how to use PGP in
conjunction with Eudora.

Thoughts about PGP

B The PGP package that is integrated into
Eudora is the easiest method I've seen for
working with cryptographic software.
Previous programs were extremely. diffi-
cult to use, so much so that few people
bothered.

B Normal email is not guaranteed to be
private, so something like PGP is the only
way to be sure that no one but the recipi-
ent will read a given message.

B To use PGP'’s encryption, both you and
your recipient must have PGP Ask before
sending encrypted messages to someone.

Encryption button  Signing button

Hit dbits.com, 2:01 PM -0700, really imp

O@G] v /@ & -4 =& &

To: tonyoftiddits.com
From: “Adam C. Engst™ <oceftidbits.coms>
Subject: Something really important
Co:

Bec:
X-Attochments:
Hi Torwa,
This message, onca sent, will be encrypted so only you con read it.
| realize that's not earthshattering, but 1'1l sove the good stuff

for the screenshot that pesople can’t read. :-)

IS

cheers... -fdom

Figure 65 To encrypt and sign a message, click the
encryption and signing buttons in the outgoing message
window's toolbar so they're checked (Mac) or pressed
in (Windows).

Decryption button

2-fandari acefadalis, tidhits.com
Date: Mon, 11 Aug 1997 13:16:54 -0700
To: ace@tidbita.com

Prom: "Adam C. Engst" <aceftidbits.com>
Subject: test

ANORL M7 11trBocQ n2d QXg/3+1W5 13
CPANUYRITikCELO+ =d T 92Veha/ 1w 5
GPEE£OMYIIVZFVDALANL/GSCTIq) NILL 1S 8 +8 e OrDOTECL 8 2Rk SnEV/B21AE0
DgowqgPTBX £2PkPYOC SV05eqI 874 CROAC aKTALRARMRTE 08 0JIUDSTAV £/ DRy
5i8860J50akrTqtto] IDANtqdT0A axY fgMeb £CT 36X E65LizIwaVeNEGbARNZES
Pa+p6Bmak£XcaxyYWi yNEyXk HpPBHReVOk b/ cuX InXCyXI96AUM £ TwOHD/ WmT ovi2
AT0ezCZenP1FinNQr £gIVIbr vOCE ZANTI1hvE4 ZhLDK T rHu3 xR+ ThVo 6BEZNLAN.

ap JGCHBYT og 5vI1iLEc+Z2dPOQimenZgOr SpndHDITIVED
UeYODIRLIp eqgIusiLnFQUVQe 1EEW
OPnRanSUWoked 05 vTLAHULHZNbwOE RuVp/ uBd x2) X3 TwemvEXLToo Sk pAq2/ vOs:
987 £Xi800mHOLECz/y U/ TpIMGEC: 1R£433RAIZIAIEY
BAZIUugnvMXZkQuj LYlwnoynlht'lpmeZTcM’UEWhlP:lD]dthlHl’lgOri
k+QBUTyzpXNLHUGERL t+NaGE ™Y
innoQ3 -thvss.cwyuwutznlsnv'r-cn‘?nc-:uceurzoyuavztprvzy i4zXknng

0CWLUYrzqogI5ghTOIBVGgGRRT2LGS LYDIA=
=408

Figure 66 To decrypt or verify an encrypted or signed
message in the Windows versions of Eudora, click the
decryption button in the toolbar. In the Mac versions
of Eudora, choose PGP Decrypt/Verify from the
hierarchical Message Plug-ins menu in the Edit menu.
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SENDING AND
RECEIVING MESSAGES

In the last two chapters, we've looked at dif-
ferent ways of creating messages and adding
content to them. Throughout those chapters,
when you finished creating a message, I said
to queue the message for later delivery by
clicking the Queue button. That marks the
message as being ready to send when Eudora
next sends messages.

Eudora is happy to work when you're not
connected to the Internet, but that means you
need ways to send and receive messages once
you connect to the Internet. And to reiterate,
you must be connected to the Internet to send
and receive messages.

Eudora’s Check Mail command is generally
more than sufficient to send and receive mes-
sages, as long as you set the option that has
Eudora send queued messages when it checks
for new incoming messages. However, Eudora
offers numerous ways to send and receive
messages that you can tailor to your needs.

For instance, perhaps you want to send a
message immediately, or send queued mes-
sages without receiving incoming ones. Or,
maybe you want Eudora to check for mail
every few minutes. You can even have Eudora
queue a message and send it automatically
several days later. It's all up to you, so let’s
look at the details now.
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SENDING QUEUED MESSAGES

Chapter 4

Sending queued
messages

After you've created and queued one or more
outgoing messages, you probably want to
send them. In essence, this is like putting a
bunch of letters in your mailbox and then
ringing a bell to have the mail carrier sud-
denly arrive to pick up the letters.

To send queued messages

1. From the File menu, choose Send Queued
Messages ((Cmd)--/(Ctrl}-T) (Figure 1).
If necessary, Eudora establishes an Internet
connection, and then connects to your
SMTP server and sends the queued mes-
sages, providing a progress dialog box so
you can see what’s happening (Figure 2).

v Tips

B The keyboard shortcuts for this process
are different between the Mac and
Windows versions of Eudora because
Eudora Pro on the Mac has to use (Cmd}-T
as the keyboard shortcut for Plain—it’s a
standard Macintosh keyboard shortcut.

B Bear in mind that sending queued mes-
sages does only that; it won't also check
for new incoming message. For that, you
must use the Check Mail command in the
File menu. (See “Checking for incoming messages”
in this chapter)

Figure | To send queued messages, choose Send
Queued Messages from the File menu.

Figure 2 Eudora displays a progress dialog box while
sending queued messages to your SMTP server.
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New Tesxt Document

Cpen... »
Open Selection
Open in Browser

Close ®
Save %8S
Save fis...

Check Mail (12:55 PM) %M
Page Setup...

Print... %P

Print One Copy

Quit %0

Figure 3 To send a message immediately, just queue

it normally and choose Send Queued Messages from
the File menu right after queueing the message. Simple,
yet effective.

Netv Message 8N
Reply %A
Forward

Redirect

Send Rgain

New Message To »
forwerd To 4
Turbo Redirect To >
»
>

New Message (With
Reply With

Attach Document... %H
Attach »
Queue For Delive

RE

Status >
I Delete 80| Priority »
Labe! »
Personality b

Figure 4 Alternately, choose Queueing from the
hierarchical Change menu in the Message menu to
bring up the Change Queueing dialog box.

Send message:

@ Right Now
QO Next Time Queued Messages are Sent
Q0n or after:

O don’t Send

Figure 5 Make sure the Right Now radio button is
selected and click the OK button to send your message
(and all other queued messages) immediately.

Sending messages
immediately

Sometimes you may want a message to go
out immediately after you've finished writing
it. Although Eudora has a special feature for
sending messages immediately (II below), it
turns out to be easier to use the standard way
of queueing and sending messages manually
(I below).

To send a message immediately (I)

1. Create a new outgoing message. (See
Chapter 2, “Creating Messages™)

2. Click the Queue button ((Cmd]-E/(Cirl}-E).

3. Immediately, choose Send Queued

Messages ((Cmd)--/(Ctrl)-T) from the File
menu to send your message, along with
any other queued messages (Figure 3).

To send a
message immediately (II)

1. Create a new outgoing message. (See
Chapter 2, “Creating Messages™)

2. From the hierarchical Change menu
in the Message menu, choose Queueing
(Figure 4) to bring up the Change
Queueing dialog box.
Alternately, hold down Option (Mac)
or Shift (Windows) and click the Queue
button ([CmdHOption}-E/(Ctr -{Shit)-E)
to bring up the Change Queueing
dialog box.

3. Make sure the Right Now radio button is
selected (it is by default) (Figure 5).

4, Click the OK button to send the message,
along with all other queued messages.

v Tip

B There’s no way to send just one of several
queued messages.
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SENDING MESSAGES AT A LATER DATE OR TIME

Chapter 4

Sending messages
at a later date or time

Normally, you want outgoing messages to be
sent either immediately or with the next
batch of queued messages. Occasionally, how-
ever, you may want a specific message to go
out after a certain date or time.

To send a message
at a later date or time

1. Create a new outgoing message. (See
Chapter 2, “Creating Messages”)

2. From the hierarchical Change menu in the
Message menu, choose Queueing to bring
up the Change Queueing dialog box.
Alternately, hold down Option (Mac) or
Shift (Windows) and click the Queue but-
ton ((Cmd]-{Option}-E/(Ctrl }-{Shift)-E) to dis-
play the Change Queueing dialog box.

3. Select the On or after radio button and
change the time and date fields as needed

(Figure 6).

4, Click the OK button to queue the message
for later sending.

Eudora saves the message in your Out box
and marks it with aT in the message status
column (Figure 7). Eudora sends the
message the next time queued messages
go out after the specified date and time.

v Tips

B Eudora doesn’t automatically send the
message at the specified time; there must
be some other action that causes queued
messages to be sent (such as choosing
Send Queued Messages from the File
menu).

B You can change the queueing for a post-
poned message if you decide you want it
to be delivered sooner.

Figure 6 To send a message at a later date or time,
choose Queueing from the hierarchical Change menu
in the Message menu, select the On or after radio
button, and enter the desired sending time and date.

<
Ton: y Geatt, Je

08182 M 6/23/97

s ifdigitalthin 02:20 PM €/26/97

Taliddigitalthin 07120 wn é/26/97

Q4110 m /397

ita.com 10152 AN /4797

Flgure 7 The last message in the Out box hasaT in
the status column at the very left.

Email reminders

I use Eudora’s capability to send mail later
to remind someone or even myself of
something that must happen in several
days or weeks, If I sent the email too far
ahead of time, the message might be IOSt
or forgotten. Ensuring that the message
arrives shortly before the task must be
performed works better. Of course, this
only works with people who read email
religiously.

I

64



Sending and Receiving Messages

New Message ®BN
Reply #®R
Forward

Redirect

Send Again

New Message To 3
Forward To »
Turbo Redirect To b

New Message With  p
Reply With 3

Attach Document... %H
Attach 4
Queue For Delivery $E

Status »
I Delete #0| Priority »
Label »
Personality b

Figure 8 To prevent a message from being sent, first
choose Queueing from the hierarchical Change menu
in the Message menu.

E====——= Change Queueing E

Send message:
O Right Now
(O Neut Time Queued Messages are Sent
QO On or after:

Time:
Date: |?7/4/97

@ Don’t Send

Figure 9 In the Change Queueing dialog box, select
the Don't Send radio button and click the OK button.

(moan |8

Figure 10 Notice the last message in the Out box,
which has a * in the status column at the very left.

Preventing a message
from being sent

Sometimes, when you're working on an espe-
cially complicated or important message, you
may want to save it without sending. That's
easy—just choose Save ((Cmd)-S/(Ctr1}-S) from
the File menu at any time. But what if you
queue a message and then decide you don't
want to send it the next time queued messages
go out?

To prevent a message from
being sent

1. Open or select the message you don't
want to send. (See Chapter 5, “Working with
Messages™)

2. From the hierarchical Change menu in the
Message menu, choose Queueing
(Figure 8) to bring up the Change
Queueing dialog box.
Alternately, hold down Option (Mac) or
Shift (Windows) and click the Queue but-
ton ((Cmd-{Opton)-E/(CiT} SHA-) to
display the Change Queueing dialog box.

3. Select the Don't Send radio button
(Figure 9).
4, Click the OK button.

Eudora saves the message in your Out box
and marks it with a * in the message status
column (Figure 10). Eudora won't send
the message next time queued messages
go out.

v Tips

B To continue editing your message,
double-click it in the Out box, or select it
in the Out box and press Return/Enter.

B When you do want to send your message,

click the Queue button ((Cmd)-E/(Ctrl}-E)

as you would normally.
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CHECKING FOR INCOMING MESSAGES

Chapter 4

Checking for
incoming messages

Enough on sending messages! How do you
retrieve incoming messages that others have
sent to you? Those incoming messages wait
on your POP server until you connect to pick
them up.

To check for incoming messages

1. From the File menu, choose Check Mail
((Cmd)-M/(Ctr-M) (Figure 11).
If necessary, Eudora establishes an Internet
connection, and then connects to your
POP server and receives waiting messages.
A progress dialog box shows you what's
happening (Pigure 12).
Eudora places incoming messages in
your In box and then runs any filters
you've created on the incoming messages.
(See Chapter 7, “Working with Filters”)

v Tip

B I strongly recommend that you check
the “Send on check” checkbox in the
Checking Mail (Figure 15 on the next
page) or Sending Mail settings panels.
This will ensure that Endora sends
queued messages whenever you choose
Check Mail. Otherwise, you can forget to
send queued messages for some time.

Figure |1 To check for incoming messages, choose
Check Mail from the File menu.

Figure 12 Eudora displays a progress dialog box while
retrieving messages from your POP server.
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Filter Messages ®d
Make Address Book Entry... %K
Find »
Sort b
Filters

Mailbones

Address Book %L
Directory Services ®Y
Plug-in Settings 4
Communications...

Signatures »
Change Password...

Forget Password

Empty Trash

Figure |13 To check for messages periodically, first
open the Settings/Options dialog box by choosing
Settings from the Special menu (Mac) or Options from
the Tools menu (Windows).

Real name:

POP sccount:

acededele.tidbits.com ]
(Your POP Account is your POP username
followed by an " followed by your POP
server name. This may or may not be the
same 83 your retyrn sddress)

Return sddress (if different from FOP sccount):
e etidbits.com

Cannection method
@ TCR/IP
O Communications Tool box

[J 0tfiine (o connections)
(ox )

Figure 14 The Settings/Options dialog box remembers
your last choice of panels in the left-hand column but
initially defaults to the Getting Started panel. Click
Checking Mail to view the Checking Mail panel.

E> Getting Started (1)
POP secount;
|sce@sdelie tidbits com

B Check for mail every minutes

[ Don't check when using battery

[5) Skip messages over K

[ Leave on server for :| days

[ Send on check

[ Save password

Delete from server when emptied from tresh
[JOveriap POP3 commands for better performance
Authentication: @ Pesswords () Kerberos () APOP

Figure |5 Check the “Check for mail every X
minutes” checkbox, and enter the number of minutes. |
set Eudora to check for messages every two hours.

Checking for incoming
messages periodically

If you have a permanent Internet connection,
or if you don’t mind connecting to the
Internet regularly, you can have Eudora check
for messages on a periodic basis.

To check for messages on a
periodic basis

1. From the Special menu (Mac) or Tools
menu (Windows), choose Settings (Mac)
(Figure 13) or Options (Windows) to
bring up the Settings/Options dialog box
(Figure 14).

2, Click Checking Mail in the left column to
bring up the Checking Mail settings panel.

3. Check the “Check for mail every X min-
utes” checkbox and enter the number of
minutes between checks in the text-entry
field (Figure 15).

From then on, Eudora checks for incom-
ing messages on that schedule.

v Tips

B Macintosh PowerBook users should check
the “Don’t check when using battery”
checkbox to eliminate message checks
when the PowerBook isn't plugged in.

B To send queued messages during Eudora’s
automatic mail checks, check the “Send
on check” checkbox in the Checking Mail
or Sending Mail settings panels.

B To prevent the Mac versions of Eudora
from checking for new mail automatically
when you launch Eudora, hold down Shift
until Eudora finishes launching.

B Setting Eudora to check for messages peri-
odically can prevent disconnects if your
Internet service provider disconnects you
after only a short amount of idle time.
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'ABOUT MESSAGES LEFT ON THE SERVER

Chapter 4

About messages
left on the server

Before I talk about some of Eudora’s other
mail checking features, let me explain more
about how Eudora interacts with your POP
server, where incoming messages wait to be
retrieved.

Normally, after Eudora retrieves a message
from the server, it deletes the message from
the server. However, that’s not required, and
there are several reasons why a message may
remain on the server after Eudora has
retrieved it.

B You set Eudora to leave all messages on
the server after retrieving them.

B You set Eudora to skip messages over a
certain size, and you've received one or
more that are too large.

B You asked Eudora Pro to retrieve only
message headers.

In any of these situations, Eudora checks old
messages left on the server on each mail
check to see what it should do with them,
and after that retrieves any new messages that
are waiting. Eudora can do one of three
things with a message left on the server.

B Continue to leave it on the server until
something changes.

M Retrieve the entire message, if only the .
first part had been retrieved previously
and you asked Eudora to retrieve the
entire thing. Eudora deletes the message
from the server after retrieving it.

M Delete the message from the server with-
out retrieving it, either because you
explicitly asked Eudora to do so, or
because you had put the message in your
Trash mailbox and emptied the Trash
(with a specific setting turned on).




Sending and Receiving Messages

Figure 16 To leave messages on the server, first open
the Settings/Options dialog box by choosing Options

from the Tools menu (Windows) or Settings from the
Special menu (Mac).

KiE3

L W )

i

7
: b

Figure 17 The Settings/Options dialog box remembers
your last choice of panels in the left-hand column, but
initially defaults to the Getting Started panel. Click
Checking Mail to view the Checking Mail panel.

Getting Started

5=

Personal Info

Sending Mail

=7
Rephyng
=

Figure 18 Check the “Leave mail on server” and
“Delete from server after X days” checkboxes, and
enter the number of days.

Leaving mail
on the server

Managing email that you access from two
locations (say work and home) can be diffi-
cult. To simplify the situation, leave the mail
that you read at home on the server so that
when you next check from work, the mail is
downloaded again (and then deleted from the
server). Then you can store or otherwise deal
with work email at work.

To check for new messages
but leave them on the server

1. From the Special menu (Mac) or Tools
menu (Windows), choose Settings (Mac)
or Options (Windows) (Figure 16) to
bring up the Settings/Options dialog box
(Figure 17).

2. Click Checking Mail in the left column to
bring up the Checking Mail settings panel.

3. In the Windows versions of Eudora, check
the “Leave mail on server” and “Delete
from server after X days” checkboxes and
enter the number of days in the text-entry
field (Figure 18). In the Mac versions, the
“Leave on server for X days” checkbox
performs both functions.

From then on, when (and however)
Eudora retrieves incoming messages, it
won't delete them from the server until
the specified number of days have passed.

v Tips

B To delete messages left on the server,
check the “Delete from server when emp-
tied from Trash” checkbox. After reading
the messages, delete them, and choose
Empty Trash from the Special menu.

B To leave messages on the server forever in
the Mac versions of Eudora, leave the
number of days blank.
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RETRIEVING ONLY SMALL MESSAGES

Chapter 4

Retrieving only
small messages

People are sometimes inconsiderate in
sending massive attachments in email, and
waiting for Eudora to bring in a large attach-
ment may be frustrating, especially over a
slow Internet connection or when you're
travelling. You can minimize this problem by
skipping messages that are larger than you
want to download. I skip messages over 40K
while travelling and over 1000K at home.

To retrieve only small messages

1. From the Special menu (Mac) or Tools
menu (Windows), choose Settings (Mac)
or Options (Windows) to bring up the
Settings/Options dialog box.

2. Click Checking Mail in the left column to
bring up the Checking Mail settings panel.

3. Check the “Skip messages over X K"
checkbox and enter in the text-entry field
the maximum acceptable size for mes-
sages, measured in kilobytes (Figure 19).
From then on, Eudora retrieves only the
headers and first few lines of too-large
messages (Figure 20).

To retrieve a large message

1. In the message window that informs you
of the too-large message, click the Fetch
(down arrow) button (Figure 21).

2. From the File menu, choose Check Mail to
ask Eudora to retrieve the entire message
and delete it from the server afterwards.

To delete a large message

1. In the message window that informs you
of the too-large message, click the trash
can button (Figure 22).

2. From the File menu, choose Check Mail to
ask Eudora to delete the message.

e et e
1
> Getting Started [
POP secount:
P 1 Inf
BB vl iem ace@adelie tidbits com
Host:
! o [X] Check for mail every minutes
Checking Mail [] Don’t check when using battery
& syt [E5kip messsges over K
B8 attactments Otesveonserverfor [ | daye
g Fonts & Display | [] Send on check
[] Save password
E bate Display Delets from server when emptied from trash
=% Tookar [ Overtap POP3 commands for better performance
Authentication: @ Passwords () Kerberos (O APOP

Figure 19 To retrieve only small messages, check the
“Skip messages over X K" checkbox and enter the
maximum acceptable size (in kilobytes) in the text-
entry field.
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Content-Digposition: attachment; filencae="Stlest.bodges.sit"

RAL oA
nz8d 110

mlm'- The remainder of this 240K messoge hos not been lronsferred.
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Figure 20 Eudora displays the header and first few
lines of the body of the message.

Click the Fetch button and choose
Check Mail to retrieve a large message.

|E| i e Ay —— . D4t | m|

Figure 21 To retrieve a large message for which you've
received only the first bit, click the Fetch button and
choose Check Mail from the File menu.

Click the trash can button and choose
Check Mail to delete a large message
from the server without reading it.

The drefr badges frem Jen j

Flgure 22 To deiete a large message from the server,
click the trash can button and choose Check Mail from
the File menu.
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EUDORA PRO ONLY!

New Tent Document

Open... »
Open Selection

Open in Browser

Close All EAll
Save All "
Save fis...

Send Messages Specially... 38 -
Check Mail Specially... 12:55 PM)

Page Setup...
Print... %P
Print One Copy

Quit €0

Figure 23 To bring up the Mail Transfer Options dialog
box, hold down Option (Mac) or Shift (Windows) and
choose Check Mail Specially (Mac) or Check Mail
(Windows) from the File menu.

Special mail
transfer options

Eudora Pro users have even more options for
sending and receiving messages. For the most
part, these options are fairly esoteric, but in
the right situation, they are invaluable.

To use special
mail transfer options

1. In the Mac version of Eudora Pro, hold
down Option and choose Check Mail
Specially ((Cmd)-{Option)-M) from the File

menu. In the Windows version of Eudora
Pro, hold down Shift and choose Check
Mail((Ctrl}-{Shift}-M) from the File menu
(Figure 23).

Eudora displays the Mail Transfer Options
dialog box (Figure 24).The Windows ver-
sion of the dialog box looks a bit different
but contains the same options.

2. Select the desired options and click the OK
button to check mail with those options.

v Tip

B Using the Option or Shift key to bring up
the Mail Transfer Options dialog box also
works with Send Queued Messages

Select one or more of
your personalities in this
list to send or receive
messages for the
selected personalities.

These four options
duplicate Eudora Pro’s
standard behaviors, but
you can activate any of
them independently here.

((Cmd}-{Option)--/(CtrI)-{Shift)-T) in the File
menu (the Mac version changes to Send
Messages Specially). The only difference
lies in the checkboxes that are selected by

Mall Transfer Opllons T

Transfer mail for the following Mai! checking & sending options.

personalities:
Dar paait = Retrieve new mail
Demo Send qusued messages
tidbits ) Delete messages marked for deletion
king () Retrieve measeges marked for retrieval

] Delete a1l messsges that have been relrieved
] Delete a1) messsges on sarver {be sure)

[ Fetch all messsge hesders to In matlbox ———

default.

Use these two options to delete mail stored on
the server that you've read, or all messages

—4— (including unread ones!) currently an the server.

— Use this option to retrieve just the headers and first
few lines of messages. It's goad for quick mail
checks when lots of mail is waiting, but note that

Figure 24 The Mail Transfer Options dialog box
provides numerous tweaky options for sending and
receiving messages.

filters don’t operate on these messages.
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WORKING
WITH MESSAGES

Ironically, the functions in Eudora that we’ve
looked at so far aren’t what you'll spend most
of your time using. Most people receive much
more mail than they send, and they spend
much more time reading messages than cre-
ating new ones or even replying to old ones.

The ways you work with incoming messages

is where Eudora streaks ahead of other email

programs. The features may not seem unique,
but with interfaces that you use so frequently,
the devil is in the details.

The sneaky ways that Eudora makes your life
easier abound. For instance, deleting a mes-
sage can immediately bring up either the next
message in the mailbox or the next unread
message. A single key (you'll have to read on
to find out which one) scrolls the text in the
current window, and then, when it reaches
the bottom, takes you to the next message.
Double-clicking a URL (Uniform Resource
Locator, the address of a Web page or other
Internet resource) launches your favorite Web
browser and takes you there. Or, double-
clicking an attachment icon opens the
attachment in the appropriate program.

I could go on for a long time, but let’s save
something for the rest of the chapter.
Onward, then!
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METHODS OF SELECTING MESSAGES

Chapter 5

Selecting messages

Selecting messages is simple, but Eudora
provides a variety of ways to do so.

Methods of selecting messages

B To select a single message, click a message
summary in a mailbox (Figure 1).

B To select a range of messages, click a mes-
sage summary to select it, then hold down
Shift and click another message summary
in the same mailbox (Figure 2).

B To select a set of messages even if they
aren’t next to one another, hold down
Command (Mac) or Control (Windows)
and click several message summaries in a
mailbox (Figure 3).

B To select all messages in a mailbox whose
contents of a column in the message sum-
mary are the same, hold down Option
(Mac) or Alt (Windows) and click a col-
umn in a message summary (Figure 4).
For instance, click the Sender column of a
specific message summary to select all
messages sent by that person.

B In the Mac versions of Fudora, when a
mailbox is sorted by Sender or Subject,
type the first few characters of the sender’s
name or message subject to select that
message,

v Tips

B The Option/Alt-clicking way of selecting
messages is great for selecting all messages
with the same subject, from the same
sender, with the same priority, or so on.

B When you Option/Alt-click to select sim-
ilar messages, the Mac versions move the
selected messages together into a group in
the mailbox. The Windows versions
merely select all the similar messages.

TAdBITAEITZ/I1-Mas- 4
TAANCTY subscriptions Di-ApeodT: 43T
Mai (o6h] Drop ares about te be Too |
®ar PM; What's up with the mac-liken
RE: PMi What's up with the Kac-liken:

£f Duncan  10:86 AM 4/1/37
GesEf Duncan D703 PH A/LITT
Geeff Duncan  07:38 P 4/2/97
Geoff Duncen  DB:40 AN 4/4/97
Geoff Duncan  01:09 P 4/5/91

" Gestt Duncan  09:30 AN 4/7/%1 I Whaddays wanne do sheut Applelink ad
Gecff Duncan CFi4d AN /YN a t'e up with the Mac-likem
Geoff Dumcan  10:07 A A/1/91 b questions
“Gestt Cuncan 02137 PR 471/ #T 07-Apr-37 = 45868 aotiv

| rwi wmatts up with the Mas-litens)

Rei Mac-Likensssewindows 377
e wooount for PLARTTS disenled?

Geatf Duncan  03:51 MM 4/7/91
Geoff Duncan 093129 AN 4/8/97
13107 aw 478497

Figure | To select a message, click its message
summary.

Geoft Duncen 10146 AM 4/3/97
. 07432 M A/1/YY | 2
07:28 ™M 4/3/87 |
ORI40 AN A4/

01109 PM &73/97

03153 vM 477/97 REC FWs What's up with the Nec-likeng)
03:29 AN 4/0/97 Rat Mac- Likenessewindoms
Puncan 11:07 AM 4/8/97 | 2 BMAC acoount for TLdBITH .d? g

Figure 2 To select a range of messages, click a message
summary, hold down Shift, and click another message
summary.

Gaofe buncan 10146 AX 4/L497
Genff Duncan  DT4I3 PX 4/L/77
Geoft Duncan 0718 PM 4/3/97

AZL TM; What'e up with the Kac-liken
Copr8)74 en Adalis

Sectf Duncan 0103 PN 4/5/97
Seft Duncan 04141 PM 4/6/97

Gesdf Dumsan 09143 AN 477707

02453 B ASUR
05151 P 4/7/ 97

Gestf Duncan L1407 AK A/B/91

Figure 3 To select multiple noncontiguous messages,
hold down Control (Windows) or Command (Mac)
and click the desired message summaries.

2
Geaft Duncan  07iZ8 MM 4/2/%7

O814L PM A/6/57 Copr®IT4 on Adelis
Gealt Dunsan 03130 AH §/1/97 Whaddays wanne do ab.

Geolf Duncan 10107 AM 8/1/97 ]
‘Geatt Suncan 02132 MM 4/3/37 3 Livt O7-Apr-¥l = 43EEH sctiv.

Rei Hac-Likeness=Windows 377 F
| TMAC scoount fer TLABITH dimabled?

Geaff Duncan 09133 AM A/8/37
n 33107 AM 4/8797

Figure 4 To select all messages in a mailbox whose
contents of a message summary column are the same,
hold down Alt (Windows) or Option (Mac) and click a
column in a message summary. Here I've Alt-clicked the
Subject column of a message to select all other
messages with the same subject.
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New Teut Document
Open...

Open in Browser

Close ®W
Save s
Save fis...

Send Queued Messages -
Check Mail (12:23 PM)  8M

Page Setup...
Print... %P
Print One Copy

Quit %0

Figure 5 To open one or more selected messages,
choose Open Selection from the File menu in the Mac
versions of Eudora.
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Figure 6 You can set filters to open messages
automatically.

&F Detting Attentio
A\ Extra Warnings 'l

Arrow +these modifiers to switch messages.
] command [ shirt [CJCaps Lock
] Option 4 Contrel

After transferring or deleting or paging past end of
current message, open

O MNathing

O Next message

(@) Next unresd message

© Next message 17 unresd
Tab to switch fields, option-tab to insert tab

B owneton [Z] Return switches among header fields
*

Figure 7 Eudora can automatically open messages

after you transfer, delete, or page past the current
message.

Opening messages

Once you've selected one or more messages,
you'll undoubtedly want to open them.
Eudora provides numerous ways of opening
messages—you'll probably use different ones
in different situations.

Methods of opening messages

B Double-click a message in a mailbox to
open its message window.

B Select a message, then press Return/Enter
or the Spacebar to open it.

B Select several messages, then press
Return/Enter or the Spacebar, or double-
click one of the selected messages to open
all of them.

B In the Mac versions of Eudora, select one
or more messages, then choose Open
Selection from the File menu (Figure 5)
to open all the selected messages.

m Seta filter to open messages that it
matches (Figure 6). (Sez Chapter 7, “Working
with Filters")

MW Set Eudora to open the next message or
next unread message after transferring,
deleting, or paging past the end of the
current message. This setting is in the
Moving Around (Mac) (Figure 7) or
Miscellaneous (Windows) settings panel.
(See Chapter 12, “Working with Settings/ Options”)

v Tip

B You can switch between message (and
mailbox) windows that are already open
by choosing them from the Windows
menu. The Windows menu also contains
commands for managing window display,
such as Send to Back, and—in the
Windows versions of Eudora—Cascade,
Tile Horizontal, Tile Vertical, and Arrange
Icons (for minimized windows).
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Chapter 5

Changing
message priority

You can change the message priority for
incoming messages. You might want to do
this to organize messages by importance.

To change message priority (I)

1. Open a message, and then choose a prior-
ity from the priority pop-up menu in the
message window (Figure 8).

To change message priority (II)

1. In the Mac versions of Eudora, select one
or more messages in a mailbox, then
move the cursor over the priority column
(the second one from the left). When the
cursor changes to look like a menu, click
and hold to display the priority pop-up
menu from which you can choose a pri-
ority (Figure 9).

In the Windows versions, right-click one
or more selected messages to display a
pop-up menu with a hierarchical Change
Priority menu from which you can
choose a priority (Figure 10).

To change message priority (I11)

1. Open a message or select one or more
messages, then choose a priority from the
hierarchical Priority menu in the hierar-
chical Change menu in the Message menu

(Figure 11).
v Tips

B Message priorities are primarily for your
personal use, although they can carry
through to replies if you set Eudora to
copy the original’s priority to the reply in
the Replying settings panel.

B You can also use filters to change message
priorities. (See Chapter 7, “Working with Filters”)

-, Re: Mac-Likeness: Windows 972 E[EIER

Re: Mac-Likeness=Mindows 977

. om
1997 09:29:55 -0700
ittonp@peak.org>

n <geoffdtidbits, com>

>**Microsoft zays thankz®*® to the TidBITS and Evangelist ceadecs ﬂ

Figure 8 To change the priority of a message, choose a
priority from the priority pop-up menu in the message
window.

Figure 9 In the Mac versions of Eudora, move the
cursor over the priority column ina mailbox, and when
it changes to a menu cursor, click to bring up a menu
from which you can choose a priority.
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Figure 10 In the Windows versions of Eudora, right-
click one or more selected messages to bring up a pop-
up menu with a hierarchical Change Priority menu from
which you can choose a priority.
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Figure || You can also open a message or select one
or more messages and then choose a priority from the
hierarchical Priority menu in the hierarchical Change
menu in the Message menu.
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Figure 12 In the Mac version of Eudora Pro, move the
cursor over the label column in a mailbox and when it
changes to a menu cursor, click to bring up a menu
from which you can choose a label.
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Figure 13 In the Windows version of Eudora Pro,
right-click one or more selected messages to bring up a
pop-up menu with a hierarchical Change Label menu
from which you can choose a label,
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Figure 14 You can also open a message or select one
or more messages and then choose a label from the
hierarchical Label menu in the hierarchical Change
menu in the Message menu.

Changing message labels

Eudora Pro lets you mark messages with
labels, which is helpful for grouping related
messages within a mailbox. Labels can have
both text and color attributes. (See Chapter 12,
“Working with Settings/ Options” for more information
on creating labels)

To change message labels (1)

1. In the Mac version of Eudora Pro, select
one or more messages in a mailbox, then
move the cursor over the label column.
When the cursor changes to look like a
little menu, click and hold to bring up the
label pop-up menu from which you can
choose a label (Figure 12).

In the Windows version, right-click one
or more selected messages to bring up a
pop-up menu with a hierarchical Change
Label menu from which you can choose a

label (Figure 13).
To change message labels (II)

1. Open a message or select one or more
messages, then choose a label from the
hierarchical Label menu in the hierarchi-
cal Change menu in the Message menu

(Figure 14).
v Tips

B Message labels are entirely for your per-
sonal use—they're never transmitted to
others in outgoing messages.

B You can also use filters to change message
labels. (See Chapter 7, “Working with Filters”)
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CHANGING MESSAGE STATUS

Chapter 5

Changing message status

Eudora assigns every message a status, such as
Read, Unread, Forwarded, Sent, and Queued.
Although Eudora assigns the status of each
message automatically, there may be situa-
tions where you want to change that status.

To change message status (I)

1. In the Mac versions of Eudora, select one
or more messages, then move the
cursor over the status column (the left
column). When the cursor changes to
look like a menu, click and hold to bring
up the status pop-up menu from which
you can choose a status (Figure 15).

In the Windows versions of Eudora, right-
click one or more selected messages to
bring up a pop-up menu with a hierarchi-
cal Change Status menu from which you
can choose a status (Figure 16).

To change message status (Il)

1. Open a message or select one or more
messages, then choose a label from the
hierarchical Status menu in the hierarchi-
cal Change menu in the Message menu

(Figure 17).
v Tip

B [sometimes change the status of a mes-
sage in my In box from Read back to
Unread so I'm sure to deal with it again
the next day when I read my mail. I also
sometimes have a number of messages in
my Out box set to Sendable, and it’s easier
to select them all and change their status
to Queued than it is to open each one in
turn and click the Queue button.
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Figure |5 In the Mac versions of Eudora, move the
cursor over the status column in a mailbox and when it
changes to a menu cursor, click to bring up a menu
from which you can choose a status.
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Figure 16 In the Windows versions of Eudora, right-
click one or more selected messages to bring up a pop-
up menu with a hierarchical Change Status menu from
which you can choose a status.

New Message ®N
Reply %R
Forward

Redirect

send Again

New Message To
Forward To
Turbo Redirect To

vwvw

New Message With
Reply With

vw

Rttach Document... #®H
Attach 3
(ueue For Delivery #®E

14 Read
¥/~ R Replied

F Forwarded
D Redirected

Priority
Label
Personalit

Unsendable
= Sendable
1 Queued
TTimed Queue
§ Sent
- Unsent

Figure 17 You can also open a message or select one
or more messages and then choose a status from the
hierarchical Status menu in the hierarchical Change
menu in the Message menu.
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Figure 18 You can open a message or select one or
more messages and then choose a personality from the
hierarchical Personality menu in the hierarchical
Change menu in the Message menu.

':So why would 1 want to do this?

You m.xghx want to change the personality :
of some messages if you've received a lot

of messages via one personality (say, an

old email account you seldom use), but
want to reply to them using another per-
sonality (your current email account).

If you change the personality of the
incoming messages to the new, desired
personality, all replies will automatically

come from that personality. I realize this is

* a bit tweaky; but in the right situation, it
could save you a lot of work because you
wouldn’t have to change the personality
for-each reply individually.

Of course, in my example above, you
could just change the old personality to
. use:the return address of the new email
-account, but for the purposes of argu-
" ment, let’s assume there’s a reason you
dont’t want to do that.

Changing message
personality

You can select different personalities for out-
going messages in the Mac version of Eudora
Pro—since personalities can also receive
messages, it makes sense that you could also
change the personality of messages that
you've received. The Windows version of
Eudora Pro doesn’t share this feature, but
don’t worry if that’s what you use—you're
not missing much.

To change message personality

1. Open a message or select one or more
messages, then choose a personality from
the hierarchical Personality menu in the
hierarchical Change menu in the Message
menu (Figure 18).

You won't see any visible changes; how-
ever, when you reply to a changed
message, the reply should come from
the personality you chose.
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CHANGING MESSAGE TEXT

Chapter 5

Changing message text

Although you normally only think about
changing the text of outgoing messages,
Eudora also enables you to change the text of
incoming messages. The trick is that you must
first unlock the message for editing.

To change message text

1. Open a message, and in the message win-
dow, click the pencil button to enable
editing. In the Mac versions of Eudora,
the button gets a checkmark next to it
(Figure 19); in the Windows versions, it
indents (Figure 20).

2. Make any changes you want in the text of
the message.

3. When you're done, choose Save from the
File menu ([Cmd)-S/(Ctrl}-S) to save your
changes, and then choose Close from the
File menu ((Cmd}-W/(Ctrl}-W) or click the
window's close box to close the window:.
If you close the window without saving,
Eudora prompts you to see if you wanted
to save your changes (Figure 21).

v Tips

B Consider editing the text of a message if
you receive a very long message that con-
tains only a small amount of text you
want to save. Just delete the unwanted
text, then save the changed message.

B People aren't very good at typing URLs
(the addresses of Web pages), so they
occasionally make glaring errors that pre-
vent you from double-clicking the URL to
visit it in a Web browser. If you see the
mistake (such as a Web page name ending
in .hmtl instead of the correct .html), you
can edit the text of the message to fix the
problem. That way, double-clicking the
URL works and will continue to if you
save the message for later use.

Pencil button

IDJ[P “ [Garsan interrat Tow | "I

Figure 19 To switch into edit mode, click the pencil
button so there's a checkmark next to it in the Mac
versions of Eudora.

Pencil button

m~= T |

Figure 20 To switch into edit mode, click the pencil
button so it's indented in the Windows versions of
Eudora.

Figure 21 If you forget to save your changes after
modifying a message, Eudora prompts you when you
try to close the message window.
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Notice the
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Figure 22 In a normal message window, the header
lines are abbreviated to show only the interesting ones.
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Figure 23 To display the boring headers in the Mac
versions of Eudora, click the Blah button so a
checkmark appears next to it.
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Figure 24 To dlsplay the boring headers in the
Windows versions of Eudora, click the Blah button
so it indents.
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Figure 25 After you click the Blah button, Eudora
reveals all the boring headers.

Revealing boring headers

Eudora tries to protect you from the truly
ugly header lines that come with every mes-
sage—Eudora calls them “boring headers.”
However, there are times when you may wish
to see those header lines, and it’s easy to
reveal them for further study.

To reveal boring headers

1. Open a message and note the headers that
you can see (Figure 22).Then, in the
message window, click the Blah button to
reveal the boring headers. In the Mac
versions of Eudora, the button gets a
checkmark next to it (Figure 23); in the
Windows versions, it indents (Figure 24).
Eudora then immediately displays the
boring headers at the top of the window

(Figure 25),
v Tips

B If you look closely at the Received header
lines, you can trace the path the message
took on its way to you. You can even
calculate how long it took, although you
have to pay special attention to the time
zones, which are generally offsets from
Greenwich mean time.

B I sometimes look at the boring headers
because it’s relatively easy to forge email
(spammers do this all the time), but it’s
more difficult to forge the boring headers,
so I can sometimes tell who sent some
spam by looking carefully at the X-Sender
and Received header lines.

B If someone sends you a message using
styled text and it’s difficult to read, you
can turn off all styling quickly by clicking
the Blah button to reveal boring headers.
That’s because the Blah button also reveals
the codes that control styles within the
message window.
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NAVIGATING WITHIN MESSAGES

Chapter 5

Navigating
within messages

I'm sure you know how to scroll and move
around within a window, and Eudora is no
different than most Mac and Windows appli-

cations in this regard. However, just to review,

here are the ways you can navigate within a
message.

Methods of navigating
within messages

B To scroll one line up or down, click the
arrows on either end of the scroll bar

(Figure 26).

B To move up or down one line, press the
Up and Down arrow keys when the inser-
tion point is on either the first or last
lines. (This is generally too much work.)

B To scroll up or down a page (page size is
determined by the window size), click in
the scroll bar either above or below the
elevator box (Figure 27).

B To scroll up or down a page (page size is
determined by the window size), press
Page Up or Page Down.

B To scroll down a page (page size is deter-
mined by the window size), press the
Spacebar. When you get to the bottom of
the window, pressing the Spacebar again
takes you to another message, either the
next one or the next unread one, depend-
ing on what you set in the Moving
Around (Mac) or Miscellaneous
(Windows) settings panel.

B To move to the top or the bottom of the
message in the Mac versions of Eudora,
press Home or End.
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Figure 26 To scroll one line up or down, click the
arrows on either end of the scroll bar.

. Click to
croll up

Elevator box

Click to
croll down

Figure 27 To scroll up or down a page, click in the
scroll box either above or below the elevator box.
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Controls for
switching
— messages

- | Control for
| automatically
opening the

next message

Figure 28 The Miscellaneous settings panel in the
Windows versions of Eudora contains the settings for
navigating between messages with the arrow keys.

Open Open
Previous ~ Next
Message  Message

Figure 29 To switch messages in the Windows
versions of Eudora, click the Open Previous Message or
Open Next Message button in the toolbar.

The Windows pane interface

You can create a pane interface (one that
doesn't display separate movable windows)
in the Windows versions of Eudora. To do
this, choose View Mailboxes from the Tools
menu, then right-click the Mailboxes
window and miake sure the Docking View
menu is checked (choose it if not). Then,
open any message window or mailbox
‘window and click the Maximize button to
make that window take up the rest of
Eudora’s window: From then on, every
‘open message or mailbox window will

- display at the largest possible size within
Eudora’s window.

Navigating
between messages

Eudora provides a number of ways of moving
between messages, some of which are auto-
matic and others of which you must invoke
manually.

Methods of navigating
between messages

B Close the current message window by
clicking the close box or choosing Close
((Cmd)-W/(Ctrl)-W) from the File menu,
then open another message. (See “Opening
messages” in this chapter)

B When you delete, transfer, or use the
Spacebar to page past a message, Eudora
closes the message and can open another
one, depending on the settings of the
Moving Around (Mac) or Miscellaneous
(Windows) settings panel (Figure 28).

B Press the Left or Up arrow keys to move
to the previous message or the Right or
Down arrow keys to mave to the next
message. These keys often require modi-
fiers set in the Moving Around (Mac) or
Miscellaneous (Windows) settings panel.

B In the Windows versions of Eudora, click
the Open Previous Message or Open Next
Message toolbar button (Figure 29) to
move to the previous or next message.

B To switch between already open messages,
choose them from the Windows menu.

v Tip

B To close all open windows, hold down
Option (Mac) or Shift (Windows) and
choose Close ((Cmd)-{Option)-W /(Ctrl}-
(Shift}- W) from the File menu. Option-
clicking a window’s close box has the
same effect in the Mac versions of Eudora.
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Chapter 5

Visiting URLs

You'll see many URLs in incoming email
messages. Aside from telling friends and col-
leagues about useful Web pages, people often
include URLSs in their signatures. You could
copy and paste URLs into your Web browser,
but that's way too much work.

To visit a URL

1. URLs in Eudora message windows appear
in blue and underlined (Figure 30), as do
links in many Web browsers. Double-click
a'Web URL to visit that Web page in your
Web browser (Figure 31).

v Tips

B The first time you double-click a URL in
the Mac versions of Eudora, it asks you
which application to use for that URL type
(Figure 32). Select your favorite Web
browser, or, if you clicked a different URL
type (such as ftp, news, or telnet), the
appropriate helper application.

B If you want the Mac versions of Eudora to
use a different helper application than you
initially selected, hold down Option and
double-click a URL to bring up the dialog
box that asks which helper application to
use for that type of URL.

B In the Mac versions of Eudora, if you
check the "Read from Internet Config
(not recommended)” checkbox in the
Miscellaneous settings panel, Eudora will
use the preferred helper applications set in
Internet Config.

B The Windows versions of Eudora send
‘Web URLs to your default Web browser.

Notice the underlined, text of the
URL If this book was printed in
color, it would be blue too.

[ESE Tonya Engst,6727/97,Who's the coofdinator of the Germar Bl
D_ﬁ ER [F57s e coordinator of Up Gersan 4] o5

X-Sender: tonyofodelie.tliddits.com ]
Dote: Fri, 27 Jun 1997 14:24:10 -0700
Tc: ocefticbits.com

Froa: Torwa Engst ¢<tonyaftidbits.cos>
Subject: Who's the coordinator of the ermar| transiation team?

.. | want to hook him up with scaeone who spnts to tronsiate tha POF
version of the Coring For Your lrists poge.

thanks,

-torya

Torwa Engst — <tomyoBtidbits.com> - <hilp://eww Lidbils com/lonyal> (5
Senior Editor and Business Hanager for TidBITS. Freelonce writer.

Figure 30 To visit a URL you see in an email message
(it will be blue and underlined), double-click it.

Figure 31 When you double-click a URL, Eudora
either launches or switches to your Web browser and
loads the appropriate VWeb page.

7% Folder File Drive Options

S Netscape Communicator... ¥ | = Perseus
(M Essential Files &
[INetHelp

~- Netscape Communicator™

(1Plug-ins
(3 Stuffit Enpander™ 4.0.2
< User Profile M

[ open

Please choose an application to do http.

7/4/97-10:51 AM, APPL, MOSS, 7816028+1475787 bytes

Figure 32 The first time you double-click a URL (or if
you Option-double-click a URL), Eudora asks what
application you want to use for that type of URL.
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Figure 33 To delete messages, either open a message
or select one or more messages, then choose Delete
from the Message menu.

Nuke it

Every now and then you'll receive a truly
sensitive message that you want to delete
permanently and immediately, so there’s
no chance of someone going through
your Trash mailbox and finding it. In the
Mac versions of Eudora, to delete a mes-
sage permanently and immediately, hold
down Control, Shift, and Option, and
choose Nuke from the Message menu.

Deleting messages

Although you may save some incoming mail,
you'll want to delete many messages. Keep in
mind that Eudora doesn’t delete messages
immediately; deleted messages are merely
moved to the Trash mailbox. They stay there
until you empty the Trash by choosing Empty
Trash from the Special menu.

To delete the current message

1. Open a message, read it, and then choose
Delete ((Cmd)-D/(Ctrl}-D) from the
Message menu (Figure 33).

Alternately, in the Windows versions,
right-click the message window and
choose Delete from the pop-up menu.
Eudora moves the message to the Trash
and displays the next message, if set to do
so in the Moving Around (Mac) or
Miscellaneous (Windows) settings panel.

To delete one or more messages

1. Select one or more messages in a mailbox,

then choose Delete (([Cmd}-D/(Ctrl}-D)

from the Message menu.

Alternately, select one or more messages
and press either Delete/Backspace or the
Forward Delete key.

Alternately, in the Windows versions,
right-click the message window and
choose Delete from the pop-up menu.

v Tips

B To “undelete” a message (or multiple
messages, if deleted together) immedi-
ately, choose Undo ((Cmd)-Z/(CtrI)-Z)
from the Edit menu. Eudora then moves
the message back to the original mailbox.

B In the Mac versions of Eudora, hold down
Shift and choose Delete ((Cmd)-{Shift}-D)
from the Message menu to delete the cur-
rent message and not display the next one.
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MOTHODS OF TRANSFERRING MESSAGES

Chapter 5

Transferring messages
to mailboxes

You can and should store important messages
in special mailboxes—Eudora provides several
different ways to transfer messages into mail-

boxes. (See Chapter 6, “Working with Mailboxes™)

Methods of transferring messages

B Open a message or select one or more
messages, and then choose a mailbox
from the Transfer menu (Figure 34).

B Open a message, and drag the tow truck
icon in the message window to another
open mailbox (Figure 35) or to a mailbox
folder in the Mailboxes window.

B Select one or more messages, then drag
them either to another open mailbox or
to a mailbox folder in the Mailboxes
window (Figure 36).

B In the Windows versions, open a message
or select one or more messages and then
right-click to display a pop-up menu
(Figure 37) with a hierarchical Transfer
menu, from which you can choose a
mailbox.

B Create a filter that transfers matching mes-
sages to another mailbox. (See Chapter 7,
“Working with Filters™)

v Tips

B To undo a transfer, immediately choose

Undo ((Cmd}-Z/(Ctrl}-Z) from the Edit

menu.

W To tansfer a copy of a message, hold
down Option (Mac) or Shift (Windows)
when you transfer the message.

B In the Mac versions of Eudora, hold down
Shift when you transfer a message to avoid
displaying the next message.
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Figure 34 To transfer messages from one mailbox to
another, select one or more messages and then choose
a mailbox from the Transfer menu.
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Figure 35 Alternately, to transfer a message to
another mailbox drag the tow truck icon to another
open mailbox.

Saduncangact 11173 AM 10/137
Geofl funcun 02:33 P I/ZT/93

Ef Duncan 01045 PM 10/15/9 1

Bungan 01113 PH 3711/96

o ST S
Figure 36 Alternately, to transfer one or more
messages, select them and drag them to another
mailbox in the Mailboxes window.

™
Gagff Duncan 10016 AN 12/24/9
Geoff Duncan 083116 PM 12/27/9 2 Rai Wens news g A
[Geoft Duncan OR14Z PN 13/27/9 2 [Re: That pasky 7100°s down *again’...

TSI T Lo

Figure 37 In the Windows versions of Eudora, you can
also right-click a message window or selected messages
to display a pop-up menu from which you can choose a
mailbox from the hierarchical Transfer menu.
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Attachment icon

F d (Unverified)
Datd: Wed, 9 Jul 1997 17:59:36 -0700

| To: [aceftidbits.com
Fr Tonya Engst <tonya@tidbits.com>
Subject: That calculator I mentioned....
is dnclosed.
~£

1 zalc.exe

Figure 38 To open an attachment, double-click the
attachment icon, or click once on it to select it and
press Return/Enter.

Figure 39 To open an attachment, select it and choose
Open Attachment (Windows) or Open Selection (Mac)
from the File menu.

Opening attachments

‘When you receive attachments, Eudora places
them in the Attachments (Mac) or Attach
(Windows) folder in your Eudora Folder, and
you can open them like any other file. You
can also open them from within Eudora.

Methods of opening attachments

B Double-click an attachment icon
(Figure 38).

B Click an attachment icon to select it, then
press Return/Enter.

B Click an attachment icon to select it, then
choose Open Selection (Mac) or Open
Attachment (Windows) from the File
menu (Figure 39).

B In the Mac versions of Eudora, drag the
attachment icon onto the icon of a pro-
gram that can open the attachment.

v Tips

B The Mac version of Eudora Pro will dis-
play attached graphics within the body of
the message if you check the “Display
graphics attachments inline” checkbox in
the Fonts & Display settings panel.

B In the Mac versions of Eudora, hold down
Option and double-click an attachment
icon to choose an application to open that
attachment.

B In the Mac versions of Eudora, hold down
Control and double-click the attachment
icon to open the folder that contains the
attachment in the Finder.
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MOVING ATTACHMENTS

Chapter 5

Moving attachments

All your attachments end up in your
Attachments (Mac) or Attach (Windows)
folder in the Eudora Folder. You'll probably
want to organize those files by moving them
to other folders. You can of course do that in
the Macintosh Finder or Windows desktop,
but you can also do it from within Eudora.

To move an attachment

1. Drag the attachment icon to the folder to
which you want to move it.
It may not be obvious immediately, but
Eudora moves the file from the
Attachments (Mac) or Attach (Windows)
folder into the specified destination folder.

v Tips

B In the Mac versions of Eudora, hold down
Option while you drag the attachment
icon to another folder to make a copy of
the file rather than moving it.

W In the Windows versions of Eudora, watch
the cursor while you drag attachment
icons. When it’s a circle with a slash, you
can't drop the attachment; when it's a
pointer with a plus sign, you can.

B In the Windows versions of Eudora, if
your destination folder or its parent folder
is obscured but present on the Taskbar,
drag the attachment icon onto the folder’s
icon on the Taskbar. That folder’s window
will come to the front so you can drop the
attachment in the desired place.




Working with Messages

Encoding method:
(@ AppleDouble
(O Applesingle
(O BinHex
(O Uuencode dats fork

[ Always include Macintosh infor mation
(5] Receive MIME digests as ettachments
Attschment Folder:

( Downloads ]

[ Trash attachments with messages

TEXT files belong to- [{§] Misus 3.4 =

Figure 40 If you delete a message in the Mac versions

of Eudora while the “Trash attachments with messages”

checkbox is checked, Eudora moves that message’s
attachments to the Trash in the Finder.

Sending Mail

4=
=

Replying

Personalities
=
Fonts & Display
i
Styled Text

.

trash in the Windows versions of Eudora while the

“Delete attachments when emptying Trash” checkbox is

checked, Eudora deletes that message’s attachments.

Figure 41 If you delete a message and then empty the

Deleting attachments

Many attachments won't be interesting after
an initial look, and some email programs
include style information as attachments
(which is really annoying). There are a num-
ber of ways you can delete attachments.

Methods of deleting attachments

In the Mac versions of Eudora, drag an
attachment icon to the Trash in the Finder.
This removes the attachment from the
message, and moves the file to the Trash,
where it will be deleted next time you
empty the Trash.

In the Mac versions of Eudora, delete the
message containing the attachment, if the
“Trash attachments with messages” check-
box is checked in the Attachments settings
panel (Figure 40).

In the Windows versions of Eudora, delete
a message containing an attachment, then
empty the trash by choosing Empty Trash
from the Special menu, if the “Delete
attachments when emptying Trash” check-
box is checked in the Attachments settings
panel (Figure 41).

Switch to the desktop, open the
Attachments (Mac) or Attach (Windows)
folder, and drag the file to the Trash (Mac)
or Recycle Bin (Windows).

v Tip

Although you can drag attachment icons
to other folders in the Windows versions
of Eudora, you cannot drag them to the
Recycle Bin to delete them, as you can
drag attachments to the Macintosh Trash.
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Chapter 5

Saving messages

Eudora offers several ways to extract text from
a message, such as copying or dragging it to
another application, but you can also save one
or more messages to a text file.

To save messages to a text file

1. Open a message or select one or more
messages.

2. From the File menu, choose Save As
(Figure 42).
Eudora displays a standard Save dialog box
with a suggested file name and two addi-
tional checkboxes, Include Headers and
Guess Paragraphs (Figure 43).

3. To include the headers of each selected
message in the text file, check the Include
Headers checkbox. To have Eudora attempt
to wrap paragraphs of text, check the
Guess Paragraphs checkbox.

4. Name the file, navigate to the desired
location, and click the Save button.

v Tips

B Ifyou don't check Include Headers, it may
prove difficult to determine where one
messages ends and the next one begins in
the resulting text file.

B [ generally recommend not checking
Guess Paragraphs because many messages
become difficult to read when wrapped.

B Eudora also enables you to create, open,
edit, and save text files using the New Text
Document (Mac) or New Text File
(Windows), Open (Mac) or Open Text
File (Windows), and Save commands in
the File menu.

B In the Mac versions of Eudora you can
create clippings files by selecting text and
dragging it to the Finder.

New Text Document

Open... 4
Open Selection

Open in Browser

Close ®Ww
Saue %S

Send Queued Messages -
Check Mail (2:42 PM) %M

Page Setup...
Print... *®P
Print One Copy

Quit %20

Figure 42 To save messages to a text file,open a
message or select one or more messages, then choose
Save As from the File menu.

£

Mlage g 17 [
| TextFilas (") |

Figure 43 In the standard Save dialog box, enter a
name for the file, check the Include Headers and Guess
Paragraphs checkboxes if desired, then click the Save
button.The Mac and Windows (shown here) Save
dialog boxes look quite different, but are functionally
identical.
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rrioter: (DM TR0 S]  estinoton: (FRater <]
A —
; topln:D
Pages: @ Rit
Strem ] 18]

Paper Sourte: @ All peges from:

Ofurst page trom: | 1.

Figure 44 To print messages, open a message or select
one or more messages, then choose Print from the File
menu to bring up the Print dialog box. Set any desired
print options, then click Print (Mac) or OK (Windows).
The Mac (shown here) and Windows Print dialog boxes
look quite different, but are functionally the same.

Printed Cor "Adan G Eaget® <aeedtsDite sem> 1

Figure 45 To see a preview of what will print in the
Windows versions of Eudora, choose Print Praview
from the File menu.

Printing other windows

You can print a number of windows in
Budora, including text windows and the
contents of the Directory Services window.
In the Mac versions, you can also print the
contents of the Filters and Address Book
windows. Just open the desired window
and choose Print from the File menu.

Printing messages

I generally discourage people from printing
email messages since I consider it a waste

of paper. However, there are instances where
printing is absolutely necessary, such as when
you receive driving directions in email.

To print a message

1. Open a message, or select one or more
messages.

2. From the File menu, choose Print
((Cmd)-p/(Ctrl}-P).
Eudora displays the Print dialog box
(Figure 44).

3. Make any desired changes to the print
options, then click the Print button (Mac)
or OK button (Windows).

Eudora prints the message with a header
containing the sender’s name, the message
date and time, and the message subject.
Also included is a footer with a page num-
ber and a line that says “Printed for” and
your name and email address (Figure 45).

v Tips

B In the Mac versions of Eudora, to print
selected messages without seeing the
Print dialog box, choose Print One Copy
from the File menu.

B In the Windows versions of Eudora, to
see what your printout will look like
before committing it to paper, choose
Print Preview from the File menu.

B In the Mac versions of Eudora, to print
just selected text in a message, hold down
Shift and choose either Print Selection or
Print One Copy from the File menu.

B You set the font used for printing in the
Fonts & Display settings panel. (See Chapter
12, “Working with Settings/ Options”)
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WORKING
WITH MAILBOXES

In the last chapter, we looked at how to work
with the individual messages that you receive.
Dealing with all those messages could prove
daunting, especially for people like me who
get hundreds of messages a day. Fortunately,
Eudora has superior capabilities for storing
messages in user-created mailboxes.

You can create as many mailboxes as you
want, and you can even nest mailboxes
within mailbox folders, which simplifies the
task of organizing collections of messages
you want to save.

What's most important about Eudora'’s
mailboxes though, is that they’re accessible in
numerous ways. Everyone works in different
ways, and Eudora presents no obstacles to
individual methods of organizing messages.

Along with the basic instructions on how

to work with Eudora’s mailboxes, I also delve
into a few strategies that I've used over the
years for managing my mailboxes. Perhaps
I'm in an unusual situation because of the
amount of email I receive, but if a strategy
works well for me, it may prove useful, or at
least instructive, for you as well.

With that, let’s turn our attention to working
with mailboxes in Eudora.
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METHODS OF OPENING MAILBOXES

Chapter 6

Opening mailboxes

Eudora creates three mailboxes by default: In,
Out, and Trash. Before we get into how you
create your own mailboxes, let’s look at how
you open mailboxes.

Methods of opening mailboxes

B From the Mailboxes menu or one of its
hierarchical mailbox folder menus,
choose a mailbox (Figure 1) to open it.

B Open the Mailboxes window (Figure 2)
by choosing Mailboxes from the Special
menu (Mac) or View Mailboxes from the
Tools menu (Windows). Then, either
double-click a mailbox or select one and
press Return/Enter to open it.

B In the Getting Attention settings panel in
the Settings/Options dialog box, set
Eudora to open mailboxes when new mail
arrives in them (Figure 3). (See Chapter 12,
“Working with Settings/ Options”)

B Set a filter to open mailboxes that are
matched by that filter. (See Chapter 7,
“Working with Filters”)

B Open a message window, then hold down
Command (Mac) or Control (Windows)
and double-click the message’s title bar to
open its mailbox.

B In the Mac versions of Eudora, select one
or more mailboxes in the Mailboxes win-
dow and choose Open Selection from the
File menu to open them.

v Tip

B The Mac versions of Eudora mark
mailboxes with unread messages by
underlining them in the menus and
Mailboxes window. The Windows versions
do this by bolding mailbox names in the
Mailboxes window and placing a letter
icon next to them in the Mailbox menu.

out %0
Irash

Newr...
ather...
betas
bounces
Eudora D05 Details
From Friends
Books
I1SKM 1
01d & Misc Mail
Projects
Temporary Projects »
TidBITS »
Figure | To open a mailbox, choose it from the
Mailboxes menu or one of its hierarchical mailbox

folder menus.
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=) From Geoff
T2 From tark
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Figure 2 To open a mailbox from the Mailboxes
window, double-click it or select it and press
Return/Enter.
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Spell Checking
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Figure 3 To set Eudora to open mailboxes automatically
when new mail arrives in them, check the Open mailbox
checkbox in the Getting Attention settings panel.
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Filter Messages £
Make Address Book Entry... 28K
Find »

by Status

by Priority
Filters by Attachments
Mailboses by Label
Address Book $#L| by Sender
Directory Services Y| by Date

by Size
Setlings... by Subject
Plug-in Settings b
Communications... |_Group Subjects
Signatures 4
Change Password...
Forget Password
Empty Trash

Figure 4 To sort messages, open a mailbox, then
choose the desired sort from the hierarchical Sort
menu in the Special menu (Mac) or Edit menu

(Windows).

Click a column header to sort the mailbox by that column.

Figure 5 Alternately, in all versions of Eudora except
the Mac version of Eudora Light, click a header to sort
the mailbox by that column.

Group Subjects

The Group Subjects command in the Mac
versions of Eudora is a fabulous feature if
you participate in lots of mailing lists.
Open the mailbox where you store mes-
sages from a specific mailing list, and
choose Group Subjects from the hierarchi-
cal Sort menu in the Special menu to turn
on subject grouping for that mailbox.

From then on (unless you turn off Group
Subjects by choosing it again), Eudora
tries to group messages with the same
subject, overriding the current sort order.
Thus, it's a lot easier to read all the mes-
sages about the same topic, even if they
didn’t all arrive at once.

Sorting messages
in a mailbox

Once you have opened a mailbox window,
you can sort the messages in that mailbox.

To sort messages (I)

1,

Open the mailbox you want to sort, then
choose the desired sort from the hierar-
chical Sort menu (Figure 4) in the Special
menu (Mac) or Edit menu (Windows).
Eudora sorts the messages according to
the sort you chose.

To sort messages (ll)

1.

Open the mailbox you want to sort, then
click the header of the column by which
you want to sort (Figure 5).

This works in all versions of Eudora
except the Mac version of Eudora Light.

v Tips
B Hold down Option (Mac) or Shift

(Windows) when performing a sort to
sort in descending order (Z to A) rather
than ascending order (A to Z).

In the Mac version of Eudora Pro, hold
down Shift when performing a sort to add
that sort to the current sort rather than
replacing the current sort order. This tells
Eudora Pro to sort first by Sender then by
Date, for instance. The Windows versions
of Eudora always add a new sort order to
the previous one.

95

XOg87IVW V NI SI9VSSIW SNILIOS



DIFFERENT TYPES OF SORTS

Chapter 6

Different types of sorts

Most of the options for sorting messages are
obvious (Figure 6), but some may not be.

Different types of sorts

B Status sorts messages according to mes-
sage status, in the following order:
Unread, Read, Replied, Forwarded, and
Redirected. The order of a status sort in
the Out box varies somewhat—just scroll
to the top or bottom of the mailbox to see
messages with less common statuses.

B Priority places messages with the highest
priority messages at the top of the mail-
box and those with the lowest priority at
the bottom.

B Attachment(s) groups messages with
attachments at the bottom of the mailbox.

B Label (Eudora Pro only) sorts messages in
the same order as the label menu, with
unlabeled messages at the top of the

mailbox.

B Sender sorts messages alphabetically by
the name of the sender. If the sender’s
name doesn't appear in the message,
Eudora sorts alphabetically by the sender’s
email address.

B Date sorts messages chronologically
by date, with the newest messages at the
bottom of the mailbox. Be aware that
messages can come in with incorrect
dates, thus messing up your date sorts.

B Size sorts messages by size, with the
smallest messages appearing at the top of
the mailbox.

W Server Status (Windows Eudora Pro only)
sorts messages by their status on the
Server.

B Subject sorts messages alphabetically by
the subject of each message.

Figure 6 Eudora provides numerous ways of sorting
mailboxes, all available from the hierarchical Sort menu
in the Edit menu (Windows) or the Special menu (Mac).

| Remembrance of sorts-past

E\jdora always remembers the way you

|1: sorted each individual ma.llbd and
new messages that filter into a ma_:lbox are
sorted automatically by that last sort.

can cause some confusion if you
think all new messages should end up at
the bottom of a mailbox—a message
might sort to the top of a mailbox.and
thus remain unnoticed for a whlle :

Inw‘the Mac version of Eudora Pro, to
remove all sorting and have messages
appear in the order in which they arrive,
hold down Shift and click the current
underlined column header to remove that
sort (repeat if other columns ar -mvoived
in ithe sort as well).
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Figure 7 To create a new mailbox, choose New from
the Mailbox menu or one of its hierarchical mailbox
folder menus.

Figure 8 Eudora then displays the New Mailbox dialog
box. Enter the name of your mailbox and when you're
done, click OK.

i Mallbones ==—¢

=1 Eudora YOS Deteils
New E=1 From Friends
Mailbox = Interesting Discussions ]

button -—-@ \s
[&]

Figure 9 In the Mac versions of Eudora, click the
New Mailbox button in the Mailboxes window to
create a new mailbox.

Mailboxes

&= Eudora Folder
In
& Out
@ Trash
@ From Friends
L .

Figure 10 In the Windows versions of Eudora, right-
click the Eudora Folder or another mailbox folder, then
choose New from the pop-up menu that appears.

Creating mailboxes

I strongly recommend you create mailboxes
to store related messages, especially those that
come from specific mailing lists—there’s no
reason they should crud up your In mailbox.

To create a mailbox ()

1. From the Mailbox menu or one of its
hierarchical mailbox folder menus,
choose New (Figure 7).

Eudora displays the New Mailbox dialog
box (Figure 8).

2. Enter a name for your mailbox and click
OK to save it.

If you chose New from within one of the
hierarchical mailbox folder menus, the
new mailbox is created inside that folder.

To create a mailbox (Il—Mac)

1. Open the Mailboxes window by choosing
Mailboxes from the Special menu.

2. Select a mailbox folder or a mailbox, then
click the New Mailbox button (Figure 9)
to create a new untitled mailbox in the
selected folder or at the same level as the
selected mailbox.

3. Name your new mailbox—it works just
like renaming a file in the Finder.
(See “Renaming mailboxes and mailbox folders”
in this chapter)

To create a mailbox (Il—Windows)
1. Open the Mailboxes window by choosing

View Mailboxes from the Tools menu.

2. Right-click the folder where you want to
store the new mailbox, then choose New
from the pop-up menu (Figure 10) to
display the New Mailbox dialog box.

3. Enter a name for your mailbox and click
OK to save it in the selected folder.
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METHODS OF TRANSFERRING MESSAGES

Chapter 6

Transferring messages
into mailboxes

We looked at transferring messages back in
Chapter 5, “Working with Messages,” but the
topic is equally relevant here because once
you've created a mailbox, you'll want to
transfer messages into it.

Methods of transferring messages

B Open a message or select one or more
messages, and then choose a mailbox
from the Transfer menu (Figure 11).

B Open a message, then drag the tow truck
icon in the message window to another
open mailbox (Figure 12) or to a mailbox
folder in the Mailboxes window.

B Select one or more messages in a mailbox,
then drag them either to another open
mailbox or to a mailbox folder in the
Mailboxes window (Figure 13).

B In the Windows versions of Eudora, open
4 message or select one or more messages
and then right-click to display a pop-up
menu (Figure 14) with a hierarchical
Transfer menu, from which you can
choose a mailbox.

B Create a filter that transfers matching mes-
- sages to another mailbox. (See Chapter 7,
“Working with Filters™)

v Tips

B To undo a transfer, immediately choose

Undo ((Cmd]-Z/(Ctrl}-Z) from the Edit

menu.

B To transfer a copy of a message, hold
down Option (Mac) or Shift (Windows)
when you transfer the message.

B In the Mac versions of Eudora, hold down
Shift when you transfer a message to avoid
displaying the next message.

= In
- Dut
-» Trash

-» bounces
-> Eudora UQS Detslls

~» Interesting Discussions
-» Books

=2 ISEM D

-» Mailing Lis1s

-> Old & Misc Meil

-> Projects

-» Temporary Projects
-> TidBITS

vvyvvwrwy

Figure | | To transfer messages from one mailbox to
another, select one or more messages and then choose
a mailbox from the Transfer menu.

s

Figure 12 Alternately, to transfer a message to
another mailbox, drag the tow truck icon to another
open mailbox.

™ 3/A%isE

Figure 13 Alternately, to transfer one or more
messages, select them and drag them to another
mailbox in the Mailboxes window.

=
Bar That pashy 7193%e domm tageint...

Figure 14 In the Windows versions of Eudora, you can
also right-click a message or selected messages to
display a pop-up menu from which you can choose a
mailbox from the hierarchical Transfer menu.
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hierarchical mailbox folder menus.

Creating a mailbox in “MaclVEEK".

Please name the new mailbos:
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P

Figure 16 Eudora then displays the New Mailbox

dialog box, asking you to name your mailbox. Enter a

name and click OK to save it.
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Figure 15 To create a mailbox and transfer a message
into it, open a message or select one or more messages,
then choose New from the Transfer menu or one of its

Creating a mailbox
during a message transfer

Another way to create messages is probably
the most common because it fits best with
the way we think. Imagine you're reading a
message you want to store in a new mailbox
folder. Rather than create a mailbox and then
transfer the message into it, you can perforrn
both actions in a single step.

To create a mailbox and
transfer a message into it

1.

Open a message or select one or more
messages in a mailbox. Then, from the
Transfer menu or one of its hierarchical
mailbox folder menus, choose New
(Figure 15).

Eudora displays the New Mailbox dialog
box (Figure 16).

Enter a name for your mailbox and click
OK to save it. If you chose New from one
of the hierarchical mailbox folder menus,
the new mailbox is created inside that
folder. After creating the new mailbox,
Eudora transfers the selected message or
messages into the new mailbox.
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CREATING MAILBOX FOLDERS USING MENUS

Chapter 6

Creating mailbox folders
using menus

Eudora enables you to create nested folders
for storing mailboxes, just like the Macintosh
Finder or Windows desktop.

To create a mailbox
folder and a mailbox

1. From the Mailbox menu or one of its
hierarchical mailbox folder menus,
choose New (Figure 17).

Alternately, open a message or select one
or more messages in a mailbox, then
choose New from the Transfer menu or
one of its hierarchical mailbox folder
menus.

Eudora displays the New Mailbox dialog
box (Figure 18).

2. Enter a name for your mailbox folder,
check the “Make it a folder” checkbox,
and click OK to save the folder.

If you chose New from one of the hierar-
chical mailbox folder menus, the new
mailbox folder appears inside that folder.

Eudora then displays the New Mailbox
dialog box again.

3. Enter a name for your mailbox and click
OK to save it in your newly created mail-
box folder (Figure 19). (To avoid creating
the mailbox, click Cancel.)

If you chose New from the Transfer menu
or one of its hierarchical menus, Eudora
transfers the selected messages to the new
mailbox in the new folder.

v Tip

B In the Windows versions of EFudora, check
the “Don’t transfer, just create mailbox”
checkbox in the New Mailbox dialog box
to create a mailbox without wansferring
any selected messages.
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Figure 17 To create a new mailbox folder and a
mailbox, choose New from the Mailbox menu or one of
its hierarchical mailbox folder menus.

=== NewMallhoy ==

Creating 8 mailbox in “TidBITS”.

Please name the new mailbox:

[1idBITs web site |
[ Make it a folder

Figure 18 Eudora then displays the New Mailbox
dialog box. Enter a name for your mailbox folder, check
the “Make it a folder” checkbox, and click OK to create
the mailbox folder.

S New Mailbou &
Creating a mailbox in “TidBITS Web Site”,

Please name the new mailbox:

[Redesign |

[JMake it a folder

) ()

Figure 19 Eudora then displays the New Mailbox
dialog box again, so you can name the new mailbox that
Eudora will create inside the new mailbox folder. Click
OK when you're done.
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Figure 20 To create a new mailbox folder from the
Mailboxes window in the Mac versions of Eudora,
select a mailbox or mailbox folder, then click the
New Folder button.

- Mailboxes

-4
= @ Archived Steff Discussions
& 1996
& TidBITS Web Site
@ Redesign
& Web Stats

Figure 21 To create a new mailbox folder from the
Mailboxes window in the Windows versions of Eudora,
right-click the Eudora Folder or another folder in the
list, then choose New from the pop-up menu.

New Mailbox

Figure 22 Eudora then displays the New Mailbox
dialog box. Name your mailbox folder and check the
“Make it a folder” checkbox, then click OK.

Creating mailbox folders
in the Mailboxes window

You can also create mailbox folders from the
Mailboxes window.

To create a mailbox folder (Mac)

1. Open the Mailboxes window by choosing
Mailboxes from the Special menu.

2, Select a mailbox folder or a mailbox, then
click the New Folder button (Figure 20)
to create a new untitled mailbox folder in
the selected folder or at the same level as
the selected mailbox.

3. Enter a name for the new mailbox folder.

To create a
mailbox folder (Windows)

1. Open the Mailboxes window by choosing
View Mailboxes from the Tools menu.

2. Right-click a mailbox folder, then choose
New from the pop-up menu (Figure 21)
to display the New Mailbox dialog box.

3. Enter a name for your mailbox folder,
check the “Make it a folder” checkbox,
and click OK to save it inside the selected
folder (Figure 22).

Eudora then displays the New Mailbox
dialog box again.

4. Enter a name for your mailbox and click
OK to save it in the new mailbox folder,
(To avoid creating the mailbox, click
Cancel.)

v Tip

B In the Windows versions of Eudora, to
“dock” (or “float,” if it's already docked)
the Mailboxes window to the left or right
edges of the Eudora window, right-click
the Mailboxes window and choose
Docking View from the pop-up menu.
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OPENING AND CLOSING MAILBOX FOLDERS

Chapter 6

Opening and closing
mailbox folders

You can work with the contents of mailbox
folders in several ways. '

To open and close
mailbox folders (Mac)

1. Open the Mailboxes window by choosing
Mailboxes from the Special menu.

2. Double-click a closed mailbox folder to
open it and display its contents. Double-
click an open mailbox folder to close it
and hide its contents.

Alternately, to open a mailbox folder, click
the triangle to its left so that it points
down. To close the folder, click the trian-
gle so it points right (Figure 23).

To open and close
mailbox folders (Windows)

1. Open the Mailboxes window by choosing
View Mailboxes from the Tools menu.

2. Double-click a closed mailbox folder to
open it and display its contents. Double-
click an open mailbox folder to close it,
and hide its contents.

Alternately, to open a mailbox folder,
click the plus icon to its left. The plus
icon changes to a minus icon when
the folder is open; click it to close the
folder (Figure 24).

A closed = Mailbores Bl
folder, click b [ 15KH Y
to open. b (2] Mailing Lists
P [E)01d & Misc Mail
b () Projects
An open () Temporary Projects
folder, click F=1 AIMS Multiple Domain
to close. [ Autit

= Browser Legalities
[=) Check This Out
= Crypto

=1 Dead Batteries

Ej Directory Services
=1 Domain Nemes

=3 GeoPort Problems
= Gift 1deas

Eleps Programs
=] Higher Ed

=

Figure 23 In the Mac versions of Eudora, to open or
close mailbox folders, click the triangles to the left of
the mailbox folder names.

Mailboxes

An open
folder, '~ @ From Friends
click to € Mailing Lists
close! @ TidBITS Staff
'~ From Geoff
i @ From Mark
A closed @ From Tonya
fﬂ_’deﬁ 1| |-@ StefDiscussions :
click to B9 Archived Steff Discussions| :

open. LB} € TidBITS Web Site

Figure 24 In the Windows versions of Eudora, to open
or close a mailbox folder, click the plus or minus icon
to the left of the mailbox folder names.
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Figure 25 To rename a mailbox or mailbox folder in
the Mac versions of Eudora, click its name, pause briefly,
and then edit the name or enter a new one.
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Figure 26 To rename a mailbox or mailbox folder in
the Windows versions of Eudora, click a mailbox or
mailbox folder to select it, click the name again to enter
editing mode, then edit the name or enter a new one.

Figure 27 Alternately, in the Windows versions of
Eudora, right-click a mailbox or folder, then choose
Rename from the pop-up menu to enter editing mode.

Renaming mailboxes
and mailbox folders

Don't worry if you don't like the names you've
given your mailboxes—you can always change
them later.

To rename a mailbox
or mailbox folder (Mac)

1. Open the Mailboxes window by choosing
Mailboxes from the Special menu.

2, Click a mailbox name or mailbox folder
name to select it, then wait briefly for
Eudora to switch into editing mode, just
like the Finder (Figure 25).

3. Enter a new name or edit the existing one.
When you're done, click somewhere else
or press Return to save your changes.

To rename a mailbox
or mailbox folder (Windows)

1. Open the Mailboxes window by choosing
View Mailboxes from the Tools menu.

2. Click a mailbox or mailbox folder to select
it, then click the name again (Figure 26)
to switch into editing mode (just like the
Windows desktop).

Alternately, right-click a mailbox or mail-
box folder and choose Rename ([F2 J)
from the pop-up menu (Figure 27).

3. Enter a new name or edit the existing one.
When you're done click somewhere else
or press Enter to save your changes.

v Tip

B In the Mac versions of Eudora, you must
click the name of a mailbox or mailbox
folder and pause briefly to enter editing
mode. Clicking the icon won't work.
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REORGANIZING MAILBOXES AND FOLDERS

Chapter 6

Reorganizing
mailboxes and folders

As time passes, you'll undoubtedly want to
reorganize your mailboxes and mailbox fold-
ers—no organizational scheme lasts forever.

To reorganize mailboxes
and mailbox folders (Mac)

1. Open the Mailboxes window by choosing
Mailboxes from the Special menu.

2. Select one or more mailboxes or mailbox
folders, then drag them over another
folder so the destination folder highlights
(Figure 28). If the mailbox is closed, it
automatically opens to display its con-
tents. Drop the mailboxes or mailbox
folders to move them to the highlighted
folder.

To reorganize mailboxes
and mailbox folders (Windows)

1. Open the Mailboxes window by choosing
View Mailboxes from the Tools menu.

2. Select a mailbox or mailbox folder, then
drag it over another folder so the destina-
tion folder highlights (Figure 29). Drop
the mailbox or mailbox folder to move it
to the highlighted folder.

v Tips

B In the Windows versions of Eudora, you
can select only one mailbox or mailbox
folder at a time.

B In the Windows versions of Budora, if you
drag a mailbox or mailbox folder where it

doesn’t make sense to drop it, the cursor
turns to a circle with a slash through it.
The cursor looks like a normal arrow
when you can drop the mailbox or mail-
box folder.

= Mallbones ===

#Adam’s Eudors Folder
= In
. Out
Trssh
=1 betas
= bounces
2] Eudora YOS Detail
C=3 From Friends
=1 Interesting Discussions
- mEn
=1 Business Details
F=1 Buying Books
= custom Inatallers

F ‘n.: ‘1 Datatls

IS Interviews
=) 15K General Admin

W J
Figure 28 To move a mailbox from one folder to
another in the Mac versions of Eudora, select it and

drag it over the new folder, which opens automatically
if it was closed.

- From Geu From Friends
& From Mark 9

oo @ From Tonya h
@ Staff Discussions /j

® @ Archived Staff Discussions
Eg £ TidBITS Web Site

s

Figure 29 To move a mailbox from one folder to
another in the Windows versions of Eudora, select
it and drag it over the new folder.
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Figure 30 To delete a mailbox or mailbox folder in the
Mac versions of Eudora, select it and click the Delete
Mailbox button.

/_\ “ISDN Discussions” has stuff in it, You
can't undo the removal. Messages will
NOT be put in the Trash. Remove it
anyway?

| cancel | [(Removeit] [Remouvenll)

Figure 31 When you delete a mailbox or mailbox
folder, Eudora warns you explicitly if you stand to lose
messages in the process,

Mailboxes

& Eudora Folder

Figure 32 To delete a mailbox or mailbox folder in the
Windows versions of Eudora, right-click it and choose
Delete from the pop-up menu.

Deleting mailboxes

and mailbox folders

Eventually, you'll decide that you no longer
need a mailbox or even an entire mailbox
folder. Deleting mailboxes and mailbox fold-
ers is simple but destructive, so be careful!

To delete a mailbox
or mailbox folder (Mac)

1. Open the Mailboxes window by choosing
Mailboxes from the Special menu.

2. Select one or more mailboxes or mailbox
folders, then click the Delete Mailbox but-
ton (Figure 30) or press Delete.

Eudora asks if you want to delete the
selected mailboxes or mailbox folders,
warning you if the mailboxes contain
messages (Figure 31).

3. Click Cancel to cancel, Remove It to delete
just the mailbox or folder mentioned in
the dialog box and be prompted for the
rest again, or Remove All to delete all the
selected mailboxes or folders.

To delete a mailbox
or mailbox folder (Windows)

1. Open the Mailboxes window by choosing
View Mailboxes from the Tools menu., .

2. Right-click a mailbox or mailbox folder,
then choose Delete (Figure 32) from the
pop-up menu.

Eudora asks if you want to delete the
selected mailboxes or mailbox folders,
warning you if the mailboxes contain
messages.

3. Click Cancel to cancel, Remove It to delete
just the mailbox or folder mentioned in
the dialog box and be prompted for the
rest again, or Remove All to delete all the
selected mailboxes or folders.
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COMPACTING MAILBOXES

Chapter 6

Compacting mailboxes

When you transfer a message from a mailbox
or delete a message, Eudora doesn't immedi-
ately reclaim the space that message used.
Instead, it tracks the amount of wasted space
in each mailbox and compacts mailboxes
automatically when there’s more wasted
space than used space. You can also manually
compact mailboxes to save the space.

To compact mailboxes

1,

Open a mailbox, and look in the lower-
left corner at the size display (Figure 33).

The three numbers are the number of
messages in the mailbox, the size of the
mailbox in kilobytes, and the amount of
wasted space.

To recover the wasted space in a mailbox,
either hold down Command and click the
size display (Mac) or just click the size
display (Windows).

v Tips

In the Windows versions of Eudora, to
compact all your mailboxes, choose
Compact Mailboxes from the Special
menu (Figure 34).

In the Mac versions of Eudora, to
compact all your mailboxes, hold down
Command-Option and click the size
display of any mailbox.

Size display: messages/size/wasted space

Figure 33 To compact a mailbox, hold down
Command and click the size display in the lower-left
corner of the mailbox window. In the Windows
versions of Eudora, just click the size display.

Figure 34 To compact all your mailboxes in the
Windows versions of Eudora, choose Compact
Mailboxes from the Special menu.

~ Why waste the space?

Yoix probably wonder why Eudora wastes
.sp ce and then recovers it later. The reason
simple—speed. It's faster to mark a mes-
asdeleted than it is to remove it from
thﬁ mailbox file. If Eudora compacted
mzblboxes every time you closed them, it
would take a lot of extra time.

Eutliora tracks which messages are deleted

(au'ld other pieces of information about
messages, such as status, label, and
pno.rity) in a table of contents file. Table of
contents files, or TOC files in Eudora
pa!;lanoe. have the same name as their
mailbox but also have a .toc extension.

In the most recent Mac versions of Eudora,
separate TOC files aren’t necessary since
Fudora can optionally store the message
formation in the mailbox file itself (in
l:heﬁi resource fork, if you care).
|
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MACINTOSH ONLY!

| Mailbo:: I
In ®1
Out ®0
Trash
Naur...
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bounces

Eudora V0S Detalls
From Friends
Interesting Discussions
Books
ISKM U

Mailing Lists

0ld & Misc Mall

Projects

Temporary Projects :
_Hdeiys b
Figure 35 To open a mailbox outside of your Eudora
Folder, choose Other from the Mailbox menu.

vewvww

72 Folder File Drive Options

€3 0id Eudora Mail v = Sisyphus
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P Humot
=1 ISDN Discussions Desktop

() Miscellaneous

(3 01d Projects

Please select a mailbon.

T/15/97-3:33 PH, TEXT, HISI, 7697244728 bytes

Figure 36 Then, find a mailbox outside your Eudora
Folder, select it, and click the Open button to open the
mailbox and create the alias.

Uses of aliased
mailboxes and mailbox folders

T use aliases to mailboxes and mailbox
folders in two main ways. First, I alias my
massive folder of archived mail into oy
Eudora Folder so I don't have to take it
with me on my PowerBook when I travel.
Second, people occasionally send me
Eudora mailboxes that I prefer to keep out-
side of my Eudora Folder for organiza-
tional purposes.

Eudora and aliases

The Mac versions of Eudora honor aliases that
you make of mailboxes and mailbox folders
(select a mailbox file or a folder that contains
mailboxes in the Finder, then choose Make
Alias from the File menu). Thus, you can use
aliased mailboxes and mailbox folders for a
variety of interesting purposes.

Using aliased mailboxes and
mailbox folders

B You can make an alias to a mailbox ora
folder that contains mailboxes and place
the alias in your Eudora Folder to make
Eudora treat the alias as though it were a
real mailbox or mailbox folder. This is a
great way to store old or large mailboxes
outside your Eudora Folder where they
can be more readily managed.

B To open a mailbox not in your Eudora
Folder and make an alias to it in your
Eudora Folder, choose Other (Figure 35)
from the Mailbox menu or one of its hier-
archical mailbox folder menus, and then
select a mailbox (Figure 36).You might
use this if someone sends you a Eudora
mailbox that you want to store some-
where other than in your Eudora Folder.

B In Eudora Pro, to open a mailbox not in
your Eudora Folder and make an alias to it
in your Eudora Folder, double-click the
mailbox file in the Finder.

B In Eudora Pro, to open an external mail-
box, make an alias to it in your Eudora
Folder, and transfer the selected messages
into that mailbox, select one or more
messages, choose Other from the Transfer
menu or one of its hierarchical mailbox
folder menus and select a mailbox.
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AARCHIVING STRATEGIES

Chapter 6

Being a pack rat

I'm sure there are numerous strategies for
archiving messages. I tend to save a lot of
my email because disk space is cheap and I
like going back to see what happened in

the past. Here are a few strategies I use, many
of which rely on filters to transfer messages
into mailboxes automatically. (See Chapter 7,
“Working with Filters”)

Archiving strategies

B Set Eudora to keep copies of outgoing
messages in the Sending Mail settings
panel of the Settings/Options dialog
box, then transfer all your already sent
outgoing messages to another mailbox
every month.

B Organize mailing lists by setting Eudora
to filter mailing list messages into their

bounces
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fnline-L

RichNet
Seoitie Writers List

own mailboxes (Figure 37). Keep only
the most interesting messages from mail-
ing lists; otherwise the volume will over-
whelm you.

Set Eudora to filter messages from friends
and family into a single mailbox. Save
most of those messages since they're from
the people who are closest to you and
will have the greatest value in the future.
Archive the contents of this mailbox
every year.

Set Eudora to filter messages from your
most prolific correspondents into their
own mailboxes. I do this with my wife
Tonya and a few people who work on
TidBITS (Figure 38).

If you're concerned about not being able
to find an especially important message,
store it in multiple mailboxes by holding
down Option (Mac) or Shift (Windows)
to copy the message rather than moving
it. I do this when my organizational
scheme can’t quite cope with a message.

Figure 37 Here you can
Lists mailbox folder.
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mailbox folder, including the From Geoff, From Mark, and
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Figure 39 Sort messages by size, select those over a
certain size (over 10K here), then delete them.

(o mencon I3

Figure 40 Sort messages by sender, Option/Alt-click

the sender of an automated message to select all
messages from that sender, then delete them.

Figure 41 To delete all messages from the Trash
mailbox, choose Empty Trash from the Special menu.
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Figure 42 To set Eudora to empty the trash each
time you quit, check the Empty Trash on Quit (Mac) or
Empty trash when exiting (Windows) checkbox in the
Miscellaneous settings panel of the Settings/Options
dialog box.

Taking out the trash

The Trash mailbox is just another mailbox to
Eudora, with one exception—Eudora can
delete the messages in it permanently. I prefer
to save messages in the Trash for a while
because I never know when I'll want to go
back for an email address or something. Here,
then, are my strategies for deleting messages
to recover disk space when the Trash mailbox
has grown too large. (See “Sorting messages in a
mailbox" in this chapter)

Trash strategies

B Sort messages by date, select roughly the
top half (the oldest messages) and delete
them.

B Sort messages by size, select all the
messages over a certain size (look at the
bottom of the Trash mailbox) and delete
them. This recovers space quickly
(Figure 39).

W Sort messages by status, select all unread
messages (since they were probably bor-
ing messages from mailing lists) and
delete them.

B Sort messages by sender, Option/Alt-click
the senders of automated messages (such
as bounces, or daily stock reports) to
select them, then delete those messages
(Figure 40).

B If you really need the disk space, choose
Empty Trash (Figure 41) from the Special
menu to delete all the messages in the
Trash.

B If you're chronically short on disk space,
set Eudora to empty the trash whenever
you quit the program (Figure 42).
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WORKING

WITH FILTERS

Filter flexibility

This chapter is a little tricky because
Eudora's filters are so flexible that it’s
impossible to walk you through the steps
necessary to create every type of filter.
Instead, I show you how to create a basic
filter and then look at all the different
ways you can modify filters.

Filters automatically perform a number of
actions on email messages based on a mes-
sage’s content. If you receive only several
email messages each day, you don't need
filters. However, if you subscribe to even a
single mailing list or, if you receive lots of
email, filters are the life preserver that pre-
vents you from drowning in a sea of email.

Every filter has two parts, a match string and
the action Eudora performs on messages that
contain the match string. The match string is
merely text that Eudora looks for in an email
message; the action is what Eudora does
when a message contains the match string.

Eudora can look for match strings in specific
lines in the message header, in the entire
header, or even in the message body, although
searching message bodies is a bit slower.

Eudora can perform a wide range of actions
when a message contains the match string.
Eudora can, for instance, transfer it to a mail-
box (the most common use for filters), for-
ward the message, reply to it, redirect it, open
it, open its mailbox, print it, change its label,
or modify its priority. It's up to you, so let’s
start filtering now!
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CREATING FILTERS

Chapter 7

Creating filters

Filters are extremely flexible, so the steps
below are for creating a generic filter; I pro-
vide ideas for specific filters later.

To create a basic filter

1. From the Special menu (Mac) or the Tools
menu (Windows), choose Filters.

Eudora opens the Filters window
(Figure 1).
2, Click the New button to create a new

Untitled filter (Eudora names the filter
automatically based on what it does).

3. From the Header pop-up menu, choose a
header line to match.

4. From the Contains pop-up menu, choose
how you want the match string to relate
to the content of the message. (Contains is
the most common.)

5. Enter a match string in the field next to
the Contains pop-up menu.

6. From the first Action pop-up menu,
choose an action.

7. If necessary, configure the action in the
controls that appear to the right of the
Action pop-up menu. For instance, choose
a mailbox to transfer the message to.

8. In the Mac versions, choose Save from the
File menu to save your new filter. In the
Windows versions, close the Filters win-
dow and click Yes when prompted to save.

v Tip

B Although you'll want to choose a header
line from the Header pop-up menu most
of the time, you can enter a specific
header line into the Header field. That
might be useful if you want to match
messages with a strange header line that’s
not included in the Header pop-up menu.

f|Frommhe@

ey rssan sl |

Figure | To create a basic filter in the Filters window,
click the New button, choose a header line from the
Header pop-up menu, choose how you want the
header line to be matched from the Contains pop-up
menu, enter a match string, and then choose an action
from one of the Action pop-up menus.
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Check one or more of these three
checkboxes to determine which messages
Eudora should consider when running filters.
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Figure 2 To set a filter so it filters incoming messages,
check the Incoming checkbox.To set a filter so it filters
outgoing messages, check the Outgoing checkbox.And,
to set a filter so it filters a selected set of messages at
any time, check the Manual checkbox.

Selecting messages
to filter

At the top of the Filters window there are
three checkboxes, Incoming, Qutgoing,
and Manual (Figure 2).They control which
messages the filter looks at.

Incoming

B To match new incoming messages,
make sure the Incoming checkbox is
checked for each filter (it's done for
you by default).

Almost all of my filters are incoming
filters.

Outgoing

B To match outgoing messages once they’re
sent, check the Outgoing checkbox.

I seldom use outgoing filters, but you
could use them to archive only certain
outgoing messages for later reference.

Manual

B To match only the messages you've
selected in a mailbox, check the Manual
checkbox.

Manual filters, though not as commonly
used as incoming filters, enable you to
perform actions on arbitrary sets of mes-
sages whenever you like.

v Tip

B When you're considering creating a man-
ual filter, consider if there isn't an easier
way of accomplishing the same task. For
instance, if you're using Eudora Pro, you
can Option/Alt-click a message summary
cell to select all messages like that one,
and once you've selected them, transfer
them to another mailbox. A manual filter
could do the same thing, but is probably

more work.
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HEADER LINES-©

Chapter 7

Header lines

Eudora’s filters can examine any line in
message headers or even in message bodies

(Figure 3).
Header lines for filters

B - To look for the match string in a specific
message header line, choose To, Cc, From,
Subject, or Reply-To from the Header
pop-up menu.

B To look for the match saing in theTo or
Cc line of message headers, choose «Any
Recipient» from the Header pop-up
menu. ’

W To look for the match swring in any header
line, choose «Any Header» from the
Header pop-up menu.

B To look for the match string in the bodies
of messages, choose «Body» from the
Header pop-up menu.

B In Eudora Pro, to look for the match
string in the name of the personality
associated with the messages, choose
«Personality» from the Header pop-up
menu.

v Tips

B «Any Recipient» is useful because people
don't use the To or the Cc lines consis-
tently, and «Any Recipient» matches both.

B Subject filters seldom work well, since
people aren’t good at writing subjects
consistently.

B Reply-To filters are most useful with mail-
ing lists that set explicit Reply-To lines.

W Scanning message bodies is slower than
scanning message headers, and scanning
the entire header is a little slower than
scanning a specific line. Speed isn’t an
issue until you amass a lot of filters.

To:
Ce:

< From:
Subject:
Reply-To:

« dny Recipient
« &ny Header »
«Body »
«Personality »

Figure 3 Choose an item from the Header pop-up
menu to have Eudora scan that part of the header for
the match string. The currently selected item is
indicated with a diamond in the Mac versions of Eudora
and by being highlighted in the Windows versions.

?; i .. Header line advice

ThF only way to determirie which: hmder
- line to‘use is to look at-a message of the
- so youwanttoﬁltenForinsunce.

Ibox, look.
taﬂ:sthsename ofthemalhnghst.

- Buflora enhances what you can look forin
he§dets by providing two sets of controls
~for matchmg header lines, separated bya
;e contzining “ignore,” “and,” “or,” and
nless.” This enables you, for instance; to
. midteh messages from someone who regu-
la.rly sends mail from two addresses. (From

ggoff@tidbmmm or geduncan@halcyon.com)..

oosing ‘and” requires that both matches
”be true. Choosing “or” requires: thit one or-
th¢ other be true. Finally, choosing “unless”
~only miitches if the first one is true’ and the
second oneisn't.

I mamly use “unless” to: ) avoid ﬁlteMg
m&saga redirected by friends whose mes-
| sages T otherwise store in special mailboxes.

Ve
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< contains
does not contain
is
is not
starts with
ends with
appears
does not appeat
intersects nickname

Figure 4 Choose an item in the Contains pop-up
menu to control how Eudora compares the chosen
header line with the match string. The currently
selected item is indicated with a diamond in the Mac
versions of Eudora and by being highlighted in the
Windows versions.

Mgtching advu:e

t Most mmpleﬁltexs use “contains” sinceit -

s works in-almost all smxauons and generally

the message header. “is” and “is not" are

. much pickierand more likely to fail when

- 'something changes “appears” and “does

 not-appear” are primarily-useful for auto- :

éd mailings that have spemal headers:

* The most iriteresting item in the Contains .
~menu is “intersects nickname” since it .
_¢énables Budora-to-determine. ifa messagens:;

- from-or to'someone in a speaﬁc group of
pe ple,whose addresses you ve-added to a

yi 'v“gjtb deta'mme ifan a&d:esé lsn‘tm”’ -

Contains menu

After you've told a filter which header line to
scan, you must determine how it should
compare the match string to the chosen item
in the Header pop-up menu (Figure 4).

Contains menu items

W To match header lines that contain a
portion of the match string, choose
“contains.” For instance, ace@tidbits.com
contains the match string ace.

@ To match header lines that don’t contain a
portion of the match string, choose “does
not contain.” For instance, ace@tidbits.com
does not contain the match string gurgle.

B To match header lines that contain the
complete match string, choose “is.” For
instance, the match string ace@tidbits.com is

ace@tidbits.com.

B To match header lines that don't contain
the complete match string, choose “is
not.” For instance, the match string ace is
not ace@tidbits.com.

W To match header lines that start with the
match string, choose “starts with.” For
instance, ace@tidbits.com starts with the
match string ace.

B To match header lines that end with the
match string, choose “ends with.” For
instance, ace@tidbits.com ends with the
match string tidbits.com.

B To match header lines that appear in the
header, choose “appears.”

B To match header lines that don't appear in
the header, choose “does not appear.”

B To match header lines that contain an
address that’s part of the nickname
entered as the match string, choose
“intersects nickname.”
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FILTER ACTIONS

Chapter 7

Filter actions

Filters must do something, and Eudora Pro
provides numerous possibilities (Figure 5).
Eudora Light can only change priorities and
subjects, copy or transfer messages, and skip
the rest of the filters.

Action menu items

B To have the filter do nothing to a message
or have that message skipped by all other
filters choose None or Skip Rest.

B To change the personality (Mac Eudora
Pro only), status, priority, or label of the
matched message, choose Make
Personality, Make Status, Make Priority, or
Make Label, and then choose a personality,
status, priority, or label from the pop-up
menus to the right.

B To change the subject of the matched
message, choose Make Subject, and enter a
subject in the text field to the right.

B To notify an application like paging soft-
ware (Windows Eudora Pro only), play a
sound, open the message or the message's
mailbox, print the message, notify you, or
change the server status of the message,
choose Notify Application, Play Sound,
Open, Print, Notify User, or Server Status,
and set the controls to the right.

B To forward or redirect the matched mes-
sage, choose Forward To or Redirect To,
and enter an email address or nickname in
the text field to the right.

B To reply to the matched message, choose
Reply With and then choose a stationery
from the pop-up menu to the right.

B To copy or move the matched message to
a mailbox, choose Copy To or Transfer To
and then choose a mailbox from the
Transfer menu (Mac) or the pop-up menu
(Windows).

<> None

Make Status
Make Priority
Make Label

Make Personality
Make Subject

Play Sound
Open
Print
Notify User

Forward To
Redirect To
Reply ‘ith

Server Options

Copy To
Transfer To

Skip Rest

Figure 5 Choose an item in the Action pop-up menu
to perform that action on matched messages. The
currently selected item is indicated with a diamond in
the Mac versions of Eudora and by being highlighted
in the Windows versions.

Action advice

'I‘lfq most commonly used action is
ansfer To, which you use to separate

mailing lists into mailboxes. I also use

Open to open messages and mailboxes.

'I‘he actions for changing status, priority,
label, and subject are especially useful for
organizing and categorizing messages
'M.thm a mailbox.

The Forward'I'o and Redirect To items
won't work with mail that was automati-
cally generated, such as bounces.

Eudora can perform up to five different
actions in a single filter, so you could
easily have a filter change the label of a
message, raise its priority, transfer it to a
ma.ﬂhox open that mailbox, and play a
sound all from a single filter.
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Figure 6 To activate manual filters, select some
messages in a mailbox, then choose Filter Messages
from the Special menu.

Activating filters

I noted previously in this chapter three ways
of selecting which messages filters look at,
controlled by the Incoming, Outgoing, and
Manual checkboxes. It follows, then, that
there are three ways of activating filters,
depending on the type.

To activate incoming filters

1. To activate incoming filters, which are
the most common type, simply choose
Check Mail from the File menu or use any
other method of having Eudora retrieve
new messages. (See Chapter 4, “Sending and
Receiving Messages™)

Eudora retrieves the new incoming mes-
sages, and once it's done, applies your
incoming filters to them.

To activate outgoing filters

1. To activate outgoing filters, simply
choose Send Queued Messages from the
File menu or use any other method of
having Eudora send outgoing messages.
(See Chapter 4, “Sending and Receiving Messages™)
Eudora sends the queued outgoing mes-
sages, and once it's done, applies your
outgoing filters to them.

To activate manual filters

1. To activate manual filters, select some
messages in a mailbox, then choose Filter
Messages ((Cmd}-J/(Ctrl}-]) from the Special
menu (Figure 6).

Eudora immediately applies your manual
filters to the selected messages.
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Chapter 7

Filter ideas

How might you use filters? Lots of ways, but
here are a few suggestions that I use.

Filter ideas

Create filters that transfer messages from
mailing lists to their own mailboxes. This
sort of filter keeps down the clutter in
your In mailbox and allows you to read
mailing lists whenever you want.

Create a set of filters that ransfer messages
from your close friends and family into a
specific mailbox. I like to do this, and I
keep those messages as a kind of email
diary.

Create filters that open messages or play
sounds when you receive messages from
important people. That way you're more
likely to see the messages and reply
promptly.

Create a filter that marks messages by
whether your address appears in the To
line, the Cc line, or in none of the recipi-
ent lines. You can usually assume that mail
that's cc'd to you is less important than
messages sent directly to you, and mail
that doesn’t contain your address at all
seldom requires a response or might even
be spam.

If you frequently receive misdirected
mail, create a filter that forwards or redi-
rects messages to the appropriate person
automatically.

Create a set of filters that transfer bounce
messages into a special mailbox where
you can figure out how to deal with them.
Set the filter to look for addresses contain-
ing postmaster, Mailer-Daemon, or Mail Delivery
Subsystem.

~ Filtering spam

Many people use filters to transfer spam
messages to another mailboz, and
although I too do a litde of that, it's nota

éa.t way of dealing with spam, Some
suggations*

W | Don't transfer spam directly to the

| Trash mailbox until you're sure your
| filters won't catch mail you might

- want. I once filtered on two exclama-
| tion points in the subject, but that

| occasionally caught a good message.

B | Spammers almost always forge

i addressés, so-it’s difficult to filter

- successfully on any given address. I
capture some spam by looking in «Any
1 Header» for cyberpromo, iemme.org,

{ ispam.net, and savetrees.com. But, such-a
system is always doomed to failure,

| because spammers are always trying to
: circumvent filters.

W | There are a variety of utilities and pre-

| configured filters for eliminating spam
‘ from your In mailbox, but frankly, T
1haventfoundthemallthatuseﬁll
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MACINTOSH ONLY!

Fiag: | oeefl | Find
Optioms: ] Whole word DI ratchcane

Starting: 1| | 4 [(nXurt R Glassemann...1/8/94mxecutar 20| » [ w (Thow )
Csummariesonly [ Seareti-fin®  J( Sewrun “EwseraF J[ SearehTeld ]

Figure 7 To find a filter in the Mac versions of Eudora,
open the Filters window, open the Find window, enter a
search term in the Find field, and click the Find button.

Hate
[ incomirg  [J0utgotg [ Manual

Frok =)
[_contsim__Jfgeofretidbits.com

Fromgectfequitble com £
whny Hesders MAILER-DAEMON 8
wAny Hesder » Matl Delivery Subs 5

Frompostmaster
Subject NON:
From:sdeutsch®pl peli e com

From:jen#diba com Actisms: Last vsed B/A/97
Fromchrisetidbits com [ FromGeff |
oy Rt i s |Gt te ) (__Fren e .
From:mha# DEn B Matlbex [ Message
whing Recipheritwwi- beok - rarketi [rrmm——
«hny Header » esatgate- [T —
Fremperspectivesdigmediscom |7 E
[T —
[} (Sn ]

Figure 8 Eudora searches through your filters and
selects the first one that matches the search term.

Finding filters

After you've been creating filters for a while,
it becomes difficult to find any given one in
the list. In the Mac versions of Eudora, you
can use the Find window to find a filter.

To find a filter

1. From the Special menu, choose Filters.
Eudora opens the Filters window.

2. From the hierarchical Find menu in the
Special menu, choose Find (Cmd}-F).

Eudora opens the Find window (Figure 7).

3. Enter the search term in the Find field.
The search term should include the text
for which the filter looks, such as an email
address.

4. Click the Find button.

Eudora starts searching through your
filters. If Eudora finds a match, it stops
and selects the matching filter (Figure 8).
If not, Eudora tells you that it was unable
to find the search term.

5. To continue searching if you find a filter
that's not the one you want, click the Find
button again.

v Tips

B Don't worry about the starting point when
trying to find a filter. Eudora searches your
entire set of filters, starting at the selected
filter and wrapping around if necessary.

B The Match case checkbox works as you
would expect, so if it’s checked, a search
for ACE will not find a filter that looks for
ace@tidbits.com.

B Avoid the Whole word checkbox because
it'’s not clear what a “word” is in the con-
text of a filter.
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Chapter 7

Modifying filters

Sooner or later someone’s email address will
change or you'll want to modify a filter for
different actions.

To modify a filter

1. From the Special menu (Mac) or the
Tools menu (Windows), choose Filters.

Eudora opens the Filters window
(Figure 9).

2. From the list on the left side of the Filters
window, click the filter you want to mod-
ify to select it.

3. Modify the filter settings as desired.

4. In the Mac versions of Eudora, choose
Save from the File menu to save your new
filter. In the Windows versions, close the
Filters window and click Yes when
prompted to save.

Figure 9 To modify a filter, open the Filters window,
click the filter you want to modify,and then change the
actions or any other part of the filter.

L Mac filter effectiveness
In the

Mac versions of Budora, you can
determine how well your filters work (and
if they’re working at all). Eudora creates a
t Used date field above the Action
and updates it every time that filter
vates. I periodically scan my filters to
sure they're being used. If the Last

‘Used date is many months old, I look
more closely at the filter to see if some-
thmg about it has broken, or if I've simply
ed receiving messages that it would
- match (perhaps I unsubscribed from a
mailing list). If it's no longer necessary, I
delete the filter to speed up the filtering
Pprocess.
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Toxonfige

Tmﬂmbﬂnm
=Ang Hesder » MAILER- DALMON
whny Hesder = Matl Deltvery Suts 5
From postmaster

Subject NON
From:sdeutsch®pipeline com
From:jen®diba com
Fromchris@tidbits com

whny Rect plentnseatile- vriters |54

Figure 10 To reorder a filter in the Mac versions of
Eudora, drag it up or down in the list of filters.A small
line indicates where it will go when you drop it.

Figure | | To reorder a filter in :heWmdows versions
of Eudora, select the filter then click the Up or Down
buttons to move it up or down in the list. Here I've
moved my filter for Tonya down in the list.

Reordering filters

When filters are invoked, either automatically
or manually, Eudora matches each message
against each filter, working from the top of
the filter list to the bottom. If you include the
Skip Rest action in a filter, Eudora skips all
other filters below that one for that message.
Thus, the order of filters can prove important.
In addition, I like to group related filters
(such as all those that look for messages from
friends and family) for easier access.

To reorder a filter (Mac)

1. From the Special menu, choose Filters.
Eudora opens the Filters window.

2. Click the filter you want to reorder and
drag it up or down in the list (Figure 10).

3. Drop the filter in the desired location, as
indicated by a small blue line that appears
in the list.

4. Choose Save from the File menu to save
your changed filter order.

To reorder a filter (Windows)

1. From the Tools menu, choose Filters.
Eudora opens the Filters window.

2. Click the filter you want to reorder, and
then click either the Up or Down button
at the top of the list to move the filter
up or down in the list (Figure 11).

3. Choose Save from the File menu to save
your changed filter order.

v Tip

B In the Mac versions of Eudora, you can
move multiple filters at the same time.
Shift-click to select a range of filters, or
Command-click to select a noncontiguous
set of filters, then drag them all at once.
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Chapter 7

Deleting filters

If you unsubscribe from a mailing list or (e gl e =
stop receiving mail that requires filtering, o one@icts com {1 3

you should delete the unused filters.

To delete a filter

1. From the Special menu (Mac) or the
Tools menu (Windows), choose Filters.

Eudora opens the Filters window.
2. Click the filter you want to delete
(Figure 12).
3. Click the Remove button.

Eudora deletes the filter instantly, without
asking first.

Remove button.

4, In the Mac versions of Eudora, choose
Save from the File menu to save your
new filter. In the Windows versions, close
the Filters window and click Yes when
prompted to save.

v Tips

B In the Mac versions of Eudora, you can
delete multiple filters at the same time.
Shift-click to select a range of filters, or
Command-click to select a noncontiguous
set of filters, then click the Remove button
to delete them.

B Be careful when deleting filters because
Eudora doesn't warn you before deleting
them.

122



FINDING
AND SEARCHING

In Chapter 6, “Working with Mailboxes,” I
encouraged you to store old messages in
mailboxes for later reference. Much of my
communication takes place in email, which
makes my stored email the record of both my
personal and my business lives.

In previous chapters I introduced you to a
number of features that simplify the task of
finding messages, including features like sort-
ing and Option/Alt-clicking messages to
select similar messages in the same mailbox.

But, what if you need to find a message that
you stored away some time ago, and you're
not sure who sent it or when it came in? In
such a situation, you must rely on Eudora’s

finding and searching capabilities.

Unfortunately, although Eudora’s finding and
searching capabilities are fast and powerful,
they can be confusing, especially in the Mac
versions of Eudora. After you read this chap-
ter, though, you shouldn’t have problems.

To aid in understanding, I recommend that
you read all the pages relevant to your version
of Eudora in this chapter, since later pages
build on earlier ones in significant ways.

These features differ a good bit between the
Mac and Windows versions of Eudora, so I'll
cover the two separately where necessary.
Let's see what we can find!
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FINDING TEXT IN A MESSAGE (MAC)

Chapter 8

Finding text in a message

The first task is to find text within a single
message. Occasionally you receive a long
message, and it's easier to use Eudora’s Find
feature than it is to scan the message.

I call the text you want to find the “search
term"” throughout this chapter.

To find text in a message

1. Open a message window, then choose
Find ((Cmd}-F) from the hierarchical Find
menu (Figure 1) in the Special menu.
Eudora opens the Find window. For now,
ignore everything below the horizontal
line under Options.

2. Type the search term in the Find field
(Figure 2).

3. Click the Find button to find the first
instance of the search term.
Eudora selects the found text (Figure 3).

4. To find subsequent instances of the search
term within the message, continue to click
the Find button or choose Find Again
((Cmd)-G) from the hierarchical Find
menu in the Special menu.

v Tips

B To restrict the found text to whole words,
check the Whole word checkbox. Without
Whole word checked on a search for sing,
Eudora finds sing, singer, and singing. With
Whole word checked, Eudora finds only
sing.

B To restrict the found text to words with
the same case as the search term, check
the Match case checkbox. Without Match
case checked on a search for sing, Eudora
finds sing, Sing, and SING. With Match case
checked, Eudora finds only sing.

MACINTOSH ONLY!

Filter Messages
Make fAiddress Book Entry...

Sort # Find Again 26
Enter Selection ®=

Filters

Mailbones Search Again  #;

Address Baok ®L| Search To End

Directory Services ®Y| Search Mailbox

|_Search Mailfolder

Settings...

Plug-in Settings »

Communications...

Signatures 3

Change Password...
Forget Password
Empty Trash

Figure | To find text in a message, open the message
window, then choose Find from the hierarchical Find
menu in the Special menu.

Find, | Compuserve N Find I

Options;  [J Whole word [ Matchcase

Starting: (] (58] (2] 11d:Frem Gooff Geoff Du.Re: Subseription Statud 3] (3 (Chooss )
[JSummariesonly [ Search “From Gaof.. ] [ Search *TI¢BITS” | [ SearchTofnd |

Figure 2 Eudora then opens the Find window. Enter
your search term in the Find field, and click the Find
button to find the first instance of the search term in
the current message window.

Geoff Duncan,?/8/97,Re: Subscriplion Status

Subject: Re: Subscription Status
Co: acefticbits . com

Hi Uwre -

)Svrvlub'buu-rrqw u-tl-n-“s- If there sas
rodditional inforsation abou current MICI‘I tion siotus. m ou
Vowan xper i anc g oy Probiems sending 1o MEHRNN cod-esses?

o, wa houe nat baen recaiving undo errors fros CospuServe oddresses,
although we have hod teo reports from other subscribers that do not ppear
\o be racaiving |ssues. Ve da gat urdal lvercble sessoges (ros subscribers

on CompuServe who Lerminale thalr accounts bul neglect to unsubscriba fros
I'IQIY’

Figure 3 Eudora selects the found text within the
current message. Click the Find button in the Find
window to find the next instance of the search term.
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WINDOWS ONLY!

Figure 4 To find text in a message, open the message

window, then choose Find from the hierarchical Find
menu in the Edit menu.

Figure 5 Eudora then opens the Find window. Enter
your search term in the Find field, and click the Find
button to find the first instance of the search term in
the current message window.

Adan -- I'm ¢o'ing you because thi = contains an

unuruslly long

back == Murphy's Law. By sending it to somsons who has a celisble backup
systes, T am ansuring that I will never want to ses it again. 1=}

»>Crossed Platform -~ Unfortunately, ss usetul o [ESSNENNNRNNNN ie toc
>>knocking out the coler behind & GIF, met all browser

>>Mesaie for Windows dees net currsntly suppeet the Tr
>>{s0 what heppens? No pictute is displeyed st all? An sex
>

wbove, it would be blue.

It might be worth checking the most recent versicn of MinMossic -~ I'd do
it, but I have ne sccess the & Windows machine, I can probably check out
the cesdmas and relaswse notes, howsver.

cant. If T don't oo somecns I'11 lose it in theee months and wish I hed i g

>GIF is displayed but the beckground is Mot transpacent. Using the exemple
o

o

Figure 6 Eudora selects the found text within the
current message. Click the Find button in the Find
window to find the next instance of the search term.

Finding text in a message

The first task is to find text within a single
message. Most messages are fairly short, but
occasionally you receive a long message, and
it’s easier to use Eudora's Find feature than it
is to scan the message.

I call the text you want to find the “search
term” throughout this chapter.

To find text in a message

1.

Open a message window, then choose
Find ([Ctrl}-F) from the hierarchical
Find menu (Figure 4) in the Edit menu.

Eudora opens the Find window.

Type the search term in the Find field
(Figure 5).

Click the Find button to find the first
instance of the search term.

Eudora selects the found text (Figure 6).

To find subsequent instances of the search
term within the message, continue to click
the Find button or choose Find Again
((F3) from the hierarchical Find menu

in the Special menu.

v Tips

To restrict the found text to words that
have the same case as the search term,
check the Match case checkbox. Without
Match case checked on a search for sing,
Eudora finds sing, Sing, SING, and so on.
With Match case checked, Eudora finds
only sing.

Checking the Summaries only checkbox
has no effect when you are finding text
within a single message.
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SEARCHING FOR TEXT IN A MAILBOX (Mac)

Chapter 8

Searching for
text in a mailbox

You'll also want to search all messages in a
mailbox. Note that “finding” happens in a -
single message; “searching” spans messages.

To search for text in a mailbox

1.

Open a mailbox, scroll to the top, select
the first message, and then choose Find
((Cmd}-F) from the hierarchical Find
menu in the Special menu.

Eudora opens the Find window.
Type the search term in the Find field.

Click the Search “Mailbox” button
(Figure 7) to locate the first instance of
the search term. The name of the button
changes to reflect the current mailbox.
Eudora displays the Finding dialog box
and, when it finds a message containing
the search term, opens the message and
selects the found text.

To locate subsequent instances of the
search term within that mailbox (moving
from top to bottom), continue to click the
Search “Mailbox” button or choose Search
Again ((Cmd}-;) from the hierarchical Find
menu in the Special menu.

v Tips

To make a message the starting point,
select it, then open the Find window.
Selecting a message when the Find win-
dow is already open has no effect on the
starting point unless you also change the
search term.

Click the buttons that look like VCR but-
tons (Figure 7) to change the starting
point or click the Choose button and
choose a mailbox from the Mailbox menu
to make the first message in that mailbox
your starting point.

MACINTOSH ONLY!

The current

starting point
Moves the appears here, with
starting point commas used as

to the first the delimiters Click to choose
messagein  between folders, a mailbox to
the previous  mailboxes, and use gs the
mailbox. messages. starting point.
Find
Fing: [CO-F0H] J( find J

i]!u\ﬂmxinm' “ Sctrch “From Geof... i Search *T{dBITS™ “ Sarchloted )

Resets the /Loves the dClickto Moves the Moves the
starting  starting search  starting  starting
pointto  pointto the within  pointto  point to

the first  previous  the the next  the first
message  message.  current message. message
in the In mailbox. in the next
mailbox. mailbox.

Figure 7 To search within a single mailbox, open the
mailbox, select the top message to make it the starting
point, open the Find window, enter your search term in
the Find field, then click the Search “Mailbox” button.

1 Watch the starting point!

The: stamng point for a search is cruciall I
rthé starting point is below the message

s containmg the search term, the search will
fudl. But, if a search fails, changing the
search term resets the starting point to the
mtrently selected miessage (which is why
- it’s best to select the first message ina
“'m|aulbox before starting).

Another ‘way to make the first message in: a,
ilbox the starting point is to‘opena - -
‘miilbok, open the Find window; click the
vaious Mailbox VCR button; and then " - -
dlick the Next Mailbox VCR button.
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Finding and Searching

MACINTOSH ONLY!

CD-ROH

Find
Cptioss: ] Whole vard
starting: (18] (8] (] 736 From Tonga Tanya Eng.__Cars and fesding ot | (3] 8] (Choose)
[ Summaries only Search “T1dBITS"

O reteh case

Click to search within the
current mailbox folder.

Figure 8 To search within a mailbox folder, open the
first mailbox in the mailbox folder, select the top
message to make it the starting point, open the Find
window, enter your search term in the Find field, then
click the Search “Mailbox folder” button.

Searching for text
in @ mailbox folder

A desired message may live in one of several
mailboxes within a mailbox folder. If so, you
can restrict your search to messages in mail-
boxes in a specific mailbox folder. (See Chapter
6, "Working with Mailboxes™)

To search for text
in a mailbox folder

1. Open the first mailbox in a mailbox
folder, scroll to the top, select the first
message, and then choose Find ((Cmd}-F)
from the hierarchical Find menu in the
Special menu.

Eudora opens the Find window.
2. Type the search term in the Find field.

3. Click the Search “Mailbox folder” button
(Figure 8) to locate the first instance of
the search term.

Eudora displays the Finding dialog box
and, when it finds a message containing
the search term, opens the message and
selects the found text.

4. To locate subsequent instances of the
search term within a mailbox folder
(moving from top to bottom, as defined
by the order of the Mailbox menu), con-
tinue to click the Search “Mailbox folder”
button or choose Search Again ((Cmd}-;)
from the hierarchical Find menu in the
Special menu.

v Tip

B Refer to Figure 7 on the previous page for
descriptions of the buttons that look like
VCR buttons.
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SEARCHING IN MULTIPLE MAILBOXES (MAC)

Chapter 8

Searching in
multiple mailboxes

You may not know what mailbox contains a
desired message, and in the Mac versions of
Eudora you can expand your search to
include multiple mailboxes.

To search in multiple mailboxes

1. Set a starting point by opening a mailbox,
scrolling to the top, selecting the first
message, then choosing Find ((Cmd)-F)
from the hierarchical Find menu in the
Special menu.

Alternately, use the VCR buttons or the
Choose button in the Find window to set
the starting point.

Eudora opens the Find window.
2, Type the search term in the Find field.

3. Click the Search To End button (Figure 9)
to search messages in all mailboxes below
the starting point.

Eudora displays the Finding dialog box
and, when it finds the search term, opens
the message and selects the found text.

4. To locate subsequent instances of the
search term within any mailbox below the
current mailbox, continue to click the
Search To End button or choose Search
Again ((Cmd)-;) from the hierarchical Find
menu in the Special menu.

v Tips

B If no mailboxes are open, Eudora sets the
starting point at the first message in the
first mailbox, which is the In mailbox.

B When a search hits the end of all mail-
boxes, it stops.

B To stop a search, click the Stop button in
the Finding dialog box (Figure 10).

MACINTOSH ONLY!

Fiod; [E0-ROM
Optiens (] Whale vord [ Hateh cese

Starting. [T TIeT rom Geaft Gaatf Du.. 4754, Pe; Your 05 Ster{[ 2] ][ Croose )
C]s-m‘mﬂnom Search "From Geof... Search "Tid8ITS™

Click to search from the
starting point to the end
of all mailboxes.

Figure 9 To search multiple mailboxes, open the first
mailbox you want to search, select the top message
to make it the starting point, open the Find window,
enter your search term in the Find field, then click the
Search To End button.

Figure 10 To stop a search, click the Stop button in the
Finding dialog box.
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Finding and Searching

WINDOWS ONLY!

Click to locate the next instance of
the search term, starting with the
Find field first message in the next mailbox.

Click to locate the next  Click to locate the next
instance of the search  instance of the search term
term, starting with the  in the same message or any
next message. subsequent message.

Figure | | To search multiple mailboxes, open the first
mailbox you want to search, select the top message,
open the Find window, enter your search term in the
Find field, then click the Find button.

Figure 12 To stop a search, click the Stop button in
the Progress dialog box.

Searching in
multiple mailboxes

The Windows versions of Eudora can't restrict
a search to a mailbox or a mailbox folder, but
as a result, it's a bit easier to use.

To search in multiple mailboxes

1. Open a mailbox, scroll to the top, select
the first message, and then choose Find
((Ctr])-F) from the hierarchical Find menu
in the Edit menu.

Eudora opens the Find window.
2. Type the search term in the Find field.

3. Click the Find button (Figure 11) to
locate the first instance of the search term.
Eudora displays the Progress dialog box
and, when it finds a message containing
the search term, opens the message and
selects the found text.

4. To locate subsequent instances of the
search term within the current message,
the current mailbox, or all mailboxes
(moving from top to bottom in both the
current mailbox and the list of mailboxes
as displayed in the Mailbox menu), click
the Next button ([Ctrl}-;).

Alternately, to skip to the next message
and continue searching, click the Next
message button.
Alternately, to skip to the next mailbox
and continue searching, click the Next
mailbox button.

v Tips

B When a search reaches the bottom of the
current mailbox, it wraps around
throughout all your mailboxes.

(SMOGNIM) SIXOFTIVW 31dILTNW NI ONIHDNVIS

B To stop a search, click the Stop button in
the Progress dialog box (Figure 12).
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SEARCHING FOR TEXT IN MESSAGE SUMMARIES

Chapter 8

Searching for text in
message summaries

Searching the full text of every message
can take a while if you have many stored
messages. To speed up the search, consider
limiting your search to the Sender and
Subject columns of the message summaries
that you see in mailboxes. The Mac and
Windows versions of Eudora share this
feature.

To search for text
in message summaries

1. Set up any of the previously mentioned
methods of searching.

2. Before clicking the Find button or any of
the search buttons, check the Summaries
only checkbox in the Find window

(Figure 13).

3. Continue with the search as you would
normally, and note how much faster
Eudora searches.

v Tips

B Remember that searching only in message
summaries restricts you to searching for
text you can see in the Sender or Subject
columns of the message summaries.

B The Sender column generally contains
only names, not email addresses.

B Although searching for text in message
summaries proceeds much more quickly
than full text searching, it’s much easier to
enter a search term that won’t match any
messages.

W Eudora’s full text finding and searching
capabilities are sufficiently fast that
searching for text in message summaries
is primarily useful if you're searching
through numerous large mailboxes.

Find: |CO-ROM " Find ]

Dptions: ] Whole word O tatchcase

Starting: (S R[] Ti6:F rom Geatf Geatt Du...4794,e: Your 05 Stori[ ] (e[ Croose__)
Dsun:nmriu only [ Search “From Geof... | [ Search “Tid8ITS™ ]mm

Figure 13 To search just message summaries, which is
much faster than a full text search, check the Summaries
only checkbox in the Find window before performing
any other sort of search.
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Finding and Searching

Special
Filter Messages #dJ
Make Address Book Entry...

Find...
Find Again
Enter Selection &=

Sort

Filters

Mailboxes Search Again  #;

Address Book #®L| SearchTo End

Directory Services %®Y| Search Mailbor
Search Mailfolder

Settings...

Plug-in Settings 3

Communicalions...

Signatures 13

Change Password...
Forget Password
Empty Trash

Figure |14 To transfer selected text to the Find field of
the Find window, choose Enter Selection from the
hierarchical Find menu in the Special menu (Mac) or
the Edit menu (Windows).

Fing: [CD-ROM j[ Fing |

Options: [ Whole word 0 ristoh case

tartivg, ] CHl [ 7€ From CostiCests Du 4794 2 Vour 65 Stri o] ] _Crume )
ﬂsn—-L—-d. Sesrch “TigBITS™ | [ SeerchTofnd |

Resets the starting point Click to search from
to the first message in the the starting point to the
In mailbox. end of all mailboxes.

Figure 15 To search all mailboxes in the Mac versions
of Eudora, set the starting point to the first message in
the In mailbox by clicking the First Message VCR
button, then use the Search To End button.

Find... ®F
Find Again %6
Enter Selection ¥=

Search Again __ %;
Search To End
Search Mailfolder

Figure 16 The hierarchical Find menu in the Special
menu duplicates several of the Find window's buttons.

Figure |7 The hierarchical Find menu in the Edit menu
duplicates several of the Find window's buttons.

Searching tips and tricks

The best way to become comfortable with
Eudora’s finding and searching capabilities is
to try them. However, here are a few tips and
tricks that might be especially handy.

v Tips

B If a search has gone too far, especially in
the Windows versions of Fudora, click the
Stop button to stop it.

B After stopping a search or after a search
fails, remember that you must reset the
starting point in the Mac versions of
Eudora before trying again.

B To move selected text in a message to the
Find field in the Find window, choose
Enter Selection ((Cmd}-=/(Alt}-[F3]) from
the hierarchical Find menu (Figure 14) in
the Special menu (Mac) or Edit menu
(Windows).

B To search all mailboxes in the Mac ver-
sions, set the starting point to the first
message in the In mailbox, which you can
do by clicking the First Message VCR but-
ton in the Find window (Figure 15), then
use the Search To End button.

B The Whole word (Mac only) and Match
case checkboxes apply to both finding and
searching.

B The hierarchical Find menu (Figure 16
and Figure 17) contains menu items that
duplicate the Search Mailbox, Search
Mailfolder, and Search To End buttons
(Mac) and the Next Message and Next
Mailbox buttons (Windows). I can't
imagine why you'd use them instead
of the buttons, but they're there if you
want them.

B In case I haven't sufficiently beaten this
deceased equine, in the Mac versions of
Eudora, pay attention to the starting point!

131

SHIIYL NV SdIL ONIHDYY3AS



WORKING WITH
THE ADDRESS BOOK

Let's face it—lots of email addresses are con-
fusing and hard to type. And, if you type an
email address incorrectly, your message will
probably bounce or be delivered to the
WIONg Person.

Eudora addresses this problem (pun intended,
sorry) by providing a powerful address book
in which you can store email addresses and
link themn to nicknames that are short, easy to
remember, and easy to type. So, since I send
email to my wife Tonya all the time, instead of
typing her email address in each message, I
just type the letter t, which is my nickname
for her. Eudora then substitutes the address
for the nickname.

In addition to making it easier to address
messages, Eudora’s address book enables you
to associate a single nickname not just with
an individual, but also with a group of peo-
ple. Want to create a nickname that expands
to the email addresses of your entire family,
all your college friends, or the people in your
department? No problem.

Nicknames are so useful that I strongly rec-
ommend you make heavy use of Eudora’s
address book capabilities. If you send some-
one or a group of people mail frequently,
using a nickname is the easiest way to go.
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CREATING NICKNAMES FOR INDIVIDUALS

Chapter 9

Creating nicknames for
individuals

Eudora offers several ways to create nicknames
for individuals.

To create individual nicknames (I)

1.

Open or select a message, and then choose
Make Address Book Entry([Cmd}-K/(Ctrl}-K)
from the Special menu (Figure 1).This
creates a nickname for the sender of the
selected message.

Or, in the Mac versions, select an email
address, hold down Shift, and then choose
Make Address Book Entry ((Cmd]-{Shift}-K).
Eudora displays the New Nickname (Mac)
or Make Address Book Entry (Windows)
dialog box (Figure 2).

Enter a nickname, and if desired, check
the “Put it on the recipient list” checkbox.
(See “Using the recipient list” in Chapter 2, “Creating
Messages”) In Eudora Pro, choose a file from
the pop-up File menu. Click OK.

To create individual nicknames (Il)

1.

Open the Address Book window
(Figure 3) by choosing Address Book
(Cmd)-L/(Ctrl}-L) from the Special (Mac)

or Tools (Windows) menu.

Click the New button to display the New
Nickname dialog box.

Enter a nickname, and if desired, check
the “Put it on the recipient list” checkbox.
In Eudora Pro, choose a file from the pop-
up File menu. Click OK.

In the Address(es) field, enter the nick-
name’s email address. Optionally, check
the Recipient List checkbox, and in the
other fields, enter the person's real name,
notes, and in Eudora Pro, postal address,
phone number, and fax number. Choose
Save from the File menu.

Figure | To create an individual nickname for the
sender of a message, open or select a message,
then choose Make Address Book Entry from the
Special menu.

Muke Address Book Entry

Figure 2 Eudora displays the Make Address Book
Entry (Windows) or New Nickname (Mac) dialog box.
Enter a nickname, check the “Put it on the recipient
list” checkbox if desired, choose a file in Eudora Pro,
and click OK.

Click to switch to

the Notes field.
Click to switch to Click to switch
the Addresses field. to the Info field.

Figure 3 Alternately, open the Address Book window,
click the New button, enter a nickname in the Make
Address Book Entry (Windows) or New Nickname

(Mac) dialog box, then enter the email address in the

Address(es) field.
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Working with the Address Book

Special

Make Address Book Entry...
Find
Sort

14
»

Filters

Mailboxes

fAddress Book 8L
Directory Services ’Y

Settings...

Plug-in Settings 4
Communications...

Signatures >

Change Password...
Forget Password

Empty Trash
Figure 4 To create a group nickname, select several
messages, then choose Make Address Book Entry from
the Special menu.

=—=—-————=——= New Nicknome ===

What do you wish to call it?
[start |
InFile: [ TidBITS - |
[ Put it on the recipient list
S

Figure 5 Eudora displays the New Nickname (Mac) or
Make Address Book Entry (Windows) dialog box. Enter
a nickname, check the “Put it on the recipient list”
checkbox if desired, choose a file in Eudora Pro, and
then click OK.

T Address Book
e R Ca— T

m MName: [TIGBITS Cartorial Stery |
P Friends & Family Pootal Address:
P Heyden

P info-Hec

wTI6BITS

Phone:

#ddreas(en): [Tangaetianits com
geoff#tidbits com i
Jeffcetidbits com

Hark Willlamson
wHatl

®Press Relesass marketidbils com

mattetiddits.com th
b Translstors
L Notes:
Ce ) ===Jn | I
()

Figure 6 Alternately, open the Address Book window,
click the New button, enter a nickname in the New
Nickname (Mac) or Make Address Book Entry
(Windows) dialog box, then enter the email addresses
in the Address(es) field.

Creating group nicknames

Eudora also offers several ways to create nick-
names for groups of people.

To create group nicknames (f)

1. Select several messages, then choose Make
Address Book Entry ((Cmd]}-K/(Ctrl}-K)
from the Special menu (Figure 4). This
creates a group nickname for the senders
of those messages.

Or, in the Mac versions, select several
addresses, hold down Shift, then choose
Make Address Book Entry ((Cmd)-{Shift}-K).
Eudora displays the New Nickname (Mac)
or Make Address Book Entry (Windows)
dialog box (Figure 5).

2. Enter a nickname, and if desired, check
the “Put it on the recipient list” checkbox.
(See “Using the recipient list” in Chapter 2, “Creating
Messages”) In Eudora Pro, choose a file from
the pop-up File menu. Click OK.

To create group nicknames (1l)

1, Open the Address Book window by
choosing Address Book ((Cmd)-L/(Ctrl}-L)
from the Special (Mac) or Tools
(Windows) menu (Figure 6).

2. Click the New button to display the New
Nickname dialog box.

3. Enter a nickname, and if desired, check
the “Put it on the recipient list” checkbox.
In Eudora Pro, choose a file from the pop-
up File menu. Click OK.

4, In the Address(es) field, enter the nick-
name's email addresses, separating them
with commas or returns. Optionally, check
the Recipient List checkbox, and in the
other fields, enter a name for the group,
any notes, and in Eudora Pro, a postal
address, phone number, and fax number.
Choose Save from the File menu.
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NICKNAME TIPS

Chapter 9

Nickname tips

A few tips may make creating and using nick-
names easier.

v Tips

B You can't use spaces in nicknames, but
you can use underscores (Eudora defaults
to replacing spaces with underscores),
hyphens, or most any other character.

B To simulate a space in your nicknames,
hold down Option (Mac) or Control
(Windows) and press the Spacebar.
Remember that you'll have to type
Option-Spacebar or Control-Spacebar to
enter the nickname correctly.

B It's a good idea to make groups from
other nicknames. That way, for instance, if
you have a Family group nickname, and
your sister changes her email address, you
can change her individual nickname and
have that change automatically reflected in
the Family group nickname.

B FEudora knows about a special nickname
called “me.” If you create it and fill it in
with your personal information, Eudora
uses that information to determine who
you are to satisfy the Include yourself
checkbox in the Replying settings panel
(Figure 7). In addition, Eudora uses the
me nickname to determine if you're the
sender of a message that you're redirect-
ing (and if so, it adds your signature to
the message).

B In the Windows versions of Eudora, you
can right-click a nickname or the nick-
name list in the Address Book window to
display a pop-up menu that duplicates
some of the controls in the Address Book
window.

Sending Mail

Attachments
|
Parsonaliies
Fonts & Displey .

/3
feed
a7

Styled Taxt

Figure 7 Eudora uses the “me” nickname to determine
who you are for the sake of the Include yourself
checkbox in the Replying settings panel.

i Eudora’s hidden glossary

M;J'":y word processors haﬁ*é"‘giossary =
feém*rm that let you set up shortcuts for
coinmonly used pieces of boilerplate text.
For instance, you might type add and have
'thg: word processor replace that with your
full postal address.

Ei !dera, doesn’t claim to have this feature, -
but it does! You can enter any text you
want as the address of a nickname. Then,
in ‘message, type the nickname, hold

Option (Mac) or Shift (Windows)
and choose Frmsh and Bxpand Address
Book Entry ((Cmd)-{Gption}-/(Cti}-(Shift)-)
from the Echt menu. [ always use the key-
by _l. rd shorteuts, but you could also hold
down Option (Mac) or Shift (Windows)
'anh choose a nickname from the hierar-
chmal Insert And Expand prlent menu
in the Edit menu.

L

Mellke sure that the "Domain to add to

unqualiﬁed names” field in the Sending
il settings panel is empty, or Eudora

will add that domain to the first word of

your glossary entry, as in This@tidbits.com is
a test.
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Working with the Address Book

Click to collapse
the Address
Book window.

Figure 8 To collapse the Address Book window, click

the Collapse button.

Click to expand
the Address
Book window.

Click to expand
the Address

=) o+— Book window.
E o) g

Figure 10 To expand the Address Book window, click
the Expand button (which is the same as the Collapse
button in the Mac versions of Eudora).

Address Book  [E[=1ET
|
2k

- x m
O"addrassies
«

CYTT R

Figure || To change the contents of the nickname list,
choose one of the items from the View By pop-up
menu. Here I've chosen Name instead of Nickname.

Using the Address Book
window

The Address Book window offers features that
ease working with nicknames.

To collapse and expand
the Address Book window

1. To collapse the Address Book window
and save screen space, click the Collapse
button (Figure 8).

Eudora hides the nickname editing area
(Figure 9).

2. To expand the Address Book window
(which is necessary to edit nicknames),
click the Expand button, which is the
same as the Collapse button in the Mac
versions (Figure 10).

To change the
nickname list contents

1. To switch between Nickname,
Address(es), Name, Postal Address, Phone,
and Fax, choose the desired item from the
View By pop-up menu (Figure 11).
Eudora changes the nickname list to
match the View By menu setting.

v Tips

B You can resize the nickname list pane by
clicking and dragging the vertical line that
separates it from the editing area.

B In the Mac version of Eudora Pro, to
expand typed nicknames to their email
addresses immediately, check the “Expand
nicknames immediately” checkbox in the
Sending Mail settings panel.

B In the Windows version of Eudora Pro, to
expand typed nicknames to their email
addresses immediately, check the Expand
Nickname checkbox in the Address Book
window.
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ADDING NICKNAMES TO MESSAGES

Chapter 9

Adding nicknames to

messages

If you're working in the Address Book win-
dow already, or if you want to send a message
to a lot of different people, you can address a
message directly from within the Address
Book window. And, of course, you can always
just type a nickname in the To, Cc, or Bec
fields of a message.

To add nicknames to a message

9

Open the Address Book window by
choosing Address Book ([Cmd]-L/(Ctrl}-L)
from the Special (Mac) or Tools
(Windows) menu.

Select one or more nicknames and click
the To, Cc, or Bec button (Figure 12).
Eudora creates a new message if necessary
and inserts the nicknames in the field
corresponding to the button you clicked.

v Tips

You can drag nicknames out of the
Address Book window in the Mac versions
of Eudora, but you get all the information
in the nickname, not the nickname itself.

To keep the Address Book window in the
front after adding a nickname to a mes-
sage, hold down Shift when you click the
To, Cc, or Bee button. This is handy if
you want to add more nicknames to the
message,

In the Mac version of Eudora Pro, to
expand a nickname immediately even if
Eudora is set not to do so, hold down
Option when you click the To, Cc, or Bcc
button.

Combine the two previous tips by holding
down Shift-Option when clicking the To,
Cc, or Bec button.

View Bg:[_Mame ] Mickname: | staff |@ Reciplent List
EUkors Nicknemes Neme: | TIdBITS Editortial Staff
P Friends & Femily Poatal Address:
P Haydan
P Info- Mac
wTeBITS Phone:

S elln
saPress Relessesn

Fex:

wlb-transm
[Bob Rethbun

Address(es): [tonyastiadits com

sGeotl Duncan gecfetidbits com E
Hark Willlamsen Jeffoetidbits.com

oHatt Neuburg marketigits com

#TISBITS Distribution matt#tichits com

STVIEITS Edit "

HNotes:
[ _Nev ) o l | I
(=]
Figure 12 To insert one or more selected nicknames
in the To, Cc, or Bcc fields of an outgoing message, click
the To, Cc, or Bec button.

~ Adding nicknames to
an existing outgoing message

Euldora generally creates a new message if
you click the To, Cc, or Bec button in the
Acidress Book window. However, if you're
working on an outgoing message, you can
add nicknames to that message as well.
Make sure the outgoing message window
is in the front, then open the Address Book
window, select nicknames, and click the
To, Cc, or Bec button to add the selected
nicknames to the existing outgoing
m&ssage If any other window is in front
when you open the Address Book window
a.nd click the To, Cc, or Bec button, Eudora
w:ll create a new message instead of
adding the nicknames to your existing
outgoing message.
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Working with the Address Book

EUDORA PRO ONLY!

What do you wish to call 11?7

|Peachpit Press ]

In File: Eudora Nicknames I

O Put it on the recipient list
(& Moke it a file

| [
Figure 13 To create a nicknames file, click the New
button in the Address Book window and, in the New

Nickname dialog box, check the “Make it a file”
checkbox, and then click OK.

The right-pointing triangle
indicates a closed nick- ] T R—

Evdors Nicknames

names file; click it to open. B Friends & Family
b Hayden
b Info-Hac
inti Peachpit P
The down-pointing kP

triangle indicates an pTigeiTs

- b Tramistors
open nicknames file;
click it to close.

the Mac version of Eudora Pro, click the triangles next

to the nicknames file names.

The open book icon
indicates an open nicknames
file; double-click it to close.

The closed book icon
indicates a closed nicknames
file; double-click it to open.

Figure 15 To expand and collapse nicknames files in
the VWindows version of Eudora Pro, double-click the
book icons next to the nicknames file names.

Nicknames files

Eudora Pro stores nicknames files (which
are just specially formatted text files) in
the Nicknames Folder inside the Fudora
Folder.

Multiple nicknames files

Eudora Pro enables you to create multiple
nicknames files for better categorization of
your nickname collection.

To create a new nicknames file

1. In the Address Book window, click the
New button to bring up the New
Nickname dialog box.

2. Enter a name for your nicknames file,
and check the “Make it a file” checkbox
(Figure 13). Click OK.

Eudora creates a new nicknames file.

To expand and
collapse nicknames files

1. In the Mac version, to expand a nick-
names file in the Address Book window,
click the triangle to its left so that it points
down. To collapse the file, click the trian-
gle so it points right (Figure 14).

In the Windows version, to expand a nick-
names file in the Address Book window;,
double-click the closed book icon to its
left. The book then opens; double-click it
to collapse the file (Figure 15).

To move nicknames between files

1. Click the nickname you want to move to
select it.

2. Drag the nickname within the nickname
list into another nicknames file.

v Tips

B It’s easier to move nicknames between
nicknames files if you collapse the inter-
vening nicknames files.

B The Mac version of Eudora Pro always
sorts nicknames files alphabetically; the
Windows version sorts by creation order.
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FINDING NICKNAMES

Chapter 9

Finding nicknames

After you've created a number of nicknames,
you might have trouble finding any given
one. Luckily, Eudora provides some assistance
in this area.

To find a nickname (1)

1. Open the Address Book window by

choosing Address Book ((Cmd)-L/(Ctrl}-L)
from the Special (Mac) or Tools
(Windows) menu.

2. Type the first few letters of the nickname
you want to find.
Eudora scrolls the list to the first nick-
name whose first few letters match what

you typed (Figure 16).
To find a nickname (ll—Mac)

1. Open the Address Book window by
choosing Address Book ((Cmd)-L) from
the Special menu.

2. Open the Find window by choosing
Find ((Cmd)-F) from the hierarchical
Find menu in the Special menu.

3. Enter the search term in the Find field
and click the Find button (Figure 17).
Eudora finds the first nickname whose

information matches the search term
and selects it (Figure 18).

v Tip

B In the Mac versions of Eudora, you can
use the Find window to find information
in any of the Address Book’s fields.

Figure 16 To find a nickname in the Address Book
window quickly, type the first few characters of the
nickname. Here, I've typed “to” and Eudora has selected
Tonya properly.

Find: |davis

options: ] Whale ward [ Hateh case

Startin il 94executor 2.0 | » || wi[ CThoase

Ll sum el Search “Ewdoraf__ ) Searchlotm )

Figure 17 In the Mac versions of Eudora, you can also
use the Find window to find nicknames. Just open the
Address Book window, then the Find window, enter
your search term (any piece of information that might
be stored in the address book), and click Find.
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Figure 18 Eudora then selects the nickname whose
information matches your search term. Here, I've
searched for ““davis” to find the nickname for Nancy
Davis, my extremely nice editor at Peachpit Press.
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Working with the Address Book

The nickname “Nancy” already enists. Would you

like to use a different name, add the addresses
to the current nickname, or replace the current
nickname with the new addresses?

[ (pitferent Neme | [ AddTo i1t )| ((Reptaceit ] |

Figure 19 If you try to create a nickname with the
same name as an existing nickname, Eudora asks if you
want to create a nickname with a different name, add
the email address or addresses to the existing
nickname, or replace it.

Nickname conflicts

In Eudora Pro, different nicknames files
can contain different, but identically
named nicknames. When in doubt, Fudora
Pro uses the one that's highest in the nick-
name list. I recommend avoiding this situ-
ation entirely by never creating identically
named nicknames. Otherwise you risk
sending a message to the wrong person,
which can be tremendously embarrassing.

Modifying nicknames

Eventually you'll want to modify one or more
of your nicknames.

To modify a nickname ()

1. Open the Address Book window by choos-
ing Address Book ((Cmd}-L/(Citri}-L) from
the Special (Mac) or Tools (Windows)
menu. Make sure the Address Book win-
dow is expanded to display the nickname
editing fields. (See “Using the Address Book
window” in this chapter)

2. Select the nickname you wish to modify.

3. Make the desired changes, then choose
Save from the File menu.

To modify a nickname (Il)

1. First, open or select a message, then choose
Make Address Book Entry ((Cmd}-K/(Ctrl}-K)
from the Special menu to create a nick-
name based on the sender’s email address.
Or, in the Mac versions, select an email
address, hold down Shift, and then choose
Make Address Book Entry ((Cmd]-{Shift}-K).
Eudora displays the New Nickname (Mac)
or Make Address Book Entry (Windows)
dialog box with a suggested nickname.

2. Enter an existing nickname and click OK.
In Eudora Pro, choose the file containing
the existing nickname.

Eudora displays the Duplicate Nickname
dialog box (Figure 19).

3. Click Different Name to create a new
nickname, Add To It to add the address to
the existing nickname, or Replace It to
replace the old address with the new one.
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MANAGING YOUR RECIPIENT LIST

Chapter 9

Managing your
recipient list

You can modify a nickname’s inclusion on
your recipient list menus. I recommend that
you maintain your recipient list to ensure that
it stays short and useful.

To add a nickname
to the recipient list

1. Open the Address Book window by
choosing Address Book ([Cmd)-L/(Ctrl}-L)
from the Special (Mac) or Tools
(Windows) menu. Make sure the Address
Book window is expanded to display the
nickname editing fields.

2, Select the nickname you wish to add to
your recipient list.

3. Check the Recipient List checkbox
(Figure 20), then choose Save from the
File menu.

To delete a nickname
from the recipient list

1. Open the Address Book window by
choosing Address Book ((Cmd)-L/(Ctrl}-L)
from the Special (Mac) or Tools
(Windows) menu. Make sure the Address
Book window is expanded to display the
nickname editing fields.

2. Select the nickname you wish to delete
from your recipient list.

3. Uncheck the Recipient List checkbox,
then choose Save from the File menu.

v Tip

M The recipient list appears in the hierarchi-
cal Insert Recipient menu in the Edit
menu and the hierarchical New Message
To, Forward To, and Redirect To menus in
the Message menu.

Check the Recipient List checkbox to
place the nickname on your recipient fist.
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Figure 20 To add a nickname to your recipient list,
check the Recipient List checkbox in the Address Book
window.To remove it from the recipient list, uncheck
the Recipient List checkbox.

Recipient list hints

Et,’i‘ awkward to look at one of the hierar-
chical menus that contains the recipient list
to determine who's in it. Luckily, you can
see who's in the recipient list at a glance in
the Address Book window:

In the Mac versions of Eudora, nicknames
in the recipient list have bullets (*) next to
their names. The Windows versions show
nicknames in the recipient list in bold. If
you look at screenshots of the Address Book
window in this chapter, you can see which
nicknames I've put on my recipient list.
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Deleting nicknames

Don't keep nicknames for people with whom
you're unlikely to correspond again—it’s
worth deleting them to keep your address
book clean and up-to-date.

Tonys Engst <tonys@tidbits.com>

To delete nicknames

1. Open the Address Book window by

choosing Address Book ([Cmd)-L/(Ctri}-L)
from the Special (Mac) or Tools
(Windows) menu.

2, Select the nickname or nicknames you
wish to delete.

3. Click the Remove (Mac) or Del (Windows)
button (Figure 21). Choose Save from the

Figure 22 When you try to delete a nicknames file, :
Eudora asks to make sure you know what you're doing, File paeny,
since doing so also deletes all nicknames in the file. v TipS

B To delete a nicknames file and all the nick-
names it contains, select it and click the
Remove (Mac) or Del (Windows) button.
Eudora asks to make sure you know what
you're doing (Figure 22), then deletes the
entire file.

B In the Windows versions of Eudora, you
can also select one or more nicknames
and press the Forward Delete key to delete
them.

Figure 23 In the Windows versions of Eudora, you can

also right-click a nickname or a nicknames file and =
choose Delete from the pop-up menu to delete the

nickname or nicknames file.

In the Windows versions of Eudora, you
can also right-click an address book entry
and choose Delete from the pop-up menu
(Figure 23) to delete it.
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WORKING

WITH THE TOOLBAR

Eudora offers several different interfaces to
satisfy different ways of working. You can
choose menu items with the mouse, use key-
board shortcuts, or click buttons on toolbars
(I assume you know how to click a button on
a toolbar, so I don't provide steps for that).

I use keyboard shortcuts when possible, and
when they aren’t available, I turn to menus.
I'm not a toolbar fan because the graphics
often aren't clear and the buttons are usually
too small. :

I don't use Eudora’s toolbar that often. If you
find that it works well for you, great, but
remember that there's nothing on the toolbar
that's not available from menus as well. Also,
note that this chapter covers the main toolbar,
not the formatting toolbar available within
message windows in Eudora Pro. (Se¢ Chapter 3,
“Writing Messages” for additional information on the
formatting toolbar)

The various versions of Eudora offer different
toolbar functionality. The Windows version of
Eudora Light has a static toolbar, and the Mac
version of Eudora Light lacks a toolbar
entirely. Both versions of Eudora Pro feature
customizable toolbars, but the methods you
use to customize them differ.

So, if you're a toolbar fan, read on for the
neat things you can do with Eudora’s toolbar!
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TURNING THE TOOLBAR ON AND OFF

Chapter 10

Turning the
toolbar on and off

Eudora turns the toolbar on by default, but
you can turn it off and back on manually, too.

To turn the toolbar on

1. From the Special menu choose Settings
(Mac) or from the Tools menu choose
Options (Windows) to bring up the
Settings/Options dialog box.

2. Scroll down in the list of settings panels
and click either Toolbar (Mac) or Fonts &
Display (Windows) (Figure 1).

3. Check the Show toolbar checkbox and
click OK to turn the toolbar on.

To turn the toolbar off

1. From the Special menu choose Settings
(Mac) or from the Tools menu choose
Options (Windows) to bring up the
Settings/Options dialog box.

2. Scroll down in the list of settings panels
and click either Toolbar (Mac) (Figure 2)
or Fonts & Display (Windows).

3. Uncheck the Show toolbar checkbox and
click OK to turn the toolbar off.

v Tips

B In the Windows versions of Eudora, right-
click the toolbar or the status bar to bring
up a pop-up menu (Figure 3) that enables
you to show or hide the Mailboxes win-
dow, the toolbar, and the status bar.

B If neither the toolbar nor the status bar is
showing in the Windows versions of
Eudora, the only way to turn the toolbar
and status bar back on is through the
Fonts & Display settings panel in the
Options dialog box.

#®

Styled Text

v
ASC

Spell Checking

| Mailbox Columns 7

Figure | To turn the toolbar on, open the
Settings/Options dialog box, click Fonts & Display
(Windows) or Toolbar (Mac),and check the Show
toolbar checkbox.

Show toolbar
Orientation:

(® Horizontsl tealbar

Q Vertical toolbar
Buttan type:

@ Bigicons with names

© Bigiconsonly

Q) Small icons & names

Q) Small icons only

(O Names anly
[5] Map function keys to buttons
[ Show function key labels

Figure 2 To turn the toolbar off, open the
Settings/Options dialog box, click Toolbar (Mac) or
Fonts & Display (Windows), and uncheck the Show
toolbar checkbox.

Figure 3 Alternately,in the Windows versions, right
click the toolbar or status bar, then choose Toolbar to
turn the toolbar on or off.
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Working with the Toolbar

[ Show tool bar
Orientation:
(@) Horizontal toolber
Q) Vertical toolbar
Buttan type:
@ Big fcons with names
© Bigicons only
QO Small icons & nemes
© Small fcons only
O Names only

[ Map function keys to buttons
[X) Show function key labels

Figure 4 Select different settings in the Toolbar settings

panel to control how the Mac version of Eudora Pro
displays the toolbar.

Figure 5 Select different settings in the Fonts & Display
settings panel to control how the Windows versions of
Eudora display the toolbar.

Toolbar settings

You have a number of options for how the
toolbar displays, all available from the Toolbar
settings panel (Mac) (Figure 4) or the Fonts &
Display settings panel (Windows) (Figure 5)
of the Settings/Options dialog box.

Toolbar settings (Mac)

B The Orientation radio buttons determine
whether the toolbar displays horizontally
or vertically.

B The Button type radio buttons control
how the buttons display. Experiment with
different settings to see which you pre-
fer—the specifics will depend on your
monitor size, eyesight, hand-eye coordi-
nation, and working habits.

B The “Map function keys to buttons”
checkbox controls whether you can press
one of the function keys at the top of
the keyboard instead of clicking a toolbar
button.

B The “Show function key labels” checkbox
controls whether function key labels
appear with their associated buttons.

Toolbar settings (Windows)

B The Show toolbar tips checkbox controls
whether Eudora displays a small help note
when you move the cursor over a toolbar
button.

B The Show status bar checkbox controls
whether Eudora displays a status bar at the
bottom of the screen that contains more
information than the toolbar tips about
the toolbar buttons.
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DEFAULT TOOLBAR FUNCTIONS

Chapter 10

Default toolbar functions

Although the button names in the Mac ver-
sion of Eudora Pro (Figure 6) and toolbar
tips in the Windows versions of Eudora
(Figure 7) explain what each button does,
here’s a quick overview of the default func-
tions of the toolbar buttons.

Attaches Checks  Opens
Opens  Opens  Checks Creates Replies a file the the
Deletes a the Out the In fornew anew toa Forwards Redirects toa spelling of Address Prints a
message mailbox mailbox  mail message message a message a message message a message Book  message

ETe =

Delete | out ST
54 7 =z

Figure 6 Here are the default buttons on the toolbar in the Mac version of Eudora Pro. Note that Reply and Redirect
are disabled because | had a new outgoing message window open when | took this screenshot. Toolbar buttons are
active only if they make sense for the current situation.

Opens Creates Replies to all  Redirects Displays Attaches Shows context
the Out anew  addressesin @ message the next afiletoa  sensitive help for the
mailbox message a message message message next item you click
Opens Displays Checks the
Deletes a the In Checks for | Replies to | Forwards the previous spelling of | Opensthe  Prints a
message mailbox|  new mail a message | amessage | message a message | Address Book message

Figure 7 Here are the default toolbar buttons in the Windows versions of Eudora, Note that Check Spelling is disabled
because | had a mailbox window open when | took this screenshot. Toolbar buttons are active only if they make sense
for the current situation.




Working with the Toolbar

EUDORA PRO ONLY!
MACINTOSH ONLY!

A blank button

i B el e ——

52

Figure 8 To add a blank button to the toolbar, hold
down Command and click between two existing
buttons on the toolbar.

[E==== Toolbar Button Creation ==

Please choose any menu item or
press any key combination.

(Remove Button) (cancet ]

Figure ? Eudora presents the Toolbar Button Creation
dialog box. Choose a menu item or press a keyboard
shortcut to assign that function to the button. If you
made a mistake, click Remove Button.

T}llenewburton

rect 1' AttachDocurent.. | From Fiiends | Check Spelling Mdp‘m
e 2] &t e

Figure 10 Here, I've chosen my From Friends mailbox
from the Mailbox menu. Clicking the From Friends
button on the toolbar will now open the From Friends
mailbox.

Adding a button
to the toolbar

In Eudora Pro, you can customize the toolbar
by adding buttons for functions that aren't
represented on the toolbar by default.

To add a button
to the toolbar (Mac)

1. Hold down Command and click between
any two buttons on the toolbar to insert a
blank button at that point (Figure 8).

Eudora displays the Toolbar Button
Creation dialog box (Figure 9), which
asks you to choose a menu item or press
a keyboard shortcut. To back out, click
Remove Button.

2. Choose any menu item or press a key-
board shortcut.

Eudora assigns that function to the
button, names it, and gives it an icon

(Figure 10).
v Tips

B When you're holding down Command
and have the cursor positioned between
two buttons on the toolbar, the cursor
changes to a line with two arrows point-
ing out on either side to indicate you can
click to insert a blank button.

B To add a button that opens a specific
mailbox, you can either create a button
normally, choosing the mailbox from
the Mailbox menu, or you can drag the
mailbox from the Mailboxes window to
the toolbar.
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ADDING A BUTTON TO THE TOOLBAR (WINDOWS)

Chapter 10

Adding a button
to the toolbar

In Eudora Pro, you can customize the toolbar
by adding buttons for functions that aren't
represented on the toolbar by default.

To add a button to the toolbar

1. Right-click the toolbar to bring up a pop-
up menu (Figure 11), and choose
Customize.

Eudora displays the Customize Toolbar
dialog box (Figure 12).

2, Select a category in the Categories list
(they mostly parallel the menu items),
then select a button in the Buttons area to
view a description in the Description area.

3. Drag a button from the Buttons area to the
desired spot on the toolbar (Figure 13).

4. If Eudora needs additional information
(such as which mailbox to open, or to
which recipient to redirect a message), it
displays an explanatory dialog box
(Figure 14), then a menu from which
you choose the desired item (Figure 15).

v Tip

B Double-clicking a button in the Buttons
area executes that function. This even
works with the Exit button, which
promptly quits the program, much to my
amusement.

Figure |1 To add a button to the toolbar, right-click
the toolbar to bring up a pop-up menu, then choose
Customize.

EUDORA PRO ONLY!
WINDOWS ONLY!

Figure 12 Eudora Pro displays the Customize Toolbar
dialog box. Select a category in the Categories list and
click a button in the Buttons area to see a description
of it in the Description area.Then, drag the button to
the desired location on the toolbar to add it.

The new button

Figure 13 The new button (in this case one that
creates a new message addressed to Tonya) appears in
the toolbar where you dropped it.

Figure 14 If necessary, Eudora Pro prompts you to
choose an item from a menu that it displays after this
dialog box.

Figure 15 Choose the desired item from the menu
that Eudora Pro displays if a button needs
customization.
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Working with the Toolbar

EUDORA PRO ONLY! Button ideas

Don't be constrained by the obvious com-
mands that appear on most toolbars, like
Save, Print, and Quit. There are many items
that you could add to your Eudora Pro
toolbar that you might not have considered
initially. Anything that you do regularly is a
candidate for a toolbar button.

Button ideas

B Make a button that creates a new message
addressed to your most frequent corre-
spondent. You could do the same thing for
Forward and Redirect.

B Make a button that creates a new message
using your most common pieces of sta-
tionery. Consider also a button that replies
with stationery. - :

B Make a button that transfers messages to a
specific mailbox, especially if the mailbox
is several levels down in the Transfer
menu.

B For easy categorization, make a button
that changes the labels of messages.

B Make buttons for the formatting com-
mands you use, so you don'’t have to
display the formatting toolbar in every
outgoing message window.
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MOVING TOOLBAR BUTTONS

Chapter 10

Moving toolbar buttons

If you use the toolbar, you should customize
it exactly the way you want it, which includes
moving buttons around.

To move a button (Mac)

1. Hold down Command and drag a button
either between any two other buttons or
to either end of the toolbar (Figure 16).
When you Command-drag the button
between two other buttons, the cursor
changes to a line with two arrows point-
ing out on either side to indicate that it’s
okay to drop the button in that location.

To move a button (Windows—1)

1. Hold down Alt and drag a button in the
toolbar to the desired location.

To move a button (Windows—II)

1. Right-click the toolbar to bring up a pop-
up menu, and choose Customize.

Eudora displays the Customize Toolbar
dialog box.

2. Click a button in the toolbar and drag it to
the desired location.

EUDORA PRO ONLY!

Figure 16 To move a toolbar button in the Mac
version of Eudora Pro, hold down Command and drag
the button to the new location. In the Windows version
of Eudora Pro, hold down Alt and drag the button to
the new location.

152



Working with the Toolbar

EUDORA PRO ONLY!

E===5a Toolbar Button Creation B2

Please choose any menu item or
press any key combination.

(Remaue Button)

{ Cancet )

Figure 17 To delete a button from the toolbar in the
Mac version of Eudora Pro, hold down Command, click
the desired button, and then, in the Toolbar Button
Creation dialog box, click Remove Button.

Deleting toolbar buttons

You'll undoubtedly find some of the default
toolbar buttons superfluous, and you may
want to remove some of those you create as
projects finish or life changes.

To delete a button (Mac—1I)

1. Hold down Command and drag a button
to the Trash in the Finder.

To delete a button (Mac—II)

1. Hold down Command and dlick a button
on the toolbar.

Eudora displays the Toolbar Button
Creation dialog box (Figure 17).
2. Click Remove Button.

To delete a button (Windows—1)

1. Hold down Alt and drag a button off the
toolbar.

To delete a button (Windows—II)

1. Right-click the toolbar to bring up a
pop-up menu, and choose Customize.

Eudora displays the Customize Toolbar
dialog box.
2. Drag a button off the toolbar.

v Tip

B In the Mac version, make sure the Trash
in the Finder isn't obscured by a win-
dow before you start dragging a button
to the Trash.
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CHANGING BUTTON FUNCTIONS (MAC)

Chapter 10

Changing button functions

What if you just want to change the function
of a button on the toolbar? You can, of
course, just remove one button and replace it
with another, but the Mac version of Eudora
Pro provides an easier method.

To change a button function

1. Hold down Command and click a button
on the toolbar (Figure 18).
Eudora displays the Toolbar Button Creation
dialog box (Figure 19), which asks you
to choose a menu item or press a keyboard
shortcut. (To back out, click Cancel.)

2. Choose any menu item or press a key-
board shortcut.
Eudora assigns that function to the but-
ton, along with a new name and icon,
replacing the previous icon, name, and
function (Figure 20).

EUDORA PRO ONLY!
MACINTOSH ONLY!

AtbachiDoourrent.. | Cheok Spelling | Address
0 JZid 27

Figure 18 To change the function of a button, hold
down Command and click the button.

== Toolbar Button Creation B

Please choose any menu item or
press any key combination.

(Remove Button)

(cancel )

Figure 19 Eudora presents the Toolbar Button
Creation dialog box. Choose a menu item or press a
keyboard shortcut to assign that function to the button.

?. @ = 5§" I
From Tonya hﬂmhl)ocu'mm Check Spellng Address

Hiva lal) m IR

Figure 20 Eudora then changes the button's function
and name (and icon, if necessary) to reflect your
change. Here, I've changed the button that opens the
From Friends mailbox to one that opens the From
Tonya mailbox.
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USING

DIRECTORY SERVICES

What are Ph and Finger?

You can best think of Ph (pronounced as
two separate letters) as an electronic
version of an organization-specific tele-
phone book. Ph servers contain contact
information about only the people who
work at a particular business, university,
or institution.

Finger works like Ph but uses even older
technology. Finger servers also tend not to
be as comprehensive as Ph servers.

You 'u'se bot'h Ph and Fmge.r to look up
addr&sééé or office numbers) about peo-
ple, just as you might use a telephone

book specific to that person’s organization.

A problem with email is that it can be diffi-
cult to find someone’s email address if you
only know that person's name.

Eudora supports two older methods of look-
ing up information about people. Called Ph
and Finger, these Internet services are handy,
but by no means universal. In this chapter, I
show you how to use both Ph and Finger
from within Eudora.

Let me state up front that there is no central-
ized Internet directory. You cannot reliably
look up someone’s email address if you know
only that person’s name. Some Web sites
attempt to provide such functionality, but
even they are extremely limited.

In addition, you must keep in mind that nei-
ther Ph nor Finger will do you any good
unless the person you're looking for is at an
organization that runs a Ph or Finger server.
There is no way of knowing if that's true for
any given person. Academic institutions are
more likely to run Ph servers than commer-
cial Internet service providers, and smaller
(and older) Internet service providers are
more likely to run Finger services than large
or new Internet service providers.

Eudora provides a number of neat features if
you do want to use Ph or Finger—let’s see
what you can do.

11
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SETTING UP PH AND FINGER

Chapter 11

Setting up Ph and Finger

The tricky part of starting, particularly with
Ph, is that you can'’t find any Ph servers unless
you already know a Ph server to ask.You
don't have to set up a Finger server, but since
you're likely to query the same Finger server
most of the time (probably the one your
Internet service provider runs, if it runs one),
entering a Finger server makes queries easier.

To define Ph and Finger servers

1. From the Special menu (Mac) or Tools
menu (Windows), choose Settings (Mac)
or Options (Windows).

Eudora opens the Settings/Options
dialog box.

2. Click Hosts in the left-hand column to
display the Hosts settings panel

(Figure 1).
3. In the Ph field, enter ns.uiuc.edu

4, In the Finger field, enter halcyon.com
5. Click the OK button to save your changes.

v Tips

B If you leave the Finger field blank, Eudora
uses your SMTP server as your Finger
server, which might or might not work.

B If you leave the Ph field blank, the Mac
versions of Eudora default to the Ph server
at ns.uiuc.edu.

3 Getting Started E
=

POP eccount:
[sce @adelie tidbits com

|
T Checking Mail SMTP:  [sdelie.tidbits.com |
& Sending Mail Ph: [t ue.edu ]
ﬁ Attachments Finger lrl:wn com |

[CJ ONS load balancing

[ Overlap POP3 commands for better performance
[ “Live™ Phqueries

[ use mail-exchange records (SHTP Servers Only)

B Fonts & Display E
B ostevispy ||

Figure | To set up your default Ph and Finger servers,
choose Settings (Mac) or Options (Windows) from the
Special menu (Mac) or Tools menu (Windows), click
Hosts in the left-hand column, then enter the names of
your Ph and Finger servers in the appropriate fields.

 Entering your own servers
In this book, I use the University of
Tllinos at Urbana-Champaign’s Ph server
and my Internet service provider’s
(Northwest Nexus) Finger server because I
need something here to explain Ph and
Flhger '

ngever, unless you regularly want to
ook up people who study or work at

UIUC or people who get their Internet
connections from Northwest Nexus, I
recommend you change these settings.

It’s best to set your Ph server to an organi-
ziFon where you're likely to want to look
A people.

It’s generally best to set your Finger server
to|be the machine you're most likely to
use for fingering people. For me, that's
Northwest Nexus. Try entering the domain
part of your email address (like halcyon.com)
and if that fails, ask your Internet service
pro\nde.r if they run a Finger server or
L':n;ow of a good one to use.
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Using Directory Services
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Figure 2 To select a Ph server other than your default
Ph server, choose Directory Services from the Special
menu (Mac) or Tools menu (Windows), then click the
globe button (Mac) or Server button (Windows).After
Eudora retrieves the list of Ph servers and displays it in
the lower pane, double-click the desired Ph URL to use
that server.

Note that the server became
gi.cornell.edu, after | clicked the
Ph URL for that server in Figure 2.

Figure 3 After you double-click a Ph server URL,
Eudora switches to using that new server.

Figure 4 The Windows versions of Eudora track all
the Ph servers you've used.To select a previously used
Ph server, choose it from the Server pop-up menu.

Selecting another

Ph server

As large as the University of Illinois is, I don't
expect you will want to look up only people
there. You can easily use other Ph servers.

To select another Ph server

1,

From the Special menu (Mac) or Tools
menu (Windows), choose Directory
Services ((Cmd)-Y/(Ctri}-Y).

Eudora opens the Directory Services
window.

In the Mac versions of Eudora, click the
globe button, and in the Windows ver-
sions of Eudora, click the Server button.
Eudora asks the UIUC Ph server for the list
of all the Ph servers that it knows about,
and displays them in the bottom pane
(Figure 2).

Note that a Ph URL appears next to each
organization name—Ilike other URLs, it's
blue and underlined.

Scroll through the list, and when you see
a Ph server you want to query, double-
click its URL.

Eudora changes the server field to the new
Ph server (Figure 3).

You can now search the new Ph server for
people at that organization. (See “Searching a
Ph server” on the next page)

v Tips

The Windows versions of Eudora keep
track of all the Ph servers you've visited in
the Server pop-up menu (Figure 4).
Choose any server from that menu for
quick access.

In the Mac versions of Fudora, you can
switch back to your main Ph server and
search for other servers by holding down
Option and clicking the globe button.
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SEARCHING A PH SERVER

Chapter 11

Searching a Ph server

Once you've selected the appropriate Ph
server, the next task is to perform a search in
that server.

To search a Ph server

1. Open the Directory Services window
by choosing Directory Services
((Cmd)-Y/(Ctrl}-Y) from the Special menu
(Mac) or Tools menu (Windows).

2. In the Enter query field (Mac) or
Command field (Windows), type the
name of the person you want to find and
click the Ph button.

Eudora queries the current Ph server and
returns the listings for people who match
your search request (Figure 5).

v Tips

B In the Mac versions of Fudora, select a
word or two, then hold down Shift and
choose Directory Services ((Cmd}-Y) from
the Special menu to insert the selected text
in the Enter query field.

B In the Mac versions of Eudora, if you
check the “Live” Ph queries checkbox in
the Hosts settings panel (Figure 6),
Eudora makes Ph queries automatically if
you type something in the Enter query
field and pause. It also looks up inserted
text (from the previous tip) immediately.

® In the Windows versions of Eudora, check
the Keep on top checkbox to keep the
Directory Services window on top of any
other Eudora windows.

B Try not to search for common first names
because you'll get way too many people
in the results listing.

B I generally search on last name, although
if I'm positive of my spelling, I'll search
on first and last name.

name: Oliver Habicht
|| =end_email _to: ohiOfcornell.edu
nickname: Oliver

I meb_page: http://wes. cit,cornell.edu:B0/ssr ah1
|| cempus_sddress: 220 CEC; Garden Avenue; Tthacs, WY uu!a

campus_phone: (607) 255-8985

home_sddress: 76 Turkey Mill Rosd; Ithacs, WY 14850
home_phens: (607) 272-8038
€ax: (607) 255-9228

Flgure 5 To search for someone using Ph, open the
Directory Services window by choosing Directory
Services from the Tools menu (Windows) or Special
menu (Mac).Then enter the name of the person you
want to find (in this case, my friend Oliver) and click
the Ph button.

Getting Started |
POP account:
ace@adelie.tidbits com

(&3 Personal info

SMTP:  [sdelie tighits com

Ph: [ns.uive.edu
Finger: |halcyon.com

[J ONS toad balancing
[J Overlap POP3 commands for better performance
[ “Live™ Phqueries
] Use mail-exchange records (SMTP Servers Only)

=

Figure 6 Note that I've checked the “Live” Ph queries
checkbox so Ph queries happen automatically without
me having to click the Ph button. Instead, | just pause
after typing the search terms.
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vices Cosrdinstor
staff

Figure 7 In Eudora Pro, to send email from the results
of a Ph search, select some text in one or more of the
results, then click the To, Cc, or Bcc button.

Special
Filler Messages
Make Address Book Entry... &

Find »
Sort »

Filters

Mailbones

Address Book 8L
Directory Services xY

settings...
Plug-in Settings b
Communications...

Signatures b

Change Password...
Forget Password
Empty Trash

Figure 8 To make a nickname from the results of a Ph
search, select some text in one or more of the results,
as | did in Figure 7, then choose Make Address Book
Entry from the Special menu.

Ee=———==— New Nickname —l

What do you wish to call it?

In File: Eudora Nicknames v]

[J Put it on the recipient list

Figure 9 Eudora then prompts you for the name of
the nickname. Change the default nickname if you wish,
choose a file if you're using Eudora Pro, then click the
OK button to create the nickname. If desired, check the
“Put it on the recipient list” checkbox.

Using the results of
a Ph search

Ph results usually fall into what my high
school math teacher called the “look, see”
method. You look at the results, and you see
what you need. However, Eudora adds several
useful features.

To send email from a Ph
search (Eudora Pro only)

1. Do a Ph search, then select some text in
one or more of the results (Figure 7).

2. Click the To (or press Return/Enter), Cc,
or Bec button to create a new outgoing
message addressed to the person or peo-
ple whose entries you selected.

To make a
nickname from a Ph search

1. Do a Ph search, and select some text in
one or more of the results.

2. Choose Make Address Book Entry
((Cmd)-K/(Ctr1)-K) from the Special menu
(Figure 8).

Eudora displays the New Nickname dialog
box (Mac) or Make Address Book Entry
dialog box (Windows) (Figure 9).

3. Enter a nickname for the person or peo-
ple, select a file if you're using Eudora
Pro, and check the “Put it on the recipient
list” checkbox if you want the nickname
on your recipient list. Click the OK button
when you're done. (See Chapter 9, “Working
with the Address Book™)

v Tip

B If you have an outgoing message window
active, clicking the To, Cc, or Bce button
adds that person to the appropriate header
line rather than creating a new message
addressed to that person.
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SEARCHING A FINGER SERVER

Chapter 11

Searching a Finger server

Searching a Finger server is different than
searching a Ph server.

To search your
default Finger server

1. Open the Directory Services window by
choosing Directory Services
((Cmd}-Y/(Ctrl}-Y) from the Special menu

(Mac) or Tools menu (Windows).

2. In the Enter query field (Mac) or
Command field (Windows), type the
name or username (the part of an email
address before the @) of the person you

want to find, then click the Finger button.

Eudora queries your default Finger server
and returns the listings for people who
match your search request (Figure 10).

To search another Finger server

1. Open the Directory Services window by
choosing Directory Services

((Cmd)-Y/(Ctrl)-Y) from the Special menu

(Mac) or Tools menu (Windows).

2. In the Enter query field (Mac) or
Command field (Windows), type the
name or email username of the person
you want to find, followed by an @ char-
acter and the domain name of the Finger
server you want to query, and then click
the Finger button.

Eudora queries the specified Finger server
and returns the listings for people who
match your search request (Figure 11).

v Tip

B Although both are always visible, Eudora
makes either the Ph or the Finger button
the default (pressing Return/Enter is the
same as clicking a default button) based
on the last type of search you performed.

L guery (server |8 holcyon.comd:

L

it
To31n rome. Uidbils Tn real 1172 Raom €. Engat
Direttory. M/tidits il Minfcsh
Saver (ogged
o Flon

In real Lite: Asos Glass
Shall) /binfesh

i
i

Login nose: zof in real Tifa: J Ados Szafren
Direstory: Jo/fzaf Shall: /bin/esh

I

Figure 10 To search for someone using your default
Finger server, open the Directory Services window by
choosing Directory Services from the Special menu
(Mac) orTools menu (Windows).Then enter the name of
the person you want to find (in this case, me, at another
of my email accounts) and click the Finger button.

Geoff Duncan
<geoffquibblo. com>

Figure |1 To search for someone using another Finger
server, open the Directory Services window by choosing
Directory Services from the Tools menu (Windows) or
Special menu (Mac). Then enter the name of the person
you want to find (in this case, my friend Geoff), followed
by an @ character and the domain name of the Finger
server,and then click the Finger button.

| Finding Finger servers

Unfortunately, there is no directory of

Finger servers, as there is with Ph. The

only way to figure out if an organization

or Internet service provider runs a Finger
Server is to try to use it or to ask.
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Online directories
on the Web

Ph and Finger are relatively elderly Internet
technologies, and in fact, a number of Web
sites have sprung up that help you find peo-
ple’s email addresses. They're by no means
perfect either, but if you have Web access,
they're worth trying. There may be other
online Web directories as well, but these are
the main ones that I've used.

Online Web directories

3 Integrating Web m Bigfoot
directories with Eudora http: //www.bigfoot.com/
Unfortunately, there’s no guaranteed B Fourl 1Directory Services

method of communication between the
online Web directories and Eudora other
than copy and paste. B InfoSpace

http: //www.four11.com/

Ho T solnie verdlons of the main http: //www.infospace.com/

Web browsers (mainly Microsoft Internet B Internet Address Finder
Explorer), clicking a mailto link (a link

http: //www.iaf net/
that’s an email address—the Web directo-

ries often display these) can automatically B WhoWhere?
create a new outgoing message in Eudora http: // www.whowhere.com/
and address it.

The Windows versions of Eudora have a
checkbox called “Intercept Netscape
mailto URLs"” in the Miscellaneous settings
panel. When that's checked, clicking a
mailto link in Netscape Navigator or
Netscape Communicator creates a new
message in Eudora rather than in Netscape
Mail or Netscape Messenger (the built-in
email programs in different versions of
Netscape).

To set the Mac versions of Eudora to inter-
cept Netscape mailto URLS, read and fol-
low the instructions on the Eudora as
Netscape's Mailto Helper Web page at
http: // www.amherst.edu/ ~atstarr/ eudora/

eudorawithnetscape. html.

161

83\ 3HL NO STRIOLITNIA INITNQ



WORKING WITH

SETTINGS/OPTIONS

Getting more help

If you're confused about a setting in
Eudora’s Settings/Options dialog box,
Budora itself can often provide additional
information.

In the Mac versions of Eudora, choose
Show Balloons from the Guide menu
(which looks like a question mark), then
point at the setting in question to display a
help balloon.

In the Windows versions of Eudora, click
the question mark button in the dialog
box’s title bar, then click the setting in
question to display context-sensitive help.

[ 1] Important settings

Eudora has far tco many settings for me
to document them all, and frankly, some
of them aren't at all interesting. Look for
the above exclamation point graphic next
to especially interesting or important
settings—the exclamation point will
repeat next to the explanatory text for
those settings.

By now I'm sure you have the sense that
Eudora is a deep program. Recognizing that
everyone works differently, Eudora’s designers
have provided multiple ways for you to use
almost every part of the program.

Nowhere is this more evident than in Fudora’s
Settings (Mac) or Options (Windows) dialog
box, where you control many of Fudora’s set-
tings. In fact, Eudora provides so much flexi-
bility that the Settings/Options dialog box can
seem overwhelming, Don't worry though,
because apart from the few settings we modi-
fied back in Chapter 1, “Eudora Basics,” the
defaults are fine for most situations.

This chapter differs from most of the others
in this book. Those chapters teach you how to
perform specific tasks, but there aren't many
tasks to perform in the Settings/Options dia-
log box. Instead, on each page, I discuss a
specific settings panel, calling out interesting
or especially useful settings.

Some of Eudora’s settings panels are rather
technical and esoteric, and others aren't
standard (particularly in the Mac versions,

to which you can add settings panels by
dropping special files in your Fudora Folder).
I won't cover those, but rest assured that I
will cover the most important and useful
settings panels.
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GETTING STARTED SETTINGS PANEL

Chapter 12

Getting Started

The Getting Started settings panel (Figure 1
and Figure 2) is the first and most important
settings panel in Eudora. In it, you provide
the bare minimum information Eudora needs
to send and receive messages.

Settings

O The Real name field holds your real name.
If you want to be cute, of course, you can
enter anything you like here. I always rec-
ommend that people use their names.

B The POP account field holds your POP
account, which looks like an email
address. In fact, it is your email username,
followed by an @ character, and the name
of your POP server. Note that your POP
account may not be the same as your
return address.

You get your POP account from your
Internet service provider or network
administrator—don't bother guessing.

The Return address field holds your email
address. If your return address is the same
as your POP account, you may leave the
Return address field blank.

H The Connection method options control
how Eudora connects to send and receive
email. In almost all cases, TCP/IP (Mac) or
Winsock (Windows) is the correct choice.
Eudora has the capability to dial 2 modem
itself if you select Communications
Toolbox (Mac) or Shell account access
(Windows), but few people use those
options any more.

B Check the Offline (no connections)
checkbox if you aren't connected to the
Internet temporarily (because you're
using a laptop on the road, say) and want
to prevent Eudora from checking for mes-
sages automatically.

[ Res! name:

[AdamC. Engat |
B9 Prrsonat Il POP sccount:
& tosts [ce ®adelie tidits com ]
(Your POP Account is your POP username
B Creoking st followed by an @' followed by your POP
server name. This may or may not be the
5 b 3ame 83 your returneddress.)
B8 Attactrents JH Return sddress (if different from POP sccount):
Fonts & Display sce#tidbits com
Connection mathed:
I oate sy H@®crie
=% Tookar O Communications Toalbox

D ofnine {no connections)
e

Figure | Use the Getting Started settings panel in the
Mac versions of Eudora to enter the basic information
necessary to use Eudora.

Figure 2 Use the Getting Started settings panel in the
Windows versions of Eudora to enter the basic
information necessary to use Eudora.
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[ POP sccaunt

| oce @adelie.tidbits com |
| |l Real name:
Im. Engat |
[l Return sddress (if different from POP sccount):
ace#tidbits.com

Dislup username

Figure 3 Use the Personal Information settings panel
in the Mac versions of Eudora to enter information

about yourself. Much of the information is shared with
other settings panels.

ace@adelie tdbits.com i1

Gefting Stanted

T

Y O
=
- £ :
CheckingMai "+
h,
PR e SRR
. q Iy
SendingMell 4, ] e AT ‘
b i
5 &
E
Replying % )
o~ i} f

Figure 4 Use the Personal Info settings panel in the
Windows versions of Eudora to enter information
about yourself. Much of the information is shared with
other settings panels.

Personal Information

The Personal Information settings panel
(Figure 3 and Figure 4) picks up most of its
information from the Getting Started settings
panel. Eudora’s settings panels often share
information because users often aren't sure
where to look for any specific setting and it
may logically fit in multiple settings panels.

Settings

H The POP account, Real name, and Return
address fields match the fields in the
Getting Started settings panel covered on
the previous page. Information entered in
the Getting Started settings panel is shared
by the Personal Information settings panel,
and vice versa. So, if you want to change
these settings, you can do it here, in the
Getting Started Settings panel, or in any
settings panel that shares the same fields.

B The Dialup username field can be left
blank unless you use the Communications
Toolbox (Mac) or Shell account access
(Windows) and have Eudora connect to
the Internet directly via a modem. Most
people should ignore the Dialup user-
name field.
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HOSTS SETTINGS PANEL

Chapter 12

Hosts

The Hosts settings panel (Figure 5 and
Figure 6) holds the names of various Internet
servers that Eudora talks to for different
reasons. Eudora picks up some Hosts panel
settings from either the Getting Started or
Personal Information settings panel.

Settings

@ The POP account field holds your POP
account (shared by the Getting Started,
Personal Information, and Checking Mail
settings panels).

@ The SMTP server field holds the name of
the server to which Eudora sends outgo-
ing messages. If you leave it blank, Eudora
sends messages to the machine that runs
the POP server. Since many computers that
run POP servers also run SMTP servers,
this technique works much of the time.
You must ask your Internet service
provider or network administrator if you
should fill in the SMTP server field, and if
so, what to enter there.

B The Ph and Finger fields hold the names
of your default Ph and Finger servers.
(See Chapter 11, “Using Directory Services”)

B The Mac versions of Eudora offer several
additional checkboxes, none of which
offer necessary functionality.

i [ POP eccount
B0 Parcont nfer ace@adelie Aidbits com |
7} 1
=) van || [EISHTR: | ]
5 Hall Ph: |m,uh:.sdu |
ﬁ Attachments Finger: | halcyon.com ]
B Fonts & Display ] ONS load balancing

[C] Overlap POP3 commands for better performance
[ “Live™ Phqueries
[ Use mail-exchenge records (SMTP Servers Only)

B pate Dispiay
=X Tookar

il o« _J

Figure 5 Use the Hosts settings panel in the Mac
versions of Eudora to enter the names of the various
Internet servers Eudora talks to.

Gatting Started

Personalinfo

Checking Mail
g

@

Sending Mail

=

Replying

Figure 6 Use the Hosts settings panel in the Windows
versions of Eudora to enter the names of the various
Internet servers Eudora talks to.

166



Working with Settings/Options

[ Oetting Started
POP sccount:
Personal u
NS o] sce @adelie Hdbits com |
4 R Check for mail every [120__| minutes
[ bon’t check when using battery
& sendiogtant (R Skip messages over K
B8 Attachments HOeeveonserveror [ | ooy
B Fonts & Dispiag [ [ I Send on check
IR Seve password
U Date Disploy [ Delete from server when emptied from trash
=t Teokar [J Overlap POP3 commands for better performance
Authentication: (@ Pesswords (O Kerberos (O APOP

=

Figure 7 Use the Checking Mail settings panel in the
Mac versions of Eudora to customize how Eudora
checks for mail.

Sending Mail

&

Roplying

Figure 8 Use the Checking Mail settings panel in the
Windows versions of Eudora to customize how Eudora
checks for mail.

Checking Mail

The Checking Mail settings panel (Figure 7
and Figure 8) provides numerous options
that let you customize how Eudora checks
mail. (See Chapter 4, “Sending and Receiving Messages”)

Settings

B The POP account field holds your POP
account (shared by the Getting Started,
Personal Information, and Hosts settings
panels).

H The “Check for mail every X minutes”
section controls if and how often Eudora
automatically checks for mail.

b The “Skip messages over X K" checkbox
and field control whether Eudora down-
loads messages over a specified size.

B The Leave mail on server sections and the
“Delete from server when emptied from
Trash” checkbox offer options for storing
messages on the server and deleting them
after a specified number of days.

H The “Send on check” checkbox controls
whether Eudora sends outgoing messages
when you check for new incoming mes-
sages. I recommend you check it.

The Save password checkbox controls
whether Eudora remembers your pass-
word or asks for it every time you check
for new incoming messages. I recommend
you check it.

B The Authentication radio buttons control
how Eudora proves to your POP server
that you are who you say you are. Leave
Passwords selected unless your Internet
service provider or network administrator
tells you to select a different radio button.
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SENDING MAIL SETTINGS PANEL

Chapter 12

Sending Mail

The Sending Mail settings panel (Figure 9
and Figure 10) enables you to customize

how Eudora sends messages. (See Chapter 4,
“Sending and Receiving Messages”)

Settings

H The Return address and SMTP server fields
match the fields with the same names in
the Getting Started, Personal Information,
and Hosts settings panels.

B The Immediate send checkbox controls
whether Eudora sends messages
immediately or queues them. I strongly
recommend you uncheck this checkbox
so Eudora queues messages.

O The “Send on check” checkbox is dupli-
cated from the Checking Mail settings
panel. Leave it checked.

H In the Mac versions, the Fix curly quotes
checkbox tells Eudora to translate charac-
ters like curly quotes into more common
characters like straight quotes for accurate
transmission. Leave it checked.

W In Eudora Pro, all new messages can use a
specific piece of stationery:.

B In the Mac version of Eudora Pro, check
the Expand nicknames immediately
checkbox to replace nicknames with their
associated email addresses.

The Windows version puts this checkbox
in the Miscellaneous settings panel.

H The message content checkboxes and
menus: Word wrap, May use quoted-
printable, Tabs in body of message
(Windows), Keep copies of outgoing
mail, and Signature set defaults for the
outgoing message toolbar menus and
buttons. I recommend using the defaults.
(See Chapter 3, “Writing Messages”™)

BE— =

& Getting Started [&] | Il Return sddress (if different from POP sccount):

= ace@tidbits.com
Personal infor :jf‘ Domatn to 864 o urqualified names:
iyl

| | ERsHTR Server: i

O immediste send [ [X] Send on check
£ ng Fix curly quotes
] n@ Expand nicknames i mmediately
B rents 8 oisplay || [ Autometically Fec to original mailbox
= S Statiorery; [Me ]
Options when not using stationery:
Signature: Standard

| TR May use Quoted-Printatle [ [ word wrap
A Keep copies of autgaing mail ~
E (
ok ]

Figure 9 Use the Sending Mail settings panel in the
Mac versions of Eudora to customize how Eudora
sends messages.

N

Getting Started

g=

Personal Info

L

Hosts

Checking Mail

Figure 10 Use the Sending Mail settings panel in the
Windows versions of Eudora to customize how Eudora
sends messages.
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e e teflings e e

B> Oetting Started [
Encoding method:
@ Appleoutle

O AppleSingle

(O BinHex

O Uuencode data fark
A Always include Mecintash infor mation
il [ Receive MIME digests as attachments

[ Attschment Folder:

( Downloads B |

Trash attschments with messages

B Fonts & Display
B oate bisplay
:ﬁ Toolar

TEXT files belong to: | & Wisut® Writer

Figure || Use the Attachments settings panel in the
Mac versions of Eudora to set Eudora's default encoding
format for outgoing attachments and location for
incoming attachments.

e

Sending Meil
4
&7

Replying

Figure 12 Use the Attachments settings panel in the
Windows versions of Eudora to set Eudora’s default
encoding format for outgoing attachments and location
for incoming attachments. The Attachment directory
button is blank because Eudora uses the Attach folder
by default.

Working with Settings/Options

Attachments

The Attachments settings panel (Figure 11
and Figure 12) lets you set Eudora’s default
encoding format for outgoing attachments
and where incoming attachments should be
stored. (See Chapter 3, “Writing Messages”)

Settings

H The Encoding method radio buttons set
the default encoding format for outgoing
attachments. In general, leave the Mac ver-
sions of Eudora set to AppleDouble and
leave the Windows versions set to MIME.

B In the Mac versions, the “Always include
Macintosh information" makes Eudora
send file type and creator information
with the attachment. Leave it checked.

B In the Mac version of Eudora Pro, the
“Receive MIME digests as attachments”
checkbox makes Eudora treat a MIME
digest (from a mailing list) as an attach-
ment that you can open to get a mailbox
of all messages in the digest.

H The Attachment Folder/directory button
enables you to select an alternate location
for received attachments. It defaults to the
Attachments (Mac) or Attach (Windows)
folder in your Eudora Folder.

B In the Mac versions, the “Trash attach-
ments with messages” checkbox makes
Eudora move attachment files to the
Finder’s Trash when you move a message
to the Trash mailbox.

In the Windows versions, the “Delete
attachments when emptying Trash”
checkbox deletes attachment files when
you empty the Trash mailbox.

B In the Mac versions, the “TEXT files
belong to” button lets you set which
application opens text file attachments.
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FonTS & DISPLAY SETTINGS PANEL

Chapter 12

Fonts & Display | —':b e
il ]

The Fonts & Display settings panel (Figure 13 Porsoat e o =
and Figure 14) controls Eudora’s interface. g:’::wm BckgreundCalor: ||

. ' riot Font:
Settings o P ﬁ_

BB Attachments

Fessage window width:
Hessage window hefght:

[HI (5 Zoom windows when opening
[ Weste cycles drawing trendy 3D junk

@ The Screen and Print font and size
controls (a menu and field in the Mac
versions; a button that opens a Font

[X] Display graphics sttschments inline
[ ] 5how formatting toolbar

dialog box in the Windows vers-ions)
enable you to set the font and size used
for viewing messages. Figure 13 Use the Fonts & Display settings panel in
the Mac versions of Eudora to customize how Eudora
B The Mac versions of Eudora enable you to displays text and windows.

pick the text and background colors from
a color wheel. T still like black and white.

B The Message window width and Message
window height fields enable you to set the
size of message windows in characters

(width) and lines (height). ‘ Mgm
B The “Zoom windows when opening” Personaliies

checkbox zooms windows to display as
much content as possible.

B In the Mac versions of Eudora, the “"Waste
cycles drawing trendy 3D junk” checkbox

Spell Checking
toggles between a 3D and 2D interface. . "

B In the Mac version of Eudora Pro, the Figure 14 Use the Fonts & Display settings panel in

“Disol Fis attobanents inline” the Windows versions of Eudora to customize how

Ay S S AR e 1 e : Eudora displays text and windows, along with toolbars.
checkbox enables display of graphics in

message bodies.

H In the Windows versions, the Show tool-
bar, Show toolbar tips, and Show status
bar checkboxes control the main toolbar
options. In the Mac version of Eudora Pro,
the Show formatting toolbar checkbox
toggles the formatting toolbar in outgoing
message windows (the Toolbar settings
panel handles the main toolbar options).

B In the Windows versions, the Show cate-
gory icons checkbox controls whether the
settings panels list at the left of the
Options dialog box has icons.
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EUDORA PRO ONLY!
MACINTOSH ONLY!

e ey gs ===
BB Attachments
i
IR ke 800y | G show toalber
i Orientation:
B oateompy [0 @ Horfzontal tool bar

O Yertical toolbar

Button type:
@ Big icons with names
(O Bigicons anly
O Small feons & names
(O Small {cons anly
© Names only

[B] Map function keys to buttons
[5] Show function key labsls

Figure 15 Use the Toolbar settings panel in the Mac
version of Eudora Pro to control the display of the
main toolbar.

Toolbar

The Toolbar settings panel (Figure 15) con-
trols the display of the main toolbar in the
Mac version of Eudora Pro. (See Chapter 10,
Working with the Toolbar”)

Settings

M The Show toolbar checkbox controls
whether the toolbar displays.

B The Orientation radio buttons control
whether the toolbar displays horizontally
or vertically.

H The Button type radio buttons control
how the buttons display. I recommend
starting with icons and names, and work-
ing your way down to only icons if you
need the screen space. It can be hard to
remember what functions map to specific
icons without the names.

B The “Map function keys to buttons”
checkbox assigns the function keys at the
top of your keyboard to different buttons.

B The “Show function key labels” checkbox
displays labels indicating which function
keys map to which buttons. If you use the
function keys, I recommend leaving this
checkbox checked.

v Tip

B The Windows versions of Eudora have
toolbars as well, but their controls are
located in the Fonts & Display settings
panel rather than in a separate Toolbar
settings panel.
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3ELS SETTINGS PANEL

EUDORA LAl

Chapter 12

Eudora Labels/Labels

The Eudora Labels (Mac) or Labels (Windows)
settings panel (Figure 16 and Figure 17)
enables you to name and color labels.

Settings

B To name any label, replace the text in the
label name field with your desired name.

B To change the color of a label, click the
color button to the left of the label name
field, then select a color from the color
picker.

v Tip

B The Mac version of Fudora Pro provides
eight labels, but those are in addition to
the seven standard Macintosh labels set in
the Labels control panel (available from the
Control Panels folder in the Apple menu).

EUDORA PRO ONLY!

Seltings = |

B9 attctments [ i
ol | Er—
][ Lote1 13

I C—

A\ Extra Warnings b
2 repiying
€ OT/PPP and g

s

Figure 16 Use the Eudora Labels settings panel in the
Mac version of Eudora Pro to create and modify labels
beyond the basic seven provided by the Finder's Labels
control panel.

Getting Attantion

Extra Wamings

Figure 17 Use the Labels settings panel in the Windows
version of Eudora Pro to create and modify labels.
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Working with Settings/Options

Sottings Getting Attention

O tseanalert The Getting Attention settings panel
[0 Flash an fcon in the meny bar . -
B 0 Open matthax Coew it oty (Figure 18 and Figure 19) controls how
HE Plays sound
Do, —— Eudora alerts you to new messages and other
A events of note.
[ 0 S0 0K to slerts sfter 2 minutes settings
B The Use an alert checkbox makes Eudora

o) pop up an alert dialog box when you have
=) new mail. I find it a pain.

Figure 18 Use the Getting Attention settings panel in .
the Mac versions of Eudora to control how Eudora W The “Flash an icon in the menu bar”

alerts you to new messages and other interesting events. (Mac) checkbox makes Eudora flash an
icon to alert you to new mail.

B The Open mailbox checkbox tells Eudora
to open mailboxes that contain new
messages after checking for new mail. I
often do this instead with filters so I can
control which mailing list mailbox win-
dows open.

H The Play a sound checkbox and menu
(Mac) or button (Windows) enables you
to set Eudora to play a specified sound
when you receive new mail or when
Eudora needs your attention (Mac).

H In the Mac versions of Eudora, check the

Figure 19 Use the Getting Attention settings panel in
the Windows versions of Eudora to control how Eudora “Say OK to alerts after 2 minutes” check-

alerts you to new messages and other interesting events. box to dismiss Eudora’s alert dialog boxes
after two minutes automatically.

The Windows versions of Eudora have the
same setting, but it’s located in the
Miscellaneous settings panel.

B In the Windows versions of Eudora, check
the Generate filter report checkbox to see
a report of where Eudora has filtered mes-
sages after processing them.
The Mac versions of Eudora have the same
setting, but it’s located in the
Miscellaneous settings panel.
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EXTRA WARNINGS SETTINGS PANEL

Chapter 12

Extra Warnings

The Extra Warnings setting panel (Figure 20
and Figure 21) lets you manipulate Eudora's
“nag factor.” I enjoy setting Eudora to warn
me only about what I consider important
events, rather than mere niggling details.
Most of these settings are obvious, so I focus
on a few that I think are important. I've used
Mac checkbox names here, but the Windows
checkbox names are extremely similar.

Settings

I check “Try to queue a message with
styled text” because I only occasionally
want to send styled text. The warning
gives me a chance to remove the styles.
(See Chapter 3, “Writing Messages”)

I check “Try to quit with messages queued
to be sent” because I don'’t want to quit

- Eudora and forget to send messages that

are waiting to go out. (See Chapter 4, “Sending
and Receiving Messages”)

I check “Try to send a message whose size
is more than X K" because it can take a
long time to send a large message and I
may not want to wait for the message to
go out at that moment. (See Chapter 4,
“Sending and Receiving Messages™)

I check “Empty the Trash mailbox”
because I don’t want to lose all the
messages in there accidentally. I delete
messages from my Trash mailbox manu-
ally. (See Chapter 6, “Working with Mailboxes”)

I check “Try something that requires too
much memory” (Mac) because it provides
a chance to avoid an unnecessary crash.

I check “Start Eudora and it’s not the
default mailer” (Windows) because other
email programs occasionally try to make
themselves the default email program for
Windows, and I hate that.

‘Wern me when |:
[ Try to delete unresd mail
[ Try to delete quaued mail
[ Try to delete any unsent messages
[ Try toquaue a message with no subject
I [ Try to queue & messsge with styled text
n B2 Try to quit with messages queued to be sent
[l Tryto send & messags whose size

is mare than ¥
[ Set & changed message back to resd-only
“ Empty the Trash mailbox
Il (X Try something that requires oo much memory

Figure 20 Use the ExtraWarnings settings panel in the
Mac versions of Eudora to fine-tune how often Eudora
nags you.

Spell Checking

-
Mailbox Columns &

=

| Labels
@

Getting Attention

iy ] ol |

Figure 21 Use the ExtraWarnings settings panel in the
Windows versions of Eudora to fine-tune how often
Eudora nags you.
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Reply toall:
By default {use option key for sender only)
8 ‘When option key is down
When replying toall:
O Include yourself
[ Put original To: recipientsin
Ce: field, not Ta: field

[ Copyoriginal’s priority to reply

Ay styledText

Cox )

Figure 22 Use the Replying settings panel in the Mac
versions of Eudora to control how Eudora replies to
incoming messages.

Sending Maul

Perscnalities
&l Forts & Display
Iod as i ;

Figure 23 Use the Replying settings panel in the
Windows versions of Eudora to control how Eudora
replies to incoming messages.

Replying

The Replying settings panel (Figure 22 and
Figure 23) enables you to control how
Eudora replies to incoming messages.

Settings

B In the Mac versions of Eudora, the Reply
to all radio buttons control whether
Reply to all is the default action or requires
that Option be held down. I strongly rec-
ommend you select the “When option
key is down" radio button to make it
more difficult to send replies to multiple
people, which can prove embarrassing.
Similarly, in the Windows versions of
Eudora, leave unchecked the “Map Cul+R
to Reply to All” checkbox. (See Chapter 2,
“Creating Messages™)

B The “When replying to all” checkboxes
control whether you're included in a reply
to all and where the original recipients’
addresses go in the message header.
Frankly, neither option matters much, but
T usually uncheck Include yourself.

W The “Copy original'’s priority to reply”
checkbox assigns the priority setting of
the original message to your outgoing
reply message. It simply ensures that if
someone thinks a message deserves a spe-
cific priority, the reply to that message
shares the same priority level.

B In the Windows version of Eudora Pro,
the "“Automatically Fec to original mail-
box” checkbox puts a copy of each reply
in the same mailbox that contains the
original message. The same checkbox
appears in the Mac version of Eudora Pro
in the Sending Mail settings panel. I've
never seen the utility of it, personally.
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OT/PPP AND MACSI.lP./ ADVANCED NETWORK

Chapter 12

OT/PPP and MacSLIP /
Advanced Network

The OT/PPP and MacSLIP (Mac) (Figure 24)
and Advanced Network (Windows)

(Figure 25) settings panels simplify connect-
ing if you have a dial-up connection to the
Internet. The OT/PPP and MacSLIP settings
panel is only of use if your Mac connects

to the Internet using Apple’s Open Transport
PPP or Hyde Park Software’s MacSLIP. The
Advanced Network settings panel's connec-
tion options require that you've installed the
dial-up networking services in Windows 95.

Settings

H In the Mac versions of Eudora, the “Don't
make automatic checks when MacSLIP or
OT/PPP is not already connected” check-
box prevents Eudora from checking mail
automatically unless you're already con-
nected to the Internet. This prevents
Eudora from dialing your modem and
connecting automatically.

H In the Mac versions of Eudora, the
“Disconnect MacSLIP or OT/PPP if Eudora
connected it” checkbox makes Eudora
hang up the modem after checking for
new mail only if an automatic mail check
caused OT/PPP or MacSLIP to connect to
the Internet. I recommend you check this
checkbox if you use OT/PPP or MacSLIP
and have Eudora check mail periodically.

H In the Windows versions of Eudora, the
“Automatically dial & hangup this con-
nection” checkbox enables Eudora to con-
nect to the Internet automatically to send
and receive mail. Choose your Internet
service provider from the Entry pop-up
menu and enter your username in the
Username field. Check the Save password
checkbox if you don't want to enter your
password for every connection.

I [ von't maks automatic checks when MacSLIP
or OT/PPP 13 not slresdy connected

[ 3 pisconnect MacSLIP or OT/PPP if Eudora
connected 1t

Thess items only function with MacSLIP by Hyde
Park Software, or Apple’s Open Transport PPP 1.0.

Figure 24 Use the OT/PPP and MacSLIP settings panel
in the Mac versions of Eudora to control how Eudora
makes and breaks connections if you use OT/PPP or
MacSLIP to connect to the Internet.

Miscellaneous

Figure 25 Use the Advanced Network settings panel
in the Windows versions of Eudora to control how
Eudora makes and breaks Internet connections if you're
using a dial-up connection to the Internet.
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MACINTOSH ONLY!

E_ Settings E

Tl
& Getting Attentic 'F_'
A Extra warnings || | EllArrovthess modifiers to switch messages:
| [Command [ Shin [ Caps Lock
2 Reshying L] 0ption & Contral
$ ot/epe and tac) | | I After transterring or deleting or paging past end of
: current message, open:
s ciell] Q) Nothing
B risconanecus |1 Q) Hext message
ax If (@) Next unread message
Settings kons | ) Next message if unresd
Maibox Columasf | | [ Tab 1o switch fields, optian-tab ta insert tab
3 [ Return switches among header fields
By styed Text

Figure 26 Use the Moving Around settings panel in the
Mac versions of Eudora to determine how you navigate
between messages in Eudora.

Moving Around

The Moving Around settings panel
(Figure 26) enables you to set how you
navigate between messages in Eudora.

Settings

B The “Arrow + these modifiers to switch
messages” checkboxes enable you to pick
which, if any, modifier keys work in con-
junction with the arrow keys to switch
between messages.

B The “After ransferring or deleting or
paging past end of current message,
open” radio buttons enable you to decide
what Eudora should open after you move
past a message. I usually select Next
unread message.

B The “Tab to switch fields, option-tab to
insert tab” checkbox controls whether
pressing Tab inserts a tab or moves the
insertion point between header fields. I
don't use tabs in messages much, so I
always leave this checkbox checked.

B The “Return switches among header
fields” checkbox enables you to decide if
pressing Return in the header of a mes-
sage should insert a Return character or
move the insertion point to the next
header field. Since there's seldom any rea-
son to insert a Return character in the
header fields, I always leave this checkbox
checked.

v Tip

B The Windows version of Eudora lacks a
Moving Around settings panel but pro-
vides much of the same functionality in
the Miscellaneous settings panel.
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MISCELLANEOUS SETTINGS PANEL

Chapter 12

Miscellaneous

The Miscellaneous settings panel (Figure 27
and Figure 28) contains, as you might
expect, a hodgepodge of unrelated settings. I
call out only those that I think are important
below. Note that the Windows versions of
Eudora include a number of important set-
tings that appear elsewhere in the Mac ver-
sions’ settings panels—I've marked them
with exclamation point graphics, but I won't
discuss them again.

Settings

B [ leave the “Close messages with mailbox”
checkbox unchecked because I like mes-
sage windows to remain open when their
mailboxes close.

@ I leave the “Empty Trash on Quit" check-
box unchecked because I prefer to keep
messages in my Trash mailbox for a while.
(See Chapter 6, “Working with Mailboxes”)

O 1 check the “Turbo redirect by default”
checkbox because it speeds up the process
of redirecting messages.

H In the Windows versions of Fudora,
I check the “Automatically open next mes-
sage” checkbox because I find it makes
reading mail go faster.

H In the Windows versions of Eudora, I
check the “Allow drag and drop transfers”
checkbox. That’s what the mouse is for,

after all!

H In the Windows versions of Eudora,
I check the “Intercept Netscape mailto
URLs” checkbox because I want to use
Eudora for all my messages, even if I'm
using Netscape Navigator or
Communicator to browse the Web.

Er=—————==Fn |

&f, Grttng v
Extra i I Crose messages with mailbox
A B vacings A Empty Trashon Quit
ﬁ Replying B [X] Turbo redirect by default
& or/eep and [ Re-sort mailbaxes less often

[ Lock whole program in memary

Use o1d-style “.toc” files

Convert Hesiod names to lower-case

[ tnclude outdsted Return-Receipt-To:

[ Wirite to Internst Config

] Read from Internet Config { not recommended)
[ Correct (but slow) internstionsl sarting

FE] Settings kons
[ manvox cotumns

[C] Require control key for text/message dragging
'ﬂb Slyled Text [ Generate filter reports
| [ Prompt for receipts requested by self
= )

Figure 27 Use the Miscellaneous settings panel in the
Mac versions of Eudora to control a wide variety of
unrelated settings.

ExtraWamings

etene

ooz
Dialup

Advenced Network

&

MAP

Figure 28 Use the Miscellaneous settings panel in the
Windows versions of Eudora to control a wide variety
of unrelated settings.
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MACINTOSH ONLY!

Setlings ==

Icon aizes:
() Bigicons with names
O Big icons only
(@ Small icons & names
(O Names only
B Personatities
]
[ personaity extrfg)

Figure 29 Use the Settings lcons settings panel in the
Mac versions of Eudora to pick the display style of the
scrolling list in the Settings dialog box.

Settings Icons

The Settings Icons settings panel (Figure 29)
enables you to pick the display style of the
scrolling list in the Settings dialog box.

Settings

The Icon sizes radio buttons let you pick
whether Eudora should display the set-
tings panel list with big icons with names,
big icons only, small icons with names, or
names only. I prefer small icons with
names, because there are too many set-
tings panels to scroll through easily with
big icons showing.

v Tip

The Windows version of Eudora lacks a
Settings Icons settings panel but provides
a Show category icons checkbox in the
Fonts & Display settings panel. Checking

~ that checkbox displays icons for each set-

tings panel, rather than just the name.
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~ MaILBOX COLUMNS SETTINGS PANEL

Chapter 12

Mailbox Columns

The Mailbox Columns settings panel

(Figure 30 and Figure 31) enables you to
pick which columns should display in mail-
box windows. Since I have large monitors, I
leave all columns showing, but if you're tight
for space, you might want to turn some off.

Settings

B The Show columns checkboxes determine
which columns will display in mailbox
windows. Check a checkbox to display
that column.

B In the Mac versions of Eudora, you can
uncheck the Draw separator lines check-
box to prevent Eudora from drawing
separator lines between message sum-
maries and mailbox columns. Personally,
I like them.

v Tip

B Eudora Pro provides two additional
columns beyond those offered by Eudora
Light: Label and Server status.

Show columns:
[ Status
[ Priority
[ Attechments
Label
& who
[ Date
B size
[ server
Subject i3 always shown.

[X] Draw separator lines

Figure 30 Use the Mailbox Columns settings panel in
the Mac versions of Eudora to determine which
columns display in mailbox windows.

Figure 31 Use the Mailbox Columns settings panel in
the Windows versions of Eudora to determine which
columns display in mailbox windows.
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Replying
f [ Shaw formetting toolbar
OT/PPP and Mac|,
L || When sending mail with epplied fonts & styles:
& toving arownd | | @ Send style infor mation with matl
! [ But warn me first
B rrscrmunecus [ O Discard style information
Sattings loons ; [ When recefving stylea, pay attention fo:
[ ravex co [] Bold [ Color
TR B italic [ Left, right, center
Qe B A [ Underline [ Margins
[Br Personatities % Font [ Excerpts
Slze
B Personatity £x

Figure 32 Use the Styled Text settings panel in the Mac
versions of Eudora to control how Eudora displays
incoming messages containing styled text and, in Eudora
Pro, whether to send outgoing messages with styled text.

Parsonalites

Fonts & Displey

Speli Checking

Meilbox Columns "8
=

|

Figure 33 Use the Styled Text settings panel in the
Windows versions of Eudora to control how Eudora
displays incoming messages containing styled text and,
in Eudora Pro, whether to send outgoing messages
with styled text.

Styled Text

The Styled Text settings panel (Figure 32 and
Figure 33) controls how Eudora displays
received messages containing styled text. In
addition, in Budora Pro, the Styled Text set-
tings panel enables you to decide whether to
send messages with styled text.

Settings

B In the Mac version of Eudora Pro, you can
check the Show formatting toolbar check-
box to display the formatting toolbar in
outgoing message windows.

H The controls for sending messages with
styled text enable you to either send the
styles or discard the style information in
outgoing messages. I let Eudora Pro send
styled messages but set it to prompt me
first, so I can decide on a per-message
basis if T actually want to send styles.

H The “When receiving styles, pay attention
to” checkboxes determine which styles
Eudora displays in message windows.
Check a checkbox to display that style if
it’s present in an incoming message. |
leave all of these checked, just in case
someone sends a heavily styled message.
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PERSONALITIES AND PERSONALITY EXTRAS

Chapter 12

Personalities and
Personality Extras

The Personalities and Personality Extras (Mac)
settings panels (Figure 34, Figure 35, and
Figure 36) enable you to create, modify, and
delete personalities. Personalities are usually
used to manage email on multiple accounts,
but more generically, they are collections of
settings that apply to outgoing messages.

Settings

H To switch between personalities, choose
one from the pop-up Personality menu.

B To create a new personality, click the New
button. Then fill in all desired fields in the
Personality and Personality Extras (Mac)
settings panels.

H To remove a personality, choose it from
the pop-up Personality menu, then click
the Remove button.

v Tips

B The settings in the Personalities and
Personality Extras (Mac) settings panels
duplicate many of those we've already
looked at in this chapter. Flip back for
information on specific fields and
checkboxes.

B Personalities are especially useful if you
have multiple email accounts. You can
create a personality for each account and
have Eudora Pro check each account regu-
larly. In addition, when creating messages,
you can decide which personality a mes-
sage should be from. (See Chapter 3, “Writing
Messages”)

EUDORA PRO ONLY!

Settings

B] [ Wleersonatity: [ ]
| | [ ST
Hirers Mame:  [king
EBPOP sccount:  [sce@king tidbits com
[l Real name: Adam C. Engst
uﬂe‘urn sddress: |ace #tidbits com
B Check for mail every (120 minutes
A Check mail on manual checks
O Leave mail onserver
Authentication: (@ Passwords O Kerberes (O APOP

A Hoving dround

<

Figure 34 Use the Personalities settings panel in the
Mac versions of Eudora to enter basic information for
alternate personalities.

ooy ] | Ko | G T R |
3§ orierRand Domain ta Add =
& Moving Around ElsHTP Sarver: | sdelie tidbits com |
E Misoellaneous Stationery: HNang |
F Signature when not using stationery:

7
Bypteazhots THGBITS Editor
E P £ [ () Send mail whenever sends are done
By Styled Text
E‘ Personalities

Y

.

Figure 35 Use the Personality Extras settings panel in
the Mac versions of Eudora to customize additional
settings for alternate personalities.

4
=
Replying

@

Altachments

Fonts & Display
32
(g
Styled Text

v
ABC

Spell Checking

Figure 36 Use the Personalities settings panel in the
Windows versions of Eudora to enter basic
information for alternate personalities.
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EUDORA PRO ONLY!
WINDOWS ONLY!

KU

Mailbox Columns -

o

Labels

&

Getting Atention

E)

Extra Wamings
Mg, 2 i |

Figure 37 Use the Spell Checking settings panel in the
Windows version of Eudora Pro to control how
Eudora Pro checks the spelling of message text.

Spell Checking

The Spell Checking settings panel (Figure 37)
enables you to control precisely how Eudora
Pro checks the spelling of message text. You
can also change most of these settings by
clicking the Options button in the Check
Spelling dialog box. (See Chapter 3, “Writing
Messages™)

Most of the options in the Spell Checking
settings panel are obvious; I call out only the
interesting ones below.

Settings

M I check the Ignore original text checkbox
because it's too time-consuming to check
other people’s writing when replying to
their messages.

B If you're truly concerned about your
spelling, check the “Check when message
queued/sent” checkbox to check every
message before it goes out.

v Tip

B The Mac version of Eudora Pro has no
equivalent Spell Checking settings panel,
but you can set similar preferences by
choosing Preferences from the File menu
when the spell checking window is open.
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INDEX

A

about
the address book 133
attachments 53
filters 111
message plug-ins 38
Ph and Finger servers 155
signatures 49
the toolbar 145
activating filters 117
adding toolbar buttons 149
address book 133-143
adding names to messages 138
addressing messages
from alternate email 33
to multiple recipients 32
to recipient list 25
introducing the 133
multiple nicknames files 139
nicknames
adding to recipient list 142
creating 134, 135
deleting 142, 143

finding 140
modifying 141
tips for 136

toolbar button for 148

using the Address Book window 137
Address Book window

collapsing and expanding the 137

creating nicknames 134, 135

keeping in front 138

aliases (Macintosh)
configuring Eudora for multiple
people 8
creating 6
for mailboxes 107
America Online attachments 56
AppleSingle encoding format
(Macintosh) 56
AppleDouble encoding format
(Macintosh) 56

archiving messages 108
attachments
about 53
changing format for 57
copying (Macintosh) 88
deleting 89, 167
moving 88
opening 87
selecting formats for 56
text filesas 36
via dialog boxes 54
via drag and drop 55
with voice recordings 59
Attachments settings panel 169

BinHex encoding format 56
Blah button 81
boilerplate messages 27-29
boring headers 81
buttons

adding toolbar 149
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“INDEX

Index

buttons (continued)
changing functions of 154
deleting on toolbar 153
ideas for toolbar 151
moving on toolbars 152
for outgoing message toolbar 58
toolbar, illustrated 148

C

case plug-ins 38
Change Queueing dialog box 63, 64
changing

message labels 77

message personality 79

message priority 76

message status 78

message text 80
Check Mail 66,71
Check Mail Specially 71
Check Spelling dialog box (Windows) 40
Checking Mail settings panel 7, 167
checking messages .

incoming 66, 67

for PowerBook users 67

retrieving messages by size 70

for spelling 39—41
Clear Formatting button 48
closing mailbox folders 102
Compact Mailboxes (Windows) 106
compacting mailboxes 106
configuring Fudora 7-10
conflicts with nicknames 141
Contains pop-up menu 115
contextual help 12
Copy and Unwrap 37
copying attachment files (Macintosh) 88
creating

aliases (Macintosh) 6

buttons to open mailboxes 149, 150

clippings files 90

filters 112

group nicknames 135

mailbox folders 100, 101

mailboxes 97, 99

messages 17—-19

multiple nickname files 139

creating (continued)
nicknames for individuals 134, 159
pane interface (Windows) 83
shortcuts (Windows) 6
stationery messages 27-28
To and Subject lines 18
and using signatures 50

custom signatures 51

Customize Toolbar dialog box
(Windows) 150

decoding plug-ins 38
defaults
for attachment formatting 57
Reply toAll 21
for sorting messages 96
for toolbar buttons 148

Delete attachments when emptying Trash
checkbox 89, 167

Delete from server after X days checkbox 69
Delete Mailbox button (Macintosh) 105
deleting
attachments 89, 167
buttons on toolbar 153
filters 122
mailbox folders 105
messages 69,70,71, 85
nicknames 142, 143
dial-up connection settings 176
directory services 155-161
about Ph and Finger 155
online directories on theWeb 161
searching
a Finger server 160
for names on a Phserver 158
selecting Ph servers 157
setting up Ph and Finger servers 156
using search results from Ph server 159

disk space
compacting mailboxes 106
recovering by emptying Trash
mailbox 109

Don’t Send radio button 65

Don't transfer, just create mailbox checkbox
(Windows) 100
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Index

downloading Eudora 3
drag and drop attachments 55
dragging messages to another mailbox 98

E
editing
signatures 52
text 37
email. See messages
email glossary 14-16
encoding
formats for 56
plug-in for 38
Encoding format menu 57
encrypting and decrypting messages 60
etiquette for redirecting messages 23
Eudora
address book 133-143
configuring 7-10
controlling interface for 170
creating messages 17-19
directory services 155-161
filters 111-122
getting software 3
getting started 1-16
glossary feature 136
hardware and software
requirements 2, 11
installing
for Macintosh 4
forWindows 5
launching and quitting 6
mailboxes 93-109
newsgroups and Web sites for 13
printing windows from 91
settings and options for 163—183
toolbar 145-154
See also Eudora Pro; messages
Eudora 1.3.1 2

Eudora Labels settings panel
(Macintosh) 172
Eudora Light 3
- Eudora Pro
adding button to toolbar 149, 150

adjusting font sizes, styles, and
color 44-46

Eudora Pro (continued)
changing
button functions 154
fonts for 43
indents 48
choosing a personality 33
configuring for multiple accounts 10
creating
multiple nicknames files 139
and replying with stationery
messages 27-29
deleting buttons on toolbar 153

Eudora Labels settings panel
(Macintosh) 172
formatting messages 42
getting software for 3
ideas for buttons on toolbar 151
justifying 47 :
removing sorting from (Macintosh) 96
special mail wansfer options 71
spell checking 39—41
Spell Checking settings panel
(Windows) 183
Toolbar settings panel (Macintosh) 171
See also Eudora

expanding and collapsing the Address Book
window 137

Extra Warnings settings panel 174

F

Fetch button 70
files
attaching 54, 55
attachments as text 36
copying attachment (Macintosh) 88
creating clippings 90
nicknames 139
table of contents 106
filters 111-122
activating 117
creating 112
deleting 122
examining header lines with 114
finding (Macintosh) 119
introducing 111
modifying 120
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INDEX

Index

filters (continued)
reordering 121
selecting
actions for 116
messages to filter 113
setting search parameters for 115
suggestions for using 118
Find dialog box
for Macintosh 124
forWindows 125
finding
filters (Macintosh) 119
nicknames 140
text 123-131
in a mailbox folder (Macintosh) 127
in a mailbox (Macintosh) 126
in a message 124, 125
in message summaries 130
in multiple mailboxes
Macintosh 128
Windows 129
searching for names on a Ph server 158
stopping a search 128, 129, 131
tips and tricks for searching 131
See also starting point
Finger servers

searching 160
settingup 156
fonts

adding stylesto 44
adjusting sizes of 46
changing 43
changing colors of 45

Fonts & Display settings panel 146, 147, 170

formatting toolbar 48
forwarding messages 22
Fromline 19

function keys (Macintosh) 171

G

Getting Attention settings panel 173
getting started 1-16
configuring
Eudora 7,8,9
Eudora Pro for multiple accounts 10
email glossary 14-16

getting started (continued)
Eudora newsgroups and Web sites 13

getting software for Eudora Light and
Eudora Pro 3

hardware and software requirements 2
installing Eudora
for Macintosh 4
for Windows 5
launching and quitting Fudora 6
online help 12
RAM requirements (Macintosh) 11
Getting Started settings panel 7, 164
glossary 14-16
glossary feature 136
Group Subjects (Macintosh) 95
Guess Paragraphs checkbox 90

hanging indents 48

hard returns 37

headers
examining with filters 114
for forwarded messages 22
including when saving messages 90
options for retrieving 71
revealing 81

help
online 12
for settings and options 163
Web sites for 13

Hosts settings panel 166

Include Headers checkbox 90
indents 48

installer

for Macintosh 4
forWindows 5

ISPs (Internet Service Providers), preventing
disconnects from 67

K

Keep Copies button 58
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keyboard shortcuts
for glossary feature 136
for Mail Transfer Options dialog box 71
for selecting messages 74
for sending queued messages 62
See pull-out keyboard shortcuts page

L

Labels settings panel (Windows) 172
launching Eudora 6

Leave mail on server checkbox 69
leaving messages on the server 69

Macintosh
adding button to toolbar 149
aliased mailboxes and mailbox folders 107
changing button functions 154

checking messages for PowerBook
users 67

configuring Fudora for two people 8
copying attachment files 88
creating
aliases for users 6, 8
clippings files 90
encoding formats for 56
finding
information in Address Book 140
text in mailbox folders 127
text in multiple mailboxes 128
Getting Started settings panel 164

hardware and software requirements
for 2

installing Eudora for 4

launching Eudora from 6

message plug-ins for 38

modifying filters 120

Moving Around settings panel 177
Nuke 85

Personal Information settings panel 165
RAM requirements for 11

removing sorting from EudoraPro 96
replying to part of a message 20
resetting the starting point 131
searching for names on a Ph server 158

Macintosh (continued)
selecting color for text 170
setting toolbar optionsin 170, 171
Settings Icons settings panel 179
spell checking 39, 41
switching back to previous Ph server 157
toggling balloon help on and off 12
unwrapping quoted text 37
Macintosh Info button 58
Mail Transfer Options dialog box 71
Mailbox Columns settings panel 180
mailbox folders
creating
in Mailboxes window 101
from menus 100
deleting 105
finding text in (Macintosh) 127
opening and closing 102
renaming 103
reorganizing 104
Mailbox menu 97
mailboxes 93-109
aliases (Macintosh) 107
archiving messages 108
compacting 106
creating 97
buttons to open 149, 150
during a message transfer 99
mailbox folders 100, 101
deleting 105
finding text in (Macintosh) 126
opening 94
renaming 103
reorganizing 104
searching for text in multiple
Macintosh 128, 131
Windows 129
sorting messages in 95, 96
transferring messages into 98

Trash 109

See also mailbox folders
Make Address Book Entry 134, 135
Make Address Book Entry dialog box

(Windows) 134
Make it a folder checkbox 100, 101
“me"” nickname 136
message labels 77




Index

Message Options dialog box 33
message plug-ins 38
message priorities 77
messages 17-71
about

attachments 53
message plug-ins 38

adding nicknames to 138
archiving 108
changing

incoming message text 80
message labels 77
message personality 79
message priority 76
message status 78

choosing a personality 33
creating 17-19
deleting

attachments 89, 167
messages 85

finding text in

Macintosh 124
Windows 125

forwarding 22
indicators for unread 94
moving attachments 88

navigating
between 83
within 82

opening

attachments 87
messages 75

printing 91
redirecting 23
replying

to messages 19-21
with stationery messages 27-29

resending 24

revealing headers 81

saving messages 90

selecting 74

sending and receiving 61-71

checking for incoming messages 66, 67
deleting on the POP server 69

at later date or time 64

leaving messages on the server 68, 69
messages left on the POP server 68

messages, sending and receiving (continued)
preventing messages from being
sent 65
retrieving and deleting messages by
size 70
sending messages immediately 53, 63
sending messages later 64
sending queued messages 62
special mail wransfer options 71
sorting in mailboxes 95
transferring to mailboxes 86, 98
using the recipient list 25
using Turbo Redirect 26
visiting URLs from 84

writing
addressing 32
adjusting font colors, sizes, and
styles 4446

attaching files 54, 55
changing fonts for 43
changing indents 48
changing justification of 47
editing text 37
encrypting with PGP plug-in 60
entering a subject 34
entering text 36
formatting text for 42
outgoing message toolbar buttons 58
outgoing message toolbar menus 57
PureVoice plug-in 59
selecting attachment formats 56
spell checking 39—41
text selection and navigation 35
using signatures 49-52
See also attachments; queued messages;
quoted messages
messages summaries 130
MIME encoding format 56
Miscellaneous settings panel 178
modifying
filters 120
nicknames 141
mouse 35
moving
attachments 88
buttons on toolbars 152
nicknames between files 139
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Moving Around settings panel
(Macintosh) 177
multiple accounts
configuring Eudora for 10
sending mailto 18
multiple nicknames files 139

N
navigating
between messages 83
through text 35
within messages 82
New Mailbox dialog box 97, 99
New Message 18

New Nickname dialog box
(Macintosh) 134, 135

newsgroups and Web sites 13
nickname list 137
nicknames
adding
to messages 138
to recipient list 142
conflicts with 141
creating
from a Phsearch 159
group 135
for individuals 134
deleting 142, 143
dragging to address lines 32
finding 140
modifying 141
tips for creating and using 136
nicknames files 139
Nicknames Folder 139
Nuke (Macintosh) 85

0

online resources
help 12
Web directories 161
Open mailbox checkbox 94
Open Next Message button (Windows) 83

Open Previous Message button
(Windows) 83

opening
attachments 87
mailbox folders 102
mailboxes 94
messages 75
Options dialog box (Windows). See
Settings/Options dialog box
OT/PPP and MacSLIP/Advanced Network
settings panels 176
Out mailbox 26
outgoing message toolbar menus 57

P

Paste As Quotation 36
Personal Information settings panel 165

personalities
choosing 33
selecting 71

sending mailto 18

setting up in Macintosh 10
Personalities settings panel 10, 182
Personality Extras settings panel 182
PGP (Pretty Good Privacy) plug-in 60
Ph servers

searching for nameson 158

selecting 157

setting up and choosing 156

using search results from 159
plug-ins

message 38

PGP 60

PureVoice 59
POP account

in Checking Mail settings panel 167

entering 7

in Getting Started settings panel 164

in Hosts settings panel 166

in Personal Information settings

panel 165

POP server

leaving or retrieving mailon 69

messages lefton 68
preventing

disconnects from ISPs 67

messages from being sent 65
Print dialog box 91
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Index

printing messages 91
Priority menu " 57
Progress dialog box

retrieving messages from SMTP server
and 62

sending queued messages and 62
stopping a search in the 129
purchasing Eudora Pro 3
PureVoice plug-in 59

Q

Qualcomm Web site 12
question mark button (Windows) 163
queued messages
changing queueing for postponed
messages 64
preventing messages from being sent 65
sending 62, 63
warnings for 174
quitting Eudora 6
quoted messages
in forwarded mail 22
pasting in text 36
replying with selections of
(Macintosh) 20
Quoted-Printable button 58

RAM requirements (Macintosh) 11
Real name field
in Getting Started settings panel 164

in Personal Information settings
panel 165

receiving messages. See sending and receiving
messages

recipient list
adding nicknamesto 142
addressing messages to 25
recipients
addressing messages to multiple 32
replying toall 21
using list of 25
Redirect To menu (Windows) 26
redirecting messages 23
Turbo Redirect 26
reminders 64

removing sorting from Eudora Pro 96
renaming mailbox folders 103
reordering filters 121
reorganizing mailbox folders 104
Reply 19
Reply Quoting Selection (Macintosh) 20
Reply toAll 21
replying
to all recipients 21
to messages 19
to part of a message (Macintosh) 20
setting options for 175
Replying settings panel 175
resending messages 24
retrieving messages by size 70
Return address field
in Getting Started settings panel 164

in Personal Information settings
panel 165

in Sending Mail settings panel 168
Return Receipt button (toolbar) 58
revealing headers 81
Right Now radio button 63
Rot13 Text plug-in (Macintosh) 38

S

Save As 27

saving messages 18,19, 90

Screen and Print font and size

controls 170

searching text. See finding text

security 60

selecting
actions for filters 116
messages 74
messages to filter 113
words and paragraphs 35

Send Again 24

Send on check checkbox 67

Send Queued Messages 62

Sender column 130

sending and receiving messages 61-71
checking incoming messages 66, 67
leaving messages on the server 69
messages left on the POP server 68
preventing messages from being sent 65
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sending and receiving messages (continued) Settings/Options dialog box (continued)
retrieving and deleting messages by Getting Started settings panel 7, 164
size 70 Leave mail on server checkbox 69
sending Open mailbox checkbox 94
messages later 64 replying to all recipients 21
messages now 53, 63 Screen and Print font and size
queued messages 62 controls 170
special mail transfer options 71 Send on check checkbox 67
Sending Mail settings panel 7, 168 Show toolbar checkbox 146
settings and options 163183 Trash attachments with messages checkbox
Attachments settings panel 169 (Macintosh) 89
Checking Mail settings panel 167 Word wrap option 168
Eudora Labels/Labels settings panel 172 Sec also settings and options
Extra Warnings settings panel 174 shortcut keys. Se¢ keyboard shortcuts

shortcuts (Windows)

creating Eudora 6

for multiple users 9
Show toolbar checkbox 146

Fonts & Display settings panel 170
Getting Attention settings panel 173
Getting Started settings panel 164
Hosts settings panel 166

Mailbox Columns settings panel 180 51811;‘“11'65 '
Miscellaneous settings panel 178 Zr:a?i; e c
Moving Around settings panel g ing
(Macintosh) 177 cu§t_om 51
editing 52

OT/PPP and MacSLIP/Advanced Network
settings panels 176

Personal Information settings panel 165

Personalities and Personality Extras settings

selecting 57
Signatures menu 51, 57
Skip messages over X K checkbox 70

panels 182 SMTP server
Replying settings panel 175 as default Finger server 156
Sending Mail settings panel 168 entering information for 7, 166, 168
Settings Icons settings panel setting for Eudora Pro 10
(Macintosh) 179 software for Fudora Light and Eudora Pro 3
Spell Checking settings panel Sort 95,96
(Windows) 183 sorting messages
Styled Text settings panel 181 in mailboxes 95
Toolbar methods for 96
Macintosh 147,171 spaces
Windows 147,170 converting to tabs 38
Settings dialog box (Macintosh). See in nicknames 136
Settings/Options dialog box spam filters 118
Settings Icons settings panel special mail transfer options 71
(Macintosh) 179 spell checking 39—41
Settings/Options dialog box for Macintosh 39
checking for mail periodically 67 options for 41
Delete attachments when emptying Trash toolbar button for 148
checkbox (Windows) 89, 167 forWindows 40 _
Delete from server after X days Spell Checking settings panel
checkbox 69 (Windows) 183
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Index

starting point

with multiple mailboxes
(Macintosh) 128

resetting before retrying searches
(Macintosh) 131

setting for searches (Macintosh) 126
stationery messages 27-29
styled text 174
Styled Text settings panel 181
Subject line

creating messages and 18

enteringa 34

replying to messagesand 19
Summaries only checkbox 130
switching between messages 83

T

table of contents files 106
tabs
converting to spaces 38
options for in body of message 58, 168
Tabs in Body button 58
text
editing 37
entering 36
formatting 42
justifying 47
pasting quotations in 36
removing styled 174
selecting and navigating through 35
selecting color for (Macintosh) 170
tips and tricks for finding 131
wrapping and unwrapping 37
See also finding text; fonts
Text as Attachment button 58
text files 36
To line
creating messages and 18
replying to messagesand 19
toolbar 145-154
buttons
adding 149, 150
changing functions for 154
default 148
deleting 153
ideas for 151

toolbar, buttons (continued)
moving 152
introducing the 145
menus for outgoing message 57
settings 147
for Macintosh 170, 171
for Windows 170
turning on and off 146

Toolbar Button Creation dialog box 149,
153

Toolbar settings panel (Macintosh) 146,
147,171

Transfer menu 98
transferring messages to mailboxes 86, 98

Trash attachments with messages checkbox
(Macintosh) 89

Trash mailbox 109

Turbo Redirect 26

Turbo Redirect To menu (Macintosh) 26
turning toolbar on and off 146

U

unread message indicator 94
Unwrap Selection 37
URLs

in messages 84

selecting Ph server 157
using filters 118
Uuencode encoding format 56

\/

VCR buttons (Macintosh) 126, 131
voice messages 59

w

warnings 174
Web sites
downloading Eudora from 3
for Eudora help 13
online directories 161
Qualcomm 12
Whole word checkbox (Macintosh) 119
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Windows Word Services window (Macintosh) 39
adding button to toolbar 150 Word Wrap button 58
changing preferences for spell Word wrap option 168
checking 41 Wrap Selection 37

choosing stationery for messages in 28 wrapping and unwrapping text 37, 38
compacting mailboxes 106 writing messages  31-60
configuring Eudora for two people 9 addressing 32
creating adjusting font colors, sizes, and

mailbox without transferring styles 44—46

Imessages 100 attaching files 54, 55

pane interface 83 buttons for outgoing message toolbar 58
deleting attachments 89, 167 changing
encoding formats for 56 fonts for 43
Getting Started settings panel 164 indents 48

hardware and software requirements for 2
installing Eudora for 5

launching Eudora from 6

message plug-ins for 38

justification of 47
editing text 37
encrypting with PGP plug-in 60

teri
moving attachments for 88 enae:::]x)g‘ect 34
Personal Info settings panel 165 text Y 36

reorgfddersg m]a(])lql.D oxes and mailbox formatting text for 42

searching for text in multiple menus for outgoing message toolbar 57

mailboxes 129 PureVoice plug-in 59
selecting previously used Ph servers selecting attachment formats 56
from 157 spell checking 3941
setting toolbar options in 170 text selection and navigation 35
spell checking 40 using signatures  49-52
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Keyboard Shortcuts

Mac keyboard shortcuts

Eudora has numerous keyboard shortcuts,
listed below. However, you access many other
less common functions by holding down
Option or Shift and choosing a menu item or
clicking a button. Choose Shortcuts from the
Guide menu to see a list of them. Shortcuts
unique to Eudora Pro are shaded.

Macintosh standard shortcuts

(Cmd}-. Stop current action
(Cmd}O Open
(Cmd)-P Print
(Cmd)-(Shift}-P Print Selection
Cma-Q Quit
(Cmd}-s Save
S Save All
(Cmd}-w Close
(Cmd}{Option}- W Close All
(Cmd}-z Undo
Copying and pasting shortcuts
(Cmd}-A Select All
(Cmd}-C Copy
(Cmd}-{Option}-C Copy & Unwrap
(Cmd)-{Shift}-C Copy Without Styles
(Cmd]-{Option HShift]-C Copy Without Styles
& Unwrap
(Cmd)-v Paste
(Cmd)}-{(Shift}-v " Paste Without Styles
(Cma)-' " Paste As Quotation
(Cmd}-x Cut
Finding and searching shortcuts
(Cmd}-F h Opens Find window
(Cmd)-G Find Again
(Cmd)-= Enter Selection
(in Find window)
Cmd)-; SearchAgain

Text formatting shortcuts

(€md}- Make selected textbold
(Cmd}-1 Make selected text:i@il;c;»,,, -
(Cmd)-T Make selected text plain . .-
U “Make selected text lmdethned
Message shortcuts

(Cmd)-D Delete

E Send or Queue current

message

(Option}-E Change Queueing

N New Message

Cma)R Reply

R Reply Quoting Selection

Sending and receiving shortcuts

“- Send Queﬁed Messages |

(CraH Rt Send Messages Spectally

Cmd-M CheckMail

(e} Oplion}-M Check Mail Specially - ...

Mailbox shortcuts

(Cmd}-0 Open the Out mailbox

l Open the In mailbox

Address Book shortcuts ,

, ' Finish Address Book Entry V

CmdHOption}-, Finish & Expand Address
Book Entry

K Make Address Book Entry

(Cmd}{Shift}- K  Make Address Book Entry
from selection

Cmd}-L Open Address Book window

Miscellaneous shortcuts

€md-6 CheckSpellng S

Cmd-\ Send to Back (a window)

(Cmd)}-H Attach Document

(Cmd}J Filter Mességesw -
Opén Directory Services -

window

(Cmd}-v

SINDLNOHS QUVOSAIN IV



Keyboard Shortcuts

Windows keyboard shortcuts

Eudora has numerous keyboard shortcuts, listed
below. However, you access many other less
common functions by holding down Shift and
choosing a menu item or clicking a button. For
more information, choose Topics from the Help
menu, then double-click Modifiers or Shortcuts
in the Reference section. Shortcuts unique to

Eudora Pro are shaded.

Windows standard shortcuts
(cr}-o OpenText F11e

(Cun)}-P Print |

e Quit

(Ctri}-s Save

(Ctri)(Shift}-S Save All

@-W Close
C{SER-W  CloseAl

C)z Undo ]
Copying and pasting shortcuts
(Cr)-A Select All S
Ci-c Copy B
M@C 7 Copy & Unwrap

Sending and recelvmg shortcuts

©MM  Check Mail
CHEHRM  Chck Vil

Mallbox shortcuts
(Cti)-0 Open the Out mallbox

Open the ln mailbox

(Ctr}-1

Finding shortcuts
m-F Opens Find wmdow -
F3)/C}G FindAgain
--,-/-‘ Enter Selection
(in Find window)
Fmd Next Message
Message shortcuts
(T Delete
m (Ctr)}-E Send or Queue current
message

“E Change Queuemg
mN New Message

HEF _Message Optmns for rephes
Text formattmg shortcuts
G@B ~ Makeselectedtextbold -

Wmdow ‘management shortcuts

m—- Tile Honzontal R

S ‘m Cascade e

Ctrl F6)  Sendto Back -

Address Book shortcuts

Ctrl}-, Finish Address Book F.m:ry 7

Cui}Shit},  Finish & Expand Address
Book Entry

()}  Make Address Book Eatry

@-L' Open Address Book window

Miscellaneous shortcuts

Gf)}6 ~ CheckSpeling, -~

m—H Attach Document R

Cny Filter Messages

Y Open Directory Services
window
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EUDORA

Need to.learn Eudora Jast?
Try a Visual QuickStart!

=& Takes an easy, visual approach to teaching Eudora, where

pictures guide you through the software and show you what to do.

=& Works like a reference book—ryou look up what you need and
then get straight to work.

=4 No long-winded passages—concise, straightforward commentary
explains what you need to know.

=& Affordably priced, because buying a computer book shouldn’t be an
investment in itself.

=& Adam EnFst is the editor and publisher of 7i@BITS, one of the
oldest and largest Internet-based newsletters, distributed every week to

hundreds of thousands of readers. He has written and co-authored
numerous Internet books and magazine articles, including the best-
selling Internet Starter Kit series. In addition, he has collaborated on
several Internet educational videos and has appeared on a variety of
nationally broadcast television and radio programs. He has yet to be
turned into an action figure.
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