






































































































































































































































































































































































































































































































































Using Directory Services

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.
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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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Working with Settings/Options

[ 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.
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[ 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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Working with Settings/Options

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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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.

178



Working with Settings/Options

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

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

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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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

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

T
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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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