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Preface

The"MailMan V. 7.1 & Patch 50 User Manual" provides descriptive information and instructions on the
use of the MailMan software within the VA's V eterans Heal th Information Systems and Technology
Architecture (VISTA) environment. This document isintended for all personnel who use VISTA's
MailMan software, and it emphasizes the changes made to the MailMan interface introduced by MailMan
V. 7.1 with Patch XM*7.1*50 (i.e., Patch 50).

MailMan Patch 50 is a large patch that has modified not only existing options and functionality but added
new options and functionality to MailMan V. 7.1. These changes have resulted in a new user interface to

MailMan. Therefore, this"MailMan V. 7.1 & Patch XM*7.1*50 User Manual" has been created to assist

you when working with the new MailMan interface. Both the new and existing functionality is described

in the chapters that follow.

The MailMan Development Team appreciates and encourages all feedback regarding MailMan and its
use. Please Use the National Online Information Sharing (NOIS) system to include any problems
encountered and the Electronic Error and Enhancement Reguests (E3R) system to regquest enhancements
you would like incorporated into the MailMan software and documentation. Although we can't guarantee
their incorporation, the MailMan Development Team will consider your suggestions for future
enhancements to MailMan.
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Orientation

How to Use this Manual

Throughout this manual, advice and instructions are offered regarding the use of MailMan V. 7.1
including the changes brought about by Patch 50 (i.e., XM*7.1*50) and the functionality it provides for
Veterans Health Information Systems and Technology Architecture (VISTA) software products.

There are no special legal requirements involved in the use of MailMan's interface.

This manual uses several methods to highlight different aspects of the material:

» Various symbols are used throughout the documentation to alert the reader to special information.
The following table gives a description of each of these symbols:

Symbol Description

o Used to inform the reader of general information including references to
additional reading material.

Used to caution the reader to take special notice of critical information.

™
"~

Used to inform the reader of helpful tips or tricks they can use when working
with MailMan.

e | [

Table 1: Documentation Symbol Descriptions

» Descriptivetext is presented in a proportional font (as represented by this font).

» "Snapshots' of computer online displays (i.e., roll-and-scroll screen captures/dial ogues) and
computer source code are shown in a non-proportional font and enclosed within a box.

» User'sresponses to online prompts will be in boldface type.

» The"<RET>" found within these snapshots indicate that the user should press the Enter
or Return key on their keyboard.

» Author's comments are displayed initalics or as "callout" boxes.

o Callout boxesrefer to labels or descriptions usually enclosed within a box, which
point to specific areas of a displayed image.

July 1999 MailMan V. 7.1 User Manual Orientation-1
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F o
£2% Unless otherwise noted, all sample screen captures/dialogue boxes in this manual
arederived from using either MailMan's Detailed or Summary Full Screen

message readers.

All uppercase is reserved for the representation of M code, variable names, or the formal name of

options, field and file names, and security keys (e.g., the XUPROGMODE key).

How to Obtain Help Online

Help at Prompts

MailMan has extensive online help, commonly used system default prompts, and bulletins. Users are
strongly encouraged to enter question marks at any response prompt. At the end of the help display, you
are immediately returned to the point from which you started. Thisis an easy way to learn about any
aspect of MailMan.

To retrieve online documentation in the form of Help in MailMan:

Enter asingle question mark ("?") at afield/prompt to obtain a brief description. If afieldisa
pointer, entering one question mark ("?") displays the HELP PROMPT field contents and alist of
choices, if thelist is short. If thelist islong, the user will be asked if the entire list should be
displayed. A YES response will invoke the display. The display can be given a starting point by
prefacing the starting point with an up-arrow (""") as aresponse. For example, *M would start an
alphabetic listing at the letter M instead of the letter A while ~127 would start any listing at the
127th entry.

Enter two question marks ("??") at afield/prompt for a more detailed description. Also, if afield
isapointer, entering two question marks displays the HELP PROMPT field contents and the list
of choices.

Enter three question marks ("???") at afield/prompt to invoke additional Help text stored in Help
Frames.

In addition to the "question mark™ help, you can use the Help (User/Group Info., etc.) menu
option on the main MailMan Menu to access the MailMan Help Frames through the following
options:

» New Featuresin MailMan

» General MailMan Information

» Questions and Answers on MailMan
» Manua for MailMan Users

The Help Frames themselves are grouped according to function. The lead frame for afunction
contains the "keywords" or reference words, highlighted in reverse video, for linking to related
frames. For example, whilein a Help Frame, enter the desired keyword at the " Select HELP
SYSTEM action or <return>:" prompt. The user can return to the previous Help frame simply by
pressing the Enter/Return key at the message prompt.

Orientation-2 MailMan V. 7.1 User Manual July 1999
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For more information on obtaining online help, please refer to Chapter 11,"Online
Help/Information,” in this manual.

Assumptions About the Reader

This manual iswritten with the assumption that the reader is familiar with the VISTA computing
environment.

It provides an overall explanation of MailMan and the changes contained in MailMan V. 7.1 with Patch
50 (i.e.,, XM*7.1*50). However, no attempt is made to explain how the overall VISTA programming
system isintegrated and maintained. Such methods and procedures are documented elsewhere. We
suggest you look at the various VA home pages on the World Wide Web (WWW) for a general orientation
to VISTA. For example, check out the following web sites:

* Veterans Health Information Systems and Technology Architecture (VISTA), formerly known as
the Decentralized Hospital Computer Program (DHCP) System:

> http://lwww.va.gov/vama.htm#DHCP
> http:/lvawww.va.gov/vamahtm#DHCP

* VISTA Software Development Home Page: http://vista.med.va.gov/

VA FileMan

Knowledge of general VA FileManisall that isrequired to use MailMan. VA FileMan menus present the
viewer with information, and then give the user an opportunity to make a selection based on the
information, through the use of a message prompt. Most prompts require the entry of "Y" for yesor "N"
for no (in any case). If yesor no is contained within the prompt, asin"YES/", pressing the Enter/Return
key (<RET>) selects thisresponse.

Text can also be entered at message prompts. A <RET> must be entered following the text in order for
the computer to accept the information. If you wish to skip aprompt, just enter <RET>. If akeyword is
being entered at the prompt, only the first four letters need to be entered, as VA FileMan recognizes the
entire keyword from the first four letters.

If there is more than one selection for an entry, alist of all possible selections either appears or can be
solicited by entering a question mark ("?"). The viewer can enter leading characters of the name or the list
number of aselection. All of the entries, with the exception of question mark subject searches, can be
entered in either upper- or lowercase.

July 1999 MailMan V. 7.1 User Manual Orientation-3
Patch XM*7.1*50


http://www.va.gov/vama.htm#DHCP
http://vawww.va.gov/vama.htm#DHCP
http://vista.med.va.gov/

Orientation

Related M anuals and Other References

Readers who wish to learn more about MailMan should consult the following:
* "MalManV. 7.1 & Patch XM*7.1*50 Release Notes"
* "MalManV. 7.1 & Patch XM*7.1*50 Getting Started Manual"
e "MailManV. 7.1 & Patch XM*7.1* 50 Programmer Manual"
* "MallManV. 7.1 & Patch XM*7.1*50 Technical Manual"
* "MailManV. 7.1 Network Reference Manua"

MailMan Home Page at the following web address:
http://vista.med.va.gov/mailman/index.html

This site contains additional information and documentation.

MailMan documentation is made available online, on paper, and in Adobe Acrobat Portable Document
Format (PDF). The PDF documents must be read using the Adobe Acrobat Reader (i.e.,
ACROREAD.EXE), which isfreely distributed by Adobe Systems Incorporated at the following web
address:

http://www.adobe.com/

o For more information on the use of the Adobe Acrobat Reader, please refer to the " Adobe Acrobat
Quick Guide" at the following web address:
http://vista.med.va.gov/infrastructure/acrobat/index.html
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Introduction—Managing Mail In Your MailMan Message

Center

This manual discusses the various options provided by MailMan V. 7.1 with Patch 50 that allow you to
better manage your mail and maintain your MailMan Message Center.

The topics covered in this manual include:

Reading/M anaging M essages—New M essages and Responses
Reading/M anaging M essages—I n a Basket

Reading/M anaging M essages—I ndividual M essages

Sending Mail

Sear ching for Mail

Filtering M ail

Mail Groups

Surrogates

Having Your Mail Automatically Forwarded

Reportsand Lists

Online Help/Infor mation

July 1999 MailMan V. 7.1 User Manual Introduction-1

Patch XM*7.1*50



Introduction—Managing Mail in Y our MailMan Messsage Center
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1. Reading/Managing Messages—New Messages and

Responses

Topics To Be Discussed:

NML—New M essages and Responses Option
How to Read All of Your New Mail by Basket
How to List All of Your Basketswith New Mail
How to List All of Your New M essages

How to List All of Your Priority M essages

How to Print All of Your New M essages

How to Scan All of Your New M essages

How to Quit—EXxiting the New M essages Option

How to Stop Reading a M essage—EXxiting a
M essage with Unread (New) Responses

The features and functionality associated with managing your new messages are described in greater

detail in this chapter.

July 1999
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NML—New M essages and Responses Option

Use the New Messages and Responses option [synonym NML] when you specifically wish to process

new mail in your mailbox.

It provides you with the following choices of how you choose to read your new mail:
* Read new mail by basket (default)
* List Basketswith new mail
e List all new messages
e Listall priority messages
e Print all new messages

e Scan all new messages

e Quit

The New Messages and Responses option is available on the main MailMan menu, as shown below:

O Nw New Messages and Responses

RML Read/ Manage Messages

SML Send a Message
Query/ Search for Messages

AML Become a Surrogate (SHARED, MAIL or O her)
Personal Preferences ...
O her Mail Man Functions ...
Help (User/ G oup Info., etc.)

Sel ect Mail Man Menu Option: NML <RET> New Messages and Responses
Sel ect New mail option: Read new mail by basket// ?

Enter a code fromthe |ist.

Sel ect one of the foll ow ng: Y ou can choose how you
_ read your new mail by
R Read new nail by basket choosing from thislist of
LB Li st Baskets with new nuil options.
LN Li st all new nessages
LP List all priority messages
P Print all new nessages
S Scan all new nessages
Q Qui t

Sel ect New nmil option: Read new mail by basket//

Figure 1. NML—New M essages and Response Option

0 Besides the New Messages and Responses option [ NML], you can also use the Read/Manage

Messages option [RML] to read all of your messages in your mailbox, including the new messages.

July 1999 MailMan V. 7.1 User Manual
Patch XM*7.1*50

1-3



Reading/Managing M essages—New Messages and Responses

For more information on the Read/Manage Messages option [RML], please refer to Chapter 2 and
3inthismanual.

When listing new messages, al new message information is displayed in detail, regardless of the message
reader you choose. Also, the list of messages will be displayed in the order you set when using the User
Options Edit option to set your preferences.

= [or more information on setting your preferences, please refer to the "MailMan V. 7.1 & Patch
XM*7.1*50 Getting Sarted Manual."

MailMan V. 7.1 with Patch 50 a so introduced several new command actions, some of which are only
available when using the Detailed or Summary Full Screen message readers.

0 For a complete list and description of command action codes, please refer to the " Action Codes—
Baskets' topic and Table 2 in Chapter 2 in this manual.
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How to Read All of Your New Mail by Basket

You can read al of your new mail basket by basket when you choose the Read new mail by basket option
available with the New Messages and Responses option [synonym NML].

Asthe default, MailMan will start processing new mail in your "I N" basket, as shown below:
_
;.
e

If you choose a basket other than "IN," MailMan "cycles' through all new mail in all basketsin
basket name order (alphabetically).

Sel ect Mail Man Menu Option: NML <RET> New Messages and

Reading new mail by \
basket isthe default
response. If you have mail

in morethan one basket,
MailM an lets you choose
the mail basket. MailMan
will then display all of

your new mail in the
selected mail basket. /

You have new nail in nore than one basket.

Sel ect New mail option: Read new mail by basket// <RET>
Read NEWmail in MAIL BASKET: IN/ ?
Answer with BASKET
Do you want the entire BASKET List? y <RET> (Yes)
Choose from

IN (14 nmessages, 8 new)

TEST (22 messages, 2 new)

Read NEWrmail in MAIL BASKET: | N/ TEST <RET> (22 nessages, 3 new

Subj: test [#1223222] 04 Aug 98 08:14 1 line
From MAGENTA,MCHAL - Q.. Continuum In 'TEST" basket{ By continuously pressing
------------------------------------------------------- the Enter/Return key,
MailMan will display all
new messages in this

Fnter nessage action (in TEST basket): | GNORE// <RET, basket

When done with new mail in one
basket, MailMan will prompt you to
choose another basket with new mail.
M ailM an usesthe next basket namein
alphabetic order asthe default.

Enter RETURN to continue or '~ to exit: <RET

Done with NEWnmail in your 'TEST' Basket.

Read NEWnmil in MAIL BASKET: IN/

Figure 2: Reading New Mail By Basket

In this example (Figure 2), we had hew mail in more than one mail basket. Thus, when we chose to read
our new mail by basket, MailMan prompted us to choose from which basket we wanted to start reading
our new mail. It defaulted to start with our "IN" basket.

By putting a question mark at the "Read NEW mail in MAIL BASKET: IN//" prompt, MailMan gave usa
list of al of our mail baskets with new mail. MailMan also tells you how many total messagesreside in
each of those baskets and how many of those messages are new. In this case, both our "IN" and "TEST"
mail baskets contained new mail. For this example, we chose to read from the "TEST" mail basket.
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MailMan immediately began displaying our new mail in the "TEST" mail basket. MailMan will display
each subsequent new message until all new messages have been read in that basket or we quit the option.

When you have read all your mail in one basket and still have new mail in other mail baskets, MailMan
will prompt you to choose another mail basket to continue reading your new mail. If you only had new
mail in one basket, MailMan would immediately begin displaying your first new message in that one
basket. It would continue to display al subsequent new messages in that basket until all new messages
have been read or you quit that option by entering an up-arrow ("*" Shift-6 key on most keyboards) at the
message action prompt.

o If you use the Read new messages by basket option to read your mail, MailMan first displays any
new priority mail before displaying other new mail.
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How to List All of Your Basketswith New Mail

You can list all of your mail baskets with new mail in alphabetic order by choosing the List Baskets with

new mail option available with the New Messages and Responses option [synonym NML], as shown
below:

Sel ect Mail Man Menu Option: NML <RET> New Messages and Responses
You have new mail in nore than one basket.

Sel ect New nmil option: Read new mail by basket// LB <RET> List Baskets with new
mai |

Ch f Hereweseealist of all of
oose 1trom .
IN (8 New) our mail baskets that

TEST (2 New) \sntaln new mail.

Sel ect New mail option: Read new mail by basket//

Figure 3: Listing Basket with New Mail

Asyou can see from this example (Figure 3), we listed all of our baskets with new mail by choosing the
List Baskets with new mail option.

MailMan displayed the list of al of our mail baskets with new mail in aphabetic order. In this case, both
our "IN" and "TEST" mail baskets contain new mail.

MailMan also tells you how many new messages reside in each mail basket. With this information, you
can choose another new mail option to read your new mail (e.g., Read new mail by basket option,
previously described).
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How to List All of Your New M essages

You can list al of your new mail in your mailbox, regardless of the mail basket, when you choose the List
al new messages option available with the New Messages and Responses option [synonym NML], as

shown below:

You have new nail in nore than one basket.

*

I N

04 Aug 98 Stress nanagenent exerc

Sel ect New nmil option: Read new nmail by basket// LN <RET>

*=New/ ! =Priority............... Subject............... Li nes
[1223232] 04 Aug 98 Digest bat-list.v004.n 622

Aug 98 Digest bat-list.v004.n 673

Sel ect Mail Man Menu Option: NML <RET> New Messages and Responses

Li st all new nessages

.From....... Read/ Rcvd
bat-list-errors@ists
MAGENTA, M CHAL

bat-list-errors@ists

* 0% F X %k X % *
CoNourwn
zzzzzz

*10. TEST [1223223] 04 Aug

("!") would be shown.
Ent er nessage nunber or comm

-errors@ists

You know these messages are all new by —errors@ists

[ 1222738] the asterisk ("*") displayed to the left -errors@ists

[1222669] 30 Jul of each message number. However, if -errors@ists

[1222306] 28 Jul they were new and priority messages, 31/32
TEST [1223225] 04 Aug only the priority exclamation point M CHAL

, M CHAL

Figure4: Listing All of Your New Mail

In this example (Figure 4), we chose the List all new messages option to list al of our new mail in our
entire mailbox. From this list of messages we can see that eight of the new messages are in our "IN" mail

basket and that two of the new messages arein our "TEST" mail basket.

MailMan provides detailed information on each message including:

» Flags—Any special flag associated with the message (e.g., Priority ["!"] or New ["*"] flags).

o The priority flag is the exclamation point ("!"). Prior to Patch 50, it used to be a plus sign

(+)

* Message Number—The number associated with the message (meaningful for thislist only).

* Basket—Basket containing the message (e.g., "IN").

* MailMan Internal Message I dentification Number—The MailMan message number generated

internally for the message (displayed in brackets).

* Message Sent Date—The date the message was sent (i.e., day, month, and year).

e Subject—Subject of the message.
e Lines—Number of lines of text in the message.

*  From—The name of the person who sent the message.

* Read/Rcvd—Total number of responses read and received for that message. If there are no

responses to a message, no totals will be indicated.
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= \\hen listing new messages, all new message information is displayed in detail, regardless of the
message reader you choose. Also, the list of messages will be displayed in the order you set when
using the User Options Edit option to set your preferences.

For more information on setting your preferences, please refer to the "MailMan V. 7.1 & Patch
XM*7.1*50 Getting Sarted Manual."

After displaying the list of new messages, MailMan asks you to enter a message number or specific
command at the "Enter message number or command:" prompt.

Y ou can enter any of the following:
» Message Number—Enter a specific message number from the list.

e MailMan Internal Message | dentification Number—Enter the MailMan internal message
identification number for any message located on the system (i.e., the number in brackets).

o The message does not have to be in the message list displayed or in your mailbox, however,
it must still be on the system.

* Action Code—Enter an action code to take action on any message(s) in the list of new messages.

o For a complete list and description of command action codes, please refer to the " Action
Codes—Baskets" topic and Table 2 in Chapter 2 in this manual.

e Up-arrow (""" Shift-6 key on most keyboar ds)—Enter an up-arrow to quit the option.
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How to List All of Your Priority M essages

When MailMan delivers priority mail to your mailbox, you get a special notification, as shown below:

These arethe actual message numbers
for these priority messagesin the" IN"

OFFI CE MENU OPTI ONS Option: 4 Mail Man Menu

*=New/ ! =Priority............. Subject................. Lines.From....... Read/ Revd
123. IN[1223285] 04 Aug 98 Priority Three 1 ORANGE, SUSAN
122, I N [1223283] 04 Aug 98 Priority Two 1 ORANGE, SUSAN
121. IN[1223282] 04 Aug 98 Priority One 1 ORANGE, SUSAN

VA Mail Man 7.1 service for BLUE. THOVAS™
You | ast used Mail Man: 28 Jul 98 09: 06
Your current banner: "Read the Manual....Pl easel
You have 3 new nessages.

These messages wer e all \
sent priority. MailMan
highlights them by
displaying them before

your MailMan Menu

(notice the exclamation

pointsto the left). /

NML New Messages and Responses
RML Read/ Manage Messages
SML Send a Message
Query/ Search for Messages
AML Become a Surrogate (SHARED, MAIL or O her)
Personal Preferences ...
O her Mail Man Functions ...
Help (User/Goup Info., etc.)

You have 3 new nessages. (Last arrival: 28 Jul 98 09:11)
Nae‘smother priority
»  mail notification from
MailMan (highlighted by
rever se video).

Figure5: MailMan Highlights Priority Mail

Sel ect Mail Man Menu Opti on:

Figure 5 shows you how MailMan notifies you that you have priority mail prior to your executing any of
the MailMan Menu options.

For example, when first entering the MailMan Menu, MailMan displays any new priority message(s)
before displaying the MailMan Menu.

o The priority message is indicated by an exclamation point ("!") next to each priority message. Prior
to Patch 50, the priority flag used to be a plus sign (" +").

Also, MailMan displays the phrase "There is PRIORITY Mail!" following your MailMan Menu. Asa
further highlight, all priority messages displayed to you in alist will be preceded by an exclamation point.
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You can list al of your priority mail in your mailbox, regardless of the mail basket, when you choose the
List all priority messages option available with the New M essages and Responses option [synonym
NML], as shown below:

Sel ect Mail Man Menu Option: NML <RET> New Messages and Responses
You have new nail in nore than one basket.

Sel ect New nmail option: Read new mail by basket// LP <RET> List all priority

messages
*=New/ ! =Priority............. Subject................. Lines.From....... Read/ Revd
I 1. IN[1223285] 04 Aug 98 Priority Three 1 ORANGE, SUSAN
! 2. IN[1223283] 04 Aug 98 Priority Two 1 ORANGE, SUSAN
I 3. IN[1223282] 04 Aug 98 Priority One 1 ORANGE, SUSAN

Ent er nessage nunber or conmmand:

Figure6: List of Priority M essages

Asyou can see from this example (Figure 6), we have three priority messagesin our "IN" mail basket.

MailMan gives us detailed information on each message including:

1-12

Priority Flag—Exclamation point ("!") preceding each message.

o The priority flag is the exclamation point ("!"). Prior to Patch 50, it used to be a plus sign
(+).

Message Numbers—1, 2, and 3 (meaningful for thislist only).
Basket—"IN" mail basket.

MailMan Internal Message | dentification Number—Displayed in message display order (in
brackets):

» Message#l  [1223285]

> Message#2  [1223283]

> Message#3  [1223282]
M essage Sent Date—04 Aug 98 (all sent on the same date).
Subj ect—The subject of each message includes:

» Message#1  Priority Three

» Message#2  Priority Two

» Message#3  Priority One

Lines (total number of linesof text in the message)—1 (all messages only have one line of
text).

From—ORANGE,SUSAN (sent all three messages).
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Read/Rcvd (total number of responsesread and received for the message)—In this case, no
numbers are displayed, since none of these messages had any responses.

o When listing new messages, all new message information is displayed in detail, regardless of the

message reader you choose. Also, the list of messages will be displayed in the order you set when
using the User Options Edit option to set your preferences.

For more information on setting your preferences, please refer to the "MailMan V. 7.1 & Patch
XM*7.1*50 Getting Sarted Manual."

After displaying thelist of priority messages, MailMan asks you to enter a message humber or specific
command at the "Enter message number or command:" prompt.

Y ou can do any of the following:

Enter a specific message number from the list in order to read that message.

Enter the MailMan internal message identification number for any message located on the system
(does not have to be in the message list currently displayed).

Enter an action code to take action on any message(s) in the list of new messages.

Enter an up-arrow (""" Shift-6 key on most keyboards) to quit the option.

o Effective with MailMan V. 7.1 with Patch 50, several additional command actions were introduced,

some of which are only available when using the Detailed Full Screen or Summary Full Screen
message readers.

For a complete list and description of command action codes, please refer to the " Action Codes—
Baskets" topic and Table 2 in Chapter 2 in this manual.

If you usethe List all priority messages option and you don't have any new priority messages, MailMan
will let you know. For example:

Sel ect Mail Man Menu Option: NML <RET> New Messages and Responses
You have new nmail in nore than one basket.

Sel ect New nmail option: Read new mail by basket// LP <RET> List all priority

essages MailMan letsyou
You have no new Priority nessages. know when there
areno new priority
Figure 7: Display When You Don't Have Priority Mail MESSages.
N
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How to Print All of Your New M essages

You can print al of your new mail in your mailbox, regardliess of the mail basket, when you choose the
Print all new messages option available with the New M essages and Responses option [synonym NML],
as shown below:

NML New Messages and Responses
RML Read/ Manage Messages
SML Send a Message
Query/ Search for Messages
AML Become a Surrogate (SHARED, MAIL or O her)
Personal Preferences ...
O her Mail Man Functions ...
Help (User/Goup Info., etc.) .
You have 2 new nessages. (Last arrival: 02 Aug 99 14:39)
Sel ect Mail Man Menu Option: nm <RET> New Messages and Responses
Sel ect New nmil option: Read new nmail by basket// p <RET> Print all new nessages
DEVI CE: HOVE// C6_AD 6FLR L16

.
MailMan asksyou for
the printer device

Do you want your output QUEUED? NO'/ <RET> (NO information.

//MaiIMan will print all of your new \

mail in your mailbox.

Figure 8: Printing All New Mail

In this example (Figure 8), we used the Print all new messages option to print all of our new messages.
MailMan asked us to choose where to print our messages (i.e., what device). In this case, we choseto
print our messages to a specific printer by entering the printer name (i.e.,, "C6_AD _6FLR L 16") at the
"DEVICE: HOME/[" prompt.

MailMan then immediately printed all of our new messages.

o If you want to print your message(s) to a different device, enter the appropriate device name at the
"DEVICE: HOME//" prompt.

MailMan displays the print information prior to the message header for each message, as shown below:

Mai | Man nessage for BLUE, THOVAS E. COVPUTER SPECI ALI ST
Printed at 1SC SF. VA. GOV 02 Aug 99 14:41

Figure 9: Sample MailMan Print Information
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This print information (Figure 9) helps you differentiate:

*  Who—For whom was the message printed (i.e., BLUE,THOMASE. COMPUTER
SPECIALIST).

*  Where—At what location was the message printed (i.e., Printed at ISC-SF.VA.GOV).

*  When—When was the message printed (i.e., 02 Aug 99 14:41 as opposed to when the message
was actually sent).

o If you use the Print new messages by basket option to print all of your new mail, MailMan first
prints any new priority mail in your mailbox before printing other new mail in your mailbox.
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How to Scan All of Your New M essages

Scanning your new messages is similar to reading your new messages by basket. However, when
scanning messages, you are not prompted between baskets. Y ou automatically pass from reading new
messages in one basket to reading the new messages in the next basket without any user prompts or user
action required in between.

F .+ Y
1
& or more information on reading your new mail by basket, please refer to the "Reading All of Your
New Mail by Basket" topic previously described in this chapter.

Y ou can scan al of your new mail in your mailbox, regardless of the mail basket, when you choose the
Scan all new messages option available with the New Messages and Responses option [synonym NML],
as shown below:

Sel ect Mail Man Menu Option: NML <RET> New Messages and Responses

You have new mail in nore than one basket.

Sel ect New nmil option: Read new nmil by basket// S <RET> Scan all new nessages

Continuously \

Subj: Digest bat-list.v004.n177 [#1222920]
Sat, 1 Aug 1998 18:47:44 -0700 (PDT) 654 lines prng the

From bat-list-errors@ists.xxxx.com In 'IN basket. Page Enter/Return key
------------------------------------------------------------ allowsMailMan to
scan through all of
your new mail in

your mailbox. /

Enter RETURN to continue or '~ to exit: <RET>

Figure 10: Scanning Your New Mail

In the previous example (Figure 10), we chose to scan through our mail by choosing the Scan all new
messages option at the "Select New mail option:" prompt. Scanning automatically begins displaying all
new mail in each mail basket (mail baskets are scanned in alphabetic order). Unlike the Read new mail by
basket option (Figure 2), the Scan all new messages option will not prompt you when MailMan has
displayed all the new mail in one basket and is ready to scan the new mail in the next mail basket.

As you continuously press the Enter/Return key, MailMan automatically displays your new mail until
there isno more new mail. If you want to quit scanning your new mail before reaching the end, simply
enter the up-arrow (""" Shift-6 key on most keyboards) to exit the option.

o If you use the Scan new messages by basket option to "scan” through all of your new mail,
MailMan first displays any new priority mail in your mailbox before displaying the other new mail
in your mailbox.
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How to Quit—EXxiting the New M essages Option

MailMan V. 7.1 with Patch 50 introduced the Quit option. Asits name implies, you use the Quit option to
"quit" processing your new mail, as shown below:

Sel ect New mail option: Read new mail by basket// ?
Enter a code fromthe |ist.

Sel ect one of the foll ow ng:

R Read new mai | by basket

LB Li st Baskets with new nuil
LN Li st all new nessages

LP List all priority nmessages
P Print all new nessages

S Scan all new nessages

Q Qui t

Sel ect New nmil option: Read new nmail by basket// Q <RET> Quit

NML New Messages and Responses
RML Read/ Manage Messages
SML Send a Message
Query/ Search for Messages
AML Become a Surrogate (SHARED, MAIL or O her)
Personal Preferences ...
O her Mail Man Functions ...
Help (User/ G oup Info., etc.)

Figure 11: Quit Option

Asyou can see from this example (Figure 11), the Quit option takes you immediately out of the New
M essages and Responses option [synonym NML] and puts you back into the MailMan Menu (main
menu).

o Entering an up-arrow (""" Shift-6 key on most keyboards) has the same effect as Quit.
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How to Stop Reading a M essage—EXxiting a M essage with Unread
(New) Responses

MailMan does not force you to read an entire message or any of its responses. MailMan V. 7.1 with Patch
50 alows you to enter the up-arrow (" Shift-6 key on most keyboards) at any point while reading a
message in order to stop reading that message or any of its responses.

il

o If you use the up-arrow to stop reading a new message without reading all responses and "ignore"
that message, the message will not remain marked as "new," even though you have new (unread)
responses. However, if you enter the up-arrow at the "Enter message action” prompt, the message
will remain marked as " new."

After entering the up-arrow, MailMan indicates the range of unread responses (if any) and gives you the
chance to continue reading the responses, as shown below:

Subj: Test — Exiting a Message with Unread Responses [#29408875]
16 Apr 99 14:18 23 lines

From BLACK, ALI CE - SYSTEMS ANALYST (Al bany CIO Field Ofice)
0 of 3 responses read. In 'IN basket. Page 1 *New

This is a test nessage with nmultiple responses.

Enter an up-arrow
("~") hereto stop
reading a message.
MailMan will advise
you, if you have any
unread responses.

Enter RETURN to continue or "~" to exit: 7
>> You haven't read responses 1-3. You may backup to see them <<

Enter nessage action (in IN basket): | GNORE//

Figure 12: An Example of Exiting a M essage with Unread Responses

In this example (Figure 12), we began reading a message but chose to stop reading the entire message and
any of its responses by entering an up-arrow ("~") at the "Enter RETURN to continue or ' to exit:"

prompt.

MailMan notified us that we hadn't read a range of responses (i.e., ">> Y ou haven't read responses 1-3.
Y ou may backup to see them. <<") and presented us with the "Enter message action (in IN basket):
IGNORE//" prompt. If we entered a"B" (Backup) at this prompt, MailMan would back up to the first
unread response.

o For more information on the Backup action command or any other message action command,
please refer to Chapter 3in this manual.
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2. Reading/Managing Messages—In a Basket

Topics To Be Discussed:

The features and functionality associated with managing all of your messages are described in greater

detail in this chapter.

July 1999

*  RML—Read/Manage M essages Option

* Action Codes—Basket Action Commands

>

>
>
>
>
>
>
>
>
>
>
>
>
>

Y VY

Message Number (" n") Action

M essage Selection Actions

Change Basket Name (" C") Action
Change Detail (" CD") Action

Delete Messages (" D" ) Action

Forward Messages (" F") Action

Filter Messages (" FI") Action
Headerless Print Messages (" H" ) Action
Later Messages (L") Action

New MessageList ("N") Action

New Toggle ("NT") Action

Opposite Selection Toggle (" O") Action
Print Messages (" P") Action

Query (Search for) Messagesin this
Basket (" Q") Action

Resequence Messages (" R") Action

Save M essagesto Another Basket ("' S")
Action

Terminate Messages (" T") Action
Zoom Selection Toggle ("Z") Action
Paging Actions

Text String Search Actions
Up-arrow ("~") Exit Action
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RM L —Read/M anage M essages Option

The Read/Manage Messages option [synonym RML] allows you to perform numerous actions on both
new and existing messages stored on the system (e.g., in a particular mail basket, mailbox, etc.). Useit to
better manage your e-mail.

The number of actions available to you depends on whether you are using the Detailed/Summary
Full Screen message readers or the Classic message reader.

Aslong as amessage is ill in the MESSAGE file (#3.9) and you were arecipient or sender of the
message, it is available to you.

The Read/Manage M essages option is available on the main MailMan Menu, as shown below:

NML New Messages and Responses

O rRWL Read/ Manage Messages
SML Send a Message
Query/ Search for Messages
AML Become a Surrogate (SHARED, MAIL or O her)
Personal Preferences ...
O her Mail Man Functions ...
Help (User/Goup Info., etc.)

Sel ect Mail Man Menu Option: RML <RET> Read/ Manage Messages

Figure 13: RML—Read/M anage M essages Option

After selecting the Read/M anage M essages option [synonym RML], you can begin to manage your mail
within each of your mail baskets, for example:

Sel ect Mail Man Menu Option: RML <RET> Read/ Manage Messages
Sel ect nmessage reader: Detailed Full Screen// <RET>

Read mail in MAIL BASKET: I N/ Mil Man (5 messages)

Mai | Man Basket, 5 nessages (1-5)

*=New/ ! =Priority......... Subject................... Lines.From......... Read/ Revd
5. [1225160] 17 Aug 98 Mail Man surprise 3 VON BLACK&WH TE, HA 1/1
4. [1190657] 07 Nov 97 |'mso excited... 59 FUCHSI A, GARY 733/ 733
3. [1182059] 29 Aug 97 RFC 822 Sender 355 <gj b@xxxx. comnmp 1/1
2. [1028185] 02 Apr 96 MAI LMAN CUSTOM HEADERS 20 VON BLACK&WHI TE, HA 2/2
1. [1019674] 15 Mar 96 inmap.vs. pop (fwd) 717 <gj b@xxx. conr

Enter nessage nunber or conmmand:

Figure 14: Managing Your Mail in Your Mail Baskets
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In the previous example (Figure 14), after selecting the Read/Manage M essages option (RML), MailMan
prompted us to choose a message reader. We chose the Detailed Full Screen message reader (default) as
our message reader by pressing the Enter/Return key at the " Select message reader: Detailed Full
Screen//" prompt.

MailMan then prompted us to choose the mail basket. We entered "MailMan" at the "Read mail in MAIL
BASKET: IN//" prompt. Because we chose the Detailed Full Screen message reader, MailMan displayed
adetailed list of al new and existing messagesin our "MailMan" mail basket. However, in this basket,
we didn't have any new messages (no asterisk to the left of any message numbe).

At this point we can take any number of actions on any or all of the messagesin this basket (e.g., read a
message).

0 For a complete list and description of command action codes for baskets, please refer to the
"Action Codes—Baskets' topic and Table 2 that followsin this chapter.
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Action Codes—Baskets

The following table lists all of the possible actions that you can perform after listing messagesin a
particular mail basket when using either the Detailed or Summary Full Screen message reader. Some of
these codes were introduced with MailMan V. 7.1 with Patch 50. Many, but not all, of these action codes
are also available with MailMan's Classic message reader (exceptions are noted bel ow):

Action Code

Action Description

n

Message Number ("n")—Enter the message number ("n") from thelist or the
MailMan internal message identification number in order to read a specific
message located anywhere on the system. (Available with all message readers.)

Select Message "n" (for subsequent action)—The decimal point ("." period)
before the message number ("n") tells MailMan to select the message from the
list of messages to subsequently perform an action on the selected message.
(Not available with the Classic message reader.)

Deselect Message "n"—The decimal point ("." period) and minus sign ("-"
hyphen) before the message number ("n") tells MailMan to deselect a
previously selected message. (Not available with the Classic message reader.)

.n-m,a,c-d

Select aList of Messages (for subsequent group action)—The decimal point
("." period) before the message numbers ("n-m,a,c-d") tells MailMan to select
any combination of messages from alist of messages to subsequently perform
group actions on all selected messages. (Not available with the Classic message
reader.)

.-n-m,a,c-d

Deselect aList of Messages—The decimal point ("." period) and minus sign
("-" hyphen) before the message numbers ("n-m,a,c-d") tells MailMan to
deselect any combination of previously selected messages. (Not available with
the Classic message reader.)

Select All Messages (for subsequent group action)—T he decimal point

("." period) before the asterisk ("*") tells MailMan to select all messages from a
list of messages to subsequently perform group actions on all selected
messages. (Not available with the Classic message reader.)

Deselect All Messages—The decimal point ("." period) and minus sign
("-" hyphen) before the asterisk ("*") tells MailMan to deselect all previously
selected messages. (Not available with the Classic message reader.)
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Table 2 (continued):

2-6

Action Code

Action Description

C

Change the Name of This Basket—Change the name of any mail basket in your
mailbox except the "IN" and "WASTE" baskets. (Available with all message
readers.)

CD

Change Detail—Change your view to detailed information, when summary
information is displayed or change to summary information when detailed
information is displayed. (Not available with the Classic message reader.)

Delete M essages—M ove messages to the "WASTE" basket. The messages are
not permanently deleted from your mailbox or the system until al recipients
delete or terminate the message. (Available with all message readers.)

Forward M essages—Send messages to another individual or group of
individuals. (Available with all message readers.)

FI

Filter Messages—Filter messages in a basket based on mail filters you've
previously established for your mailbox. (Available with all message readers.)

Headerless Print M essages—Print messages without the print and header
information to any device that you choose. MailMan only prints the body of the
message. (Available with all message readers.)

Later Messages—M ake messages "new" for a specified later date and time; it
can act as areminder. (Available with all message readers.)

New Message List—List all new messagesin amail basket. (Available with all
message readers.)

NT

New Toggle—Use this toggle to make messages "new" or "not new." (Added
with Patch XM*7.1* 110; Available with all message readers.)

Opposite Selection Toggle (for subsequent group action)—Use this toggle to
deselect previously selected messages and select previously unselected
messages from alist of messages. This action code is only available when
messages have been selected for subsequent group action. (Not available with
the Classic message reader.)

Print M essages—Print messages to any device you choose. (Available with all
message readers.)

Query (Search for) Messages in This Basket—Search for messages based on
criteriayou enter. (Available with all message readers.)

Table 2: Action Codes—Basket M essage L ists (continued)
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Action Code

Action Description

R

Resequence Messages—Resequence the order of messagesin amail basket. All
messages will be resequenced in the order of their MailMan internal message
identification numbers. (Available with all message readers.)

Save Messages to Another Basket—Save messages to another existing mail
basket or create a new mail basket. (Available with all message readers.)

Terminate M essages—M ove messages to the "WASTE" basket and
permanently delete the messages from your mailbox. Y ou will not receive
further replies to those messages. Messages are not permanently deleted from
the system until al recipients of the messages have deleted or terminated them.
(Available with all message readers.)

Zoom Selection Toggle (for subsequent group action)—Use this toggle to zoom
in and only display selected messages or zoom out and display all messages.
This action code is only available when messages have been selected for
subsequent group action. (Not available with the Classic message reader.)

Refresh Page—The equal sign ("=") tells MailMan to redisplay the basket
message list page you were viewing ("refresh” the page/screen). (Not
available with the Classic message reader.)

Next Page—The plussign ("+") tells MailMan to go to the next page. This
action codeis only available when you have more than one "page" of
messages when using the Detailed or Summary Full Screen message readers.
(Use the Enter/Return key with the Classic message reader.)

+Nn

Page Forward "n" Pages—The plus sign ("+") before a number ("n") tells
MailMan to go forward "n" pages. This action code is only available when
you have more than one "page" of messages when using the Detailed or
Summary Full Screen message readers. (Use the Enter/Return key with the
Classic message reader.)

Previous Page—The minus sign ("-" hyphen) tells MailMan to go to the
previous page. This action code is only available when you have more than one
"page" of messages. (Not available with the Classic message reader.)

non

Page Back n Pages—The minus sign ("-" hyphen) before a number ("n") tells
MailMan to go back "n" pages. This action code is only available when you
have more than one "page" of messages. (Not available with the Classic
message reader.)
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Table 2 (continued):

&= Pleaseremember that not all action codes ar e available with every messagelist or with
every message reader. Some action codes ar e only available when certain conditions exist.

Action Code | Action Description
0 First Page—A zero tells MailMan to go to the first page. This action codeis
only available when you have more than one "page” of messages. (Not
available with the Classic message reader.)

?string Search for messages in the basket whose subject contains the string entered.
(Available with all message readers.)

??string Search for messages anywhere on the system, which you ever sent or received,
whose subject begins with the string entered. (Available with all message
readers.)

N Exit the List (up-arrow, """ Shift-6 key on most keyboards)—Exit from the list
of messages. (Available with all message readers.)
Table 2: Action Codes—Basket M essage L ists (continued)
A
Fj

o Each action code is described in greater detail bel ow.
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Message Number (" n") Action

Asyou can see from the list of action commands (Table 2 in this chapter), you can select any message
from alist of messages by entering its basket message number ("n") at the "Enter message number or
command:" prompt.

Also, you can enter the MailMan internal message identification number (i.e., the number generated by
MailMan and placed in brackets, such as [#1222162]) for any message residing on the system, regardless
of whereit islocated (e.g., another mail basket). Aslong asit is still stored in the MESSAGE file (#3.9)
and you either sent or received the message, it will be located and displayed to you.

The following figure shows you how to display a message by entering the basket message number:

Sel ect Mail Man Menu Option: RML Read/ Manage Messages
Sel ect message reader: Detailed Full Screen// <RET>

Read mail in MAIL BASKET: IN/ <RET> (7 messages, 2 new)

I N Basket, 7 nessages (1-7), 2 new

*=New/ ! =Priority......... Subject........ .. ... ... Lines.From......... Read/ Rcvd
*7. [1222389] 28 Jul 98 NET-MEETING TRAINING ON NO'S 6 GREY, EDWARD 3/4
*6. [1222306] 28 Jul 98 Local: biweekly info exchang 2 POSTMASTER 11/ 12
5. [1222162] 27 Jul 98 BLUE 1 FUCHSI A, GARY M
4. [1221885] 24 Jul 98 Here we cone.... 55 Alice Copper <abc@xxx.
3. [1220558] 14 Jul 98 FW Tribal Wsdomvs. Gover 50 "Green, R ta" <greenr @
2. [1220526] 14 Jul 98 Local: biweekly info exchang 2 POSTMASTER 23/ 23
1. [1208986] 15 Apr 98 Hal on repl acenent 2 SKYBLUE, HOMRD 22/ 22

Ent er nessage nunber or command: 5

Enter the basket \
message number from
thelist of messages
(displayed at the far left
of the message), in order
toread this message.

%%

Subj: BLUE [#1222162] 27 Jul 98 09:59 1 |lin€
From FUCHSI A, GARY M - PROGRAMVER (San Francisco
In "IN basket. Page 1

Test Message

Enter nessage action (in IN basket): | GNORE// <RET>

I N Basket, 7 nessages (1-7), 2 new

*=New/ ! =Priority......... Subject.......... ... ... Lines.From......... Read/ Rcvd
*7. [1222389] 28 Jul 98 NET-MEETING TRAINING ON NO'S 6 GREY, EDWARD 3/4
*6. [1222306] 28 Jul 98 Local: biweekly info exchang 2 POSTMASTER 11/ 12

5. [1222162] 27 Jul 98 BLUE 1 FUCHSI A, GARY M

4. [1221885] 24 Jul 98 Here we cone.... 55 Alice Copper <abc@xxx.
3. [1220558] 14 Jul 98 FW Tribal Wsdomvs. Gover 50 "Green, Rita" <greenr @
2. [1220526] 14 Jul 98 Local: biweekly info exchang 2 POSTMASTER 23/ 23
1. [1208986] 15 Apr 98 Hal on repl acenent 2 SKYBLUE, HOMRD 22/ 22

Ent er nessage nunber or command:

Figure 15: Displaying a M essage Using the Basket M essage Number

Asyou can see from the previous example (Figure 15), we were reading mail in our "IN" mail basket and
entered the basket message number (i.e., "5") of the message we wanted to read at the "Enter message
number or command:" prompt. MailMan found the desired message and displayed it to us.
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When we were finished with the message, we pressed the Enter/Return key to ignore the message and
leaveitinthe"IN" basket.

MailMan then returned usto the "IN" basket list of messages where we could take any additional actions
on the list of messagesin that basket.

The following figure (Figure 16) shows you how to display a message by entering its MailMan internal
message identification number:

Sel ect Mail Man Menu Option: read/ Manage Messages
Sel ect message reader: Detailed Full Screen// <RET>

Read nmail in MAIL BASKET: IN/ TEST <RET> (5 nessages)

TEST Basket, 5 nessages (1-5)

*=New/ ! =Priority.......... Subject......... ... ... ... Lines.From ........ Read/ Rcvd
5. [1214467] 02 Jun 98 Priority test #1 1 FUCHSI A, GARY M 5/5
4. [1212175] 12 May 98 New Test Message 3 BLUE, THOVAS E.
3. [1212173] 12 May 98 Copy of: Test nessage 55 BLUE, THOVAS E.
2. [1212124] 12 May 98 test 1 BLUE, THOVAS E.
1. [1211500] 06 May 98 Test 1 BLUE, THOVAS E.

Ent er nessage nunber or comrand: 1222162

Enter the MailMan \
inter nal message
number here, in order
to search for and read
thismessage. It can be
located anywhere on

_J

Subj: BLUE [#1222162] 27 Jul 98 09:59 1 line
From FUCHSI A, GARY M - PROGRAMMVER (San Francisco
In "IN basket. Page 1

Test Message

Enter nessage action (in IN basket): |GNORE// <RET> the system.

TEST Basket, 5 nessages (1-5)

*=New/ ! =Priority.......... Subject................... Lines. From........ Read/ Revd
5. [1214467] 02 Jun 98 Priority test #1 1 FUCHSI A, GARY M 5/5
4. [1212175] 12 May 98 New Test Message 3 BLUE, THOVAS E.
3. [1212173] 12 May 98 Copy of: Test nessage 55 BLUE, THOVAS E.
2. [1212124] 12 May 98 test 1 BLUE, THOVAS E.
1. [1211500] 06 May 98 Test 1 BLUE, THOVAS E.

Ent er nessage nunber or command:

Figure 16: Displaying a M essage Using the I nternal M essage | dentification Number

Asyou can see from this example (Figure 16), we were reading mail in our "TEST" mail basket.
However, we wanted to see amessage in our "IN" basket. Thus, we entered the MailMan internal
message identification number of that particular messagein the "IN" basket (i.e., "1222162," Figure 15) at
the "Enter message number or command:" prompt. MailMan found the desired message and displayed it
to us.

When we were finished with the message, we pressed the Enter/Return key to ignore the message and
leaveitinthe"IN" basket.

MailMan then returned us back to the "TEST" basket list of messages so we could make another choice.

2-10 MailMan V. 7.1 User Manual July 1999
Patch XM*7.1*50



Reading/Managing M essages—In a Basket

This functionality allows you to easily retrieve a message from anywhere on the system without having to
know whereit islocated. Aslong asit exists in the MESSAGE file (#3.9), you should be able to call it

up.
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M essage Selection Actions

MailMan V. 7.1 with Patch 50 introduced a method of selecting messagesin alist of messages for
subsequent group actions.

Y ou can select and deselect any combination of messages from alist of messages and then perform an
action or actions on the selected group, such as:

Delete the selected message(s)

Filter the selected message(s)

Forward the selected message(s)

Later the selected message(s)

Makethe selected message(s) " New" or not " New"

Print the selected message(s) to the screen or another device you choose
Save the selected message(s) to another basket

Terminate the selected message(s)

All message selection action codes begin with a decimal point ("." period) and you can do either of the
following:

Select M essages—When you want to select messages, you first enter the decimal point

("." period), followed by the message number ("n"), including ranges of messages ("'n-m,a,c-d"),
or all messages ("*"). You can enter the message numbersin any order. The message selection
action codes consist of the following:

> .n
> .n-m,a,c-d
> *

Deselect M essages—When you want to desel ect messages, you first enter the decimal point

("." period), then aminus sign ("-" or hyphen on the keyboard), followed by the message number
("n"), including ranges of messages ("n-m,a,c-d"), or all messages ("*"). Y ou can enter the
message numbers in any order. The message selection action codes consist of the following:

> .-n
> .-n-m,a,c-d
>

o All of the message selection action codes are described in greater detail below.

July 1999 MailMan V. 7.1 User Manual 2-13

Patch XM*7.1*50



Reading/Managing M essages—In a Basket

MailMan V. 7.1 with Patch 50 also introduced two additional action codes (described later onin this
chapter) that work in conjunction with the message sel ection action codes:

* TheOpposite Selection Toggle—Toggling this action code desel ects sel ected messages and
selects unselected messages. Y ou can toggle back and forth choosing which messages are
selected or deselected.

Q
{
Here's a tip—At the "Enter message number or command"” prompt, with one or more
messages sel ected for subsequent group action, you can use the Opposite Selection
Toggle ("O") action code to deselect all the selected messages and select all the
unselected messages. This might be useful when you wish to take different actions on two
groups of messages.

» TheZoom Selection Toggle—Toggling this action code either zooms in on selected messages or
zooms out to al messages. Y ou can toggle back and forth to just view the selected messages or
view the entire list of messages.

g‘ﬁ

Here'satip—At the "Enter message number or command” prompt, with one or more
messages sel ected for subsequent group action, you can use the Zoom Selection Toggle
("Z") action codeto "zoomin on" (i.e., list) only those messages you've selected. This might
be useful when you have several screens filled with messages. By using this tool, you can
pare down the display to just list those selected messages. To restore the full list of
messages (i.e., selected and not selected messages), toggle back by using the Zoom
Selection Toggle again.

o For more information on the Opposite Selection Toggle and Zoom Selection toggles, please refer to
the "Opposite Selection Toggle ('O") Action" and "Zoom Selection Toggle ('Z') Action” topics that
follow in this chapter.

Also, when you select messages in amail basket, they will only remain selected while you continue
processing messages in the same basket. Upon exiting that mail basket or quitting MailMan, those
messages will automatically be deselected.

For example:

1. Youfirst use the message selection action codes to select a group of messagesin your "IN"
basket (the messages are now selected for subsequent group action).

Y ou then decide to go to your "TEST" mail basket to process other messages.

Y ou then return to your "IN" mail basket (where you originally selected the messages, Step 1).
You'll seethat those previously selected messages will no longer be sel ected.

Because you left and returned to the "IN" basket, those previously selected messages will no longer
be selected. Y ou would have to reselect the messagesin the "IN" basket, if you still wanted to
perform some group actions on those messages.
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SELECTING MESSAGES

.N—Selecting One M essage

Asyou can see from the list of action commands (Table 2 in this chapter), to select a single message for

subsequent action, you must first enter adecimal point ("." period) and then the number ("n") you wish to
select from the list of messages (i.e., ".n").

When you have successfully selected a message, aright-angle bracket (">") is displayed to the left of the
selected message in the list, as shown below:

Sel ect Mail Man Menu Option: RML <RET> Read/ Manage Messages
Sel ect nmessage reader: Detailed Full Screen//
Read mail in MAIL BASKET: I N/ Transportation News (7 messages, 7 new)

Transportati on News Basket, 7 nessages (1-7), 7 new
*=New/ ! =Priority......... Subject................... Lines.From......... Read/ Revd

*7. [1223634] 06 Aug 98 Diges NO messages ¢ tl bat-list-errors@ists.b
*6. [1223638] 06 Aug 98 Diges gescurrently bat-list-errors@ists.b
* 5 g2 220001 0L . selected. bat-list-errors@ists.b
*4, [1223680] 06 Aug 98 DIges bat-list-errors@ists.b
*3. [1223730] 04 Aug 98 Digest bat-1ist.v004.n181 584 bat-list-errors@ists.b
*2. [1223731] 06 Aug 98 Digest bat-list.v004.n183 738 bat-list-errors@ists.b
*1. [1223733] 04 Aug 98 Digest bat-1ist.v004.n182 954 bat-list-errors@ists.b

Ent er nessage nunber or comrand: .4

Transportati on News Basket, 7 nessages (1-7), 7 new

*=New/ ! =Priority......... Subject................... Lines.From......... Read/ Revd
*7. [1223634] 06 Aug 98 Di gest bat-list-errors@ists.b
*6. [1223638] 06 Aug 98 Digest| Selected message#4,as bat-list-errors@ists.b
*5. [1223666] 06 Aug 98 Digest| indicated bythe">". bat-list-errors@ists.b

S bat-list-errors@ists.b
*3. [1223730] 04 Aug 98 D gest \__ bat-list-errors@ists.b
*2. [1223731] 06 Aug 98 Digest bat-1ist.v004.n183 738 bat-list-errors@ists.b
*1. [1223733] 04 Aug 98 Digest bat-list.v004.n182 954 bat-list-errors@ists.b

Enter nessage nunber or conmmand:

Figure 17: Selecting a Single M essage for Subsequent Action

In this example (Figure 17), we selected message number 4 from the list of messagesin our
"Transportation News' mail basket by entering ".4" at the "Enter message number or command:" prompt.
(Make sure you include the decimal point.)

MailMan then redisplays the list. You'll notice that a right-angle bracket (">") appears to the left of
message number 4 in thelist.

We now can take any number of actions on this message.
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.N-m,a,Cc-d—Selecting a Group of M essages

Asyou can see from the list of action commands (Table 2 in this chapter), to select a group of messages
for subsequent group action, you first enter a decimal point ("." period) and then any combination of
message numbers and/or ranges separated by commas (no spaces) you wish to select from the list of

messages (i.e., ".n-m,a,c-d"). Y ou can enter the message numbersin any order. A hyphen ("-") between
numbers indicates a range of message numbers.

When you have successfully selected the messages, a right-angle bracket (">") is displayed to the | eft of
the selected messagesin the list, as shown below:

Sel ect Mail Man Menu Option: RML <RET> Read/ Manage Messages
Sel ect message reader: Detailed Full Screen// <RET>

Read mail in MAIL BASKET: IN/ Transportation News (7 messages, 7 new)

Transportati on News Basket, 7 nessages (1-7), 7 new

*=New/ ! =Priority......... Subject........ .. ... ... Lines.From......... Read/ Rcvd
*7. [1223634] 06 Aug 98 Diges bat-list-errors@ists.b
*6. [1223638] 06 Aug 98 Di geiﬁo messages currently bat-list-errors@ists.b
*5. [1223666] 06 Aug 98 Diae selected. bat-list-errors@ists.b
*4, T IZZ306UT vo—rug—oo - bat-list-errors@ists.b
*3. [1223730] 04 Aug 98 Dige;t—\ bat-list-errors@ists.b
*2. [1223731] 06 Aug 98 Digest bat-1list.v004.n183 738 bat-list-errors@ists.b
*1. [1223733] 04 Aug 98 Digest bat-1ist.v004.n182 954 bat-list-errors@ists.b

Ent er nessage nunmber or command: .1-3,6,7

Transportati on News Basket, 7 nessages (1-7), 7 new
*=New/ ! =Priority......... Subject.......... ... ... Lines.From......... Read/ Rcvd

>*7, [1223634] 06 Aug 98 Diges bat-list-errors@ists.b
>*6. [1223638] 06 Aug 98 Diges Selected messages#1 - #3, bat-list-errors@ists.b

*5. [1223666] 06 Aug 98 Diges #6, and #7, asindicated bat-list-errors@ists.b

*4, [1223680] 06 Aug 98 Dige by the " >" bat-list-errors@ists.b
>*3. [12237 ) bat-list-errors@ists.b
>* 2. g ges bat-list-errors@ists.b
>*1, [1223733] 04 Aug 98 Digest bat-l1st.v004.n182 954 bat-list-errors@ists.b

Ent er nessage nunber or command:

Figure 18: Selecting a Group of M essages for Subsequent Group Action

In this example (Figure 18), we selected message numbers 1 through 3, message number 6, and message

number 7 from the list of messagesin our "Transportation News' mail basket by entering ".1-3,6,7" at the
"Enter message number or command:" prompt. We could have entered the message numbers in any order.
(Make sure you include the decimal point, hyphens, and commas where appropriate, omitting any spaces.)

MailMan then redisplays the list. You'll notice that right-angle brackets (">") appear to the left of the
selected message numbersin thelist (i.e, 1, 2, 3, 6, and 7).

We now can take any number of group actions on these messages or make additional selections.
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¥ —Selecting All M essages

Asyou can see from the list of action commands (Table 2 in this chapter), to select all messagesin al

ist

for subsequent group action, you first enter adecimal point ("." period) and then an asterisk (i.e., ".*").

When you have successfully selected all of the messages, aright-angle bracket (">") is displayed to the

left of each message in the list, as shown below:

Sel ect Mail Man Menu Option: RML <RET> Read/ Manage Messages
Sel ect message reader: Detailed Full Screen// <RET>

Read mail in MAIL BASKET: I N/ Transportation News (7 messages, 7 new)

Transportati on News Basket, 7 nessages (1-7), 7 new

*=New/ ! =Priority......... Subject...... ... ... ... Lines.From......... Read/ Rcvd
*7. [1223634] 06 Aug 98 Diges bat-list-errors@ists.b
*6. [1223638] 06 Aug 98 Di ges| Nomessagescurrently bat-list-errors@ists.b
*5. [1223666] 06 Aug 98 Di selected. bat-list-errors@ists.b
* 4, Ttz ZSoooT—vo—Try bat-list-errors@ists.b
*3. [1223730] 04 Aug 98 Di ges ~— bat-1ist-errors@ists.b
*2. [1223731] 06 Aug 98 Digest bat-1ist.v004.n183 738 bat-list-errors@ists.b
*1. [1223733] 04 Aug 98 Digest bat-list.v004.n182 954 bat-list-errors@ists.b

Ent er nessage nunber or command: .*

Transportati on News Basket, 7 nessages (1-7), 7 new
*:New{ ! zgglsgri t)c/)6 ..... 98 Subj ect Lipes. EromI ......... Re@z)id/ Rcvd
>*7. [1 4 Aug Di ges All messages are now at-list-errors@i sts.
>*6. [1223638] 06 Aug 98 Diges o bat-list-errors@i sts.
>+5. [1223666] 06 Aug 98 Di selected, asindicated by bat-1ist-errors@ists.

>*4 T IZZ308UTvo—rwy the”>". bat-list-errors@ists.
>*3, [1223730] 04 Aug 98 Diég\ bat-list-errors@i sts.

>*2. [1223731] 06 Aug 98 Digest bat-1ist.v004.n183 738 bat-list-errors@i sts.
>*1, [1223733] 04 Aug 98 Digest bat-1ist.v004.n182 954 bat-list-errors@i sts.

COCTTOTOTUTUTUT

Figure 19: Selecting All M essagesfor Action

In this example (Figure 19), we selected all messages (message numbers 1 through 7) from the list of
messages in our "Transportation News' mail basket by entering ".*" at the "Enter message number or
command:" prompt. (Make sure you include the decimal point.)

MailMan then redisplays the list. You'll notice that right-angle brackets (">") appear to the left of every

message number in thelist.

We now can take any number of group actions on these messages.
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DESELECTING MESSAGES
.-N—Deselecting One M essage

Asyou can see from the list of action commands (Table 2 in this chapter), to deselect a previously
selected message, you first enter adecimal point ("." period), followed by aminus sign ("-" or hyphen on
the keyboard), and then the message number ("n") you wish to deselect from the list of messages

(i.e,".-n").

When you have successfully desel ected a message, the right-angle bracket (">") isno longer displayed to
the left of the previously selected message in the list, as shown below:

Transportati on News Basket, 7 nessages (1-7), 7 new

*=New/ ! =Priority......... Subj ec Liges.From......... Read/ Rcvd
:7. [1223634] 06 M essage #4 has been bat-l@st-errors@@sts.
6. [1223638] 06 selected, asindicated by bat-list-errors@i sts.

*5,. [1223666] 06 . bat-list-errors@i sts.
>* 4, - - - the">". bat-list-errors@i sts.

*3. [1223730] 04 Aug 98 Di geg\ bat-list-errors@i sts.

*2. [1223731] 06 Aug 98 Digest bat-list.v004.n183 738 bat-list-errors@i sts.

*1. [1223733] 04 Aug 98 Digest bat-1ist.v004.n182 954 bat-list-errors@i sts.
Ent er nessage nunber or command: .-4

=~y

COoOOTTUTUTOT

Transportati on News Basket, 7 nessages (1-7), 7 new

*=New/ ! =Priority......... Subject.. ... ... . ... . ... ... Lines.From......... Read/ Revd
*7. [1223634] 06 Aug 98 Diges bat-list-errors@i sts.
*6. [1223638] 06 M essage #4 has now been bat-list-errors@i sts.
*5. [1223666] 06 deselected. bat-list-errors@i sts.
*4, bat-list-errors@i sts.
*3. [1223730] 04 Aug 98 Digest bat-list.v004.n181 584 bat-list-errors@i sts.
*2. [1223731] 06 Aug 98 Digest bat-1ist.v004.n183 738 bat-list-errors@i sts.
*1. [1223733] 04 Aug 98 Digest bat-1ist.v004.n182 954 bat-list-errors@i sts.

Ent er nessage nunber or command:

COTCTOTOTTOTUTOT

Figure 20: Deselecting a Single M essage

In this example (Figure 20), we desel ected the previously selected message number 4 from the list of
messages in our "Transportation News' mail basket by entering ".-4" at the "Enter message number or
command:" prompt. (Make sure you include the decimal point and minus sign.)

MailMan then redisplays the list. You'll notice that the right-angle bracket (">") disappears from the left
of message number 4 in the list. The message is no longer sel ected.
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.-N-m,a,Cc-d—Deselecting a Group of M essages

Asyou can see from the list of action commands (Table 2 in this chapter), to deselect a previously
selected group of messages, you first enter adecimal point ("." period), followed by aminussign ("-" or
hyphen on the keyboard), and then any combination of message numbers and/or ranges separated by
commas (no spaces) you wish to deselect from the list of messages (i.e., ".-n-m,a,c-d"). Y ou can enter the

message numbers in any order. A hyphen ("-") between numbers indicates a range of message numbers.

When you have successfully desel ected the messages, the right-angle bracket (">") is no longer displayed
to the left of the selected messages in the list, as shown below:

Transportati on News Basket, 7 nessages (1-7), 7 new

*=New/ ! =Priority......... Subject. . ................. Lines.From......... Read/ Rcvd
>*7,. [1223634] 06 Aug 98 Diges bat-list-errors@ists.b
>*6. [1223638] 06 Aug 98 Diges M essages #1, #2, #4, #6, bat-list-errors@ists.b

*5. [1223666] 06 Aug 98 Diges| and#7havebeen selected, bat-list-errors@ists.b
>* /4, Je2aacooc: > asindicated by the">". bat-list-errors@ists.b

*3. [1223730] 04 AU bat-list-errors@ists.b
>*2. [1223731] 06 Aug 98 Diges bat-list-errors@ists.b
>*1, [1223733] 04 Aug 98 Digest bat-1list.v004.n182 954 bat-list-errors@ists.b
Ent er nessage nunber or command: .-2,6-7

Transportati on News Basket, 7 nessages (1-7), 7 new

*=New/ ! =Priority......... Subject................... Lines.From......... Read/ Revd
*7. [1223634] 06 Aug 98 Diges list-errors@ists.b
*6. [1223638] 06 Aug 98 Di Deselected messages #2, #6, and list-errors@ists.b
*5,. [122366 #7. However, messages #1 and list-errors@ists.b

>* 4. 4=EFrooouT U0 AUJ 98 D ges|  #4 are till selected, asindicated list-errors@ists.b
*3. [1223730] 04 Aug 98 Diges by the" >". list-errors@ists.b
*2. [1223731] 06 Aug 98 Diges list-errors@ists.b

>*1. [1223733] 04 Aug 98 Diges list-errors@ists.b

Ent er nessage nunber or command:

Figure 21: Deselecting a Group of M essages

In this example (Figure 21), we desel ected message numbers 2 and message numbers 6 to 7 from the list
of messages in our "Transportation News' mail basket by entering ".-2,6-7" at the "Enter message number
or command:" prompt. We could have entered the message numbersin any order. (Make sure you include
the decimal point, minus sign/hyphens, and commas where appropriate, omitting any spaces.)

MailMan then redisplays the list. You'll notice that the right-angle bracket (">") disappears from the left
of message numbers: 2, 6, and 7. Those messages are no longer selected. However, the right-angle
bracket (">") remains next to message numbers 1 and 4 in the list. Those messages remain selected for
subsequent group actions.
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Asyou can see from the list of action commands (Table 2 in this chapter), to deselect all messagesin a

list, you first enter adecimal point ("."
and then an asterisk (i.e., ".-*").

period), followed by aminus sign ("-

non

When you have successfully deselected all of the messages, the right-angle bracket (">") is no longer

displayed to the | eft of each message in the list, as shown below:

or hyphen on the keyboard),

Transportati on News Basket, 7 nessages (1-7), 7 new
*=New/ ! =Priority......... Subject. . . ... .. .. .. . .. . . .. Li nes.
>*7. [1223634] 06 Aug 98 Di ges ]

>+6. [1223638] 06 Aug 98 Di ges| A\l messageshavebeen

>*5. [1223666] 06 Aug 98 Di selected, asindicated by

>* AT IZZSoooy the">".

>*3, [1223730] 04 Aug 98 Di ges™—

>*2. [1223731] 06 Aug 98 Digest bat-1ist.v004.n183 738
>*1. [1223733] 04 Aug 98 Digest bat-1ist.v004.n182 954
Ent er nessage nunber or conmand: .-*

Transportati on News Basket, 7 nessages (1-7), 7 new
*=New/ ! =Priority......... Subject...... ... ... ... Li nes.
*7. [1223634] 06 Aug 98 Diges

*6. [1223638] 06 Aug 98 uﬁﬂ” messages have now

*5. [1223666] 06 Auag 0ot been deselected.
*4,"TI223680] U6 AUg 98 DI ges™~—

*3. [1223730] 04 Aug 98 Digest bat-1ist.v004.n181 584
*2. [1223731] 06 Aug 98 Digest bat-list.v004.n183 738
*1. [1223733] 04 Aug 98 Digest bat-list.v004.n182 954
Enter nessage nunber or conmmand:

From

From

Read/ Rcvd
bat-list-errors@i sts.
bat-list-errors@i sts.
bat-list-errors@i sts.
bat-list-errors@i sts.
bat-list-errors@i sts.
bat-list-errors@i sts.
bat-list-errors@i sts.

COTCTOTOTTOTOTUTUT

Read/ Rcvd
bat-list-errors@i sts.
bat-list-errors@i sts.
bat-list-errors@i sts.
bat-list-errors@i sts.
bat-list-errors@i sts.
bat-list-errors@i sts.
bat-list-errors@i sts.

COTCOTOTTUOTTUT

Figure 22: Deselecting All M essages

In this example (Figure 22), we deselected all messages (message numbers 1 through 7) from the list of
messages in our "Transportation News' mail basket by entering ".-*" at the "Enter message number or

command:" prompt. (Make sure you include the decimal point and minus sign prior to the asterisk.)

MailMan then redisplays the list. You'll notice that the right-angle brackets (">") disappear from the left

of every message humber in the list. The messages are no longer selected.

Y ou don't have to have all messages selected in order to use ".-*". The".-*" will deselect any messages

you have previously selected.
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Change Basket Name (" C") Action

Asyou can see from the list of action commands (Table 2 in this chapter), the Change Basket action code
(i.e, "C") dlowsyou to rename the mail basket you are currently processing to any valid mail basket
name. However, you are not allowed to change the "WASTE" or "IN" mail basket names.

For more information on naming your mail baskets, please refer to the "How to Name Your Mail
Baskets' topic in Chapter 2 in the "MailMan V. 7.1 & Patch XM* 7.1*50 Getting Sarted Manual."

To change amail basket name, enter a"C" at the "Enter message number or command:" prompt, as
shown below:

Read mail in MAIL BASKET: IN/ Test Save <RET> (1 nessage)

After renaming the" Test Save"
mail basket to" TEST 1",
MailM an redisplays the basket
message(s) indicating the
basket's new name.

Test Save Basket, 1 nessage

*=New/ ! =Priority......... Subject......... ... ..... L
2. [1223222] 04 Aug 98 test

Ent er nessage nunber or comrand: C

Enter a new basket nane: Test Save// TEST I

TEST Il Basket, 1 nessage

*=New/ ! =Priority......... Subject.... ... ... L. Lines.From......... Read/ Rcvd
2. [1223222] 04 Aug 98 test 1 MAGENTA, M CHAL

Ent er nessage nunber or conmmand:

Figure 23: Changing a Mail Basket Name

In this example (Figure 23), we wanted to rename our "Test Save" mail basket to "TEST I1." From the
Read/Mange Messages option, we entered "Test Save" at the "Read mail in MAIL BASKET: IN//"
prompt. MailMan displayed the list of messages currently in our "Test Save" mail basket. In this case, we
only had one message in that basket.

In order to change this basket's name we entered a" C" (Change Basket Name) at the "Enter message
number or command:" prompt.

MailMan then asked us for the new basket name. We entered "TEST 1" at the "Enter a new basket name;
Test Save//" prompt.

MailMan then redisplayed the basket with its new name indicated and placed us at the message action
prompt where we can take any additional actions on the list of message in that basket.
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Change Detail (" CD") Action

Asyou can see from the list of action commands (Table 2 in this chapter), when viewing alist of
messages you can use the Change Detail ("CD") action code to toggle between the Summary and Detailed
Full Screen message readers list of messages. Simply entering the Change Detail ("CD") command at the
"Enter message number or command:" prompt causes the message reader to toggle.

Depending on which message reader you've selected (i.e., Detailed or Summary Full Screen), this
command either: removes several columns from the display, giving the remaining columns space to
display more information in a more streamlined fashion or adds several columns from the display, giving
you more information about each message.

@

The Change Detail ("CD") command is similar to entering one question mark (for summary
information) or two question marks (for detailed information) at the message action prompt when
using the Classic message reader.

The following columns of data are present in the Detailed Full Screen message reader and absent from the
Summary Full Screen message reader:

e MailMan Internal Message | dentification Number—The MailMan message number generated
internally for each message (displayed in brackets).

» Message Sent Date—The date each message was sent (i.e., day, month, and year).
e Lines—The number of lines of text in each message.

* Read/Rcvd—The number of responses read and received for each message.
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For example, by removing these columns (i.e., going from detailed information to summary information),
the remaining message Subject and From columns have more room to display in the listing. Thus, you can
see more of the pertinent data (i.e., subject title and who sent the message to you), al with aless cluttered
view, as shown below:

Sel ect Mail Man Menu Option: RML <RET> Read/ Manage Messages
Sel ect nessage reader: Detailed Full Screen// <RET>
Read mail in MAIL BASKET: I N/ Transportation News (7 messages, 7 new)

Transportati on News Basket, 7 nessages (1-7), 7 new
*=New/ ! =Priority......... Subject................... Lines.From......... Read/ Revd
*7. [1223634] 06 Aug 98 Digest bat-1list.v004.n184 579 bat-list-errors@i sts.
*6. [1223638] 06 Aug 98 Digest bat-1ist.v004.n185 626 bat-list-errors@i sts.
*5. [1223666] 06 Aug 98 Digest bat-list.v004.n186 514 bat-list-errors@i sts.
*4, [1223680] 06 Aug 98 Digest bat-113t . n187 563 bat-list-errors@i sts.
*3. [1223730] 04 Aug 98 Digest bat-list.v0 bat-list-errors@i sts.
*2. [1223731] 06 Aug 98 Digest bat-list. at-list-errors@i sts.
*1. [1223733] 04 Aug 98 Digest bat-list.v004. isf-errors@ists.
Ent er nessage nunmber or command: CD

COTUTTOTUTOT

Detailed

Transportati on News Basket, 7 nessages (1-7), 7 new information.
*=New/ ! =Priority....... Subject.............. From
*7. Digest bat-list.v004.n184 bat-list-errors@i sts. xxxx.com
*6. Digest bat-1list.v004.n185 bat-list-errors@i sts. xxxx.com
*5. Digest bat-list.v004.n186 bat-list-errors@i sts. xxxx.com
*4, Digest bat-list.v004.n187 bat-list-errors@i sts. xxxx.com
*3. Digest bat-list.v004.n181 isf-errors@i sts. Xxxxx.com

*2. Digest bat-1list.v004.n183 bat-11ST= Summary infor mation
*1. Digest bat-list.v004.n182 bat-list-errors y )
Ent er nessage nunber or conmmand:

Figure 24: Changing From Detailed I nfor mation to Summary I nformation

In this example (Figure 24), we were using the Detailed Full Screen message reader to manage our mail
in our "Transportation News' mail basket. When we entered "CD" (Change Detail) at the "Enter message
number or command:" prompt, the display changed from detailed information to summary information
that only included:

*  Flags—Any special flags associated with the messages in the basket (e.g., New [*] flag).
* Message Numbers—The numbers associated with the messages in the mail basket.
»  Subject—Subject of each message in the mail basket.

*  From—The name of the person who sent each message in the mail basket.

o Going from detailed information to summary information with the Detailed Full Screen message
reader is equivalent to entering a single question mark after the message action prompt when using
the Classic message reader.
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In the following example (Figure 25), we changed detail from summary information to detailed
information, as shown below:

Sel ect Mail Man Menu Option: RML <RET> Read/ Manage Messages
Sel ect message reader: Detailed Full Screen// sunmary <RET> Sunmary Full Screen

Read mail in MAIL BASKET: I N/ Transportation News (7 messages, 7 new)
Transportati on News Basket, 7 nessages (1-7), 7 new
*=New/ ! =Priority....... Subject.............. From .. ... .. . . . . .
*7. Digest bat-list.v004.n184 bat-list-errors@i sts. xxxx.com
*6. Digest bat-list.v004.n185 bat-list-errors@i sts. xxxx.com
*5, Digest bat-list.v004.n186 bat-list-errors@i sts. xxxx.com
*4. Digest bat-list.v004.n187 bat-list-errors@i sts. xxxx.com
*3. Digest bat-list.v004.n181 -list-errors@ists. xxxx.com
*2. Digest bat-list.v004.n183 bat - i St s. XXXX.com
*1. Digest bat-1list.v004.n182 bat-list-error

Ent er nessage nunmber or command: CD

Transportati on News Basket, 7 nessages (1-7), 7 new

*=New/ ! =Priority......... Subject........ .. ... ... Lines.From......... Read/ Rcvd
*7. [1223634] 06 Aug 98 Digest bat-1ist.v004.n184 579 bat-list-errors@ists.b
*6. [1223638] 06 Aug 98 Digest bat-1list.v004.n185 626 bat-list-errors@ists.b
*5, [1223666] 06 Aug 98 Digest bat-1ist.v004.n186 514 bat-list-errors@ists.b
*4. [1223680] 06 Aug 98 Digest bat-list.v004.n187 563 bat-list-errors@ists.b
*3. [1223730] 04 Aug 98 Digest bat-list.v00d: bat-list-errors@ists.b
*2. [1223731] 06 Aug 98 Digest bat-list.v004.

*1. [1223733] 04 Aug 98 Digest bat-list.v004.n182 Detailed information.

Ent er nessage nunber or command:

Summary information

Figure 25: Changing From Summary I nformation to Detailed | nfor mation

In this example (Figure 25), we first selected the Summary Full Screen message reader to manage our
mail in our "Transportation News' mail basket. MailMan displayed al of our messages in the mail basket
and only included the message humber, message subject, and message sender. When we entered "CD"
(Change Detail) at the "Enter message number or command:" prompt, the display changed from summary
information to detailed information that included:

Flags—Any special flags associated with the messages in the basket (e.g., New [*] flag).
M essage Number s—The numbers associated with the messages in the mail basket.

MailMan Internal Message | dentification Number—The MailMan message number generated
internally for each message (displayed in brackets).

M essage Sent Date—The date each message was sent (i.e., day, month, and year).
Subject—Subject of each message in the mail basket.

Lines—The number of lines of text in each message in the mail basket.
From—The name of the person who sent each message in the mail basket.

Read/Rcvd—Total number of responses read and received for a message. If there are no
responses to a message, no totals will be indicated.
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Going from summary information to detailed information with the Summary Full Screen message
reader is equivalent to entering two gquestion marks after the message action prompt when using the

Classic message reader.
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Delete M essages (" D") Action

Asyou can see from the list of action commands (Table 2 in this chapter), the Delete action code (i.e.,
"D") alows you to del ete messages from your mail baskets by moving them to the "WASTE" basket.
MailMan allows you to delete any selection, range, or all messagesin amail basket.

Generaly, abatch job is run nightly (determined by Information Resource Management [IRM] at your
site) to remove messages from your "WASTE" basket, and thus, from your mailbox. Y ou can
immediately remove a message from your mailbox by, again, deleting the message from your "WASTE"
basket. However, the message remainsin the system until all recipients of the message have deleted it
from their mailbox.

Unlike the Terminate action code, the Delete action code will not prevent responses to a "del eted"
message from "resurrecting” or restoring a message back into your mailbox.

o For more information on the Terminate action code, please refer to the " Terminate Messages ('T')
Action" topic that follows in this chapter.

To delete messages from amail basket, enter a"D" at the "Enter message number or command:” prompt,
as shown below:

N Basket, 8 messages (1-8)

I
*

New !=Priority......... Subject...... ... ... ... Lines.From......... Read/ Rcvd
8. [1224355] 11 Aug 98 Priority nessage 1 MAGENTA, M CHAL

7. [1224353] 11 Aug 98 Priority Mail 1 BLUE, THOVAS E.

6. [1223228] 04 Aug 98 Stress nanagenent exercise 16 MAGENTA, M CHAL

5. [1222306] 28 Jul 98 Local: biweekly info exchang

4. [1222162] 27 Jul 98 BLUE Hereweare deleting

3. [1221643] 22 Jul 98 Copy of: Deleting files 3/6 1| messages#l-#3, #7, and
2. [1220558] 14 Jul 98 FW Tribal Wsdomvs. Gover #8 from our "IN" mail

1. [1220526] 14 Jul 98 Local: biweekly info e basket.

Ent er nessage nunber or conmand: D

Del ete which messages: (1-8): 1-3,7,8
Do you really want to del ete these nessages? No// y <RET>__YES
5 nessages del et ed.

Press RETURN to continue: <RET>

_

When MailMan redisplaysthe\
list, we see that the selected
messages ar e gone (now in the

N Basket, 3 nessages (4-6)
= "WASTE" basket).

New !=Priority......... Subject...............
6. [1223228] 04 Aug 98 Stress nanagenent exercise
5. [1222306] 28 Jul 98 Local: biweekly info exchang
4. [1222162] 27 Jul 98 BLUE 1 FUCHSI A, GARY M
Ent er nessage nunber or command:

I
*

Figure 26: Deleting M essages from a M ail Basket

In the previous example (Figure 26), we wanted to delete five messages from a mail basket. While in our
"IN" basket, we entered "D" (Delete) at the "Enter message number or command:" prompt. MailMan
asked us which messages to delete. As adefault, MailMan listed the entire range of messagesin the
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basket (i.e., 1 through 8). For this example, we entered "1-3,7,8" at the "Delete which messages: (1-8):"
prompt. We were telling MailMan that we wanted to delete message numbers 1 through 3, 7, and 8. We
could have entered the message numbersin any order.

Before del eting those messages, MailMan wanted usto verify that we really wanted to delete those
messages. Since we did, we entered "Yes' at the "Do you really want to del ete these messages? No//"
prompt. MailMan confirmed that four messages had been deleted.

When we pressed the Enter/Return key, MailMan redisplayed the "IN" basket list of messages (minus the
deleted messages) where we could take any additional actions on the list of remaining messages in that
basket.

{

Here'satip—You can "un-delete" a message by going to your "WASTE" basket and saving the
deleted message back to another mail basket. Thus, you can retrieve any message you deleted, if it's
till on the system and you know the message number .

How Do | DELETE A MAIL BASKET?
Y ou can only delete an empty mail basket. Thus, you must first delete all messages from a basket that you

intend on deleting. Once the mail basket is empty and you try to enter it, MailMan will ask you if you
want to now delete it, as shown below:

NML New Messages and Responses
RML Read/ Manage Messages
SML Send a Message
Query/ Search for Messages
AML Become a Surrogate (SHARED, MAIL or O her)
Personal Preferences ...
G her Mai |l Man Functions ...
Help (User/Goup Info., etc.) ...

Herewe seethat our
"MailMan 2" mail

Sel ect Mail Man Menu Qption: R <RET> Read/Manage Messages basket is empty (0
Read mai| in MAIL BASKET: IN/ Mail messages).
1 Mai | Man (5 messages)

2 Mai | Man 2 (0 messages)
CHOOSE 1-2: 2 <RET> Mail Man 2 (0 messages)

No nessages in basket. Since the basket is empty,
) . . MailMan asked usif we wanted
Since the 'Muil Man' basket is enpty, to deleteit when we choseit

do you want to delete it? YES// <RET>

Basket del et ed. ——

Figure 27: Deleting an Already Empty M ail Basket

Asyou can see from this previous example (Figure 27), using the Read/M anage M essages option (RML),
we selected an aready empty mail basket (i.e., "MailMan 2"). MailMan notified us that the mail basket
was empty (i.e., "No messages in basket."). Because it was empty, MailMan immediately asked usif we
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wanted to delete it. In this case, we did. Thus, we accepted the "Y es' response by pressing the
Enter/Return key at the "Since the 'MailMan' basket is empty, do you want to deleteit? YES/" prompt.
MailMan confirmed that the mail basket had been del eted.

In the following example (Figure 28), we want to delete our "Transportation News" mail basket, however,
it isnot empty. Thus, we first must delete all messagesin that basket and then del ete the basket itself, as
shown below:

Sel ect Mail Man Menu Option: rm <RET> Read/ Manage Messages
Sel ect nmessage reader: Detailed Full Screen// <RET>
Read mail in MAIL BASKET: I N/ Transportation News (5 messages)

Transportati on News Basket, 5 nessages (1-5)
*=New/ ! =Priority......... Subject................... Lines.From......... Read/ Revd
5. [1222979] 02 Aug 98 Digest bat-list.v004.n178 673 bat-list-errors@i sts.
4. [1222920] 01 Aug 98 Digest bat-1ist.v004.n177 654 bat-list-errors@i sts.
3. [1222838] 31 Jul 98 Digest bat-list.v004.nl176 705 bat-list-errors@i sts.
2. [1222738] 30 Jul 98 Digest bat-list.v004.nl1l75 647 bat-list-errors@i sts.
1. [1222669] 30 Jul 98 Digest bat-list.v004.nl174 599 bat-list-errors@i sts.

Enter nessage nunber or conmmand: .1-5
Herewe've grouped the messages.
Transportati on News Basket, 5 nessages (1-5)

*=New/ ! =Priority......... Subject........ .. ... ... ... Lines.From ... ... ... Read/ Rcvd
5. [1222979] 02 Aug 98 Digest bat-list.v004.n178 673 bat-list-errors@i sts.
4. [1222920] 01 Aug 98 Digest bat-1ist.v004.n177 654 bat-list-errors@i sts.
3. [1222838] 31 Jul 98 Digest bat-list.v004.nl176 705 bat-list-errors@i sts.
2. [1222738] 30 Jul 98 Digest bat-list.v004.nl1l75 647 bat-list-errors@i sts.
1. [1222669] 30 Jul 98 Digest bat-list.v004.nl174 599 bat-list-errors@i sts.
Ent er nessage nunber or command: d

Are you sure you want to delete the selected nmessages? NO/ y <RET> VYES

T OTOTUTUT

\

vV V VYV
T OTOTUTUT

5 nessages del et ed. i ] '
Press RETURN to continue: <RET> At this point we've deleted all
No nessages in basket. the messagesin the basket.

Since the 'Transportati on News' basket is enpty,
do you want to delete it? YES// <RET> — .

Basket del et ed Finally, we've deleted the
Read mail in MAIL BASKET: IN/ ~ \bnpty basket.

Figure 28: Deleting A Mail Basket After Deleting All M essages From that Basket

To delete our "Transportation News" basket, we first had to delete all the messages currently resident in
that basket. Thus, we first grouped all five messages by entering ".1-5" at the "Enter message number or
command:" prompt. MailMan redisplayed the list of messages indicating that they were now grouped
(i.e., displayed ">" to the left of each message).

o For more information on grouping messages, please refer to the "Message Selection Actions' topic
previously described in this chapter.

After grouping the messages, we deleted all five messages by enteringa"D" (Delete) at the "Enter
message number or command:" prompt.
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MailMan asked us to confirm the delete. We confirmed the delete request by entering "Yes" at the "Are
you sure you want to del ete the selected messages? NO//" prompt.

MailMan then notified usthat al five messages had been deleted and that the mail basket was nhow empty.

MailMan then automatically asked us if we wanted to delete the empty mail basket. Since we did, we
accepted the "Yes' default response by pressing the Enter/Return key at the " Since the Transportation
News' basket is empty, do you want to deleteit? YES/" prompt. MailMan, again, confirmed that the
basket had been deleted.
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Forward Messages (" F") Action

Asyou can see from the list of action commands (Table 2 in this chapter), the Forward action code (i.e.,
"F") alows you to send messages from your mailbox to other recipients currently not on the message.
MailMan allows you to forward any selection, range, or al messagesin amail basket.

To forward a message in a mail basket, enter an "F" at the "Enter message number or command:" prompt,
as shown below:

Sel ect Mail Man Menu Option: RML <RET> Read/ Manage Messages
Sel ect message reader: Detailed Full Screen// <RET>

Read nmail in MAIL BASKET: IN/ TEST Il <RET> (4 nessages)
TEST |1 Basket, 4 nessages (1-4)
*=New/ ! =Priority......... Subject........ .. ... ... Lines.From......... Read/ Rcvd
4. [1224524] 12 Aug 98 Forwardi ng a Message 2 1 BLUE, THOVAS E.
3. [1224525] 12 Aug 98 Forwardi ng a nessage 3 1 BLUE, THOVAS E.
2. [1224523] 12 Aug 98 Forward Message 1 1 BLUE, THOVAS E.
1. [1223222] 04 Aug 98 test 1 MAGENTA, M CHAL

Ent er nessage nunber or conmand: F
Forward whi ch nessages: (1-4): 2-4
Forward mail to: fuchsi A, GARY M (
Last used Mail Man: 30 Jul 98 14:54
On vacation 31 July through 16 August.
And Forward to: <RET>
3 nessages forwarded.
Press RETURN to conti nue: <RET>

9) | NFORMATI ON SYSTEMS CENTER

We choseto have
messages #2 - #4
forwarded to another
MailMan user.

TEST |1 Basket, 4 nessages (1-4)

*=New/ ! =Priority......... Subject................... Lines.From......... Read/ Revd
4. [1224524] 12 Aug 98 Forwardi ng a Message 2 1 BLUE, THOVAS E.
3. [1224525] 12 Aug 98 Forwarding a nessage 3 1 BLUE, THOVAS E.
2. [1224523] 12 Aug 98 Forward Message 1 1 BLUE, THOVAS E.
1. [1223222] 04 Aug 98 test 1 MAGENTA, M CHAL

Enter nessage nunber or conmmand:

Figure 29: Forwarding M essages from a M ail Basket

In this example (Figure 29), we wanted to forward three messages to another recipient. While in our
"TEST I1" basket, we entered an "F" (Forward) at the "Enter message number or command:" prompt.

MailMan then asked us which messages we wanted to forward. In this case, we wanted to forward
message numbers 2, 3, and 4, so we entered "2-4" at the "Forward which messages: (1-4):" prompt. We
could have entered the message numbers in any order (e.g., "4-2" or "3,2,4").

MailMan then asked usto enter the addressees. For this example, we decided to forward the message to
Gary Fuchsia by entering "FUCHSIA,GARY M." at the "Forward mail to:" prompt.

o For moreinformation on addressing a message, please refer to the " Address Functionality” topicin
Chapter 4 in this manual.
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MailMan knew we were finished forwarding the message when we pressed the Enter/Return key at the
"And Forward to:" prompt without entering another recipient's name.

MailMan confirmed that the three messages had been forwarded. After pressing the Enter/Return key,
MailMan redisplayed the "TEST 11" basket list of messages where we could take any additional actions
on the list of message in that basket.
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Filter Messages (" FI") Action

MailMan V. 7.1 with Patch 50 alows you to filter your mail. Y ou can create any number of filtersto
automatically send your mail to any specified mail basket in your mailbox based on various filtering
criteria

e Subject
e  Sender

e Addressee

Sometimes, when managing mail in your mail baskets, you may find old messages that came into your
mailbox prior to your creation of mail filters. Asyou can see from the list of action commands (Table 2 in
this chapter), now you can use the new Filter messages action code (i.e., "FI") to filter these "old"
messages and move them to the proper mail basket (determined by your mail filters). MailMan allows
you to filter any selection, range, or all messagesin amail basket.

o For more information on filtering your mail and setting up mail filters, please refer to Chapter 6in
this manual.

By entering the Filter messages ("FI") command at the "Enter message number or command:” prompt,
you can process al of your messagesin amail basket through your established mail filters, as shown
below:

Sel ect Mail Man Menu Option: RML <RET> Read/ Manage Messages
Sel ect message reader: Detailed Full Screen// <RET>
Read mail in MAIL BASKET: IN/ <RET> (15 nmessages, 1 \
M essages #7 - #13 have
I N Basket, 15 messages (1-15), 11 new similar subjectsand
*=New/ ! =Priority.......... Subject................... Li ned senders. They were sent
*15. [1223844] 07 Aug 98 SVC-News: SVC SIG NEWS UPDA 594 tousbeforewecreated
*14. [1223740] 05 Aug 98 SVC-News: TOUCHSTONE ' 98 NE 50 our new mail filter that
*13. [1223733] 04 Aug 98 Digest bat-list.v004.n182
*12. [1223731] 06 Aug 98 Digest bat-Iist.v004 'rg fg these types of
*11. [1223730] 04 Aug 98 Digest bat-1list ESSages.
*10. [1223680] 06 Aug 98 Digest ba ; 4. nl187 563 /
* 9. [1223666] 06 Aug 98 Digest bat-list.v004.n186 514 bat-list-errors@i sts.
* 8. [1223638] 06 Aug 98 Digest bat-list.v004.n185 626 bat-list-errors@i sts.
* 7. [1223634] 06 Aug 98 Digest bat-list.v004.n184 579 bat-list-errors@i sts.
6. [1223228] 04 Aug 98 Stress managenent exercise 16 MAGENTA, M CHAL
* 5. [1222306] 28 Jul 98 Local: biweekly info exchang 2 POSTMASTER 61/ 63
4. [1222162] 27 Jul 98 BLUE 1 FUCHSI A, GARY M
I 3. [1221643] 22 Jul 98 Copy of: Deleting files 3/6 11 TAN, WALLY 12/ 13
2. [1220558] 14 Jul 98 FW Tribal Wsdomvs. Gover 50 "Green, Rita" <greenr@
1. [1220526] 14 Jul 98 Local: biweekly info exchang 2 POSTMASTER 23/ 23
Ent er nessage nunber or command: Fl
Filter which nessages: (1-15): 1-15
15 nessages filtered.
Press RETURN to conti nue:
Figure 30: Filtering M essages
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Asyou can see from the previous example (Figure 30), we were managing our mail in our "IN" basket.
Of the total 15 messages in the mail basket, 7 messages were from the same sender and had similar
subjects (i.e., message numbers 7 through 13, shown in boldface type). These messages were sent to us
prior to our creation of a new mail filter (process not shown). This new mail filter was created to filter all
messages whose subject contains "Digest bat" to our "Transportation News' mail basket. Thus, we
wanted to filter these previously sent messages through our new mail filter by entering "FI" at the "Enter
message number or command:" prompt.

MailMan then prompted us to enter which messages from the list we wanted to filter. We chose to send
all the messages through our filters by entering "1-15" at the "Filter which messages: (1-15):" prompt.

After processing the messages, MailMan replied that all 15 of the messages had been filtered.

o If any other of these messages had matched the filtering criteria on any of our other mail filters,
they too would have been filtered fromthe "IN" basket.

Pressing the Enter/Return key redisplayed the list of messagesin our "IN" basket after we filtered the
messages, as shown below:

I N Basket, 8 nessages (1-15), 4 new
*=New/ ! =Priority.......... Subject................... Lines. From........ Read/ Revd
*15. [1223844] 07 Aug 98 SVC- News: SVC SIG NE

*14. [1223740] 05 Aug 928 SVUC Naue:—Touo Because we filtered the mail in
6. | 1223228 Urrug—ov our "IN" basket (i.e, FI action

* 5. [1222306] 28 Jul 98 Local: biweekly info code), messages #7 - #13 are 1/ 63
4. [1222162] 27 Jul 98 BLUE removed from the list.

I 3. [1221643] 22 Jul 98 Copy of: Deleting fi 2/ 13
2. [1220558] 14 Jul 98 FW Tribal Wsdomvs reen
1. [1220526] 14 Jul 98 Local: biweekly info exchang 23/ 23

Ent er nessage nunber or command:

Figure 31: Filtered M essages Removed From " IN" Basket

Here we see our "IN" basket messages redisplayed (Figure 31). Y ou'll notice that messages 7-13 are no
longer inthe "IN" basket (Figure 30).
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All the messagesin the "IN" basket went through our mail filters. Because messages 7-13 had subjects
containing the phrase "Digest bat," they were caught by one of our mail filters and redirected to our
"Transportation News" mail basket, as shown below:

Sel ect Mail Man Menu Option: RML <RET> Read/ Manage Messages
Sel ect nmessage reader: Detailed Full Screen// <RET>
Read mail in MAIL BASKET: I N/ Transportation News (12 nmessages, 7 new)
Transportati on News Basket, 12 messages (1-12), 7 new
*=New/ ! =Priority.......... Subject................... Lines. From........ Read/ Revd
*12. [1223733] 04 Aug 98 Digest bat-list.v004.n182 954 bat-list-errors@i sts.
*11. [1223731] 06 Aug 98 Digest bat-list.v004.n183 738 bat-list-errors@i sts.
*10. [1223730] 04 Aug 98 Digest bat-list.v004.n181 584 bat-list-errors@i sts.
* 9. [1223680] 06 Aug 98 Di gest i nl87 563 bat-list-errors@i sts.
* 8. [1223666] 06 Aug 98 Di gest 514 bat-list-errors@i sts.
* 7. [1223638] 06 Aug 98 Di gest 626 bat-list-errors@i sts.
* 6. [1223634] 06 Aug 98 Digest 579 bat-list- i
5. [1222979] 02 Aug 98 Digest bat-list.v004.
4. [1222920] 01 Aug 98 Digest bat-Iist.v004 The seven messages from
3. [1222838] 31 Jul 98 Digest bat-list.v004 our "IN" basket were
2. [1222738] 30 Jul 98 Digest bat-list.v004.n175 filtered to this mail basket
1. [1222669] 30 Jul 98 Digest bat-list.v004.n174 599 (i.e, messages#6 - #12).
Ent er nessage nunber or command:

Figure 32: Filtered Messagesin the" Transportation News' Basket

Asyou can see messages 7-13 in our "IN" basket (Figure 30, shown in boldface type) were filtered to our
"Transportation News" basket as messages 6-12 (Figure 32, shown in boldface type).
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Headerless Print Messages (" H") Action

Asyou can see from the list of action commands (Table 2 in this chapter), the Headerless Print action
code (i.e., "H") allows you to print messagesin amail basket without a header. Unlike the Print M essages
action code, the Headerless Print Messages action code will not print any "Print" information or the
"Subject” and "From" information (i.e., the header), only the text of the message (including responses, if
any) is printed.

For more information on the Print Messages action code, please refer to the "Print Messages (‘P')
Action" topic that follows in this chapter.

MailMan allows you to print any selection, range, or all messagesin amail basket. If you choose to print
to the screen, MailMan will prompt you to press the Enter/Return key after each message is printed.

Also, aswith all print commands, you can specify any print device (e.g., the monitor/screen or a printer).
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To print amessagesin amail basket without a header (i.e., Headerless Print), enter an "H" at the "Enter
message number or command:" prompt, as shown below:

Sel ect Mail Man Menu Option: RML <RET> Read/ Manage Messages
Sel ect message reader: Detailed Full Screen// <RET>

Read mail in MAIL BASKET: IN/ <RET> (4 messages)

I N Basket, 4 nessages (1-4)

*=New/ ! =Priority......... Subject...... ... ... ... .. Lines.From......... Read/ Rcvd
4. [1223228] 04 Aug 98 Stress nmnagenent exercise 16 MAGENTA, M CHAL
3. [1222306] 28 Jul 98 Local: biweekly info exchang 2 POSTMASTER 70/ 70
2. [1222162] 27 Jul 98 BLUE 1 FUCHSI A, GARY M

1. [1220558] 14 Jul 98 FW Tribal Wsdomvs. Gover 50 "Green, Rita" <greenr @
Ent er nessage nunber or command: H
Print which nmessages wi thout headers: (1-4): 2
Print recipient list? No// y <RET> YES

Here, wewant MailMan to print
the recipient information in
addition to the message itself

Sel ect one of the follow ng: (summary infor mation only).

S

D Det ai |
S Sunmmary

Print Detail or Sunmary recipient chain: Sunmary// <RET>

MailMan only printsthe
DEVI CE: HOVE// <RET> Tel net terninal

text of the message. The
print and header
information is omitted.

N _/

Local Message-I1D: 1222162@ SC- SF. VA. GOV (2 Reci pi ents)

Test nmessage text.

Thi s message was addressed as fol |l ows: Summary recipient
information displays after

FUCHSI A, GARY M the text of the message.

BLUE, THOVAS E.

Enter RETURN to continue or '~ to exit: <RET> N\ _

1 nessage printed.
Press RETURN to continue: <RET>

Figure 33: Headerless Print of a Messagein a M ail Basket
In this example (Figure 33), we wanted to print a single message without a header. Whilein our "IN"
basket, we entered an "H" (Headerless Print) at the "Enter message number or command:" prompt.

MailMan then asked us which messages we wanted to print. In this case, we wanted to print message
number 2, so we entered "2" at the "Print which messages without headers: (1-4):" prompt.

MailMan then asked usif we wanted to print the recipient list. Since we did, we entered "Yes" at the
"Print recipient list? No//" prompt.
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We were then given the choice of printing either a"Detail" or "Summary" list of recipients:

* Summary list (default)—The Summary list provides the same information you see when you do
aquery on amessage (i.e., Query action code).

ol
F = )
- . : :
== [or more information on the Query action code, pleaserefer to Error! Reference source

not found. and the "Query ('Q") Action" topic in Chapter 3 in this manual.

» Detail list—The Detail list provides the same information you see when you do a detailed query
on amessage (i.e., Query Detailed action code).

o For more information on the Query action code, please refer to Error! Reference source
not found. and the "Query Detailed (‘QD") Action™ topic in Chapter 3 in this manual.

In this case, we chose to print a Summary list (default). Thus, we accepted the default response by
pressing the Enter/Return key at the "Print Detail or Summary recipient chain: Summary//" prompt.

MailMan then asked usto choose where to print our message (i.e., what device). In this case, we chose to
print our message to the screen by choosing the default response (i.e., "HOME") by pressing the
Enter/Return key at the "DEVICE: HOME//" prompt.

o If you want to print your message(s) to a different device (e.g., a printer), enter the appropriate
device name at the "DEVICE: HOME//" prompt.

MailMan immediately printed the message and recipient information to our screen (our device choice)
and, after pressing the Enter/Return key, MailMan informed us that one message had been printed.

Because thiswas a"Headerless' print, MailMan did not print any "Print" information or the " Subject” and
"From" information (i.e., the header), only the text of the message is printed. Also, since we wanted to
print recipient information, a Summary list of recipients was included.

Pressing the Enter/Return key, again, returned us to our list of messagesin our "IN" basket where we
could take additional actions. If we had selected more than one message to print, pressing the
Enter/Return key would have printed the next message.
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Later Messages (L") Action

Asyou can see from the list of action commands (Table 2 in this chapter), the Later action code (i.e., "L")
makes messages "new" at a specified later date and time. If the messages already reside in your mailbox,
they will simply be made "new" again. However, if the messages no longer reside in your mailbox, they
will be redelivered to your mailbox as "new" messages. This can serve as areminder to yourself.
MailMan allows you to later any selection, range, or all messagesin amail basket.

MailMan also gives you the option to review (list) all messages with "latered" dates and times using the
Report on Later'd Messages option and make any modifications to those dates and times using the
Change/Delete Later'd Messages option.

@

For more information on the Report on Later'd Messages and Change/Del ete Later'd Messages
options, please refer to the " Chapter 10 in this manual.

To "Later" messagesin amail basket, enter an"L" at the "Enter message number or command:" prompt,
as shown below:

Sel ect Mail Man Menu Option: RML <RET>

Read/ Manage Messages

Sel ect message reader: Detailed Full Screen// <RET>
Read mail in MAIL BASKET: IN/ TEST Il <RET> (4 messages)
TEST |1 Basket, 4 nessages (1-4)
*=New/ ! =Priority......... Subject........ .. ... ... Lines.From......... Read/ Rcvd
4. [1224524] 12 Aug 98 Forwardi ng a Message 2 1 BLUE, THOVAS E.
3. [1224525] 12 Aug 98 Forwardi ng a nessage 3 1 BLUE, THOVAS E.
2. [1224523] 12 Aug 98 Forward Message 1 1 BLUE, THOVAS E.
1. [1223222] 04 Aug 98 test 1 MAGENTA, M CHAL
Ent er nessage nunber or conmmand: L
Later which nmessages: (1-4): 1-2 We chose to have
DATE MESSAGE WLL BE NEW T+1// <RET> (AUG 13, 19 messages #1 - #2 made
2 nessages | atered. new (" latered") on
Press RETURN to continue: <RET> 8/13/98.
TEST |1 Basket, 4 nessages (1-4)
*=New/ ! =Priority......... Subject.......... ... ... Lines.From......... Read/ Rcvd
4. [1224524] 12 Aug 98 Forwardi ng a Message 2 1 BLUE, THOVAS E.
3. [1224525] 12 Aug 98 Forwardi ng a nessage 3 1 BLUE, THOVAS E.
2. [1224523] 12 Aug 98 Forward Message 1 1 BLUE, THOVAS E.
1. [1223222] 04 Aug 98 test 1 MAGENTA, M CHAL

Ent er nessage nunber or command:

Figure 34: "Latering" Messagesin a Basket

In the previous example (Figure 34), we wanted to make messages new at alater date and time ("L ater”
messages). Whilein our "TEST 1" basket, we entered an "L " (Later) at the "Enter message number or
command:" prompt.
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MailMan then asked us which messages we wanted to "later." In this case, we wanted to later messages
number 1 and 2, so we entered "1-2" at the "L ater which messages: (1-4):" prompt.

MailMan then asked us when we wanted the messages to be made new again. MailMan will set the
default to be the next day (i.e., T+1, where T represents today's date). For this example, we chose to
accept the default by pressing the Enter/Return key at the "DATE MESSAGE WILL BE NEW: T+1//"
prompt. MailMan displayed the "later" date (i.e., "AUG 13, 1998") and informed us that the two messages

had been "latered.”

Pressing the Enter/Return key returned us to our list of messagesin our "TEST 1" basket where we could
take any additional actions on the list of message in that basket.
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New MessageList ("N") Action

Asyou can see from the list of action commands (Table 2 in this chapter), the New Message List action
code (i.e., "N") will just display the new messages from alist of messagesin amail basket. This can be
useful if you have amail basket with a large number of messages and you just want to see/read the new

Messages.

To list just the new messages in a mail basket, enter an "N" at the "Enter message number or command:"
prompt, as shown below:

Sel ect Mail Man Menu Option: RML <RET> Read/ Manage Messages
Sel ect message reader: Detailed Full Screen// <RET>
Read mail in MAIL BASKET: IN/ Transportation News (10 nessages, 5 new)

Transportati on News Basket, 10 nessages (1-10), 5 new

*=New/ ! =Priority.......... Subject......... ... ... ... Li nes. Fr
*10. [1224153] 10 Aug 98 Digest bat-list.v004.n189 69
* [ 1223785] 07 Aug 98 Digest hat 1

Theasterisks("*") to
the left of messages #6 -

©

TrgToT

8 {-%v—r—r—wg T v - -r L

7. [1223731] 06 Aug 98 Digest bat-list.v004.n183 738 | #lOindicatethat they
6. [1223634] 06 Aug 98 Digest bat-list.v004.n184 579 are new/unread
5. [1222979] 02 Aug 98 Digest bat-list.v004.n178 673 messages.

4. [1222920] 01 Aug 98 Digest bat-list.v004.n177 654 b -
3

2

1

e

=TT

*
*
*

[1222838] 31 Jul 98 Digest bat-list.v004.nl76 705 bat-list-errors@i sts.
[1222738] 30 Jul 98 Digest bat-list.v004.nl75 647 bat-list-errors@i sts.
. [1222669] 30 Jul 98 Digest bat-list.v004.n174 599 bat-list-errors@i sts.
r message number or command: N

Ent

After choosing the New\

;I'r_ansp?r_t ation News Basket M essage List action

T2 [1294155) 30 Aug 08 Df geet bat.ii st vo04. niso command, only those

*2. [1223785] 07 Aug 98 Digest bat-|ist.v004. n188 #a’g”ewg.’g:g(. "

*3. [1223733] 04 Aug 98 Digest bat-list.v004.n182 954 *10) aredisplayed in the

*4. [1223731] 06 Aug 98 Digest bat-list.v004.n183 738 b listandrenumbered #1 -
#5. )

*5. [1223634] 06 Aug 98 Digest bat-list.v004.n184 579
Ent er nessage nunber or conmmand:

Figure 35: New Message List in a Mail Basket

In this example (Figure 35), we wanted to only list our new messages in our "Transportation News" mail
basket. When we first listed messages in our "Transportation News" basket we saw that we had 10
messages and that 5 of the messages were new. In order to just list the new messages, we entered an "N"
at the "Enter message number or command:" prompt.

MailMan then redisplayed our list of messages in our "Transportation News' basket, however, thistime
only the five new messages were listed.

We could now take any actions on the list of new messages.
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New Toggle ("NT") Action

Asyou can see from the list of action commands (Table 2 in this chapter), you can use the New Toggle
action code (i.e., "NT") to:

» Makemessage(s) " new" —MailMan adds the new flag (i.e., "*" asterisk) next to the message, as
if it hasn't been opened/read yet.

 Make" new" message(s) not appear as" new" —MailMan removes the new flag (i.e., "*"
asterisk) next to the messages, as if they were already opened/read.

Y ou can toggle between these two actions with this one action code. This can be useful when you want to
make messages that you've already read appear as new again so that MailMan will indicate that you have
new messages, acting as areminder of important activities. Thus, MailMan becomes a personal reminder.
Alternatively, you may have amail basket with a number of "new" messages and you don't want them to
be listed as "new" but indicated asif you have aready read the messages (i.e., no asterisk displayed next
to the message, "not new"). MailMan allows you to "new toggle" any selection, range, or all messagesin
amail basket. This functionality was introduced with MailMan Patch XM*7.1*110.

To toggle messages in amail basket from "new" to "not new" or vice versa, enter an "NT" at the "Enter
message number or command:" prompt, as shown below:

*=New/ ! =Priority............. Subject................ Lines. From....... Read/ Rcvd
* 1. IN [100539] 02 Aug 99 ASKDIJF 1 FUCHSI A, GARY
* 2. IN [100573] 31 Aug 99 TEST 1 1 <FUCHSI A. GARY_M+@ SC
* 3. IN [100600] 09 Sep 99 test brodcast 1 FUCHSI A, GARY

4. IN [100607] 15 Sep 99 TEST WAI T 1 FUCHSI A, GARY

5. IN [100648] 28 COct 99 TEST BCAST 1_FUCHSI A GARY

Ent er nessage nunber or command: nt
New Toggl e whi ch nessages: (1-5): 4-5
2 nessages new toggl ed.

Press RETURN to continue: <RET>

After toggling messages #4 and #5 with

the" NT" action code, the asterisks (" *")
to the left of messages#4 and #5 indicate
that they are now new/unread messages.
*=New/ ! =Priority.............

* 1. IN [100539] 02 A T FUCHST A, GARY
* 2. IN [100573 TEST 1 1 <FUCHSI A. GARY_M+@ SC
* 3. IN 9 Sep 99 test brodcast 1 FUCHSI A, GARY
* 4, 00607] 15 Sep 99 TEST WAIT 1 FUCHSI A, GARY
* 5. IN [100648] 28 Cct 99 TEST BCAST 1 FUCHSI A, GARY

Ent er nessage nunber or command:

Figure 35a: Selecting M essagestoM ake " New" or " Not New" Using the New Toggle

In this example (Figure 35a), we wanted to make several messages appear as hew messages, as if we
hadn't read them yet, even though we had already opened/read them in our "IN" mail basket. When we
first listed messagesin our "IN" basket we saw that we had five messages and that three of the messages
were new (i.e., #1, #2, and #3, with the asterisk next to each number) and two messages that had already
been opened/read (i.e., #4 and #5). In order to make all messages appear as new, we entered an "NT" at
the "Enter message number or command:" prompt.
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MailMan then asked us which messages we wanted to toggle, in this case we chose to toggle messages #4
and #5 as new messages by entering "4-5" after the "New Toggle which messages: (1-5):" prompt.
MailMan confirmed that two messages were toggled (i.e., "2 messages new toggled.").

After preassing the Enter/Return key, MailMan redisplayed our list of messagesin our "IN" basket,
however, thistime all five messages appeared as new (i.e., #1, #2, #3, #4, and #5 all had an asterisk next
to their numbers).

We could now take any actions on the list of new messages.
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Opposite Selection Toggle (" O") Action

Asyou can see from the list of action commands (Table 2 in this chapter), you can use the Opposite
Selection Toggle action code (i.e., "O") to reverse or choose the opposite of your selected messagesin a
list of messages. Using this action code allows you to simply select unselected messages and desel ect
previously selected messages. This can be useful when you have along list of messages and the mgjority
of the messages will undergo the same action. It's easier to select a smaller group that won't be changing,
and then, using the Opposite Selection Toggle, to reverse your selection and perform the action on the
majority of the opposite messages in the message list.

In order to use the Opposite Selection Toggle, you must have first selected at |east one message in the list

of messages. When you have successfully selected a message, a right-angle bracket (">") is displayed to
the left of the selected messagein the list.

. Y
w For more information on selecting messages for subsequent group actions, please refer to the
"Message Selection Actions' topic previously described in this chapter.

The following series of screen captures (Figure 36, Figure 37, and Figure 38) better illustrates how the
Opposite Selection Toggle works.

We first must select some messages in our list of messages, as shown below:

Sel ect Mail Man Menu Option: RML <RET> Read/ Manage Messages
Sel ect message reader: Detailed Full Screen// <RET>
Read mail in MAIL BASKET: IN/ Transportation News (8 messages, 1 new)

Transportati on News Basket, 8 nessages (1-8), 1 new
*=New/ ! =Priority......... Subj ect lLines From......... Read/ Rcvd
*8. [1223634] 06 Aug 98 Di gest Herewe are sdlecting ist-errors@i sts.
[1223267] 04 Aug 98 Di gest ist-errors@ists.
[1223232] 04 Aug 98 Di gest ist-errors@i sts.
[1222979] 02 Aug 98 Di gest ist-errors@ists.
[1222920] 01 Aug 98 Di gest ist-errors@ists.
[1222838] 31 Jul 98 Digest ist-errors@ists.
[1222738] 30 Jul 98 Digest ist-errors@ists.
[1222669] 30 Jul 98 Digest ist-errors@i sts.
Ent er nessage nunber or command:

messages #1 and #3.

PN N
cocooocooOoT

Transportati on News Basket, 8 nessages (1-8), 1 new
*=New/ ! =Priority......... Subject................... Lines.From......... Read/ Revd

*8. [1223634] 06 Aug 98 Digest bat-list.v004.n184 579 bat-list-errors@ists.b
7. [1223267] 04 Aug 98 Digest bat-list.v004.n180 619 bat-list-errors@ists.b
6. [1223232] 04 Aug 98 Digest bat-list.v004.n179 622 bat-list-errors@ists.b
5. [1222979] 02 Aug 98 Digest bat-list.v004.n178 673 bat-list-errors@ists.b
4. [1222920] 01 Aug 98 Digest bat-1ist.v004.n177 654 bat-list-errors@ists.b

> 3. [1222838] 31 Jul 98 Digest bat-1list.v004.n176 705 bat-list-errors@ists.b
2. [1222738] 30 Jul 98 Digest bat-list.v004.n175 647 bat-list-errors@ists.b
> 1. [1222669] 30 Jul 98 Digest bat-1list.v004.n174 599 bat-list-errors@ists.b
Ent er nessage nunber or command:
Figure 36: (1 of 3) Selecting M essages to Demonstrate the Opposite Selection Toggle
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Asyou can see from the previous figure (Figure 36), we selected messages 1 and 3 in our list of messages
in our "Transportation News' mail basket by entering ".1,3" at the "Enter message number or command:"
prompt. Once the messages have been selected (indicated by the ">"), MailMan alows usto use the
Opposite Selection Toggle action (Figure 37).

To toggle from the selected messages to the unsel ected messages or vice versa, you enter "O" at the
"Enter message number or command:" prompt, as shown below:

Ent er nessage nunber or conmand: O ] .
Using the toggle, MailM an selected the

Transportation News Basket, 8 messages (1-8) | Opposite messages(#2 & #4 - #8), as

*=New/ ! =Priority......... Subject............ indicated by the" >", and deselected the

>*8. [1223634] 06 Aug 98 Di gest ’ original messages (#1 & #3).

> 7. [1223267] oo

> 6. [ —o=Fug 98 D gest bat-Ilist.v004. -

> 5. [1222979] 02 Aug 98 Digest bat-1ist.v004.n178 673 bat-list-errors@ists.b

> 4. [1222920] 01 Aug 98 Digest bat-1ist.v004.n177 654 bat-list-errors@ists.b
3. [1222838] 31 Jul 98 Digest bat-list.v004.nl1l76 705 bat-list-errors@ists.b

> 2. [1222738] 30 Jul 98 Digest bat-list.v004.n175 647 bat-list-errors@ists.b
1. [1222669] 30 Jul 98 Digest bat-list.v004.nl74 599 bat-list-errors@ists.b

Ent er nessage nunber or command:

Figure 37: (2 of 3) Using the Opposite Selection Toggle Action Code to Select the Opposite M essages

In this example (Figure 37), entering "O" at the "Enter message number or command:" prompt tells
MailMan to deselect our original messages (i.e., 1 and 3) and to select the remaining messages (i.e.,
message number 2 and messages 4 through 8). Thus, MailMan selected the opposite set of messages and
deselected the original set of selected messages.

Finally, we use the Opposite Selection Toggle to toggle back to our original selection of messages, as
shown below:

Ent er nessage nunber or conmand: O

Using the toggle again, MailM an
reselected the opposite messages (#1 &
#3), asindicated by the">", and
deselected messages (#2 & #4 - #8).

Transportati on News Basket, 8 nessages (1-8)
*=New/ ! =Priority......... Subject............
*8. [1223634] 06 Aug 98 Di gest
[ 1223267] 04 Aug 98 Di
[1223232] 04 Aug 98
[ 1222979]
[122

=

est bat-list.v004.n178 673 bat-list-errors@i sts.
ug 98 Digest bat-list.v004.nl177 654 bat-list-errors@i sts.
838] 31 Jul 98 Digest bat-list.v004.nl76 705 bat-list-errors@i sts.
. [1222738] 30 Jul 98 Digest bat-list.v004.n175 647 bat-list-errors@i sts.
> 1. [1222669] 30 Jul 98 Digest bat-1list.v004.n174 599 bat-list-errors@i sts.
Ent er nessage nunber or command:

NwkOION
cococooT

Figure 38: (3 of 3) Using the Opposite Selection Toggle Action Codeto Reselect the Original M essages
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In this last example of our series (Figure 38), entering "O" again at the "Enter message number or
command:" prompt tells MailMan to reselect our original messages (i.e., 1 and 3) and to deselect the
remaining messages (i.e., message number 2 and messages 4 through 8). Thus, MailMan desel ected the
opposite set of messages and reselected the original set of messages. Our display looks like it did when

we first selected the messages (Figure 36).
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Print Messages (" P") Action

Asyou can see from the list of action commands (Table 2 in this chapter), the Print action code (i.e., "P")
allows you to print messagesin amail basket. Unlike the Headerless Print M essages action code, the Print
Messages action code will print the "Print" information and the " Subject” and "From" information (i.e.,
the header) as well as the text of the message (including responses, if any).

F .+ Y
1
& or more information on the Headerless Print Messages action code, please refer to the
"Headerless Print Messages (‘H") Action™ topic previously described in this chapter.

MailMan allows you to print any selection, range, or all messagesin amail basket. If you choose to print
to the screen, MailMan will prompt you to press the Enter/Return key after each message.

Also, aswith all print commands, you can specify any print device (e.g., the monitor/screen or a printer).
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To print messages in amail basket, enter a"P" at the "Enter message number or command:" prompt, as
shown below:

Sel ect Mail Man Menu Option: RML <RET> Read/ Manage Messages
Sel ect message reader: Detailed Full Screen// <RET>

Read mail in MAIL BASKET: IN/ TEST Il <RET> (4 nessages)
TEST |1 Basket, 4 nessages (1-4)
*=New/ ! =Priority......... Subject...... ... ... ... .. Lines.From......... Read/ Rcvd
4. [1224524] 12 Aug 98 Forwardi ng a Message 2 1 BLUE, THOVAS E.
3. [1224525] 12 Aug 98 Forwardi ng a nessage 3 1 BLUE, THOVAS E.
2. [1224523] 12 Aug 98 Forward Message 1 1 BLUE, THOVAS E.
1. [1223222] 04 Aug 98 test 1 MAGENTA, M CHAL

Ent er nessage nunber or command: P
Print which nmessages: (1-4): 1
Print recipient list? No// <RET> NO
DEVI CE: HOVE// <RET> Tel net terninal

Wedon't want MailMan to
print therecipient
information.

Mai | Man nessage for BLUE, THOVAS E. COVPUTER SPECI ALI ST
Printed at | SC-SF. VA. GOV 12 Aug 98 14: 30
Subj: test [#1223222] 04 Aug 98 08:14 1 line
From MAGENTA, MCHAL - Q.. Continuum In "TEST || . Page 1

t est

Enter RETURN to continue or '~ to exit: <RET>

MailMan printsthe print
and header information
before printing the message
text.

1 nessage printed.
Press RETURN to continue: <RET>

TEST |1 Basket, 4 nessages (1-4)

*=New/ ! =Priority......... Subject................... Lines.From......... Read/ Revd
4. [1224524] 12 Aug 98 Forwardi ng a Message 2 1 BLUE, THOVAS E.
3. [1224525] 12 Aug 98 Forwarding a nessage 3 1 BLUE, THOVAS E.
2. [1224523] 12 Aug 98 Forward Message 1 1 BLUE, THOVAS E.
1. [1223222] 04 Aug 98 test 1 MAGENTA, M CHAL

Ent er nessage nunber or command:

Figure 39: Printing a M essage from a M ail Basket Without Recipient I nfor mation
In this example (Figure 39), we wanted to print amessage. While in our "TEST II" basket, we entered a
"P" (Print) at the "Enter message number or command:" prompt.

MailMan then asked us which messages we wanted to print. In this case, we wanted to print message
number 1, so we entered "1" at the "Print which messages. (1-4):" prompt.

MailMan then asked usif we wanted to print the recipient list. Since we did not, we accepted the default
("No") by pressing the Enter/Return key after "Print recipient list? No//" prompt.

o For an example of printing a recipient list, please refer to the example that follows (Figure 40) in
this chapter.
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MailMan then asked usto choose where to print our message (i.e., what device). In this case, we chose to
print our message to the screen by choosing the default response (i.e., "HOME") by pressing the
Enter/Return key at the "DEVICE: HOME//" prompt.

o If you want to print your message(s) to a different device (e.g., a printer), enter the appropriate
device name at the "DEVICE: HOME//" prompt.

MailMan immediately printed the message to our screen (our device choice) and, after pressing the
Enter/Return key, MailMan informed us that one message had been printed.

Because thiswas a"norma” print, MailMan printed the "Print" information, the " Subject," and "From"
information (i.e., the header) along with the text of the message.

Pressing the Enter/Return key, again, returned usto our list of messagesin our "TEST 11" basket where
we could take additional actions. If we had selected more than one message to be printed, pressing the
Enter/Return key would have printed the next message.
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The following example (Figure 40), illustrates printing a message with recipient information:

TEST |1 Basket, 4 nessages (1-4)

*=New/ ! =Priority......... Subject................... Lines.From......... Read/ Revd
4. [1224524] 12 Aug 98 Forwardi ng a Message 2 1 BLUE, THOVAS E.
3. [1224525] 12 Aug 98 Forwarding a nessage 3 1 BLUE, THOVAS E.
2. [1224523] 12 Aug 98 Forward Message 1 1 BLUE, THOVAS E.
1. [1223222] 04 Aug 98 test 1 MAGENTA, M CHAL
Ent er nessage nunber or command: P
Print which nmessages: (1-4): 1 .
Print recipient list? No// y <RET> YES H(?rewewar}t_l\/lallMan to
print therecipient
Sel ect one of the follow ng: information as well.
D Det ai |
S Sunmary

MailMan printsthe
print and header
information before

Print Detail or Sunmary recipient chain: Sunmary// <RET>
DEVI CE: HOME// <RET> Tel net termi nal

Mai | Man nmessage for BLUE, THOMAS E. COVPUTER SPECI ALI ST printing the message
Printed at |SC SF. VA.GOV 12 Aug 98 14:31 text.

Subj: test [#1223222] 04 Aug 98 08:14 1 line

From MAGENTA,MCHAL - Q.. Continuum In '"TEST Il' basket. Page 1

t est

Local Message-I1D: 1223222@ SC-SF. VA. GOV (2 Reci pients) Delivery basket: chair
Message will be NEWon: 13 Aug 98

Herewe see that the message
will be made new again on
8/13/98.

Thi s nessage was addressed as foll ows:

BLUE, THOVAS E.
MAGENTA, M CHAL
Enter RETURN to conti nu€

0 exit: <RET>

1 message printed.

, MailM an printsthe summary
Press RETURN to continue: <RET>

recipient information.
TEST |1 Basket, 4 nessages (1-4)

*=New/ ! =Priority......... Subject.......... ... ... Lines.From......... Read/ Rcvd
4. [1224524] 12 Aug 98 Forwardi ng a Message 2 1 BLUE, THOVAS E.
3. [1224525] 12 Aug 98 Forwardi ng a nessage 3 1 BLUE, THOVAS E.
2. [1224523] 12 Aug 98 Forward Message 1 1 BLUE, THOVAS E.
1. [1223222] 04 Aug 98 test 1 MAGENTA, M CHAL

Ent er nessage nunber or conmmand:

Figure 40: Printing a M essage from a M ail Basket With Recipient Infor mation

In this example (Figure 40), we wanted to print the same message along with the recipient information.
Whilein our "TEST II" basket, we entered a"P" (Print) at the "Enter message number or command:"
prompt.

MailMan then asked us which messages we wanted to print. Again, we wanted to print message humber
1, so we entered "1" at the "Print which messages: (1-4):" prompt.
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MailMan then asked usif we wanted to print the recipient list. In this case, we did, thus, we entered "Y es"
at the "Print recipient list? No//" prompt.

We were then given the choice of printing either a"Detail" or "Summary" list of recipients:

e Summary list (default)—The Summary list provides the same information you see when you do
aquery on amessage (i.e., Query action code).

For more information on the Query action code, please refer to Error! Reference source
not found. and the "Query ('Q") Action" topic in Chapter 3 in this manual.

e Detail list—The Detail list provides the same information you see when you do a detailed query
on amessage (i.e., Query Detailed action code).

= [or more information on the Query action code, pleaserefer to Error! Reference source
not found. and the "Query Detailed (‘QD") Action™ topic in Chapter 3 in this manual.

For this example, we chose to print a Summary list (default). Thus, we accepted the default response by
pressing the Enter/Return key at the "Print Detail or Summary recipient chain: Summary//" prompt.

MailMan then asked usto choose where to print our message (i.e., what device). In this case, we chose to
print our message to the screen by choosing the default response (i.e., "HOME") by pressing the
Enter/Return key at the "DEVICE: HOME//" prompt.

o If you want to print your message(s) to a different device (e.g., a printer), enter the appropriate
device name at the "DEVICE: HOME//" prompt.

MailMan immediately printed the message and recipient information to our screen (our device choice)
and, after pressing the Enter/Return key, MailMan informed us that one message had been printed.

Because thiswas a"norma” print, MailMan printed the "Print" information, the " Subject," and "From"
information (i.e., the header) aong with the text of the message. Also, since we wanted to print recipient
information, a Summary list of recipients was included.

Pressing the Enter/Return key, again, returned usto our list of messagesin our "TEST 1" basket where
we could take additional actions.
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Query (Search for) Messagesin this Basket (" Q") Action

Asyou can see from thelist of action commands (Table 2 in this chapter), the Query (Search for) action
code (i.e., "Q") alows you to search for messages in a specific mail basket.

Y ou can search for messages based on any combination of the following criteria:
»  Subject contents—Enter a string from 3 to 30 characters in length (not case sensitive).

» Sender of the message—Enter the first portion of the sender's last name (not case sensitive) or
their local DUZ (i.e., numeric user ID). If the sender is from aremote site, enter any part of the
sender's name and/or site. You'll narrow your choices by entering more characters.

» Addressee/Recipient of the message—Enter any portion of the addressee's name or their local
DUZ (i.e., numeric user ID). If the sender is from aremote site, enter any part of the sender's
name and/or site. You'll narrow your choices by entering more characters.

» Approximately when the message was sent—Date sent range: on, before, or after the VA
FileMan date you enter. (Do not enter afuture date).

» Specific responder to a message—Enter the first portion of the responder's last name (not case
sensitive) or their local DUZ (i.e., numeric user ID). If the sender is from aremote site, enter any
part of the sender's name and/or site. Y ou'll narrow your choices by entering more characters.

» Specifictext in a message—Enter a string from 3 to 30 charactersin length, you decide if the
search is case sensitive and if you search just the message, just the responses or both.

o For more information on entering names or DUZs, please refer to the " Address Functionality”
topic in Chapter 4 in this manual.

Each additional search criterion entered helps limit the search. Therefore, the more search criterion you
choose, the more specific the search becomes resulting in a smaller list of messages from which to
choose.

All criteria entered must be true in order to pass the search test. (Thisis similar to using the Boolean AND
in Internet search engines or program code).

MailMan displays the entire list of search criteriayou've selected. To cancel a single search criterion
without having to start over, use the at-sign ("@" Shift-2 key on most keyboards) to delete the specific
search criterion you no longer want.

When you have completed your search criteria, enter "G" ("Go search") to start the search. To end the
query without searching, you can enter "Q" ("Quit) or enter the up-arrow (""" Shift-6 key on most
keyboards) to get out of the query (search) option.

You are automatically placed in a"virtual basket" in afull-screen view to process any messages found
from the search. Y ou can take any action on the messagesin this "virtual basket" that you can takein a
"real" basket (e.g., read, delete, forward, save, etc.).
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For more information on searching for messages, please refer to Chapter 5 in this manual.
The following series of screen captures (Figure 41, Figure 42, and Figure 43) better illustrates how the
Query (Search) process works.

To search (query) for messages in amail basket, enter a" Q" at the "Enter message number or command:"
prompt, as shown below:

Sel ect Mail Man Menu Option: RML <RET> Read/ Manage Messages
Sel ect nmessage reader: Detailed Full Screen// <RET>

Read mail in MAIL BASKET: IN/ <RET> (6 messages, 1 new)
I N Basket, 6 messages (1-17), 1 new
*=New/ ! =Priority.......... Subject................... Lines. From........ Read/ Revd
*17. [1225128] 17 Aug 98 Training by John Doe 5 YELLOW LI SA 18/ 20
16. [1224496] 12 Aug 98 Message to Gary but no ne 1 BLUE, THOWAS E. 1/1
8. [1224523] 12 Aug 98 Forward Message 1 1 BLUE, THOWAS E.
4. [1223228] 04 Aug 98 Stress nmmnagenent exercise 16 MAGENTA, M CHAL
2. [1222162] 27 Jul 98 BLUE 1 FUCHSI A, GARY M

1. [1220558] 14 Jul 98 FW Tribal Wsdomvs. Gover 50 "G een, Rita" <greenr@
Ent er nessage nunber or conmand: Q

Current search criteria: //l\/!ailMan automatically
displaysthe sear ch basket

Sear ch basket : I N A
name (i.e, " IN") asour
Sel ect one of the follow ng: default search criterion.
S Enter ' Subject contains' string
F Enter ' Message from person
T Enter 'Message to' person
DA Enter ' Message sent on or after' date
D EnterMessage sent on or before dare (" wailMan dlissall
X Enter ' Message contains' string of_thgpossblese_arch
Q Qui t criteria from which we

can choose.
Sel ect search action: S//

Figure 41: (1 of 3) Search for a Messagein a Mail Basket

Asyou can see from thisfirst example of our search series (Figure 41), after we entered "Q" at the "Enter
message number or command:” prompt, MailMan displayed our current search criteria (i.e., search
basket: "IN") and the list of search actions from which to choose.

At this point we can enter our search criteria and initiate a search, as shown in the next example (Figure
42).
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In the next example, we entered our first search criteria:

Sel ect search action: S// <RET> Enter 'Subject contains' string

Subj ect contains: nmessage 1 Herewe enter our
Current search criteria: first search
Sear ch basket: I'N Crltt)_erlon (|..e.,
Subj ect cont ai ns: nessage 1 subject string). W,
Sel ect one of the foll ow ng: ] ]
MailMan displays
S Change ' Subj ect contains' string our current search
F Enter ' Message from person criteria.
T Enter 'Message to' person -
DA Enter ' Message sent on or after' date
DB Enter 'Message sent on or before' date
R Enter ' Response from person
X Enter ' Message contains' string
Q Qui t
G Go search

Sel ect search action: G/

Figure 42: (2 of 3) Entering Search Criteria

In this second example of the series (Figure 42), we chose to search for messagesin our "IN" basket by
entering a portion of the message subject we are looking for by pressing the Enter/Return key to accept
the"S" (Subject text) default at the " Select search action: S//* prompt.

MailMan then asked usto enter the subject string we were looking for at the " Subject contains:" prompt
(i.e., "message 1").
After entering the subject contains string, MailMan immediately displayed our current search criteria:

*  Search basket—"IN"

e Subject contains—"message 1"

Also, again, we are presented with the list of search actions from which to choose. Since we haven't
completed entering our search criteria, we haven't started the search.
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In the final example of our series, we entered our second and last search criterion and ran the search:

Sel ect search action: G/ DA <RET> Enter 'Message sent on or after' date
Message sent on or after: 8/1/98 <RET> (AUG 01, 1998)

TN
Current search criteria: /ﬁﬂailMan displays our
Search basket: IN current search criteria.
Subj ect cont ai ns: message 1 —__
Message sent on or after: 01 Aug 98

Sel ect one of the follow ng:

\

Herewetdl
MailMan to start
the search (i.e,
Go search).

Change ' Subj ect contains' string

Enter ' Message from person

Enter 'Message to' person

Change ' Message sent on or after' date
Enter ' Message sent on or before' date
Enter ' Response from person
Enter ' Message contains' string
Qui t

Go search

MailM an found our
message and displayed
theinformation in a

OOX;U%%%TIU)

Sel ect search action: G/ <RET> o0 search

Sear ching. .. "virtual basket."

I N Basket

*=New/ ! =Priority.......... Subject................... Lines. From........ Read/ Revd
8. [1224523] 12 Aug 98 Forward Message 1 1 BLUE, THOWAS E.

Search fini shed.
Ent er nessage nunber or command:

Figure 43: (3 of 3) All Search Criteria Entered—Sear ching for the M essage

In thisfinal example of the series (Figure 43), besides searching for messages based just on a subject
string, we also chose to search for messages based on the date they were sent. Thus, we entered a"DA"
(Message sent on or after) at the " Select search action: G//" prompt.

MailMan then asked usto enter the date range we were looking for at the "Message sent on or after:"
prompt (i.e., "8/1/98").
After entering the date, MailMan immediately displayed our search criteria:

»  Search basket—"IN"

e Subject contains—"message 1"

» Message sent on or after—"01 Aug 98"
Also, again, we are presented with the list of search actions from which to choose. Since we have now
completed entering our search criteria, we pressed the Enter/Return key to accept the "G" (Go search)

default at the "Select search action: G//" prompt. MailMan immediately began to search our "IN" mail
basket and |ook for messages that matched our search criteria.

When MailMan found the messages in question, we were informed the search had finished, and MailMan
displayed the search resultsto usin a"virtual basket."
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At this point we could read the messages or perform any other message action on the messages found by
the search.

To get back to the original "real" basket list of messages, you must enter the up-arrow (""" Shift-6 key on
most keyboards) at the "Enter message number or command:" prompt and enter the up-arrow again or
enter "Q" (quit) at the " Select search action, or enter 'G' to start search:" prompt.

= [0or more information on message action codes, please refer to the " Action Codes— ndividual
Messages' topic and Error! Reference source not found. in Chapter 3 in this manual.
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Resequence Messages (" R") Action

Asyou can see from the list of action commands (Table 2 in this chapter), the Resequence action code
(i.e, "R") alows you to renumber the message numbersin alist of messagesin amail basket. All
messages will be resequenced in the order of their MailMan internal message identification numbers. This
helps keep your mail basket messages more orderly by removing any "gaps' in message number
sequence.

To resequence the message numbers for a group of messages in amail basket, enter an "R" at the "Enter
message number or command:" prompt, as shown below:

NVL New Messages and Responses \

RML Read/ Manage Messages Herewe seethat the

SML Send a Message message numbers
Query/ Search for Messages have" gaps' between

AML Become a Surrogate (SHARED, MAIL or O her)
Personal Preferences ...
G her Mail Man Functions ...

numbersand range
from #2 - #6 when

Hel p (User/Group Info., etc.) ... thereare only four
messagesin the
Sel ect Mail Man Menu Option: RML <RET> Read/ Manage Messa basket. /
Sel ect message reader: Detailed Full Screen// <RET>
Read mail in MAIL BASKET: IN/ <RET> (4 messages)
I N Basket, 4 messages (2-6)
*=New/ ! =Priority......... Subject................... Li nes. From .. . \
6. [1222162] 27 Jul 98 BLUE 1 Fuchs! [ When MailMan

redisplaysthelist,

5. [1223228] 04 Aug 98 Stress nmanagenent exercise 16 MAGENT
we seethat the

4. [1222306] 28 Jul 98 Local: biweekly info exchang 2 POSTMA

2. [1220558] 14 Jul 98 FW Tribal Wsdomyvs. Gover 50 "G een| messageshave
Ent er nessage nunber or command: R been reordered
Resequencing . .. and resequenced
Resequenced from1 to 4 from #1 - #4.

Press RETURN to continue: <RET>

J

N Basket, 4 messages (1-4)

I
*

New !=Priority......... Subject.............~ ... Lines.From......... Read/ Revd
4. [1223228] 04 Aug 98 Stress nmnagenent exercise 16 MAGENTA, M CHAL
3. [1222306] 28 Jul 98 Local: biweekly info exchang 2 POSTMASTER 70/ 70
2. [1222162] 27 Jul 98 BLUE 1 FUCHSI A, GARY M

1. [1220558] 14 Jul 98 FW Tribal Wsdomvs. Gover 50 "Green, Rita" <greenr @
Ent er nessage nunber or command:

Figure 44: Resequencing M essagesin a M ail Basket

In this example (Figure 44), we wanted to resequence messages in our "IN" mail basket. Whilein our
"IN" basket, we see that we have atotal of four messages. However, the message numbers range from 2
through 6 rather than 1 through 4 and have "gaps' between numbers (i.e, 2, 4, 5, and 6). Thus, to
resequence the numbers and remove the gaps, we entered an "R" (Resequence) at the "Enter message
number or command:" prompt. MailMan informed us that the message numbers were being resequenced.

When completed, MailMan displayed that the messagesin our "IN" basket had been "Resequenced from
1to4."
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Pressing the Enter/Return key returned us to our list of messagesin our "IN" basket. The messages were
reordered based on their MailMan internal message identification numbers and the messages now ranged

from 1 through 4 and did not have any gaps (i.e., 1, 2, 3, and 4).

We could now take any additional actions on the resequenced messages.
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Save M essagesto Another Basket (" S") Action

Asyou can see from the list of action commands (Table 2 in this chapter), the Save action code (i.e., "S")
allows you to save messagesin alist of messages to another existing mail basket or create a new mail
basket on the fly. This helps you sort your messages into the proper mail basket for easier reference.
MailMan allows you to save any selection, range, or all messagesin amail basket.

To save messages from one mail basket to another, enter an "S" at the "Enter message number or
command:" prompt, as shown below:

Sel ect Mail Man Menu Option: RML <RET> Read/ Manage Message
Sel ect message reader: Detailed Full Screen// <RET>
Read mail in MAIL BASKET: IN/ <RET> (5 messages)

Hereweare saving
message #7 to the
"TEST 1" mail basket.
N Basket, 5 nmessages (2-7)
=New' !=Priority......... Subject........ .. ... ... Li nes. Frgpm 7. ..
7. [1224524] 12 Aug 98 Forwarding a Message 2

6. [1223228] 04 Aug 98 Stress nmanagenment exercise
5. [1222306] 28 Jul 98 Local: biweekly info e
4. [1222162] 27 Jul 98 BLUE

2. [1220558] 14 Jul 98 FW Tri bal
Enter nessage nunber or command: S
Save whi ch nmessages: (2-7): 7
Save nessages to which basket? TEST 11|
1 message saved.

Press RETURN to continue: <RET>

I
*

When MailMan \
redisplaysthelist,
we see that
message #7 is
gonefrom thelist

of messagesin our

W s

"IN" basket.
I N Basket, 4 nessages (2-6) j
*=New/ ! =Priority......... Subject.......... 7 ....... Lines.From......... Read/ Rcvd
6. [1223228] 04 Aug 98 Stress nanagenent exercise 16 MAGENTA, M CHAL
5. [1222306] 28 Jul 98 Local: biweekly info exchang 2 POSTMASTER 70/ 70
4. [1222162] 27 Jul 98 BLUE 1 FUCHSI A, GARY M

2. [1220558] 14 Jul 98 FW Tribal Wsdomvs. Gover 50 "Green, Rita" <greenr @
Enter nessage nunber or conmmand:

Figure 45: Saving M essagesin a M ail Basket to Another M ail Basket

In this example (Figure 45), we wanted to save (move) a message from one basket to another. Whilein
our "IN" basket, we entered an "'S" (Save) at the "Enter message number or command:" prompt.

MailMan then asked us which messages we wanted to save. In this case, we wanted to save message
number 7 from our "IN" basket into our "TEST 1" basket. Thus, we entered "7" at the " Save which
messages. (2-7):" and "TEST |1" at the " Save messages to which basket?' prompts.

We could have entered any or al message numbersin the "IN" basket (in any order) and chosen any new
or existing mail basket. If the basket entered did not already exist in our mailbox, MailMan would give us
the chance to create the new mail basket on the fly or to choose another existing basket. In this case, the
"TEST I1" mail basket already existed, so we did not have to create a new basket.

MailMan informed us that one message had been saved.
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Pressing the Enter/Return key returned us to our list of messagesin our "IN" basket. However, we could
see that the message number 7 was no longer in our list of messages because it had been moved to our
"TEST II" mail basket.

We could now take any additional actions on the remaining messages.
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Terminate Messages (" T") Action

Asyou can see from the list of action commands (Table 2 in this chapter), the Terminate action code (i.e.,
"T") allows you to permanently delete messages from your mail baskets by moving them to the
"WASTE" basket. MailMan allows you to terminate any selection, range, or all messagesin a mail
basket.

Generaly, abatch job is run nightly (determined by IRM at your site) to remove messages from your
"WASTE" basket, and thus, from your mailbox. Y ou can immediately remove messages from your
mailbox by, again, terminating the messages from your "WASTE" basket. However, the message remains
in the system until all recipients of the message have deleted it from their mailbox.

Unlike the Delete action code, the Terminate action code will prevent responses to "terminated” messages
from being "resurrected” or restored back into your mailbox.

o For more information on the Delete action code, please refer to the "Delete Messages ('D") Action”
topic previously described in this chapter.

To terminate messages in amail basket, enter a"T" at the "Enter message number or command:" prompt,
as shown below:

Sel ect Mail Man Menu Option: RML <RET> Read/ Manage Messages
Sel ect message reader: Detailed Full Screen// <RET>
Read mail in MAIL BASKET: IN/ TEST Il <RET> (4 nessages)

Hereweare
terminating
messages #2 and #4

TEST |1 Basket, 4 nessages (1-4) fromour "TEST

*=New/ ! =Priority......... Subject.......... ... ... Li ne 11" mail basket.
4. [1224524] 12 Aug 98 Forwardi ng a Message 2 E,
3. [1224525] 12 Aug 98 Forwardi ng a nessage 3 BLUE, THOVAS E.
2. [1224523] 12 Aug 98 Forward Message 1 1 BLUE T ) \
1. [1223222] 04 Aug 98 test 1 MAGENTA[ When MailMan

redisplaysthe
list, we see that
messages #2 and
#4 are gone
fromthe" TEST
" mail basket./

Ent er nessage nunmber or conmmand: T
Term nate which nmessages: (1-4): 2,4
Do you really want to ternminate these nessages? No// y <RET> YE
2 nessages term nated.

You won't see future responses. (In WASTE basket)
Press RETURN to conti nue: <RET>

TEST |1 Basket, 2 nessages (1-3)

*=New/ ! =Priority......... Subject...........5...... Lines.From......... Read/ Revd
3. [1224525] 12 Aug 98 Forwardi ng a nessage 3 1 BLUE, THOVAS E.
1. [1223222] 04 Aug 98 test 1 MAGENTA, M CHAL

Ent er nessage nunber or command:

Figure 46: Terminating M essagesin a M ail Basket

In the previous example (Figure 46), we wanted to terminate a couple of messages from a mail basket.
Whilein our "TEST II" basket, we entered "T" (Terminate) at the "Enter message number or command:"
prompt. MailMan asked us which messages to terminate. MailMan listed the entire range of messagesin
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the basket (i.e., 1 through 4). For this example, we entered "2,4" at the "Terminate which messages. (1-
4):" prompt. We were telling MailMan that we wanted to terminate messages number 2 and 4.

Before terminating those messages, MailMan wanted us to verify that we really wanted to terminate them.
Since we did, we entered "Yes" at the "Do you really want to terminate these messages? No//" prompt.
MailMan confirmed that two messages had been terminated and sent to our "WASTE" basket. MailMan
aso informed us that we would not see any future responses to those messages.

When we pressed the Enter/Return key, MailMan redisplayed the "TEST 11" basket's list of messages
(minus the terminated messages). We could then take any additional actions on the list of remaining
message in that basket.

Q
{
Here'satip—You can "un-terminate” a message by going to your "WASTE" basket and forwarding
the terminated message back to yourself. Thus, you can retrieve any message you terminated, if it's
till on the system and you know the message number. However, the message will not appear asa
"New" message.

If the message is no longer in your "WASTE" basket but you know anather recipient of the message,
you can ask that other recipient of the message to forward it to you. Again, the message will not
appear as a "New" message in your mailbox. It would only appear asa "New" message, when a
new reply is sent.
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Zoom Selection Toggle (" Z") Action

Asyou can see from the list of action commands (Table 2 in this chapter), the Zoom Selection Toggleis
used to "zoom" in on a group of messages that have been selected for subsequent group action. Using this
action code alows you to just display those selected messages and not the entire list of messagesin the
mail basket. This can be useful when you have along list of messages and have selected messages
throughout the entire list.

In order to use the Zoom Selection Toggle, you must have first selected at |east one message in the list of
messages. When you have selected a message, aright-angle bracket (">") is displayed to the left of the
selected message in the list.

@

For more information on selecting messages for subsequent group actions, please refer to the
"Message Selection Actions' topic previously described in this chapter.

The following series of screen captures (Figure 47, Figure 48, and Figure 49) better illustrates how the
Zoom Selection Toggle works.

We first must select some messagesin our list of messages, as shown below:

Sel ect Mail Man Menu Option: RML <RET> Read/ Manage Messages
Sel ect nessage reader: Detailed Full Screen// <RET>
Read mail in MAIL BASKET: I N/ Transportation News (8 messages, 1 new)

Transportati on News Basket, 8 nessages (1-8), 1 new
*=New/ ! =Priority......... Subject................... Lines.From......... Read/ Revd

*8. [1223634] 06 Aug 98 Digest bat-list.v004.n184 579 bat-list-errors@ists.b
7. [1223267] 04 Aug 98 Digest bat-list.v004.n180 619 bat-list-errors@ists.b
6. [1223232] 04 Aug 98 Digest bat-list.v004.n179 622 bat-list-errors@ists.b
5. [1222979] 02 Aug 98 Digest bat-list.v004.n178 673 bat-list-errors@ists.b
4. [1222920] 01 Aug 98 Digest bat-1ist.v004.n177 654 bat-list-errors@ists.b
3. [1222838] 31 Jul 98 Digest bat-list.v004.nl1l76 705 bat-list-errors@ists.b
2. [1222738] 30 Jul 98 Digest bat-list.v004.n175 647 bat-list- i
1. [1222669] 30 Jul 98 Digest bat-list. Herewe are selecting

Ent er nessage nunber or command: .1-4

tnessages#l—#4.
Transportati on News Basket, 8 nessages (1-8), 1 new
*=New/ ! =Priority......... Subject.......... ... ... ... Lines.From......... Read/ Rcvd

*8. [1223634] 06 Aug 98 Digest bat-1ist.v004.n184 579 bat-list-errors@ists.b
7. [1223267] 04 Aug 98 Digest bat-list.v004.n180 619 bat-list-errors@ists.b
6. [1223232] 04 Aug 98 Digest bat-list.v004.n179 622 bat-list-errors@ists.b
5. [1222979] 02 Aug 98 Digest bat-list.v004.n178 673 bat-list-errors@ists.b

> 4. [1222920] 01 Aug 98 Digest bat-1list.v004.n177 654 bat-list-errors@ists.b
> 3. [1222838] 31 Jul 98 Digest bat-1list.v004.n176 705 bat-list-errors@ists.b
> 2. [1222738] 30 Jul 98 Digest bat-1list.v004.n175 647 bat-list-errors@ists.b
> 1. [1222669] 30 Jul 98 Digest bat-1list.v004.n174 599 bat-list-errors@ists.b
Ent er nessage nunber or conmmand:
Figure 47: (1 of 3) Selecting M essagesto Demonstrate the Zoom Selection Toggle
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Asyou can see from the previous figure (Figure 47), we selected messages 1 through 4 in our list of
messages in our "Transportation News' mail basket by entering ".1-4" at the "Enter message number or
command:" prompt. Once the messages have been selected, MailMan allows us to use the Zoom Selection
Toggle action.

To zoom in on just the selected messages (and zoom out again), you enter "Z" at the "Enter message
number or command:" prompt, as shown below:

Ent er nessage nunber or command: Z

We used the Zoom Selection
Toggleto zoom in on and only
display our selected messages
(#1 - #4).

Transportati on News Basket, 8 nessages (1-8), 1 new
*=New/ ! =Priority......... Subject...... ... ... ... .. Li
> 4. [1222920] 01 Aug 98 Digest bat-1list.v004.n177Z
> 3. [1222838] 31 Jul 98 Digest bat-1list.v004.
> 2. [1222738] 30 Jul 98 Digest bat-list.v004.n175 :
> 1. [1222669] 30 Jul 98 Digest bat-1list.v004.n174 599 bat-list-errors@ists.b
Enter nessage nunber or conmmand:

Figure 48: (2 of 3) Using the Zoom Selection Toggle Action Codeto Zoom in on Selected M essages

In this example (Figure 49), entering "Z" at the "Enter message number or command:" prompt tells
MailMan to zoom in on and only display our selected messages (i.e., 1 through 4).

Finally, we use the Zoom Selection Toggle to zoom back out to our original list of messages, as shown
below:

Ent er nessage nunber or conmand: Z Using the Zoom Selection

Transportati on News Basket, 8 nessages (1-8), 1 new Toggle again, theentirelist
*=New/ ! =Priority......... Subject................... i of messages (#1 - #8) isre-

*8. [1223634] 06 Aug 98 Digest bat-list.v004. displayed.

7. [1223267] 04 Aug 98 Digest bat-list.v004.nl

6. [1223232] 04 Aug 98 Digest bat-list. bat-list-errors@ists.b

5. [1222979] 02 Aug 98 Digest bat-1list. g 673 bat-list-errors@ists.b
> 4. [1222920] 01 Aug 98 Digest bat-1ist.Vv004.n177 654 bat-list-errors@ists.b
> 3. [1222838] 31 Jul 98 Digest bat-1ist.v004.n176 705 bat-list-errors@ists.b
> 2. [1222738] 30 Jul 98 Digest bat-list.v004.n175 647 bat-list-errors@ists.b
> 1. [1222669] 30 Jul 98 Digest bat-1list.v004.n174 599 bat-list-errors@ists.b

Ent er nessage nunber or command:

Figure 49: (3 of 3) Using the Zoom Selection Toggle Action Code to Zoom Back Out to the Entire List of
M essages

In this last example of our series (Figure 49), entering "Z" again at the "Enter message number or
command:" prompt tells MailMan to zoom back out to the entire list of messages (i.e., 1 through 8). Our
display looks like it did when we first selected the messages (Figure 47).

2-76 MailMan V. 7.1 User Manual July 1999
Patch XM*7.1*50



Reading/Managing M essages—In a Basket

Paging Actions

MailMan V. 7.1 with Patch 50 introduced paging action commands that allow you to navigate to different
locations within long lists of messages when using either the Detailed or Summary Full Screen message
readers. Asyou can see from the list of action commands (Table 2 in this chapter), you can perform any
of the following paging actions on long list of messages:

Enter/Retur n—Pressing the Enter/Return key functionsjust like the "+" paging action by paging
forward one page.

Equal Sign (" =")—Enter an equal sign (i.e., "=" on the keyboard) at the "Enter message number
or command:" prompt in order to redisplay the basket message list page (screen) you were
viewing ("refresh” the page/screen).

Plus Sign (" +")—Enter aplussign (i.e,, "+" on the keyboard) at the "Enter message number or
command:" prompt in order to advance to the next page (screen) of messages, when a mail basket
contains a large number of messages.

Plus Number (" +n")—Enter aplus sign and a specific number (i.e., "+n") at the "Enter message
number or command:" prompt in order to advance n pages (screens) of messages, when a mail
basket contains alarge number of messages.

Minus Sign ("-")—Enter aminussign (i.e., "-" or hyphen on the keyboard) at the "Enter
message number or command:" prompt in order to return to the previous page (screen) of
messages, when a mail basket contains alarge number of messages and you are not on the first

page of messages.

Minus Number (" -n")—Enter aminus sign and a specific number (i.e., "-n") at the "Enter
message number or command:” prompt in order to go back npages (screens) of messages, when a
mail basket contains a large number of messages and you are not on the first page of messages.

Zero (" 0" )—Enter azero (i.e., "0") at the "Enter message number or command:" prompt in order
to return to the first page (screen) of messages, when amail basket contains a large number of
messages and you are not on the first page of messages.

MailMan only displays these action codes in the list of action codes when the mail basket you are
currently processing has more than one page (screen) of messages.

F o
&= These paging action codes (except the Enter/Return key) are not available with MailMan's

Classic message reader .
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The paging action itemsin the Action List will appear as follows:

Press ENTER or + to go to the next page. Enter +n to page forward n pages.
Enter = to refresh this page; ™~ to exit this list.
khkkhkhkhkhkkhkkhkhkhkhkhkhhhhkhhhhhhkdhhrhhhdhkdxhkddhrhrhddhrxhkddxxhhdxdx*k Flrg Page_ThefO”OWIng

: - i . i actions ar e available when
. ‘ Middle Page—T he following actions ar e available when

) I you're on the first page of a
you're on a middle page of a long list of messages. long list of messages.

Press ENTER or + to go to the next page. Enter +n to page forward n pages.
Enter - to go to the previous page. Enter -n to page back n pages.
Enter O to go to the first page; = to refresh this page; " to exit.

R I S O O O O O

Last Page—The following actions ar e available when
you're on thelast page of along list of messages.

Press ENTER or ~ to exit this list.
Enter - to go to the previous page. Enter -n to page back n pages.
Enter O to go to the first page; = to refresh this page.

Figure50: MailMan Paging Action Codes

When you have reached the end of alist of messages and press the Enter/Return key or enter the plus sign
("+"), MalMan will ask you if you want to begin again, as shown below:

TEST Basket, 45 nessages (1-45)

*=New/ ! =Priority.......... Subject......... ... ... ... Lines.From ........ Read/ Rcvd
3. [1212173] 12 May 98 Copy of: Test nessage 55 BLUE, THOVAS E.
2. [1212124] 12 May 98 test 1 BLUE, THOVAS E.

1. [1211500] 06 May 98 Test
Ent er nessage nunber or comrand: <RET>

End reached. Begin again? NO/ ?
Enter 'Yes' if you wish to continue readi ng nessages; 'No' if you don't.

End reached. Begin again? NO/

Figure51: Reaching the End of aList of M essages

If you enter "Yes' at the "End reached. Begin again? NO//" prompt, MailMan will redisplay the
messages in the basket from the beginning (first page/screen). The order of the messages depends on the
order you set in the "MESSAGE ORDER?' field when using the User Options Edit option on the
Personal Preferences menu.

o For more information on setting your message display order or the User Options Edit option,
please refer to the "How to Choose Your Message Display Order™ topic in Chapter 2 in the
"MailMan V. 7.1 & Patch XM*7.1*50 Getting Started Manual."
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Text String Search Actions

Asyou can see from the list of action commands (Table 2 in this chapter), besides using the Query
(Search for) Messagesin this Basket ("Q") action code or the Query/Search for Messages option,
MailMan V. 7.1 with Patch 50 allows you two additional methods of searching for messages based on a
text string found in a message subject:

e ?String—Search for messages in the basket whaose subject contains the string entered.

e ??String—Search for messages anywhere on the system, which you ever sent or received, and
whose subject begins with the string entered.

o The Text String Search actions are available with all three message readers (i.e., Classic message
reader and the Summary or Detailed Full Screen message readers).

After the search completes, you are automatically placed in a"virtual basket" in afull-screen view to
process any messages found from the search. Y ou can take any action on the messagesin this "virtual
basket" that you can takein a"real" basket (e.g., read, delete, forward, save, etc.).

o For more information on Query (Search for) Messages in this Basket ("Q") action code, please
refer to the "Query (Search for) Messages in this Basket ('Q") Action” topic, previously described in
this chapter.

For more information on the Query/Search for Messages option, please refer to the Chapter 5in
this manual.

?String
Whilein a basket, you can search for messages in the basket whose subject contains a specific string.

At the "Basket Message" prompt, enter the string preceded by a question mark ("?"). Y ou will then be
placed in a"virtual basket" in afull-screen view displaying alist of those messages that contain the
specified string somewhere in their subject. From that list of messages, you can choose which you would
liketo read or take any other action.

For example, if you want to search for messages in a basket whose subject contains the word
"SCHEDULE", you would enter "?SCHEDULE". This search is not case sensitive (uppercase and
lowercase are treated identically). Thus, for example, "SCHEDULE" and " Schedule" would both be
found with the search.
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To search for messages in a basket based on specific subject text, enter a"?" and the search text at the
"Basket Message" prompt, as shown below:

Sel ect Mail Man Menu Option: rm <RET> Read/ Manage Messages

Sel ect message reader: Cassic// <RET>

Read mail in MAIL BASKET: IN/ <RET> (20 nessages, 15 new)
Last message nunber: 20 Messages in basket: 20 (15 new)

Enter ??? for help.

Herewe've entered a single question mark along
with atext string (i.e., " later"). MailM an will search
this mail basket and display any messages that
contain thisstring, regardless of case.

I N Basket Message: 1// ?later

I N Basket
*=New/ ! =Priority.......... Subject................... Lines. From........ Read/ Revd
2. [100111] 22 Dec 98 test later 1 FUCHSI A, GARY 1/1
*12. [100252] 16 Feb 99 TEST LATER 2 1 FUCHSI A, GARY
*13. [100251] 16 Feb 99 TEST LATER 1 FUCHSI A, GARY 0/1

Search fini shed.
Ent er nessage nunber or conmmand:

Figure 52: An Example of Searching for M essagesin a Basket Containing a Specific Text Stringin the
Subject

After choosing the Read/Manage Messages option (RM L) and using the Classic message reader, we
wanted to search for messagesin our "IN" basket whose subject contained the word "later” in the subject.
Thus, we entered "?later” (not case sensitive) at the "IN Basket Message: 1//" prompt.

When the search was finished, MailMan placed usinto a"virtual basket" in afull-screen view displaying

all of the messagesin our "IN" basket that contained the "later" string somewhere in the message subject
where we could take any additional actions on the list of messages.

o For a complete list of action commands we could use, please refer to Table 2 in this chapter.
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??String

While in a basket, you can search for messages anywhere on the system whose subject begins with a
certain string.

At the "Basket Message" prompt, enter the string preceded by two question marks ("??"). Y ou will then
be placed in a"virtual basket" in afull-screen view displaying alist of those messages |ocated anywhere
on the system, which you ever sent or received, whose subject begins with that string. This search is case
sensitive (uppercase and lowercase are not treated identically). From that list of messages, you can choose
which you would like to read.

For example, if you want to search for messages whose subject begins with the words " Schedule
Reports’, you would enter "??Schedule Reports'. Since this search is case sensitive, you must enter the
string in the correct case. Thus, for example, "SCHEDULE REPORTS' and " Schedule Reports' are not
considered by this search as being the same.

To search for messages located anywhere on the system, based on initial subject text, enter "??" and the
search text at the "Basket Message" prompt, as shown below:

Sel ect Mail Man Menu Option: rm <RET> Read/ Manage Messages

Sel ect nessage reader: Cassic// <RET>

Read mail in MAIL BASKET: IN/ <RET> (20 nmessaages. 15 new)
Last nmessage nunber: 20 Messages in
Enter ??? for help.

Here we've entered two question marksalong
with atext string (i.e., " TEST GROUP").
MailM an sear ched the system and displayed all
messages sent or received by uswhose subject
beginswith this string (case sensitive).

I N Basket Message: 1// ??TEST GROUP

*=New/ ! =Priority...................... Subject........... Li nes. From . ... Read/ Rcvd
* 1. TEST [100276] 28 Feb 99 TEST GROUP 1 FUCHSI A, GARY
* 2. TEST [100277] 28 Feb 99 TEST GROUP 2 1 FUCHSI A, GARY
* 3. TEST [100278] 28 Feb 99 TEST GROUP 3 1 FUCHSI A, GARY

Search fini shed.
Ent er nessage nunber or command:

Figure53: An Example of Searching for M essagesin a Basket Whose Subject Beginswith a Specific Text
String

After choosing the Read/Manage M essages option (RM L) and using the Classic message reader, we
wanted to search for messages:

» Located anywhere on the system.
»  Whose subject contained the word "later" in the subject.

e Sent or received by us.
Thus, we entered "??TEST GROUP" (case sensitive) at the "IN Basket Message: 1//" prompt.
When the search was finished, MailMan placed usinto a"virtual basket" in afull-screen view displaying

all of the messages either sent by or received by us whose subject began with the "TEST GROUP" text
string where we could take any additional actions on the list of messages.
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For a complete list of action commands we could use, please refer to Table 2 in this chapter.
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Reading/Managing M essages—In a Basket

Asyou can see from the list of action commands (Table 2 in this chapter), aswith all VISTA software, you
can use the up-arrow (""" Shift-6 key on most keyboards) to exit a prompt or option without taking any
other action, as shown below:

NML
RML
SML

AML

Sel ect Mail Man Menu Option: rm <RET> Read/ Manage Messages

Sel ect message reader: Detailed Full Screen// <RET>

Read mail in MAIL BASKET: IN/ <RET> (5 messages, 2 new)

I N Basket, 5 nessages (1-5), 2 new

*=New/ ! =Priority......... Subject.......... ... ... ... Lines.From......... Read/ Rcvd
*5, [1361007] 19 Apr 99 Local: biweekly info exchang 2 OCHRE, JACK 1/5
14, [1360433] 14 Apr 99 New Phone System Trai ni ng 12 SCARLET, BETH 28/ 28
3. [1354489] 25 Feb 99 Cl O News - February 25, 199 85 <LTBROM. ELLEN@GORUM VA
2. [1354488] 24 Feb 99 Mnutes - Nat'l IRMCall - 496 <ROUGE. DONNA_ M@ORUM VA
1. [1350198] 01 Feb 99 FMR2 account 6 MAGENTA, M CHAL

Ent er nessage nunber or command: *

New Messages and Responses
Read/ Manage Messages

Send a Message

Query/ Search for Messages
Become a Surrogate (SHARED, MAIL or O her)
Personal Preferences ...

O her Mail Man Functions ...

Help (User/ G oup Info., etc.)

Sel ect Mail Man Menu Opti on:

Herewe've entered an up—aer
("~") to exit the basket message
list. We also could have pressed

the Enter/Return key to exit the
list.

MailM an proceeded to
redisplay the main menu, where
we could choose another option.

_/

July 1999
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Figure 54: An Example Using the Up-arrow to Exit a List of M essagesin a Basket
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3. Reading/Managing Messages—Individual Messages

Topics To Be Discussed: e Action Codes—I ndividual M essages

» Answer ("A") Action
Backup ("B") Action
Print to Browser ("BR")
Copy ("C") Action
Delete ("D") Action
Edit ("E") Action
Forward (" F") Action
HeaderlessPrint ("H") Action
Ignore("1") Action
Include M essage
Information Only (" IN") Action (Toggle)
Priority Replies (" K") Action (Toggle)
Later ("L") Action
New/Un New (" N") Action (Toggle)
Print (" P") Action
Query ("Q") Action
Query Recipients (" Q xxx") Action
Query Detailed (" QD") Action
Query Network (" QN") Action

Reply ("R") & Reply and Include
responses (" RI") Actions

Save (" S") Action
Terminate (" T") Action
Vaporize Date Edit (" V") Action
Write ("W") Action

Extract KIDS or PackMan Messages (" X")
Action

>
>
>
>
>
>
>
>
>
>
>
>
>
>
>
>
>
>
>

YV V. V V V
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Y ou can use any of the following options to access a message in order to read it, reply to it, or to take any
other available action on it:

New M essages and Responses Option [synonym NML]

o For more information on the Read/Manage Messages option [ RML], please refer to
Chapter 1 in this manual.

Read/M anage M essages Option [synonym RML]

r ..

3

== For moreinformation on the Read/Manage Messages option [ RML], please refer to
Chapter 2 in this manual.

Query/Search for M essages Option
&
=¥ or more information on the Query/Search for Messages option option, please refer to
Chapter 5 in this manual.

0 For a complete list and description of command action codes for messages, please refer to the

"Action Codes—Individual Messages' topic and Error! Reference source not found. that follows
in this chapter.

The features and functionality associated with managing your messages individually are described in
greater detail in this chapter.
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Action Codes—Individual M essages

The following table lists all of the possible message action codes that you can perform after reading a
particular message. All of these action codes are available when using any of the three message readers
(i.e., the Detailed Full Screen, Summary Full Screen, or Classic message readers):

Action Code | Action Description
A Answer—The "Answer" command issues a new message to send to the sender
of the original message.
B Backup—Back up to the original text of the message or to a particular response.
BR Print to the Browser.
C Copy—Create a copy of amessage.
D Delete—Delete a message by moving it to your "WASTE" basket.
E Edit—Edit a message you sent.
F Forward—Forward a message to different recipients.
H Headerless Print—Print a message without print or header information (i.e., no
Subject and From lines).
HG Help: Group Information
HU Help: User Information
| Ignore—Ignore the message and leave it in the current mail basket.
IM Include Message. Include responses from another message or any
COMBINATION of its responses in your message.
IN Information Only—Toggle whether a message, sent by you, is Information
Only, depending on current setting. Recipients can't respond to these messages.
K Priority Replies Toggle—Toggle whether or not all future repliesto this priority
message are received as priority or ordinary, depending on the current setting.
Table 3: Action Codes—M essages
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Table 3 (continued):

34

Action Code | Action Description
L L ater—Have the message made "new" in your mailbox at a specified later date
and time.
N New/Un New Toggle—Toggle a message to be new or not new, depending on
the current setting.
P Print—Print a message to a specified device.
Q Query—Obtain general recipient information on a message.
Q Xxx Query Recipient(s) xxx—Obtain information on a specified recipient of a
message, where "xxx" represents the name of the recipient.
QD Query Detailed—Obtain detailed recipient information on a message.
ON Query Network—Obtain network and detailed recipient information on a
message.
R Reply—Compose and send areply to a message.
RI Reply and Include responses—Compose and send areply to a message with
previous responses included in your reply.
S Save—Save a message to an existing mail basket or to a new basket that you
create on thefly.
T Terminate—Terminate a message by putting it in your "WASTE" basket and
stop receiving any future replies to that message.
V Vaporize Date Edit—Set a specified date and time to vaporize (delete) a
message from your mail basket.
W Write—Send a new message while reading another message.
X Extract KIDS or PackMan Messages—Provides alist of specific actions you
can perform on these types of messages (for IRM personnel or developers).
N

Exit the Message (up-arrow, "~" Shift-6 key on most keyboards)—Acts like the
Ignore action code.

Table 3: Action Codes—M essages (continued)
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F o)
&% Pleaseremember that not all action codes ar e available with every message. Some action
codes ar e only available when certain conditions exist.

-
-
W Each action codeis described in greater detail below.
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Answer (" A") Action

Asyou can see from the list of message action codes (Table 3: Action Codes—Messages in this chapter),
you can use the Answer action code (i.e., "A") to answer a message. While "Replying" to a message
chains the new response to the original message, the "Answer" command issues a new message to send to
the sender of the original message, a new message that will not be chained to the original message.

The new "Answer" message consists of three componentsin the following order:
1. A copy of the message being answered

2. Thetext of your answer

3. Thethreelinesof your Network Signature

Effective with MailMan V. 7.1 with Patch 50, when you answer a message the original message is copied
before you are placed in the editor. Thus, "Answer" first copies the original message, adds your network
signature, and then puts you into the editor. Once you're finished with your answer, it is sent as a separate
message to the sender of the original message and any additional recipients you select.

In order to use the Answer command, you must have a Network Signature. If you don't have a Network
Signature and try to "Answer" a message, MailMan will inform you of the requirement, as shown below:

Subj: BLUE [#1222162] 27 Jul 98 09:59 1 line
From FUCHSI A, GARY M - PROGRAMMVER (San Francisco C
In "IN basket. Page 1

Test nessage.

MailMan informs usthat we
haven't created a Network
Signatureyet (required when
" Answering" messages).

_/

Enter nessage action (in IN basket): IGNORE// A

) We choseto
You nust have a Network Signature to Answer a message.

Would you like to create a Network Signature now? Yes// <RET> YES L;?tne]re(gﬁdy
NETWORK SI GNATURE LINE 1 OF 3: Thom Bl ue
NETWORK S| GNATURE LINE 2 OF 3: Technical Witer Network
NETWORK SI GNATURE LINE 3 OF 3: San Francisco CIO Field Ofice Signature so
that we could
After entering our Network Signature, MailMan complete our

would continue with the" Answer" process. answer .

Figure55: Answering a M essage Without a Network Signature

Asyou can see from this example (Figure 55), MailMan would not let us"Answer" this message because
we did not have a Network Signature. However, MailMan immediately gave us the opportunity to enter
our Network Signature so that we could continue with our answer.

o You can also use the User Options Edit option on the Personal Preferences menu to enter your
Network Sgnature. For more information on entering Network Signatures, please refer to the
"Network Sgnature” topic in Chapter 3inthe "MailMan V. 7.1 & Patch XM*7.1*50 Getting
Sarted Manual."
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You can "Answer" amessage by entering an "A" at the "Enter message action (in xxxx basket):
IGNORE//" prompt (where "xxxx" contains the name of the actual mail basket in which the message
resides), as shown below:

Subj: Test [#1219990] 09 Jul 98 13:46 1 line
From BLUE, THOVAS E. - COWPUTER SPECI ALI ST (San Francisco Cl
In ' TEST' basket. Page 1

here is a test

MailMan copiesthe\
original message and
places our Network
Signaturein the body

Enter nessage action (in TEST basket): IGNORE// A of the new " Answer"

Subj ect: Re: Test// <RET> message before
Copyi ng origi nal nmessage and network signature... placing usinto our

You may edit the text of the nmessage... editor.

J

==[ WRAP ] ==[ | NSERT ] < Re: Test >=============[ <PF1>H=Hel p ] ====
>Ori gi nal nmessage: "TEST"

>From BLUE, THOVAS E.

>Sent: 09 Jul 98 13:46

>

>here is a test

Here is sone additional text added after the original nessage text.

In the editor, we
added our response

Thom Bl ue A d
Technical Witer (Answer) anc
San Francisco CIO Field Office M ailM an added our closed the editor.
g Network Signatur e (after
< T T T T=3_ adashed line) here. T T >

Addr essing answer to sender: BLUE, THOVAS E.
...OK? Yes// <RET> (Yes)
Sel ect basket to send to: IN/ <RET>
And Send to: fuchsi A GARY M (DUZ 9999) | NFORVATI ON SYSTEMS CENTER
Last used Mail Man: 30 Jul 98 14:54
On vacation 31 July through 16 August.
And Send to: <RET>

Sel ect Message option: Transmit now / <RET> Sending [1224304]...
Sent

MailM an notified usthat the
" Answer" process was completed and
returned usto the original message.

Finished with the ' Answer' comand.
Now back to:

Subj: Test [#1219990] 09 Jul 98 13:46 1 line
From BLUE, THOVAS E. - COWVPUTER SPECI ALI ST (San Francisco CIO Field Ofice)
In ' TEST' basket. Page 1

Enter nessage action (in TEST basket): Ignore//

Figure 56: Answering a M essage
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Asyou can see from the previous example (Figure 56), while reading a message, we entered an "A"
(Answer) at the "Enter message action (in TEST basket): IGNORE//" prompt to "Answer" the message.
MailMan first asked usif we wanted to change the subject text, in this case, we did not. Thus, we pressed
the Enter/Return key to accept the default response (i.e., "Re: Test").

Next, MailMan copied the message header information (i.e., subject, sender, and date sent), the original
text of the message, and our Network Signature (displayed after a dashed line) before placing us into the
editor.

Once in the editor, we added our answer by typing in our response following the original copy of the
message. If we wanted to, we could have deleted or moved any of the lines MailMan copied into the
message, however, for clarity, we kept the copy of the original text right before our response. When we
were through with our answer, we saved our text and closed the editor.

MailMan then prompted us to address the message to whomever we wished. After completing the
addressing of the message, we sent it off.

o For moreinformation on addressing a message, please refer to the " Address Functionality” topicin
Chapter 4 in thismanual.

After sending the message, MailMan notified us the "Answer" was completed (i.e., "Finished with the
'‘Answer' command."), redisplayed the original message header, and returned us to the original message
action prompt where we could take any additional actions on this message.

Q

{
Heres atip—Use the "Answer" command when you want to privately respond to a message and
don't want your response chained to the message so others can seeit (e.g., avoid all of those "Me
Too's"). For example, if a message causes numerous recipients to respond by requesting the same
information over and over (e.g., "Please send a copy of that document to me too."), you should use
the "Answer" command rather than the "reply" command and avoid having to read all of those
extraneous replies.
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Backup ("B") Action

After amessage has been read, replied to, and the reply has been read, MailMan will no longer display the
message text automatically when you attempt to read the message. Thisisto avoid forcing you to read
through text you've already seen. However, the text is still there. Y ou can use the Backup action code
("B") to back up to any part of a message and read the message from that point on:

e Original message
* Any specific response (if any)
To back up to the original message or any specific response, enter a"B" at the "Enter message action (in

xxxx basket): IGNORE//" prompt (where "xxxx" contains the name of the actual mail basket in which the
message resides), as shown below:

Subj: Priority test #2 [#1214469] 02 Jun 98 07:44 1 line
From FUCHSI A, GARY M - PROGRAMMVER (San Francisco CIO Field Ofice)
7 of 7 responses read. In 'TEST' basket. Page 1

Enter nessage action (in TEST basket): IGNORE// B
There are 7 responses. Response 0 is the original nessage. (?? shows index)
Backup to: Oiginal nessage O0// 6

Subj: Priority test #2 [#1214469] 02 Jun 98 07:44 1 line
From FUCHSI A, GARY M - PROGRAMMER (San Francisco CIO Field Ofice)
7 of 7 responses read. In 'TEST' basket. Page 1

6) FUCHSI A, GARY M - PROGRAMMVER (San Francisco CIO Field Ofice)

04 Jun 98 10:25 4 lines
, ) /MaiIMan backed up to
Yes, that's right. response #6 as we requested

and displayed the message

| think 1've fixed it now, though. .
from that point on.

Woul d you send ne priority nmessages, and let me know?

7) BLUE, THOMAS E. - COWPUTER SPECI ALI ST (San Francisco CIO Field Ofice)
04 Jun 98 15:57 1 line

will do.

Ent er nessage action (in TEST basket): | GNORE//

Figure 57: Backing Up in a M essage

In this example (Figure 57), after reading a message, we wanted to go back and reread a specific
response. Thus, we entered a"B" (Backup) at the "Enter message action (in TEST basket): IGNORE//"
prompt.

MailMan informed us that there were seven responses to the original message As a default, MailMan
asked usif we wanted to back up to the original message.
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If a message doesn't have any responses, MailMan will not ask this question.

For this example, we decided to back up to response number 6 of the message by entering "6" at the
"Backup to: Original message 0//" prompt. Thus, MailMan displayed the message starting with
Response 6.

After completing the backup, MailMan returned us to the message action prompt where we could take
any additional actions on this message.

If we had entered two question marks (" ??") at the "Backup to: Original message 0//" prompt, MailMan
would have displayed anindex or list of respondents, as shown below:

Backup to: Oiginal nessage 0// ??

There are 7 responses. Response 0 is the original nessage.

Response. .. .. FroOm Li nes
7) 04 Jun 98 BLUE, THOMAS E. - COVPUTER SPECI ALI ST (San Francisco CIO Fie

6) 04 Jun 98 FUCHSI A, GARY M - PROGRAMMER (San Francisco CIO Field f

5) 04 Jun 98 BLUE, THOMAS E. - COMPUTER SPECI ALI ST (San Francisco CIO Field O
4) 03 Jun 98 FUCHSI A, GARY M - PROGRAMMER  (San Francisco CIO Field fi

3) 03 Jun 98 BLUE, THOVAS E. - COVPUTER SPECI ALI ST (San Francisco CIO Field O
2) 02 Jun 98 FUCHSI A, GARY M - PROGRAMMER (San Francisco CIO Field Ofice)
1) 02 Jun 98 BLUE, THOVAS E. - COWPUTER SPECI ALI ST (San Francisco CIO Field O
0) 02 Jun 98 FUCHSI A, GARY M - PROGRAMMVER (San Francisco CIO Field Ofice)

o

)

N
RPRNNNRE DR

There are 7 responses. Response 0 is the original nessage. (?? shows index)
Backup to: Oiginal nessage 0//

Figure 58: Displaying an Index for a M essage

The index shows that there were seven responses to the original message.

If you have already read all the responses of a message and you go back to the message later, the message
header is displayed and MailMan gives you the information: "Y ou are at the end of this message. Enter
'B' to Backup and review it."
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Print tothe Browser (" BR") Action

After reading a message, you can use the BR action code to print the message to the FileMan Browser. If
your site manager has set up the output device called BROWSER, you can view any message in the
BROWSER.

The advantages of printing a message to the Browser are:

= You can scroll both forward and backward through the message smoothly and easily -- you won't
lose part of it off the top of the screen as you do when you print to the HOME device.

= You can goto any line, screen, or column of the message with a single command.

= You can use the search feature to find and immediately jump to any text in the message.

= You can copy text from the message and later paste it into another message or other document or
WORD-PROCESSING-type field.

Using the BROWSER has the same effect as Printing your message to the HOME device or to a printer
except that you now have the benefit of being able to scroll up and down through an entire message on
your screen. You can view (but not edit) any message. Y ou may find that by viewing messagesin the
BROWSER, you can avoid having to print hard copies of some messages simply to be able to see the
whole message.

In the example below, you open a message and you are at response 229 (thisis a very long message).

Y ou want to see a previous response. 'Y ou could use the Backup command if you knew the number of the
response you wanted or you could Print to the HOME device and read through all the responsesif you
have time. However, the easiest thing to do and the option that gives you the most flexibility isto use BR
and Print to the Browser.

Subj: I"'mso excited... [#1190657] 07 Nov 97 09:24 59 lines
From FUCHSI A, GARY M - PROGRAMMER (CIOFO-SF) 230 of 230 responses read.
In '"mail man' basket. Message will be NEW Later. Page 1

229) CRIMSON, STEVEN R - 1SC-SF (San Francisco CIO Field Ofice) 01 Aug 00 09: 19
5 lines

I was hoping to do nore than SELECT an option...... I will defer to you
folks. It is, at worse, a nuisance and, at best, unlikely to be

encountered nuch. And the work around is to navigate the old fashioned
way so | would hate to see anyone waste a lot of time on it. But | feel
conpel l ed to report unexpected behavior.

230) FUCHSI A, GARY M - PROGRAMMVER (CIOFO-SF) 01 Aug 00 09: 36

Type BR for
Browser

Then let's ignore it.

Enter nessage action (in Ml Man basket): Ignore// BR
There are 230 responses. Response 0 is the original nessage. (?? shows index)

Sel ect the responses to Print: 0-230// <RET>
...one nonent. ..

Figure58-A 1 Enter BR to print this message to the Browser

Enter "BR" at the "Enter message action (in xxxx basket): Ignore//" prompt, where "xxxx" contains the
name of the mail basket in which the message resides, as shown above.
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When you press <RET> to accept the default of 0-230 responses to print to the Browser, immediately
your screen will change to display the beginning of the message as shown below:

[#1190657] |'m so excited...
Mai | Man nessage for MAGENTA, M CHAL Tech Witer
Printed at | SC SF. VA. GOV 15 Aug 00 10:57
Subj: I'"'mso excited... [#1190657] 07 Nov 97 09:24 59 lines
From FUCHSI A, GARY M - PROGRAMMER (CIOFO SF) 230 of 230 responses read. In

.and | just can't hide it!

What am | doing here on ny day off? | can't wait! |'ve just got to tell you!
You' ve heard the runors for nonths! You've read about it on FORUM for the past
week! On Wednesday, if | don't hose up the install, you'll enter a whole new

e-mai | di nensi on!

I"mtal king about Mil Man patch XM 7.1*50! 1t'lIl change your life! Make you a
better person!

o lt's got a whole new user interface!

o You can have your nmail in date or reverse-date order, just set your
preference in the user options.

o0 You can set your default nessage lister (in edit user options) to the classic
(tired) one or the fabulous new full-screen nessage lister! Wthin it you can

Col > 1 | <PF1>H=Hel p <PF1>E=Exit| Line> 22 of 10524 Screen> 1 of 479
1( 023, 001)

Figure58-A 2: M essage from Figure 58-A-1 as seen in Browser.

Y ou can see that the top or header line of the Browser screen shows the name of the current document.
The bottom line of the screen shows you, from left to right: the leftmost column, keystroke reminders for
accessing help and exiting, the current line and the total number of lines, the current screen and the total
number of screens.

Now that you are in the Browser, you have all of its capabilities at your fingertips. For aquick and
thorough summary of the commands available to you, press <PF1>H for help while in the Browser.

For additional information about using features of the VA FileMan Browser, seethe "V A FileMan
Version 22.0 Getting Started Manual," chapter 4.
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Copy (" C") Action

Asyou can see from the list of message action codes ( Table 3: Action Codes—Messagesin this chapter),
you can use the Copy action code (i.e., "C") to copy a message and optionally include alist of recipients.
Effective with MailMan V. 7.1 with Patch 50, when you copy a message, you can copy the original
message and/or any combination of responses.

To copy the original message and any responses, enter a"C" at the "Enter message action (in Xxxx
basket): IGNORE//" prompt (where "xxxx" contains the name of the actual mail basket in which the
message resides), as shown below:

Subj: Priority test #1 [#1214467] 02 Jun 98 07: 44
From FUCHSI A, GARY M - PROGRAMMVER (San Franci sco
5 of 5 responses read. In 'TEST' basket. Page 1

Hereweentered the portionof\
the message we wanted to

copy. In this case we wanted

the original message and
responses#1 and #3 - #4. We
alsorequested a list of the

original recipients. /

Enter nessage action (in TEST basket): IGNORE// C
There are 5 responses. Response 0 is the original
Sel ect the responses to copy: 0// 0,1,3-4
List original recipients in text? NO/ y <RET> YES
Deliver to the sane recipients? NO/ <RET>

Subj ect: Copy of: Priority test #1 Replace Priority <RET> Wth Copy <RET>
Repl ace <RET>
Copy of: Copy test #1

Copying text. ..

Copying recipients into text... Here we modified the

You may edit the text of the nessage... subject.

==[ WRAP ] ==[ |INSERT ]========< Copy of: Copy test #1 >======[ <PF1>H=Help ] ====
Here is a copy of a previous nmessage, |'madding this text prior to the

copi ed portion.

Oiginal nessage: "Priority test #1" [#1214467]
From FUCHSI A, GARY M @ SC- SF. VA. GOV
Sent: 02 Jun 98 07:44

Herewe added text prior to
the copied text of the

. . message.
I am not sending this nessage to nyself.

Response #1: BLUE, THOVAS E. 02 Jun 98 11:35
Here is ny reply.

Response #3: FUCHSI A, GARY M 02 Jun 98 12: 39
Please reply again. MailMan included the
original message, the
threeresponses we

requested, and the list of

original recipients.

Response #4: BLUE, THOVAS E. 03 Jun 98 07:54
nag, nag, nag... here you go!

Original Recipients

FUCHSI A, GARY
BLUE, THOM
< T T T T T T T T T=> T
Figure 59: Copying a M essage
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Figure 59 (continued):

Send mail to: BLUE, THOVAS E.// <RET> ] \
Sel ect basket to send to: IN/ <RET> MailM an sent our
And Send to: <RET> copied message

and then placed
Sel ect Message option: Transmit now / <RET> Sending [1225355] us back into the

Sent original message

Fi ni shed with the ' Copy’ command. for_any further
Now back to: action. j

Subj: Priority test #1 [#1214467] 02 Jun 98 07:44 1 line
From FUCHSI A, GARY M - PROGRAMMER (San Francisco CIO Field Ofice)
5 of 5 responses read. In 'TEST' basket. Page 1

Enter nessage action (in IN basket): I|gnore//

Figure 59: Copying a M essage (continued)

In this example (Figure 59), we wanted to copy a message we just read. Thus, we entered a"C" (Copy) at
the "Enter message action (in TEST basket): IGNORE//" prompt.

MailMan asked us to choose what portion of the message we wanted to copy (e.g., original message
and/or any combination of responses). In this case, we chose to copy the original message, response 1 of
the message, and responses 3 to 4 of the message by entering "0,1,3-4" at the "Select the responses to
copy: O//" prompt.

o If the message you are copying doesn't have any responses, MailMan will automatically copy the
original message and not prompt you to choose any responses.

If we were unsure of the responsesto include, MailMan lets you enter two question marks (" ??") at the
" Select the responses to copy: 0//" prompt in order to display an index of respondents to the message, for
example:

Sel ect the responses to copy: 0// ?? Two question marks displays an

index of respondersto a message.

There are 5 responses.
Response. . ... From....................... & . . . ——m]/m}/m}/m]/

5) 03 Jun 98 FUCHSI A, GARY M - PROGRAMVER (San Francisco CIO Field Ofice) 1
4) 03 Jun 98 BLUE, THOVAS E. - COWPUTER SPECI ALI ST (San Francisco CIO Field O 1
3) 02 Jun 98 FUCHSI A, GARY M - PROGRAMVER (San Francisco CIO Field Ofice) 1
2) 02 Jun 98 FUCHSI A, GARY M - PROGRAMMVER (San Francisco CIOField Ofice) 1
1) 02 Jun 98 BLUE, THOVAS E. - COWPUTER SPECI ALI ST (San Francisco CIO Field O 1
0) 02 Jun 98 FUCHSI A, GARY M - PROGRAMMVER (San Francisco CIOField Ofice) 1
Figure 60: Copy Action Code Index List of Respondents
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The previous index (Figure 60) shows that there were five responses to the original message.

After we chose the portion of the message we wanted to copy (Figure 59), MailMan asked usif we
wanted to have alist of recipientsincluded after the copied text. For this example, we choseto list the
original recipients by answering "Yes' at the "List original recipientsin text? NO//" prompt.

Next, MailMan asked usif we wanted to deliver this copy of the message to the same recipients from the
original message. In this case, we did not, so we answered "No" at the "Deliver to the same recipients?
NO//I" prompt.

MailMan then asked usif we wanted to modify the subject. In this case, we decided to change the Subject
from "Copy of: Priority test #1" to "Copy of: Copy test #1." To do this, we entered the word "Priority" at
the "Replace" prompt and entered the word " Copy" at the "With" prompt.

At this point we were finished with our changes and pressed the Enter/Return key after the next "Replace”
prompt without entering any text.

MailMan then displayed our modified subject to us.

After copying the original text, the specified responses, and the list of recipients, MailMan automatically
placed us into our editor to add any additional text to the copied text.

After entering our text, we saved it and closed the editor.

Finally, MailMan asked us to address the modified copy of the message. In this case, we just sent the
copy to ourselves (i.e.,, BLUE,THOMASE., default response) by pressing the Enter/Return key at the
"Send mail to: BLUE,THOMASE./[" prompt.

We a'so accepted the default basket (i.e., "IN") by pressing the Enter/Return key at the " Select basket to
send to: IN//" prompt.

MailMan knew we were finished addressing the message when we pressed the Enter/Return key at the
"And Send to:" prompt without entering another recipient's name.

MailMan sent our message after we answered "Yes" at the " Select Message option: Transmit now//"
prompt.

After sending the message copy, MailMan notified us the "Copy" was completed (i.e., "Finished with the
'Copy' command."), redisplayed the original message header, and returned us to the original message
action prompt where we could take any additional actions on this message.
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Delete (" D") Action

Asyou can see from the list of message action codes (Table 3: Action Codes—Messages in this chapter),
you can use the Delete action code (i.e., "D") to delete a message from your mailbox. MailMan moves the
deleted message to your "WASTE" mail basket for eventual removal from your mailbox. This allows you
to better maintain your mail baskets by removing unnecessary or old messages ("clutter") from your
mai|box.

Generally, abatch job isrun nightly (determined by IRM at your site) to remove messages from your
"WASTE" basket, and thus, from your mailbox. Y ou can immediately remove a message from your
mailbox by, again, deleting the message from your "WASTE" basket. However, the message remainsin
the system until al recipients of the message have deleted it from their mailbox.

Unlike the Terminate action code, the Delete action code will not prevent responses to a " del eted”
message from "resurrecting” or restoring a message back into your mailbox.

o For more information on the Terminate action code, please refer to the " Terminate Message ('T')
Action" topic that follows in this chapter.

To delete amessage, enter a"D" at the "Enter message action (in xxxx basket): IGNORE//" prompt
(where"xxxx" contains the name of the actual mail basket in which the message resides), as shown
below:

Subj: test3 [#1223225] 04 Aug 98 08:19 1 line
From MAGENTA,MCHAL - Q.. Continuum In 'Test Save' basket. Page 1

test3 MailMan will not ask
Enter message action (in Test Save basket): |GNORE// D you to confirm the
Message del et ed. ﬂeleterequest.

Figure 61: Deleting a M essage

After reading a message (Figure 61), we decided to delete it by enteringa”D" (Delete) at the "Enter
message action (in Test Save basket): IGNORE//" prompt.

MailMan automatically moved the message from our "Test Save" basket to our "WASTE" basket and
confirmed the deletion. It will be purged from our mailbox when the nightly batch job is run.

If we wanted to "un-delete” the message, we could go to our "WASTE" basket and save the message to
another basket in our mailbox.
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MailMan does not ask you to confirm the delete request.
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Edit ("E") Action

Asyou can see from the list of message action codes (Table 3: Action Codes—Messages in this chapter),
you can use the Edit action code (i.e., "E") to edit any message created by you and not yet sent to other
recipients.

Y ou cannot edit a message, if you are not the sender of the message, as shown below:

Subj: test [#1223222] 04 Aug 98 08:14 1 line
From MAGENTA,MCHAL - Q.. Continuum In 'Test Save' basket. Page 1

t est
) ) Wecan't edit a
Enter nessage action (in Test Save basket): IGNORE// E message sent by
somebody else.

You can't edit this message, because you didn't send it.

Enter nessage action (in Test Save basket): | GNORE//

Figure 62: Tryingto Edit a M essage Not Sent By You

In the previous example (Figure 62), MailMan prevented us from editing a message we didn't send.

Y ou also cannot edit amessage, if you aready sent the message to a recipient other than yourself, as
shown below:

/We can't edit a message
already sent to other
recipients, but we can
toggle whether the
message is I nformation
Only or not.

Subj: Priority Test from Thom #1 [#1214918] 04 Jun 98
From BLUE, THOVAS E. - COVWPUTER SPECI ALI ST (San Franci s
3 of 3 responses read. In 'TEST' basket. Page 1

Enter nessage action (in TEST basket): IGNORE// E

You can't edit this message, because you have already sent it to someone el se.
You may toggle the "information only' switch, if you w sh.

Enter nessage action (in TEST basket): | GNORE//

Figure 63: Tryingto Edit a M essage Already Sent to Recipients

In this example (Figure 63), since we obviously already sent this message to other recipients, MailMan
will not allow usto further edit the message.

MailMan informed us, however, that we could prevent recipients from replying to the message by
designating it as"Information Only," if we did not originally send it out as "Information Only."
Conversely, we could allow recipientsto reply to the message by not designating it as"Information
Only," if we originally sent it out as"Information Only."
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For more information on the Information Only Toggle, please refer to the "Information Only ('IN')
Action (Toggle)" topic that follows in this chapter.

To edit amessage, if you are the only recipient, enter an"E" at the "Enter message action (in Xxxx
basket): IGNORE//" prompt (where "xxxx" contains the name of the actual mail basket in which the
message resides), as shown below:

Subj: Test New Mail [#1223214] 04 Aug 98 07:56 1 line
From BLUE, THOVAS E. - COWVPUTER SPECI ALI ST (San Francisco CIO Field Ofice)
In ' TEST' basket. Page 1

Testing new nail .

We can edit a message, if n\
has only been sent to
ourselves. MailMan

Enter nessage action (in TEST basket): IGNORE// E
Select Edit option: ?

Enter a code fromthe Iist. provides several actionswe
can take on a message, as
Sel ect one of the follow ng: shown here.
C Confidential (surrogate can't read) /
D Del i very basket set
ES Edit Subj ect
ET Edit Text
| Information only (recipients may not reply)
NS Add Network Signature
P Priority delivery
R Confirm Recei pt
S Scranbl e text with password
\% Vapori ze date set
X Close (no forward al | oned)

Sel ect Edit option:

Figure 64: Editing a M essage

To get alist of possible edit actions, after reading a message, we entered a question mark ("?") at the
"Select Edit option:" prompt (Figure 64). MailMan displayed the list and asked us to choose an edit
option.

We can choose any or all of these edit options indicated when sending a message.

o For specific information on each of these edit options, please refer to the " Action Codes—Sending
Messages" topic and Table 4 in Chapter 4 in this manual.

3-22 MailMan V. 7.1 User Manual July 1999
Patch XM*7.1*50



Reading/Managing M essages—Individual Messages

Forward (" F") Action

Asyou can see from the list of message action codes (Table 3: Action Codes—Messages in this chapter),
you can use the Forward action code (i.e., "F") to forward a message to different recipients.

To forward a message to another MailMan user, enter an "F" at the "Enter message action (in Xxxx
basket): IGNORE//" prompt (where "xxxx" contains the name of the actual mail basket in which the
message resides), as shown below:

Subj: Test Edit Capabilities [#1223214] 04 Aug 98 07:56 3 lines

From BLUE, THOMAS E. - COWMPUTER SPECI ALI ST (San Francisco CIO Field Ofice)
In ' TEST' basket.

Automatic Deletion Date: 10 Sep 98 Page 1

Testing new nail .

|'"ve decided to enter nore text to nmy message.

MailMan Help displays how
we enter therecipient
information.

Ent er nessage action (in TEST basket): IGNORE// F
Forward mail to: ?

Enter the nane(s) of the recipient(s) of this nessage
in any of the follow ng formats:

Last nane, first for a user at this site
Last nanme, first @GREMOTE-SI TE for a user at another site
(note: DUZ may be used instead of Lastnane,first)

G <gr oup- nane> for a group of users
D. <devi ce- nane> for a device
* for a limted broadcast or broadcast to all users

(rmust be Postnaster or XMSTAR key hol der)

Prefix any user address with to send Information only.

e
"C:' to send Carbon copy.
L

to send Later.

to delete it. Herewe entered the name of

Enter: _ the recipient to whom we
G? for a list of groups want the message forwar ded.
D.? for a list of devices

Enter '??' for detailed help.

Forward mail to: fuchsi A, GARY M (DUZ 9999) | NFORVATI ON SYSTEMS CENTER
Last used Mail Man: 30 Jul 98 14:54
On vacation 31 July through 16 August.
And Forward to: <RET>
Message forwarded.

Enter nessage action (in TEST basket): | GNORE//

Figure 65: Forwarding a M essage

For this example (Figure 65), we wanted to forward this message to another MailMan user. Thus, we
entered an "F" (Forward) at the "Enter message action (in TEST basket): IGNORE//" prompt.
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MailMan then prompted us to enter an addressee. As you can see from this example, we first chose to
enter aquestion mark ("?") at the "Forward mail to:" prompt in order to display our options when entering
an addressee. For this example, we decided to forward the message to Gary Fuchsia by entering the first
portion of hislast name (i.e., "FUCHSIA") at the "Forward mail to:" prompt.

@

For moreinformation on addressing a message, please refer to the " Address Functionality” topicin
the Chapter 4 in this manual.

MailMan knew we were finished forwarding the message when we pressed the Enter/Return key at the
"And Forward to:" prompt without entering another addressee.

MailMan then confirmed that the message had been forwarded.

After forwarding the message, MailMan returned us to the message action prompt where we could take
any additional actions on this message.

If amessage is priority, you may or may not be able to forward the message to mail groups. Y ou can
forward a priority message to amail group if your siteis set up to do so. It ispossible for IRM at your
site to set the site parameters in the MAILMAN SITE PARAMETERS file (#4.3) to allow this action.

o For more information on forwarding priority messages to a mail group, see "Managing MailMan,
Management Featuresin MailMan V. 7.1+" inthe" MailMan V. 7.1 & Patch XM*7.1*50
Technical Manual."
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Headerless Print ("H") Action

Asyou can see from the list of message action codes (Table 3: Action Codes—Messages in this chapter),
you can use the Headerless Print action code (i.e., "H") to print a message without any header
information. The default response will always be to print the original message and all responses.
However, you can choose to print any combination of responses (single or ranges), with or without the
original message. Also, for example, if you print responses "10-", MailMan understands that you mean
print from response 10 through the last response.

To print amessage without a header, enter an "H" at the "Enter message action (in xxxx basket):
IGNORE//" prompt (where "xxxx" contains the name of the actual mail basket in which the message
resides), as shown below:

Subj: Test [#1219990] 09 Jul 98 13:46 1 line
From BLUE, THOVAS E. - COWPUTER SPECI ALI ST (San Francisco CIO Field Ofice)
1 of 1 response read. |In 'TEST basket. Page 1

Enter nessage action (in TEST basket): IGNORE// H
Print recipient list? No// ?

Answer 'Yes' if you want the recipients printed at the end.

Herewewant MailMan to print the
recipient information in addition to
the message itself (summary
information only).

Print recipient list? No// y <RET> YES
Sel ect one of the follow ng:

D Det ai |
S Summary

Print Detail or Sunmary recipient chain: Sunmary// <RET>
There is 1 response. Response 0 is the original nmessage.
Sel ect the responses to Print: 0-1// 0-1

DEVI CE: HOVE// <RET> Tel net term nal

MailMan only printsthe
text of the message. The
print and header
information is omitted.

here is a test \

1) BLUE, THOMAS E. - COWPUTER SPECI ALI ST (San Francisco CIO Field Ofice)
11 Aug 98 11:41 2 lines

here is nmy response.

Local Message-1D: 1219990@ SC- SF. VA. GOV (1 Reci pi ent)

Summary recipient
infor mation displays
BLUE, THOVAS E. after thetext of the

message.
Enter nessage action (in TEST basket): | GNORE//

Figure 66: Headerless Print of a M essage—Summary I nfor mation

Thi s nessage was addressed as foll ows:
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For this example (Figure 66), we wanted to print a message without a header or any print information.
Thus, we entered an "H" (Headerless Print) at the "Enter message action (in TEST basket): IGNORE//"
prompt.

MailMan then prompted usto choose if we wanted to print the list of recipients aswell asthe text of the
message. We first entered a question mark ("?") at the "Print recipient list? No//" prompt in order to
display our options. For this example, we decided to include alist of recipients by entering "Yes' at the
"Print recipient list? No//" prompt.

We were then given the choice of printing either a"Detail" or "Summary" list of recipients:

e Summary list (default)—The Summary list provides the same information you see when you do
aquery on amessage (i.e., Query action code).

o For more information on the Query action code, please refer to the "Query ('Q') Action”
topic that followsin this chapter.

o Detail list—The Detail list provides the same information you see when you do a detailed query
on amessage (i.e., Query Detailed action code).

o For more information on the Query action code, please refer to the "Query Detailed ('QD")
Action" topic that follows in this chapter.

For this example, we chose to only print a Summary list by pressing the Enter/Return key to accept the
default response (i.e., Summary) at the "Print Detail or Summary recipient chain: Summary//" prompt.

MailMan then asked us to choose what portion of the message we wanted to print (e.g., original message,
original message plus any combination of responses. In this case, we chose to print the original message
and its only response by entering "0-1" at the " Select the responses to Print: 0-1//" prompt. We also could
have pressed the Enter/Return key to accept the default of "0-1."

o If the message you are printing doesn't have any responses, MailMan will not ask this question.

MailMan then asked usto choose where to print our message (i.e., what device). In this case, we chose to
print our message to the screen by choosing the default response (i.e., "HOME") by pressing the
Enter/Return key at the "DEVICE: HOME//" prompt. MailMan immediately begins printing our message.

o If you want to print your message(s) to a different device (e.g., a printer), enter the appropriate
device name at the "DEVICE: HOME//" prompt.

MailMan printed our message text and the response we requested without any print or header information.
Also, in this example, we chose to print a Summary list of recipient information. Thus, MailMan printed
that information after the last response text of the message.
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After printing the message, MailMan returned us to the message action prompt where we could take any
additional actions on this message.

The following example demonstrates printing a message without a header and including detailed recipient
information:

Subj : Test [#1219990] 09 Jul 98 13:46 1 line
From BLUE, THOMAS E. - COWPUTER SPECI ALI ST (San Francisco CIO Field Ofice)
1 of 1 response read. |In 'TEST basket. Page 1

Enter nessage action (in TEST basket): IGNORE// H
Print recipient list? No// y <RET> YES

Herewewant MailMan to print
therecipient information in
addition to the message itself

Sel ect one of the foll ow ng: (detailed information)

D Det ai |
S Sunmmary

Print Detail or Sunmary recipient chain: Sunmary// D <RET> Detail

There is 1 response. Response 0 is the original message. (?? shows index)
Sel ect the responses to Print: 0-1// 0-1

DEVI CE: HOVE// <RET> Tel net term nal

here is a test

1) BLUE, THOMAS E. - COWPUTER SPECI ALI ST (San Francisco CIO Field Ofice)
11 Aug 98 11:41 2 lines

Detailed recipient
information displays after
the text of the message.

here is nmy response.

Local Message-1D: 1219990@ SC- SF. VA. GOV (1 Reci pi ent)

BLUE, THOVAS E. Last read: 11 Aug 98 13:56 (1 of 1 response)
[First read: 09 Jul 98 13:46]

Enter nessage action (in TEST basket): | GNORE//

Figure 67: Headerless Print of a M essage—Detailed | nfor mation

In this example (Figure 67), we, again, chose to print a message without any print or header information.
However, this time we wanted to print a detailed list of recipient information. Thus, all entries are the
same as in Figure 66 except that we entered a"D" (Detail) at the "Print Detail or Summary recipient
chain: Summary//" prompt.

Asyou can see from this example, the recipient information printed more detail about the recipient when
compared to the summary information in the previous example (Figure 66).

After printing the message, MailMan returned us to the message action prompt where we could take any
additional actions on this message.
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Help: Group Information (" HG") Action

Y ou can use the Help:Group Information action to get information about a mail group. If you haveread a
message and want information about the mail group(s) to which the message has been sent, you can enter
"HG" at the Action prompt to find that information.

Enter nessage action (in mailmn basket): Ignore// HG Hel p: Goup |Information

Sel ect MAIL GROUP NAME: | SC STAFF
e e Enter HG and the group

name...

NAME: | SC STAFF
ALLOW SELF ENROLL :
LAST REFERENCED: AUG 171]

TYPE: public
NO REFERENCE COUNT: 3296

DESCRI PTI ON: Menbers of the San Fr
Includes all at 301 Howard, all Satellite
asked to be included.

Informati on Systenms Center Staff
te supervisors if they've

and MailMan displays the

Aut hori zed Sender: ORANGE, CATHERI NE group information.

Aut hori zed Sender: GOLD, WALLY

Aut hori zed Sender: YELLOWTAM K
Aut hori zed Sender: PURPLE, MAUREEN
Aut hori zed Sender: CHARTREUSE, JEAN

Figure 67-A 1. Enter HG for Help:Group Information

Help:Group gives you the following information about the mail group:
* themail group name,
» thetype of mail group —whether public or private,
» if there are authorized senders,
» whether self-enrollment is allowed,
» thereference count (how many times the mail group has been sent a message),
» last referenced (the last date and time the group was referenced),
» the coordinator (the person responsible for maintaining the membership of the mail group),
e thedescription of the mail group,
» theorganizer (the person who set up the mail group),
e authorized senders (the only users who are allowed to send mail to the group),
» the members of the group,
* member of (alist of mail groups to which the mail group belongs).

If you want information about the group but you don't know the group(s) to which the message has been
sent, you can use the Query action to find out.
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Enter nessage action (in mailmn basket): Ignore// Q Query

Subj: I"'mso excited... [#1190657] 07 Nov 97 09: 24
From BEUSCHEL, GARY M - PROGRAMVER (CIOFO-SF) 930 of
In '"mail man' basket. Message will be NEW Later.

esponses read.

Enter Q for
Query...

Local Message-1D: 1190657@ SC- SF. VA. GOV (60 reci pi ents)
Message will be NEWon: Jan 01, 2600

Thi s nessage was addressed as foll ows:

G | SC STAFF This displaysthe

CRI MBON, SKI P
g message addressees.
t est @HOTMAI L. COM

Ent er nessage action (in mailmn basket): Ignore//

Figure 67-A 2: Enter Q for Query

Y ou can aso get group information through the MailMan menu. See Online Help/Information, Section
11, How to Obtain Mail Group Information for more information about this option and the information it
returns.

However, if you have been reading a mail message and want to get information about the mail group(s) to
which the message was sent, the shortcut way to find that information isto use the HG Help:Group
Information (or the HU Help:User Information) option at the message action prompt. This saves you the
steps of getting out of the message and going back to the MailMan menu to get the same information.
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Help: User Information ("HU") Action

Y ou can use the Help:User Information action to get information about a user who is arecipient of a

message. If you have read a message and want information about the user(s) to whom the message has

been sent, you can enter " HU" at the Action prompt to find that information.

User nane: CRI MSON _CRI MSQON, SKI P | NFORMVATI ON RESOURCES MGAMIT.
Last used Mail Man: 0: 05

Enter HU (above) and

CRI MBON, SKI P - PROGRAMVER  (Cl OFO SF)
the name of auser...

Last used Mail Man: 15 Aug 00 10: 05

O fice phone: 304-626-7739

I ntroduction:
The answer is: 42

Private e-nmail address: anonynous@r odi gy. net

and MailMan
displays the user

Enter nessage action (in nmailmn basket): Ignore// HU Hel p:User Information

Mai | G oups:

| SC STAFF (Public)| information.
FI LEMAN DEVELOPER (Public)
CLARKSBURG (Public)
TK73VER (Publ ic)
FMIEAM (Public)

| SC SATELLI TE (Public)

I MF (Public)
I NFRASTRUCTURE (Public)
infra (Private)
MESSAG NG TEAM (Publ ic)

Figure 67-A 3: Enter HU for Help:User Infor mation

Help:User gives you the following information about the user:
* theMailMan user's name,

*  banner (the user's current MailMan banner, if any has been entered using the User Options Edit

option on the Persona Preferences menu),

» thelast date and time the user used MailMan and the status of messages in their mailbox,

e introduction (the user's introduction, if any has been entered using the User Options Edit option

on the Personal Preferences menu),

» theuser's officeinformation, if any has been entered using the User Options Edit option on the

Personal Preferences menu,
» alist of mail groups to which the user belongs,
» alist of the MailMan users for whom this user may act as surrogate, if any.
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If you want information about the user but you don't know the user(s) to whom the message has been

sent, you can use the Query action to find out.

Enter nessage action (in mailmn basket): Ignore// Q Query

Subj: I'"mso excited... [#1190657] 07 Nov 97 09: 24
From BEUSCHEL, GARY M - PROGRAMMER (Cl OFO-SF) 930 of
In '"mail man' basket. Message will be NEW Later.

esponses read.

Enter Q for
Query...

Local Message-1D: 1190657@ SC- SF. VA. GOV (60 reci pi ents)
Message will be NEWon: Jan 01, 2600

Thi s nessage was addressed as foll ows:

G | SC STAFF This displays the

CRI MBON, SKI P
g message addressees.
t est @HOTMAI L. COM

Ent er nessage action (in mailmn basket): Ignore//

Figure 67-A 4: Enter Q for Query

Y ou can aso get user information through the MailMan menu. See Online Help/Information, Section 11,
How to Obtain User Information, for more information about this option and the information it returns.

However, if you have been reading a mail message and want to get information about a user to whom the
message was sent, the shortcut way to find that information is to use the HU Help:User Information
option at the message action prompt. This saves you the steps of getting out of the message and going

back to the MailMan menu to get the same information.
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Ignore (" 1") Action

Asyou can see from the list of message action codes (Error! Reference source not found. in this
chapter), you can use the Ignore action code (i.e., "I") to "ignore" a message (take no action) and leave it
in the current mail basket.

If you use the up-arrow (""" Shift-6 key on most keyboards) to stop reading a new message without
reading all responses and "ignore" that message, the message will not remain marked as "new,"
even though you have new (unread) responses. However, if you enter the up-arrow at the "Enter
message action” prompt, the message will remain marked as "new."

To "ignore" amessage and leave it in the same mail basket, either press the Enter/Return key to accept the
"IGNORE" default, if indicated, or enter an "I" at the "Enter message action (in xxxx basket):
IGNORE//" prompt (where "xxxx" contains the name of the actual mail basket in which the message
resides), as shown below:

Subj : TEST DELIVERY BASKET [#1212448] 14 May 98 07:10 2 lines
From FUCHSI A GARY M - PROGRAMVER (San Francisco ClO Field ofi| Thedefault
4 of 4 responses read. In '1 Mail Test' basket. Page 1 responseisto
__________________________________________________________________ "lgnore" the
message (i.e.,
leaveit in this

. mail basket).
1 Mail Test Basket, 1 nessage
*=New/ ! =Priority......... Subject.......... ... ... Lines.From......... Read/ Rcvd
1. [1212448] 14 May 98 TEST DELI VERY BASKET 2 FUCHSI A, GARY M 4/ 4
Ent er nessage nunber or command:

Enter nessage action (in 1 Ml Test basket): |1GNORE// <RET>

Figure 68: Ignoring a M essage

In this example (Figure 68), we "ignored" this message by pressing the Enter/Return key at the "Enter
message action (in 1 Mail Test basket): IGNORE//" prompt to accept the default response
(i.e, "IGNORE"). We aso could have entered an 1" (Ignore) after the prompt.

o The message action default response for the "IN" mail basket is set by you when entering your
personal preferences with the User Options Edit option. For more information on setting your
message action default for the "IN" mail basket or the User Options Edit option, please refer to the
"Message Action Default” topic in Chapter 3 in the "MailMan V. 7.1 & Patch XM* 7.1* 50 Getting
Sarted Manual."

In this case, ignoring the message simply keeps the messagein our "1 Mail Test" mail basket.

After ignoring the message, MailMan returned us to the message list action prompt where we could take
any additional actions on the messages in the basket.
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Include Message (" IM") Action

Asyou can see from the list of message action codes (Table 3: Action Codes—Messages in this chapter),
when you are sending a message, you can use the Include Message action code ("IM") to include a
response or any combination of responses from another message in your message.

There aretwo ways you can use the Include M essage action.

Thefirst way to use thisaction iswhen you are creating a new message. Y ou can include replies
from another message when you originate a message using the Send a Message action from the MailMan
menu. For example, suppose you wish to send a new message in which you refer to another message and
to the responses to that message and you want to include some part(s) of that message. Y ou want to start
anew message, not simply add areply to a previous message.

From the main MailMan menu, choose S for Send a Message, begin the message, then save the message
text and close the editor. Next enter the addressees of the message. At the Transmit Now prompt, type
"IM" for Include Message, as in the example below.

NML New Messages and Responses
RML Read/ Manage Messages
SML Send a Message
Query/ Search for Messages
AML Become a Surrogate (SHARED, MAIL or O het
Personal Preferences ...
O her Mail Man Functions ...
Help (User/Goup Info., etc.

Usethe Send a
M essage option.

Sel ect Mail Man Menu Option: s <RET> Send a Message

Subj ect: Include Message Exanpl e
You may enter the text of the nessage...

=[ WRAP ]==[ I NSERT ]====< Include Message Exanple >===[ <PF1>H=Hel p ]====
Here is the begi nning of the message in which | wish to include part of another
nessage.

Begin the message.
< T T T T T T T T T

Figure 68-A 1: Creating a new message in which to include a message
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Figure 68-A1 (continued)

Thisiswhat you see when you save the message text and close the editor. MailMan prompts you for the

addressees of your message.

Send mai | to: MAGENTA, M CHAL// MAGENTA, M CHAL
Sel ect basket to send to: IN/ <RET>

Last used Mail Man: 02 Sep 00 12:28
I f wishes were horses, beggars would ride. Type IM for Include
...OK? Yes// <RET> (Yes) Message

i nffo exchange nessage # 44

Sel ect the responses to include: ??
Index shows responses.

There are 4 responses. Response 0 is the ori
Response. .. ... From...... ... . . . T T Li nes
0) 18 Sep 00 POSTMASTER 2
1) 18 Sep 00 BLUE, THOM — COMPUTER SPECI ALl ST Cl OFC- SF 4
2) 26 Sep 00 FUSCHI A, GARY M - PROGRAMMER  (Cl OFO SF) 2

3

1

3) 26 Sep 00 MAGENTA, M CHAL - Tech Witer (Vista Mintenance Teamn)
4) 26 Sep 00 SILVER SKIP - PROGRAMVER (Cl OFO SF)
Sel ect the responses to include: 1

Copyi ng. . . i
You may edit the text of the nessage... Select responses to include.

=[ WRAP ]==[ I NSERT ]====< Include Message Exanpl e >====[ <PF1>H=Hel p ] ===
message.

In the nessage:

>Subj: Local: biweekly info exchange nmessage # 44 [#1419307]
>From POSTMVASTER

>Sent: 18 Sep 00 06: 00

On 18 Sep 00 12: 08 (Response #1) BLUE, THOM wr ot e:

>\W need to replace a housing in the Al pha disk drives. |It's schedul ed
>tomorrow @4pm | believe we have a way of doing it w thout taking down
>the systembut if it doesn't work, the systemw || be down for 45 mn - 1
>hr .

< T T T T T T T T T>

And Send to: 9999 FUCHSI A GARY M (DUZ 9999) | NFORVATI ON SYSTEMs CENTER

Sel ect Message option: Transnmit now / im Include responses from another Message
I ncl ude responses from which nessage: (11630-1420279): 1419307 Local: biweekly

There are 4 responses. Response 0 is the original nessage. (?? shows index)

Here is the beginning of the message in which | wish to include part of another

Figure 68-A 2: Including a message in a new message
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When MailMan asks, "Include responses from which message,” type the message number. MailMan
returns the message subject and the number of responses, and tells you that ?? (double question marks)
will display the message index. Type ?? and the index lists the responses and respondentsin order. You
need only select the responses to include and MailMan copies them to your message.

oNotice that you can edit the text of the message you have copied into your message.

The second way to use thisaction iswhen you arereplying to an existing message. When you are
answering a message, you can include responses from another message by using the Reply and Include
responses ("RI") action code. The"RI" command enables you to include responses from one message
when you are replying to another message. See the Reply and Include responses action code in this
chapter for a detailed description and an example.

July 1999 MailMan V. 7.1 User Manual 3-37
Patch XM*7.1*50



Reading/Managing M essages—Individual Messages

3-38 MailMan V. 7.1 User Manual July 1999
Patch XM*7.1*50



Reading/Managing M essages—Individual Messages

Information Only (" IN") Action (Toggle)

Asyou can see from the list of message action codes (Table 3: Action Codes—Messages in this chapter),
you can use the Information Only Toggle action code (i.e., "IN") to make a message sent by you
informational only and not allow any further replies or toggle an Information Only message and allow
replies.

To make a message Information Only or not, enter an "IN" at the "Enter message action (in xxxx basket):
IGNORE//" prompt (where "xxxx" contains the name of the actual mail basket in which the message
resides), as shown below:

Subj: Priority Test from Thom #1 [#1214918] 04 Jun 98 15:58 2 lines
From BLUE, THOVAS E. - COWVPUTER SPECI ALI ST (San Francisco CIO Field Ofice)

3 of 3 responses read. In 'TEST' basket. Page 1
Enter message action (in TEST basket): IGNORE// IN Toggling back and forth
Message is now 'Information only'. No one may reply. changes the message

from not I nformation
Only to Information
Only and back again.

Ent er nessage action (in TEST basket): I1GNORE// IN
Message is no longer 'Information only'.

Enter nessage action (in TEST basket): | GNORE//

Figure 69: Toggling a M essage—I nfor mation Only vs. Not Information Only

In this example (Figure 69), we originally sent a message out allowing al recipients to respond (i.e., not
Information Only). However, we later decided to make the message Information Only, preventing the
recipients from replying to the message, by entering an "IN" (Information Only) at the "Enter message
action (in TEST basket): IGNORE//" prompt.

To alow all recipients to, once again, be able to respond to the message, we simply had to toggle the
message by entering another "IN" at the "Enter message action (in TEST basket): IGNORE//" prompt.

MailMan accepted our latest entry and confirmed that the message was no longer "Information Only."
Thus, al recipients could reply to the message, once again.

After toggling the Information Only action code, MailMan returned us to the message action prompt
where we could take any additional actions on this message.
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Priority Replies (" K") Action (Toggle)

Asyou can see from the list of message action codes (Table 3: Action Codes—Messages in this chapter),
you can use the Priority Replies Toggle action code (i.e., "K") to switch from receiving responses to a
priority message as priority or not depending on how you set your PRIORITY RESPONSES FLAG field
in the User Options Edit option.

To toggle between "Responses are ORDINARY" and "Responses are PRIORITY", enter a"K" at the
"Enter message action (in xxxx basket): IGNORE//" prompt (where "xxxx" contains the name of the
actual mail basket in which the message resides), as shown below:

Subj: Priority message [#1224355] 11 Aug 98 14:11 1 line
From MAGENTA,MCHAL - Q.. Continuum In "IN basket. Page 1 !'Priority!

This is sent Priority!

Herethe"K" action code

Enter nessage action (in IN basket): |GNORE// K setsrepliesto bepriority.
Responses will be delivered as Priority Mil. Conversely, re-entering the

" K" action code makes
Enter nessage action (in IN basket): I1GNORE// K futurerepliesordinary
Responses will not be delivered as Priority Mil. again.

Enter nessage action (in IN basket): | GNORE//

Figure 70: Switching Back and Forth on How Responses ar e Received with a Priority M essage

In this example (Figure 70), by entering a"K" at the "Enter message action (in IN basket): IGNORE//"
prompt, we toggled how we wanted responses for this priority message to be delivered.

We asked MailMan to switch from delivering responses as ordinary to delivering responses as priority
(i.e., "Responses will be delivered as Priority Mail."). This also sets the default answer the next time we'd
be presented with the "Deliver future responses to this message as Priority Mail?' prompt.

We then toggled back to have all responses delivered as ordinary (i.e., "Responses will not be delivered as
Priority Mail") by, again, entering "K" after the Enter message action (in IN basket): IGNORE//" prompt.

After toggling how priority responses will be received, MailMan returned us to the message action
prompt where we could take any additional actions on this message.

o For more information on the priority prompt and the User Options Edit option, please refer to the
"Priority Responses' topic in Chapter 3 in the "MailMan V. 7.1 & Patch XM*7.1* 50 Getting
Sarted Manual."
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Later ("L") Action

Asyou can see from the list of message action codes (Table 3: Action Codes—Messages in this chapter),
you can use the Later action code (i.e., "L") to have a message made "new" at a specified later date and
time. If the message already resides in your mailbox, it will simply be made "new" again. However, if the
message no longer resides in your mailbox, it will be redelivered to your mailbox as a"new" message.

Effective with MailMan V. 7.1 with Patch 50, if you later a message and then try to later the same
message again, MailMan will notify you that the message has already been "latered" and then gives you
the chance to:

e Addancther "Later" date on which this message should appear new
e Changethecurrent " Later" date

« Deetethecurrent " Later" date

o Thisfeature of the Later action code is available with all message readers.

Also, MailMan gives you the option to review (list) all messages with "latered" dates and times using the
Report on Later'd Messages option and make any modifications to those dates and times using the
Change/Delete Later'd Messages option.

o For more information on the Report on Later'd Messages and Change/Delete Later'd Messages
options, please refer to the " Chapter 10 in this manual.
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To "Later" amessage, enter an"L" at the "Enter message action (in xxxx basket): IGNORE//" prompt
(where "xxxx" contains the name of the actual mail basket in which the message resides), as shown
below:

Subj: test2 [#1221443] 21 Jul 98 15:20 1 line
From BLUE, THOVAS E. - COWVPUTER SPECI ALI ST (San Francisco CIO Field Ofice)

In ' TEST' basket. Page 1 .
_________________________________________________________ Thesearethevalid VA
here is a test FileM an dates you can
enter when "latering" a
message.

Ent er nessage action (in TEST basket): IGNORE// L
DATE MESSAGE WLL BE NEW T+1// ?

Enter a date or date @tine on which you wish this nessage to be new.

Exanpl es of Valid Dates:

JAN 20 1957 or 20 JAN 57 or 1/20/57 or 012057

T (for TODAY), T+1 (for TOMORROW, T+2, T+7, etc.

T-1 (for YESTERDAY), T-3W (for 3 WEEKS AGD, etc.
If the year is omitted, the conmputer assunes a date in the FUTURE.
You may onmit the precise day, as: JAN, 1957
If only the tine is entered, the current date is assuned.
Follow the date with a tinme, such as JAN 20@0, T@OAM 10:30, etc.
You may enter a time, such as NOON, M DNl GHT or NOW

This message will be
redelivered to our
DATE MESSAGE WLL BE NEW T+1// <RET> (AUG 19, 1998) mailbox asa " new"

Enter nessage action (in TEST basket): | GNORE// m ge on 8/19/98.

Figure71: "Latering" a Message

In the previous example (Figure 71), we wanted to make a message new again by "latering" it for afuture
date and time. Thus, we entered an "L " (Later) at the "Enter message action (in TEST basket):
IGNORE//" prompt.

When presented with the "DATE MESSAGE WILL BE NEW: T+1//" prompt, we chose to enter a
question mark ("?") to display the acceptable VA FileMan date and time formats we can enter.

o All VA FileMan dates are Year 2000 (Y2K) compliant.

We chose to later the message for the next day by choosing the default response by pressing the
Enter/Return key at the "DATE MESSAGE WILL BE NEW: T+1//" prompt (i.e., T+1, where"T" equals
today's date plus one day, which is the next day).

MailMan displayed the "later" date in parentheses as (i.e., "AUG 19, 1998).

After "latering” the message, MailMan returned us to the message action prompt where we could take any
additional actions on this message.
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The following example illustrates changing a previously set "Later" date:

Subj: test [#1212124] 12 May 98 08:47 1 line
From BLUE, THOVAS E. - COWVPUTER SPECI ALI ST (San Francisco CIO Field Ofice)
In ' TEST' basket. Page 1

this is a test nessage.

Enter nessage action (in TEST basket): IGNORE// L
DATE MESSAGE WLL BE NEW T+1// <RET> (AUG 19, 1998)

When wetryto"Later" a
message that has already
been " Latered," MailMan
gives us several optionsfrom
which to choose.

Ent er nessage action (in TEST basket): IGNORE// L

Message will be NEWon: 19 Aug 98

Sel ect one of the follow ng:

A Add anot her date on which this nessage shoul d appear new
Cc Change this date
D Delete this date

Enter response: C <RET> Change this date
DATE MESSAGE W LL BE NEW AUG 19, 1998// 8/20/98 <RET> (AUG 20, 1998)

Ent er nessage action (in TEST basket): | GNORE//

Figure72: Changinga"Later" date

In the previous example (Figure 72), we wanted to make a message we just read appear as "new" at alater
date and time. Thus, we entered an "L" (L ater) at the "Enter message action (in TEST basket):
IGNORE//" prompt.

MailMan then asked us to enter the date and time to make the message new. For this example, we chose
to later the message for the next day by accepting the default response by pressing the Enter/Return key at
the"DATE MESSAGE WILL BE NEW: T+1//" prompt (i.e., T+1, where"T" equals today's date plus
one day, which is the next day).

MailMan accepted our entry and displayed the "later" date in parentheses (i.e., "AUG 19, 1998").
Continuing with this example, we, again, chose to "later" the same message by entering another "L" at the
"Enter message action (in TEST basket): IGNORE//" prompt. Thistime MailMan notified us that this
message already had a"later" date by displaying "Message will be NEW on: 19 Aug 98" and presenting
uswith alist of "latering" options.

At this point we decided to change our previous "later" date, so we entered "C" at the "Enter response:”
prompt.

MailMan then asked us to enter the new "later" date. In this case, we entered "8/20/98" at the "DATE
MESSAGE WILL BE NEW: AUG 19,1998//" prompt.

Once again, MailMan displayed the changed "later" date in parentheses as " (AUG 20, 1998)".
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New/Un New (" N") Action (Toggle)

Asyou can see from the list of message action codes (Table 3: Action Codes—Messages in this chapter),
you can use the New/Un New Toggle action code (i.e., "N") to:

 Makeamessage" new" —MailMan adds the new flag (i.e., "*" asterisk) next to the message, as
if it hasn't been opened/read yet.

» Makea"new" message not appear as" new" —MailMan removes the new flag (i.e., "*"
asterisk) next to the message, asif it was already opened/read. (This functionality was introduced
with MailMan V. 7.1 with Patch 50.)

Y ou can toggl e between these two actions with this one action code.
To toggle a message from "new" to "not new" or vice versa, enter an "N" at the "Enter message action (in

xxxx basket): IGNORE//" prompt (where "xxxx" contains the name of the actual mail basket in which the
message resides), as shown below:

Subj: Test [#1219990] 09 Jul 98 13:46 1 line
From BLUE, THOVAS E. - COWVPUTER SPECI ALI ST (San Francisco CIO Field Ofice)

1 of 1 response read. |In 'TEST basket. Page 1

Enter nessage action (in TEST basket): |IGNORE// N Toggling back and forth

Message will be new next time. changes the message
from not new to new

Enter nessage action (in TEST basket): IGNORE// N and back again.

Message wi |l NOT be new next tine.

Enter nessage action (in TEST basket): | GNORE//

Figure 73: Toggling a M essage—New vs. Not New

In this example (Figure 73), after reading a message, we wanted to make it so it would appear as "new"
the next time we read our mail. Thus, we entered an "N" (New) at the "Enter message action (in TEST
basket): IGNORE//" prompt.

To not have the message appear as new the next time we read our mail (i.e., Un New), we simply had to
toggle the message by entering another "N" at the "Enter message action (in TEST basket): IGNORE//"
prompt. MailMan accepted our latest entry and confirmed that the message would not appear as "new" the
next time we read our mail.

After toggling the New/Un New action code, MailMan returned us to the message action prompt where
we could take any additional actions on this message.
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Print (" P") Action

Asyou can see from the list of message action codes (Table 3: Action Codes—Messages in this chapter),
you can use the Print action code (i.e., "P") to print a message to any specified device. The default
response will always be to print the original message and all responses. However, you can now choose to
print any combination of responses (single or ranges), with or without the original message. Also, for
example, if you print responses "10-", MailMan understands that you mean print from response 10
through the last response.

o When printing a KIDS or PackMan message, you will be given the choice of what to print, with the
default being just the description.

To print amessage, enter a"P" at the "Enter message action (in xxxx basket): IGNORE//" prompt (where
"xxxx" contains the name of the actual mail basket in which the message resides), as shown below:

Subj: Test [#1219990] 09 Jul 98 13:46 1 line
From BLUE, THOVAS E. - COWPUTER SPECI ALI ST (San Francisco CIO Field Ofice)
1 of 1 response read. |In 'TEST basket. Page 1

Here, wewant MailMan to
print therecipient information
in addition to the message
itself (summary information
only).

Ent er nessage action (in TEST basket): IGNORE// P
Print recipient list? No// YES

Sel ect one of the follow ng:

D Det ai |
S Sunmary

Print Detail or Sunmary recipient chain: Sunmary// <RET>
There is 1 response. Response 0 is the original nessage.
Sel ect the responses to Print: 0-1// O
DEVI CE: HOVE// <RET> Tel net term nal

MailMan printsthe print
and header information as
well asthe message and
recipients.

Mai | Man nessage for BLUE, THOVAS E. COWMPUTER SPECI ALI ST,
Printed at 1SC SF. VA. GOV 11 Aug 98 14: 49
Subj: Test [#1219990] 09 Jul 98 13:46 1 line
From BLUE, THOVAS E. - COWVPUTER SPECI ALI ST (San Francisco CTO Frelrd Ooifrce)
1 of 1 response read. |In 'TEST basket. Page 1

here is a test

Summary recipient
infor mation displays
after thetext of the
message.

BLUE, THOVAS E. A

Local Message-1D: 1219990@ SC- SF. VA. GOV (1 Reci pi ent)

Thi s nessage was addressed as foll ows:

Enter nessage action (in TEST basket): | GNORE//

Figure 74: Printing a M essage With Recipient I nfor mation
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As the previous example shows (Figure 74), to print a message, we simply had to enter a"P" (Print) at the
"Enter message action (in TEST basket): IGNORE//" prompt.

MailMan then prompted us to choose if we wanted to print the list of recipients along with the message.
For this example, we decided to include alist of recipients by entering "Yes' at the "Print recipient list?
No//" prompt.

We were then given the choice of printing either a"Detail" or "Summary" list of recipients:

* Summary list (default)—The Summary list provides the same information you see when you do
aquery on amessage (i.e., Query action code).

= [or more information on the Query action code, please refer to the "Query (‘Q') Action”
topic that followsin this chapter.

» Detail list—The Detail list provides the same information you see when you do a detailed query
on amessage (i.e., Query Detailed action code).

For more information on the Query action code, please refer to the "Query Detailed ('QD")
Action" topic that follows in this chapter.

For this example, we chose to only print a Summary list by pressing the Enter/Return key to accept the
default response (i.e., Summary) at the "Print Detail or Summary recipient chain: Summary//" prompt.

o For an example of a Detail Summary list, please refer to the "Headerless Print ("H') Action" topic
previously described in this chapter.

MailMan then asked us to choose what portion of the message we wanted to print (e.g., original message,
original message plus any combination of responses). In this case, we just wanted to print the original
message by entering "0" at the "Select the responses to Print: 0-1//" prompt.

o If the message you are printing doesn't have any responses, MailMan will not ask this question.

MailMan then asked us to choose where to print our message (i.e., what device). In this case, we chose to
print our message to the screen by choosing the default response (i.e., "HOME") by pressing the
Enter/Return key at the "DEVICE: HOME//" prompt. MailMan immediately begins printing our message.

o If you want to print your message(s) to a different device (e.g., a printer), enter the appropriate
device name at the "DEVICE: HOME//" prompt.
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MailMan printed the original message text we requested preceded by the print and header information.
Also, since we chose to print a Summary list of recipient information, MailMan printed that information
after the original message text.

After printing the message, MailMan returned us to the message action prompt where we could take any
additional actions on this message.

The following figure demonstrates printing a message without recipient information:

Subj: Test [#1219990] 09 Jul 98 13:46 1 line
From BLUE, THOVAS E. - COWPUTER SPECI ALI ST (San Franci
1 of 1 response read. |In 'TEST basket. Page 1

Herewedon't want MailMan
to print therecipient
information.

Ent er nessage action (in TEST basket): IGNORE// P
Print recipient list? No// <RET> NO
There is 1 response. Response 0 is the original nmessage. (?? shows index)
Sel ect the responses to Print: 0-1// O
DEVI CE: HOVE// <RET> Tel net term nal

MailMan just printsthe print
and header information along
with the text of the message
(norecipient information is
included).

Mai | Man nessage for BLUE, THOVAS E. COVMPUTER SPECI ALI
Printed at 1SC SF. VA. GOV 11 Aug 98 14:51

Subj: Test [#1219990] 09 Jul 98 13:46 1 line
From BLUE, THOVAS E. - COWPUTER SPECI ALI ST (San Fra
1 of 1 response read. |In 'TEST basket. Page 1

here is a test

Ent er nessage action (in TEST basket): | GNORE/ /

Figure 75: Printing a M essage Without Recipient I nformation

In this example (Figure 75), we chose to print the same message but without any recipient information.
Thus, we entered a"P" (Print) at the "Enter message action (in TEST basket): IGNORE//" prompt.

MailMan then prompted us to choose if we wanted to print the list of recipients along with the message.
For this example, since we did not want to include alist of recipients, we accepted the "No" default by
pressing the Enter/Return key at the "Print recipient list? No//" prompt.

Again, MailMan asked us to choose what portion of the message we wanted to print (e.g., original
message, original message plus any combination of responses. As before, we just wanted to print the
original message by entering "0" at the " Select the responses to Print: 0-1//" prompt.

MailMan then asked us to choose where to print our message (i.e., what device). Once again, we chose to
print our message to the screen by choosing the default response (i.e., "HOME") by pressing the
Enter/Return key at the "DEVICE: HOME//" prompt. MailMan immediately begins printing our message.

MailMan printed the original message text preceded by the print and header information without printing
any recipient information.

After printing the message, MailMan returned us to the message action prompt where we could take any
additional actions on this message.
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Query (" Q") Action

Asyou can see from the list of message action codes (Table 3: Action Codes—Messages in this chapter),
you can use the Query action code (i.e., "Q") to inquire about general address information on a message.

When doing a query on amessage, MailMan will display the following information:

» Message Header—The message header includes the "Subject," and "From" information of the
message.

* Local Message | D—Thisisthe MailMan internal message identification number and MailMan
location.

* Number of Recipients—Thisisthe total number of recipients of the message (including the total
number of membersin any mail groups).

* List of Addressees—Thisisalist of the local and remote users and any mail groups that were
addressees of the message.

To query amessage for general recipient information, enter a"Q" at the "Enter message action (in Xxxx
basket): IGNORE//" prompt (where "xxxx" contains the name of the actual mail basket in which the
message resides), as shown below:

Enter nessage action (in IN basket): IGNORE// Q M ge header
essa

Subj: FW Tribal Wsdomvs. Governnent Policy [#1220558]
Tue, 14 Jul 1998 11:00:33 -0700 50 lines
From "Green, Rita" <greenr@xxxx.arnmy.ml> In "IN basket.

Local Message-1D: 1220558@ SC- SF. VA. GOV (29 Reci pi ents) ocal message |D
with the total

This nessage was addressed as foll ows: number of recipients
(i.e, 29).

G HUMOR ) ) )
BLUEGREEN, GREGORY J. MailMan displaysa list cﬂ

magent ans @xx. COM all addressees (i.e, 5).
g. i r M@HERI DAN. VA. GOV
i | g@EATTLE. VA. GOV

Enter nessage action (in IN basket): | GNORE//

Figure 76: Query a M essage for General Information

In this example (Figure 76), after reading a message, we wanted to see to whom this message was
addressed. Thus, to query a message for general addressee information, we simply had to enter a"Q
(Query) at the "Enter message action (in IN basket): IGNORE//" prompt.

"
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MailMan then displayed the following information:
* Message header:

Subj: FW: Tribal Wisdom vs. Government Policy [#1220558]
Tue, 14 Jul 1998 11:00:33 -0700 50 lines
From: "Green, Rita" <greenr@xxxxx.army.mil> In'IN' basket.

» Local message | D—1220558@I SC-SF.VA.GOV
*  Number of recipients—29
e List of addressees—See below

We can seein this example that the message was addressed to the following:
e G.HUMOR (mail group)
« BLUEGREEN,GREGORY J. (local recipient)
*  magentams@xxx.COM (remote recipient)
*  Qirm@SHERIDAN.VA.GOV (remote recipient)
* jIg@SEATTLE.VA.GOV (remote recipient)
Though MailMan lists 5 addressees, we see that there are atotal of 29 recipients. Since there are 4

individual recipients (local and remote) and 1 mail group (i.e., G.HUMOUR), we can conclude that the
mail group must contain 25 members/recipients (i.e., 29 - 4 = 25).

After the query, MailMan returned us to the message action prompt where we could take any additional
actions on this message.
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Query Recipients (" Q xxx") Action

Asyou can see from the list of message action codes (Table 3: Action Codes—Messages in this chapter),
you can use the Query Recipients action code (i.e., "Q xxx"—where "xxx" represents the name of a
person) to inquire about specific local and remote recipients of a message. MailMan will display all
recipients who match your entry. The more characters entered (not case sensitive), the more closely
MailMan can match your entry to the list of recipients.

When doing a query on amessage for a specific person, regardless of a match, MailMan will aways
display the following information about the message:

» Message Header—The message header includes the "Subject," and "From" information of the
message.

* Local Message ID—Thisisthe MailMan internal message identification number and MailMan
location.

* Number of Recipients—Thisisthe total number of recipients of the message (including the total
number of membersin any mail groups).
If MailMan finds an addressee on the message who matches the person entered, MailMan will display the
detailed information for that addressee.
If the addressee is alocal recipient, MailMan provides the following information:
 Name—MailMan displays the name(s) of the local recipient(s) who match your entry.

» Status—Thisindicates the current status of the message in the local recipient's mailbox. For
example, if and when the recipient read the message. This includes the following information:

» Not read—If thelocal recipient hasn't read the message, MailMan will display this
message.
» First read date and time—The date and time the local recipient first read the message.

» Last read date and time—The date and time the local recipient last read the message.
Associated with this date is the number of responses read. If the message has any
responses, MailMan will indicate the total number of responsesread (if any).

» Terminated date and time—If the local recipient has terminated the message, MailMan
will display the date that they terminated the message.

* Forwarding I nfor mation—If the message was forwarded to the local recipient, MailMan will
indicate the name of the person who forwarded the message and the date and time the message
was forwarded.

If the addressee is aremote recipient, MailMan provides the following information:
* Name—MailMan displays the name(s) of the remote recipient(s) who match your entry.
* Sent—The date and time the message was sent over the network to the remote recipient.

* Time—Thisisthetime (in seconds) it took to transmit the message over the network to the
remote recipient.

* Remote Message | D—If sent to aremote MailMan user, MailMan will display the internal
message identification number for the message and the remote user's MailMan location. This
information is not displayed when the message was sent to a non-MailMan location.
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* Forwarding Infor mation—If the message was forwarded to the remote recipient, MailMan will
indicate the name of the person who forwarded the message and the date and time the message
was forwarded.

If MailMan cannot find a match, no recipient detailed information can be displayed. However, MailMan
will still display information about the message itself (i.e., message header, local message ID, and the
number of recipients).

To query amessage for detailed information on a specific recipient, enter a"Q" and the recipient's name
at the "Enter message action (in xxxx basket): IGNORE//" prompt (where "xxxx" contains the name of
the actual mail basket in which the message resides), as shown below:

Followingthe" Q," we

- ) entered the person's name
Enter nessage action (in IN basket): | GNORE// Q bl ue :‘\toseeiftheywerea

Subj: FW Tribal Wsdomvs. Governnent Policy [#1220558 recipient of the message.
Tue, 14 Jul 1998 11:00:33 -0700 50 lines
From "Green, Rita" <greenr@xxxx.arny.ml> In "IN basket

MailMan found a
match and displayed
the recipient's detailed
information.
_/

Local Message-1D: 1220558@ SC- SF. VA. GOV (29 Reci pi ents)

Searching for recipients that match 'blue'.

BLUE, THOVAS E. Last read: 11 Aug 98 14:57 [First read: 15 Jul 98 08: 30]
Forwar ded by: BLUEGREEN, GREGORY J. 14 Jul 98 13:00

Enter nessage action (in IN basket): | GNORE//

Figure 77: Query a M essage for a Specific Recipient

In this example (Figure 77), after reading a message, we wanted to see if a specific person was a recipient
of the message. Thus, to query a message for a specific recipient, Thomas E. Blue, we simply had to enter
"Q blue" (Query xxx) at the "Enter message action (in IN basket): IGNORE//" prompt. Y ou can enter any
amount of characters (not case sensitive), however, the more characters you enter enables MailMan to
more closely match your entry to the list of recipients.

MailMan first displayed the following information about the message:

* Message header:

Subj: FW: Tribal Wisdom vs. Government Policy [#1220558]
Tue, 14 Jul 1998 11:00:33 -0700 50 lines
From: "Green, Rita" <greenr@xxxxx.army.mil> In'IN' basket.

* Local message | D—1220558@ISC-SF.VA.GOV

*  Number of recipients—29

Also, MailMan found a matching recipient to the name we entered and displayed detailed information on
that user. This confirmed that the person was arecipient of this message.
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The detailed information on the matching recipient included the following:
* Name—BLUE,THOMASE.
e Last read date and time—11 Aug 98 14:57
* First read date and time—15 Jul 98 08:30
e Forwarded by—BLUEGREEN,GREGORY J. 14 Jul 98 13:00

Based on the information displayed, we know that the recipient was alocal user.

After the query, MailMan returned us to the message action prompt where we could take any additional
actions on this message.

If we had entered a person who was not a recipient of a message, you would see the following:

Enter nessage action (in IN basket): |GNORE// g XXXXXX Herewe've entered an
Subj: FW Tribal Wsdomvs. Governnent Policy [#1220558] invalid user name.

Tue, 14 Jul 1998 11:00:33 -0700 50 Ilines y
From "Green, Rita" <greenr@xxxx.arnmy.ml> In "IN basket.

MailMan couldn't match
any recipient to the name
we entered. Thus, no
other information was

displayed. B,

Local Message-1D: 1220558@ SC- SF. VA. GOV (29 Reci pi ents)

Searching for recipients that match ' xxxxxx'.

Enter nessage action (in IN basket): | GNORE//

Figure 78: Query a M essage for a Specific Recipient Not Found
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Query Detailed (" QD") Action

Asyou can see from the list of message action codes (Table 3: Action Codes—Messages in this chapter),
you can use the Query Detailed action code (i.e., "QD") to retrieve detailed information for each
addressee (local and remote recipients) of a message.

When doing a detailed query on a message, MailMan displays the following information:
» Message Header—The message header includes the "Subject," and "From" information of the
message.
* Local Message ID—Thisisthe MailMan internal message identification number and MailMan
location.

* Number of Recipients—Thisisthe total number of recipients of the message (including the total
number of membersin any mail groups).

e Addressee Information—MailMan displays detailed addressee information for all local and
remote users who are recipients of the message (including all members of any mail groups).

For each local recipient, MailMan provides the following information:
» Name—MailMan displays the name(s) of the local recipient(s).

» Status—Thisindicates the current status of the message in the local recipient's mailbox.
For example, if and when the recipient read the message. Thisincludes the following
information:

- Not read—If the local recipient hasn't read the message, MailMan will display
this message.

- First read date and time—The date and time the local recipient first read the
message.

- Last read date and time—The date and time the local recipient last read the
message. Associated with this date is the number of responses read. If the

message has any responses, MailMan will indicate the total number of responses
read (if any).

- Terminated date and time—If the local recipient has terminated the message,
MailMan will display the date that they terminated the message.

o MailMan also indicates when a surrogate has read a message.

» Forwarding I nformation—If the message was forwarded to the local recipient,
MailMan will indicate the name of the person who forwarded the message and the date
and time the message was forwarded.

For remote recipients, MailMan provides the following information:
» Name—MailMan displays the name(s) of the remote recipient(s).

» Sent—The date and time the message was sent over the network to the remote
recipient(s).

» Time—Thisisthetime (in seconds) it took to transmit the message over the network to
the remote recipient(s).
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» Remote Message | D—If sent to aremote MailMan user, MailMan will display the
internal message identification number for the message and the remote user's MailMan
location. Thisinformation is not displayed when the message is sent to anon-MailMan
location.

» Forwarding I nformation—If the message was forwarded to the remote recipient,
MailMan will indicate the name of the person who forwarded the message and the date
and time the message was forwarded.

Also, available with MailMan V. 7.1 with Patch 50, when you do a detailed query on a message that was
sent to you and you have your mail automatically forwarded to aremote address, the query now clearly
shows that you are the one who forwarded the message to that address. Previously, a query made it appear
that the person who sent the message to you or the person who forwarded the message to you was the one
who specified that remote address.

A

w For more information on having your mail automatically forwarded, please refer to Chapter 9in
this manual.
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To query amessage for detailed recipient information, enter a"QD" at the "Enter message action (in Xxxx
basket): IGNORE//" prompt (where "xxxx" contains the name of the actual mail basket in which the
message resides), as shown below:

Enter nessage action (in IN basket): |GNORE// QD

MailM an displays

Subj: FW Tribal Wsdomvs. Government Policy [#1220558] detailed information on
Tue, 14 Jul 1998 11:00:33 -0700 50 lines all recipients (local and
From "Green, Rita" <greenr@xxxx.arny.ml> 1In "IN baske remote).

Local Message-1D: 1220558@ SC- SF. VA. GOV (29 Reci pi ents)

GRAY, JCEL Last read: 15 Jul 98 09:58 [First read: 15 Jul 98 09: 58]
Forwar ded by: BLUEGREEN, GREGORY J. 14 Jul 98 13:00

YELLOW M KE Last read: 15 Jul 98 08:45 [First read: 15 Jul 98 08:45]
Forwar ded by: BLUEGREEN, GREGORY J. 14 Jul 98 13:00

BROMN, JOHN Last read: 14 Jul 98 15:59 [First read: 14 Jul 98 15:59]

Forwar ded by: BLUEGREEN, GREGORY J. 14 Jul 98 13:00
BLUEGREEN, GREGORY J. Last read: 14 Jul 98 13:00 [First read: 14 Jul 98 13:00]
Forwar ded by: BLUEGREEN, GREGORY J. 14 Jul 98 13:00

FUCHSI A, GARY M Last read: 14 Jul 98 15:27 [First read: 14 Jul 98 15:27]
Forwar ded by: BLUEGREEN, GREGORY J. 14 Jul 98 13:00

MAGENTA, M CHAL Last read: 14 Jul 98 13:53 [First read: 14 Jul 98 13:53]
Forwar ded by: BLUEGREEN, GREGORY J. 14 Jul 98 13:00

BLUE, THOVAS E. Last read: 11 Aug 98 15:03 [First read: 15 Jul 98 08: 30]

Forwar ded by: BLUEGREEN, GREGORY J. 14 Jul 98 13:00
magent ans @xx. COM Sent: 14 Jul 98 13:54 Tine: 0 seconds

Forwar ded by: MAGENTA M CHAL 14 Jul 98 13:54
g. i rm@HERI DAN. VA. GOV Sent: 28 Jul 98 14:10 Tinme: 7 seconds

Message | D: 2831665@BHERI DAN. VA. GOV

Forwar ded by: DARKBROWN, ROBERT 28 Jul 98 14:09
j | g@EATTLE. VA. GOV Sent: 15 Jul 98 10:00 Tine: 4 seconds

Message | D 22346886@BEATTLE. VA. GOV

Forwar ded by: GRAY,JCEL 15 Jul 98 09:58

We have abbreviated the list of
recipientsfor this example.

Enter nessage action (in IN basket): | GNORE//

Figure 79: Query a M essage for Detailed Recipient I nfor mation

In this example (Figure 79), after reading a message, we wanted to see detailed information on all
recipients of the message. Thus, to query a message for detailed information on recipients, we ssmply had
to enter "QD" (Query Detailed) at the "Enter message action (in IN basket): IGNORE//" prompt.

MailMan first displayed the following information about the message:

* Message header:

Subj: FW: Tribal Wisdom vs. Government Policy [#1220558]
Tue, 14 Jul 1998 11:00:33 -0700 50 lines
From: "Green, Rita" <greenr@xxxxx.army.mil> In'IN" basket.

» Local message | D—1220558@I SC-SF.VA.GOV

*  Number of recipients—29
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Also, MailMan listed all 29 recipients (for space considerations, we abbreviated the list in Figure 79) with

detailed information on each recipient. This message had both local and remote recipients.

For example, the detailed information on alocal recipient included the following:
*  Name—GRAY ,JOEL
* Last read date and time—215 Jul 98 09:58
* First read date and time—215 Jul 98 09:58
* Forwarded by—BLUEGREEN,GREGORY J. 14 Jul 98 13:00

For example, the detailed information on aremote recipient at another MailMan site included the

following:
*  Name—g.irm@SHERIDAN.VA.GOV
» Date sent over the network—28 Jul 98 14:10
* Transmission time over the networ k—7 seconds
* Remote MailMan message | D—2831665@SHERIDAN.VA.GOV
* Forwarded by—DARKBROWN,ROBERT 28 Jul 98 14:09

For example, the detailed information on aremote recipient not at a MailMan site included the following:

*  Name—magentams@xxx.COM

» Date sent over the network—14 Jul 98 13:54

* Transmission time over the network—O0 seconds

e Forwarded by—MAGENTA ,MICHAL 14 Jul 98 13:54

After the query, MailMan returned us to the message action prompt where we could take any additional

actions on this message.
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Query Network (" QN") Action

Asyou can see from the list of message action codes (Table 3: Action Codes—Messages in this chapter),
you can use the Query Network action code (i.e., "QN") to retrieve network/trace header information and
detailed information about each addressee (local and remote recipients) of a message. However, it is
primarily used as a diagnostic tool.

F .+ Y
1
& or a complete description of the detailed information displayed for local and remote recipients,
please refer to the "Query Detailed ('QD') Action” topic previously described in this chapter.

Also, when messages are received from a non-MailMan remote sites, MailMan now captures the "From"
address from the message header and not from the envelope. However, the "From" address from the
envelopeis captured in anew field and is displayed by the QN action code when it differs from the
message header "From" address.

o The envelope contains the "From" and "To" address used by the mail transport systemand is not
part of the message itself.

Y ou won't notice a difference with messages from other MailMan systems. However, other non-MailMan
systems sometimes include clear-text namesin the "From" address, in addition to the e-mail address.
For example:

Previously, MaillMan captured:  "<fred@ANYDOMAIN.COM>"

Now, MailMan captures:  "'Fred Chartreuse' <fred@anydomain.com>"
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To query amessage for network and detailed recipient information, enter a"QN" at the "Enter message
action (in xxxx basket): IGNORE//" prompt (where "xxxx" contains the name of the actual mail basket in
which the message resides), as shown below:

Enter nessage action (in IN basket): |I1GNORE// N / \
Along with thelocal

Subj: FW Tribal Wsdomvs. Governnent Policy [#1220558] M ailM an message

Tue, 14 Jul 1998 11:00:33 -0700 50 lines information. MailM an

From "Green, Rita" <greenr@xxxx.arny.ml> In "IN basket displaysall (’)f the

Local Message-|D: 1220558@ SC-SF. VA. GOV (29 Reci pi ent s) network header
information when

Net wor k header : doing a network
query.

Recei ved: from deptvass-xx.va.gov by | SC SF. VA. GOV ( Mai | Man
id 1220558 ; 14 Jul 1998 11:51:44 -0800 (PST)
Recei ved: (from xxxx@ ocal host) by deptvass-xx.va.gov (8.6.12/
0QAA16983 for <bluegreen@sc-sf.va.gov>;, Tue, 14 Jul
0400
Recei ved: from proxy4. ba. xxxx. com by deptvass-xx.va. gov Vi p (3.2)
id xna016974; Tue, 14 Jul 98 14:49:38 -0400
Recei ved: from shell 3. ba. xxxx. com (gj b@hel | 3. ba. xxxx. co
by proxy4. ba. xxxx.com (8.9.0/8.9.0/best.out) w't
Tue, 14 Jul 1998 11:45:48 -0700 (PDT)
X-Recei ved: from proxy2.ba. xxxx.com (root @r oxy2. ba. xxxx. com [ 206. 184. 139. 13])
by shel | 3. ba. xxxx.com (8.9.0/8.9.0/best.sh) with ESMIP id LAA14340
for <gj b+XRCPT. 676a7740776e6574632e636f 6d@hel | 3. ba. xxxx. conr; Tue, 14
Jul 1998 11:03:16 -0700 (PDT)
X-Received: from xxxxxexc2.arny.ml (XXXXXEXC2. ARMY. M L [138.27.199.115])
by proxy2. ba. xxxx.com (8.9.0/8.9.0/best.in) with ESMIP id LAA27077
for <gjb@xxxx.conm; Tue, 14 Jul 1998 11:01:05 -0700 (PDT)
X-Received: by XXXXXEXC2 with Internet Mail Service (5.0.1460.8)
id <N7MWGT1>; Tue, 14 Jul 1998 11:00:36 -0700
Message- | D: <E1B12D3A67E2CF119F600020AFFBF43AC593CE@MXXXXEXC2>
From "Green, Rita" <greenr @xxxx.arny.m]l>
To: Steve Brown <brown4d@]| nl.gov>, G eg <gjb@xxxx.comp,
"Yel | ow, Linda" <yellow @xxxx.army.ml >,
"Purple, Jean" <purplej @xxxx.army.ml>,
"Bl ack, Kathleen C. (Maj) ~U' <BLACKK@tratcomaf.ml>
Subj ect: FW Tribal Wsdomvs. Governnent Policy
Date: Tue, 14 Jul 1998 11:00: 33 -0700
X-Mailer: Internet Mail Service (5.0.1460.8)
X-Rept-To: gj b@xxxx. com

06. 184. 139. 134] )
SMIP i d LAA26145;

Figure 80: Query a M essage for Network Information
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Figure 80 (continued):
ReSent - Date: Tue, 14 Jul 1998 11:45:35 -0700 (PDT) . . .
ReSent-From "Gregory J. Bluegreen" <gjb@xxxx.conr _I\/IallMaq displays detailed
ReSent - To: bl uegreen@ sc- sf. va. gov, information on all

GRAY, JOEL

YELLOW M KE

BROWN, JOHN
BLUEGREEN, GREGORY J.
FUCHSI A, GARY M
MAGENTA, M CHAL

BLUE, THOVAS E.

nmagent ans @xx. COM

j | g@EATTLE. VA. GOV

Gregory Bl uegreen <gregory. bl uegreen@red. va. gov
ReSent - Message- |1 D <Pi ne. BSF. 3. 96. 980714114535. 1192A&h

g. i r mM@HERI DAN. VA. GOV Sent :

recipients (local and

Last read: 15 Jul 98 09:58 [First ; 98 09: 58]
Forwar ded by: BLUEGREEN, GREGORY J. 14 8 13:00
Last read: 15 Jul 98 08:45 [First rea 5 Jul 98 08:45]
Forwar ded by: BLUEGREEN, GREGORY J. 14" Jul 98 13:00
Last read: 14 Jul 98 15:59 [First read: 14 Jul 98 15:59]
Forwar ded by: BLUEGREEN, GREGORY J. 14 Jul 98 13:00
Last read: 14 Jul 98 13:00 [First read: 14 Jul 98 13:00]
Forwar ded by: BLUEGREEN, GREGORY J. 14 Jul 98 13:00
Last read: 14 Jul 98 15:27 [First read: 14 Jul 98 15:27]
Forwar ded by: BLUEGREEN, GREGORY J. 14 Jul 98 13:00
Last read: 14 Jul 98 13:53 [First read: 14 Jul 98 13:53]
Forwar ded by: BLUEGREEN, GREGORY J. 14 Jul 98 13:00
Last read: 11 Aug 98 15:03 [First read: 15 Jul 98 08: 30]
Forwar ded by: BLUEGREEN, GREGORY J. 14 Jul 98 13:00

Sent: 14 Jul 98 13:54 Tinme: 0 seconds

Forwar ded by: MAGENTA M CHAL 14 Jul 98 13:54
28 Jul 98 14:10 Tinme: 7 seconds
Message | D: 2831665@BHERI DAN. VA. GOV

Forwar ded by: DEWAYNE, ROBERT 28 Jul 98 14:09
Sent: 15 Jul 98 10:00 Tine: 4 seconds
Message | D 22346886@BEATTLE. VA. GOV

Forwar ded by: GRAY,JCEL 15 Jul 98 09:58

We have abbreviated thelist of

Enter nessage action (in IN basket): | GNORE//

recipientsfor this example.

Figure 80: Query a M essage for Network Infor mation (continued)

In this example (Figure 80), after reading a message, we wanted to see both network header information
and detailed information on all recipients of the message. Thus, we did a Network Query by entering
"QN" at the "Enter message action (in IN basket): IGNORE//" prompt.

MailMan first displayed the following information about the message:

* Message header:

Subj: FW: Tribal Wisdom vs. Government Policy [#1220558]
Tue, 14 Jul 1998 11:00:33 -0700 50 lines
From: "Green, Rita" <greenr@xxxxx.army.mil> In'IN' basket.

» Local message | D—1220558@I SC-SF.VA.GOV

*  Number of recipients—29

MailMan then displayed all of the network/trace header information. This information includes al the
different mail server relay information while the message passed from server to server to al of the remote

addressees.
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Also, once again, MailMan listed all 29 recipients (for space considerations, we abbreviated thelist in
Figure 80) with detailed information on each recipient. This message had both local and remote
recipients.

@

For examples of the detailed information for local and remote recipients on a MailMan system as
well as remote recipients on a non-MailMan system, please refer to the "Query Detailed ('QD")
Action" topic and Figure 79 previously described in this chapter.

After the query, MailMan returned us to the message action prompt where we could take any additional
actions on this message.
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If the message header "From" person differs from the message envelope "From" person, MailMan will
display the envel ope information, as shown below:

Enter nessage action (in IN basket): |GNORE// gn

MailM an displayed the \
envelope" From" person (i.e,
hh-error s@lists.xxxx.com)
because it differsfrom the
message header " From"

person (i.e, TAN,WALLY).

Subj: RE: [HH FileMan/ Kernel questions [#1235752]
16 Oct 1998 11:59:14 -0800 (PST) 21 lines

From TAN WALLY@sc-sf.va.gov In "IN basket.

Local Message-I1D: 1235752@ SC- SF. VA. GOV (3 Recipi e

Envel ope From <hh-errors@i sts. xxxx. conp

_/

Recei ved: from deptvass-bh.va.gov by | SC SF. VA. GOV (Mai | Man/ 7.1 TCP/ | P- VAl LMAN)
id 1235752 ; 16 Oct 1998 12:09:57 -0800 (PST)
Recei ved: (from uucp@ocal host) by deptvass-bh.va.gov (8.6.12/8.6.11) id
PAA29295; Fri, 16 Oct 1998 15:06:10 -0400
Recei ved: fromlistsl. xxxx.com by deptvass-bh.va.gov via smap (3. 2)
id xma029267; Fri, 16 Cct 98 15:05:43 -0400
Recei ved: (from daemon@ ocal host)
by listsl. xxxx.com (8.9.0/8.9.0/best.ls) id LAA29720;
Fri, 16 Cct 1998 11:56:41 -0700 (PDT)
Message-1d: <199810161856. LAA29720@ i st s1. XXXxX. conp
From TAN WALLY@ sc-sf. va. gov
Subj ect: RE: [HH FileMan/Kernel questions
Date: 16 COct 1998 11:59:14 -0800 (PST)
XXXServHost: |ists.xxxx.com
I n- Repl y-To: <199810052047. NAA27028@ i st s1. xxxx. cone
Sender: hh-errors@i sts. xxxx.com
Errors-To: hh-errors@i sts. xxxx.com
Repl y-To: hh@i sts. xxxx.com
To: hh@i sts. xxxx.com

Net wor k header :

TAN, WALLY Last read: 19 Oct 98 09:37 [First read: 19 Cct 98 09: 37]
Forwarded on: 16 COct 98 12: 10

BLUEGREEN, GREGORY J. Last read: 21 Oct 98 13:19 [First read: 16 Cct 98 12: 14]
Forwarded on: 16 COct 98 12:10

BLUE, THOVAS E. Last read: 21 Oct 98 13:27 [First read: 21 Cct 98 13:20]
Forwar ded by: BLUEGREEN, GREGORY J. 21 Cct 98 13:19

Enter nessage action (in IN basket): | GNORE//

Figure 81: Envelope Information Displayed Using the Query Network Action Code

If the message header "From" person is the same as the "From" person on the message envelope,
MailMan will not display the envel ope information when doing a network query on a message.
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If amessage was sent locally and not over the network, MailMan displays the following when using the
Query Network ("QN") action code:

Ent er

Subj :
From

Local

In "IN basket.

nessage action (in I N basket): IGNORE// gn

Sof tware Purchase Questions [#1226116] 24 Aug 98 10:44 34 lines

BLUE, THOVAS E. - COWPUTER SPECI ALI ST (San Francisco Cl

This nessage originated locally. There is no network header.

MailMan informs us
that this message was

Message- | D 1226116@ SC- SF. VA. GOV (4 Reci pi ent s) sent locally and not
over the network.

PURPLE, JEAN Last read: 24 Aug 98 17:31 [First read: 24 Aug 98 17:31]
MAGENTA, M CHAL Not read.

BLUE, THOVAS E. Last read: 25 Aug 98 09:23 [First read: 24 Aug 98 10: 44]
SKYBLUE, HOAMRD Last read: 25 Aug 98 07:39 [First read: 25 Aug 98 07: 39]
Enter nessage action (in IN basket): | GNORE//
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Reply ("R") & Reply and Include responses (" RI") Actions

Asyou can see from the list of message action codes (Table 3: Action Codes—Messages in this chapter),
you can use the Reply action code (i.e., "R") or the Reply and Include responses action code (i.e., "RI") to

reply to a message.

Effective with MailMan V. 7.1 with Patch 50, "Reply" immediately attaches your reply to the response
chain so everyone on the message sees your reply, making it instantly available to anyone currently
reading the message. Previoudly, the response wasn't attached to the message until the Background Filer
was about to deliver the response to the recipients. Now, the response is attached to the message when the
user transmits the message. (The Background Filer still delivers the response to the recipients.) This helps
facilitate "real-time" conversations among message recipients.

MailMan automatically adds the sender as a recipient, if heisn't already one, when areply is made
to the message.

Also, you are able to copy the original message and/or any combination of responsesinto your reply (i.e.,
"RI—Reply and Include responses’). Thus, with this feature, you can more easily respond to what
someone wrote, point by point.

Further, the"RI" (Reply and Include responses) command also enables you to include responses from
another message (see example below). At the "Enter message action” prompt, type RI. MailMan asks
you the message from which you would like to include responses. When you type a message number
(internal entry number), MailMan displays the number of responses for that message and tells you to enter
two question marks (7?) to see an index. When you enter two question marks, MailMan displays the
index of responses and asks you to select the responses you wish included.
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Enter nessage action (in IN basket): Ignore// ri Reply and Include responses

I ncl ude responses from whi ch nessage: This messag

Press Enter to include previous responses fromthis message,
or enter the internal entry nunber of a different nessage
(11630-1419789) to include any of its responses.

I ncl ude responses from whi ch nessage: This nessage// 1419307 Local: biweekly info
exchange nessage # 44

There are 4 responses. Response 0 is the original nessage. (?? shows index)

Sel ect the responses to include: ??

Index shows responses to
There are 4 responses. Response 0 is the choose from.
Response. ... .. From...............  ———7
0) 18 Sep 00 POSTMASTER
1) 18 Sep 00 BLUE, THOM — COVPUTER SPECI ALI ST Cl OFO- SF

2) 26 Sep 00 FUSCH A, GARY M - PROGRAMVER  (Cl OFO SF)

3) 26 Sep 00 MAGENTA, M CHAL - Tech Witer (Vista Miintenance Team

4) 26 Sep 00 SILVER SKIP - PROGRAMVER (Cl OFO SF)

There are 4 responses. Response 0 is the original .
Sel ect the responses to include: Select responses to include.

Figure 82-A 1: Using Reply and Include Responses

RPWNPANDO®

- <

Here's a tip—When a message has numerous responses and you want to reference an earlier
response, include the text of that response with your reply by choosing the "RI—Reply and
Include responses" action code. Previously, you could only point readers to the previous
response number you were referencing. Now, the referenced response can be displayed within
your own response. The other readers of the message won't have to back up and hunt for that
previous response anymor e, because you've provided them with the text.

B

To avoid excessive overhead, please usethe " RI—Reply and Include responses' feature
sparingly. Also, when you do quote material, it is generally a good idea to edit the quoted
material down to just the specific text to which you arereplying.

To review the recipients of a message before you make aresponse, use the "Query" action codes.

o For more information on the "Query" action codes, please refer to Table 3: Action Codes—
Messages and the "Query Action” topics previously described in this chapter.
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When you use the up-arrow (""" Shift-6 key on most keyboards) to skip reading all replies or
inadvertently, MailMan will notify you of the range of unread responses, some of which could influence
your own reply:

>> You haven't read responses n-n. You may backup to see them <<
N

AN

"n-n" representstherange
of unread responses.
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How DO YOU RESPOND TO A MESSAGE?

Once you have read a message and are presented with the "Enter message action (in xxxx basket):
IGNORE//" prompt (where "xxxx" contains the name of the actual mail basket in which the message
resides), you can reply to the message, as shown below:

Subj: TEST 1 [#1229870] 16 Sep 98 15:20 2 lines
From FUCHSI A, GARY M - PROGRAMMVER (San Francisco CIO Field Ofice)

3 of 3 responses read. In 'TEST' basket. Page 1

Enter message action (in TEST basket): IGNORE// R After choosing the

You may enter the text of the nessage... Reply action,
MailM an placed us

==[ WRAP ]==[ I NSERT ] < TEST 1 >=== into the editor where
we entered our

This is a test reply.

—\reepon e

< T T T T T T T T T

Sel ect Message option: Transmit now / <RET> Sending local reply...
Sent

Enter nessage action (in TEST basket): | GNORE//

Figure 83: Replying to a M essage Without Including Previous Responses

In the previous example (Figure 83), we were responding to message number 1229870 (as shown in the
Subject line of the message). To initiate our reply, we entered "R" at the "Enter message action (in TEST

basket): IGNORE//" prompt.
MailMan automatically placed usinto our editor to add our response.
We entered our reply, saved it, and closed the editor.

We sent our reply by choosing the "Transmit now" default response at the " Select M essage option:
Transmit now//" prompt, by pressing the Enter/Return key.

Finally, MailMan indicated that our response had been sent locally (i.e., "Sending local reply..."). If we

had sent areply over the network, MailMan would have displayed " Sending network reply..."
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Y ou can aso include the original message and any previous response(s) to amessage in your reply. You
may wish to do this so you can make a direct reference to the included text in your own reply, as shown

below:

Subj: Test Later Delivery for Individual
25 Aug 98 09:20 1 line

From BLUE, THOWVAS E. -

Reci pi ents [#1226242]

COWPUTER SPECI ALI ST (San Francisco CIO Field Ofice)

7 of 7 responses read. In 'TEST' basket. Page 1
Ent er nessage action (in TEST basket): IGNORE// RI
There are 7 responses. Response 0 is the original nessage. (?? shows index)

Sel ect the responses to include: ??

There are 7 responses. Response 0 is th nmessage.

Response. . . .. 0 . N T Li nes
7) 27 Aug 98 MAGENTA, M CHAL - Q.. Continuum 1
6) 26 Aug 98 FUCHSI A, GARY M - PROGRAMVER (S ) 2
5) 26 Aug 98 BLUE, THOMAS E. - COVPUTER SPECI ALI ST Weasked MailManto  |;5
4) 26 Aug 98 BLUE, THOMAS E. - COMPUTER SPECI ALI ST (S display informationon | 9
3) 26 Aug 98 FUCHSI A, GARY M - PROGRAMVER (San Fran all therespondersto 2
2) 26 Aug 98 FUCHSI A, GARY M - PROGRAMVER (San Fran| themessage (i.e., 1
1) 26 Aug 98 MAGENTA, M CHAL - Q.. Continuum index). 2
0) 25 Aug 98 BLUE, THOVAS E. - COVPUTER SPECI ALI ST (San 1
There are 7 responses. Response 0 is the original nessage. (?? shows index)

2

Sel ect the responses to include:
Copyi ng. . .
You may edit the text

—
Weentered " 2" to
includeresponse#2 in

our reply.
>==[ <PF1>H=Hel p ]

of the message...

==[ WRAP ] ==[ I NSERT ]===< Test Later Delivery for I|ndivi ====

On 26 Aug 98 06: 47 (Response #2) FUCHSI A, GARY M wrot e: \
>| got your nessage. MailM an copied
response #2 and
placed usinto the
editor wherewe
entered our reply,

referencing the

Here is ny additional response referencing this response.

/

< T T T T T T T copied text.
Sel ect Message option: Transnmit now / <RET> Sending local reply...

Sent
Ent er nessage action (in TEST basket): | GNORE//

Figure 84: Replying to a M essage—I ncluding One Response

In the previous example (Figure 84), we were responding to message number 1226242 (as shown in the
Subject line of the message). We wanted to include aresponse in our reply so we chose the Reply and

Include responses action by entering an "RI" at the "Enter message action (in TEST basket): IGNORE//"

prompt.
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After indicating the number of responses, MailMan gives you the opportunity of displaying an index of
all responders to a message. By entering two question marks ("??") at the "Select the responses to
include:" prompt, MailMan displays a summary list of response information for the message.

o If you choose the "RI—Reply and Include responses’ action code and there aren't any responses to
a message, MailMan will automatically copy the original message and place you in the editor.

The information displayed for each response included:
* Response number
» Dateresponse was sent
* Responder's name (includes their title and MailMan Institution, if space allows)

*  Number of linesin each response

From this list, we chose response number 2 by entering "2" at the "Select the responses to include:”
prompt. MailMan automatically copied response number 2 and placed us into our editor to add our reply.
In this case, we chose to add our response after the copied text. However, you are free to add the text
anywhere you want (e.g., before the copied response, within the copied response, or after the copied

response).
After we entered our reply, we saved it and closed the editor.

We sent our reply by accepting the "Transmit now" default response at the " Select Message option:
Transmit now//" prompt, by pressing the Enter/Return key.

Finally, MailMan indicated that our response had been sent locally (i.e., "Sending local reply..."). If we
had sent areply over the network, MailMan would have displayed " Sending network reply..."
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Y ou can aso include any combination of previous responses to a message in your reply. You may wish to
do this so you can make a direct reference to those responses in your own reply, as shown below:

Subj: Test Later Delivery for Individual Recipients [#1226242]

25 Aug 98 09:20 1 line

From BLUE, THOVAS E. - COWVPUTER SPECI ALI ST (San Francisco CIO Field Ofice)
8 of 8 responses read. In 'TEST' basket. Page 1

Enter nessage action (in TEST basket): IGNORE// RI

There are 8 responses. Response 0 is the original nessage. (?? shows index)
Sel ect the responses to include: 5,2-3,1
Copyi ng. . .

You may edit the text of the nessage...

Hereweentered a
combination of
responsestoincludein

==[ WRAP ]==[ | NSERT ]===< Test Later Delivery for Indivi >

our reply.
On 26 Aug 98 06: 32 (Response #1) MAGENTA, M CHAL wr ot e:
>Do you need to know when/if we received it?

>Hi! How s things?

Here is nmy reference to response #1

On 26 Aug 98 06: 47 (Response #2) FUCHSI A, GARY M wrote:
>| got your message.

Here is nmy reference to response #2
On 26 Aug 98 06: 48 (Response #3) FUCHSI A, GARY M wr ot e:

>Thom have you done a Q and a QD before the nessages were delivered to
>see what they tell you?

MailM an copied all\

Here is ny reference to response #3 four responseswe

On 26 Aug 98 08:56 (Response #5) BLUE, THOVAS E. wrote: requested and

>Gary: placed usinto the

> editor wherewe

>Yes, thanks! entered our reply,
referencing the

Here is ny reference to response #5 copied text. /

< T T T T T T T T T>

Sel ect Message option: Transmit now / <RET> Sending local reply...
Sent

Enter nessage action (in TEST basket): | GNORE//

Figure 85: Replying to a M essage—I ncluding M ultiple Responses

In the previous example (Figure 85), we were, again, responding to message number 1226242 (as shown
in the Subject line of the message). However, this time we wanted to include a combination of replies so
that we could reference them in our own reply. Thus, we chose the Reply and Include responses action by
entering an "RI" at the "Enter message action (in TEST basket): IGNORE//" prompt.
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We decided to include responses: 1, 2to 3, and 5 in our reply by entering "5,2-3,1" at the "Select the
responses to include:" prompt (notice the commas and no spaces between numbers). MailMan
automatically copied all four responses and placed usinto our editor to add our reply referencing the
copied text of each response.

We entered our reply, saved it, and closed the editor.

We sent our reply by accepting the "Transmit now" default response at the " Select Message option:
Transmit now//" prompt by pressing the Enter/Return key.

Finally, MailMan indicated that our response had been sent locally (i.e., "Sending local reply..."). If we
had sent areply over the network, MailMan would have displayed " Sending network reply..."
Other Actions at the Transmit Prompt When Replying to a M essage

Prior to transmitting your reply, MailMan gives you other opportunities to review, edit, and add responses
to your reply or query the message to which you are responding, as shown below:

Subj: TEST [#100649] 28 COct 99 14:45 1 line
From FUCHSIA GARY In 'IN basket. Page 1

Enter nessage action (in IN basket): lgnore// r
You may enter the text of the nessage...

==[ WRAP ] ==[ I NSERT ] < TEST > [ <PFl>HeHel p ] ====
test

Weentered a \

Sel ect Message option: Transmit now / ?

Enter a code fromthe list. question mgrkat
the transmit
B Backup to revi ew message prompt in order to
E Edit reply display thelist of
I I ncl ude previous responses in reply possible action
Q Query o commandsthat we
Q xxx Query recipient(s) xxx could use before
@ Query Detailed transmitting our
N Query Network renl
T Transmit now eply. /

Sel ect Message option: Transmit now /

Figure 85a: Other Options Before Sending Your Reply
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For example, if we wanted to include additional responses to our reply we could use the "I" (Include
previous responsesin reply), as shown below:

Subj: TEST [#100188] 06 Feb 99 09:38 1 line

From FUCHSI A GARY 2 of 2 responses read. In 'IN bask Weused the" R" action
_________________________________________________________ coderather than the" RI"

action code, because we
didn't think we needed to
include any responsesin

our reply.

Enter nessage action (in IN basket): lgnore// r
You may enter the text of the nessage...

==[ WRAP ] ==[ | NSERT ] < TEST > | <PF1>H=Hel p | ====
Here is a reply, since we didn't use the "RI" action code, we will have to use
the "I" action code to add a response before this reply is sent.

However, befor e sending the message, we
decided to include one response, so we
<=l enteredan"|" at thetransmit prompt. T T T Lk

N/

Sel ect Message option: Transmit now / i
There are 2 responses. Response 0 is the original nessage. (22 shows index)
Sel ect the responses to include: ?? .

We asked MailMan to

display information on
all therespondersto
the message (i.e.,
index).

There are 2 responses. Response 0 is the original ng
Response. . . .. From ...
2) 27 Apr 99 BLUE, THOM (SF Cl OFOQ

1) 27 Apr 99 BLUE, THOM (SF Cl OFO

0) 06 Feb 99 FUCHSI A, GARY

There are 2 responses. Response 0 is the original nessage. (?? shows index)

Sel ect the responses to include: 1 Vil

Copyi ng. . . Weentered " 1" to

You may edit the text of the nessage... includeresponse#1in
our reply.

==[ WRAP ]==[ | NSERT ] < TEST > [ <PFI>HEFEl p | ====

Here is nmy reply, but | forgot to use the "RI" action code, so | wll have

to add responses using the "I" action code before | send this nessage

reply.

On 27 Apr 99 08:17 (Response #1) BLUE, THOM wr ot e: MailMan copied response

>test reply #1 after our original reply

and placed usinto the
editor where we could

< T T T T T T further refine our
response before sending it.

Sel ect Message option: Transnmit now / <RET> Sending local reply...
Sent

Enter nessage action (in IN basket): I|gnore//

Figure 85b: Adding Responsesto Your Reply Before Sending It
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Asyou can see from Figure 85b, we first composed our reply but decided to include a response before
sending our reply. Thus, we entered an "I" at the " Select Message option: Transmit now//" prompt.

Since there was more than one response from which to choose, we entered two question marks (" ??") at
the "Select the responses to include:" prompt in order to display an index of responses.

After reviewing the list of respondents, we chose to append response #1 to our reply by entering "1" after
the "Select the responses to include:" prompt. MailMan automatically copied the response and placed us
back into our editor to further edit our reply, if necessary.

Since our edits were now compl ete, we saved our reply and closed the editor.

We sent our reply by accepting the "Transmit now" default response at the " Select M essage option:
Transmit now//" prompt by pressing the Enter/Return key.

Finally, MailMan indicated that our response had been sent locally (i.e., "Sending local reply..."). If we
had sent areply over the network, MailMan would have displayed " Sending network reply..."

o For more information on the other reply-related actions (i.e., Backup, Edit, or Query functions),
please refer to those specific action code topics previously described in this chapter.
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RESPONDING TO THE LATEST RESPONSE

Also, effective with MailMan V. 7.1 with Patch 50, if while composing areply to a message another reply
comes in to the same message, you will be prompted with the following text when exiting the editor (prior
to sending your reply):

>> Response n has arrived - you may backup to see it. <<
A

"n" representsthe latest
response number.

When you are given the opportunity to back up to see new responses, you can enter a"B" (Backup) at the
transmit prompt. The default will be to back up to this new, unseen response, instead of the original
message (i.e., response 0). Thus, you can back up and read the latest response(s).

Since you haven't transmitted your response yet, you may choose to revise your own reply based on that
new response. You simply enter an "E" (Edit) at the Transmit now// prompt, and you are put back into the
editor where you can modify your reply based on what you just read.

When your revisions are complete, you can transmit your reply. Previoudly, this prompt didn't appear
until after you had already sent your reply.

o For more information on the Backup function, please refer to the "Backup ('B'") Action" topic
previously described in this chapter.
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REPLYING TO A MESSAGE—" REPLY TO" DIFFERSFROM THE " FROM" ADDRESS

Effective with MailMan V. 7.1 with Patch 50, MailMan is aware of "Reply-To" addresses in the message
header. If the "Reply-To" address differs from the "From™ address, MailMan will let you know and ask
you to which address your reply should go, as shown below:

Subj: Test Message [#1227790]
Fri, 4 Sep 1998 08:54:44 -0700 (PDT) 17 lines
From "Gregory J. Bluegreen" <gjb@xxxx.com> In 'IN basket. Page 1 *New

This is a test nessage.

Enter nessage action (in IN basket): IGNORE// R
You may enter the text of the nessage...

==[ WRAP ]==[ INSERT ]===< [SL] Admin: discussing Bible v >==[ <PF1>H=Hel p ] ====
Thanks for sending this, Geg. |'mtesting a reply.

< T T T T T T T T T=> T

Sel ect Message option: Transnmit now / <RET> Sending local reply...
Sent

Do you wish to send this reply across the network? No// y <RET> VYES

Subj ect: Re: Test Message// <RET

When replying over the network, we can address

Sel ect one of the follown our reply tothe" From" or " Reply To" person.
F ' FROM "Gregory J. Bluegreen" <gjb@xxxx.com
R '"REPLY-TO Test-|l @i sts.xxxx.com

This nessage has a 'reply-to' address which differs fromthe 'from address.
Sel ect the address to use: R/ ?

General ly, we recommend that you use the 'reply-to' address.
The choi ce, however, is up to you.
Select F to use the 'from address; Rthe 'reply-to'.

Sel ect one of the foll ow ng:

F ' FROM "Gregory J. Bluegreen" <gjb@xxxx.com
R '"REPLY-TO Test-|l @i sts.xxxx.com

This nessage has a 'reply-to' address which differs fromthe 'from address.
Sel ect the address to use: R// <RET> 'REPLY-TO Test-l @i sts.xxxx.com
Addressing the reply to: Test-l @i sts.xxxx.com GK VA GOV via GK VA GOV

Sending... Sent
Here we chose to address our
Enter nmessage action (in IN basket): | GNORE// reply to the" Reply To" person.

Figure 86: Choosing to Reply tothe" Reply To" Address

In the previous figure (Figure 86), we received a message over the network where the "From" (sender of
the message) differed from the "Reply To" of the message. Thus, when we replied to the message we sent
our reply, first, locally as usual.
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MailMan then asked usif we wanted to send our reply over the network. In this case, we did, so we
entered "Yes' at the "Do you wish to send this reply across the network? No//" prompt.

After accepting the default subject (i.e., "Re: Test M essage”), MailMan informed us that the "From" and
"Reply To" contained different addressees. We entered a question mark ("?") at the "Select the address to
use: R//" prompt in order to get Help on this prompt. For this example, we decided to accept the default
and send the message to the address found in the "Reply To" field (i.e., "Test-l@lists.xxxx.com").

MailMan confirmed the address and sent the message.

o Use the Query Network action code to view network information on a message, including any
"Reply To" and "From" information for a message sent over the network. For more information on
the Query Network action code, please refer to the "Query Network ('QN') Action™ topic previously
described in this chapter.
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COMPLETING AN INTERRUPTED REPLY

Also, if you arein the middle of areplying to a message and are inadvertently logged off the system,
MailMan will give you the opportunity to complete your reply when you re-enter MailMan, as shown
below:

Sel ect |1 SC OFFI CE MENU OPTI ONS Option: 4 <RET> Mail Man Menu

You have an unsent response renmaining in your buffer. \
You may continue to reply or delete the renmining text. Before displaying the
Do you want to delete the unsent response? No// ? MailMan Menu

MailM an informs us
about an unsent
response. We can

If in doubt, just press return. You will be able to edit either deleteitor
the response and delete it if you wish. complete and send it.

Enter 'Yes' to delete the unsent response.
Enter 'No' to continue with the response.

Do you want to delete the unsent response? No// <RET> NO

Figure 87: MailMan Notifies You When You Have an Unsent Response

Asyou can see from the previous example (Figure 87), before the main MailMan Menu is displayed,
MailMan will inform you about any unsent response(s). Y ou can choose to compl ete the response(s) by
answering "No" (default) at the "Do you want to delete the unsent response? No//" prompt or deleting the
unsent response by answering "Yes." If you answer "No" MailMan will place you back in the message
with the unsent response at the " Select response action: Reply//" prompt. Thus, you can go into your
editor and compl ete your response as usual.

July 1999 MailMan V. 7.1 User Manual 3-83
Patch XM*7.1*50



Reading/Managing M essages—Individual Messages

3-84 MailMan V. 7.1 User Manual
Patch XM*7.1*50

July 1999



Reading/Managing M essages—Individual Messages

Save (" S') Action

Asyou can see from the list of message action codes (Table 3: Action Codes—Messages in this chapter),
you can use the Save action code (i.e., "S") to save (move) a message to a different existing mail basket or
to anew mail basket you create on the fly.

To save a message to another mail basket, enter an "'S" at the "Enter message action (in xxxx basket):
IGNORE//" prompt (where "xxxx" contains the name of the actual mail basket in which the message
resides), as shown below:

Subj: test3 [#1223225] 04 Aug 98 08:19 1 line
From MAGENTA, MCHAL - Q.. Continuum In 'TEST basket. pPd Herewesavedthe
_____________________________________________________________ message to a new
mail basket we
created on thefly.
Ent er nessage action (in TEST basket): IGNORE// S
Save nessage into basket: Test Save

Are you adding ' Test Save' as a new BASKET (the 77TH for this MAILBOX)? No// vy
<RET> (Yes)
Message saved.

Figure 88: Saving a Messageto a New Mail Basket

In this example (Figure 88), we wanted to save (move) a message we just read from one basket to
another. Thus, we entered an"'S" (Save) at the "Enter message action (in TEST basket): IGNORE//"
prompt.

MailMan then asked us into which basket we wanted to save the message. In this case, we wanted to save
the message into our "Test Save" basket. Thus, we entered "Test Save" at the " Save message into basket:"
prompt.

Since this mail basket did not already exist in our mailbox, MailMan asked usif we wanted to create it as
anew basket. In this case, we did, so we entered "Yes" at the "Are you adding 'Test Save' as anew
BASKET (the 77TH for thisMAILBOX)? No//" prompt. We a so could have saved the message to an
existing mail basket.

MailMan informed us that the message had been saved.

The following figure demonstrates saving a message to an existing mail basket:

Subj: test [#1223222] 04 Aug 98 08:14 1 line

From MAGENTA, MCHAL - Q.. Continuum In 'TEST' basket. Page_1
""""""""""""""""""""""""""""""""""""" We saved the
t est

messagetoan

existing mail basket
(i.e., " Test Save").

Enter nessage action (in TEST basket):
Save nessage into basket: Test Save
Message saved.

Figure 89: Saving a M essage to an Existing M ail Basket
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In this example (Figure 89), we, again, wanted to save (move) a message we just read from one basket to
another. Thus, we entered an "'S" (Save) at the "Enter message action (in TEST basket): IGNORE//"
prompt.

MailMan then asked us into which basket we wanted to save the message. In this case, we wanted to save
the message into our newly created "Test Save" basket (Figure 88). Thus, we entered "Test Save" at the
"Save message into basket:" prompt.

Since this mail basket already existed in our mailbox, MailMan saved (moved) the message to this basket
and informed us that the message had been saved.
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Terminate (" T") Action

Asyou can see from the list of message action codes (Table 3: Action Codes—Messages in this chapter),
you can use the Terminate action code (i.e., "T") to permanently del ete a message by moving it to your
"WASTE" mail basket. Terminating a message also stops any subsequent replies to that message from
being delivered to you.

Generaly, abatch job is run nightly (determined by IRM at your site) to remove messages from your
"WASTE" basket, and thus, from your mailbox. Y ou can immediately remove messages from your
mailbox by, again, terminating the messages from your "WASTE" basket. However, the message remains
in the system until all recipients of the message have deleted it from their mailbox.

Unlike the Delete action code, the Terminate action code will prevent responsesto a " terminated"
messages from being "resurrected” or restored back into your mailbox.

o For more information on the Delete action code, please refer to the "Delete Message ('D') Action”
topic previously described in this chapter.

To terminate amessage, enter a"T" at the "Enter message action (in xxxx basket): IGNORE//" prompt
(where "xxxx" contains the name of the actual mail basket in which the message resides), as shown
below:

Subj: test2 [#1223223] 04 Aug 98 08:18 1 line
From MAGENTA,MCHAL - Q.. Continuum In 'TEST' basket. Page 1

Enter nessage action (in TEST basket): IGNORE// T
You won't see future replies. (In WASTE basket)

Figure 90: Terminating a M essage
In this example (Figure 90), we wanted to terminate (delete) a message we just read. Thus, we entered a
"T" (Terminate) at the "Enter message action (in TEST basket): IGNORE//" prompt.

MailMan immediately terminated the message (i.e., moved it to our "WASTE" basket for future removal
from our mailbox) and informed us that we wouldn't see any future responses to the message.

If we wanted to "un-terminate” the message, we could go to our "WASTE" basket and forward the

message to another basket in our mailbox. If the message is no longer in our "WASTE" basket, we could
ask another recipient of the message to forward it to us.

o MailMan does not ask you to confirm the terminate request.

July 1999 MailMan V. 7.1 User Manual 3-87
Patch XM*7.1*50



Reading/Managing M essages—Individual Messages

3-88 MailMan V. 7.1 User Manual July 1999
Patch XM*7.1*50



Reading/Managing M essages—Individual Messages

Vaporize Date Edit (" V") Action

Asyou can see from the list of message action codes (Table 3: Action Codes—Messages in this chapter),
you can use the V aporize Date Edit action code (i.e., "V") to set a message to be deleted from your
mailbox at a specific date and time or to modify aV aporize Date aready set. Y ou can move any message
Set to vaporize to any of your mail baskets, including the "WASTE" basket, and not affect its vaporization
date. Vaporize means automatically delete. However, you are free to modify or remove the
AUTOMATIC DELETION DATE (i.e., vaporize date) at any time prior to the vaporization date.

Also, amessage that is scheduled for vaporization (either by you or by MailMan during the IN-BASKET
PURGE) will vaporize on the scheduled date. Previoudly, it wouldn't vaporize until the IN BASKET
PURGE ran again.

To "vaporize" amessage, enter a"V" at the "Enter message action (in xxxx basket): IGNORE//" prompt
(where "xxxx" contains the name of the actual mail basket in which the message resides), as shown
below:

Subj: Septenber training [#1223554] 06 Aug 98 08:38 17 lines
From MAGENTA, M CHAL - Q.. Continuum 21 of 21 responses read
In "Infrastructure' basket.

Online help tellsus
all of our VA
FileM an date and

Enter nessage action (in TEST basket): IGNORE// V ] )
time options.

AUTOVATI C DELETE DATE: ??

Exanpl es of Valid Dates:
JAN 20 1957 or 20 JAN 57 or 1/20/57 or 012057
T (for TODAY), T+1 (for TOMORROW, T+2, T+7, etc.
T-1 (for YESTERDAY), T-3W (for 3 WEEKS AGD, etc.

If the year is omtted, the conputer uses CURRENT YEAR Two digit year
assumes no nore than 20 years in the future, or 80 years in the past.

You may onmit the precise day, as: JAN, 1957

This is the date at which this nmessage will be 'vaporized,
deleted fromthis mail| basket for this user. Herewe set the
AUTOVATI C DELETE DATE: 10/1/98 <RET> (OCT 01, 1998) vaporize dateto

. . 10/1/98.
Ent er nessage action (in TEST basket): | GNORE//

Figure 91: Vaporizing a M essage
In the previous example (Figure 91), we wanted to delete a message at a specific date and time (vaporize).
Thus, we entered a"V" at the "Enter message action (in TEST basket): IGNORE//" prompt.
MailMan then asked usto enter the "vaporize" date and time (i.e., AUTOMATIC DELETE DATE). In

order to display all of the acceptable VA FileMan date and time formats we could enter, we entered a
guestion mark ("?") at the"AUTOMATIC DELETE DATE:" prompt.

o All VA FileMan dates are Year 2000 (Y2K) compliant.
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In this case, we chose to set a vaporize date of October 1, 1998 by entering "10/1/98" at the
"AUTOMATIC DELETE DATE:" prompt. MailMan confirmed that the message was set to vaporize on
October 1, 1998. We can later remove or modify the vaporization date before it gets physically deleted

from our mailbox.

After "vaporizing" the message, MailMan returned us to the message action prompt where we could take
any additional actions on this message.

Q
g‘ﬁ
Here'satip—f you know a message will be obsolete or unnecessary after a period of time (e.g.,
messages advising you about a temporary event such as. system downtime, building fire alarmtest,
etc.) set the message to "vaporize" after the prescribed time has past. That way, you won't be
cluttering your mailbox with extraneous mail.
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REMOVING A VAPORIZATION DATE

If you previously set a vaporization date for a message and now want to keep the message, you simply
delete the vaporization date, as shown below:

Subj: Septenber training [#1223554] 06 Aug 98 08:38 17 line
From MAGENTA, M CHAL - Q.. Continuum 21 of 21 responses rea th ize date of
In "Infrastructure' basket. evaporizedale o

Aut omatic Del etion Date: 01 Oct 98 10/1/98 in the
__________________________________________________ message header .

MailM an displays

Enter nessage action (in Infrastructure basket): IGNORE// V
AUTOVATI C DELETE DATE: OCT 1,1998// @

Enter the at-sign
SURE YOU WANT TO DELETE? y <RET> (Yes) (" @") hereto delete
) _ the Vaporize Date.
Enter nessage action (in Infrastructure basket): | GNORE//

Figure 92: Deleting the Vaporization Date

In this example (Figure 92), we wanted to remove (delete) a vaporization date we previously set (Figure
91). Thus, we opened the message that had a vaporization date set (i.e., AUTOMATIC DELETION
DATE) and entered a"V" at the "Enter message action (in Infrastructure basket): IGNORE//" prompt.

Since this message had a vaporization date set, MailMan displayed the current vaporization date as the
default (i.e.,, "OCT 1,1998") and prompted us to make any changes to the vaporization date.

To delete the Vaporization Date, we simply entered an at-sign (" @" Shift-2 key on most keyboards) after
the AUTOMATIC DELETE DATE: OCT 1,1998//" prompt.

MailMan asked us to confirm the del ete request. We confirmed the delete by entering "Yes' at the "SURE
YOU WANT TO DELETE?" prompt.

When we went back in to read that message (Figure 93), we saw that the "Automatic Deletion Date" was
no longer indicated in the message header (compare to Figure 92), as shown below:

From NMAGENTA, M CHAL - Q.. Continuum 21 of 21 responses rea fhfo\;]a-/%(g!zedate
In "Infrastructure' basket. Page 1 0 ISNo

____________________________________ I longer indicated in
\\the message header .
Enter nessage action (in Infrastructure basket): | GNORE//

Figure 93: Verifyinga Messageisno Longer Set to Vaporize

Subj: Septenber training [#1223554] 06 Aug 98 08:38 17 Iinefr
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Write ("W") Action

Asyou can see from the list of message action codes (Table 3: Action Codes—Messages in this chapter),
you can use the Write action code (i.e., "W") to "write" (compose) a new message while reading a
message. The steps of creating a message using the Write action code are the same as if you used the
Send a Message option [synonym SML].

F .+ Y
1
& or more information on creating and sending a message or the Send a Message option [ SVIL],
please refer Chapter 4 in this manual.

Here'satip—Use the Write action code ("W') to immediately send a message while reading
another message. For example, if after reading a message, you suddenly remember that you need to
send a message about an unrelated matter to somebody else. Rather than having to go through the
Send a Message option [ synonym SML], you could simply enter the Write action code. After
composing and sending your message, MailMan will automatically return you to the original
message where you can continue with your reading.
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To write and send a new message while reading another message, enter a"W" at the "Enter message
action (in xxxx basket): IGNORE//" prompt (where "xxxx" contains the name of the actual mail basket
in which the message resides), as shown below:

Subj: test [#1223222] 04 Aug 98 08:14 1 line
From MAGENTA, M CHAL - Q.. Continuum In 'TEST' basket. Page 1

t est

After choosing the Write
action, MailMan letsuswrite
an entirely new message with
a new subject and different
recipients, etc.

Enter nessage action (in TEST basket): |I1GNORE// W
Subject: Wite Test
You may enter the text of the nessage...

::[ WRAP ]:: | NSERT ]:::::::::::::< Wite Test >::::::::::::[ <PF1>H=Hel p ]::::

This is a new nessage created while readi ng anot her nessage. Just by

entering the Wite command at the disposition pronpt, | can type a new

message.

< T T T T T T P/After sending the new
message, M ailM an notified

Send mi| to: BLUE, THOMAS E.// <RET> usthat the " Write" process

Sel ect basket to send to: IN/ <RET> was completed and

And Send to: <RET> returned ustotheoriginal
message.

Sel ect Message option: Transnmit now / <RET> Sending [1
Sent

Finished with the 'Wite' conmand.
Now back to:

Subj: test [#1223222] 04 Aug 98 08:14 1 line
From MAGENTA, M CHAL - Q.. Continuum In 'TEST' basket. Page 1

Ent er nessage action (in TEST basket): | GNORE/ /

Figure 94: Writing a New M essage

In the previous example (Figure 94), we finished reading a message and wanted to send a new message
without having to go through the Send a Message option. Thus, we entered a"W" at the "Enter message
action (in TEST basket): IGNORE//" prompt.

MailMan then asked us to enter the subject for our new message. For this example, we entered "Write
Test" at the "Subject:" prompt.

MailMan then immediately placed us into our editor where we could enter the text of our message. When
we had completed our entry, we saved the text and closed the editor.

MailMan then asked us to address the message. In this case, we wanted to just send the message to
ourselves so we pressed the Enter/Return key at the " Send mail to: BLUE,THOMAS E.//" prompt.
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We accepted the default basket (i.e., "IN") by pressing the Enter/Return key at the " Select basket to send
to: IN//" prompt.

MailMan knew we were done addressing the message when we pressed the Enter/Return key at the "And
Send to:" prompt without entering a name.

We immediately sent the message by, again, pressing the Enter/Return key at the " Select M essage option:
Transmit now//" prompt.

Finally, MailMan displayed the internal message identification number (in brackets) and indicated that
our message had been sent.

After writing and sending the new message, MailMan notified us the "Write" was completed (i.e.,
"Finished with the 'Write' command."), redisplayed the original message header, and returned us to the
original message action prompt where we could take any additional actions on this message.
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Extract KIDS or PackMan Messages (" X" ) Action

Programmers use PackMan and KIDS messages to store and transport data, packages, and routines via
MailMan messages. It may not be used unless the proper key is held (i.e., XUPROGMODE security key).

Asyou can see from the list of message action codes (Table 3: Action Codes—Messages in this chapter),
you can use the Extract KIDS or PackMan Messages Toggle action code (i.e., "X") when reading aKIDS
or PackMan message to choose from alist of specific functions you can perform on these types of

Messages.

For more information on KIDS and PackMan messages, please refer to Chapters 26-29 in the
"Kernel V. 8.0 Systems Manual."
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Up-arrow (" ") Exit Action

Asyou can see from the list of message action codes (Table 3: Action Codes—Messages in this chapter),
aswith all VISTA software, you can use the up-arrow (" Shift-6 key on most keyboards) to exit a
prompt or option without taking any other action, as shown below:

Sel ect Mail Man Menu Option: rm <RET> Read/ Manage Messages
Sel ect message reader: Detailed Full Screen// <RET>
Read mail in MAIL BASKET: IN/ <RET> (5 messages, 2 new)

I N Basket, 5 nessages (1-5), 2 new

*=New/ ! =Priority......... Subject.......... ... ... ... Lines.From......... Read/ Rcvd
*5, [1361007] 19 Apr 99 Local: biweekly info exchang 2 OCHRE, JACK 1/5
14, [1360433] 14 Apr 99 New Phone System Trai ni ng 12 SCARLET, BETH 28/ 28

3. [1354489] 25 Feb 99 Cl O News - February 25, 199 85 <LTBROM. ELLEN@GORUM VA
2. [1354488] 24 Feb 99 Mnutes - Nat'l IRMCall - 496 <ROUGE. DONNA_ M@ORUM VA
1. [1350198] 01 Feb 99 FMR2 account 6 MAGENTA, M CHAL

Ent er nessage nunber or comrand: 4

Subj: New Phone System Training [#1360433] 14 Apr 99
From SCARLET, BETH - ADM N OFFI CER 28 of 28 response

Herewe've entered an up-
arrow ("~") to exit from the
message. We also could have
simply pressed the
Enter/Return key to exit the
message.

Enter nessage action (in IN basket): |GNORE// ~

I N Basket, 5 nmessages (1-5), 1 new
*=New/ ! =Priority......... Subject................... Li
*5. [1361007] 19 Apr 99 Local : biweekly info exchan
4. [1360433] 14 Apr 99 New Phone System Trai ning

3. [1354489] 25 Feb 99 CI O News - February 25, 199
2. [1354488] 24 Feb 99 Mnutes - Nat'l IRMCall -
1. [1350198] 01 Feb 99 FM22 account

Ent er nessage nunber or conmmand:

MailM an proceeded to
redisplay the basket message
list, where we could choose
another message.

Figure 95: An Example Using the Up-arrow to Exit a M essage
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4. Sending Mall

Topics To Be Discussed: SML—Send a Message Option
Address Functionality

Delivery Options—Immediate, Deferred, and/or
Stagger ed

Completing an I nterrupted M essage
Sending Mail Using the P-M ESSAGE Device

Action Codes—Sending M essages

Sending messages gives you the opportunity to obtain or disseminate information.

The features and functionality associated with sending messages are described in greater detail in this
chapter.
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SML—Send a M essage Option

In addition to replying to an existing message, you can use the Send a M essage option [synonym SML] to
send a new message to any humber of recipients or mail groups.

The Send a Message option is the option you use when you wish to send new messages to any number of
recipients. It is available on the MailMan Menu, as shown below:

NML New Messages and Responses
RML Read/ Manage Messages
00 sm Send a Message

Query/ Search for Messages

AML Become a Surrogate (SHARED, MAIL or O her)
Personal Preferences ...
O her Mail Man Functions ...
Help (User/Goup Info., etc.)

Sel ect Mail Man Menu Option: SML <RET> Send a Message

Figure 96: SML—Send a M essage Option

Once you select the Send a M essage option, MailMan allows you to send new mail in four easy steps:
1. Enter the subject of your message.
2. Compose your message (i.e., enter the text of your message).
3. Address your message (e.g., send it to individual recipients or amail group).
4

Send your message. Y ou can further customize your message before sending it using various
action commands (e.g., make it: priority, closed, confidential, information only, etc.).

o For a complete list of message action commands when sending a message, please refer to Table 4
that follows in this chapter.
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After you choose the Send a M essage option [synonym SML], MailMan prompts you to enter the subject
of the new message and then automatically places you in the editor to compose your new message, as

shown below:

Sel ect Mail Man Menu Opti on:
Subj ect: Sending a Message

SML <RET>

You may enter the text of the nessage...

Send a Message \
After we entered our

message subject,
MailMan

I f wi shes were horses,
... OK? Yes// <RET>

And Send to: orangE, SUSAN

Last used Mail Man:
And Send to: mageNTA, M CHAL

Last used Mail Man:

The closer | get to ny

it is. Ashley Brilliant
And Send to: <RET>
Sel ect Message option: Transmt

Enter a code fromthe |ist.

Sel ect one of the foll ow ng:

Confidenti al

n

Edit Subj ect
Edit Text

Transm t
Priority Deli
Confirmrecei

Transmt now

><<—|(n;U'Ul_—|-_r|ITIITIUOUJ

Sel ect Message option: Transmt

::[ VRAP ]:: | NSER-I- ]::::::::::< Sendi ng a Mi‘SS&ge .>:.::_ = automatlca”y placw
Here | am conposi ng a nessage to send to several recipients usinto our editor
as a test.
wherewe entered the
< T T T T T T T text of our message. /
Send mai| to: BLUE, THOMAS E.// <RET>
Sel ect basket to send to: IN/ <RET>
And Send to: 9999 FUCHSI A, GARY M (DUZ 9999) | NFORVATI ON SYSTEMS CENTER
Last used Mail Man: 02 Sep 98 12:28

(Yes)
(DUzZ 7777) VERI FI CATI ON
13 Aug 98 11:26

(DUZ 8888)
13 Aug 98 14: 22

Backup to revi ew nessage
Del i very basket set
Edit Recipients

Information only (recipients may not
| ater
Scranbl e text with password

Vapori ze date set
Cl osed Message (no forward all owed)

Hereweare addressing
the message to our selves
and other recipients.

beggars woul d ri de.

| NFORVATI ON SYSTEMS CENTER

goal, the better ny chance of discovering what

now / ? ]
Enter a question mark

hereto display thelist of
action commands
available when sending a
message.

(surrogate can't read)

r espond)

very
pt

now /

Figure 97: M essage Send Options
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Asyou can see from the previous example (Figure 97), after we chose the Send a M essage option (SML),
MailMan prompted us to enter the message subject (i.e., "Sending a M essage").

.
=
¥ or more information on message subjects, please refer to the "Message Subject” topic that follows
in this chapter.

After entering the subject, MailMan automatically placed usinto our editor to compose our message.
After typing in the text of our message, we saved the text, and closed the editor.

MailMan next asked us to address the message. As a default, MailMan will always let you send a message
to yourself by automatically placing your name as the default response after the first "Send mail to:"
prompt. As an addressee, you can query the message to seeif or when the other recipients opened the
message you sent. Whether you initially make yourself an addressee or not, you will receive all repliesto

the message.

o For more information on querying a message, please refer to the "Query" Action code topicsin
Chapter 3 in thismanual.

Depending on how you've set the ASK BASKET field in your User Options Edit option, MailMan may
then ask you to choose the mail basket in your mailbox to send your copy of the message. If you initially
set your "ASK BASKET field to "No", MailMan will not prompt you to choose a mail basket. In this
case, our ASK BASKET field is set to ask usto choose the mail basket. We accepted the default response
(i.e., "IN" basket) by pressing the Enter/Return key at the "Select basket to send to: IN//" prompt.

o For more information on the "ASK BASKET" field or the User Options Edit option, please refer to
the "How to Set Your Mail Basket Prompt" topic in Chapter 2 in the "MailMan V. 7.1 & Patch
XM*7.1*50 Getting Sarted Manual."

MailMan then prompted us to choose any other recipients for our message (address information). We
chose to send the message to three other people beside ourselves:

« FUCHSIA,GARY M. (DUZ = 9999)
« ORANGE,SUSAN (DUZ = 7777)
- MAGENTAMICHAL (DUZ = 8889)

We addressed the message by entering each recipient's name at the "And Send to:" prompt.

o For more information on addressing a message, please refer to the " Address Functionality” topic
that follows in this chapter.
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MailMan knew we had completed our addressing when we pressed the Enter/Return key without entering
another name at the "And Send to:" prompt.

Finally, MailMan presented us with the " Select Message option: Transmit now//" prompt. At this prompt,
MailMan allows you to further edit your message and include any delivery options prior to sending
(transmitting) your message (e.g., make the message: priority, closed, confidential, information only,
etc.). The default response was to smply "Transmit now" (send) our message. However, by entering a
question mark ("?") at this prompt, MailMan presented us with alist of additional action codes, which are
described in greater detail on the following pages.
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M essage Subj ects

The subject of the message is shown whenever the message is displayed. It can be from 3 to 65 characters
in length. The message subject cannot be blank. MailMan automatically deletes any leading and trailing
blanks. Also, MailMan reduces any sequence of three or more blanks to two blanks.

If auser enters ablank or null subject, MailMan defaults the subject to "* No Subject *". When a
message whose subject is"* No Subject *" is sent to aremote site, the subject transmitted (in the header
record) isnull. Thisis useful for sending a messageto alist server (to join or drop alist, etc.) whose
subject must be blank and whose text must contain the command to the list server.

Address Functionality

ENTERING USER OR GROUP NAMES

When entering a user or mail group name, MailMan only requires that you enter the first portion of the
last name (user names are not case sensitive); MailMan will find the appropriate person or group based on
your partial entry and automatically display the rest of the name to you. If more than one person or group
is found based on your partial entry, MailMan will allow you to choose from alist. However, youll
narrow your choices by entering more characters of the name.

ADDRESSING RECIPIENTSUSING THEIR DUZ
In addition to entering a user's name, MailMan also allows you to enter a person’'slocal DUZ when
performing the following functions:

* Addressing a message (including forwarding messages)

e Becoming asurrogate

» Filtering mail by sender and/or recipient

»  Searching for messages by sender, recipient, and/or responder

The DUZ is aperson's unique numeric user ID. Thus, if multiple addressees, for example, have similar
names, you can enter their local DUZ instead of their name to choose the specific person.

o You cannot substitute the DUZ for a name when creating members of a personal mail group or
when creating a surrogate for yourself.

MailMan V. 7.1 with Patch 50 introduced new functionality where MailMan can display a user's DUZ
when doing any of the following:

*  Addressing messages.

» Displaying user information with the User Information option available on the Help (User/Group
Info., etc.) menu.
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IRM controls whether or not a user's DUZ is displayed through the SHOW DUZ WHEN ADDRESS
MESSAGE field (#7.3) in the MAILMAN SITE PARAMETERS file (#4.3).

o For more information on the SHOW DUZ WHEN ADDRESS MESSAGE field (#7.3), please refer to
the "New Management Featuresin MailMan V. 7.1 & XM*7.1*50" topic in the "Implementation
and Maintenance" section of the "MailMan V. 7.1 & Patch XM*7.1*50 Technical Manual."

ADDRESSING MAIL TO MAIL GROUPS

MailMan V. 7.1 with Patch 50 introduced new functionality when addressing messages to mail groups.
Mail groups can now be classified as "large" (site-specified) and processed differently from "small-" to
"medium-sized” mail groups. A mail group may be considered "large” when it has alarge number of local
and remote members, member groups, or distribution lists (nationwide mail groups). IRM sets the number
used to indicate when amail group is considered "large” (i.e., BIG GROUP SIZE field (#7.2) in the
MAILMAN SITE PARAMETERSfile (#4.3)).

o For more information on the BIG GROUP S ZE field (#7.2), please refer to the "New Management
Featuresin MailMan V. 7.1 & XM*7.1*50" topic in the "Implementation and Maintenance" section
of the"MailMan V. 7.1 & Patch XM*7.1*50 Technical Manual."

Now, if you address a message to a"large” mail group, MailMan gives you the opportunity to queue
("Later") the message for delivery to that group at alater date and time (background processing).
Previously, MailMan did not give you this option and added every member to the recipient list in the
foreground while you waited. MailMan would display a series of dots while processing those recipients.
Depending on the size of the recipient lit, this could take some time and prevented you from taking any
other actions.

Addressing amessage to a"small-" or "medium-sized" mail group is processed in the foreground as
usual. Also, if you choose to "Later" amessageto a"large” mail group, you will not be able to remove
(minus) members from the group before sending the message. Thus, if you need to selectively remove
(minus) members from the group, you should not "later" the delivery of the message to that group.

If the total number of membersin amail group is equal to or greater than the value in the BIG GROUP
SIZE field, the mail group is considered to be a"large" mail group and treated accordingly. Conversely, if
the total number of membersin amail group are less than this number, they will be treated as "small-" to
"medium-sized”" mail groups and processed in the foreground as usual.

The following examples illustrate addressing a message to a "small-" or "medium-sized" mail group and
toa"large" mail group. For both examples, let's assume that IRM set our BIG GROUP SIZE field to 100.
Thus, any mail group whose total number of membersis equal to or greater than 100 will be considered a
"large" mail group, otherwise it is considered to be a"small-" to "medium-sized" group. Also, for both
examples, we will only show how we addressed the message.
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A mail group is also considered "large" if it contains another mail group or a distribution list.

For our first example, we addressed a message to a"small-" to "medium-sized" mail group, as shown
below:

And Send to: g.isc - SAN FRANCI SCO BASED

44 Local :

DARKGREY, RON TAN, WALLY PUCE, FIL Y., JR BRI GHTRED, CATHERI NE
GREY, EDWARD PURPLE, JEAN BROWN, JCOHN DARKYELLOW ALAN

RED, TAM K. TEAL, MAUREEN DARKBLUE, DANI LA DARKORANGE, STEVEN R
LTRED, JOANNE Pl NK, JAM E BLUE, THOVAS E. FUCHSI A, GARY M

Do you want to see nore nenbers? No// <RET> NO
And Send to: g.isc satELLITE

9 Local:
CYAN, CAMERON GRAY, JCEL YELLOW M KE RED, TAM K.
DARKORANGE, STEVEN R. Sl LVER, SKI P AQUA, ENRI QUE NEUTRAL, CHRI STI NE M

BRI GHTORANGE, PETER
And Send to: -darkGREY, RON
Last used Mail Man: 16 Sep 98 12:
Messagi ng Devel oper Del et ed.

And Send to: -g.isc satELLITE Del eting Menbers ...
9 Local:

OPNMVENT, .
Wewereableto" minus' a

member from the group
befor e sending our message.

CYAN, CAMERON GRAY, JCE
DARKORANGE, STEVEN R Sl LVER, SKI P
BRI GHTORANGE, PETER

Menbers Del et ed. .

YELLOW M KE RED, TAM K.
AQUA, ENRI QUE NEUTRAL, CHRI STI NE M

Wewerealso ableto " minus' a
mail group before sending our
message.

Figure 98: Addressing Mail toa" Small-" or "Medium-sized" Mail Group

In this example (Figure 98), we addressed our message to two groups:
* G.ISC-SAN FRANCISCO BASED
* G.USCSATELLITE

At thefirst "And Send to:" prompt we entered the first portion of the"G.ISC - SAN FRANCISCO
BASED" mail group hame.

MailMan indicated that this group consisted of 44 local members and then displayed the first 16 members
of the group. Since the total number of membersin this group did not exceed our site's BIG GROUP
SIZE (i.e., not a"large" group, 40 < 100), MailMan did not ask us if we wanted to "Later" the message to
the group. However, MailMan did give us the option to list more of the members of the group. In this
case, we did not want to see any more membersin the list so we accepted the "No" default response by
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pressing the Enter/Return key at the "Do you want to see more members? No//" prompt. If we had
answered "Yes," MailMan would have displayed the next block of names and, again, given us the choice
of continuing the list until al members of the group were listed or we answered "No" to displaying any
more members.

At the next "And Send to:" prompt we entered the first portion of the"G.ISC SATELLITE" mail group
name.

MailMan indicated that this group consisted of 9 local members and then displayed all nine members of
the group. Since the total number of members in this group did not exceed our site's BIG GROUP SIZE
(i.e, not a"large" group, 9 < 100), MailMan did not ask us if we wanted to "Later" the message to the

group.

After entering our groups we decided to "minus' a member from the "G.ISC - SAN FRANCISCO
BASED" group before sending the message. In this case, we entered

"-DARKGREY ,RON" at the "And Send to:" prompt. MailMan confirmed that the member was "del eted"
from the recipient list.

We then decided to "minus’ the entire second group (i.e., "G.ISC SATELLITE") by entering "-G.ISC
SATELLITE" at the"And Send to:" prompt. MailMan confirmed that all the membersin the mail group
were "deleted" from the recipient list.
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For our second example (shown in two parts), we addressed a message to a"large’" mail group, as shown
below:

Since M ailM an displayed this message, the
number of membersin the G.FILEMAN
SUPPORT mail group must have met or
exceeded the number in the BIG GROUP SIZE
field set by IRM.

éend mai|l to: BLUE, THOVAS E.// <RET>
Sel ect basket to send to: IN/ <RET>
And Send to: g.fileman suPPORT

This group seens to be fairly big.
If you don't need to 'mnus' anyone fromit,
then you can save some time by queuing this group for 'Later' delivery.

Wuld you like to queue this group for later delivery? NO/ ? Here we displayed

Answer NO i f onlineHelpin

- You need to del ete any group nenbers fromthe nessage. order to see what
choiceswere

Answer YES i f availableto us.

- You don't need to delete any group nenbers fromthe nessage.
- and you'd like to save a bit of tine.

Wwuld you like to queue this group for later delivery? NO/ y <RET> YES

Later Delivery must be at least 5 minutes from now.
When Later: (9/14/98 - 10/14/98): 14 Sep 98@5: 34// <RET> (SEP 14, 1998@l5: 34)

>> Renenber, you won't be able to 'minus' anyone fromthe group. <<
3 Local, 1 Menber G oup(s):

MailM an reminded us

PURPLE, JEAN VH TE, GURBI R KELLYGREEN, LI SA that wecan't " minus"

9 Local: member s from the group.
PURPLE, JEAN RED, TAM K. DARKRED, RI CK TEAL, VARUREEN
DARKBLUE, DANI LA GOLD, M CHAEL UMBER, GECRGE BLACK, DONALD

S| LVER, SKI P

And Send to:

Figure99: (1 of 2) Latering Delivery of aMessagetoa"Large" Mail Group

In Part 1 of addressing a message to a"large’" mail group (Figure 99), we wanted to send the message to a
mail group (i.e., "G.FILEMAN SUPPORT") aswell asindividual recipients. Asour first addressee, we
entered the first portion of the"G.FILEMAN SUPPORT" group name at the "And Send to:" prompt.

MailMan indicated that thiswas a"large" group. Although the total number of members did not exceed
our site's BIG GROUP SIZE (i.e., 100), this group does have a member group and that is enough to have
it considered asa"large" group. Because thiswas a"large" mail group, MailMan gave us the option of
"latering" the message to the mail group.

We decided to display the online help by entering a question mark ("?") at the "Would you like to queue
this group for later delivery? NO//" prompt. MailMan explained our options when "latering” the message
to agroup.
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After reviewing our choices, knowing that we didn't want to "minus’ anyone from the group, we decided
to "later" the message to the group by entering "Yes" at the "Would you like to queue this group for later
delivery? NO//" prompt.

MailMan then asked usto set the date and time to deliver the message to this group. For this example, we
chose the default (five minutesin the future) by pressing the Enter/Return key at the "When Later:
(9/14/98 - 10/14/98): 14 Sep 98@15:34//" prompt.

MailMan displayed the future delivery date (i.e., "SEP 14, 1998@15:34") and reaffirmed the fact that we
would not be able to "minus’ anyone from the mail group. MailMan also listed the al membersin the
mail group.

MailMan then proceeded to prompt us for any additional addressees.

For more information on "latering" a message, please refer to the "Later (‘L:xxx’) Prefix Code" or
"Transmit Later ('L") Action" topics that follow in this chapter.
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The next figure (Figure 100) continues with this example:

And Send to: fuchsi A, GARY M (DUZ 9999) | NFORMATI ON SYSTEMS CENTER
Last used Mail Man: 17 Sep 98 07:43
I f wishes were horses, beggars would ride. We entered additional
And Send to: orange, SUSAN (DUz 7777) VERI FI CATI ON addr essees of our

Last used Mail Man: 16 Sep 98 16:09 message.

And Send to: ??

Sel ect one of the follow ng:

User information

Mai |l Group information

Domai n i nfornati on

Renot e user information

Show current recipients of this nessage

We wanted to see
our current list of
addr essees.

nNWIVOOC

Enter the kind of help you'd like: s <RET> Show current recipients of this
nmessage

Current recipients are:
FUCHSI A, GARY M
BLUE, THOVAS E.

G FI LEVAN SUPPORT
ORANGE, SUSAN
Li ke nore detail? YES// n <RET>

Deliver: 14 Sep 98 16: 26

Hereisour list of
current addr essees.
Notice that the mail
group hasa later
delivery date set.

Sel ect one of the follow ng:

User information

Mai |l Group information
Domai n i nformati on
Renot e user infornation
Show current recipients of this nessage

nWXoVOOC

Enter the kind of help you'd |like: <RET>

And Send to: -orange, SUSAN (DUz 7777) VERI FI CATI ON
Last used Mail Man: 14 Sep 98 16: 09
Del et ed.
But message will still go to all nmenbers of the following later'd group(s):
G FI LEMAN SUPPORT

And Send to: . . .
. We can still " minus' members, however, we can't" minus' any

membersfrom the mail group with a" latered" delivery date.

Figure 100: (2 of 2) Verifying Recipients of a M essage

In Part 2 of this example (Figure 100), we wanted to send the message to some additional recipients:
* FUCHSIA,GARY M.
* ORANGE,SUSAN

As with entering any local MailMan user's name, we only had to enter the first portion of each person's
last name (not case sensitive) or their local DUZs (i.e., numeric user ID) at the "And Send to:" prompt.
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We then entered two question marks ("??") at the next "And Send to:" prompt in order to display the
online Help. MailMan gave us severa help options from which to choose. For this example, we wanted to
confirm the recipients for our message by entering an "S" (Show current recipients of this message) at the
"Enter the kind of help you'd like:" prompt.
MailMan listed our current recipients:

* FUCHSIA,GARY M.

« BLUE,THOMASE.

* G.FILEMAN SUPPORT (Deliver: 14 Sep 98 16:26)

* ORANGE,SUSAN
You'll notice that MailMan displayed the "later" delivery date for the G.FILEMAN SUPPORT mail group

(i.e., Deliver: 14 Sep 98 16:26) that we previously set (Figure 99). online Help, we pressed the
Enter/Return key at the "Enter the kind of help you'd like:" prompt.

Though we can't "minus’ amember from the "latered" mail group, we were able to "minus’ one of our
other recipients before sending the message. In this case, we entered "-ORANGE,SUSAN" at the"And
Send to:" prompt.

MailMan confirmed that the member was "deleted” from the recipient list. MailMan also reiterated that
the message would still be delivered to all members of the G.FILEMAN SUPPORT mail group.
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ADDRESSEE UNKNOWN

If you send a message locally, MailMan will only allow you to enter or choose avalid user as arecipient.
A valid user must have an Access Code and a mailbox, as shown below:

Subj: Test [#1236951] 22 Cct 98 10:30 1 line
From BLUE, THOVAS E. - COWPUTER SPECI ALI ST (San Francisco CIO Field Ofice)
In ' TEST' basket. Page 1

Enter nessage action (in TEST basket): |GNORE// f
Forward mail to: rosey

| f ROSEYPI NK, ROSEMARY is the person you're trying to address, you can't,
because ROSEYPI NK, ROSEMARY doesn't have an access code.
Message addressees nust have an access code and a nail box.

Checking for MAIL NAVE: ROSEY
Not a | ocal user; checking Rembte User Directory: ROSEY Not found.
Forward nail to:

Figure 101: Notification of an Unknown Addressee (1)

When addressing a message, if an addressee is nhot found in the local user file, MailMan asks, "Do you
want to check the REMOTE USER DIRECTORY? No//." Also, if MailMan checks it and finds an entry,
MailMan asks, "OK?" instead of simply selecting it. Thiswill prevent unwanted addressees, because the
REMOTE USER DIRECTORY entry might not be the addressee the sender wants.

Send mai |l to: MAGENTA, M CHAL// MAGENTA, M CHAL

Sel ect basket to send to: IN/

And Send to: appl egreen,john Not found in NEW PERSON file.
Checking for MAIL NAVE: APPLEGREEN, JOHN

Not a local user; want to check the Renpte User Directory? No// y YES
Checki ng Renpte User Directory: APPLEGREEN, JOHN APPLEGREEN, JOHN@XERNEL. | SC-
SF. VA. GOV APPLEGREEN, JOHN

... OK? Yes// (Yes)

Routing to Renpte Address: APPLEGREEN, JOHN@KERNEL. | SC- SF. VA. GOV
And Send to:

Figure 101 - 1: Checking Remote User Directory for Addressee Unknown L ocally
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Also, if you send a message to a remote recipient (e.g., someone on FORUM), MailMan cannot verify the
remote user's name while you are addressing the message. If the user cannot be found on the remote
system (e.g., invalid entry), MailMan will notify you with a message that your mail to that unknown
addressee could not be delivered, as shown below:

Subj: Message not delivered to recipient [#1227769] 04 Sep 98 09: 02

7 lines

From POSTMASTER In 'IN basket. Page 1 *New

Your message [#1227766] We previously tried to send a
SUBJECT: Sending a Message to an Invalid Remote User | Messageaddressed tothis
was not delivered to xxxxxx@ORUM VA. GOV. invalid user nameon

The error nessage was: FORUM. MailM an notified

usthat our message could

Reci pi ent not found not be delivered.
XXXXXX@FORUM VA, GOV> \

Enter nessage action (in IN basket): | GNORE//

Figure 102: Notification of an Unknown Addressee (2)

4-16 MailMan V. 7.1 User Manual July 1999
Patch XM*7.1*50



Sending Mail

RECIPIENT PREFIX CODES

MailMan also allows you to further customize how you send a message to individual recipients by using a
variety of prefix codes. To display thelist of prefix options, enter a question mark ("?") at the "And Send
to:" prompt, as shown below:

: This example beginswith the dialogue

. associated with entering recipients.
D

And Send to: 7 —_

Enter the nanme(s) of the recipient(s) of this nessage
in any of the follow ng formats:

Last nane, first for a user at this site
Last nane, first @GREMOTE-SI TE for a user at another site
(note: DUZ may be used instead of Lastnane,first)

G <gr oup- nanme> for a group of users
D. <devi ce- nane> for a device
* for a limted broadcast or broadcast to all users

(rmust be Postnaster or XMSTAR key hol der)

to send Information only.

Prefi x any user address with "I:'
"C:' to send Carbon copy.
L

Displaying online
Help, MailMan lists
the various prefix

to send Later.
to delete it.

Enter:
G? for a list of groups codes we can use
D. ? for a list of devices while addressing our

message.
Enter '??' for detailed help.

Figure 103: Recipient Prefix Codes

Each of the prefix options are briefly described below:

» Information Only—Send the message to an individual recipient as Information Only (i.e.,
"I:xxx," where "xxx" represents the recipient's name). Thus, the individual specified cannot reply
to the message. However, other recipients on the message can still reply.

o Please note that designating a recipient as " Information Only" is a MailMan-specific
capability that is not recognized by other non-MailMan systems. Therefore, any "1 xxx"
designation isignored when sending a message to a non-MailMan sytem (e.g., Microsoft
Exchange or Outlook).

o For more information on sending a message Information Only, please refer to the
"Information Only ('1') Action" topic that follows in this chapter.
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e Carbon Copy—Send a carbon copy of the message to arecipient (i.e., "C:xxx," where "xxx"
represents the recipient's name).

This feature serves no other function than to highlight a recipient as receiving a carbon
copy. The carbon copy recipient has the same capabilities as any other recipient to the
message.

When doing a query on a message where a recipient was designated to receive a carbon copy, a
"cc:" will precede their name, as shown below:

Subj: Carbon Copy Test [#1226302] 25 Aug 98 14:47 1
From BLUE, THOVAS E. - COWPUTER SPECI ALI ST (San Francj
2 of 2 responses read. In 'TEST basket. Page 1

Thisrecipient receivedh
carbon copy of the
message (designated by
the" cc:"). The sender

must have entered

" C:ORANGE,SUSAN"

at the" And Send to:
prompt" when

designating this person

asarecipient. /

Enter nmessage action (in TEST basket): |GNORE// qd

Subj: Carbon Copy Test [#1226302] 25 Aug 98 14:47 1
From BLUE, THOVAS E. - COWPUTER SPECI ALI ST (San Fra
2 of 2 responses read. In 'TEST' basket.

Local Message-ID: 1226302@ SC- SF. VA. GOV (3 Recy

cc: ORANGE, SUSAN Last read: 25 Aug 98 14:50 (2 of 2 Tresporsesy
[First read: 25 Aug 98 14:438]

FUCHSI A, GARY M Not read.

BLUE, THOVAS E. Last read: 25 Aug 98 14:49 (2 of 2 responses)

[First read: 25 Aug 98 14:47]

Figure 104: Example Showing a Recipient Received a Carbon Copy of the M essage

» Staggered Delivery—Send the message to arecipient at a future date and time (i.e., "L :xxXx,"
where "xxx" represents the recipient's name).

o For moreinformation on the Later prefix code, please refer to the "Later ('L:xxx') Prefix
Code" topic that followsin this chapter.

* Remove Recipient—Remove (minus) arecipient from your list of recipients on a message before
sending it (i.e., "-xxx," where "xxx" represents the recipient's name to be removed)

o For an example using this prefix, please refer to the "Edit Recipients (‘'ER’) Action” topic
and Figure 116 that follows in this chapter.
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BROADCAST MESSAGES

Broadcast messages are messages sent to all local users or a subset of local users on MailMan. These
messages are used to inform (notify) users of general eventsthat affect or involve all or select local users
on MailMan. For example:

» System Messages (e.g., system shutdown notices, new hardware and software installs).

»  Personnel Annoucements (e.g., new policies and procedures, open season for health/life insurance
changes, holiday and |eave information).

*  Genera Public Annoucements (e.g., VA Secretary's daily message, VA-wide conference
information)

»  Site-specific Announcements (e.g., building alerts, local training sessions and seminars)

Users authorized to send Broadcast messagesto all local MailMan users include:
e The Postmaster.
* Any holder of the XMSTAR security key.

Broadcast messages sent to all MailMan local users are automatically sent as "Information Only" (i.e.,
prevents al recipients from replying to the message).

In addition to Broadcast messages to all local users, MailMan Patch XM*7.1* 107 provided the capability
that allows an authorized user to send "Limited" Broadcast messagesto a subset of local users. A subset
of local users might include all users who have a certain primary menu, users who belong to a certain
division, users who hold a specific security key, or any other way that usersin the NEW PERSON file
(#200) might be categorized and specified by asite's IRM.

o For more information on the broadcast categories, please refer to the "Broadcast Messagesto a
Subset of Users—LIMITED BROADCAST Multiple Field" topic in the "Managing MailMan"
section in the "MailMan V. 7.1 & Patch 50 Technical Manual."

Users authorized to send Limited Broadcast messages to a subset of local MailMan usersinclude:

* The Postmaster.
* Any holder of the XMSTAR security key.
e Any holder of the XMSTAR LIMITED security key.
However, unlike Broadcast messages, Local Broadcast messages are not automatically "Information

Only" (i.e., prevents all recipients from replying to your message). However, prior to transmission of a
Limited Broadcast message, the sender can toggle the message as "Information Only."

o For more information on the Information Only Toggle, please refer to the "Information Only ('IN')
Action (Toggle)" topic that follows in this chapter.
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Sending a Broadcast M essage When You Hold the XM STAR Security Key

If you hold the XM STAR security key, MailMan lets you send both "limited" and "regular" broadcast-
type messages, as shown in the following examples (Figure 104a and Figure 104c).

Broadcast Message to All Local Users

The following example illustrates sending a general Broadcast message to all local MailMan users. For
this example the sender holds the XM STAR security key:

Sel ect Mail Man Menu Option: sm <RET> Send a Message . \
After composing our

message and entering a
question mark at the
recipient prompt (" Send
Mail to:"), we see we need to
enter an asterisk ("*")in
order to send a broadcast —

type message. /

Subj ect: Test Al Broadcast
You may enter the text of the nessage...

==[ WRAP ]==[ |INSERT ] =========< Test Al | Broadcast >
I'"'m sending a Test Broadcast nessage to all users.

< T T T T T==>

Send mai |l to: BLUE THOM/ ?
Enter the recipient(s) of this nessage in any of the follow ng formats:
Last nane, first for a user at this site

Last nane, first @GREMOTE-SI TE for a user at another site
(note: DUZ nmay be used, instead of Lastnane,first for |local or renote users)

G <gr oup- nanme> for a mail group
D. <devi ce- nane> for a device
* for a limted broadcast or broadcast to all users

(rmust be Postnaster or XMSTAR key hol der)
Prefi x any user address with '"lI:" to send Information only.
"C' to send Carbon Copy.
"L:' to send Later.
'-' to delete it.

Enter:
G~? for a list of mail groups
D. ? for a list of devices

Based on the format
choices, we entered an If you only held the
asterisk in order to send XMSTARLIMITED
a Broadcast message. security key, you
would not be given
the choices shown.

Enter '??' for detailed help.
Send mai |l to: BLUE, THOM/ *

Sel ect one of the follow ng:

B Broadcast to all l|ocal users

L Li mited broadcast to |ocal users
Br oadcast type: Broadcast to all |ocal users// B <RET> Broadcast to all |ocal
users (Broadcast to all |ocal users)
And Send to: <RET> We choseto send a

"regular" Broadcast

Sel ect Message option: Transmt now / <RET> Sending [100897] message to all users

Sent

Figure 104a: Sending a Broadcast M essage to All Local Users
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Asyou can seein the previous example (Figure 104a), as holders of the XM STAR security key, we
wanted to send a broadcast-type message to al local MailMan users. Thus, we first used the Send a
M essage option to compose our message to be broadcast.

After composing our message, MailMan asked us to choose the recipients. We first entered a question
mark ("?") after the "Send mail to: BLUE, THOM//" prompt in order to see all the valid types of recipient
formats. MailMan displayed the choices; you can see that in order to send any type of Broadcast message
that we need to enter an asterisk ("*"). Thus, since we wanted to send (broadcast) this message to all
users, we entered an asterisk after the "Send mail to: BLUE, THOM//" prompt.

Because we hold the XM STAR security key (in this example), MailMan gave us the option to broadcast
the message to all users or a subset of local users (i.e., a Limited Broadcast). Again, we wanted to
broadcast to all users, so we entered a"B" (Broadcast to al local users) after the "Broadcast type:
Broadcast to all local users//" prompt. We aso could have pressed the Enter/Return key to accept the
default of "Broadcast to all local users.”

MailMan knew we were done addressing the message when we pressed the Enter/Return key at the "And
Send to:" prompt without entering a name.

To transmit the Broadcast message, we pressed the Enter/Return key at the " Select Message option:
Transmit now//" prompt. MailMan then sent our Broadcast message to all local users, automatically
making it "Information Only."

To verify that the Broadcast message was automatically sent as "Information Only," without any
intervention by us (the sender), we opened the message and did a query, as shown below:

Subj: Test Al Broadcast [#100897] 02 May 00 11:32 1 line
From BLUE, THOM (SF CIOFO) In "IN basket. Page 1

I'"'msending a Test Broadcast nessage to all users.

Enter nessage action (in IN basket): lgnore// Q

Subj: Test Al Broadcast [#100897] 02 May 00 11:32 1 line
From BLUE, THOM (SF CIOFO) In 'IN basket.

Local Message-1D: 100897@KAl LMAN. Cl OFO SF. MED. VA. GOV (2 reci pi ents)
"Information only' for all recipients.

/Herewe did aQuery ("Q") on
the Broadcast message. You'll
notice that the message was sent
as" Information Only."

Thi s nessage was addressed as fol |l ows:

* (Broadcast to all |ocal users)

Enter nessage action (in IN basket): I|gnore//

Figure 104b: Verifying that the Broadcast M essage was Sent I nformation Only

After reading the message (Figure 104b, originally created in Figure 104a), we entered a" Q" (Query)
after the "Enter message action (in IN basket): Ignore//" prompt in order to confirm that this Broadcast
message was sent to all users as "Information Only." MailMan conmfirmed this by displaying
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"'Information only' for all recipients' and "* (Broadcast to all local users)" after displaying the
message information.

.
-
¥ or more information on the Query action code, please refer to Error! Reference source not
found. and the "Query ("Q") Action" topic in Chapter 3 in this manual.

Limited Broadcast to a Subset of Local Users

The following example illustrates sending a Limited Broadcast message to a subset of local MailMan
users. For this example the sender holds the XM STAR security key:

Sel ect Mail Man Menu Option: sm <RET> Send a Message
Subj ect: Test Limted Broadcast
You may enter the text of the nessage...

==[ WRAP ] ==[ | NSERT ] ===========< Test Broadcast >==========[ <PF1>H=Hel p ] ====
Announcenent to all holders of the XMSTAR LI M TED key.

< T T T T 74 Weentered an T >
asterisk in order to
send a Broadcast

Send mai |l to: BLUE, THOM/ * message.

Sel ect one of the foll ow ng:

B Broadcast to all |ocal users
L Limted broadcast to | ocal users
Br oadcast type: Broadcast to all local users// L <RET> Limted broadcast to

| ocal users

Sel ect LI M TED BROADCAST: 2
Answer with LI M TED BROADCAST
Choose from

We choseto send a

DI VI SI ON "Limited" Broadcast

KEY message.

PRI MARY MENU

SERVI CE/ SECTI ON
Sel ect LIM TED BROADCAST: key <RET> Wewanted this" Limited"
Select Limted Broadcast KEY: XMSTAR LI M TED Broadcast message sent only
Li m ted broadcast recipients: to userswho hold the

XMSTAR LIMITED security

BLUE, THOM key.

And Send to: <RET>

Sel ect Message option: Transmt now / <RET> Sending [100895]...
Sent

Figure 104c: Sending a Limited Broadcast M essage
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Asyou can see in this example (Figure 104c), as holders of the XM STAR security key, we wanted to
send a Limited Broadcast message to a subset of local MailMan users. Thus, we first used the Send a
M essage option to compose our message to be broadcast.

After composing our message, MailMan asked us to choose the recipients. Since we wanted to send a
Limited Broadcast message to a subset of local users, we entered an asterisk after the "Send mail to:
BLUE, THOM//" prompt.

Because we hold the XM STAR security key (in this example), MailMan gave us the option to broadcast
the message to all users or a subset of local users (i.e., aLimited Broadcast). Again, we wanted to
broadcast to a subset of users, so we entered an "L" (Limited broadcast to local users) after the "Broadcast
type: Broadcast to all local users//" prompt.

. Y

=

> |f we only held the XMSTAR LIMITED security key, MailMan would not have given us the choice to
send a Broadcast message to all local users. It would have chosen "L" (Limited broadcast to local

users) for us.

MailMan knew we were done addressing the message when we pressed the Enter/Return key at the "And
Send to:" prompt without entering a name.

To transmit the Broadcast message, we pressed the Enter/Return key at the " Select M essage option:
Transmit now//" prompt. MailMan then sent our Broadcast message to all local users.

o Unlike the Broadcast message to all local users, if you want a Limited Broadcast message to be
"Information Only" you have to specify it yourself.

To verify the address information for the Limited Broadcast message, we opened the message and did a
guery, as shown below:

Subj: Test Linmited Broadcast [#100895] 10 May 00 15:53 1 line
From BLUE, THOM (SF CIOFO) In 'IN basket. Page 1

Announcenent to all holders of the XMSTAR LI M TED key.
Enter nessage action (in IN basket): lgnore// Q

Subj: Test Linmted Broadcast [#100895] 10 May 00 15:53 1 line
From BLUE, THOM (SF CIOFO) In 'IN basket.

Local Message-1D: 100895@Al LMAN. Cl OFO SF. MED. VA. GOV (2 reci pi ents)

Thi s nmessage was addressed as foll ows: ﬁethreecomponentsof the address
*: KEY; XMSTAR LI M TED for a Limited Broadcast message

(separ ated by semi-colons).

Enter nessage action (in IN basket): I|gnore//

Figure 104d: Querying a Limited Broadcast M essage
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After reading the Limited Broadcast message (Figure 104d, originally created in Figure 104c), we entered
a"Q" (Query) after the "Enter message action (in IN basket): Ignore//" prompt in order to display the
address information for this message. As you can see, MailMan indicated that thiswas a Limited
Broadcast message by displaying the three componets of the address separated by semicolons (i.e.,
"*KEY;XMSTAR LIMITED"). The three componets indicate the following:

» * (Asterisk)—Thisis abroadcast-type message.
« KEY—Themessageislimited to local usersthat hold a specific security key.

e XMSTAR LIMITED—The messageis limited to local usersthat hold the XMSTAR LIMITED
security key.

o Compare this query with the query done for the Broadcast message sent to all local users
(i.e., Figure 104b).

o For more information on the Query action code, please refer to Error! Reference source not
found. and the "Query ("Q") Action" topic in Chapter 3 in this manual.

Trying to Send a Broadcast M essage When You Don't Hold the Proper Security Keys
The following example illustrates what happens when you try sending any type of Broadcast message

(i.e., Broadcast or Limited Broadcast) when you (the sender) don't hold the proper security keys (i.e.,
XMSTAR or XMSTAR LIMITED):

Sel ect Mail Man Menu Option: sm <RET> Send a Message
Subj ect: Test Broadcast, No Key
You may enter the text of the nessage...

==[ WRAP ]==[ |INSERT ] ========< Test Broadcast No Key >======[ <PF1>H=Help ] ====
Test sending a Broadcast nmessage without hol ding the proper security keys.

< T T T T T T T T T

Send mai |l to: BLUE, THOM/ *

Only the Postnaster or XMSTAR key hol ders nmay broadcast nessages.
Send mail to: BLUE, THOM/ ~

Shall we forget the whole thing? No// y <RET> YES

Figure 104e: Tryingto Send a Broadcast M essage Without Holding the Proper Security Keys
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In this example (Figure 104¢), since we do not hold the XMSTAR or XMSTAR LIMITED security keys,
MailMan will not let us send a broadcast-type message of any kind, as evidenced by MailMan's response
when we enter an asterisk ("*") at the "Send mail to: BLUE, THOM// " prompt.
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Delivery Options—I mmediate, Deferred, and/or Stagger ed
Besides sending a message immediately (Transmit Now), MailMan V. 7.1 with Patch 50 allows you to
send messages at different dates and times per recipient or per message. Y ou can do any of the following:

e Transmit Now (default)—Using the Transmit Now action code, you can send the message to all
recipientsimmediately.

= [or more information on the Transmit Now action code, please refer to the " Transmit Now
('T") Action" topic that follows in this chapter.

» Deferred Send—Using the Transmit Later action code, you can specify alater delivery date and
time (up to one year into the future) of a message for all recipients.

@

For more information on the Transmit Later action code, please refer to the " Transmit
Later ('L") Action" topic that follows in this chapter.

» Staggered Delivery—Using the Later prefix code, you can specify a different, later delivery date
and time (from at least five minutes up to one month into the future) of a message for each
recipient.

For moreinformation on the Later prefix code, please refer to the "Later ('L:xxx") Prefix
Code" topic that followsin this chapter.
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Later (" L:xxx") Prefix Code

The"L:xxx" prefix code (where "xxx" represents the recipient's name) is an additional prefix code
introduced with MailMan V. 7.1 with Patch 50. It allows you to individually enter a specific delivery date
and time (from at least five minutes into the future up to one month) for each recipient of a message. You
can use this prefix code in conjunction with either the Transmit Now (send the message immediately) or
the Deferred Send (send the message later) action codes.

For example, if you want afew recipients from the list of the recipients of your message to receive the
message at a much later date and time, you could first use the staggered delivery function to specify the
later delivery date and time for those specific recipients and then send the message using either the
Transmit Now or Deferred Send action codes.

After the message with staggered delivery dates and times has been sent, and before it has been delivered
to the staggered recipients, doing a query on the message will show the intended delivery dates and times
for those recipients.

After the message with staggered delivery dates and times has actually been delivered to the recipients,
doing a query on the message will indicate that the message was "forwarded" to the recipients.

Q

g‘ﬁ
Here'satip—t could be helpful to use staggered delivery of a message when working on a project
or task that must be done in several steps and a different person must perform each step. You could
send a message out to all the participants (recipients), staggering the delivery for each person so
that they only receive the message when it was time for themto performtheir step (after the
previous person should have accomplished the prerequisite step). Finally, you could also later the
message to yourself to be made new for you after the last step is completed. That way you could
verify that all steps have been completed and the project is done.
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As with other prefix codes, you specify this when entering the recipient at the "And Send to:" prompt, as

shown below:

Sel ect Mail Man Menu Opti on:
Subj ect :

==[ WRAP ]==[ | NSERT ]

sm <RET>
St aggered Delivery Test
You may enter the text of the nessage...

===< Another Late Delivery Test, Pl
Testing a nessage with staggered delivery dates.

Send a Message

>==[ <PFl>H=Hel p ]

Last nane, first
Last nane, first @GREMOTE- SI TE
(note:

Prefix any user address with

Enter the nanme(s) of the recipient(s) of this nessage
in any of the follow ng formats:

for a
for a
DUZ may be used instead

< T T T T T T T T T=> T
After entering a question
Send mail to: BLUE, THOMAS E.// ? mark, MailM an displays

the Help available when
addressing mail.

user at this site
user at another site
of Lastnane, first)

G <gr oup- nane> for a group of users

D. <devi ce- nane> for a device

* for a limted broadcast or broad
(rmust be Postnaster or XMSTAR k

to send Information only.

PRt Ll

These arethe available
prefix codes, we will
demonstrate the L ater
prefix below.

e
'"C:' to send Carbon copy.
'"L:' to send Later.
-' to delete it.

Ent er:

G~? for a list of groups

D. ? for a list of devices

Enter '??' for detailed help.

Send mail| to: BLUE, THOMAS E.// |: bl ue, THOVAS E.

Sel ect basket to send to: IN/ <RET>

Herewe've " latered" the
message to our selves. It will
be made new again on
8/27/98 at 8:00 a.m.

Later Delivery must be at least 5 minutes from now.
When Later: (8/26/98 - 9/26/98): 26 Aug 98@8: 05// 8/27/98@B: 00a <RET> (AUG 27,
1998@8: 00)
Figure 105: Staggering the Delivery of a M essage for Each Recipient
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Figure 105 (continued): Now we're” latering” the

message to each recipient.
You can enter any valid VA

And Send to: I:fuchsiA GARY M (DUZ 9999) | NFORVATI ON | FileMan date and time.
Last used Mail Man: 26 Aug 98 06: 46 Enter a question mark here
If wi shes were horses, beggars would ride. to seevalid entries.

B

Later Delivery must be at least 5 mnutes from now.
When Later: (8/26/98 - 9/26/98): 26 Aug 98@8: 06// 8/27/98@: 00a <RET> (AUG 27,
1998@6: 00)
And Send to: L:mageNTA M CHAL (DUZ 8888) | NFORMATI ON SYSTEMS CENTER
Last used Mail Man: 26 Aug 98 06: 30
The closer | get to my goal, the better ny chance of discovering what
it is. Ashl ey Brilliant

Later Delivery must be at least 5 mnutes from now.
When Later: (8/26/98 - 9/26/98): 26 Aug 98@8: 07// 8/27/98@:00a <RET> (AUG 27,

1998@7: 00) _
And Send to: <RET> We are sending the message now,
however, it won't be delivered to
Sel ect Message option: Transnmit now / <RET> Michal or Gary untill later. It will be
Sendi ng [1226401] Sent delivered to usimmediately.
\

Figure 105: Staggering the Delivery of a M essage for Each Recipient (continued)

As you can see from the previous example (Figure 105), during the addressing of our message, we first
entered a question mark ("?") at the "Send mail to: BLUE,THOMAS E.//" prompt in order to display the
Help information for this prompt. MailMan indicated the valid name information and also displayed the
prefix codes we could use. We decided to stagger the delivery of this message to each recipient, including
ourselves, using the "Later" prefix code prior to the recipients name (i.e., "L:" prefix).

We decided to "later" the message in our "IN" mail basket by first entering "I:blue" at the "Send mail to:
BLUE,THOMASE.//" prompt.

We accepted the default basket (i.e., "IN") by pressing the Enter/Return key at the " Select basket to send
to: IN//" prompt. Besides this "later" message, it will also be delivered to our "IN" basket immediately, as
usual.

MailMan then prompted us to enter the "Later" date and time to deliver the message to ourselves (i.e.,
make New again). We entered "8/27/98@8:00a" at the "When Later: (8/26/98 - 9/26/98): 26 Aug
98@08:05//" prompt and MailMan redisplayed the full date to us (i.e., "AUG 27, 1998@08:00"). The
default response will be five minutes into the future.

o MailMan will not actually send another copy of the message to us but will make the message New
again on 8/27/98 at 8:00 a.m. If we have deleted it, MailMan will redeliver it.

For our first recipient (i.e., FUCHSIA,GARY M.), we wanted to send the message on 8/27/98 at 6:00 a.m.
To do thiswe entered "l:fuchsi" at the "And Send to:" prompt.
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MailMan then prompted usto enter the "Later" date and time to deliver the message to this recipient. We
entered "8/27/98@6:00a" at the "When Later: (8/26/98 - 9/26/98): 26 Aug 98@08:06//" prompt and
MailMan redisplayed the full date to us (i.e., "AUG 27, 1998@06:00").

For our second recipient (i.e., MAGENTA,MICHAL), we wanted to send the message on 8/27/98 at 7:00
am. To do thiswe entered "L :mage" after the next "And Send to:" prompt. Again MailMan found the
user and displayed the rest of her name to us.

MailMan then prompted us to enter the "Later" date and time to deliver the message to this recipient. We
entered "8/27:98@7:00a" at the "When Later: (8/26/98 - 9/26/98): 26 Aug 98@08:07//" prompt and
MailMan redisplayed the full dateto us (i.e., "TAUG 27, 1998@07:00").

Even though MailMan indicates the message had been sent, it will not be delivered to the recipients with
staggered delivery dates until the prescribed date and time is reached.

In all cases, MailMan only allowed us to project a date within a prescribed period of time (from five
minutes to one month in the future). For this example, we could send the message from 8/26/98 (the date
we were sending the message, at |east five minutesinto the future) through 9/26/98.

MailMan will deliver the message to the recipients at the specified dates and times indicated below:

Recipient Name Delivery Date & Time (Stagger ed)
BLUE, THOMAS E. (Sender) August 26, 1998, immediately
BLUE,THOMASE. (Sender) August 27, 1998 at 8:00 am. (as New)
FUCHSIA,GARY M. August 27, 1998 at 6:00 a.m.
MAGENTA MICHAL August 27, 1998 at 7:00 a.m.
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Doing a Query ("Q") on a message with staggered delivery shows the following information:

Subj: Staggered Delivery Test [#1226401]

26 Aug 98 08:02 1 line

From BLUE, THOMAS E. - COWMPUTER SPECI ALI ST (San Francisco CIO Field Ofice)
In "IN basket. Page 1

Testing a nmessage with staggered delivery dates. MailM an displaysthe
date and time this
message will be" New'

for us.

Ent er nessage action (in TEST basket): IGNORE// g

Subj: Staggered Delivery Test [#1226401]
26 Aug 98 08:02 1 line

From BLUE, THOMAS E. - COWPUTER SPECI ALI ST (San Franci scg
In ' TEST' basket.

d Ofice)

Local Message-1D: 1226401@ SC-SF. VA. GOV (1 M ailM an also
Message will be NEWon: 27 Aug 98 08: 00 displaysthe
Thi s nessage was addressed as foll ows: staggered
delivery dates
BLUE, THOVAS E. and timesfor
FUCHSI A, GARY M for delivery 27 Aug 98 06: 00 by BLUE, THOVAS E. each recipient.

MAGENTA, M CHAL for delivery 27 Aug 98 07:00 by BLUE, THOVAS E.

Ent er nessage action (in TEST basket): | GNORE//

Figure 106: Doing a Query on a M essage with Staggered Delivery

o For more information on the Query action code, please refer to Error! Reference source not
found. and the "Query ('Q') Action" topic in Chapter3 in this manual.
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Doing a Query Detailed ("QD"™) on the message with staggered delivery, before the message is delivered
to the recipients, shows the following information:

Subj: Staggered Delivery Test [#1226401]
26 Aug 98 08:02 1 Iine / _ \
From BLUE, THOMAS E. - COVPUTER SPECI ALI ST (San Francisco C ¢ Beforethedelivery

In "IN basket. Page 1 date and time and
------------------------------------------------------------- using the Query
Testing a nessage with staggered delivery dates. Detailed action code,

MailMan only

Enter nessage action (in TEST basket): |IGNORE// qd displaysinformation

Subj: Staggered Delivery Test [#1226401] on us (sender)

26 Aug 98 08:02 1 line because the message

From BLUE, THOVAS E. - COMPUTER SPECI ALI ST (San Franci sco hasn't been delivered

In "IN basket. to the other
recipientsyet.

Local Message-1D: 1226401@ SC- SF. VA. GOV (1 Reci pi ent) /

BLUE, THOVAS E. Last read: 26 Aug 98 08:02 [First read: 26 Aug 98 08: 02]

Ent er nessage action (in TEST basket): | GNORE/ /

Figure 107: Doing a Query Detail on a M essage with Staggered Delivery (1)

Doing another Query Detailed ("QD") on the message with staggered delivery, after the message has been
delivered to the recipients, shows the following:

After the delivery date \
and time and using the
Query Detailed action
code, MailM an now
displaysinformation on
Subj : Staggered Delivery Test [#1226401] us (sender) and the other

26 Aug 98 08:02 2 lines . recipients. Also, notice
From BLUE, THOVAS E. - COWPUTER SPECI ALI ST (San Francisco Cl that the message shows it

In "IN basket. was" Forwarded by:" us

Local Message-ID: 1226401@ SC- SF. VA. GOV (3 Reci pi ents) to each recipient.

FUCHSI A, GARY M Last read: 27 Aug 98 06:38 [First read: 27 Aug 98 06: 38]
Forwar ded by: BLUE, THOMAS E. 27 Aug 98 06: 00

MAGENTA, M CHAL Not read. Forwarded by: BLUE, THOVAS E. 27 Aug 98 07: 00

BLUE, THOVAS E. Last read: 27 Aug 98 08:49 [First read: 26 Aug 98 08: 02]

Enter nessage action (in TEST basket): | GNORE//

Figure 108: Doing a Query Detail on a M essage with Staggered Delivery (2)

o For more information on the Query Detailed action code, please refer to Error! Reference source
not found. and the "Query Detailed (‘QD") Action" topic in Chapter 3 in this manual.
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Completing an Interrupted M essage

If you are in the middle of composing or addressing a message and are inadvertently logged off the
system, MailMan will automatically place you back into your editor to compl ete the message when you
re-enter MailMan, as shown below:

Sel ect |1 SC OFFI CE MENU OPTIONS Option: 4 Mail Man Menu

You have an unsent nessage in your buffer.
Subj : Test

You may have | ost some of the text.

You nust re-enter recipients and any special handling instructions.
You may edit the text of the nessage...

—=[ WRAP ]==[ | NSERT ] < Test Z\/IailMan notifies you of
Here |'mentering ny nessage text an unsent message and

automatically placesyou
in the editor to complete
< T T T T T T it.

Figure 109: MailM an Notifies You When You Have an Unsent M essage

Before the main MailMan Menu is displayed, MailMan will inform you about any unsent message and
automatically place you into your editor where you can complete your message as usual.
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Sending Mail Using the P-MESSAGE Device

Rather than printing information (e.g., areport or listing) to the screen or a printer, the P-MESSAGE
device can be used to send a mail message to yourself and/or others that contains the information.

For example, you may want to keep a copy of areport by sending it to yourself in a mail message by
directing the report to the P-MESSAGE device, as shown below:

Sel ect Mail Man Menu Option: other Mil Man Functions

Here we've chosen to print our
report to the P-MESSAGE
device.

Report on Later'd Messages
Change/ Del ete Later'd Messages
Mai | box Contents List

Sel ect Ot her Mail Man Functj Ton: report on Later'd Messages
DEVI CE: HOVE// p-nessage <RET> P- MESSAGE- HFS HFS FI LE=>MESSAGE

. TN
Movi ng text to Mail Man message... (Creating now) MailM an creates a new
Subj ect: Latered Messages Report as of 2/11/99 message to contain the report
: _ and asks usto enter a subject.
End of file reached v,

Sel ect one of the foll ow ng:

MailM an lets us choose if we want the

M Me :

) Post mast er message to be from usor the _
POSTMASTER. Here we've displayed the

From whom Me// ? Help to explain the difference.

I

Answer 'Me' if the nessage should be fromyou.
If you send this to yourself, it will not be delivered newto you,
but you will be able to edit it, if you don't send it to anyone el se.

Answer ' Postnaster' if the message should be fromthe Postnaster.
If you send this to yourself, it will be delivered newto you,
but you will not be able to edit it.

Sel ect one of the follow ng:

M Me In this case, we chose to have
P Post mast er the message come from the
POSTMASTER.

From whom Me// post <RET> Postnaster
Send mai | to: BLUE, THOMAS E.// <RET>
Sel ect basket to send to: IN/ <RET>
And Send to: <RET>

Message subject: Latered Messages Report as of 10/21/98, Message nunber: 1236565

Figure 110: Using the P-M ESSAGE Device
For this example (Figure 110), we wanted to print areport on "latered" messages to an e-mail message

that we would send to ourselves.
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After choosing the Report on Later'd Messages option on the Other MailMan Functions menu, we chose
to print the report to the P-MESSAGE device by entering "P-M ESSAGE" at the "DEVICE: HOME//"
prompt.

When printing to the P-MESSAGE device, MailMan prompted us to enter a subject for the message that
would contain the report. In this case, we entered "L atered M essages Report as of 2/11/99" at the
"Subject:" prompt.

MailMan gives you the choice of having the message come from yourself or the Postmaster, in this case,
the default is to have messages sent to the P-MESSAGE device come from us (i.e., "Me"). Since we did
not need to edit the message, we had it come from the Postmaster by entering "post” (i.e., Postmaster)
after the "From whom: Me//" prompt. Thus, it would appear as "new" in our mailbox.

Also, we chose to only address the message to ourselves. When the addressing was complete, MailMan
indicated that the message had been sent.

o You can use the User Options Edit option to set the P-MESSAGE FROM field default value. For
mor e information on the P-MESSAGE FROM field, please refer to the "P-MESSAGE From'" topic
in Chapter 3 in the"MailMan V. 7.1 & Patch XM* 7.1* 50 Getting Started Manual ."

When we look at this message we see that it came from the Postmaster rather than ourselves, as shown
below:

Subj: Latered Messages Report as of 2/11/98 [#1236565] 11 Feb 99 07:28 4 lines

From POSTMASTER In 'IN basket. Page 1 *New

Later'd Messages Report for: BLUE, THOVAS E. Page: 1
Dat e Basket Message Subj ect

Jul 03, 1999 TEST 1229871 test 2

Enter nessage action (in IN basket): | GNORE//

Figure 111: Sample Report Printed to the P-M ESSAGE Device

Because the message came from the Postmaster, it was flagged as "new." Thus, we knew when it had
been delivered.

o For more information on the Other MailMan Functions and Report on Later'd Messages options,

please refer to Chapter 10 in this manual.
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Here'satip—Let's say you're viewing a laboratory report online and want to show it to several
other people. Rather than printing the report, photocopying it, and distributing it to all of the other
people yourself, print the report to P-MESSAGE and et MailMan copy and distribute the report
automatically via a mail message.
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Action Codes—Sending M essages

The following tablelists all of the possible actions that you can perform when sending a message. Some
of these codes were introduced with MailMan V. 7.1 with Patch 50. Also, some actions are not "new" but
they may be associated with a new action code or a previous action code is now used for adifferent action

with Patch 50:
Action Code | Action Description
B Backup—Back up to review the message you were just editing before you send
it.
C Confidential Toggle—Toggle whether or not a message can only be read by the
designated recipient and not their surrogate(s), depending on the current setting.
(This action code was changed with Patch 50.)
D Delivery Basket Set—Specify the delivery basket to send the message for all
recipients. However, each recipient controls how they actually will receive the
mail. (Thisis action code was created with Patch 50.)
ER Edit Recipients—Edit just the recipients of your message. (This action code
was created with Patch 50.)
ES Edit Subject—Edit just the text in the subject of your message. (This action
code was created with Patch 50.)
ET Edit Text—Edit just the text in the body of your message. (This action code was
created with Patch 50.)
| Information Only Toggle—Toggle whether or not a message prevents reci pients
from replying, depending on the current setting. (This action code was created
with Patch 50.)
L Transmit later—Send your message to all addressees at a specified date and
time. (Thisis action code was created with Patch 50.)
NS Network Signature—Append a Network Signature to the text of your message.
(This action code was created with Patch XM*7.1*110.)
P Priority Delivery Toggle—Toggle whether or not a message is sent as priority
mail, depending on the current setting.
Table 4: Action Codes—Sending M essages
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Table 4 (continued):

Action Code | Action Description

R Confirm Receipt Toggle—Toggle whether or not a message will send you a
notification message when a recipient has opened your message, depending on
the current setting. (This action code was created with Patch 50.)

S Scramble Text With Password—Scrambles your message text when passing
sensitive or private information. Recipient(s) must be given a" Scramble Hint"
to decipher the password to unscramble and read the message.

T Transmit Now—Immediately send your message to all addressees.

V V aporize date set—Automatically set your message for deletion from all
recipients mailboxes at a specified date and time. However, recipients can edit
this date for themselves. (This action code was created with Patch 50.)

X Closed Message Toggle—Toggle whether or not a message prevents recipients
from forwarding your message, depending on the current setting. (This action
code was created with Patch 50.)

AN Up-arrow (""" Shift-6 key on most keyboards)—Cancel your message before

sendingit. (Available at any prompt during the send process.)

Table 4: Action Codes—Sending M essages (continued)

o Each action code is described in greater detail bel ow.
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Backup ("B") Action

Asyou can see from the list of action codes associated with sending a message (Table 4 in this chapter),
you can use the Backup action code (i.e., "B") to review a message before you send it.

To review amessage (i.e., back up) before sending it, enter a"B" at the " Select Message option:
Transmit now//" prompt, as shown below:

Sel ect Message option: Transmit now / B <RET> Backup to revi ew nessage

Subj: Sending a Message [#1224707] 1line
From In'"' basket. Page 1

Here | am conposing a nmessage to send to several recipients as a test.

Sel ect Message option: Transmit now /

Figure 112: Reviewing a M essage Before Sending It

In this example (Figure 112), we entered a"B" at the " Select Message option: Transmit now//" prompt.
MailMan immediately backed up to the top of our message, including the message header. Y ou'll notice
the message header is not complete. The "From:" portion of the header is missing the basket and sender's
name, because this message hasn't been sent yet.

After completing the backup action (reviewing the message), MailMan returned us to the send message
action prompt where we could take any additional actions on this message before sending it (e.g., edit the
text, edit the subject, or edit the recipients, make it a priority message, etc.).

o For the preliminary steps of creating a new message prior to the " Select Message option: Transmit
now//" prompt (i.e., subject, message text, address information), please refer to the "SML—Send a
Message Option" topic and Figure 97 previously described in this chapter.
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Confidential (" C") Action (Toggle)

Asyou can see from the list of action codes associated with sending a message (Table 4 in this chapter),
you can use the Confidential action code (i.e., "C") to only alow the designated recipient(s) and not their
surrogate(s) to read the message you are sending. Thisis atoggle action code. If you enter "C" again, the
message will no longer be confidential.

The"C" action code is not new. However, the action associated with it is new with Patch 50. Prior to
Patch 50, the " C" action code was used to confirm if a message had been read, now the "C" action code
will make your message confidential.

= [or more information on the Confirm Receipt action code, please refer to the " Confirm Receipt
('R) Action" topic that followsin this chapter.

To send a confidential message, enter a"C" at the " Select Message option: Transmit now//" prompt, as
shown below:

Sel ect Message option: Transmit now/ C <RET> Confidential (surrogate can't

r ead)
Message fl agged ' Confidential’

Sel ect Message option: Transmit now /

Figure 113: Designating a M essage as Confidential

Simply by enteringa"C" at the "Select Message option: Transmit now//" prompt (Figure 113), we asked
MailMan to make our message confidential so that only the recipient(s) can read this message and not
their surrogate(s), unless a surrogate trying to read the message is the same surrogate who sent it.
MailMan confirmed that our message was now confidential by displaying "Message flagged
‘Confidentia'."

After we made the message confidential, MailMan returned us to the send message action prompt where
we could take any additional actions on this message before sending it.

o For the preliminary steps of creating a new message prior to the " Select Message option: Transmit
now//" prompt (i.e., subject, message text, address information), please refer to the "SML—Send a
Message Option" topic and Figure 97 previously described in this chapter.
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If asurrogate tries to read a confidential message and they weren't the surrogate who sent it, MailMan
displays a message, as shown below:

Sel ect Mail Man Menu Option: aml <RET> Become a Surrogate (SHARED, MAIL or O her)
Sel ect NEW PERSON NAME: SHARED, MAI L/ / bl ue, THOVAS E. Read Privilege 19 New
Msgs

VA Mail Man 7.1 service for BLUE. THOVAS E+@ SC- SF. VA. GOV
(Surrogate: MAGENTA, M CHAL)

BLUE, THOMAS E. | ast used Mail Man: 19 Aug 98 13: 13

BLUE, THOVAS E.'s current banner: "Read the Manual .... Pl ease!"

BLUE, THOMAS E. has 1 new nessage.

NML New Messages and Responses

RML Read/ Manage Messages

SML Send a Message
Query/ Search for Messages

AML Become a Surrogate (SHARED, MAIL or O her)
Personal Preferences ...

. ; Thismessage
G her Mai |l Man Functions ... was sent
Help (User/Goup Info., etc.) . ; .
BLUE, THOMAS E. has 1 new nessage. (Last arrival: 19 Aug 98 13:17) confidential so
Sel ect Mail Man Menu Option: NML <RET> New Messages and Responsep surrogat?
can't read it.

You have new mail in nore than one basket.

Sel ect New mail option: Read new mail by basket// LN <REZ Li st all new nessages

*=New/ ! =Priority..................... Subject........ ZLines. From ... .. Read/ Rcvd
* 1. IN [ 1225525] 19 Aug 98 Confidenti al 1 FUCHSI A, GARY M

Ent er nessage nunber or command: 1 g

Surrogates nmay not read CONFI DENTI AL nessages.
Press RETURN to conti nue:

Figure 114: Surrogates & Confidential M essages

o Recipients of a confidential message can still forward the message. However, confidential messages
cannot be sent or forwarded to SHARED,MAIL. For more information on SHARED,MAIL and
surrogates, please refer to Chapter 8 in this manual.
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Delivery Basket Set (" D") Action

Thisisanew action code introduced with MailMan V. 7.1 with Patch 50. As you can see from the list of
action codes associated with sending a message (Table 4 in this chapter), you can use the Delivery Basket
Set action code (i.e., "D") to specify the intended delivery mail basket for al recipients of the message
you are sending. Depending on how each recipient has set their delivery basket privileges using the
Delivery Basket Edit option on the Personal Preferences menu, the message may or may not be delivered
to the intended basket set by you. However, the message will still be delivered to each recipient's
mailbox. The delivery basket specified remainsin effect, even if arecipient forwards the message to
another MailMan user.

= [or more information on the Delivery Basket Edit option or the Personal Preferences option,
please refer to the "How to Set Your Delivery Basket Privileges' topic in Chapter 2 in the
"MailMan V. 7.1 & Patch XM*7.1*50 Getting Started Manual."

Setting a delivery basket overrides any filters created by arecipient of the message. Also, if allowed by a
recipient and the mail basket specified does not already exist, MailMan will create the new delivery mail
basket for that recipient.

o For more information on mail filters, please refer to Chapter 6 in this manual.
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To set the delivery basket for a message, enter a"D" at the " Select Message option: Transmit now//"

prompt, as shown below:
MailM an automatically
displaysthisHelp text.

Sel ect Message option: Transmit now / D <RET> Delivery basket set \
The delivery basket is the basket to which this nessage shoul d be delivered
for all recipients (even future ones, should the nmessage be forwarded).

Any nessage filters, which the recipient mght have, are ignored.
If the basket does not exist, it will be created.

Not e: The recipi ents nust have chosen to allow delivery baskets by setting
ACCEPT DELI VERY BASKET? under 'Personal Preferences|Delivery Basket Edit'
to one of the follow ng:
YES - I f basket doesn't exist, create it, and deliver the nmessage to it.
EXIST - If the basket already exists, then deliver the nessage to it.

El se, just deliver the nmessage as usual .
SELECT - If the basket already exists AND accepts such nessages,

then deliver the nmessage to it.

El se, just deliver the nessage as usual .
If the recipient has not set this field or has set it to NO then
t he nessage woul d be delivered as usual.

Sel ect delivery basket: ?

Answer w th BASKET We chose to enter a new
Do you want the entire BASKET List? n <REWI,de”Very oo ant j
Sel ect delivery basket: Test Messages

—
Are you adding ' Test Messages' as a new BASKET? No// y <RET> (Yes)

Sel ect Message option: Transmit now /

Figure 115: Sending a M essage to a Specific Delivery Basket

For this example (Figure 115), we decided to specify the delivery basket we'd like the message to be
delivered to for each recipient of our message. Thus, we entered a"D" (Delivery Basket action code) at
the "Select Message option: Transmit now//" prompt.

MailMan then displayed the description and restrictions of this option.

MailMan then asked us to specify a delivery basket. Initially we entered a question mark ("?") at the
"Select delivery basket:" prompt in order to find out what we should enter at this prompt. MailMan
indicated to us that we could enter any of our own existing mail baskets and gave us the option to display
our current list of mail baskets. Since you generally send yourself a copy of your own message, MailMan
asks you to choose a basket from your own list of mail baskets. In this case, we declined displaying the
basket list by entering "No" at the "Do you want the entire BASKET List?' prompt. In this example, we
decide to specify anew delivery basket (not currently in our list of mail baskets) by entering the new mail
basket's name at the " Select delivery basket:" prompt (i.e., "Test Messages'). MailMan recognized this
mail basket as being new and prompted us to confirm that we intended on creating a new basket. Since we
did, we entered "Yes" at the "Are you adding 'Test Messages as anew BASKET? No//" prompt.

o Though a delivery basket you specify may be new to your own list of mail baskets, it might not be
new for the recipients of your message.
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After MailMan created the new delivery mail basket, MailMan returned us to the send message action
prompt where we could take any additional actions on this message before sending it.

When we send (transmit) this message (Figure 115), it will be delivered according to the recipient's
delivery basket privileges. Thus, if the recipient's delivery basket privileges are set to:

YES, ACCEPT I T—Our message will be delivered to the basket we designated (i.e., "Test
Messages"). If the recipient doesn't have a mail basket called "Test Messages," it will
automatically be created and our message will be delivered to it. This setting allows sendersto
create anew mail basket in arecipient's mailbox.

NO, DON'T ACCEPT | T—Our message will not be delivered to the basket we designated (i.e.,
"Test Messages"). If the recipient's mail filters don't automatically reroute the mail to another
mail basket, it will be delivered to their "IN" basket. This setting doesn't allow sendersto create a
new mail basket in arecipient's mailbox.

EXISTING BASKETS ONLY—If the recipient already has a mail basket called "Test
Messages," our message will be delivered to it. If the recipient doesn't have a mail basket called
"Test Messages' and the recipient's mail filters don't automatically reroute the mail to another
mail basket, it will be delivered to their "IN" basket. This setting doesn't allow sendersto create a
new mail basket in arecipient's mailbox.

SELECTED BASKETS ONL Y—If the recipient already has amail basket called "Test
Messages' and they have chosen to allow delivery to that mail basket, our message will be
delivered to it. If the recipient doesn't have a mail basket called "Test Messages' or allow
delivery to that basket and the recipient's mail filters don't automatically reroute the mail to
another mail basket, it will be delivered to their "IN" basket. This setting doesn't allow senders to
create anew mail basket in arecipient's mailbox.

o For the preliminary steps of creating a new message prior to the " Select Message option: Transmit

now//" prompt (i.e., subject, message text, address information), please refer to the"SML—Send a
Message Option" topic and Figure 97 previously described in this chapter.
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Edit Recipients (" ER") Action

Asyou can see from the list of action codes associated with sending a message (Table 4 in this chapter),
you can use the Edit Recipients action code (i.e., "ER") to add or remove recipients from a message you
intend on sending.

The Edit Recipients action is not new. However, the "ER" action code is a new action code assigned to
this function with Patch 50. Previously, editing the recipients of a message was accomplished by entering
an"E" (edit) at the "transmit now" prompt and following the MailMan prompts to modify recipient
information.
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To edit the recipients of a message prior to sending it, enter an "ER" at the " Select M essage option:
Transmit now//" prompt, as shown below:

Sel ect Mail Man Menu Option: SML <RET> Send a Message
Subj ect: Sending a Message
You may enter the text of the nessage...

==[ WRAP ] ==[ | NSERT ] ==========< Sendi ng a Message >========[ <PF1>H=Hel p ] ====
Here | am conposing a nmessage to send to several recipients as a test.

< T T T T T T 74 Hereweareenteringthe
recipients of the message.

Send mail| to: BLUE, THOMAS E.// <RET>
Sel ect basket to send to: IN/ <RET>
And Send to: fuchsi A, GARY M (DUZ 9999) | NFORVATI ON SYSTEMS CENTER
Last used Mail Man: 30 Jul 98 14:54
On vacation 31 July through 16 August.
And Send to: orangE, SUSAN (DUz 7777) VERI FI CATI ON
Last used Mail Man: 13 Aug 98 11:26

And Send to: mageNTA, M CHAL (DUZ 8888) | NFORVATI ON SYSTEMs CENTER
Last used Mail Man: 13 Aug 98 14:22
The closer | get to ny goal, the better ny chance of discovering what
it is. Ashley Brilliant
And Send to: <RET>

Sel ect Message option: Transmit now / ER <RET> Edit Recipients
And Send to: ??

Entering two question

Sel ect one of the foll ow ng: marks displaysour list
of options.
U User information
G Mai | Group information
D Domai n i nformati on
R Renot e user infornation
S Show current recipients of this nmessage

Enter the kind of help you'd like: S <RET> Show current recipients of this
nessage

Current recipients are:

FUCHSI A, GARY M ﬁerewe chose to display our
BLUE, THOVAS E. current list of recipients,

MAGENTA, M CHAL \
ORANGE, SUSAN

Like nore detail? YES// n <RET> NO

Figure 116: Editing the Recipients of a M essage
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Figure 116 (continued):

Sel ect one of the foll ow ng: H decided t
erewe deci 0]

remove (" minus') one
of therecipientsfrom
the message.

User information

Mai | Group information
Donai n i nformation
Renot e user information
Show current recipients

nWIVOOC

AN

Enter the kind of help you'd I|ike:

And Send to: -orangE, SUSAN (DUzZ 7777) VERI FI CATI ON
Last used Mail Man: 24 Aug 98 13:23
Del et ed.
And Send to: <RET>

Sel ect Message option: Transmit now /

Figure 116: Editing the Recipients of a M essage (continued)

After composing our subject and message (Figure 116), we decided to edit the recipients by entering an
"ER" at the "Select Message option: Transmit now//" prompt.

MailMan then presented us with the "And Send to:" prompt where we entered two question marks (" ??")
in order to display the list of options. In this case, we wanted to see to whom we were sending this
message. Thus, we wanted MailMan to "show" usalist of the current recipients of our message by
entering an"S" at the "Enter the kind of help you'd like:" prompt.

After displaying thelist of recipients, MailMan asked us if we wanted any more details. For this example,
we only wanted to see alist of the recipients and didn't need any other information. Thus, we entered
"No" at the "Like more detail? YES//" prompt.

To exit the Help list, we entered an up-arrow ("~" Shift-6 key on most keyboards) at the "Enter the kind
of help you'd like:" prompt.

We then decided to remove one of the recipients by first typing a minus sign (hyphen) followed by the
first portion of the recipient's last name (i.e., "-ORANG") at the "And Send to:" prompt.

o For more information on entering names or DUZs, please refer to the " Address Functionality”
topic previously described in this chapter.

Since we did not wish to make any other recipient changes, we pressed the Enter/Return key after the next
"And Send to:" prompt.

After editing the recipients of the message, MailMan returned us to the send message action prompt
where we could take any additional actions on this message before sending it.
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Edit Subject ("ES") Action

Asyou can see from the list of action codes associated with sending a message (Table 4 in this chapter),
you can use the Edit Subject action code (i.e., "ES") to change the subject text of a message you intend on

sending.

The subject of the message is shown whenever the message is displayed. It can be from 3 to 65 characters
in length. The message subject cannot be blank. Any leading and trailing blanks are deleted. Also, any

sequence of three or more blanks is reduced to two blanks. If auser enters ablank or null subject, the

subject will default to "* No Subject *". When a message whose subject is"* No Subject *" issent to a

remote site, the subject transmitted (in the header record) is null. Thisis useful for sending a message
list server (tojoin or drop alist, etc.) whose subject must be blank and whose text must contain the
command to the list server.

toa

The Edit Subject action is not new. However, the "ES" action code is a new action code assigned to this

function with Patch 50. Previously, editing the subject of a message was accomplished by entering an

nEn

(edit) at the "transmit now" prompt and following the MailMan prompts to modify the message subject.

To edit the subject of amessage prior to sending it, enter an "ES" at the " Select M essage option:
Transmit now//" prompt, as shown below:

Here | am conposing a nmessage to send to several recipients as a test.

< T T T T T T T T T=> T

Send mai |l to: BLUE, THOVAS E.// <RET>
Sel ect basket to send to: IN/ <RET>
And Send to: fuchsi A, GARY M (DUZ 9999) | NFORVATI ON SYSTEMS CENTER
Last used Mail Man: 30 Jul 98 14:54
On vacation 31 July through 16 August.
And Send to: orangE, SUSAN (DUz 7777) VERI FI CATI ON
Last used Mail Man: 13 Aug 98 11:26

And Send to: mageNTA, M CHAL (DUZ 8888) | NFORNMATI ON SYSTEMs CENTER
Last used Mail Man: 13 Aug 98 14:22
The closer | get to my goal, the better ny chance of discovering what
it is. Ashl ey Brilliant

Sel ect Mail Man Menu Option: SML <RET> Send a Message  _—

Subj ect: Sending a Message Thisisthetext of our
You may enter the text of the message... —uriginal Subject.

::[ WRAP ] ==[ | NSERT ] —=========< Sendi ng a I\/Essage >::::::::[ <PF1>H=Hel p ] ===

And Send to: <RET> ]
Here, we've decided

to changethe
message Subject
text.

Sel ect Message option: Transmit now / ES <RET> Edit Subject
Subj ect: Sending a Message// Sending a Test Message

Sel ect Message option: Transmit now /

Figure 117: Editing the Subject of a M essage
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After composing our subject and message (Figure 117), we decided to edit the subject again by entering
an"ES" at the "Select Message option: Transmit now//" prompt.

MailMan then presented us with the " Subject: Sending a Message//" prompt where the current subject
was shown as the default. In this case, we wanted to change the current subject " Sending a Message” to
"Sending a Test Message." To do this, we simply entered the new text at the "Subject: Sending a

Message//" prompt.

After editing the subject of the message, MailMan returned us to the send message action prompt where
we could take any additional actions on this message before sending it.
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Asyou can see from the list of action codes associated with sending a message (Table 4 in this chapter),
you can use the Edit Text action code (i.e., "ET") to change the text (body) of the message you intend on
sending. Y ou can add to, modify, or delete any part of the text within the body of the message.

The Edit Text action is not new. However, the "ET" action code is a new action code assigned to this
function with Patch 50. Previously, editing the text of a message was accomplished by entering an "E"
(edit) at the "transmit now" prompt and following the MailMan prompts to modify the message text.

To edit the text of amessage prior to sending it, enter an "ET" at the " Select Message option: Transmit

now//" prompt, as shown below:

Sel ect Mail Man Menu Option: SML <RET> Send a Message
Subj ect: Sending a Message
You may enter the text of the nessage...

Send mail| to: BLUE, THOMAS E.// <RET>
Sel ect basket to send to: IN/ <RET>

Last used Mail Man: 30 Jul 98 14:54
On vacation 31 July through 16 August.
And Send to: orangE, SUSAN (DUzZ 7777) VERI FI CATI ON
Last used Mail Man: 13 Aug 98 11:26
Last used Mail Man: 13 Aug 98 14:22

it is. Ashley Brilliant
And Send to: <RET>

Sel ect Message option: Transmit now / ET <RET> Edit Text
You may edit the text of the nessage...

|'ve decided to add nore text.

==[ WRAP ] ==[ | NSERT ] ==========< Sendi ng a Message >======
Here | am conposing a nmessage to send to several recipients as a test.

==[ <PFl>H:=Hel p ] ====

Thisisthetext of our
original message.

And Send to: fuchsi A, GARY M (DUZ 9999) | NFORVATI ON SYSTEMS CENTER

And Send to: mageNTA, M CHAL (DUZ 8888) | NFORNMATI ON SYSTEMs CENTER

The closer | get to ny goal, the better ny chance of discovering what

==[ WRAP ]==[ | NSERT ]=======< Sending a Test Message >====
Here | am conposing a nmessage to send to several recipients as a test.

==[ <PF1>H=Hel p | ====

Sel ect Message option: Transmit now /

Herewe've decided to add
additional text after our original
message text. However, you can
make changes anywherein the
body of the message.

Figure 118:; Editing the Text of a M essage
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After composing our subject and message (Figure 118), we decided to edit the text again by entering an
"ET" at the "Select Message option: Transmit now//" prompt.

MailMan automatically placed us into our editor where we could modify the message text. After editing
the text, we saved our changes and closed the editor.

After editing the message text, MailMan returned us to the send message action prompt where we could
take any additional actions on this message before sending it.
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Information Only (" 1") Action (Toggle)

Asyou can see from the list of action codes associated with sending a message (Table 4 in this chapter),
you can use the Information Only action code (i.e., "I") to send a message as Information Only. Sending a
message Information Only prevents all recipients from replying to your message. Thisis atoggle action
code. If you enter "I" again, the message will no longer be Information Only.

_
&5
& D|ease note that designating a recipient as "Information Only" is a MailMan-specific capability
that is not recognized by other non-MailMan systems. Therefore, any”Information Only"
designation isignored when sending a message to a non-MailMan sytem (e.g., Microsoft Exchange
or Outlook).

The Information Only action is not new. However, the "I" action code is a new action code assigned to
this function with Patch 50. Previously, making a message Information Only was accomplished by
entering an "E" at the "transmit now" prompt and following the MailMan prompts to make the message
Information Only.

To send amessage Information Only, enter an "I" at the " Select Message option: Transmit now//"
prompt, as shown below:

Sel ect Message option: Transmit now/ | <RET> Information only (recipients nay
not respond)
Message flagged 'Information only'

Sel ect Message option: Transmit now /

Figure 119: Designating a M essage as I nfor mation Only

Simply by entering an"I" at the " Select Message option: Transmit now//" prompt (Figure 119), we asked
MailMan to make our message Information Only so none of the recipient(s) can reply to this message.

MailMan confirmed that our message was now Information Only by displaying "M essage flagged

'Information only".

After designating the message as Information Only, MailMan returned us to the send message action
prompt where we could take any additional actions on this message before sending it.

o For the preliminary steps of creating a new message prior to the " Select Message option: Transmit
now//" prompt (i.e., subject, message text, address information), please refer to the "SML—Send a
Message Option" topic and Figure 97 previously described in this chapter.
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In addition to making the entire message Information Only, you can also send a message as Information
Only to just oneindividual recipient. During the addressing portion of the message for arecipient, by
specifying "1:xxx" (where"xxx" represents the recipient's name) at the "And Send to:" prompt, you are
telling MailMan to deliver the message to thisindividual recipient as Information Only, as shown below:

And Send to: I|:fuchsi A GARY M (DUZ 9999) | NFORVATI ON SYSTEMS CENTER
Last used Mail Man: 25 Aug 98 11:19
I f wishes were horses, beggars would ride.
And Send to:

Sel ect Message option: Transmit now /

Figure 120: Sending a M essage to One Recipient as | nformation Only

Asyou can see in this example (Figure 120), during the addressing portion of our message, we entered
"I:fuchs" at the"And Send to:" prompt. Thistells MailMan that we want to send our message to this
particular recipient (i.e., "FUCHSIA,GARY M.") as"Information Only." Thus, he will not be able to
respond to this message. However, al other recipients will not receive this message as Information Only
and will be able to respond to the message.
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Transmit Later (L") Action

The Transmit Later (L) Action or Deferred Send is a new action code introduced with MaillMan V. 7.1
with Patch 50. Asyou can see from the list of action codes associated with sending amessage (Table 4 in
this chapter), you can use the Transmit Later action code (i.e., "L") to send a message to all recipientsat a
later specified date and time (up to one year). This action code uses TaskMan to schedule the delivery of
the "latered" or deferred message. Y ou would use this action code after you've taken all other actions on

your message.

To send amessage at alater date and time, enter an "L " at the " Select Message option:  Transmit now//"
prompt, as shown below:

Sel ect Message option: Transmit now/ L <RET> Transnit |ater
Enter Date@ine at which to send this nessage: (8/13/98 - 8/13/99): ??

Exanpl es of Valid Dates: Thesearethe
JAN 20 1957 or 20 JAN 57 or 1/20/57 or 012057 valid VA FileMan
T (for TODAY), T+1 (for TOMORROW, T+2, T+7, etc. dates and times.
T-1 (for YESTERDAY), T-3W (for 3 WEEKS AGD, etc. _J

If the year is omtted, the conputer uses CURRENT YEAR. Two digit year
assunes no nore than 20 years in the future, or 80 years in

the past. Here, we've
"latered" the
If the date is omitted, the current date is assumed. sending of the
Follow the date with a time, such as JAN 20@0, T@OAM 10:30, etq messagefor
You may enter NOON, M DNl GHT, or NOWto indicate 8/17/98 at 8:00

the tine. am.

Enter Date@ine at which to send this nessage
8/ 17/ 98@B: 00AM <RET> (AUG 17, 1998@8: 00)
Latering ... Latered (Task #1620213)

Figure 121: Sending a Message at a L ater Date and Time

Asyou can see from this example (Figure 121), we wanted to defer the delivery of this message to all
recipients by entering an "L " (transmit later) at the " Select Message option: Transmit now//" prompt.

We then entered two question marks ("?7?") at the "Enter Date@time at which to send this message:
(8/13/98 - 8/13/99):" prompt in order to see the valid VA FileMan date and time formats we can enter.

o All VA FileMan dates are Year 2000 (Y2K) compliant.

You'l notice that the default response allows a date up to one year from the date and time you are sending
this message (i.e., 8/13/98 - 8/13/99). In this case (Figure 121), we chose to have our message sent to all
recipientson August 17, 1998 at 8:00 am. Thus, we entered "8/17/98@8:00AM" at the "Enter
Date@time at which to send this message: (8/13/98 - 8/13/99):" prompt. MailMan accepted our date and
displayed the date the message would be delivered to all recipients (i.e., AUG 17, 1998@08:00).
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MailMan also indicated the TaskMan task number that would process our message's later delivery (i.e.,
Task #1620213).

We do not see the MailMan internal message identification number (the number displayed in brackets
when you send a message), because the message won't actually be created until the task runs on the date
and time we specified.

Before the task runs, we can use the TaskMan options to change the task run date or time, and thus, the
date and time the message would be delivered. Also, unlike the Post Office, we can stop the task entirely,
and thus, stop the message from being delivered to the recipients.

o For the preliminary steps of creating a new message prior to the " Select Message option: Transmit
now//" prompt (i.e., subject, message text, address information), please refer to the "SML—Send a
Message Option” topic and Figure 97 previously described in this chapter.
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In order to display information about the scheduled task, we can use our Toolbox menu options (i.e.,
TBOX) by entering "tbox" at the "Select MailMan Menu Option:" prompt, as shown below:

NIML New Messages and Responses
RML Read/ Manage Messages
SML Send a Message
Query/ Search for Messages
AML Become a Surrogate (SHARED, MAIL or O her)
Personal Preferences ...
G her Mai | Man Functions ...
Help (User/Goup Info., etc.)

After entering " TBOX" at the
MailM an menu prompt,
MailM an displayed our Toolbox
menu options.

Sel ect Mail Man Menu Option: tbox <RET> User's Tool box

Di spl ay User Characteristics
Edit User Characteristics

El ectroni c Signature code Edit
Menu Tenpl ates ...

Switch UCI After entering " TaskMan" at
TaskMan User the Toolbox prompt and then
User Help thetask number, MailMan

displayed our TaskMan User

Sel ect User's Tool box Option: taskman User Option menu.

Sel ect TASK: 1620213 <RET> Mail Man: Send Message Later
Taskman User Option

Di spl ay status.

Stop task. Here MailMan displayed
Edit task. . ;
Print task. our task infor mation.

Li st own tasks.
Sel ect anot her task.

Sel ect Action (Task # 1620213): disp <RET> Display status

1620213: LATER*"XMXSEND, Mail Man: Send Message Later. No device. |[|SC, ISC.
From TODAY at 14:11, By you. Scheduled for 8/17/98 at 8:00

Figure 122: Deferred Send Task I nformation

Since we wanted to display information about our scheduled task (Figure 122), we needed to access the
TaskMan User Option menu. Thus, after choosing our Toolbox menu, we entered "taskman" at the
"Select User's Toolbox Option:" prompt.

MailMan then asked usto enter the task number. We entered the task number displayed when we
"latered" the message (i.e., "1620213," Figure 121).

MailMan displayed the TaskMan User Option menu. For this example, we wanted to display information
about the task so we chose the Display status option. Thus we entered "disp" after the "Select Action
(Task # 1620213):" prompt.
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MailMan indicated the scheduled date and time that the task would run. This matched the "latered" date
and time we had set to send the message (i.e., "8/17/98 at 8:00").

Before the task runs, we can also modify the task through the TaskMan User Option menu, as shown
below:

Taskman User Option

Di spl ay status. Herewe've decided to edit the
St op task. task.

Edit task.

Print task.

Li st own tasks.
Sel ect anot her task.

Sel ect Action (Task # 1620213): edit <RET> Edit task.

Before you edit the task | must unschedule it, is this okay? YES// <RET>
Task ready for editing.

Currently, this task does not request an output device.
Do you want to change the output device for this task? NO/ <RET>

When should this task run?: AUG 17, 1998@8: 00// 8/17/98@: 00 <RET> (AUG 17,
1998@9: 00: 00)

Task's purpose: Mil Man: Send Message Later Replace <RET>

Herewe've changed the
task'srun time so that
thetask will now run
one hour later.

1620213: Mai |l Man: Send Message Later. No output device.
Next run tinme: AUG 17, 1998@9: 00.

Shall | reschedule this task as shown? YES// <RET>
Task reschedul ed.

Figure 123: M odified the Task Run Date and Time

In this example (Figure 123), we used the Edit task option to change the task's run date and time from
8/17/98 at 8:00 am. to 8/17/98 at 9:00 am. (adifference of one hour). Thus, the message will now be
delivered one hour later from the original time we set when we "latered" the message (Figure 121).

You'll notice that we can also stop the task altogether via the Stop task option.

o For more information on TaskMan and the Toolbox options, please refer to the "Kernel V. 8.0
Systems Manual "
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Network Signature (" NS") Action

Asyou can see from the list of action codes associated with sending a message (Table 4 in this chapter),
you can use the Network Signature action code (i.e., "NS") to append a Network Signature to a message
before you send it. Thisis not atoggle, MailMan will add your network signature to the message every

time you invoke the NS command. This functionality was introduced with MailMan Patch XM*7.1*110.

To add a Network Signature to a message prior to sending it, enter an "NS" at the " Select M essage option:
Transmit now//" prompt, as shown below:

Sel ect Mail Man Menu Option: SM. <RET> Send a Message

Subj ect: Test NS Action Code
You may enter the text of the nessage...

==[ WRAP ] ==[ |NSERT ]=========< Test NS Action Code >=======] <PFl>H=Help ]====
Testing NS action code.

< T T T T T T T T T

After composing and
Send mai | to: BLUE THOM/ <RET> BLUE, THOM addressing our

iﬁhegt zask_et <:QETsend tor IN/ <RET> message, we decided to
end to: > add our Network

Sel ect Message option: Transmit now / NS Signf':lturebefore
Net wor k Si gnat ure added. sending the message.

Sel ect Message option: Transmt now / <RET> Sending [100885]...
Sent

Figure 123a: Adding a Network Signatureto a M essage Before Sending It

After composing our subject and message (Figure 123a), we decided to add our Network Signature to our
message text by entering an "NS" at the " Select Message option: Transmit now//" prompt.

MailMan automatically appended our Network Signature at the end of the text we entered. It has been
added to the bottom of our message separated by a dashed line. MailMan confirmed that the Network
Signature was added by displaying "Network Signature added.”

o You can use the Edit Text command ("ET") to further edit the message and move the Network
Sgnature to any location within the body of the message. For more information on the Edit Text
command ("ET"), please refer to the "Edit Text ("ET") Action” topic previously described in this
chapter.

After editing the message text, MailMan returned us to the send message action prompt where we could
take any additional actions on this message before sending it. If we entered another "NS' command at the
send message action prompt, MailMan would add a second copy of our Network Signature.
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To see how the message appears to our message recipient(s) after our Network Signature was added, we
opened/read the message, as shown below:

Subj: Test NS Action Code [#100885] 19 Apr 00 14:49 7 lines
From BLUE, THOM (SF CIOFO) In "IN basket. Page 1

Testing NS action code.

When we opened the
message, we saw that
---------------------------------------------------------- MailM an appended

Thom Bl ue our Network
Departnment of Veterans Affairs Signature.
San Francisco O Field Ofice —\

Enter nessage action (in IN basket): I|gnore//

Figure 123b: Reviewing the Appended Network Signature Added to a M essage

Asyou can see in Figure 123b, our three-line Network Signature was added following our message text
and was separated from the text by a dashed line (also generated by MailMan).

o For more information on the Network Sgnature, please refer to the "Network Sgnature” topicin
Chapter 3inthe"MailMan V. 7.1 & Patch XM*7.1*50 Getting Started Manual."
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Priority Delivery (" P") Action (Toggle)

Asyou can see from the list of action codes associated with sending a message (Table 4 in this chapter),
you can use the Priority Delivery action code (i.e., "P") to send a message as priority. Thisisatoggle
action code. If you enter "P" again, the message will not be sent as priority.

MailMan allows users to send a message as priority mail. By sending mail priority, the sender indicates
the message is very important and should take precedence over any other mail in another recipient's
mailbox. Because of that, MailMan notifies recipients when they have priority mail and highlights that
mail in their list of messages (i.e., places an exclamation point to the left of each priority message).

= The priority flag is the exclamation point ("!"). Prior to Patch 50, it used to bea plussign ("+").

MailMan also provides recipients with the ability to control how responses to priority mail are handled
through the PRIORITY RESPONSES FLAG and the PRIORITY RESPONSES PROMPT fieldsin the
User Options Edit option.

o For more information on priority messages, please refer to the "How to List All of Your Priority
Messages' topic in Chapter 1 in this manual.

Also, for more information on the PRIORITY RESPONSES FLAG and the PRIORITY RESPONSES
PROMPT fields in the User Options Edit option, please refer to the "Priority Responses' topic in
Chapter 3inthe"MailMan V. 7.1 & Patch XM*7.1*50 Getting Sarted Manual."

To send a priority message, enter a"P" at the " Select Message option: Transmit now//" prompt, as shown
below:

Sel ect Message option: Transmit now / P <RET> Priority Delivery
Message flagged 'Priority’

Sel ect Message option: Transmit now /

Figure 124: Sending a Priority M essage

Simply by entering a"P" at the " Select Message option: Transmit now//" prompt (Figure 124), we asked
MailMan to make our message priority. Thus, this message will be highlighted as a priority message in
each recipient's mailbox.

MailMan confirmed that our message was now priority by displaying "Message flagged 'Priority".

After designating the message as priority, MailMan returned us to the send message action prompt where
we could take any additional actions on this message before sending it.

July 1999 MailMan V. 7.1 User Manual 4-67
Patch XM*7.1*50



Sending Mail

For the preliminary steps of creating a new message prior to the " Select Message option: Transmit
now//" prompt (i.e., subject, message text, address information), please refer to the "SML—Send a
Message Option" topic and Figure 97 previously described in this chapter.
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Confirm Receipt (" R") Action (Toggle)

Asyou can see from the list of action codes associated with sending a message (Table 4 in this chapter),
you can use the Confirm Receipt action code (i.e., "R") to have MailMan notify you (confirm) when each
recipient has opened your message. Unfortunately, however, we can't guarantee that every recipient will
actually read your message! Thisis atoggle action code. If you enter "R" again, you will not receive a
confirm receipt.

The Confirm Receipt action is not new. However, the "R" action code is a new action code assigned to
this function with Patch 50. Also, this action code includes new functionality. Y ou can now request a
Confirm Receipt from recipients at remote locations as well as from local recipients.

Sel ect Message option: Transmit now/ R <RET> Confirmreceipt
Message fl agged ' Confirm Recei pt Requested'

Sel ect Message option: Transmit now /

Figure 125: Reguesting a Confirmation When Sending a M essage

Simply by entering an "R" at the " Select Message option: Transmit now//" prompt (Figure 125), we
asked MailMan to send us a confirmation when our message is opened/read by each recipient.

MailMan confirmed that we wanted a message confirmation receipt by displaying "M essage flagged

'‘Confirm Receipt Requested'.

After requesting a confirmation receipt, MailMan returned us to the send message action prompt where
we could take any additional actions on this message before sending it.

o For the preliminary steps of creating a new message prior to the " Select Message option: Transmit
now//" prompt (i.e., subject, message text, address information), please refer to the "SML—Send a
Message Option" topic and Figure 97 previously described in this chapter.

The following figure (Figure 126), shows you what a confirmation receipt looks like:

Subj: Confirmation of nmessage [#1225084] 17 Aug 98 06:42 1 line
From FUCHSI A, GARY M - PROGRAMVER (San Francisco CIO Field Ofice)
In "IN basket. Page 1 *New*

Your nessage 'Test' has been read by FUCHSI A GARY M.

MailMan letsyou
know your message
has been opened.
Enter nessage action (in IN basket): | GNORE//

Figure 126: Sample Confirmation M essage

July 1999 MailMan V. 7.1 User Manual 4-69
Patch XM*7.1*50



Sending Mail

4-70 MailMan V. 7.1 User Manual July 1999
Patch XM*7.1*50



Sending Mail

Scramble (" S") Action

Asyou can see from the list of action codes associated with sending a message (Table 4 in this chapter),
you can use the Scramble action code (i.e., "'S") to have MailMan scramble (encode) your message so
only those recipients who know the password can unscramble (decode) your message. Y ou may decide to
send a message as scrambled for security or privacy reasons.

Simply by enteringan"S" at the " Select Message option: Transmit now//" prompt (Figure 127), we asked
MailMan to scramble (encode) our message to all recipients, as shown below:

Sel ect Message option: Transmit now/ S <RET> Scranble text with password

Enter Scranbl e Password: —

Enter Scranble Hint: the opposite of scranmble MailMan hidesthe
password text entered.

Sel ect Message option: Transmit now /

Figure 127: Scramble a M essage When Sending It.

MailMan first prompted us to enter the Scramble Password. For this example, we entered a password of
"unscramble” at the "Enter Scramble Password:" prompt. The password must be from 3 to 20 characters
in length and it is not case sensitive. Y ou must enter the password fairly quickly or MailMan will abort
the process for security reasons. Aswith your Access and Verify codes when logging on to MailMan,
MailMan did not display our password entry as we typed.

MailMan then prompted us to enter a" Scramble Hint" to help the recipient determine the password to
unscramble our message. In this case, we entered "the oppaosite of scramble” at the "Enter Scramble
Hint:" prompt. The "Scramble Hint" must be from be from 1 to 40 characters in length. Thus, our
"Scramble Hint" should help the recipient decipher our password so they can unscramble our message.

After scrambling the message, MailMan returned us to the send message action prompt where we could
take any additional actions on this message before sending it.

o For the preliminary steps of creating a new message prior to the " Select Message option: Transmit
now//" prompt (i.e., subject, message text, address information), please refer to the "SML—Send a
Message Option" topic and Figure 97 previously described in this chapter.
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When the recipient receives a scrambled message, MailMan will prompt them for the password to
unscramble the message so they can read it, as shown below:

*=New/ ! =Priority................... Subject........... Li nes. From ..
*1. IN [ 1226635] 27 Aug 98 Sending a Message Scra 1 BLUE,
*2. BIVEEKLY | [1222306] 28 Jul 98 Local: biweekly info 2 PCST)
*3. BIWEEKLY | [1226249] 25 Aug 98 Local : biweekly info P

Ent er nessage nunber or command: 1 .

Thi s nessage was scranbled with the scranble hint: 'opposite of scranble’

Enter Scranble Password:

This message
was sent
scrambled.

Subj: Sending a Message Scranbled [#
From BLUE, THOVAS E. - COWPUTER SPECI ALI ST
In "IN basket. Page 1 *New*
........................................................... MailMan hides
I am sending this nmessage scranbled. Can you read it? the password

text entered.

27 Aug 98 10:26 1 line
acisco CIO Field Ofice)

Enter nessage action (in IN basket): | GNORE//

Figure 128: Unscrambling a M essage

We sent a scrambled message (i.e., message #1) to another recipient. When the recipient tried to read the
scrambled message (Figure 128), MailMan informed them that the message was scrambled and that they
must enter the correct password in order to unscramble the message.

MailMan also displayed the "Scramble Hint" we entered when we originally created the scrambled
message ("opposite of scramble” Figure 127). In this case, the recipient was able to decipher the password
from our " Scramble Hint" (i.e., "opposite of scramble = unscramble"). Thus, they entered "unscramble”
at the "Enter Scramble Password:" prompt. Aswith your Access and Verify codes when logging on to
MailMan, MailMan did not display the password entry as they typed.

MailMan accepted the password, unscrambled the message, and displayed it to the recipient.
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Transmit Now (" T") Action

Asyou can see from the list of action codes associated with sending a message (Table 4 in this chapter),
you can use the Transmit Now action code (i.e., "T") to have MailMan send your message to all
recipients. Y ou would use this action code after you've taken all other actions on your message.

To send the message now, enter a"T" or press the Enter/Return key to accept the "Transmit now"
default at the " Select Message option: Transmit now//" prompt, as shown below:

Sel ect Message option: Transmit now / <RET> Sending [1224710]...
Sent

Figure 129: Sending a M essage | mmediately

Asyou can see from this example (Figure 129), to transmit your message to all recipients, you can do
either of two things:

* Pressthe Enter/Return key—Press the Enter/Return key at the " Select M essage option:
Transmit now//" prompt to accept the " Transmit now" default response.

 Entera"T"—Enter a"T" (Transmit) at the "Select Message option: Transmit now//" prompt.
MailMan automatically gives the message an internal message identification number and puts the

message in the delivery queue to be delivered to the
recipients.

MailMan will then notify you that the message has been sent.

o For the preliminary steps of creating a new message prior to the " Select Message option: Transmit
now//" prompt (i.e., subject, message text, address information), please refer to the "SML—Send a
Message Option" topic and Figure 97 previously described in this chapter.
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Vaporize Date Set (" V") Action

Asyou can see from the list of action codes associated with sending a message (Table 4 in this chapter),
effective with MailMan V. 7.1 with Patch 50, you can use the Vaporize Date Set action code (i.e., "V") to
set a specified date and time for a message to be deleted ("vaporized™") from each recipient's mailbox.
Previously, only certain broadcast messages had vaporize dates. Thus, MailMan V. 7.1 with Patch 50
gives all senders of messages the ability to set aVaporize Date for a message.

For example, set aVaporize Date for amessage, if you are sure that the message is only needed until a
certain date. MailMan will automatically remove it from the basket it isin at that date.

As MailMan delivers the message with a V aporize Date into each recipient's mail basket, MailMan sets
the AUTOMATIC DELETION DATE (i.e., vaporize date) for the message. However, recipients are free
to edit the AUTOMATIC DELETION DATE.

Also, amessage that is scheduled for vaporization (either by you or by MailMan during the IN-BASKET
PURGE) will vaporize on the scheduled date. Previoudly, it wouldn't vaporize until the IN BASKET
PURGE ran again.

To set a"Vaporize Date" for amessage, enter a"V" at the " Select Message option: Transmit now//"
prompt, as shown below:

Sel ect Message option: Transmit now / V <RET> Vaporize date set
Enter Vaporize Date: 12 Sep 98// ?

Sample valid
VA FileMan
datesand

times.

Enter a date in the future when this nmessage shoul d be purged.
Exanpl es of Valid Dates:
JAN 20 1957 or 20 JAN 57 or 1/20/57 or 012057
T (for TODAY), T+1 (for TOMORROW, T+2, T+7, etc.
T-1 (for YESTERDAY), T-3W(for 3 WEEKS AGD), etc.
If the year is omtted, the conputer uses CURRENT YEAR Two digit year
assumes no nore than 20 years in the future, or 80 years in the past.
You may onmit the precise day, as: JAN, 1957

We set the
vaporize date
to be 10/18/98.

Enter Vaporize Date: 12 Sep 98// 10/18/98 <RET> (OCT 18, 1998)

Sel ect Message option: Transmit now /

Figure 130: Sending a M essage With a Vaporize Date

After we chose to set a vaporize date for our message, MailMan prompted us to enter a date and/or time.
In this case (Figure 130), we entered a question mark ("?") at the "Enter Vaporize Date: 12 Sep 98//"
prompt in order to seethe valid VA FileMan date and time formats we can enter.

o All VA FileMan dates are Year 2000 (Y2K) compliant.
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Asadefault, MailMan will set the Vaporize Date one month into the future. Since we were sending this
message on August 12, 1998, MailMan set the default V aporize Date to September 12, 1998.

We decided to set this message to automatically be deleted ("vaporized") from recipients mailboxes on
October 18, 1998 by entering "10/18/98" at the "Enter Vaporize Date: 12 Sep 98//" prompt. MailMan
confirmed this date by displaying "OCT 18, 1998" after our entry.

After setting the message to vaporize, MailMan returned us to the send message action prompt where we
could take any additional actions on this message before sending it.

o For the preliminary steps of creating a new message prior to the " Select Message option: Transmit
now//" prompt (i.e., subject, message text, address information), please refer to the "SML—Send a
Message Option” topic and Figure 97 previously described in this chapter.

Here'satip—f you are sending a general message to all users advising them about a temporary
event (e.g., system downtime, building fire alarmtest, etc.), set the message to "vaporize" after the
prescribed time has past. That way, all recipients of your message who have not yet read their mail
will not be bothered with an "old" message that is no longer pertinent, sinceit will have already
been deleted (vaporized).
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Closed Message (" X") Action (T oggle)

Asyou can see from the list of action codes associated with sending a message (Table 4 in this chapter),
you can use the Closed Message action code (i.e., "X") to prevent recipients of your message from
forwarding that message on to other recipients not originally included. Thisis atoggle action code. If you
enter " X" again, the message will no longer be closed.

The Closed Message action is not new. However, the " X" action code is a new action code assigned to
this function with Patch 50. Previously, making a message closed was accomplished by entering an "E" at
the "transmit now" prompt and following the MailMan prompts to make the message closed.

To make amessage "closed," enter an " X" at the " Select Message option: Transmit now//" prompt, as
shown below:

Sel ect Message option: Transmit now/ X <RET> d osed Message (no forward
al | owed)
Message fl agged ' d osed’

Sel ect Message option: Transmit now /

Figure 131: Sending a Closed M essage

Simply by entering an " X" at the "Select Message option: Transmit now//" prompt (Figure 131), we
asked MailMan to make our message closed so that none of the recipient(s) can forward this message to
others.

MailMan confirmed that our message was now closed by displaying "Message flagged 'Closed"."

After designating the message as closed, MailMan returned us to the send message action prompt where
we could take any additional actions on this message before sending it.

o For the preliminary steps of creating a new message prior to the " Select Message option: Transmit
now//" prompt (i.e., subject, message text, address information), please refer to the "SML—Send a
Message Option" topic and Figure 97 previously described in this chapter.
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Canceling a Message (" ")

Y ou can cancel a message before you send it by entering an up-arrow (" Shift-6 key on most
keyboards) at any of the following Send a M essage option [synonym SML] prompts:

e Subject:—If you cancel at this prompt, MailMan returns you to the main MailMan Menu.

»  Send mail to: xxx// (where xxx represents the sender's name, default)—If you cancel at this
prompt, MailMan will ask you to confirm the cancellation (functionality introduced with
MailMan V. 7.1 with Patch 50). If you answer "Y es," MailMan returns you to the main MailMan
Menu. If you answer "No," MailMan continues with the Send a Message option.

* And Send to:—If you cancel at this prompt, MailMan will ask you to confirm the cancellation
(functionality introduced with MailMan V. 7.1 with Patch 50). If you answer "Yes," MailMan
returns you to the main MailMan Menu. If you answer "No," MailMan continues with the Send a
M essage option.

» Select Message option: Transmit now//—If you cancel at this prompt, MailMan returns you to
the main MailMan Menu.

The following example shows you a sample cancellation while addressing a message:

Sel ect Mail Man Menu Option: sm <RET>
Subj ect: Canceling a New Message
You may enter the text of the nessage...

Send a Message

==[ WRAP ]==[ |INSERT ]======< Canceling a New Message >=====[ <PF1>H=Hel p ]=====
I will cancel this nmessage.
< T T T T T T T T T=> T
Entering an up-arrow
Send mai|l to: BLUE THOWAS E.// * ("~") whileaddressing a
Shall we forget the whole thing? No// <RET> NO message tellsMailMan to
Send mail to: BLUE, THOVAS E.// <RET> cancel the message.
Sel ect basket to send to: IN/ <RET> " B,
And Send to: ~
Shall we forget the whole thing? No// y <RET> YES
" ———
NML New Messages and Responses Atthls.pomt Weonflrmed
RML Read/ Manage Messages canceling our message.
SML Send a Message ~— —
Query/ Search for Messages
A Dersonal Preferances oo n " 9 Mailman canceed our
O her Mail Man Functions ... m hge anFi pl\l/JIt l.'ﬁvlbaCk
Help (User/ G oup Info., etc.) Into the main MailMan
Menu.
Sel ect Mail Man Menu Opti on: _
Figure 132: Canceling a M essage Before Sending It
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In this example (Figure 132), after choosing to send a message, we created the subject and text of the
message. When MailMan prompted us to address the message, we thought about canceling the message
by entering an up-arrow (""" Shift-6 key on most keyboards) at the "Send mail to: BLUE, THOMASE.//"
prompt.

MailMan then asked us to confirm our cancellation. Upon second thought, we decided to continue with
the addressing, so we answered "No" by pressing the Enter/Return key to accept the default response at
the "Shall we forget the whole thing? No//" prompt.

After we sent the message to ourselves and accepted the "IN" mail basket, MailMan prompted us to enter
additional recipients. Here, again, we decided to cancel our message so we entered another up-arrow at
the"And Send to:" prompt.

Again, MailMan asked us to confirm the cancellation. In this case, we verified that we did want to cancel
the message by entering "Yes" at the "Shall we forget the whole thing? No//* prompt.

MailMan cancelled the message and put us back at the main MailMan Menu for other actions, if any.

Q
g‘ﬁ
Here'satip—f you can't complete a message but will want to continue it later, send the message to
yourself. Later, you can use the Read/Manage Messages option [ synonym RML] to select the
unfinished message. You can then use the edit action codes to complete your message and then
forward it on to your recipients.
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5. Searching for Mail

Topics To Be Discussed: Query/Search for M essages Option
Whereto Search

Search Criteria
How to Search

In addition to the existing functionality, MailMan V. 7.1 with Patch 50 introduced some new and
improved features when searching for messages.

The features and functionality associated with searching for messages are described in greater detail in
this chapter.
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Query/Search for M essages Option

The Query/Search for Messages option gives you the capability to search for any messages that were
either sent to you or sent by you. If the messages still reside on the system, MailMan can find them.

Effective with MailMan V. 7.1 with Patch 50, the Query/Search for Messages option was vastly improved
to be a much more powerful and precise search engine. This option islocated on the main MailMan
Menu, as shown below:

NIVL New Messages and Responses
RWVL Read/ Manage Messages
SML Send a Message
[0 Query/ Search for Messages
AML Become a Surrogate (SHARED, MAIL or O her)
Personal Preferences ...
O her Mail Man Functions ...
Help (User/Goup Info., etc.) ...

Sel ect Mail Man Menu Option: query/Search for Messages
Sel ect one of the foll ow ng:

A Search all messages
M Search my Mail box only

Sel ect message search mnet hod:

Figure 133: Query/Search for M essages Option

Whereto Search

MailMan V. 7.1 with Patch 50 allows you to search for any messages you sent or that were sent to you in
any of the following locations:

» Anywhereon the system (sear ches on subject string only, the sear ch is case sensitive)—If the
messages still exist anywhere on the system (i.e., if they are still stored in the MESSAGE file),
MailMan searches for all messages whose subject begins with the string that you entered. Even if
you've deleted the message from your own mailbox, if it still residesin the MESSAGE file (#3.9)
and you entered a valid subject string in the correct case, MailMan can find it.

e Any mail basket in your mailbox (multiple sear ch criteria allowed)—MailMan will ook for
the messages in every basket in your mailbox using the search criteria that you enter.

o The search criteria are described bel ow.

* A specific mail basket in your mailbox (multiple search criteria allowed)—MailMan will
look for the messagesin amail basket using the search criteria that you enter.

o The search criteria are described below.
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Search Criteria

When searching for messages in your own mailbox, you can specify any combination of the following
search criteria

Subject Contents—Enter the "S" ("Subject contains") search action code and then enter any
portion of the subject string (not case sensitive). The string can be from 3 to 30 charactersin
length (including spaces, symbols, and punctuation marks).

Sender of the M essage—Enter the"F" ("Message from™) search action code and then enter the
first portion of the local sender's last name (not case sensitive) or their local DUZ (i.e., numeric
user ID).

For senders at a remote location (not located at your site), do any of the following:

» Enter any portion of the remote sender's name (not case sensitive) followed by the at-sign
("@" Shift-2 key on most keyboards, i.e., name@). The name string entered must be from
1 to 45 characters in length (not case sensitive).

» Enter any portion of the remote sender's name (not case sensitive), the at-sign (" @" Shift-
2 key on most keyboards), and any portion of their domain name (i.e., name@domain,
not case sensitive). The name and domain name strings entered must be from 1 to 45
charactersin length (not case sensitive).

» Enter theat-sign ("@" Shift-2 key on most keyboards) and any portion of their domain
name (i.e., @domain, not case sensitive). The domain name string entered must be from 1
to 45 charactersin length (not case sensitive).

o The more characters you provide, the narrower the search will be.

Addressee of a M essage—This includes messages addressed to a person or a mail group.
MailMan will check the addressees that you see when you Query ("Q") the message. MailMan
will not check the expanded list of addresses that you see when you use the Query Detailed
("QD") action code.

o For more information on the Query action ("Q"), please refer to the "Query ('Q") Action”
topic in Chapter 3 in this manual.

Also, for more information on the Query Detailed ("QD") action, please refer to the "Query
Detailed ('QD'") Action" in Chapter 3 in this manual.

Enter the"T" ("Message to") search action code and then enter the first portion of the local
recipient's last name (not case sensitive) or their local DUZ (i.e., numeric user ID).

For addressees at a remote location (not located at your site), do any of the following:

» Enter any portion of the remote recipient's name (not case sensitive) followed by the at-
sign ("@" Shift-2 key on most keyboards, i.e., name@). The name string entered must be
from 1 to 45 charactersin length (not case sensitive).

» Enter any portion of the remote recipient's name (not case sensitive), the at-sign (" @"
Shift-2 key on most keyboards), and any portion of their domain name (i.e.,
name@domain, not case sensitive). The name and domain name strings entered must be
from 1 to 45 charactersin length (not case sensitive).
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» Enter the at-sign ("@" Shift-2 key on most keyboards) and any portion of their domain
name (i.e., @domain, not case sensitive). The domain name string entered must be from 1
to 45 charactersin length (not case sensitive).

r .
o The more characters you provide, the narrower the search will be.

Approximately When the M essage was Sent—Enter the date the message was sent "on or after”
and/or enter the date the message was sent "on or before":

» Enter the "DA" ("Message sent on or after") search action code and then enter avalid VA
FileMan date (e.g., AUG 20 1998, 20 AUG 98, 8/20/98, T [today], T-1 [yesterday], T-
3W [for 3 weeks ago].

» Enter the"DB" ("Message sent on or before") search action code and then enter avalid
VA FileMan date (e.g., AUG 20 1998, 20 AUG 98, 8/20/98, T [today], T-1 [yesterday],
T-3W [for 3 weeks ago].

.
" All VA FileMan dates are Year 2000 (Y2K) compliant.

Specific Responder to a Message—Enter the "R" ("Response from™) search action code and
then enter the first portion of the local responder's last name (not case sensitive) or their local
DUZ (i.e., numeric user ID).

For responders at a remote location (not located at your site), do any of the following:

» Enter any portion of the remote responder's name (not case sensitive) followed by the at-
sign ("@" Shift-2 key on most keyboards, i.e., name@). The name string entered must be
from 1 to 45 charactersin length (not case sensitive).

» Enter any portion of the remote responder's name (not case sensitive), the at-sign (" @"
Shift-2 key on most keyboards), and any portion of their domain name (i.e.,
name@domain, not case sensitive). The name and domain name strings entered must be
from 1 to 45 charactersin length (not case sensitive).

» Enter the at-sign ("@" Shift-2 key on most keyboards) and any portion of their domain
name (i.e., @domain, not case sensitive). The domain name string entered must be from 1
to 45 charactersin length (not case sensitive).

o The more characters you provide, the narrower the search will be.

Specific Text in a M essage—Enter the " X" ("Message contains') search action code and then
enter any portion of the message text string. The string can be from 3 to 30 charactersin length
(including spaces, symbols, and punctuation marks). MailMan prompts you to decide if the text
search should be case sensitive. MailMan also prompts you to decide if the search should include:

» Only the original message text
» Only the message responses text
» Both the original message and responses text

o If the string you are searching for is not all on one line in the message/responses, the

search will not be able to find it.
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For more information on entering names or DUZs, please refer to the " Address Functionality”
topic in Chapter 4 in this manual.

Each additional search criterion entered helps limit the search. Therefore, the more search criteria you
choose, the more specific the search becomes, resulting in asmaller list of messages from which to
choose. All criteria entered must be true in order to pass the search test. (Thisis similar to using the
Boolean AND in Internet search engines or program code.)

MailMan displays the entire list of search criteriayou've selected. To cancel asingle search criterion
without having to start over, use the at-sign ("@" Shift-2 key on most keyboards) to delete the specific
search criterion you no longer want.

When you have completed your search criteria, enter "G" (Go search) to start the search.

You are automatically placed in a"virtual basket" in afull-screen view to process any messages found
from the search. Y ou can take any action on the messagesin this "virtual basket" that you can takein a
"real" basket (e.g., read, delete, forward, save, etc.).

To end the query without searching, you can enter "Q" (Quit) or enter the up-arrow (""" Shift-6 key on
most keyboards) to get out of the Query/Search for Messages option.

Also, when you are using the Classic, Detailed Full Screen, or Summary Full Screen message readers,
you can still use the "?string" feature for quick searches inside one basket or the "??string" feature for
searching for messages anywhere on the system.

o For more information on the "?string" or "??string" searches, please refer to the "Text Sring
Search Actions" topic in Chapter 2 in this manual.

Alternatively, when reading mail in any basket using any of the message readers, use the "Q" action code
to query (search for) messagesin that mail basket.

o For more information on the Query (Search for) action code (i.e., "Q"), please refer to the "Query
(Search for) Messages in this Basket ('Q') Action" topic in Chapter 2 in this manual.
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How to Search

SEARCHING ALL MESSAGES

Using the "Search all messages' action gives the user the option of searching all messages anywhere on
the system by subject text. However, you must include the first few words of the subject rather than just a
phrase contained within the subject text. Also, the search on subject text is case sensitive.

This search option does not alow any other search criteria, because the Search all messages option
searches through every mail message stored in the MESSAGE file (#3.9). Thus, if it allowed any phrase
contained in the subject or any additional search criteria, the search would be too cumbersome and take
too long to complete.

We will use MailMan to demonstrate searching for a messages located anywhere on the system. For this
example, the specific message we are looking for has the following characteristics:

*  Subject—"I'm so excited..."

* Sender—FUCHSIA,GARY M.

* Recipients—BLUE,THOMASE. (and others)

* Responders—BLUE,THOMASE. (and others)

* Message Sent—November 7, 1997

e SampleText Phrase—"...and | just can't hideit!"

* Mail Basket—MailMan

e MailMan Internal Message | dentification Number—1190657
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The following example shows you how to search all messages in MailMan when looking for a specific
message beginning with a particular phrase (string):

Sel ect Mail Man Menu Option: query/Search for Messages ]
Sear ching all of our

messages and looking for a
message by just entering
thefirst few characters of
the subject.

Sel ect one of the follow ng:

A Search all nessages
M Search my Mail box only

Sel ect message search nmethod: a <RET> Search all nessage

Enter the string that the subject starts with: I'm

Sear chi ng. . .

*=New/ ! =Priority...................... Subject........... Li nes. From . ... Read/ Rcvd
1. * NA* [1052777] 09 Jul 96 |'mmmmmmm baaaaaa 11 YELLOW M KE 1/1
2. Mail Man [ 1190657] 07 Nov 97 |'m_so excited... 59 FUCHSI A, 736/ 736
3. * NA~ [812953] 07 Dec 94 I'm i . ]
4. * NA * [944371] 08 Aug 95 |'ma Se M essages found in the sear ch that
5. * VA~ [1061294] 24 Jul 96 |I'm Qutta Hg matched our criteria (displayed in

Search fini shed.
Ent er nessage nunber or command:

a"virtual basket").

Figure 134: Search All M essages Option

For this example (Figure 134), After we chose the Query/Search for messages option, we entered an "A"
(Search all messages) at the " Select message search method:" prompt.

MailMan then prompted us to enter the first portion of the message subject for which we were searching.
In this case, we entered "1'm" at the "Enter the string that the subject starts with:" prompt.

MailMan immediately began to search the entire system looking for all messages in the MESSAGE file
(#3.9) whose subject begins with "I'm."

When the search was finished, MailMan placed usinto a"virtual basket" in afull-screen view displaying
all of the messages that met the search criteria where we could take any additional actions on the list of

Messages.

o For a complete list of action commands we could use, pleaserefer to Table 2 in Chapter 2 in this
manual .

Asyou can see, MailMan found five messages that all began with "I'm." Four of the messages don't
specify amail basket name (i.e., "N/A"). Those messages with "N/A" beside them are messages | ocated
on the system but not in any of our own mail baskets. Though we were a recipient of these other messages
at one time, we no longer have them in our mailbox (e.g., we must have deleted or terminated the
messages at some point), however, we can now retrieve them.
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Based on the characteristic we stated previously, we were specifically looking for message number 2in
the list. By just entering the first three characters of the subject, MailMan was able to find the message we
wanted and include it in the list of messages found in the search.

If we had further refined our search by entering more of the subject (e.g., "I'm s0"), MailMan would have
just found the single message we wanted in our MailMan basket, as shown below:

Sel ect Mail Man Menu Option: query/Search for Messages

Only one message was
found in the search
that matched our
criteria (displayed in a
"virtual basket").

Sel ect one of the follow ng:

A Search all nessages
M Search my Mail box only

Sel ect nmessage search nethod: a <RET> Search all messages

Enter the string that the subject starts with: 1'mso

Sear chi ng. ..

*=New/ ! =Priority...................... Subject........... Li nes. From . ... Read/ Rcvd
1. Mail Man [1190657] 07 Nov 97 |I'm so excited... 59 FUCHSI A, 736/ 736

Search fini shed.
Ent er nessage nunber or command:

Figure 135: Search All M essages Option—Refining the Search

By increasing the subject text from "I'm" to "I'm so" MailMan found the exact message we were looking
for.
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SEARCHING YOUR OWN MAILBOX

Using the " Search my Mailbox only" action gives the user the option of searching all messages located in
any of their own mail baskets. This search option gives you the opportunity to search for amessagein

either:

All mail Baskets (default)
Specific Mail Basket

Y ou can use any combination or al of the following search criteria:

Subj ect—Phrase contained in the Subject (any portion of the subject).
Sender—Person who sent the message.
Addr essee/Reci pient—Person to whom the message was sent.

Dates—Choose individual dates or a date range to compare with the date the message was sent
(approximately):

» Message sent on or after a certain date.
» Message sent on or before a certain date.
Responder —Person who has responded to a message.
M essage T ext—Phrase contained in the body of the message.

We will use MailMan to demonstrate searching for a message we know existsin one of our basketsin our
mailbox. For this example, the specific message we are looking for has the following characteristics:

Subject—"I'm so excited..."

Sender—FUCHSIA,GARY M.

Recipients—BLUE,THOMAS E. (and others)
Responders—BLUE,THOMAS E. (and others)

M essage Sent—November 7, 1997

Sample Text Phrase—"...and | just can't hideit!"

Mail Basket—MailMan

MailMan Internal Message | dentification Number—1190657
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The following example shows you how to search for messagesin any of your mail baskets based on the

sender and a date range that the message was sent:

Sel ect Mail Man Menu Option: query/Search for Messages

Sel ect one of the follow ng:

A Search all nessages
M Search my Mail box only

Sel ect message search net hod: m <RET>

Current search criteria:

Search basket: Al'l baskets

Sel ect one of the follow ng:

B Sear ch one basket
S Enter 'Subject contains' string
F Enter ' Message from person
T Enter ' Message to' person
DA Enter ' Message sent on or after’
DB Enter ' Message sent on or before'
R Enter ' Response from person
X Enter ' Message contains' string
Q Qui t

Sel ect search action: S// f <RET> Enter 'Message fro

Message is from fuchsi A, GARY M

GB

Current search criteria:
Sear ch basket :
Message from

Al |l baskets
FUCHSI A, GARY M

Sel ect one of the follow ng:

B Search one basket

S Enter ' Subject contains' string

F Change ' Message from person

T Enter 'Message to' person

DA Enter ' Message sent on or after’

DB Enter ' Message sent on or before'
R Enter 'Response from person

X Enter ' Message contains' string

Q Qui t

G Go search

Search my Mail box only

dat e
date

m person
PROGRAMVER

date
dat e

Here we've chosen to
only sear ch for
messagesin our own
mailbox.

We arelooking for a
message sent by a
specific person.

Figure 136: Search My Mailbox
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Figure 136 (continued):

Searching for

Mail

Sel ect one of the foll ow ng:

one basket

' Subj ect contains' string

' Message from person

' Message to' person

Change ' Message sent on or after’
Change ' Message sent on or before'
Enter ' Response from person
Enter ' Message contains' string
Qi t

Go search

Search
Ent er
Change
Ent er

OOX;U%E%TIU)UJ

Sel ect search action: G/ <RET> o search

Sear chi ng. . .

*=New/ ! =Priority Subj ect
1. conedy [1190523] 06 Nov 97 You, too,
2. Mail Man [1190657] 07 Nov 97 |I'm so excited...

Search fini shed.

Ent er nessage nunber or command:

can work for

Sel ect search action: G/ da <RET> Enter 'Message sent on or after' date
Message sent on or after: 11/1/97 <RET> (NOV 01, 1997)
Current search criteria: Herewe' ve entered
Sear ch basket: Al'l baskets P
our beginning date
Message from FUCHSI A, GARY M ran eeg 9
Message sent on or after: 01 Nov 97 ge.
Sel ect one of the follow ng:

B Sear ch one basket

S Enter ' Subject contains' string

F Change ' Message from person

T Enter 'Message to' person

DA Change ' Message sent on or after' date

DB Enter ' Message sent on or before' date

R Enter ' Response from person

X Enter ' Message contains' string

Q Qui t

G Go search
Sel ect search action: G/ db <RET> Enter 'Message sent on or before' date

Message sent on or before: (11/1/97 - 8/27/98): 12/1/97 <RET> (DEC 01, 1997)
Current search criteria: Here we've entered
Search basket : Al baskets our ending date
Message from FUCHSI A, GARY M range.

Message sent on or after: 01 Nov 97

Message sent on or before: 01 Dec 97

MailM an displaysall
of our search criteria
entered at thispoint.

MailMan found two

dgt? messages that
ate satisfied our search
criteria (displayed in
a"virtual basket").
Lines.From...... Read/ Rcvd
57 FUCHSI A, GARY M
59 FUCHSI A, GA 736/ 736

Figure 136: Search My Mailbox (continued)

For the previous example (Figure 136), after we chose the Query/Search for messages option, we entered
an"M" (Search my Mailbox only) at the " Select message search method:" prompt.
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MailMan then displayed the current search criteria (i.e., Searching basket: All baskets) and alist of other
search criteria from which to choose. For this example, we entered an "F" (message from) at the " Select
search action: S//" prompt.

MailMan then prompted us to enter the sender's name. In this case, we entered "FUCHSIA,GARY M." at
the "Message is from:" prompt.

MailMan then redisplayed the current search criteria:
» Searching basket: All baskets
* Messagefrom: FUCHSIA,GARY M.

MailMan also redisplayed the list of other search criteria from which to choose. We decided to search for
amessage within adate range (i.e., 11/1/97 to 12/1/97). Thus, we first entered "DA" (message sent on or
after) at the " Select search action: G//" prompt. Thiswould be the beginning date of our date range.

MailMan then prompted us to enter a date the message was sent on or after. We entered "11/1/97" at the
"Message sent on or after:" prompt.

MailMan then redisplayed the current search criteria:
» Searching basket: All baskets
* Messagefrom: FUCHSIA,GARY M.

* Message sent on or after: 01 Nov 97
MailMan also redisplayed the list of other search criteria from which to choose.

Next we entered "DB" (message sent on or before) at the " Select search action: G//" prompt. Thiswould
be the ending date of our date range.

MailMan then prompted us to enter a date the message was sent on or after. We entered "12/1/97" at the
"Message sent on or before: (11/1/97 - 8/27/98):" prompt. MailMan automatically displayed the valid
dates we could choose from based on the beginning date that we entered previously. We could choose a
date from November 1, 1997 (beginning date) to August 27, 1998 (present date).
Once again, MailMan displayed the current search criteria:

e Searching basket: All baskets

» Message from: FUCHSIA,GARY M.

» Message sent on or after: 01 Nov 97

» Message sent on or before: 01 Dec 97
At this point we had completed our search criteria entries and were ready to start the search. Thus, we

pressed the Enter/Return key to accept the "G" (Go search) default at the " Select search action: G//"
prompt and MailMan began searching for all messages that met our search criteria.
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When the search was finished, MailMan placed usinto a"virtual basket" in afull-screen view displaying
all of the messages that met the search criteria where we could take any additional actions on the list of

Messages.

o For a complete list of action commands we could use, pleaserefer to Table 2 in Chapter 2 in this
manual .

Asyou can see, MailMan found two messages that fit al of our search criteria.

Based on the characteristic we stated previously, we were specifically looking for message number 2 in
the list. By entering the sender and a date range, MailMan was able to find the message we wanted and
includeit in the list of messages found in the search.

When you complete your actions on the message(s), press the Enter/Return key or enter the up-arrow ("""
Shift-6 key on most keyboards) at the "Enter message number or command:" prompt to go back to the list
of search options to further refine or modify your search.

To exit the search option altogether, press the Enter/Return key to accept the "Q" (Quit) default or enter
the up-arrow (""" Shift-6 key on most keyboards) at the " Select search action: Q//" prompt to return to the
main MailMan Menu.
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We will now use MailMan to demonstrate searching for a message we know exists in a particular mail
basket.

For this example, the specific message we are looking for has the following characteristics:
e Subject—"New Test Message"
* Sender—BLUE,THOMASE.
* Recipients—BLUE,THOMASE. (and others)
* Responders—BLUE, THOMASE.
* Message Sent—May 12 1998
e Sample Text Phrase—"message created while reading another message"
* Mail Basket—TEST
e MailMan Internal Message | dentification Number—1212175

The following example shows you how to search for messages in a specific mail basket based on the
responder and a sample text phrase from the body of the message:

Sel ect Mail Man Menu Option: query/Search for Messages
Sel ect one of the foll ow ng:

A Search all messages
M Search my Mail box only

Sel ect nmessage search nethod: m <RET> Search ny Mil box only

Current search criteria:

Search basket : Al baskets Herewe'rejust going
to search our own
Sel ect one of the foll ow ng: mailbox.

B Sear ch one basket

S Enter ' Subject contains' string

F Enter ' Message from person

T Enter 'Message to' person

DA Enter ' Message sent on or after' date

DB Enter ' Message sent on or before' date

R Enter ' Response from person

X Enter ' Message contains' string

Q Qui't

. Herewe'rejust going

Sel ect search action: S// b <RET> Search one basket ﬂosearch our
Sel ect basket to search: IN/ TEST

MTEST" mail basket.
Current search criteria:

Search basket: TEST

Figure 137: Search Only One Mail Basket
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Figure 137 (continued):

Sel ect one of the follow ng: We now have additional

B Change Search basket basket options from

BA Search al | baskets which to choose.

S Enter 'Subject contains' string

F Enter ' Message from person

T Enter ' Message to' person

DA Enter ' Message sent on or after' date

DB Enter ' Message sent on or bhefore' date

R Enter ' Response from person

X Enter ' Message contains' string

Q Qui t
Sel ect search action: S// r <RET> Enter 'Response from person
Response is from bl ue, THOVAS E. B COWPUTER SPECI ALI ST
Current search criteria: We only want a message
Sear ch basket: TEST to which we've responded.
Response from BLUE, THOMAS E.

Sel ect one of the follow ng:

B Change Search basket .

BA Search all baskets Herewe'veentered a
S Enter 'Subject contains' string phrase, but we

F Enter 'Message from person included too many
T Enter ' Message to' person characters.

DA Enter ' Message sent on or after' date

DB Enter ' Message sent on or before' date

R Change ' Response froml person

X Enter ' Message contains' string

Q Qui t

G Go search

Sel ect search action: G/ x <RET> Enter 'Message contains'
Message contai ns: nessage created whil e readi ng another nessage

Enter the string to search for. It nmay be from3 to 30 characters.

Note that if the string you are searching for is not all .

in the message, the search will not be able to find it. Help text explaining
optimal search

Message contains: nessage created while reading characteristics.

Shoul d the search be case-sensitive? YES// ?

Your answer determni nes whether case (upper/lower) matters in the search.
It also affects the speed of the search.

A case-sensitive search (one in which case matters) is faster.

A case-insensitive search (one is which case does not matter) may find
nore nmatches, but will be sl ower.

Answer YES for a faster search, when case matters.

Answer NO for a sl ower search, when case does not natter.

Shoul d the search be case-sensitive? YES// <RET>

Figure 137: Search Only One Mail Basket (continued)
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Figure 137 (continued):

Sel ect one of the follow ng: We only want

1 Message only MailMan to look for

2 Message and Responses thetext phrasein the

3 Responses only body of the message
(not the responses).

Wiere shoul d we search: Message only// <RET>

Current search criteria:

Sear ch basket: TEST
Response from BLUE, THOMAS E.
Message cont ai ns: nessage created while reading

Sel ect one of the foll ow ng:

Change Search basket

Search all baskets

Enter ' Subject contains' string
Enter ' Message from person
Enter 'Message to' person

Enter ' Message sent on or after' date
Enter ' Message sent on or before' date
Change ' Response froml person
Change ' Message contains' string
Qi t

Go search

MailMan found one
message that satisfied
our search criteria
(displayed in a
"virtual basket").

oox;ugg—i'nmgw

Sel ect search action: G/ <RET> o0 search
Sear chi ng. ..

TEST Basket

*=New/ ! =Priority.......... Subject................... Lines. From........ Read/ Revd
4. [1212175] 12 May 98 New Test Message 3 BLUE, THOVAS E. 2/ 2

Search fini shed.

Ent er nessage nunber or command: *

Figure 137: Search Only One Mail Basket (continued)
For this example (Figure 137), After we chose the Query/Search for messages option, we entered an "M"
(Search my Mailbox only) at the " Select message search method:" prompit.

For this example, we wanted to only search one mail basket so we entered "B" (Search one basket) at the
"Select search action: S//" prompt.

MailMan then prompted us to choose the mail basket. In this case, we entered "TEST" at the "Select
basket to search: IN//" prompt. Asyou can see, the "IN" basket is the default entry.

o Once you've selected a specific mail basket to search, MailMan gives you the opportunity to later
change the selected basket or search all mail baskets.
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MailMan then displayed the current search criteria (i.e., Search basket: TEST) and alist of other search
criteriafrom which to choose.

For this example, we next entered an "R" (Response from) at the " Select search action: S//" prompt.

MailMan then prompted us to enter the responder's name. In this case, we entered "BLUE,THOMASE."
at the "Responseis from:" prompt.
MailMan then redisplayed the current search criteria:

» Search basket: TEST

* Responsefrom: BLUE,THOMASE.

MailMan also redisplayed the list of other search criteria from which to choose.

We decided to search for a specific text phrase in the body of the message. Thus, we first entered " X"
(Message contains) at the " Select search action: G//" prompt.

We then entered the phrase "message created whilereading another message" at the "Message
contains:" prompt. However, MailMan informed us that our entry can only be from 3 to 30 charactersin
length, since our entry was 45 characters, we had to re-enter it. This time we entered a shorter phrase:
"message created whilereading" (which is 29 charactersin length, including spaces).

MailMan then asked usif we wanted to make the search case sensitive. We displayed the Help for this
option, which explained that a case-sensitive search is faster. For this example, we decided to make the
search case sensitive by accepting the default "Y es' response by pressing the Enter/Return key at the
"Should the search be case-sensitive? Y ES//" prompt.

Next, MailMan gave us the opportunity to choose what part of the message should be searched for our
text phrase.
Y ou can choose to search for aphrase in any of these three locations:

1 Messageonly

2 Message and Responses

3 Responsesonly
For this example, we chose only to look for the phrase in the body of the message by pressing the
Enter/Return key to accept the default response (i.e., M essage only) at the "Where should we search:
Message only//" prompt.
MailMan then redisplayed the current search criteria:

» Search basket: TEST

* Responsefrom: BLUE,THOMASE.

* Message contains: message created while reading
At this point we had completed our search criteria entries and were ready to start the search. Thus, we

pressed the Enter/Return key to accept the "G" (Go search) default at the " Select search action: G//"
prompt and MailMan began searching for all messages that met our search criteria.
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When the search was finished, MailMan placed usinto a"virtual basket" in afull-screen view displaying
all of the messages that met the search criteria where we could take any additional actions on the list of
message in that basket.

@

For a complete list of action commands we could use, please refer to Table 2 in Chapter 2 in this
manual .

Asyou can see, MailMan found only one message that fit all of our search criteria. It was the message we
were looking for based on the characteristic we stated previously. By entering the basket, responder, and a
text phrase, MailMan was able to find the message we wanted and include it in the list of messages found
in the search.

When you complete your actions on the message(s), press the Enter/Return key or enter the up-arrow ("""
Shift-6 key on most keyboards) at the "Enter message number or command:" prompt to go back to the list
of search options to further refine or modify your search.

To exit the search option altogether, press the Enter/Return key to accept the "Q" (Quit) default or enter
the up-arrow (""" Shift-6 key on most keyboards) at the " Select search action: Q//" prompt to return to the
main MailMan Menu.
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We will again use MailMan to demonstrate searching for a message we know exists in a particular mail
basket, however, thistime, we will use different search criteria.

For this example, the specific message we are looking for has the following characteristics:
*  Subject—"XU8.0T20#46 MENUMAN: FIND USER ERROR"
*  Sender—LTBLUE,TRUNGV
* Recipients—G.KERNEL DEVELOPERS (and others)
*  Responders—LTBLUE,TRUNG V (and others)
* Message Sent—May 18, 1995
e Sample Message Text Phrase—"Thisis very strange one."
* Mail Basket—Kernel

e MailMan Internal Message | dentification Number—926007
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The following example shows you how to search for messagesin a specific mail basket based on the
subject and to whom the message was sent:

Sel ect Mail Man Menu Option: query/Search for Messages
Sel ect one of the follow ng:

A Search all nessages
M Search my Mail box only

Sel ect message search method: m <RET> Search nmy Mailbox only

Current search criteria:

Sear ch basket : Al baskets Herewerejust going
to search our own
Sel ect one of the follow ng: mailbox.
B Search one basket
S Enter 'Subject contains' string
F Enter ' Message from person
T Enter 'Message to' addressee
DA Enter ' Message sent on or after' date
DB Enter ' Message sent on or bhefore' date
R Enter ' Response from person
X Enter ' Message contains' string
Q Qui't

Sel ect search action: S// b <RET> Search one basket
Sel ect basket to search: I N/ Kernel

Herewe'rejust going

Current search criteria: 't|o Searcfj our
Search basket : Ker nel Kernel" mail
basket.
Sel ect one of the foll ow ng:

B Change Search basket

BA Search all baskets

S Enter ' Subject contains' string

F Enter ' Message from person

T Enter 'Message to' addressee

DA Enter ' Message sent on or after' date

DB Enter ' Message sent on or before' date

R Enter ' Response from person

X Enter ' Message contains' string

Q Qui t Herewe'rejust going

) . . to search for

Sel ect s.earch' action: S// t<RET> Enter 'Message to' address messages sent to the
Message is to: g.kernel DEVELOPERS G.KERNEL
Current search criteria: DEVEL OPERS mail
Search basket : Ker nel group.

Message to: G KERNEL DEVELOPERS

Figure 138: Search Only One Mail Basket For Mail Sent to a Group
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Figure 138 (continued):

Sel ect one of the foll ow ng:

B Change Search basket

BA Search all baskets

S Enter 'Subject contains' string

F Enter ' Message from person

T Change ' Message to' addressee

DA Enter ' Message sent on or after' date
DB Enter ' Message sent on or bhefore' date
R Enter ' Response from person

X Enter ' Message contains' string

Q Qui t

G Go search

Sel ect search action: G/ s <RET> Enter 'Subject contains' string
Subj ect contains: menuman

Here we only want
messages with the
word "MENUMAN"
somewherein the
subject.

Current search criteria:
Search basket : Ker nel
Subj ect cont ai ns: nmenuman

Message to: G KERNEL DEVELOPERS

Sel ect one of the follow ng:

B Change Search basket

BA Search all baskets

S Change ' Subj ect contains' string

F Enter ' Message from person :

T Change ' Message to' addressee MailMan found three
DA Enter ' Message sent on or after' date me_ssﬁgesthat

DB Enter ' Message sent on or before' date satisfied our search
R Enter 'Response from person criteria (displayed in
X Enter 'Message contains' string a"virtual basket").
Q Qui t

G Go search

Sel ect search action: G/ <RET> o0 search
Sear chi ng. ..

Ker nel Basket

*=New/ ! =Priority.......... Subject......... ... ... ... Lines. From ........ Read/ Rcvd
33. [930602] 12 Jun 95 XUB.0T20#75 MENUMAN ERROR O 24 LTBLUE, TRUNG V 77
27. [926007] 18 May 95 XU8.0T20#46 MENUMAN: FIND U 80 LTBLUE, TRUNG V 3/3

23. [924447] 10 May 95 XU8.0T20#35 MENUVAN AND NON 65 LTBLUE, TRUNG V  15/15
Search fini shed.
Enter nessage nunber or conmmand:

Figure 138: Search Only One Mail Basket For Mail Sent to a Group (continued)
For this example (Figure 138), After we chose the Query/Search for messages option, we entered an "M "
(Search my Mailbox only) at the " Select message search method:" prompt.

In this case, we wanted to only search one mail basket so we entered "B" (Search one basket) at the
"Select search action: S//" prompt.
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MailMan then prompted us to choose the mail basket. We entered "Kernel" at the " Select basket to
search: IN//" prompt. As you can see (Figure 138), the "I N" basket is the default entry. Aswith entering
any MailMan user or group name, we only had to enter the first portion of the mail basket name (not case
sensitive); MailMan found the appropriate basket based on our partial entry and automatically displayed
the rest of the basket name to us. If more than one basket is found based on that partial entry, MailMan
would alow us to choose from alist of basket names. Y ou'll narrow your choices by entering more

=¥ (Once you've selected a specific mail basket to search, MailMan gives you the opportunity to later
change the selected basket or search all mail baskets.

MailMan then displayed the current search criteria (i.e., Search basket: Kernel) and alist of other search
criteriafrom which to choose.

We next entered a"T" (Message to) at the "Select search action: S//* prompt and MailMan prompted us
to enter the addressee's name. In this case, we entered the first portion of the"G.KERNEL
DEVELOPERS" group name at the "Message isto:" prompt.
MailMan then redisplayed the current search criteria:

* Search basket: Kernel

* Messageto: G.KERNEL DEVELOPERS
MailMan also redisplayed the list of other search criteria from which to choose.

We decided to also search for a specific text phrase in the subject of the message. Thus, we first entered
"S" (Subject contains) at the " Select search action: G//" prompt. We then entered "menuman” at the
"Subject contains:" prompt. The subject search is not case sensitive.

MailMan then redisplayed the current search criteria:
*  Search basket: Kernel
e Subject contains: menuman
* Messageto: G.KERNEL DEVELOPERS
At this point we had completed our search criteria entries and were ready to start the search. Thus, we

pressed the Enter/Return key to accept the "G" (Go search) default at the " Select search action: G//"
prompt and MailMan began searching for all messages that met our search criteria.

When the search was finished, MailMan placed us into a "virtual basket" in afull-screen view displaying
al of the messages that met the search criteria where we could take any additional actions on the list of
message in that basket.

o For a complete list of action commands we could use, pleaserefer to Table 2 in Chapter 2 in this
manual .
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Asyou can see, MailMan found three messages that fit all of our search criteria. Based on the
characteristic we stated previously, we were specifically looking for message number 27 in the list. By
entering the basket, addressee (group name), and a portion of the subject, MailMan was able to find the
message we wanted and include it in the list of messages found in the search.

When you complete your actions on the message(s), press the Enter/Return key or enter the up-arrow ("""
Shift-6 key on most keyboards) at the "Enter message number or command:" prompt to go back to the list
of search options to further refine or modify your search.

To exit the search option altogether, press the Enter/Return key to accept the "Q" (Quit) default or enter

the up-arrow (""" Shift-6 key on most keyboards) at the " Select search action: Q//" prompt to return to the
main MailMan Menu.
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6. Filtering Mail

Topics To Be Discussed: Message Filter Edit Option
Filtering Criteria
Establishing Filter Order
How to Create a New Mail Filter
How to Edit an Existing Mail Filter

How to Modify a Mail Filter and Filter M essages
in a Basket

How to Deletea Mail Filter

Effective with MailMan V.7.1 with Patch 50, you can filter your mail. MailMan can use message filters,
created by you, to assist you with organizing your mail.

Y ou can think of MailMan and message filters as performing the duties of an "executive assistant,” such
as sorting through all of the incoming mail before it reaches your "desk." These filters screen and
categorize your mail, directing it to mail baskets you specify based on certain criteria. They can also help
you prioritize the relevant mail and discard your unwanted mail ("junk mail") by sending it directly to the
"WASTE" basket or any other mail basket.

Q
{
Here's atip—Use mail filtersto help automatically "sort" your mail. For example, create a filter
to automatically direct mail messages sent by any member of a project team to the appropriate
project basket in your mailbox.

The features and functionality associated with filtering messages are described in greater detail in this
chapter.
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M essage Filter Edit Option

The MailMan interface provides the Message Filter Edit option for you to create mail filters. It islocated
on the Personal Preferences menu, as shown below:

NML New Messages and Responses
RML Read/ Manage Messages
SML Send a Message
Query/ Search for Messages
AML Become a Surrogate (SHARED, MAIL or O her)
Personal Preferences ...
O her Mail Man Functions ...
Help (User/ G oup Info., etc.)

Sel ect Mail Man Menu Option: personal Preferences

User Options Edit
Banner Edit
Surrogate Edit

[0 Message Filter Edit
Del i very Basket Edit

GW Enroll in (or Disenroll from a Ml Goup

Personal Mail Goup Edit
Forwar di ng Address Edit

Sel ect Personal Preferences Option: nessage Filter Edit

Figure 139: M essage Filter Edit Option

Filtering takes place during message delivery. Filtering can also be selected as a basket action.

o For more information on filtering messages as a basket action, please refer to the "Filter Messages
('FI") Action" topic in Chapter 2 in this manual.

Also, when you create amail filter and specify amail basket that does not currently exist in your mailbox,
MailMan will allow you to create it on the fly. Also, if you later delete afilter mail basket, MailMan will
automatically recreate it for you when the filter is used (activated) and mail is directed to that basket.

o MailMan will not allow you to designate "IN" as a filter basket, because that is the default delivery
basket.
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In addition to setting the filtering criteria, when you want MailMan to use a specific filter, the following
conditions must be met:

FILTER MESSAGES?—Filtering must be turned on for your mailbox (i.e., FILTER
MESSAGES?field set to "Yes").

STATUS—Thefilter's status must be active (i.e.,, STATUS field set to "On").

ORDER—Thefilter must be thefirst filter (i.e., controlled by the ORDER field) whose criteria
matches the message characteristics (i.e., subject contents, sender of the message, and/or message

addressee)

For more information on the Order field, please refer to the "Establishing Filter Order"
topic that followsin this chapter.

Also, for more information on filter criteria, please refer to the "Filtering Criteria" topic
that follows in this chapter.

Mail filters are ignored during delivery under the following conditions:

M essage Already Exists—The message already exists in one of your mail baskets.

Delivery Basket Specified—The message was sent with a delivery basket specified and you have
set your delivery basket privileges to accept delivery to the specified basket (overrides your mail
filters).

o For more information on setting your delivery basket privileges, please refer to the "How
to Set Your Delivery Basket Privileges' topic in Chapter 2 inthe"MailMan V. 7.1 & Patch
XM*7.1*50 Getting Started Manual ."

M essage Sent by Y ou—The message is from yourself, and you specified a basket (other than the
"IN" basket) at the transmit prompt.

Even if you have created mail filters, you can turn filtering on or off at any time by, again, using the
Message Filter Edit option located on the Personal Preferences menu. If you've turned filtering off,
MailMan will ignore any mail filters and deliver your mail as usual.

F o
&% MailMan'sbackground processing checks active mail filtersfor each recipient, prior to

delivery. Thiscan be cumbersome for MailMan when a message has numer ousrecipients
and each recipient has numerous active mail filters. Thus, to make the delivery process
mor e efficient for everyone, we suggest you limit the number of activefiltersfor your
mailbox, use the least amount of filtering criteria necessary to positively identify the
message, and prioritize each filter by using the ORDER field. Those filtersthat will be
used the most should be given the highest priority (e.g., ORDER equalsone, two, or

three).
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Filtering Criteria

The Message Filter Edit option allows you to set up standing instructions to MailMan as to which baskets
you'd like certain messages delivered. This can be based on any number of the following three criteria:

Subject Contains—Subject of the message. The string must be from 3 to 25 charactersin length
and can appear anywhere in the subject (not case sensitive).

From—The name of the person who sent the message (partial matching possible). If it isalocal
person, enter the first portion of the sender's last name (not case sensitive) or their local DUZ
(i.e., numeric user ID).

For senders at aremote location (not located at your site), do any of the following:

» Enter any portion of the remote sender's name followed by the at-sign ("@" Shift-2 key
on most keyboards, i.e., name@). The name string entered must be from 1 to 45
charactersin length (not case sensitive).

» Enter any portion of the remote sender's name, the at-sign (" @" Shift-2 key on most
keyboards), and any portion of their domain name (i.e., name@domain). The name and
domain name strings entered must be from 1 to 45 charactersin length (not case
sensitive).

» Enter theat-sign ("@" Shift-2 key on most keyboards) and any portion of their domain
name (i.e., @domain). The domain name strings entered must be from 1 to 45 characters
in length (not case sensitive).

Addressed To—Addressee of the message. This includes users and mail groups. MailMan will
check the addressees that you see when you Query (Q) the message. MailMan will not check the
expanded list of addresses that you see when you use the Query Detailed (QD) action code.

o For more information on the Query action (Q), please refer to the "Query ('Q') Action”
topic in Chapter 3 in this manual.

Also, for more information on the Query Detailed ('QD') action, please refer to the "Query
Detailed (QD) Action" in Chapter 3 in this manual.

If itisalocal person, enter the first portion of the addressee's last name (not case sensitive) or
their local DUZ (i.e., numeric user ID).

For addressees at a remote location (not located at your site), do any of the following:

» Enter any portion of the remote addressee's name followed by the at-sign ("@" Shift-2
key on most keyboards, i.e., name@). The name string entered must be from 1 to 45
charactersin length (not case sensitive).

» Enter any portion of the remote addressee's name, the at-sign ("@" Shift-2 key on most
keyboards), and any portion of their domain name (i.e., name@domain). The name and
domain name strings entered must be from 1 to 45 charactersin length (not case
sensitive).

» Enter the at-sign ("@" Shift-2 key on most keyboards) and any portion of their domain
name (i.e., @domain). The domain name strings entered must be from 1 to 45 characters
in length (not case sensitive).
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If any part of the subject matches your subject filter, the filter will be used (activated). The
mor e characters you provide, the more precise the filter will be. MailMan automatically
capitalizes your entries to these promptsin order to facilitate the filtering process.

For more information on entering names or DUZs, please refer to the " Address Functionality”
topic in Chapter 4 in this manual.

For thefilter to take effect, all criteriaentered must be true (i.e., match the characteristics of the message).
For example, if you specify the "SUBJECT CONTAINS' and "FROM," the filter takes effect only if the

subject of the message contains the string you specified in the SUBJECT CONTAINS field and the
message is from the person you specified in the FROM field.

If you wish the filter to take effect upon either "SUBJECT CONTAINS" or "FROM," you must create
two separate filters: one with "SUBJECT CONTAINS' and another with "FROM" as your filter criteria.
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A message may match several filters, depending on the conditions (filtering criteria) you have set. The
ORDER field is used to determine in which order filters will be checked. It is here that you specify
relative filter priority. The value entered must be a whole number between 1 and 999 (no decimal digits).
All filters are checked in numeric order. If severa filters have the same number, then the first one you
entered receives priority.

For example, if you have more than one filter established with similar filtering conditions, the ORDER
number tells MailMan which filter is checked first:

Filter Subj ect Addressed

Name | Order | Basket Status | Contains | From To

Filter 1 1 Team 1 On No Entry No Entry G.TEAM1
(null) (null)

Filter_2 2 Supervisor On No Entry Name A G.TEAM1
(null) (Supervisor)

Table 5: Comparison Table Showing Filter Order

For this example (Table 5), let's assume we belong to the G.TEAM 1 mail group, have turned filtering on,
and have established two active mail filters (i.e., Filter_1 and Filter_2). Asyou can see here, our filters
have very similar filtering conditions set. Both filters use the ADDRESSED TO criteriato filter mail.
Also, one of thetwo filters (i.e., Filter_2) uses the FROM criteria (i.e., From Name A, Supervisor). When
amessage is sent to the G.TEAM1 mail group, MailMan will check the message characteristics against
the active mail filtersin numerical order and deliver the mail to the specified mail basket.

If the Supervisor (Name A) for Team 1 sends a message to the G.TEAM1 mail group, MailMan will use
the Filter_1 filter instead of the Filter_2 filter, because Filter_1's ORDER number (i.e., "1") is higher than
Filter 2's ORDER number (i.e., "2"). Thus, in this case, MailMan will deliver the message to the "Team
1" basket. However, in this case, since the message was from the Supervisor, it would have been more
appropriate for the message to have gone through the Filter_2 filter to be delivered to the "Supervisor"
basket. Filter 1 doesn't screen who sent the message, it automatically sends all messages addressed to the
G.TEAM1 mail group to the Team 1 basket.

In this case, to fine-tune our filter criteriato appropriately deliver the Supervisor's message to the
"Supervisor" basket, we should reverse the ORDER number of the filters so that the filter expecting
messages from the supervisors comes first. Thus, we would demote Filter_1's ORDER from "1" to "2"
and promote Filter_2's ORDER from "2" to "1."
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How to Create a New Malil Filter

In the following example (Figure 140), we wanted to create a new mail filter called "Broadcast” that
would automatically deliver all messages from the Postmaster with the word "broadcast” in the subject to
amail basket called "Broadcast” (e.g., Subject: 09/09/98 VACO BROADCAST,

From: POSTMASTER.FORUM @FORUM.VA.GOV).

To create this new mail filter, use the Message Filter Edit option available on the Personal Preferences
menu, as shown below:

Sel ect Mail Man Menu Option: personal Preferences

User Options Edit
Banner Edit
Surrogate Edit
Message Filter Edit
Del i very Basket Edit
GW Enroll in (or Disenroll from a Mil Goup
Personal Mail Goup Edit
Forwar di ng Address Edit

Herewe are creating
our new " Broadcast"
filter. If we need to, we
can later edit thisfilter
by entering its name.

Sel ect Personal Preferences Option: nessage Fi

FI LTER MESSACGES?: YES// <RET>

Sel ect FILTER Trans Assistant// Broadcast
Are you adding 'Broadcast' as a new FILTER (the 3RD for this MAILBOX)? No// y

<RET> (Yes) — - ] - — -
Thisistheorder in which MailMan checksthisfilter with any other
ORDER: 3 filtersyou may have defined. It checks from lowest to highest.
BASKET: Broadcast

Are you addi ng ' Broadcast' as a new BASKET (the 78TH for this MAILBOX)? No// y

<RET> (Yes)
STATUS: 1 <RET> ON |rWe‘vemadethefiIter active (i.e., ON). :l
SUBJECT CONTAINS: 2?2  ——
If the subject contains the string you specify AND if the nmessage matches
the other conditions (if any), then the nessage matches this filter.

The subject is capitalized automatically to facilitate filtering.
SUBJECT CONTAI NS: broadcast
FROM POSTMASTER. FORUM@ORUM VA. GOV
ADDRESSED TO <RET>
VAPORI ZE DAYS: <RET>
DELI VER NEWP: <RET>
Sel ect FILTER <RET>

Herewe are setting the
filter criteriato match
against the Subject
and Sender of a

User Options Edit message.
Banner Edit
Surrogate Edit
Message Filter Edit
Del i very Basket Edit
GW Enroll in (or Disenroll from a Mil Goup
Personal Mail Goup Edit
Forwar di ng Address Edit

Sel ect Personal Preferences Option:

Figure 140: Creating a New Mail Filter
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After we chose the Message Filter Edit option on the Personal Preferences menu (Figure 140), MaillMan
asked us if we wanted to filter our mail. Since we did, we accepted the "Y es" default by pressing the
Enter/Return key at the"FILTER MESSAGES?: YES/" prompt.

MailMan then asked us to choose a message filter. Since we had previously established mail filters,
MailMan displayed the last mail filter we created as the default response (i.e., " Trans Assistant”). For this
example, we wanted to create anew filter called "Broadcast,” thus, we entered "Broadcast” at the " Select
FILTER: Trans Assistant//" prompt.

MailMan verified that this was a new filter and asked us to confirm our entry. We confirmed the new
filter name by entering "Yes" at the "Are you adding 'Broadcast' as anew FILTER (the 3RD for this
MAILBOX)? No//" prompt.

MailMan then asked us to choose the new mail filter's order (priority). Since this was our third filter, we
decided to set its ORDER to three. Thus, we entered "3" at the "ORDER:" prompt.

MailMan then wanted us to select the delivery basket to receive the mail that matched this filter's criteria.
For this example, we wanted to send mail to a new mail basket called "Broadcast." After entering
"Broadcast” at the"BASKET:" prompt, MailMan asked us to confirm that we wanted to create a new
mail basket. We confirmed the new basket by entering "Yes" at the "Are you adding 'Broadcast' as a new
BASKET (the 78TH for this MAILBOX)? No//" prompt.

MailMan then asked us if we wanted to make the filter active (turned on). Since we did want thisfilter to
be active, we entered a"1" at the "STATUS:" prompt. Alternatively, we could have entered the word
"On" (not case sensitive).

At this point MailMan started prompting us to enter the filtering criteria. The first filtering criterion is
SUBJECT CONTAINS. We displayed the Help for this prompt by entering two question marks ("??") at
the "SUBJECT CONTAINS:" prompt. For this example, we wanted to filter messages with the word
"broadcast" in the subject so we entered "broadcast" at the "SUBJECT CONTAINS:" prompt. MailMan
automatically converts the entry to all uppercase.

The next filtering criterion was the "FROM" field. For this example, we entered
"POSTMASTER.FORUM @FORUM.VA.GOV" a the "FROM:" prompt.

We pressed the Enter/Return key at the "ADDRESSED TO:" prompt without entering any additional text.
The next selection was"VAPORIZE DAY S." Y ou can set the message to vaporize (be deleted from
your mailbox) this many days after it is delivered to you. Thisdate will override any vaporize date set by
the sender. Y ou will be able to change or del ete the vaporize date at the message action prompt whenever
you read the message.

If thisfield isnull, the filter will not set any vaporize date.

Thiswill only apply to new messages and responses which are put into your mailbox (including moving
from the WA STE basket) as aresult of delivery or latering. It won't to apply messages which are already
in your mailbox.

Next MailMan asked "DELIVER NEW?' If you don't answer, or delete the answer, the default is YES.
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Y ES means that the message will be delivered as usual, and made new as usual.

NO means that the message will be delivered as usual, but it won't be made new, so you won't know it's
arrived unless you check.

Thiswill only apply to new messages which you have not seen before. It won't apply to responses or

forwarded messages with responses. It won't apply when you filter messages which are already in your
mai|box.

Last, MailMan prompted us to enter the next filter. Since we didn't want to create another filter, we
pressed the Enter/Return key at the "Select FILTER:" prompt and MailMan returned us to the Personal
Preferences menu.
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How to Edit an Existing Mail Filter

To edit an existing mail filter, use the Message Filter Edit option available on the Personal Preferences
menu, as shown below:

Sel ect Personal Preferences Option: nessage Filter Edit
FI LTER MESSAGES?: YES// <RET>
Sel ect FILTER Broadcast// <RET>

FILTER Broadcast// <RET> -
ORDER: 3// 999 Changed theORDERj

BASKET: Broadcast// <RET> trom3t0999(last).
STATUS: ON// <RET>
SUBJECT CONTAINS: BROADCAST// <RET>
FROM POSTMASTER FORUM@ORUM VA. GOV Repl ace <RET>
ADDRESSED TO. bl ue, THOVAS E. B COMPUTER SPECI ALI ST

Sel ect FILTER <RET>

Changed the
User Options Edit ADDRESSED TO
Banner Edit from no entry (null) to
Surrogate Edit our name.

Message Filter Edit
Del i very Basket Edit
GW Enroll in (or Disenroll from a Mil Goup
Personal Mail Goup Edit
Forwar di ng Address Edit

Sel ect Personal Preferences Option:

Figure 141: Editing an Existing Mail Filter

In this example (Figure 141), we wanted to modify the "Broadcast" filter we just created (Figure 140). In
this case, we wanted to change the "Broadcast” filter's order and add to the filtering criteria(i.e.,
ADDRESSED TO).

The current filtering criteriafor the "Broadcast” filter consisted of the following:
 SUBJECT CONTAINS: BROADCAST
* FROM: POSTMASTER.FORUM@FORUM.VA.GOV

After entering the Message Filter Edit option, we pressed the Enter/Return key accepting the default
responses until we got to the ORDER prompt for the "Broadcast” filter. For this example, we wanted to
change the filter's order from the third filter to be checked to the last filter that was checked by entering
"999" (maximum order number) at the "ORDER: 3//" prompt.

We then continued to press the Enter/Return key until we reached the "ADDRESSED TO:" prompt that
followed the previous filter criteria For this example, in addition to the previous filtering criteria, we also
wanted to filter messages that were addressed specifically to us and not a mail group. Thus, we entered
the first portion of our last name (i.e., "blue") at the"ADDRESSED TO:" prompt.
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Our new filtering criteriawas as follows:

« SUBJECT CONTAINS: BROADCAST

* FROM: POSTMASTER.FORUM@FORUM.VA.GOV

« ADDRESSED TO: BLUE,THOMASE.
Since the ADDRESSED TO field isthe last of the filtering criteriafor the "Broadcast” filter, MailMan
prompted us to enter the next filter, if any. Because we didn't want to modify or create another filter, we

pressed the Enter/Return key at the "Select FILTER:" prompt and MailMan returned us to the Personal
Preferences menu.
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How to Modify a Mail Filter and Filter M essagesin a Basket

The following series of screen captures (Figure 142, Figure 143, and Figure 144) better illustrates how to
review and modify afilter based on a message's characteristics and then filter messagesin a basket so
they are passed through the modified filter.

Based on the filter we created in Figure 140 and modified in Figure 141, we wanted MailMan to deliver
all messages with the word "broadcast” in the subject to a new mail basket called "Broadcast” (e.g.,
Subject: 09/09/98 VACO BROADCAST, From: POSTMASTER.FORUM @FORUM.VA.GOV).
However, we discovered that some messages did not seem to properly use that filter and were still being
delivered to our "IN" basket, as shown below:

Sel ect Mail Man Menu Option: nm <RET> New Messages and Responses
Sel ect New nmil option: Read new nmail by basket// In <RET> List all new nessages

*=New/ ! =Priority............ Subject................. Lines. From........ Read/ Revd
*1. IN[1228357] 09 Sep 98 09/09/98 VACO BROADCAST, 14 <POSTMASTER. FORUM@rORU
*2. IN[1228321] 08 Sep 98 Changes to routines 6 <POSTMASTER@NXT. KERNEL
*3. IN[1228261] 08 Sep 98 NEW DESKTOP SUPPORT EMPL 7 GREY, EDWARD 3/4

Ent er nessage nunber or command: 1

Subj : 09/ 09/ 98 VACO BROADCAST [#1228357] 9 Sep 1998 0 14 1ines
From <POSTMASTER. FORUM@FORUM VA. GOV> I n 'Broadcast'

Automatic Deletion Date: 16 Sep 98 Page 1 *New*

b

Thismessage with " broadcast”
in the subject and from the
Postmaster was delivered to our
"IN" basket.

Enter nessage action (in IN basket): IGNORE// q

Subj : 09/09/98 VACO BROADCAST [#1228357] 9 Sep 199
From <POSTMASTER FORUM@-ORUM VA.GOV> In "IN basket:
Automatic Deletion Date: 16 Sep 98

Local Message-1D: 1228357@ SC- SF. VA. GOV (2 Reci pients) d osed.
"Information only' for all recipients. Automatic Deletion Date: 16 Sep 98

This message was addressed as fol IOWS:/he(gueryshowsthatthe
. message was sent to all

* (Broadcast to all |ocal users) local users and not
S. XMYB- BROADCAST- VA- W DE addressed specifically to us.

Enter nessage action (in Broadcast basket): | GNORE//

Figure 142: (1 of 3) Determining Why a M essage Did Not Get Filtered

Asyou can see from thisfirst example in our series (Figure 142), we first chose the New Messages and
Responses option (NM L) and listed the new messagesin our "IN" basket by entering an "L N" at the
"Select New mail option: Read new mail by basket//" prompt.

After MailMan displayed the list of new messages in our mailbox, we noticed that message number 1in
our "IN" basket has the word "BROADCAST" in its subject and is from the

POSTMASTER.FORUM @FORUM.VA.GOV. Since the message was delivered to our "IN" basket and
not the "Broadcast" basket we had intended, it must not have properly used our modified "Broadcast"
filter.
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We previously modified the Broadcast filter to deliver messagesto our "Broadcast” basket with the
following filtering criteria (Figure 141):

 SUBJECT CONTAINS: BROADCAST

* FROM: POSTMASTER.FORUM @FORUM.VA.GOV

» ADDRESSED TO: BLUE,THOMASE.
The"ADDRESSED TO field had been changed from no entry (null) to BLUE, THOMASE. Also, the
filter's ORDER had been changed from 3 to 999. Since the change in the ADDRESSED TO field is one
of the filtering criteria and the ORDER field is not, we decided to verify to whom the message was being

delivered. Thus, wefirst entered "1" at the "Enter message number or command:" prompt in order to
select the message.

Once the message was displayed, we entered a" Q" (Query) at the "Enter message action (in IN basket):
IGNORE//" prompt. MailMan displayed the summary address information of the message. Thus, the
message characteristics were as follows:

* SUBJECT CONTAINS: BROADCAST
* FROM: POSTMASTER.FORUM@FORUM.VA.GOV
e ADDRESSED TO: * (broadcast message to all local users)
We noticed that the message was not specifically addressed to BLUE,THOMASE. but to all local users

("*"). Therefore, by modifying the filter to only look for messages addressed to BLUE, THOMASE., the
filter was not being used by MailMan to deliver the message to the "Broadcast” basket.

o For more information on the Query action (Q), please refer to the "Query ('Q'") Action” topic in
Chapter 3 in thismanual.
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To modify amail filter to properly filter our "Broadcast" messages, we, again, used the Message Filter
Edit option available on the Personal Preferences menu, as shown below:

Sel ect Personal Preferences Option: nmessage Filter Edit
FI LTER MESSAGES?: YES// <RET>
Sel ect FILTER Broadcast// <RET>

FI LTER: Broadcast// <RET>

ORDER: 999// <RET>

BASKET: Broadcast// <RET>

STATUS: ON// <RET>

SUBJECT CONTAI NS: BROADCAST// <RET>

Continuoudly pressthe
Enter/Return key (<RET>)
until you reach this
prompt.

FROM POSTMASTER. FORUM@-ORUM VA. GOV pl ace <RET>
ADDRESSED TO. BLUE, THOMAS E.// @ \
SURE YOU WANT TO DELETE? y <RET> (Yes) Herewe've deleted the

Sel ect FILTER <RET> ADDRESSED TO field (no
longer part of thefiltering
criteria) by entering an at-
Banner Edi t sign (" @") and confirming
Surrogate Edit the delete.

Message Filter Edit

Del i very Basket Edit /
GW Enroll in (or Disenroll from a Mil Goup

Personal Mail Goup Edit

Forwar di ng Address Edit

User Options Edit

Sel ect Personal Preferences Option:

Figure 143; (2 of 3) Modifying a Filter So It Will Properly Deliver a M essage

In this second example of our series (Figure 143), the current filtering criteriafor the "Broadcast” filter
consisted of the following:

 SUBJECT CONTAINS: BROADCAST
* FROM: POSTMASTER.FORUM @FORUM.VA.GOV
» ADDRESSED TO: BLUE,THOMASE.
After entering the Message Filter Edit option, we pressed the Enter/Return key accepting the default

responses for the "Broadcast” filter until we got to the"ADDRESSED TO:" prompt that followed the
previous filter criteria.

For this example, we wanted to remove the ADDRESSED TO field from our filtering criteriafor the
"Broadcast" filter. Thus, we entered an at-sign ("@" Shift-2 key on most keyboards) at the
"ADDRESSED TO: BLUE,THOMASE./[" prompt. MailMan asked us to confirm that we wanted to
delete the value in this field. We confirmed the delete by entering "Yes' at the "SURE YOU WANT TO
DELETE?' prompt.

Thus, our new filtering criteriais as follows:
* SUBJECT CONTAINS: BROADCAST
* FROM: POSTMASTER.FORUM@FORUM.VA.GOV
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MailMan then prompted us to enter the next filter. Because we didn't want to modify or create another
filter, we pressed the Enter/Return key at the "Select FILTER:" prompt and MailMan returned us to the
Personal Preferences menu.

Now that we have modified our "Broadcast” filter, we want to pass the messagesin our "IN" basket back
through our updated filters. Thus, our "Broadcast" messages will be automatically moved to the
"Broadcast" mail basket, as shown below:

Sel ect Mail Man Menu Option: nm <RET> New Messages and Responses
Sel ect New nmil option: Read new nmail by basket// In <RET> List all new nessages

*=New/ ! =Priority............ Subject................. Lines. From........ Read/ Revd
*1. IN [1228357] 09 Sep 98 09/ 09/ 98 VACO BROADCAST 14 <POSTMASTER. FORUM@-ORU
*2. IN[1228321] 08 Sep 98 Changes to routi ERNEL

*
3. IN[1228261] 08 Sep 98 NEW DESK After filtering the messagesin our " IN" basket,

Ent er nessage nunber or conmand: fi . . ) "
Filter which nessages: (1-3): 1-3 message #1 isnow in the " Broadcast" basket
(abbreviated as Br).

3 nessages filtered.
Press RETURN to conti nue;

*=New/ ! =Prige=="".......... Subject................. Lines. From ........ Read/ Rcvd
*1. Br 228357] 09 Sep 98 09/09/98 VACO BROADCAST 14 <POSTMASTER. FORUM@rORU
*2. IN[1228321] 08 Sep 98 Changes to routines 6 <POSTMASTER@NXT. KERNEL
*3. IN[1228261] 08 Sep 98 NEW DESKTOP SUPPORT EMPLOY 7 GREY, EDWARD 3/4
Enter nessage nunber or conmmand:

Figure 144: (3 of 3) Using the Basket Filtering Tool to Properly Filter M essages

Asyou can see from this third and final example in our series (Figure 144), we, again, chose the New
Messages and Responses option (NM L) and listed the new messages in our mailbox by entering an "L N"
at the "Select New mail option: Read new mail by basket//" prompt.

MailMan displayed the list of our new messages. Y ou'll notice that message number 1 is currently located
inour "IN" basket. Since we wanted to filter these messages, we entered "FI" (Filter) at the "Enter
message number or command:" prompt.

MailMan asked us which messages we wanted to pass through our filters. In this case, we chose to pass
all the new messages in our mailbox through our filters. Thus, we entered "1-3" at the "Filter which

messages. (1-3):" prompt.

When finished, MailMan informed us that the messages had been filtered. Pressing the Enter/Return key
told MailMan to redisplay the list of new messages in our mailbox after they had been passed through our
filters.

We previously modified the "Broadcast" filter to deliver messages to our "Broadcast" basket with the
following filtering criteria (Figure 143):

* SUBJECT CONTAINS: BROADCAST

* FROM: POSTMASTER.FORUM@FORUM.VA.GOV
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Prior to the filtering, the first message in the list (#1) had the following characteristics:
e Mail Basket: "IN"
e Subject: "09 Sep 98 09/09/98 VACO BROADCAST"
*  From: "POSTMASTER.FORUM @FORUM.VA.GOV"

After thefiltering, the first message in the list (#1) now had the following characteristics:
» Mail Basket: "Br" (abbreviation for "Broadcast" due to space limitations)
* Subject: "09 Sep 98 09/09/98 VACO BROADCAST"
* From: "POSTMASTER.FORUM @FORUM.VA.GOV"

Thus, by adjusting the "Broadcast” filter and running the messages back through the filters, MailMan
properly delivered (moved) the messages from our "IN" basket to our "Broadcast”" basket.

o For more information on filtering messages as a basket action, please refer to the "Filter Messages
('FI") Action" topic in Chapter 2 in this manual.

July 1999 MailMan V. 7.1 User Manual 6-19
Patch XM*7.1*50



Filtering Mail

6-20 MailMan V. 7.1 User Manual July 1999
Patch XM*7.1*50



Filtering Mail

How to Delete a M ail Filter

To delete amail filter, use the Message Filter Edit option available on the Personal Preferences menu and
use the at-sign ("@" Shift-2 key on most keyboards), as shown below:

Herewe've deleted the

" Broadcast" filter by entering
Sel ect Personal Preferences @tW an at-sign (" @") and

FI LTER MESSAGES?: YES// <RET> confirmed the delete.
Sel ect FILTER Broadcast// @ N

SURE YOU WANT TO DELETE THE ENTI RE ' Broadcast' FILTER? y <RET> (Yes)
Sel ect FILTER Trans Assistant//

Figure 145: Deleting a Mail Filter

After entering the Message Filter Edit option, we pressed the Enter/Return key until we got to the " Select
FILTER:" prompt. MailMan displayed the last filter we edited as the default filter (i.e., "Broadcast").

For this example, we wanted to delete the "Broadcast” filter. Thus, we entered an at-sign ("@" Shift-2 key
on most keyboards) at the "Select FILTER: Broadcast//" prompt. MailMan asked us to confirm that we
wanted to delete the entire "Broadcast” filter. We confirmed the delete by entering "Yes' at the "SURE
YOU WANT TO DELETE THE ENTIRE 'Broadcast' FILTER?" prompt.

MailMan then prompted us to choose another filter. However, in this case, the default filter changed to the
last filter we edited prior to the "Broadcast" filter (i.e., "Trans Assistant"). Because we didn't want to
modify, create, or delete another filter, we entered the up-arrow (""" Shift-6 key on most keyboards) at
the "Select FILTER: Trans Assistant//" prompt.

Q
{
Here'satip—You don't necessarily have to delete a filter, you can simply turn it off (i.e.,, STATUS
= Off). Thus, if you want to use thefilter again, you won't have to recreate it; you just haveto turn
it back on.
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Mail Groups

Topics To Be Discussed: Mail Group Options

How to Enroll in Mail Groups
How to Disenroll From Mail Groups

Personal Mail Groups

Mail groups consist of MailMan users (members) with similar interests in a particular topic. Mail groups
provide aforum for group discussion where members can share ideas and concepts related to the group.

Asamember of amail group, you, along with other members, receive messages directed to that mail
group. One can address a message to a group of recipients without having to specify them individually by
name. Thus, whenever mail is repeatedly sent to the same list of recipients, users can save time by putting
themin mail groups.

Members can be added or removed at any time. They can be local and remote users (including fax
recipients), other mail groups, or distribution lists (nationwide mail groups).

o Users must have an Access Code and a mailbox in order to be added to a mail group.

Mail groups can also be restricted to alimited set of Authorized Senders. Thus, only certain users are
allowed to send mail to the mail group. If unspecified, then it is assumed that anyone can send mail to this
group, if public, or only members can send to it, if private (i.e., personal mail group). If a user attempts to
send mail to agroup that has one or more Authorized Senders, and they are not one of them, they are
shown alist of Authorized Senders. They can send the message to one of these users who can forward it
to the group, if desired.

o Remote users cannot send mail to any local group that has Authorized Senders. Any messages sent
by a remote user to a group with Authorized Senderswill be rejected.

The features and functionality associated with managing mail groups are described in greater detail in this
chapter.
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Mail Group Options

The MailMan interface provides three options to manage mail groups:

* Help (User/Group Info., etc.)—Use this option to get information on mail groups.

For more information on this option, please refer to the "How to Obtain Mail Group

Information” topic in Chapter 11 in this manual.

e Enrallin (or Disenroll from) aMail Group [synonym GM L]—Use this option to enroll in or
disenroll from mail groups.

» Personal Mail Group Edit—Use this option to create your own personal mail groups.

The MailMan mail group options are available on the main MailMan Menu and the Personal Preferences
menu, as shown below:

Sel ect

O ow

O

Sel ect Personal Preferences Option:

il Man Menu Option: personal Preferences

New Messages and Responses

Read/ Manage Messages

Send a Message

Query/ Search for Messages

Become a Surrogate (SHARED, MAIL or O her)
Personal Preferences ...

O her Mail Man Functions ...

Help (User/ G oup Info., etc.)

User Options Edit

Banner Edit

Surrogate Edit

Message Filter Edit

Del i very Basket Edit

Enroll in (or Disenroll from a Mil Goup

Personal Mail Goup Edit
Forwar di ng Address Edit

Figure 146: MailMan Mail Group Options

MailMan gives you the opportunity to enroll in established mail groups using the Enroll in (or Disenroll
from) aMail Group option [synonym GML]. Y ou can aso remove yourself (disenroll) from mail groups
using the same option.
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The operation of this option depends on your current membership status and the enrollment capability of
the mail group:

e Enrolling—If you are not a member of a particular mail group and the mail group allows self-
enrollment, MailMan will enroll you as a member in that mail group when you use the Enroll in
(or Disenroll from) aMail Group option [synonym GML].

e Disenrolling—If you already are a member of a particular mail group and the mail group alows
self-enrollment, MailMan will confirm your membership and ask you if you want to disenroll
yourself from the mail group when you use the Enroll in (or Disenroll from) aMail Group option
[synonym GML].

MailMan lets you enroll in or disenroll from amail group when the group allows self-enrollment.
However, if amail group does not allow self-enrollment (i.e., MailMan indicates that "...Self Enrollment
Not Allowed." after amail group name, Figure 147), you must contact the Mail Group Coordinator or
Organizer for that particular mail group and ask either to be enrolled in or disenrolled from the mail

group.

o For more information on the Mail Group Coordinator, Organizer, and general mail group

information, please refer to the "How to Obtain Mail Group Information™ topic in Chapter 11 in
this manual.

Also, you can create new personal (private) mail groups for yourself using the Personal Mail Group Edit
option on the Personal Preferences menu.

The following figure shows a sample list of mail groups:

Sel ect Personal Preferences Option: gml <RET> Enroll in
Mai | Group

Sel ect MAIL GROUP NAME: ?

Answer with MAIL GROUP NAME

Do you want the entire MAIL GROUP List? y <RET> (Yes)
Choose from

If permitted, you can enroll
your self in an established
mail group.

AM E

AM E- TEST ...Self Enrollnent Not Allowed.
AR 4.0 SITES ...Self Enrollnment Not Allowed.
AR 4.5 SITES ...Self Enrollnment Not Allowed.
BAYMUG

Bl RD MailM an indicates when you

BA SE are already a group member. ...Self Enrollnent Not Allowed.
DOCUNMENTERS Menmber ...Self Enrollnent Not Allowed.

7-4

Figure 147: Sample M ail Groups (abbreviated)
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You'l noticein this example (Figure 147) that MailMan gave us the opportunity to enter a specific mail
group or choose from alist when we entered a question mark ("?") at the "Select MAIL GROUP
NAME:" prompt.

For this example, we chose to display the list (abbreviated) in order to see which groups allow self-
enrollment by entering "Yes" at the "Do you want the entire MAIL GROUP List?' prompt. If you entered
two question marks ("??") at the "Select MAIL GROUP NAME:" prompt, MailMan would automatically
display the mail group list.

MailMan will indicate when you are already a member of agroup in the list. We can see from this
example that we are a member of the DOCUMENTERS mail group.

F N
3
= Thecurrent functionality of the Enroll in (or Disenroll from) a Mail Group [GML] and the

Personal Mail Group Edit options are described in greater detail in this chapter.
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How to Enroll in Mail Groups

Y ou can use the Enroll in (or Disenroll from) aMail Group option [synonym GML] on the Personal
Preferences menu to enroll yourself in amail group that allows self-enrollment, as shown below:

Sel ect Mail Man Menu Option: personal Preferences

User Options Edit
Banner Edit
Surrogate Edit
Message Filter Edit
Del i very Basket Edit
GW Enroll in (or Disenroll from a Mil Goup
Personal Mail Goup Edit
Forwar di ng Address Edit

Sel ect Personal Preferences Option: gml <RET> Enroll in (or Disenroll from a
Mai | G oup

Sel ect MAIL GROUP NAME: ?

Answer with MAI L GROUP NANME

Do you want the entire MAIL GROUP List? n <RET> (No)

Sel ect MAIL GROUP NAME: BI RD

You are now a menber.

MailMan
confirmed our

User Options Edit member ship.
Banner Edit
Surrogate Edit
Message Filter Edit
Del i very Basket Edit

GW Enroll in (or Disenroll from a Mil Goup
Personal Mail Goup Edit

Forwar di ng Address Edit

Sel ect Personal Preferences Option:

Figure 148: Enrollingin aMail Group

In the previous example (Figure 148), after choosing the Enroll in (or Disenroll from) aMail Group
option (GML), MailMan prompted us to enter the name of the mail group name we wanted to join. We
entered a question mark ("?") at the "Select MAIL GROUP NAME:" prompt to display the Help for this
entry.

MailMan gives you the opportunity to list all mail groups (Figure 147). In this case, we knew the mail
group we wanted tojoin (i.e., "BIRD"). It allows self-enrollment. Thus, we entered "No" at the "Do you
want the entire MAIL GROUP List?' prompt and entered "BIRD" at the "Select MAIL GROUP NAME:"
prompt.

MailMan accepted our entry and immediately informed us that we were now a member of that mail
group. (It'sthat easy to become a member when amail group allows self-enroliment!)

MailMan then redisplayed the Personal Preferences menu and placed us back at the " Select Personal
Preferences Option:" prompt where we could take another action.
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If self-enrollment is not allowed and you try to enroll yourself as a member, MailMan will display the
following:

Sel ect MAIL GROUP NAMVE: THREE ...Self Enrollnment Not Allowed.
Self enrollnment is not allowed for this mail group.
Sel ect MAI L GROUP NAME:

Figure 149: Tryingto Enroll in a Mail Group When Self-enrollment is Not Allowed

To enroll in thismail group, we would have to contact the mail group Coordinator or Organizer.
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How to Disenroll From Mail Groups

Y ou can use the Enroll in (or Disenroll from) aMail Group option [synonym GML] on the Personal
Preferences menu to disenroll yourself from amail group that allows self-enrollment, as shown below:

Sel ect Mail Man Menu Option: personal Preferences

Y ou use the same option to
disenroll from a mail group
asyou dowhen enrollingin a
mail group.

User Options Edit
Banner Edit
Surrogate Edit
Message Filter Edit
Del i very Basket Edit
GW Enroll in (or Disenroll from a Mil Goup
Personal Mail Goup Edit
Forwar di ng Address Edit

Sel ect Personal Preferences Option: gml <RET> Enroll in (or Disenroll from a

Mai | G oup

Sel ect MAIL GROUP NAME: BI RD <RET> Menber

You are a menber. Do you want to drop out? NO'/ y <RET> VYEY™ . .

You are no |onger a menber. MailMan confirmed

Sel ect MAIL GROUP NAME: that we wereno

longer a member of

Figure 150: Disenrolling from a M ail Group \the mail group.

In the previous example (Figure 150), after choosing the Enroll in (or Disenroll from) aMail Group
option (GML), MailMan prompted us to enter the name of the mail group name. Since we wanted to
disenroll from the "BIRD" mail group we previously joined (Figure 148), we entered "BIRD" at the
"Select MAIL GROUP NAME:" prompt.

MailMan confirmed that we were a member of that mail group and asked usif we wanted to "drop out.”
In this case, we did, so we entered "Y es' at the "Do you want to drop out? NO//" prompt. MailMan
accepted our entry and immediately informed us that we were no longer a member of that mail group.

MailMan then placed us back at the "Select MAIL GROUP NAME:" prompt where we could take
another mail group action.
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If self-enrollment is not allowed and you try to disenroll yourself from a mail group, MailMan will
display the following:

Sel ect Personal Preferences Option: gm <RET> Enroll in (or Disenroll from a
Mai | G oup

Sel ect MAIL GROUP NAME: | SC - SAN FRANCI SCO BASED Menber...Self Enrol |l nent Not
Al | owed.

Self enrollnment is not allowed for this mail group.

Sel ect MAIL GROUP NAME:

Figure 151: Tryingto Disenroll From a Mail Group When Self-enrollment is Not Allowed

To disenroll from thismail group, we would have to contact the mail group Coordinator or Organizer.
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Personal Mail Groups

Personal mail groups are private mail groups you create and maintain for your own use. Only the creator
of the mail group (i.e., Organizer) can address and send mail to this group. Other members cannot use this
group. However, both the creator (i.e., Organizer) and members of the personal mail group can:

» Display Information—Use the Group Information option on the Help (User/Group Info., etc.)
menu to display information on that group.

e List the Group—Seethe group listed in the MAIL GROUP List when you enter two question
marks (i.e., "??"—online help) at the "Select MAIL GROUP NAME:" prompt (Figure 147).

To create anew or edit an existing personal mail group, use the Personal Mail Group Edit option on the
Personal Preferences menu. Y ou can add or delete members at any time. Y ou can also use this option to
delete the entire personal mail group. Even though you are the Organizer of the group, you are not
automatically made a member. Thus, you should also make yourself a member of the personal mail

group.

Q
g‘ﬁ
Here'satip—Create a personal mail group for an assigned project. Include only the members of
that project teamin the mail group. Thus, when you need to discuss the project, update the status,
perform administrative tasks, etc., you only have to address and send mail to the group and not to
each individual member. This can save you time when using MailMan.
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How To CREATE A NEW PERSONAL MAIL GROUP

Y ou can use the Personal Mail Group Edit option on the Personal Preferences menu to create a new
personal mail group, as shown below:

Sel ect Mail Man Menu Option: personal Preferences

Herewe'reentering
our new personal
mail group.

User Options Edit

Banner Edit

Surrogate Edit

Message Filter Edit

Del i very Basket Edit
Enroll in (or Disenroll
Personal Mail Goup Edit
Forwar di ng Address Edit

from a Mail G oup

Sel ect Personal Preferences Option: Personal Mil
Sel ect MAIL GROUP NAME: | NFRASTRUCTURE
Are you addi ng ' I NFRASTRUCTURE' as a new MAIL GROUP? No// y <RET> (Yes)

MAI L GROUP NAME: | NFRASTRUCTURE// <RET> .
Sel ect MEMBER: ? | Herewe're entering our group members.
if you wish

Answer w th MEMBER
You may enter a new MEMBER,
Enter a local user who should receive nuil
Answer with NEW PERSON NAME, or INITIAL, or SSN, or VERIFY CODE, or
NI CK NAME, or KEY DELEGATI ON LEVEL, or DEA#, or VA#, or
SOCI AL WORKER ?, or PCSITION TITLE, or ALIAS
Do you want the entire 1554-Entry NEW PERSON List? n <RET>
Sel ect MEMBER: bl ue, THOMAS E.

Goup Edit

addressed to this group.

(No)

Are you addi ng ' BLUE, THOMAS E.'
No// y <RET> (Yes)
Sel ect MEMBER: fuchsi A, GARY M
Are you addi ng ' FUCHSI A, GARY M’
No// y <RET> (Yes)
Sel ect MEMBER: mageNTA, M CHAL
Are you addi ng ' MAGENTA, M CHAL'
No// y <RET> (Yes)

Sel ect MEMBER: <RET>
Sel ect REMOTE MEMBER: ?
Answer with MEMBERS -

You may enter a new MEMBERS -

| ocal server (S. server)
Sel ect REMOTE MEMBER: <RET>
Sel ect MAIL GROUP NAME:

REMOTE REMOTE MEMBER

Enter a renote address (name@lomain) or |ocal

ﬂe only added local members, no remote members. |

B COVPUTER SPECI ALI ST
as a new MEMBER (the 1ST for this MAIL GROUP)?
(€] PROGRAMVER
as a new MEMBER (the 2ND for this MAIL GROUP)?
Y 10BA6/ 1 SC Q.. Continuum

as a new MEMBER (the 3RD for this MAIL GROUP)?

REMOTE, if you wi sh

devi ce (D.device) or

Figure 152: Creating a New Personal Mail Group

In the previous example (Figure 152), after choosing the Personal Mail Group option, MailMan prompted
us to enter the name of the personal mail group. Since we wanted to create a new personal mail group

called "INFRASTRUCTURE," we entered "
NAME:" prompt.

July 1999
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MailMan recognized that this was a new personal mail group and asked us to confirm its creation. We
confirmed our entry by entering "Yes" at the "Are you adding 'INFRASTRUCTURE' as anew MAIL
GROUP? No//" prompt.

MailMan then asked us to enter the members of the group. We entered a question mark ("?") after the first
"Select MEMBER:" prompt in order to display the online Help for entering local users.

For this example, we wanted to include three local membersin our personal mail group:
* BLUE,THOMASE.
e FUCHSIA,GARY M.
« MAGENTAMICHAL

Aswith entering any local MailMan user name, we only had to enter the first portion of each person's last
name (not case sensitive) at the "Select MEMBER:" prompt.

o For more information on entering names, please refer to the " Address Functionality” topicin
Chapter 4 in this manual.

MailMan asked us to confirm each name by entering "Yes' at the "Are you adding 'name’ as a new
MEMBER (the n" for this MAIL GROUP)? No//" prompt (where name is the member name and n™ is the
number of the member in the group [1%, 2™, 39, 4™ etc.]). MailMan knew we were finished with adding
local members to our group when we pressed the Enter/Return key at the "Select MEMBER:" prompt
without entering another name.

MailMan then prompted us to enter any remote users as members. Again, we entered a question mark

"?") at the "Select REMOTE MEMBER:" prompt in order to display the online Help for entering remote
users. Since we didn't want to enter any remote users, we pressed the Enter/Return key at the " Select
REMOTE MEMBER:" prompt without entering a name.

At this point we had completed adding members to our personal mail group.

MailMan then placed us back at the "Select MAIL GROUP NAME:" prompt where we could take
another personal mail group action.
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We then used the Group Information option on the Help (User/Group Info., etc.) menu to display
information on our newly created "INFRASTRUCTURE" personal mail group, as shown below:

Sel ect Mail Man Menu Option: help (User/Goup Info., etc.)

User I nformation

Group Infornmation

Renmote User | nformation

New Features in Mil Man

Ceneral Mail Man | nfornmation
Questions and Answers on Mil Man
Manual for WMl Man Users

Select Help (User/Goup Info., etc.) Option: group Information

Per sonal mail groups
are"private."

Sel ect MAIL GROUP NAME: | NFRASTRUCTURE

NAME: | NFRASTRUCTURE TYPE: private

ALLOW SELF ENROLLMENT?: NO RESTRI CTI ONS: ORGANI ZER ONLY

Since we created the personal mail group,

ORGANI ZER: BLUE, THOVAS E. we are the Organizer.
Menmber Last Used Mail Man
BLUE, THOMAS E. - COWPUTER SPECI ALI ST (San Fr 15 Sep 98 08: 39 Here'salist of
FUCHSI A, GARY M - PROGRAMVER (San Francis 15 Sep 98 07:59 our personal
MAGENTA, M CHAL - Q.. Continuum 15 Sep 98 07:40 mail group

Sel ect MAIL GROUP NAME: members.

Figure 153: INFRASTRUCTURE Personal Mail Group Information

o For more information on the Group Information option, please refer to the "How to Obtain Mail
Group Information™ topic in Chapter 11 in this manual.

MailMan will not allow you to create a personal mail group if a public mail group with that same name
aready exists, as shown below:

Sel ect Personal Preferences Option: personal Miil Goup Edit
Sel ect MAIL GROUP NAME: MAI LMAN DEVELOPERS
Are you addi ng ' MAI LMAN DEVELOPERS' as a new MAIL GROUP? No// y <RET> (Yes)
Can't add it because public group ' MAILMAN DEVELOPERS' already exists. ??
Sel ect MAIL GROUP NAME:

Figure 154: Trying to Create a Personal Mail Group When a Public Mail Group Already Exists
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How TO EDIT AN EXISTING PERSONAL MAIL GROUP

Y ou can use the Personal Mail Group Edit option on the Personal Preferences menu to edit an existing
personal mail group, as shown below:

Sel ect Personal Preferences Option: personal Miil Goup Edit
Sel ect MAIL GROUP NAME: ?7?

Hereisalist of our

mo?ﬁngfArsggucwRE current personal mail
. roups.
Mai | Man grodp

Test G oup 2

The name of a mail group, i.e. a list of recipients who can
all be addressed at once by reference to this nane.
Sel ect MAIL GROUP NAME: | NFRASTRUCTURE
MAI L GROUP NAME: | NFRASTRUCTURE/ / <RET>
Sel ect MEMBER: MAGENTA, M CHAL// ?
Answer with MEMBER
Choose from
FUCHSI A, GARY M
MAGENTA, M CHAL
BLUE, THOVAS E.

Hereisalist of our
current membersin our
"Infrastructure"
personal mail group.

You may enter a new MEMBER, if you w sh

Enter a | ocal user who should receive mail addressed to this group.
Answer wi th NEW PERSON NAME, or INITIAL, or SSN, or VERIFY CCDE, or

NI CK NAME, or KEY DELEGATI ON LEVEL, or DEA#, or VA#, or

SOCI AL WORKER ?, or POSI TION TI TLE, or ALIAS
Do you want the entire 1554-Entry NEW PERSON List? n <RET> (No)

Sel ect MEMBER. MAGENTA, M CHAL// @ )
SURE YOU WANT TO DELETE? y <RET> (Yes) Herewe've deleted a member.
Sel ect MEMBER FUCHSI A, GARY M// pur PLE, JEA TP rSC PRQJECT

MANAGER
Are you addi ng ' PURPLE, JEAN as a new MEMBER (the 3RD for this MAIL GROUP)?

No// y <RET> (Yes)

Sel ect MEMBER: <RET>

Sel ect REMOTE MEMBER: <RET> Herewe've added a member. I
Sel ect MAI L GROUP NAME:

Figure 155: Editing an Existing Personal M ail Group

In the previous example (Figure 155), after choosing the Personal Mail Group option, MailMan prompted
us to enter the name of the personal mail group. In this case, we wanted to edit an existing personal mail

group.

Wefirst choseto get alist of all of our personal mail groups by entering two question marks ("??") at the
"Select MAIL GROUP NAME:" prompt. From the list of mail groups, we chose to edit the
"INFRASTRUCTURE" persona mail group by entering the first portion of the "INFRASTRUCTURE"
group name at the "Select MAIL GROUP NAME:" prompt.
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For more information on entering names, please refer to the " Address Functionality” topicin
Chapter 4 in thismanual.

We then confirmed the mail group by pressing the Enter/Return key at the "MAIL GROUP NAME:
INFRASTRUCTURE//" prompt.

MailMan then asked usto edit the members of the group. We entered a question mark ("?") at the " Select
MEMBER: MAGENTA,MICHAL//" prompt in order to display the current list of membersin the mail
group and display the online help for this prompt.
Currently, we had three local members in our persona mail group:

* BLUE,THOMASE.

* FUCHSIA,GARY M.

* MAGENTAMICHAL

For this example, we wanted to remove MAGENTA ,MICHAL from the group and add PURPLE,JEAN
as anew member.

Wefirst deleted MAGENTA ,MICHAL by entering an at-sign ("@" Shift-2 key on most keyboards) at the
"Select MEMBER: MAGENTA,MICHAL//" prompt. We confirmed the deletion by entering "Yes' at the
"SURE YOU WANT TO DELETE?" prompt.

MailMan then prompted us to edit the next member. In this case, we wanted to add a new local member
so we entered the first portion of the person's last name (i.e., "PURPLE") at the "Select MEMBER:
FUCHSIA,GARY M./[" prompt.

MailMan asked us to confirm her name by entering "Yes" at the "Are you adding 'PURPLE,JEAN' as a
new MEMBER (the 3RD for this MAIL GROUP)? No//" prompt.

MailMan knew we were finished with adding local members to our group when we pressed the
Enter/Return key at the "Select MEMBER:" prompt without entering another name.

MailMan then prompted us to enter any remote users as members. Since we didn't want to enter any
remote users, we pressed the Enter/Return key at the "Select REMOTE MEMBER:" prompt without
entering a name.

At this point we had completed modifying our personal mail group members.

Our persona mail group now had the following three local members:
* BLUE,THOMASE.
* FUCHSIA,GARY M.
* PURPLE,JEAN

MailMan then placed us back at the "Select MAIL GROUP NAME:" prompt where we could take
another personal mail group action.

7-18 MailMan V. 7.1 User Manual July 1999
Patch XM*7.1*50



Mail Groups

We then used the Group Information option on the Help (User/Group Info., etc.) menu to display
information on our modified "INFRASTRUCTURE" personal mail group, as shown below:

Sel ect Mail Man Menu Option: help (User/Goup Info., etc.)

User Information

Group Information

Renote User | nformation

New Features in Mil Man

Ceneral Mail Man I nformation
Questions and Answers on Mail Man
Manual for Mail Man Users

Select Help (User/Goup Info., etc.) Option: group Information

Sel ect MAIL GROUP NAME: | NFRASTRUCTURE

NAME: | NFRASTRUCTURE TYPE: private
ALLOW SELF ENRCLLMENT?: NO RESTRI CTI ONS: ORGANI ZER ONLY
Per sonal mail
ORGANI ZER:  BLUE, THOWAS E. group members
(modified).
Menber Last Used Mail Man

BLUE, THOVAS E. - COWPUTER SPECI ALI ST (San Fr 15 Sep 98 09: 29
FUCHSI A, GARY M - PROGRAMVER (San Francis 15 Sep 98 07:59
PURPLE, JEAN - PROJECT MANAGER (CIO Field O 14 Sep 98 14: 47

Sel ect MAI L GROUP NAME:

Figure 156: M odified INFRASTRUCTURE Personal Mail Group Information

o For more information on the Group Information option, please refer to the "How to Obtain Mail
Group Information™ topic in Chapter 11 in this manual.
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How TO DELETE A PERSONAL MAIL GROUP

Y ou can use the Personal Mail Group Edit option on the Personal Preferences menu to delete a personal

mail group, as shown below:
Ferewe‘vedeleted a
per sonal mail group by

Sel ect Personal Preferences Option: personal Mil G oup enterlng_an z_;\t-sgn( @ .)
Sel ect MAIL GROUP NAME: | NFRASTRUCTURE and confirming the deletion.
MAI L GROUP NAME: | NFRASTRUCTURE// @

SURE YOU WANT TO DELETE THE ENTI RE ' | NFRASTRUCTURE' MAIL GROUP? y <RET> (Yes)

Sel ect MAI L GROUP NAME:

Figure 157: Deleting a Personal Mail Group

In this example (Figure 157), after choosing the Personal Mail Group option, MailMan prompted usto
enter the name of the personal mail group. Since we wanted to delete the personal mail group called
"INFRASTRUCTURE," we entered the first portion of the"INFRASTRUCTURE" group name at the
"Select MAIL GROUP NAME:" prompt.

To delete the mail group we entered an at-sign ("@" Shift-2 key on most keyboards) at the "MAIL
GROUP NAME: INFRASTRUCTURE/" prompt. We confirmed the deletion by entering "Y es" at the
"SURE YOU WANT TO DELETE THE ENTIRE 'INFRASTRUCTURE' MAIL GROUP?" prompt.
Thus, we had successfully deleted the "INFRASTRUCTURE" personal mail group.

MailMan then placed us back at the "Select MAIL GROUP NAME:" prompt where we could take
another personal mail group action.
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8. Surrogates

Topics To Be Discussed: Surrogate Options

How to Become a Surrogate
How to Designate a Surrogate

How to Remove a Surrogate

A surrogate is someone who substitutes for someone else. MailMan gives al users the opportunity to
choose someone to act as their surrogate. It also allows all users to become a surrogate.

There are several occasions when you may wish to designate someone as your surrogate. For example, if
you are going on vacation, you may ask someone to be a surrogate for you while you are out of the office.
Specifically, amanager or project team member may ask their administrative assistant or co-worker to
read their mail while they are out of the office so that critical or important messages can be read and
responded to without delay.

Also, you may wish to become (act as) a surrogate in two different ways:

1. Other Surrogate—Act as a surrogate for another user (i.e., Other) who has designated you as
their surrogate and given you privileges to: read, reply to, and/or send messages.

2. SHARED,MAIL Surrogate—Act asa"special user" surrogate (i.e., SHARED,MAIL) where
you can read and reply to messages of general interest, however, you cannot send new mail.

For example, you may choose to become a surrogate, if you have been asked by someone else to act as
their surrogate while they are out of the office. Astheir surrogate, you can check their mail. Also, you can
become a surrogate of SHARED, MAIL in order to read about general information or special
announcements available to all MailMan users.
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Surrogates may be allowed the following privileges:

Read—

>

YV V V V V

>

Users who give a surrogate this privilege alow the surrogate to:

Delete messages in any mail basket.

Forward messagesin any mail basket to other recipients.
Later messages in any mail basket.

New/Un New messages in any mail basket.

Read messages in any mail basket.

Reply to messagesin any mail basket.

Save messages to any mail basket.

Read & Write—Users who give a surrogate this privilege, in addition to all the privileges of
Read access (shown above), allow the surrogate to:

YV V V V V

Answer messages.
Copy messages.
Edit messages.
Send messages.
Write messages.

The features and functionality associated with surrogates are described in greater detail in this chapter.

8-2

MailMan V. 7.1 User Manual
Patch XM*7.1*50

July 1999



Surrogates

Surrogate Options

The MailMan interface provides two options with regards to surrogates:

» Becomea Surrogate (SHARED,MAIL or Other) [synonym AML]—Usethisoptionto act asa
surrogate for SHARED,MAIL or another MailMan user. Effective with MailMan V. 7.1 with
Patch 50, the Assume the Identity of SHARED,MAIL (i.e., XMSHARE) and the Assume another
identity as a surrogate (i.e., XMASSUME) options were combined into the Become a Surrogate
(SHARED,MAIL or Other) option.

r

|

= The XMSHARE Option still exists, however, it is not attached to any menu. Thus, IRM can
still place that option on the XUCOMMAND menu so users don't have to go into MailMan

to go into SHARED,MAIL.

e Surrogate Edit—Use this option to select another user to act as your surrogate.

The MailMan surrogate options are available on the main MailMan Menu and the Personal Preferences
menu, as shown below:

NML New Messages and Responses

RML Read/ Manage Messages

SML Send a Message
Query/ Search for Messages

0 Am Become a Surrogate (SHARED, MAIL or O her)

Personal Preferences ...
O her Mail Man Functions ...
Help (User/ G oup Info., etc.)

Sel ect Mail Man Menu Option: personal Preferences

User Options Edit
Banner Edit

[0 Surrogate Edit
Message Filter Edit
Del i very Basket Edit
GW Enroll in (or Disenroll from a Ml Goup
Personal Mail Goup Edit
Forwar di ng Address Edit

Sel ect Personal Preferences Option:

Figure 158: MailMan Surrogate Options
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How to Become a Surrogate

All users of MailMan are given the option to act as a Surrogate for SHARED,MAIL. SHARED,MAIL
alows you to read and reply to messages of general interest, however, you cannot send new mail. If you
have been designated as a surrogate to another MailMan user, you are given the opportunity to choose
either from SHARED,MAIL or the user who specified you as a surrogate (i.e., Other). When you act as a
surrogate for another user, depending on your privileges, you may read, reply to, and/or send messages.

To designate your own surrogate to receive and/or send your e-mail, use the Surrogate Edit option
on the Personal Preferences menu. For more information on this, please refer to the "How to
Designate a Surrogate" topic that followsin this chapter.

When acting as a surrogate for another user on MailMan, you will be using your own MailMan message
center profile when reading and sending mail and not the other user's profile. For example, if you have set
your message reader to use the Detailed Full Screen message reader and the user who designated you as
the surrogate uses the Classic message reader, you will still view that user's messages in the Detailed full
screen and not in the Classic message reader.

To become a surrogate, choose the Become a Surrogate (SHARED,MAIL or Other) option [synonym
AML] on the MailMan menu, as shown below:

VA Mail Man 7.1 service for BLUE. THOVAS E+@ SC- SF. VA. GOV

You | ast used Mail Man: 13 Jul 98 09:51

Your current banner: Thom Blue, Technical Witer, CIO Field Ofice San Franci sco
You have 2 new nessages.

NML New Messages and Responses
RML Read/ Manage Messages
SML Send a Message
Query/ Search for Messages
AML Become a Surrogate (SHARED, MAIL or O her)
Personal Preferences ...
O her Mail Man Functions ...
Help (User/Goup Info., etc.)

Sel ect Mail Man Menu Option: AML <RET> Become a Surrogate (SHARED, MAIL or O her)

Figure 159: How to Become a Surrogate
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SHARED,MAIL SURROGATES

After you choose the Become a Surrogate (SHARED,MAIL or Other) option [synonym AML] (Figure
159) and if another MailMan user has not designated you as a surrogate, you are automatically made a
surrogate of SHARED,MAIL. If other MailMan users have designated you as a surrogate, MailMan
displays the list of surrogates from which you can choose (including SHARED,MAIL) and sets
SHARED,MAIL asthe default response.

As asurrogate to SHARED,MAIL, the user is only allowed Read access privileges. Therefore, the
surrogate is able to read any message in any SHARED,MAIL basket, and they can respond to any

message:

VA Mail Man 7.1 service for SHARED. MAI L@ SC- SF. VA. GOV
(Surrogate: BLUE, THOWAS E.)
SHARED, MAI L has 130 new nessages.
Sel ect nmessage reader: Detailed Full Screen// <RET>
Read mail in MAIL BASKET: IN/ ?
Answer w th BASKET
Do you want the entire 15-Entry BASKET List? y <RET> (Yes)
Choose from
Al LI TERATURE (1 nessage)
DECSERVERS (1 nessage)

Hereisalist of the

DI RECTI VES (1 nessage) SHARED,MAIL mail
IN (3 nessages, 2 new) baskets from which to
I NTERNET (3 nessages) choose.

| TARG M NUTES (0 nessages)
JOBS (208 nessages, 128 new)
MODEMS (2 nessages)

MUMPS-L (0 nessages)

NBS PUBS (1 nessage)

PHONE (1 nmessage)

After exiting

STAR TREK (1 nessage) SHARED,MAIL,

SUGGESTION (0 nessages) MailMan

UPLOAD) DOWNLOAD (1 nessage) indicatesweare

WASTE (0 messages) " ourselves'
again.

Read mail in MAIL BASKET: IN/ <RET> (3 messages,

I N Basket, 3 nessages (17-19), 2 new
*=New/ ! =Priority.......... Subject.............,
*19. [1220163] 10 Jul 98 PCTS==> AM5 Messa
*18. [1219463] 07 Jul 98 PCTS==> AMS Mes

17. [1216832] 17 Jun 98 PCTS==> AMS
Ent er nessage nunmber or command: <R
Read nail in MAIL BASKET: IN/ ~
You are now yoursel f again.

From........ Read/ Rcvd
. 71 POSTMASTER
unber: 69 POSTMASTER
age Nunber: 22 POSTMASTER

Figure 160: Becoming a SHARED,MAIL Surrogate

o Only those users holding the XMMGR security key (e.g., IRM) or surrogates of the Postmaster can
create new mail baskets for SHARED,MAIL.
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OTHER SURROGATES

After you choose the Become a Surrogate (SHARED,MAIL or Other) option [synonym AML] (Figure
159) and if you have been designated as a surrogate by another MailMan user, you are given the choice of
choosing which surrogate you wish to become (e.g., SHARED, MAIL or the other user). As adefault, all
users can be a SHARED,MAIL surrogate. For other users, MailMan displays your access privileges (i.e.,
Read or Read and Write) and if the person has any new mail (i.e., MailMan indicates the number of new
messages, if any). MailMan displays the message information so the surrogate knows beforehand if the
user has any new messages to process. If not, the surrogate can save himself or herself time and not
bother to become a surrogate for that person.

In the following example, the user (Thomas E Blue) was designated as a surrogate to someone el se (Gary
Fuchsia), thus, he had another choice besides SHARED,MAIL when becoming a surrogate, as shown
below:

VA Mail Man 7.1 service for BLUE. THOVAS E+@ SC- SF. VA. GOV

You | ast used Mail Man: 13 Jul 98 10: 07

Your current banner: Thom Blue, Technical Witer, CIO Field Ofice San Franci sco
You have 2 new nessages.

MailMan displaysa list of
user swho have designated us
asasurrogate.

NML New Messages and Responses
RML Read/ Manage Messages
SML Send a Message
Query/ Search for Messages
AML Become a Surrogate (SHARED, MAIL or O her)
Personal Preferences ...
O her Mail Man Functions ...
Help (User/ G oup Info., etc.)

Sel ect Mail Man Menu Option: aml <RET> Beco
Choose from

Surrogate (SHARED, MAIL or O her)

FUCHSI A, GARY M Read & Wite Privileges 1 New Msgs
SHARED, MAI L Read Privil ege
Sel ect NEW PERSON NAME: SHARED, MAI L/ / fuchsi A, GARY M Read & Wite Privil eges
1 New Msgs

VA Mail Man 7.1 service for FUCHSI AL GARY_Mr@ SC- SF. VA. GOV
(Surrogate: BLUE, THOWAS E.)
FUCHSI A, GARY M | ast used Mail
FUCHSI A, GARY M 's current banner:
FUCHSI A, GARY M has 1 new nessage.

5 Apr 99 07:45 (Surrogate: BLUE, THOVAS E.)
Duty, starting 2/17.

MailMan informsusthat weare
now a surrogate for somebody
else. Since we have Read and
Write privileges, we could now go
in to any mail basket for that user
and read and/or send mail.

NML New Messages and Responses
RML Read/ Manage Messages
SML Send a Message
Query/ Search for Messages
AML Become a Surrogate (SHARED, MAIL or O her
Personal Preferences ...
G her Mai |l Man Functions ...
Help (User/Goup Info., etc.) ...
FUCHSI A, GARY M has 1 new nessage. (Last arrival: 15 Apr 99 07:47)
Sel ect Mail Man Menu Opti on:

Figure 161: Becoming A User's Surrogate
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For this example (Figure 161), after we chose the Become a Surrogate (SHARED,MAIL or Other) option
(AML), MailMan displayed alist of surrogates from which to choose. In this case, we are designated
surrogates for two MailMan users:

FUCHSIA,GARY M.
SHARED,MAIL (default)

o ..

Thelist of surrogatesis displayed in alphabetical order.

Asyou can see, however, the default surrogate is always going to be SHARED, MAIL. MailMan aso
displays what privileges are available with each user (e.g., Read only or Read and Write privileges) and if
the user has any hew messages. In this case, Gary Fuchsia has given us both Read and Write accessto his
mail and he has one new message (i.e., "1 New Msgs").

For this example (Figure 161), we chose to become the surrogate for FUCHSIA,GARY M. Aswith
entering any local MailMan user name, we only had to enter the first portion of hislast name at the
"Select NEW PERSON NAME: SHARED,MAIL//" prompt.

o For more information on entering names, please refer to the " Address Functionality” topicin
Chapter 4 in thismanual.

After we chose a surrogate from the list, we "became” that user. In this case, Thomas E. Blue was now a
surrogate for Gary Fuchsia.
MailMan displays the surrogate information prior to the MailMan Menu:

e User'sNameand MailMan Institution—VA MailMan 7.1 service for
FUCHSIA.GARY_M+@ISC-SF.VA.GOV

e Surrogate Information—Surrogate: BLUE,THOMASE.

* User'sLast MailMan Use Statistics—FUCHSIA,GARY M. last used MailMan: 15 Apr 99
07:45

e User'sBanner—FUCHSIA,GARY M.'s current banner: On Jury Duty, starting 2/17.
* Messageindicator—FUCHSIA ,GARY M. has 1 new message.

o When acting as a surrogate for another user on MailMan, you will be using your own MailMan
message center profile when reading and sending mail and not the other user's profile. For
example, if you have set your message reader to use the Detailed Full Screen message reader and
the user who designated you as the surrogate uses the Classic message reader, you will still view
that user's messages in the Detailed full screen and not in the Classic message reader.
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READ PRIVILEGES

When a surrogate has Read access privileges, it means that they can both read and reply to any messagein
the other user's mail baskets, as shown below:

Sel ect Mail Man Menu Option: R <RET> Read/ Manage Messages
Sel ect nessage reader: Detailed Full Screen// <RET>

Read mail in MAIL BASKET: IN/ <RET> (65 nmessages)
I N Basket, 65 nessages (1-3)
*=New/ ! =Priority........... Subject.................. Lines. From........ Read/ Revd
1. [1220355] 13 Jul 98 TEST CONFI RM 1 <DCE@WAI LMAN. | SC- S
.2. [1220344] 13 Jul 98 your visit 16 WAFICS. Dr. Blue@- 1/1
3. [1219335] 06 Jul 98 RE: Hello 48 Judson Lilac <jyl 1/1

Ent er nessage nunber or conmmand: 1

Subj: TEST CONFIRM [#1220355] 13 Jul 1998 09: 15 0700 (PDT) 1 line
From <DOE@AI LMAN. | SC-SF. VA.GOV> |In 'IN basket. el

TEST CONFI RM

Acting asa surrogate, welist
messagesin the other user's
mailbox and read a message.

Enter nessage action (in IN basket): IGNORE// R
You may enter the text of the nessage...

==[ WRAP ] ==[ | NSERT ] ============< TEST CONFI RM >===========[ <PF1>H=Hel p ] ====
Here is a test reply as a surrogate

< T T T T T T T T T=> T

Sel ect Message option: Transmit now / <RET> Sending local reply...
Sent
Do you wish to send this reply across the network? No// <RET> NO

Enter nessage action (in IN basket): | GNORE//

Figure 162: Replying to a M essage as a Surrogate
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However, when you are designated as a surrogate and only given Read access, you cannot send new e-
mail under the other person's name, as demonstrated below:

VA Mai Il Man 7.1 service for FUCHSI AL GARY_Mr@ SC- SF. VA. GOV

(Surrogate: BLUE, THOWAS E.)

FUCHSI A, GARY M | ast used Mail Man: 13 Jul 98 10:47

FUCHSI A, GARY M's current banner: |f w shes were horses, beggars would ride.
FUCHSI A, GARY M has no new nessages.

When we only have Read
privileges asa surrogate, we
cannot send a message.

NML New Messages and Responses
RML Read/ Manage Messages
SML Send a Message
Query/ Search for Messages
AML Become a Surrogate (SHARED, MAIL or O her)
Personal Preferences ...
O her Mail Man Functions ...
Help (User/ G oup Info., etc.)

Sel ect Mail Man Menu Option: s <RET> Send a Message
You do not have "wite' privilege for FUCHSI A GARY M

Figure 163: Read Only Privileges Prevent Sending M essages as a Surrogate
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Surrogates

When a surrogate has Read and Write access privileges, it means that they can both read and reply to any

message in the other user's mail baskets as well as send out new messages, as shown below:

VA Mail Man 7.1 service for BLUE. THOVAS E+@ SC- SF. VA. GOV
You | ast used Mail Man: 13 Jul 98 10: 07

You have 2 new nessages.

Your current banner: Thom Blue, Technical Witer, CIO Field Ofice San Franci sco

NIML New Messages and Responses
RML Read/ Manage Messages
SML Send a Message

Query/ Search for Messages messages.

Since we have Read and Write
privileges asa surrogate, we can
read, reply to, and/or send

AML Become a Surrogate (SHARED, MAIL or O her
Personal Preferences ...
O her Mail Man Functions ...
Help (User/ G oup Info., etc.)

Sel ect Mail Man Menu Option: aml <RET> Beconme a Surro
Choose from

VA Mail Man 7.1 service for FUCHSI AL GARY_Mr@ SC- SF. VA. GOV
(Surrogate: BLUE, THOWAS E.)
FUCHSI A, GARY M | ast used Mail Man: 13 Jul 98 10:47

FUCHSI A, GARY M has no new nessages.

e (SHARED, MAIL or O her)

FUCHSI A, GARY M Read & Wite Privil eges No New Msgs
SHARED, MAI L Read Privil ege
Sel ect NEW PERSON NAME: SHARED, MAI L/ / fuchsi A, GARY M Read & Wite Privil eges
No New Msgs

FUCHSI A, GARY M's current banner: |f w shes were horses, beggars would ride.

NML New Messages and Responses
RML Read/ Manage Messages
SML Send a Message

Query/ Search for Messages
AML Become a Surrogate (SHARED, MAIL or O her)

send messages.

When we have Read and Write
privileges asa surrogate, we can

Personal Preferences ...
O her Mail Man Functions ...
Help (User/Goup Info., etc.)

Sel ect Mail Man Menu Option: s <RET> Send a Message
Subj ect: Test Message
You may enter the text of the nessage...

Testing a send as a surrogate.

::[ WRAP ]:: | NSERT ]::::::::::::< Test [\/Essage >:::::::::::[ <PF1>H=Hel p ]

< T T T T T T T T T=> T
Figure 164: Read & Write Privileges—Surrogate Sending a M essage
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Figure 164 (continued):

Send mail to: FUCHSI A, GARY M // (DUZ 9999) | NFORMATI ON SYSTEMS CENTER
Last used Mail Man: 13 Jul 98 09:49 (Surrogate: BLUE, THOVAS E.)
I f wishes were horses, beggars would ride.
And Send to: blue, THOVAS E.
Sel ect basket to send to: IN/ <RET>
And Send to: <RET>

Sel ect Message option: Transmit now / <RET> Sending [1220372]...
Sent

Figure 164: Read & Write Privileges—Surrogate Sending a M essage (continued)

If given the permission to send mail, a surrogate will be listed as the " Sender" of the message, while the
message is "From" the original user, as shown below:

Subj: Test Message [#1220372] 13 Jul 98 09:50 1 line

From FUCHSI A, GARY M - PROGRAMMER (San Francisco CIO Field Ofice)
(Sender: BLUE, THOVAS E. - COWPUTER SPECI ALI ST) In 'TEST' basket. Page 1
* New*

Testing a send as a surrogate.

Ent er nessage action (in TEST basket): | GNORE//

Figure 165: Sample M essage Sent by a Surrogate

MailMan indicates the surrogate information in the message header. In this case, the message is from
Gary Fuchsia (i.e., "From: FUCHSIA ,GARY M."), but we, as the surrogate, are the sender of the message
(i.e, "Sender: BLUE,THOMASE.").
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Surrogates

MailMan provides you with the Surrogate Edit option for designating a surrogate to read and send your

own e-mail. This option is available on the Personal Preferences menu, as shown below:

VA Mail Man 7.1 service for BLUE. THOVAS E+@ SC- SF. VA. GOV
You | ast used Mail Man: 13 Jul 98 09: 47

You have 2 new nessages.

NML New Messages and Responses
RML Read/ Manage Messages
SML Send a Message
Query/ Search for Messages
AML Become a Surrogate (SHARED, MAIL or O her)
Personal Preferences ...
O her Mail Man Functions ...
Help (User/ G oup Info., etc.)

Sel ect Mail Man Menu Option: personal Preferences

User Options Edit
Banner Edit
Surrogate Edit
Message Filter Edit
Del i very Basket Edit
GW Enroll in (or Disenroll from a Mil Goup
Personal Mail Goup Edit
Forwar di ng Address Edit

Sel ect Personal Preferences Option: surrogate Edit

Your current banner: Thom Blue, Technical Witer, CIO Field Ofice San Francisco

Figure 166: Surrogate Edit Option

Y ou can use the Surrogate Edit option when you know you will not be able to read your mail for a period

of time but still want your mail monitored and taken care of in atimely fashion.
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In this example (Figure 167), we chose to designate a surrogate (i.e., Gary Fuchsia) with Read access
privileges only. After we chose the Surrogate Edit option, we were prompted to enter the surrogate's
information, as shown below:

Sel ect SURROGATE: fuchsi A, GARY M GB PROGRAMVER
Are you addi ng ' FUCHSI A, GARY M' as a new SURROGATE (the 1ST for this MAI LBOX)?
No// y <RET> (Yes)
READ PRI VI LEGE: ??
This flag controls whether the surrogate may read the mail of this user.
Choose from

y E(E)S We gave the surrogate
n Read privileges.
READ PRI VI LEGE: y <RET> YES N—

SEND PRI VI LEGE: ?7?
This flag controls whether the surrogate may send nessages while acting

as a surrogate of this user. |If so, the surrogate is named as "sender".
Choose from

y YES me did not givethe

n NO surrogate Write privileges.

SEND PRI VI LEGE: n <RET> NO \
Sel ect SURROGATE: <RET>

Figure 167: Creating a Surrogate for Y our self

To designate a surrogate (Figure 167), we must first enter the person whom will act as our surrogate. For
this example, we entered the first portion of hislast name (i.e., "FUCHSIA") at the " Select
SURROGATE:" prompt.

o For more information on entering names, please refer to the " Address Functionality” topicin
Chapter 4 in thismanual.

Next, MailMan wanted us to enter the surrogate's privileges. In this case, we decided to give the surrogate
Read privileges by entering "Yes' at the "READ PRIVILEGE:" prompt. However, we did not want the
surrogate to have Write privileges, so we entered "No" at the "SEND PRIVILEGE:" prompt. Thus, this
new surrogate has access to our mail and can read and reply to any of our messages in any of our mail
baskets, however, the surrogate cannot send new mail while acting as our surrogate. MailMan knew we
were finished entering surrogates when we pressed the Enter/Return key at the " Select SURROGATE:"
prompt without entering another name.

In order for the newly designated surrogate to access your mail they must "become” you by choosing the
Become a Surrogate (SHARED,MAIL or Other) option [synonym AML] on the MailMan Menu. Once
the surrogate has access, depending on their access privileges, they can read and/or write messages as
you.

o For more information on how to become a surrogate, please refer to the "How to Become a
Surrogate” topic previously described in this chapter.
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7
Here's a tip—Make sure you notify the person who you designate as a surrogate, so they will know
that they should check your mail. MailMan does not automatically notify users when they are
surrogates.
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How to Remove a Surrogate

Surrogates

Once you no longer wish to have someone act as your surrogate, you can delete him or her by using the

Surrogate Edit option on the Personal Preferences menu, as shown below:

Sel ect Mail Man Menu Option: personal Preferences

User Options Edit

Banner Edit

Surrogate Edit

Message Filter Edit

Del i very Basket Edit
Enroll in (or Disenroll
Personal Mail Goup Edit
Forwar di ng Address Edit

from a Mail G oup

Sel ect Personal Preferences Option: surrogate
Sel ect SURROGATE: FUCHSI A GARY M// @

SURE YOU WANT TO DELETE THE ENTI RE SURROCGATE? y <RET>
Sel ect SURROGATE:

Entering an at-sign
(" @") heredeletesthe
surrogate.

(Yes)

Figure 168: Deleting a Surrogate

By entering the at-sign ("@" Shift-2 key on most keyboards) at the "Select SURROGATE:
FUCHSIA,GARY M./I" prompt, that user is now deleted from your surrogate list.
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9. Having Your Mail Automatically Forwarded

Topics To Be Discussed: Forwar ding Address Edit option

Forwarding Address
Local Delivery Flag
How to Enter Your Forwarding Address

How to Delete Your Forwarding Address

MailMan gives you the opportunity to have your mail automatically forwarded to a remote e-mail
address. MailMan also gives you the option to continue to receive e-mail at your local address as well.

o This option may or may not be available to you. It depends on whether or not your site restricts
access to this option to users holding the XMNET security key. For example, if your site requires
usersto hold the XMNET security key and you don't hold that key, you won't be able to use this
option.

The features and functionality associated with having your mail forwarded are described in greater detail
in this chapter.
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Having Y our Mail Automatically Forwarded

Forwarding Address Edit Option

The Forwarding Address Edit option alows you to have your mail forwarded to another address. It is
located on the Personal Preferences menu, as shown below:

NML New Messages and Responses
RML Read/ Manage Messages
SML Send a Message
Query/ Search for Messages
AML Become a Surrogate (SHARED, MAIL or O her)
Personal Preferences ...
O her Mail Man Functions ...
Help (User/ G oup Info., etc.)

Sel ect Mail Man Menu Option: personal Preferences

User Options Edit
Banner Edit
Surrogate Edit
Message Filter Edit
Del i very Basket Edit
GW Enroll in (or Disenroll from a Mail Gou
Personal Mail Goup Edit

[0 Forwarding Address Edit

Thisoption may or may not
be availableto you. It
depends on whether or not
your siterestricts accessto
thisoption to users holding
\theXM NET security key.

Sel ect Personal Preferences Option: nessage Filter Edit

Figure 169: Forwar ding Address Edit Option

Specifically, the Forwarding Address Edit option asks you to enter the following information:
* Forwarding Address—To what remote address should the mail be routed?

» Local Delivery Flag—Should the mail be sent both remotely and locally or just remotely?

-®» <

Here'satip—Forward your e-mail to a remote address when you will be away from the office and
will not have access to your local MailMan mailbox. For example, forward your mail to an Internet
based e-mail service that can be accessed from any workstation or personal computer with access
to the Internet.

The current functionality of thisoption is described in greater detail in this chapter.
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Forwarding Address

The FORWARDING ADDRESS field contains the name of the remote address to which any MailMan
messages addressed to you are routed. Only the original message gets forwarded, replies to messages are
not forwarded.

Broadcast messages will be forwarded like any other messages sent to your mailbox. However,
since the Secretary's daily broadcast message on FORUM is sent to all sites, it will not be
forwarded from FORUM.

The remote address must contain the remote name, an at-sign (" @" Shift-2 key on most keyboards), and
the remote domain name (i.e., name@domain). The entry can be up to 50 charactersin length.

Besides routing your mail to aremote address (i.e., FORWARDING ADDRESS field), by setting the
LOCAL DELIVERY FLAG fieldto "On," MailMan will continue to also send your mail to your local
MailMan address (i.e., your mailbox). However, if you set the LOCAL DELIVERY FLAG field to "Off,"
MailMan will only deliver your mail to the remote address entered into the FORWARDING ADDRESS
field and not to your local mailbox.

o For moreinformation on the LOCAL DELIVERY FLAG field, please refer to the "Local Delivery
Flag" topic that followsin this chapter.

Also, if you've set the LOCAL DELIVERY FLAG field to continue to receive mail locally, you may want
to choose another MailMan user to act as your surrogate so that they can read your local mail.

o For more information on surrogates, please refer to Chapter 8 in this manual.
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Local Delivery Flag

Thevaluein the LOCAL DELIVERY FLAG field works in conjunction with the FORWARDING
ADDRESSfidld. If the FORWARDING ADDRESS field contains a remote e-mail address, you should

also set the LOCAL DELIVERY FLAG field.

MailMan gives you two possible entries for thisfield:

* NoLocal Déelivery (default)—If you have a FORWARDING ADDRESS and you do not want
your messages delivered locally, set the LOCAL DELIVERY FLAG field to "Off" (i.e., "0").
Y our messages will only be delivered to your remote addresses.

* Local Delivery On—If you have a FORWARDING ADDRESS and you want your messages
delivered locally as well asremotely, set the LOCAL DELIVERY FLAG fieldto"On" (i.e, "1").
Y our messages will be delivered to both your local and remote addresses.

Q
{
Here's atip—S3nce replies to messages are not forwarded, set the LOCAL DELIVERY FLAG field
to "On" so that the original message and any replieswill still be sent locally. Thus, the replies
won't be lost completely and you can read them locally at a later date and time.
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How to Enter Your Forwarding Address

Y ou can use the Forwarding Address Edit option on the Personal Preferences menu to enter aforwarding
e-mail address, as shown below:

Sel ect Mail Man Menu Option: personal Preferences

Thisoption may or may not be availableto you. It
depends on whether or not your siterestrictsaccessto
this option to usersholding the XM NET security key.

User Options Edit
Banner Edit

Surrogate Edit A
Message Filter Edit
Del i very Basket Edit

GW Enroll in (or Disenroll fro Herewe'veentered\
Personal Mail Goup Edit aremote e-mail

Forwar di ng Address Edit address to which
Sel ect Personal Preferences Option: forwarding Addres * we want our mail
FORWARDI NG ADDRESS: bl ue_t hom@xxnai | . com \forwarded.
LOCAL DELI VERY FLAG ?
If this field is not set to 'ON and the FORWARDI NG ADDRESS field is
filled in, then messages will only be forwarded, not delivered locally.
Choose from
0 NO LOCAL DELI VERY
1 LOCAL DELI VERY ON
LOCAL DELI VERY FLAG 1 <RET> LOCAL DELI VERY ON

_/

Herewe've decided to
receive the mail both

User Options Edit locally and remotely.

Banner Edit
Surrogate Edit
Message Filter Edit
Del i very Basket Edit
GW Enroll in (or Disenroll from a Mil Goup
Personal Mail Goup Edit
Forwar di ng Address Edit

Sel ect Personal Preferences Option:

Figure 170: Entering a Remote Forwar ding Address

In this example (Figure 170), we decided to have our mail forward to a remote e-mail address aswell as
continue to receive our mail locally.

After choosing the Forwarding Address Edit option on the Persona Preferences option menu, MailMan
asked usto enter the remote forwarding address. For this example, we chose to send our mail to anon-
MailMan remote e-mail address. Thus, we entered "blue_thom@xxxmail.com" at the "FORWARDING
ADDRESS:" prompt.

MailMan then prompted us to choose if we wanted to receive our mail both locally and remotely or just
remotely. In this case, we first entered a question mark ("?") at the "LOCAL DELIVERY FLAG:" prompt
in order to display the acceptable entries. After reviewing our choices, we decided to receive our mail
both locally and remotely by setting the LOCAL DELIVERY FLAG field to "On." Thus, we entered "1"
("On") at the"LOCAL DELIVERY FLAG:" prompt.
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Since those were the only entries required to forward our mail, MailMan returned us to the " Select
Personal Preferences Option:" prompt where we could take any additional actions.

Also, effective with MailMan V. 7.1 with Patch 50, when you do a detailed query ("QD" action code) on
amessage that was sent to you and you have forwarded your mail to aremote address, the query clearly
shows that you are the one who forwarded the message to that address, as shown below:

Subj: Message Test [#1233049] Thu, 01 COct 1998 09:38:21 PDT

29 lines

From FUCHSI A, GARY M - PROGRAMMER (San Francisco CIO Field Ofice)
In "IN basket. Page 1 *New*

This is the nessage text for this nessage.

We can seethat the\
guery shows us as
forwarding the
message to our
remote address and
not the sender of

J

Enter nessage action (in IN basket): | GNORE// qd

Subj: Message Test [#1233049] Thu, 01 COct 1998 09:38:21 PDT
29 lines

From FUCHSI A, GARY M - PROGRAMMVER (San Francisco Cl O Fiel
In "IN basket.

the message.

Local Message-1D: 1233049@ SC- SF. VA. GOV (3 Reci pi ents)

FUCHSI A, GARY M Last read: 01 Oct 98 09:44 [Firs
Forwarded on: 01 Cct 98 09:42

BLUE, THOVAS E. Last read: 02 COct 98 10:31 [Fi/At read: 02 Cct 98 10: 31]
Forwar ded by: FUCHSI A, GARY M/01 Cct 98 09: 45

bl ue_t hom@XXMAI L. COM Sent: 01 Oct 98 09:45 Tine:” 0 seconds
Forwar ded by: BLUE, THOMAS E. 01 Cct 98 09: 45

fad: 01 Cct 98 09: 44]

Enter nessage action (in IN basket): | GNORE//

Figure 171: Querying a M essage that has Been Forwar ded

o For more information on the Query Detailed action code, please refer to the "Query Detailed

('QD") Action" topic in Chapter 3 in this manual.

F o
== Make sureyou don't set up two mail systemswith forwar ding addr esses to each other,

r
—

otherwise you might have the same messages bouncing back and forth between systemsin
an infinite loop!
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How to Delete Your Forwarding Address

Y ou can use the Forwarding Address Edit option on the Personal Preferences menu to delete aforwarding
address, as shown below:

Sel ect Personal Preferences Option: forwardi ng Address Edit
FORWARDI NG ADDRESS: bl ue_t hom@xxmail.com/ @
SURE YOU WANT TO DELETE? y <RET> (Yes)

LOCAL DELIVERY FLAG LOCAL DELIVERY ON/ @ Herewe've entered an
SURE YOU WANT TO DELETE? y <RET> (Yes) at-sign (" @") to delete
our FORWARDING
ADDRESSand LOCAL
User Options Edit DELIVERY FLAG
Banner Edit fidds.

Surrogate Edit
Message Filter Edit
Del i very Basket Edit
GW Enroll in (or Disenroll from a Mil Goup
Personal Mail Goup Edit
Forwar di ng Address Edit

Sel ect Personal Preferences Option:

Figure 172: Deleting Your Forwarding Address

In this example (Figure 172), we wanted to del ete the forwarding address we previously entered (Figure
170).

After choosing the Forwarding Address Edit option, MailMan prompted usto enter the remote forwarding
address. MailMan displayed our previous entry as the default response (i.e., "blue_thom@xxxmail.com").

Since we wanted to delete the forwarding address, we entered an at-sign ("@" Shift-2 key on most
keyboards) at the "FORWARDING ADDRESS: blue_thom@xxxmail.com//" prompt. We confirmed the
deletion by entering "Yes' at the"SURE YOU WANT TO DELETE?" prompt. Thus, we had successfully
deleted the forwarding address.

Since we no longer were going to forward our mail, we also decided to del ete the entry in the LOCAL
DELIVERY FLAG field. Thus, we, again, entered an at-sign ("@") at the "LOCAL DELIVERY FLAG:
LOCAL DELIVERY ON//" prompt. Again, we confirmed the deletion by entering "Yes' at the "SURE
YOU WANT TO DELETE?" prompt.

After completing our entries, MailMan returned us to the " Select Personal Preferences Option:" prompt
where we could take any additional actions.
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10. Reports and Lists

Topics To Be Discussed: Other MailMan Functions Option

How to Get a Report On " Latered" Messagesin
Your Mailbox

How to Change/Delete a Message's " L atered"
Dateand Time

How to Get a List of All Messagesin Y our
Mailbox

MailMan provides several options that give you the opportunity to produce reports (lists) regarding
messages in your mailbox and make changes based on information in those reports.

The features and functionality associated with MailMan reports and lists on messages in your mailbox are
described in greater detail in this chapter.
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Other MailMan Functions Option

The MailMan interface provides three options on the Other MailMan Functions menu to report and act on
messages in your mailbox:

Report on Later'd Messages—The Report on Later'd Messages option produces a report that
lists all messages in your mailbox that have been "latered" (set to be new again at afuture date
and time).

Change/Delete Later'd M essages—Y ou can use the Report on Later'd Messages to determine if
any changes need to be made to the "latered” dates and times and make the changes using the
Change/Delete Later'd Messages option.

Mailbox Contents List—The Mailbox Contents List option produces a report that lists all
messages in either asingle mail basket or all mail baskets in your mailbox.

As stated before, these options are available on the Other MailMan Functions menu, as shown below:

Sel ect Mail Man Menu Option: other Mil Man Functions

Sel ect O her Mail Man Functions Option:

NML New Messages and Responses
RML Read/ Manage Messages
SML Send a Message
Query/ Search for Messages
AML Become a Surrogate (SHARED, MAIL or O her)
Personal Preferences ...
[0 & her MailMan Functions ...
Help (User/ G oup Info., etc.)

[l Report on Later'd Messages
[0 Change/Del ete Later'd Messages
[J Mailbox Contents List

Figure 173: Other MailM an Functions Option

Here's atip—Use the Other MailMan Functions option when you wish/need to perform
housekeeping chores on your MailMan mailbox. For example, when you want to get an overall idea
on how many messages and what mail baskets your mailbox currently contains, use the Mailbox
Contents List option to print out a list of all of your mail baskets that includes a summary list of
what messages reside in each mail basket. From this list, you may see ways of consolidating and/or
eliminating certain baskets, etc.

Also, you can use the Report on Later'd Messages option to review all of your "latered" messages
and make any necessary changes. For example, if a project's timeline has shifted and you
previously had "latered" messages based on the old timeline, you may want to modify the "latered”
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dates for those specific messages, related to that project, based on the new timeline. To modify the
"latered" dates you would use the Change/Delete Later'd Messages option.

Both the current and improved functionality of the Other MailMan Functions option are described in
greater detail in this chapter.
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How to Get a Report On " Latered" Messagesin Your Mailbox

Y ou can use the Report on Later'd Messages option available on the Other MailMan Functions menu to
display alist of messages that you've set to be new at afuture date and time ("L atered").
The report provides the following information:

» Date—The date and time the message will be made new (i.e., "latered" date and time). Effective
with MailMan V. 7.1 with Patch 50, the date includes a one or two-digit month, aone or two-digit
day, and afour-digit year for greater clarity (e.g., 7/4/2000).

* Basket—The mailbox basket name where the "latered" message is located.
* Msg ID—The MailMan internal message identification number of the "latered” message.
*  Subject—The subject of the "latered" message.

.
=
¥ or more information on "Latering" messages, please refer to the "Later Messages (‘L") Action”
topic in Chapter 2 or "Later (‘L") Action” topic in Chapter 3 in this manual.

To list your "Latered" messages, choose the Report on Later'd Messages option on the Other MailMan
Functions menu, as shown below:

Sel ect Mail Man Menu Option: other Mil Man Functions

Report on Later'd Messages
Change/ Del ete Later'd Messages
Mai | box Contents Li st

Sel ect Ot her Mil Man Functions Option: report on Later'd Messages
DEVI CE: HOME// <RET> Tel net term nal

Later'd Messages Report for: BLUE, THOM Page 1
Dat e Basket Msg I D Subject

7/ 4/ 2000 IN 100681 Test2

5/ 14/ 2000 IN 100861 Copy Test

11/ 12/ 2000 I'N 9978572 TEST CONFI D

12/ 24/ 2000@2: 01 IN 9978564 TEST FWD BCAST

Press RETURN to continue: <RET>

MailMan listed all of our messages
R L d Me with " latered” datesand times. We
eport on Later ssages can referencethislist, if we decide

Change/ Del ete Later'd Messages
Mai | box Contents Li st Epﬁ?gsange any of the datesand
I

Sel ect Ot her Mail Man Functions Option:

Figure 174: Listing " Latered" M essages

July 1999 MailMan V. 7.1 User Manual 10-5
Patch XM*7.1*50



Reports and Lists

Asyou can see from the previous example (Figure 174), after we chose the Report on Later'd Messages
option, MailMan asked us to choose where to display our report on "latered” messages (i.e., what device).
In this case, we chose to display the report on the screen by choosing the default response (i.e., "HOME")
by pressing the Enter/Return key at the "DEVICE: HOME//" prompt.

MailMan then immediately displayed the "L atered” Messages Report. In this case, we had four messages
set to be "new" ("latered") at afuture date and time.

=¥ |f you want to print your "Latered” Message(s) Report to a different device (e.g., a printer), enter
the appropriate device name at the "DEVICE: HOME//" prompt.

We can use this report to decide if we want to modify any of these dates or delete any of the entries using
the Change/Delete L ater'd M essages option.

o For more information on the Change/Delete Later'd Messages option, please refer to the "How to
Change a Message's 'Latered' Date and Time" topic that follows in this chapter.

If you don't have any "latered" messages in your mailbox, MailMan will display the following:

Sel ect Ot her Ml Man Functions Option: report on Later'd Messages
DEVI CE: HOVE// <RET> Tel net term nal

Later'd Messages Report for: BLUE, THOVAS E. Page: 1

Dat e Basket Msg I D Subject

No Later'd Messages
Press RETURN to conti nue:

MailMan indicated that we didn't
have any messages with " latered"
dates and times.

Report on Later'd Messages
Change/ Del ete Later'd Messages
Mai | box Contents Li st

Sel ect O her Mail Man Functions Option:

Figure 175: Listing " Latered" MessagesWhen You Don't Have Any " Latered" M essages
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How to Change/Delete a Message's " Latered" Dateand Time

Y ou can use the Change/Delete Later'd M essages option available on the Other MailMan Functions menu
to do the following to any message with a"latered" date and time:

* Changethis Date—Modify the "latered" date and time so that the message will appear as "new"
in your mailbox on that future date.

» Deletethis Date—Delete the "latered" date and time so that the message will not appear as
"new" in your mailbox.

CHANGING A" LATERED" DATE AND TIME

To change a"Latered" date and time for a message, choose the Change/Delete L ater'd M essages option
on the Other MailMan Functions menu, as shown below:

Sel ect Ot her Mail Man Functions Option: change/Del ete Later'd Messages

1 9-24-1998 test 1
2 9-24-1998 test 2
3 9-27-1998 Test Later Delivery for Individual Recipients
4 12-24-1998@2: 01: 00 test2
CHOOSE 1-4: 4 <RET> 12-24-1998@2:01:0 test2

Here we've selected one of our
"latered" messagesfromthelistin
D Delete this date order to modify the" latered" date

Cc Change this date and time.

Sel ect one of the foll ow ng:

Enter response: ¢ <RET> Change this date
DATE MESSAGE W LL BE NEW DEC 24,1998@z2: 01// 12/22/98@1: 00a <RET> (DEC 22,

1998@l1: 00)
Herewe' ve changed the " latered"
date and time for this message.

Report on Later'd Messages
Change/ Del ete Later'd Messages
Mai | box Contents Li st

Sel ect Ot her Mail Man Functions Option:

Figure 176: Changing a Message's" Later" Dateand Time

In this example (Figure 176), after we chose the Change/Delete Later'd Messages option, MailMan
automatically displayed a numbered list of all messages with a"latered" date and time. In this case, we
had four messages with a"latered" date and time.

Thislist issimilar to the report produced using the Report on Later'd Messages option (Figure 174).
However, thislist only displays the following information:

» Date—The date and time the message will be made new (i.e., "latered" date and time).
*  Subject—The subject of the "latered" message.

For amore detailed list of "latered" messages, you can use the Report on Later'd Messages option.
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= [or more information on the Report on Later'd Messages option, please refer to the "How to Get a
List of 'Latered’ Messagesin Your Mailbox" topic previously described in this chapter.

After reviewing thelist of "latered" messages, we chose to modify the "latered" date and time for message
number 4 in thelist. Thus, we entered "4" at the "CHOOSE 1-4:" prompt.

MailMan then presented us with alist of options. Since we wanted to modify the "latered" date, we
entered "C" (change) at the "Enter response:” prompt.

We decided to make this message new again ("latered") for December 22, 1998 at 11:00 am. by entering
"12/22/98@11:00a" at the "DATE MESSAGE WILL BE NEW: DEC 24,1998@12:01//" prompt.

MailMan confirmed our new date and placed us back at the " Select Other MailMan Functions Option:"
prompt where we could take any additional actions.

When we redisplayed the list, we saw that the date had been successfully modified, as shown below:

Sel ect Ot her Mail Man Functions Option: change/Del ete Later'd Messages
1 9-24-1998 test 1
2 9-24-1998 test 2
3 9-27-1998 Test Later Delivery for Individual Recipients
4 12-22-1998@l1: 00: 00 test2
CHOCSE 1- 4:
Figure177: List of " Latered" M essages After Changing the Date
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DELETING A" LATERED" DATE AND TIME

To deletea"Latered" date and time for a message, choose the Change/Delete Later'd M essages option on
the Other MailMan Functions menu, as shown below:

Sel ect Ot her Mil Man Functions Option: change/Del ete Later'd Messages

1 9-24-1998 test 1

2 9-24-1998 test 2

3 9-27-1998 Test Later Delivery for |ndividual Recipients
4 12-22-1998@l1: 00: 00 test2

CHOCSE 1-4: 1 <RET> 9-24-1998 estl

Here we've selected message #1
("test 1") from thelist of
messages with " latered" dates.

Sel ect one of the foll ow ng:

D Delete this date
C Change this date
Enter response: d <RET>_Delete this date ... del eted— —

Herewe've deleted message

#1's" latered" date and time.
Report on Later'd Messages _/
Change/ Del ete Later'd Messages
Mai | box Contents Li st

When weredisplay thelist, we
seethat message #1's" latered"”
dateisno longer in thelist.

Sel ect Ot her Mail Man Functions Option: change/ Del et

1 9-24-1998 test 2
2 9-27-1998 Test Later Delivery for In
3 12-24-1998@2: 01: 00 test2

CHOCSE 1- 3:

Figure 178: Deleting a Message's " Later" Dateand Time

In this example (Figure 178), after we chose the Change/Del ete L ater'd Messages option, MailMan
automatically displayed a numbered list of all messages with a"latered" date and time. Asyou can see,
we had four messages with a"latered" date and time.

After reviewing the list of "latered" messages, we chose to delete the "latered" date and time for message
number 1 inthelist. Thus, we entered "1" at the "CHOOSE 1-4:" prompt.

MailMan then presented us with alist of options. Since we wanted to delete the "latered" date, we entered
"D" (delete) at the "Enter response:" prompt.

MailMan confirmed our deletion and placed us back at the " Select Other MailMan Functions Option:"
prompt where we could take any additional actions.

After choosing the Change/Delete Later'd Messages option again, MailMan redisplayed the list and we
could see that the "latered" message we had previously deleted was no longer in the list. However, only
the "latered” date and time was del eted, the message itself was not deleted from our mailbox.
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How to Get a List of All Messagesin Your Mailbox

MailMan allows you to list your messagesin one or all of your mail baskets in your mailbox through the
Mailbox Contents List option on the Other MailMan Functions menu.
The report provides the following information:

* Basket—The mail basket name.

» Message Information—A summary list of information is provided for each message found in the
basket. This information includes:

» Message number in that basket

» MailMan internal message identification number (in brackets)
» Date the message was sent

» Subject of the message
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LISTING MESSAGESIN ONE BASKET

To list al of the messages in one mail basket, choose the Mailbox Contents List option on the Other
MailMan Functions menu, as shown below:

Sel ect Ot her Mail Man Functions Option: mail Box Contents List

Sel ect one of the follow ng: Herewe've chosen to only list
A Al Basket messages in one mail basket in
asket s ;
(0] One Basket our mailbox.

List contents of: Al Baskets// o <RET> One Basket
Li st contents of MAIL BASKET: IN/ <RET>
DEVI CE: HOVE// <RET> Tel net term nal

Mai | box Content for BLUE, THOVAS E. - 23 Sep 98 15:38 Page: 1

Basket: IN
8. [1223644] 06 Aug 98 13:46 Rel eased XU*8*69 SEQ #74

7. [1226249] 25 Aug 98 09: 36 Local : biweekly info exchange nmessage # 125

6. [1229240] 14 Sep 98 06: 00 Over due Equi pment: BLUE, THOVAS E.

5. [1228792] 10 Sep 98 16:41 Mermory WAl k 98 - Al zheinmer's Associ ation

4. [1227060] 31 Aug 98 06:55 BRX- 0898- 11246 Server | ock

3. [1226120] 24 Aug 98 10:49 Patch 50 Questions for Gary (this is NOT a test)
2. [1223228] 04 Aug 98 08:27 Stress nmanagenent exercise

1. [1220558] 14 Jul 98 10:00 FW Tribal Wsdomvs. Governnent Policy

Press RETURN to continue: <RET>

Report on Later'd Messages
Change/ Del ete Later'd Messages
Mai | box Contents Li st

MailM an displays a summary list
of all messagesin our "IN" mail

basket.
Sel ect O her Mail Man Functions Option:

Figure 179: Listing All Messagesin One M ail Basket

In the previous example (Figure 179), we chose to get areport/list on all of our messagesin our "IN"
basket.

After choosing the Mailbox Contents List option, MailMan asked us if we wanted to report on one or al
baskets in our mailbox. Since we only wanted a report on messages in our "IN" mail basket, we entered
"O" (one) at the "List contents of: All Baskets//" prompt and pressed the Enter/Return key at the "List
contents of MAIL BASKET: IN//" prompt to accept the "IN" mail basket default.

MailMan then asked us to choose where to display our "Mailbox Contents List" (i.e., what device). In this
case, we chose to display the list on the screen by choosing the default response (i.e., "HOME") by
pressing the Enter/Return key at the "DEVICE: HOME//" prompt.

MailMan then displayed the "Mailbox Contents List" for our "IN" mail basket.
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If you want to print your "Mailbox Contents List" to a different device (e.g., a printer), enter the
appropriate device name at the "DEVICE: HOME//" prompt.

After MailMan printed the list, we pressed the Enter/Return key and MailMan returned us to the " Sel ect
Other MailMan Functions Option:" prompt where we could take any additional actions.

LISTING MESSAGESIN ALL BASKETS
To list al of the messages in our mailbox, choose the Mailbox Contents List option on the Other

MailMan Functions menu, as shown below. For the sake of brevity, let's assume we only have five mail
baskets and three (or fewer) messages in each basket:

Sel ect Ot her Mail Man Functions Option: mail box Contents List

DEVI CE: HOWE// <RET>

Sel ect one of the follow ng: Herewe've chosen tolist all
A Al Basket messagesin every mail basket in
asket s ;
our mailbox.
(0] One Basket
List contents of: Al Baskets// a <RET> All Baskets

Tel net term nal

Mai | box Content for BLUE, THOVAS E. - 23 Sep 98 15:59 Page: 1
Basket: 1 Mail Test
1. [1212448] 14 May 98 07:10  TEST DELI VERY BASKET
Basket: Broadcast
Basket: IN
3. [1226120] 24 Aug 98 10:49 Pat ch 50 Questions for Gary (this is NOT a
2. [1223228] 04 Aug 98 08: 27 Stress managenent exerci se
1. [1220558] 14 Jul 98 10:00 FW Tribal Wsdomvs. Governnent Policy
Basket: Infrastructure
1. [1229971] 17 Sep 98 06:16 | M- Team s Weekly Status Report -- 9/17/98
Basket: WASTE
3. [1226892] 29 Aug 98 00: 00 St ag Del i very Message - Separate Days/
2. [1226472] 26 Aug 98 13:32 Deferre Agai n
1. [1231089] 22 Sep 98 09: 36 Local : bi Qf o exchange nessage # 127
Press RETURN to continue: <RET>

MailM an listed each of our
mail basketsin alphabetic
order and included a summary
list of messagesin each basket.

Report on Later'd Messages
Change/ Del ete Later'd Messages
Mai | box Contents List

Sel ect O her Mail Man Functions Option:

Figure 180: Listing All Messagesin All Mail Baskets
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In this example (Figure 180), we chose to get areport/list on all of our messages in each mail basket in
our mailbox.

After choosing the Mailbox Contents List option, MailMan asked us if we wanted to report on one or al
baskets in our mailbox. Since we wanted a report on messagesin all of our mail baskets, we entered an
"A" (al) at the "List contents of: All Baskets//" prompt.

MailMan then asked us to choose where to display our "Mailbox Contents List" (i.e., what device). In this
case, we chose to display the list on the screen by choosing the default response (i.e., "HOME") by
pressing the Enter/Return key at the "DEVICE: HOME//" prompt.

MailMan then displayed the "Mailbox Contents List" for our all messages in each mail basket in our
mailbox.

o If you want to print your "Mailbox Contents List" to a different device (e.g., a printer), enter the
appropriate device name at the "DEVICE: HOME//" prompt.

Aswe previoudly stated, we only had five mail baskets and three (or fewer) messages in each basket.:
e 1 Mail Test—one message
* Broadcast—no messages
*  IN—three messages
* Infrastructure—one message
*  WASTE—three messages

The mail baskets are displayed in alphabetical order and the messages are listed in the order you specified
through the User Options Edit option.

o For more information on choosing your message display order, please refer to the "How to Choose
Your Message Display Order” topic in Chapter 2 in the "MailMan V. 7.1 & Patch XM*7.1*50
Getting Sarted Manual."

After MailMan printed the list, we pressed the Enter/Return key and MailMan returned us to the " Select
Other MailMan Functions Option:" prompt where we could take any additional actions.
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Topics To Be Discussed: Help (User/Group Info., etc.) Option

How to Obtain User Information
How to Obtain Remote User I nfor mation
How to Obtain Mail Group Information

How to View the New Featuresin MailMan
Introduced With Patch 50

How to Obtain General MailM an Infor mation

How to View Frequently Asked Questions About
MailMan

How to View the MailMan Users Manual (Online)

MailMan gives you the opportunity to access Help and other information online. Specifically, MailMan
give you the opportunity to obtain information in the following areas:

» Local and remote user information.

e Mail group information.

*  Genera MailMan information (including an online User Manual).

* New features and functionality introduced with MailMan V. 7.1 and Patch XM*7.1*50.
*  Fregquently asked questions about MailMan.

The features and functionality associated with MailMan Help and information available online are
described in greater detail in this chapter.
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Help (User/Group Info., etc.) Option

The MailMan interface provides seven options on the Help (User/Group Info., etc.) menu to provide
information online:

User Information—This option displays general information on an individual local MailMan
user.

Remote User Information—This option displays general information on an individual remote
MailMan user.

Group Information—This option displays general information on aMailMan mail group.

New Featuresin MailMan—This option provides a brief description of new features and
functionality introduced with MailMan V. 7.1 with Patch 50.

General MailMan | nformation—This option displays a general overview on the MailMan e-
mail system.

Questionsand Answerson MailMan—This option provides a brief list of frequently asked
question and answers with regards to MailMan V. 7.1 and Patch 50.

Manual for MailMan Users—This option provides a compilation of all MailMan help screens
into an online User Manual that can be used in conjunction with this manual.

The MailMan Help and online information options previoudly listed are available on the Help
(User/Group Info., etc.) menu, as shown below:

Sel ect

Sel ect Help Option:

NML New Messages and Responses

RML Read/ Manage Messages

SML Send a Message
Query/ Search for Messages

AML Become a Surrogate (SHARED, MAIL or O her)
Personal Preferences ...
O her Mail Man Functions ...

Help (User/Goup Info., etc.) ...

O

5

il Man Menu Option: help

User | nformation

Group Information

Renote User | nformation

New Features in Mil Man

General Mail Man | nformation
Questions and Answers on Mail Man
Manual for Mail Man Users

OOoOoOoOdOd

Figure 181: Help (User/Group Info., etc.) Option
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Also, the MailMan online Help system sometimes highlights key words within ablock of text (paragraph)
using "reverse video." Reverse video isthe reversal of light and dark in the display of selected characters
on avideo screen. For example, if text is normally displayed as black |etters on a white background,
reverse video presents the text as white letters on a black background. These highlighted key words can

be entered at the Help System Action prompt in order to get more information on a subject specific to that
key word.
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How to Obtain User Infor mation

MailMan gives you the opportunity to obtain information on alocal MailMan user through the User
Information option on the Help (User/Group Info., etc.) menu option located on the main MailMan Menu.

Y ou can obtain the following local user information:

Name—The MailMan user's name.

Banner—The user's current MailMan banner, if any has been entered using the User Options
Edit option located on the Personal Preferences menu.

For more information on the User Options Edit option and banners, please refer to the
"Banners' topic in Chapter 3 in the"MailMan V. 7.1 & Patch XM* 7.1* 50 Getting Started
Manual."

General MailM an Infor mation—The last date and time the user used MailMan and the status of
messages in their mailbox.

I ntroduction—The user's introduction, if any has been entered using the User Options Edit
option located on the Personal Preferences menu.

For more information on the User Options Edit option and the introduction, please refer to
the "Introduction” topic in Chapter 3 in the "MailMan V. 7.1 & Patch XM*7.1* 50 Getting
Sarted Manual."

Contact I nformation—The user's contact information, if any has been entered using the User
Options Edit option located on the Personal Preferences menu.

o For more information on the User Options Edit option and the contact information, please
refer to the " Contact Information” topic in Chapter 3inthe"MailMan V. 7.1 & Patch
XM*7.1*50 Getting Sarted Manual."

Mail Group Information—A list of the mail groups to which this user belongs, if any.

o For more information on mail groups, please refer to Chapter 7 in this manual.

Surrogate | nfformation—A list of the MailMan users for whom and in what capacity (i.e.,
privileges) this user may act as a surrogate, if any. Also, alist of MailMan users who can be
surrogates for this user and in what capacity (i.e., privileges).

o For more information on surrogates, please refer to Chapter 8 in this manual.

F
A
&% Only thosefieldsthat contain information (data) will be displayed.
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To display general information on alocal MailMan user, choose the User Information option on the Help
(User/Group Info., etc.) menu, as shown below:

Select Help (User/Goup Info., etc.) Option: user Information

User nane: silVvER SKIP (DUZ 4444) | NFORVATI ON RESOURCES MGMT.
Last used Mail Man: 30 Sep 98 09: 24
Life is made up of the Good, the Bad, and the Ugly - And All Are
I nteresting

SI LVER, SKI P

Current Banner: Life is nade up of the Good, the Bad, and the Ugly - And Al Are
I nteresting

Last used Mail Man: 30 Sep 98 09: 24

This user has 3 NEWnessages (3 in the | N basket)

| nt roducti on:
The answer is: 42

After entering alocal user's
Private e-mil address: silver @xx.com name, MailM an displays general

infor mation on that user.
O fice phone: 111-555-7777

Mai | G oups:
| SC STAFF (Public)
FI LEVAN DEVELOPER (Public)
TK73VER (Public)
FMTEAM (Public)
| SC SATELLI TE (Public)
| NFRASTRUCTURE (Public)
infra (Private)
User nane:

Figure 182: Obtaining General Information on Local MailMan Users Online

In this example (Figure 182), we wanted to display general information about alocal MailMan user.

Asyou can see from the previous example, we chose the User Information option on the Help
(User/Group Info., etc.) menu. MailMan asked us to enter the user's name.

In this case, we entered the first portion of the user's last name (i.e., "SILVER") at the "User name:"
prompt.

o For more information on entering names, please refer to the " Address Functionality” topicin
Chapter 4 in thismanual.

MailMan proceeded to display the following information about this local user:
* Name—SILVER,SKIP
e Banner—"Lifeis made up of the Good, the Bad, and the Ugly - And All Are Interesting”
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« General MailMan Information—

>
>

Last used MailMan: 30 Sep 98 09:24
This user has 3 NEW messages (3 in the IN basket)

e Introduction—"The answer is. 42" and "Private e-mail address; silver@xxx.com"
* Contact I nfor mation—"Office phone: 111-555-7777"

* Mail Group Information—

>

YV V. V V VYV V

ISC STAFF (Public)

FILEMAN DEVELOPER (Public)
TK73VER (Public)

FMTEAM (Public)

ISC SATELLITE (Public)
INFRASTRUCTURE (Public)
infra (Private)

Since no surrogate information was displayed, we can conclude that this person is not currently
authorized to act as a surrogate for another MailMan user nor does this person have any surrogates
authorized to act for him.

After displaying the user information, MailMan returned us to the "User name:" prompt, where we could
enter another user's name.

July 1999
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How to Obtain Remote User I nfor mation

MailMan gives you the opportunity to obtain information on aremote MailMan user through the Remote
User Information option on the Help (User/Group Info., etc.) menu option located on the main MailMan
Menu.

Similar to the NEW PERSON file (#200), which is used to store information on local users, the REMOTE
USER DIRECTORY file (#4.2997) is used to store information on remote users at other sitesto whom
messages can be sent. If they are stored in thisfile, rather than having to memorize a remote user's e-mail
address, you can address them by their last name, first name, or location and MailMan will find them and
retrieve their email address for you.

@

Only IRM is able to add people to the REMOTE USER DIRECTORY file (#4.2997).

Y ou can obtain the following remote user information:

Name—The remote user's name:
» Last Name
» First Name
Networ k Address—The remote user's network address.

» Date Entered—The date the remote user was added to the system.

o DatelLast Used—The last date and time this remote user's entry was referenced (sent a message
fromthis site).

To display general information on aremote MailMan user, choose the Remote User Information option
on the Help (User/Group Info., etc.) menu, as shown below:

Select Help (User/Group Info., etc.) Option: renote User |nformation

Enter LASTNAME, Mail Code, or part of LOCATION (one word only): aquA ENRI QUE K

LAST NAME: AQUA FI RST NAME: ENRI QUE_K .
NETWORK ADDRESS: AQUA. ENRI QUE_K@XERNEL. | SC- SF. VA. GOV After enteringa
DATE ENTERED: JAN 18, 1996 DATE LAST USED: MAR 199 remote user'sname,

MailM an displays
general information

Ent er LASTNAME, Mail Code, or part of LOCATION (one word only): on that user.

N—

Figure 183: Obtaining General I nfor mation on Remote M ailM an Users Online

In this example (Figure 183), we wanted to display general information about a remote MailMan user.

Asyou can see from the previous example, we chose the Remote User Information option on the Help
(User/Group Info., etc.) menu. MailMan asked us to enter the remote user's name.
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In this case, we entered the first portion of the user'slast name (i.e., "AQUA") at the "Enter LASTNAME,
Mail Code, or part of LOCATION (one word only):" prompt.

o For more information on entering names, please refer to the " Address Functionality” topicin
Chapter 4 in thismanual.

MailMan proceeded to display the following information about this remote user:
e Last Name—AQUA
* First Name—ENRIQUE_K
* Network Address—AQUA.ENRIQUE_K @KERNEL.ISC-SF.VA.GOV
» DateEntered—JAN 18, 1996
» Datelast Used—MAR 1997
After displaying the remote user information, MailMan returned usto the "Enter LASTNAME, Mail

Code, or part of LOCATION (one word only):" prompt, where we could enter another remote user's
name.
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How to Obtain Mail Group Information

MailMan gives you the opportunity to obtain information on a mail group through the Group Information
option on the Help (User/Group Info., etc.) menu option located on the main MailMan Menu.

Y ou can obtain the following mail group information:

*  Name—The name of the mail group. When addressing mail to this mail group name, all members
of the mail group will automatically be recipients of the message.

»  Type—Thetype of mail group determines who can send mail to it. Mail groups can be either of
the following two types:

» Public
» Private (i.e., Persona Mail Group)

Provided there are no Authorized Senders specified, anyone can send mail to a Public group and
only its members can send mail to a Private group. If there are Authorized Senders specified, only
those users can address the group.

o Mail groups created through the Personal Mail Group Edit option are considered private
mail groups.

* Allow Self-Enrollment?—Is self-enroliment allowed ("Yes' or "No")?If "Yes," you can enrall
yourself in or disenroll yourself from amail group. If "No," you must request that the Coordinator
or Organizer of the mail group either enroll you in or disenroll you from the group.

* Reference Count—How many times the mail group has been referenced (used).
» Last Referenced—Thelast date and time this group was referenced (sent a message).

* Redtrictions—Thisfield provides the opportunity for the Organizer of the mail group to establish
apersona mailing list to use for sending mail in the "G.GROUPNAME" format. Possible values
include: UNRESTRICTED, ORGANIZER ONLY, LOCAL, ORGANIZER/LOCAL,
INDIVIDUALS, INDIV/ORGANIZER, INDIV/LOCAL, and INDIV/LOCAL/ORGANIZER. If
set to "ORGANIZER ONLY," only the organizer is allowed to address the group. The members
are ssimply recipients without any other privileges with respect to the group.

» Coordinator—The person responsible for maintaining the membership of the mail group.

o In order to be a Coordinator, you must hold the XMMGR security key.
e Description—Description of the mail group.

e Organizer—The organizer is the person who set up/created the mail group. An Organizer can
add new members to a Private mail group.
Authorized Sender s—Authorized Senders are the only users who are allowed to send mail to the mail
group. Thus, mail groups can have alimited set of senders. If unspecified, then it is assumed that anyone
can send mail to this group, if Public, or only members can send toit, if Private. Remote users cannot
send mail to any local group which has Authorized Senders. Any messages sent by aremote user to a
group with Authorized Senders will be rejected.
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If auser isnot an authorized sender for amail group and he attempts to send mail to the
group, the user is shown alist of Authorized Senders. The user can send the message to one of these
authorized senders who can forward it to the group, if desired.

Member (s)—List of members for the mail group. Members will receive all mail addressed to the
group. Members can include any of the following:

» Loca and remote users (including fax recipients)
» Other mail groups (local mail groups)
» Distribution lists (nationwide mail groups)

The group information can help you decide if you want to join a particular mail group (i.e., viathe
description). Also, if amail group doesn't allow self-enrollment, you can find out who the Coordinator or
Organizer of the group isand ask if you can be enrolled or disenrolled. Also, if amail group has
Authorized Senders, you'll know to whom you should send mail, if you want to address that particul ar
mail group.

IRM may use the REFERENCED COUNT and LAST REFERENCED fields to determine if amail group
should be eliminated. For example, if amail group hasn't been referenced (used) in along time (e.g.,
LAST REFERENCED field = January 1 1995) or has only been referenced a very few times (i.e.,
REFERENCED COUNT = 2), they may decide that the mail group should be eliminated.
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The following figure (Figure 184) demonstrates how to obtain information on a mail group:

NML New Messages and Responses
RML Read/ Manage Messages
SML Send a Message
Query/ Search for Messages
AML Become a Surrogate (SHARED, MAIL or O her)
Personal Preferences ...
O her Mail Man Functions ...
Help (User/Goup Info., etc.)

Sel ect Mail Man Menu Option: help (User/Goup Info., etc.)

LAST REFERENCED: JUL 11, 1997
DESCRI PTI ON: Mai | group for |SC enpl oyees |ocated on the 10th fl oor.

ORGANI ZER: BLACK, DONALD

Herewe choseto
User Information get Help on mail
Group Information groups.
Renote User | nformation / Herewe \
New Features in Mil Man
Ceneral Mail Man I nformation ent_ered the
Questions and Answers on Mail Man mail group
Manual for Mail Man Users name. You
can also
Select Help (User/Goup Info., etc.) Option: group Information enter two
question
choose from
NAVE: TENTH FLOOR TYPE: public alist of mail
ALLOW SELF ENROLLMENT?: NO REFERENCE COUNT: 45 groups.

Menber Last Used Mail Man
GOLD, M CHAEL (San Franci sco Cl OFO 10 Sep 98 14:01

( the mail group.
MAGENTA, M CHAL - Q.. Continuum 10 Sep 98 09:31

MailM an displays
infor mation about

BLUEGREEN, GREGORY J. (CIO Field Ofice San F 10 Sep 98 14:08
BLUE, THOVAS E. - COWPUTER SPECI ALI ST (San Fr 10 Sep 98 14:10

Menmber of Group: VIRUS ALERT

Sel ect MAI L GROUP NAME:

Figure 184: Obtaining M ail Group Infor mation Online

In this example (Figure 184), we wanted to display general information about a mail group.

Asyou can see from the previous example, we chose the Group Information option on the Help
(User/Group Info., etc.) menu. MailMan asked us to enter the mail group's name.

In this case, we entered the first portion of the"TENTH FLOOR" mail group name at the "Select MAIL

GROUP NAME:" prompt.
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For more information on entering names, please refer to the " Address Functionality” topicin
Chapter 4 in thismanual.

After entering the group name, MailMan displayed all of the information about that mail group. Y ou'll
notice that the mail group TY PE field has avalue of "public." If thismail group had been created as a
personal mail group, it would have avalue of "private." Also, we can see that this group does not allow
self-enrollment. Thus, if we weren't already a member of this group but wanted to join, we would have to
contact the Mail Group Organizer (i.e., "BLACK,DONALD") and ask to be enrolled.

In addition, following the list of individuals in the mail group, MailMan displays the name(s) of any
group(s) thismail group belongsto. In thiscase, you can see that the group is a member of the VIRUS
ALERT mail group.
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How to View the New Featuresin MailMan Introduced With
Patch 50
In addition to this manual, MailMan gives you the opportunity to read about the latest new features and

functionality introduced with MailMan V. 7.1 with Patch 50 through the New Featuresin MailMan option
on the Help (User/Group Info., etc.) menu option located on the main MailMan Menu.

To display the new features and functionality online, choose the New Featuresin MailMan option on the
Help (User/Group Info., etc.) menu, as shown below:

Select Help (User/Goup Info., etc.) Option: new Features in Mil Man

NEW FEATURES AND FUNCTI ONALITY I N MAILMAN V. 7.1 WTH PATCH 50

1. VSSEXeSHRFWERS - Choose fromthe ONESSKe, PDRy-WE=y Ful |

Screen, or EUMYARY Full Screen nessage readers.

2. WIS Mail - Create filters to route delivery of your mail to
speci fi c baskets based on the Subject, Sender, and/or Addressees.

3. §ZX®&] for mail based on Subject Contents, Sender, Addressee,
Responder, Message Text, and/or Date Sent (e.g., date range).

4. RENINE Mai |l -

Capability to make nessages N&] or not new.

| nproved nessage [ERINI functionality.

Sel ect messages for subsequent [ERCVINSIIENE.

I nproved ability when QZXEJNE through a long list of nessages.

* %k X

Sel ect HELP SYSTEM action or <return>:

Figure 185: Displaying the New Features and Functionality in MailMan V. 7.1 With Patch 50 Online

o Enter the highlighted key words (in reverse video) at the " Select HELP SYSTEM action or
<return>:" prompt to find out more about a specific topic. Pressing the Enter/Return key without
entering a key word returns you to the previous help topic or the Help options menu.
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How to Obtain General MailMan I nfor mation

In addition to this manual, MailMan gives you the opportunity to obtain general information on using the
VISTA MailMan software through the General MailMan Information option on the Help (User/Group
Info., etc.) menu option located on the main MailMan Menu.

To display general information on using MailMan online, choose the General MailMan Information
option on the Help (User/Group Info., etc.) menu, as shown below:

Select Help (User/Goup Info., etc.) Option: general Ml Man | nformation

USI NG VAl LVAN

Mai | Man is a general purpose electronic nessage system (e-nmmil). Messages
can be exchanged over conmuni cation |ines, nodens, and other networks. A
message is created with the EENB option. The message then appears in
each recipient's mailbox, to be [fZX8 after signon. Messages are tracked
el ectronically, so that each nessage's author and readers are identified.

After reading a nessage, a recipient can select froma variety of
EESXeEIEeYS, such as saving it into other mail baskets, deleting it,
forwarding it to others, or replying to it. gener ate new
nessages seen by all recipients, creating an ongoing di al og between the
recipients.

Users can their mail and SEJF®R for specific nessages. Also,

users can designate to manage mail for them Users can
"introduce' thenselves, provide contact information, and create a banner to
be di spl ayed when a nmessage is sent to them Users can al so choose a
message and further the MailMan interface to suit

their needs. of users may al so be created.

Sel ect HELP SYSTEM action or <return>:

Figure 186: Obtaining General MailMan Information Online

o Enter the highlighted key words (in reverse video) at the " Select HELP SYSTEM action or
<return>:" prompt to find out more about a specific topic. Pressing the Enter/Return key without
entering a key word returns you to the previous help topic or the Help options menu.
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How to View Frequently Asked Questions About MailMan

MailMan gives you the opportunity to display the frequently asked question and answers regarding
MailMan through the Questions and Answers on MailMan option on the Help (User/Group Info., etc.)
menu option located on the main MailMan Menu.

To display the frequently asked question and answers online, choose the Questions and Answers on
MailMan option on the Help (User/Group Info., etc.) menu, as shown below:

Select Help (User/Goup Info., etc.) Option: questions and Answers on Mail Man

FREQUENTLY ASKED QUESTI ONS ABOUT MAI LIVAN

1. OR EDI TI NG A MESSAGE AFTER TRANSM SS| ON
Is there a way to recall or edit a nessage once it's been sent?
2. A RECI Pl ENT FROM THE LI ST
How can an accidentally chosen recipient be renoved fromthe list?
3. A MESSAGE TO BE READ
Is there a way of finding a nessage if you cannot recall the nunber?
4. MESSAGES WHI CH HAVE NOT BEEN DELETED
Sonetines the read option will show only the nessage header without
the text. What happened to the original nessage?
5. TO MESSAGES FROM UNKNOMN RECI Pl ENTS
Wiy replies appear in a mailbox to a message which | didn't
origi nate?
6. MESSACES
Once a nessage is deleted, is it actually gone fromthe systen?
7. MESSACES
Can a nessage be saved tenmporarily after an interruption?

8. [FIMIERINE MAI L

Can certain nmessages be automatically directed to specific baskets?

Sel ect HELP SYSTEM action or <return>:

Figure 187: Displaying the Frequently Asked Questions and Answers About MailMan Online

o Enter the highlighted key words (in reverse video) at the " Select HELP SYSTEM action or
<return>:" prompt to find out more about a specific topic. Pressing the Enter/Return key without
entering a key word returns you to the previous help topic or the Help options menu.
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How to View the MailMan Users Manual (Online)

In addition to this manual, MailMan gives you the opportunity to display an online User Manua (i.e.,
compilation of al online help frames) through the Manual for MailMan Users option on the Help
(User/Group Info., etc.) menu option located on the main MailMan Menu.

To display this User Manual online, choose the Manual for MailMan Users option on the Help
(User/Group Info., etc.) menu, as shown below:

Select Help (User/Goup Info., etc.) Option: nanual for Mil Man Users
DEVI CE: HOVE// <RET> Tel net term nal

DEC 29,1998 13:24 HELP FRAME LI STI NG i
THE ONLI NE MAI LMAN USER MANUAL

TABLE OF CONTENTS

PAGE

THE ONLI NE MAI LMAN USER MANUAL . ........ ... ... 1

1 USI NG MAL LIVAN . o e 2
1.1 USING THE ' Send a nessage' OPTION ..................... 3
1.1.1 SENDI NG A MESSAGE - ADDRESSING . .......... ... 4
1.1.1.1 MAIL GROUPS . . . e 5
1.1.1.1.1 MEMBERS OF MAIL GROUPS .. ... . . e 6
1.1.1.1.2 MAI LMAN MAI L GROUP COORDI NATORS . ... i 7

Press return to continue or '~ to escape

Figure 188: Displaying the Manual for MailMan UsersOnline

In this example (Figure 188), we used the Manual for MailMan Users option to view the Online MailMan
User Manual.
MailMan first asked us to choose where to display the User Manual (i.e., what device). In this case, we
chose to display it to the screen by choosing the default response (i.e., "HOME") by pressing the
Enter/Return key at the "DEVICE: HOME//" prompt.
MailMan then immediately began to display the MailMan User Manual beginning with the Table of
Contents.
o If you want to display or print the User Manual to a different device (e.g., a printer), enter the

appropriate device name at the "DEVICE: HOME//" prompt.

Y ou can page through the entire User Manual by pressing the Enter/Return key.
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To quit reading the online User Manual and return to the Help menu, enter the up-arrow (""" Shift-6 key
on most keyboards).
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ABBREVIATED RESPONSE

ACCESS CODE

APPLICATION PACKAGE

ASCII

BANNER

BULLETIN
CIOFO

DEFAULT

DELETE

July 1999

Thisfeature allows you to enter data by typing only the first few
characters for the desired response. This feature will not work
unless the information is already stored in the computer.

A code that, along with the Verify Code, alows the computer to
identify you as a user authorized to gain access to the computer.
Your code must be greater than 6 and less than 20 charactersin
length. It can be numeric, alphabetic, or a combination of both,
and is usually assigned by a site manager or application
coordinator. It is used by Kernel's Sign-on/Security system to
identify the user (see Verify Code).

In VISTA, software and documentation that support the automation
of aservice, such as Laboratory or Pharmacy within VA medical
centers (see Package).

American Standard Code for | nfformation I nterchange. A
standardized coding scheme that assigns numeric values to letters,
numbers, punctuation marks, and other characters to enable
computer systems to exchange information.

A line of text with a user's name and domain, which is displayed
to everyone who sends mail to the user.

Electronic mail messages that are automatically delivered by
MailMan under certain conditions. For example, a bulletin can be
set up to fire when database changes occur, such as adding a
record to the file of users.

Chief I nformation Office Field Office.

A response the computer considers the most probable answer to
the prompt being given. It isidentified by double slash marks (//)
immediately following it. This allows you the option of accepting
the default or entering your own answer. To accept the default,
you press the Enter/Return key. To change the default answer,
type in your response and then press the Enter/Return key.

The key on the keyboard (may also be called rubout or

back space on some terminals) which allows you to delete
individual characters working backwards by placing the cur sor
immediately after the last character of the string of characters you
wish to delete. The at-sign (" @" Shift-2 key on most keyboards)
may also be used to delete afile entry or data attribute value. The
computer will ask "Are you sure you want to delete this entry?' to
insure you do not delete an entry by mistake.
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DEVICE A peripheral connected to the host computer, such as a printer,
terminal, disk drive, modem, and other types of hardware and
equipment associated with a computer. The Host files of
underlying operating systems can be treated like devicesin that
they can be written to (e.g., for spooling).

DHCP The Decentralized Hospital Computer Program (DHCP) of the
Department of Veterans Affairs (VA). DHCP software, devel oped
by the VA and now known as VISTA (see VISTA below).

DOMAIN A site for sending and receiving mail.

DOUBLE QUOTE (") A symbol used in front of a Common option's menu text or
synonym to select it from the Common menu. For example, the
four-character string "TBOX" selects the User's Toolbox Common
option.

ELECTRONIC SIGNATURE A secret password that some users may need to establish in order

CODE to sign documents via the computer.
ENTER Pressing the Return or Enter key tells the computer to execute

your instruction or command or to store the information you just
entered. It may also be labeled "Return.” It isused in VISTA to
terminate "reads’ and is symbolized by <RET> in the
documentation.

FORUM The central e-mail system within VISTA. VA personnel useit to
communicate at a national level regarding programming and other
issues. FORUM islocated at the Washington, DC CIOFO.

FREE TEXT The use of any combination of numbers, letters, and symbols when
entering data.
HELP FRAMES Entriesin the HELP FRAME file (#9.2) that can be distributed

with application packages to provide online documentation.
Frames can be linked with other related frames to form a nested
structure.

HELP PROMPT The brief help that is available at the field level when entering one
or more question marks.

IRM I nformation Resource M anagement. A service at VA sites
responsible for computer management and system security.

Glossary-2 MailMan V. 7.1 User Manual July 1999
Patch XM*7.1*50



KERNEL

KEY

KEYWORD

KEY

LINE EDITOR

LOCAL

LOG IN/ON

LOG OUT/OFF

MAIL BASKET

MAIL MESSAGE

July 1999

Glossary

A set of VISTA software routines that function as an intermediary
between the host operating system and the VISTA application
packages (e.g., Laboratory, Pharmacy, IFCAP, etc.). Kernel
provides a standard and consistent user and programmer interface
between application packages and the underlying M
implementation. (VA FileMan and MailMan are self-contained to
the extent that they can stand alone as verified packages.) Some of
Kernel's components are listed below along with their associated
namespace assignments:

KIDS XPD
Menu Management XQ
Tools XT
Sign-on/Security XU
Device Handling ZIS

Task Management ZTM

The purpose of Security Keysisto set alayer of protection on the
range of computing capabilities available with a particular
software package. The availability of optionsis based on the level
of system access granted to each user.

A reference name that calls a Help Frame when entered at a
message prompt.

A security code that is assigned to individual users. It allows
access to options.

ThisisVA FileMan's specia line-oriented text editor. Users enter
information one line at atime. This editor is used for the word-
processing data type.

The system to which a user is currently signed on.
The process of gaining access to a computer system.
The process of exiting from a computer system.

Mail baskets provide away of saving messages in a sorted fashion
similar to afiling system. Mail baskets are created at the "message
action" prompt by typing an"S" to save and then the name you
wish to call the basket. If the basket already exists, the message
will be put init. If the basket does not exist, you will be asked if
you want it created. Placing a message in amail basket other than
the"IN" or "WASTE" baskets protects the message from being
automatically purged when the IN BASKET PURGE isrun.

An entry in the MESSAGE file (#3.9). The VISTA electronic mail
system (MailMan) supports local and remote networking of

Messages.
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MAILMAN The VISTA package software that provides a mechanism for
handling electronic communication, whether it is user-oriented
mail messages, automatic firing of bulletins, or initiation of server-
handled data transmissions.

MENU A menuisalist of choices or options you are authorized accessto
and may select from for computing activity. It is atype of option
designed to identify a series of items (other options) for
presentation to the user for selection. When displayed, menu-type
options are preceded by the word " Select” and followed by the
word "option" as in Select Menu Management option: (the menu's
select prompt).

MENU TREE A series of menus you sequence through in order to get to the
specific option you desire.

MESSAGE-ID A message identifier which shows the message number, and the
domain name of the message.

MODEM A device for connecting aterminal to atelephone line, alowing it
to communicate with another modem. Modems include the
following types:

Direct Connect The modem is directly hooked into the

phoneline.

Acoustic The modem is connected to the telephone
through the handset.

Auto Answer When it detects aring signal, the modem

will "answer the phone."

Auto Dial The modem, upon command from the
terminal or the computer, will dial
another modem.

MUMPS (M) A programming language recognized by the American National
Standards I nstitute (ANSI). The acronym MUMPS stands for
M assachusetts General Hospital Utility M ulti-programming

System.
ONLINE A deviceisonline when it is connected to the computer.
PASSWORD A user's secret sequence of keyboard characters, which must be

entered at the beginning of each computer session to verify the
user'sidentity in order to gain access to software.

PERIPHERAL DEVICE Any hardware device other than the computer itself (central
processing unit plusinternal memory). Typical examplesinclude
card readers, printers, CRT units, and disk drives.
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Points to another file where the computer stores information
needed for the field of the file in which you are currently working.
If you change any of theinformation in the field in which you are
working, the new information is automatically entered into the
"pointed to" file.

The basket where message queues are stored. Also, the person
who manages this basket for a particular site.

The computer interacts with the user by issuing questions, called
prompts, to which the user enters a response.

A procedure used to delete messages or message pointers.
A list that stores messages destined for a given domain.

Requesting that a job be processed in the background rather than
in the foreground within the current session. Jobs are processed
sequentialy (first-in, first-out). Kernel's TaskMan module handles
the queuing of tasks.

A user's authorization to read information stored in a computer
file.

Any system which auser is not signed on to.

On the computer keyboard, the key located where the carriage
return is on an electric typewriter. It may also be labeled "Enter." It
isused in VISTA to terminate "reads" and is symbolized by
<RET> in the documentation.

The MailMan online Help system sometimes highlights key words
within a block of text (paragraph) using "reverse video." Reverse
video isthe reversal of light and dark in the display of selected
characters on a video screen. For example, if text is normally
displayed as black |etters on awhite background, reverse video
presents the text as white letters on a black background or vice
versa. These highlighted key words can be entered at the Help
System Action prompt in order to get more information on a
subject specific to that key word.

A program or a sequence of instructions called by a program that
may have some general or frequent use. M routines are groups of
program lines that are saved, loaded, and called as a single unit via
a specific name.

Thisis VA FileMan's special screen-oriented text editor. Users
enter ablock of information rather than asingle line at atime. This
editor is used for the word-processing data type.
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SERVER

SIGN-ON/SECURITY

SYSTEM MANAGER/IRM

CHIEF

SPACEBAR RETURN
FEATURE

SURROGATE

TASKMAN

TRIGGER

TYPE-AHEAD

UP-ARROW

USER ACCESS

USER INTERFACE

Glossary-6

An automatic mail reader for internal messages.

The Kernel module that regul ates access to the menu system. It
performs a number of checks to determine whether access can be
permitted at a particular time. A log of signonsis maintained.

At each site, the individual who is responsible for managing
computer systems, installing and maintaining new modules, and
serving as liaison to the CIOFOs.

Y ou can answer aVA FileMan prompt by pressing the spacebar
and then the Enter/Return key. Thisindicatesto VA FileMan that
you would like to repeat the last response you gave at that prompt.

A person who is authorized to read and/or send mail in another
user's name.

The Kernel module that schedules and processes background tasks
(also called Task Manager).

A trigger is an instruction that initiates a procedure. In VA
FileMan, atrigger can be set up when entry of datain onefield
automatically updates a second field value.

A buffer used to store characters that are entered before the
corresponding prompt appears. Type-ahead is a shortcut for
experienced users who can anticipate an expected sequence of
prompts.

A character on the keyboard that looks like this: . Generally, the
"A" character is the Shift-6 key on most keyboards. The ""
character is used mainly for exiting or opting out of answering VA
FileMan prompts, jumping to other fieldsin VA FileMan, and/or
exiting an option.

Access to a computer system. The user's access level determines
the degree of computer use and the types of computer programs
available. The systems manager assigns the user an access level.

The way the package is presented to the user, such as; prompts,
help messages, menu choices, etc. A standard user interface can be
achieved by using VA FileMan for data manipulation, the menu
system to provide option choices, and VA FileMan's Reader, the
"DIR utility, to present interactive dialogue.
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A set of programs used to enter, maintain, access, and manipulate
a database management system consisting of files. A package of
online computer routines written in the M language which can be
used as a stand-al one database system or as a set of application
utilities. In either form, such routines can be used to define, enter,
edit, and retrieve information from a set of computer-stored files.

A user's secret sequence of keyboard characters, which must be
entered at the beginning of each computer session with avalid
Access Code to verify the user's identity in order to gain access to
VISTA software. Kernel's Sign-on/Security system uses the Verify
Codeto validate the user'sidentity. Thisis an additional security
precaution used in conjunction with the Access Code. Like the
Access Code, it isalso 6 to 20 charactersin length. If entered
incorrectly, it does not alow the user to access the computer. To
protect the user, both codes are invisible on the terminal screen.

The Veterans Health Information Systems and Technology
Architecture (VISTA), within the Department of Veterans Affairs,
is the component of the Veterans Health Administration that
develops software and installs, maintains, and updates compatible
computer systemsin VA medical facilities. (Previously known as
the Decentralized Hospital Computer Program [DHCP].)

MailMan V. 7.1 User Manual Glossary-7
Patch XM*7.1*50



Glossary

Glossary-8 MailMan V. 7.1 User Manual July 1999
Patch XM*7.1*50



Index

A

Action Codes
All Codesfor
Basket Message Lists, 2-5
Messages, 3-3
Sending Messages, 4-41
Answer a Message, 3-7
Backup
When Sending Messages, 4-43
While Reading a Message, 3-11
Canceling Messages Before Sending, 4-79
Change Basket Name, 2-27
Change Detail, 2-29
Closed Message, 4-77
Confidential Messages, 4-45
Confirm Receipt, 4-69
Copy a Message, 3-15
Delete a Message, 3-19, 3-87
Delete Messages In a Basket, 2-33, 2-73
Delivery Basket Set, 4-47
Edit a Message, 3-22
Edit Recipients, 4-51
Edit Subject, 4-55
Edit Text, 4-57
Extract KIDS or PackMan Messages, 3-98
Filter Messages, 6-18
Filter Messages In a Basket, 2-39
Forward a Message, 3-24
Forward Messages In a Basket, 2-37
Group Actions, 2-13

New Toggle, 2-51
New/Un New a Message, 3-47
Opposite Selection Toggle, 2-53
Paging, 2-77
Print a Message, 3-49
Print Messages In a Basket, 2-43, 2-57
Print to the Browser, 3-13
Priority Delivery, 4-67
Priority Replies, 3-41
Query (Search for) Messages In a Basket, 2-
63
Query Addresseesto a Message, 3-53
Query Detailed, 3-59
Query Network, 3-63
Query Recipients, 3-55
Reply to a Message, 3-69
Resequence Messages In a Basket, 2-69
Save a Message, 3-85
Save Messages To Another Basket, 2-71
Scramble, 4-71
Terminate a Message, 3-19, 3-87
Terminate Messages In a Basket, 2-33, 2-73
Text String Search, 2-79
Transmit Later, 4-11, 4-27, 4-29, 4-61
Transmit Now, 4-27, 4-29, 4-73
Up-arrow Exit
Baskets, 2-83
Messages, 3-100
Vaporize Date Edit, 3-90
Vaporize Date Set, 4-75
Write aMessage, 3-94
Zoom Selection Toggle, 2-75

Headerless Print a Message, 3-26 Action Commands

Headerless Print Messages In a Basket, 2-43, Messages, 3-3
2-57 Address, Forwarding Y our Mail, 9-3, 9-5
Ignore a Message, 3-33 Addressing
Include Message, 3-35 Broadcast Messages, 4-19
Include Responses When Replying to a Editing, 4-51
Message, 3-69 Functionality, 4-7

Information Only
For Messages Sent By Y ou, 3-22, 3-39
When Sending Messages, 4-59 Prefix Codes, 4-17

Later aMessage, 3-43 Unknown Users (Local or Remote), 4-15
Later Messages In a Basket, 2-47 Users. 4-7

Network Signature Using the DUZ, 4-7
When Sendi ng M essages, 4-65 All Action Codes
New Message List, 2-49 Basket Message Lists, 2-5

Groups, 4-7, 4-8
Mail Groups, 4-7, 4-8
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Messages, 3-3
Sending Messages, 4-41

All Messages Search, 5-9

AML, Become a Surrogate (SHARED,MAIL or
Other) Option, 8-3, 8-5, 8-14

Answer a Message Action Code, 3-7

Answers and Questions About MailMan Online,
11-19

ASK BASKET Fidld, 4-5

Assumptions About the Reader, 3

Authorized Senders, 11-11

Authorized Senders of aMail Group, 7-1, 11-11

AUTOMATIC DELETION DATE Field, 3-90,
4-75

B

Backup Action Code
When Sending M essages, 4-43
While Reading a Message, 3-11
Basket Message Number, 2-9
Baskets
Action Commands, 2-5
Change Basket Name, 2-27
Change Detail, 2-29
Create, 3-85
Delete Messages In a Basket, 2-33, 2-73
Deleting aMail Basket, 2-34
Filter Messages, 6-18
Filter Messages In a Basket, 2-39
Forward Messages In a Basket, 2-37
Headerless Print Messages In a Basket, 2-43,
2-57
Later Messages In a Basket, 2-47
List Baskets With New Mail, 1-7
Listing Messages in All Baskets, 10-13
Listing Messages in One Basket, 10-12
Message List Action Codes, 2-5
Message Location, 1-9, 10-5, 10-11
New Message List, 2-49
New Toggle, 2-51
Opposite Selection Toggle, 2-53
Paging, 2-77
Print Messages In a Basket, 2-43, 2-57
Query Messages In a Basket Action Code, 2-
63
Read al Your New Mail, 1-5
Resequence Messages, 2-69
Save Messages To Another Basket, 2-71
Search for Messages In a Basket Action Code,
2-63
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Searching for Messages in a Specific Basket,
5-18, 5-23
Searching for Messagesin Y our Mailbox, 5-
13
Setting a Delivery Basket, 4-47
Terminate Messages In a Basket, 2-33, 2-73
Text String Search Actions, 2-79
Up-arrow Exit Action, 2-83
Zoom Selection Toggle, 2-75
Become a Surrogate (SHARED,MAIL or Other)
[AML] Option, 8-3, 8-5, 8-14
Become a Surrogate, How To, 8-5
BIG GROUP SIZE Field, 4-8
Body of Message
Editing, 4-57
Boolean Expression, 2-63, 5-7
Broadcast Messages, 4-19

C

Canceling Messages Before Sending Action
Code, 4-79
Carbon Copy Prefix Code, 4-18
Change Basket Name Action Code, 2-27
Change Detail Action Code, 2-29
Change This Date, 10-7
Change/Delete Later'd Messages Option, 2-47,
3-43, 10-3, 10-6, 10-7, 10-9
Closed Message Action Code, 4-77
Command Action Codes
Basket Message Lists, 2-5
Messages, 3-3
Sending Messages, 4-41
Completing
Interrupted Messages, 4-35
Interrupted Reply, 3-83
Composing Messages, 4-3
Confidential Action Code, 4-45
Configure
Delivery Basket Edit Option, 4-47
User Options Edit Option, 2-78, 3-41, 4-67
Confirm Receipt Action Code, 4-69
Coordinator For aMail Group, 7-4, 11-11, 11-12
Copy a Message Action Code, 3-15
Create Baskets, 3-85
Create New Filters, How To, 6-9
Creating
Forwarding Address, 9-9
Mail Filters, 6-9
Personal Mail Groups, 7-13
Creating and Sending Messages, 4-3
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Mail Filters, 6-5
Search for Messages, 5-5

D

Decode Messages, 4-71
Deferred Send Action Code, 4-11, 4-27, 4-29, 4-
61
Delete aMail Basket, How To, 2-34
Delete a Message Action Code, 3-19, 3-87
Delete Messages In a Basket Action Code, 2-33,
2-73
Delete This Date, 10-7
Deleting
A Message's Latered Date and Time, 10-9,
10-11
Forwarding Address, 9-11
Mail Baskets, 2-34
Mail Filters, 6-21
Personal Mail Groups, 7-21
Surrogates, 8-17
Vaporization Date, 3-92
Deliver Message L ater (Staggered), 4-18, 4-27,
4-29
Delivery Basket Edit Option, 4-47
Delivery Basket Set Action Code, 4-47
Delivery Options, 4-27
Deferred Send, 4-11, 4-27, 4-29, 4-61
Staggered Delivery, 4-18, 4-27, 4-29
Transmit Later, 4-11, 4-27, 4-29, 4-61
Transmit Now, 4-27, 4-29, 4-73
Description of aMail Group, 11-11
Deselecting Messages, 2-21
Designating
Messages As Priority, 4-67
Surrogates, 8-13
Detail List of Recipients, 2-45, 2-61, 3-27, 3-50
Devices
Choosing, 1-15, 2-43, 2-45, 2-57, 2-59, 2-61,
3-27, 3-49, 3-50, 3-51, 10-6, 10-12, 10-13,
10-14, 11-21
P-MESSAGE, 4-37
Disenroll from aMail Group, 7-3, 7-7, 7-9
Documentation Symbols, 1
DUZ, Addressing Mail Using the, 4-7

E

Edit a Message Action Code, 3-22
Edit Recipients Action Code, 4-51
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Edit Subject Action Code, 4-55
Edit Task Option, 4-64
Edit Text Action Code, 4-57
Editing
AUTOMATIC DELETION DATE Fidld, 4-
75
Existing Filters, 6-13
Forwarding Address, 9-3, 9-9
Messages, 3-22
Personal Mail Groups, 7-3, 7-4, 7-11, 7-13, 7-
17,7-21,11-11
Recipients, 4-51
Subject, 4-55
Text, 4-57
Vaporization Date, 4-75
Vaporize Date, 3-90
Encode Messages, 4-71
Enroll in (or Disenroll from) aMail Group
[GML] Option, 7-3, 7-7, 7-9
Enter/Return To Page Forward, 2-77
Establishing Filter Order, 6-7
EXISTING BASKETSONLY (Response For
Delivery Basket Privileges), 4-49
Exit
How to Quit the New Messages Option, 1-19
Exit Action, Up-arrow
Baskets, 2-83
Messages, 3-100
Exiting a Message with Unread Responses, 1-21
Extract KIDS or PackMan Messages Action
Code, 3-98

F

Features
New in MalMan, 11-15
Patch 50, 11-15
Filter Messages Action Code, 6-18
FILTER MESSAGES Field, 6-4
Filter Messages In a Basket Action Code, 2-39
Filtering Criteria, 2-39
Filtering Mail, 6-1
Criteria, 6-5
FILTER MESSAGES Field, 6-4
How To Create New Filters, 6-9
How To Delete Mail Filters, 6-21
How To Edit Existing Filters, 6-13
How To Modify Mail Filters, 6-15
ORDER Fi€ld, 6-4, 6-7
Overridden, 6-4
STATUSFi€ld, 6-4
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Filters, 2-39, 4-47
Find Messages, 2-63, 5-1
How, 5-9
In A Particular Basket, 5-18, 5-23
Only In Your Mailbox, 5-13
Search All Messages, 5-9
Search Criteria, 5-5
Where, 5-3
Flags, 1-9, 2-30, 2-31, 4-67
Forward a Message Action Code, 3-24
Forward Messages In a Basket Action Code, 2-
37
Forwarding
Address, 9-3, 9-5
Having Your Mail Automatically Forwarded,
9-1
How to Delete Y our Forwarding Address, 9-
11
How to Enter Y our Forwarding Address, 9-9
Local Delivery Flag, 9-3, 9-7
Local Delivery On, 9-7
No Local Delivery, 9-7
Forwarding Address Edit Option, 9-3, 9-9, 9-11
Frequently Asked Questions About MailMan,
11-19
From, 1-9, 2-30, 2-31, 2-39, 2-43, 2-57, 3-53, 3-
55, 3-59, 3-63, 3-67, 3-81, 4-43, 6-5, 8-12

G

Gaps, 2-69

Genera MailMan Information Option, 11-17

Glossary, 1

GML, Enrall in (or Disenroll from) a Mail
Group Option, 7-3, 7-7, 7-9

Group Actions, 2-13
Deselecting a Group of Messages, 2-23
Deselecting All Messages, 2-25
Deselecting One Message, 2-21
Selecting a Group of Messages, 2-17
Selecting All Messages, 2-19
Selecting One Message, 2-15

Group Information Option, 7-11, 7-15, 7-19, 11-
11

Groups, 7-1
Addressing, 4-7, 4-8
Authorized Senders, 7-1, 11-11
Coordinator, 7-4, 11-11, 11-12
Description, 11-11
Entering Names, 4-7
How To Create Personal Mail Groups, 7-13
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How To Delete Personal Mail Groups, 7-21

How To Disenroll, 7-9

How To Edit Personal Mail Groups, 7-17

How To Enrall, 7-7

How To Obtain Mail Group Information
Onling, 11-11

Last Referenced, 11-11

Members, 11-12

Organizer, 7-4, 7-11, 11-11, 11-12

Personal Mail Group Edit Option, 7-3, 7-4, 7-
11, 7-13, 7-17, 7-21, 11-11

Personal Mail Groups Overview, 7-11

Reference Count, 11-11

Restrictions, 11-11

Self-Enrollment, 11-11

Type, 11-11

H

Having Your Mail Automatically Forwarded, 9-
1
Header, 2-43, 2-44, 2-57, 2-59, 2-61, 3-26, 3-27,
3-51, 3-53, 3-55, 3-56, 3-59, 3-63, 3-81, 3-92,
4-21, 4-23, 4-43, 8-12
Header, Network, 3-63
Header, Trace, 3-63
Headerless Print a Message Action Code, 3-26
Headerless Print Messages In a Basket Action
Code, 2-43, 2-57
Help
At Prompts, 2
Online, 2
Help (User/Group Info., etc.)
Genera MailMan Information Option, 11-17
Group Information Option, 7-11, 7-15, 7-19,
11-11
Manual for MailMan Users Option, 11-21
New Featuresin MailMan Option, 11-15
Questions and Answers on MailMan Option,
11-19
Remote User Information Option, 11-9
User Information Option, 11-5
Help (User/Group Info., etc.) Option, 7-3, 7-11,
7-15, 7-19, 11-3, 11-5, 11-6, 11-9, 11-11, 11-
15, 11-17, 11-19, 11-21
Help/Information Online, 11-1
Frequently Asked Questions About MailMan,
11-19
How to Obtain General MailMan Information,
11-17
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How to Obtain Mail Group Information, 11-
11
How to Obtain Remote User Information, 11-
9
How to Obtain User Information, 11-5
MailMan Users Manaul, 11-21
New Featuresin MailMan, 11-15
Patch 50 Features, 11-15
Hint, Scramble, 4-71
Home Page, MailMan Home Page Web Address,
4
How to
Obtain Help Online, 2
How To
Become a Surrogate, 8-5
Change a Message's L atered Date and Time,
10-7
Create New Filters, 6-9
Create Personal Mail Groups, 7-13
Delete aMail Basket, 2-34
Delete a Message's Latered Date and Time,
10-9
Delete Mail Filters, 6-21
Delete Personal Mail Groups, 7-21
Delete Y our Forwarding Address, 9-11
Designate a Surrogate, 8-13
Disenroll From Mail Groups, 7-9
Edit Existing Filters, 6-13
Edit Personal Mail Groups, 7-17
Enroll in Mail Groups, 7-7
Enter Y our Forwarding Address, 9-9
Exit a Message with Unread Responses, 1-21
Get aList of All Messagesin Your Mailbox,
10-11
Get a Report On Latered Messagesin Y our
Mailbox, 10-5
List All of Your Baskets with New Mail, 1-7
List All of Your New Messages, 1-9
List All of Your Priority Messages, 1-11
Modify Mail Filters, 6-15
Obtain General MailMan Information, 11-17
Obtain Mail Group Information, 11-11
Obtain Remote User Information, 11-9
Obtain User Information, 11-5
Print All of Your New Messages, 1-15
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Search, 5-9

Stop Reading a Message, 1-21

Use this Manual, 1

View Fregquently Asked Questions About
MailMan (Online), 11-19

View the MailMan Users Manual (Online),
11-21

View the New Featuresin MailMan (Online),
11-15

Ignore a Message Action Code, 3-33
IN-BASKET PURGE Field, 3-90, 4-75
Include Message Action Codes, 3-35
Index of Respondents, 3-12, 3-16, 3-17, 3-75
Information
Onlineg, 11-1
Frequently Asked Questions About
MailMan, 11-19
How to Obtain General MailMan
Information, 11-17
How to Obtain Mail Group Information,
11-11
How to Obtain Remote User Information,
11-9
How to Obtain User Information, 11-5
MailMan Users Manual, 11-21
New Featuresin MalMan, 11-15
Patch 50 Features, 11-15
Information Only
Action Code
For Messages Sent By Y ou, 3-22, 3-39
When Sending Messages, 4-59
Prefix Code, 4-17, 4-60
Internal Message Identification Number, 1-9, 1-
10, 1-13, 2-5, 2-7, 2-9, 2-10, 2-29, 2-31, 2-69,
3-53, 3-55, 3-59, 3-60, 4-62, 10-5, 10-11
Interrupted Messages, Completing, 4-35
Interrupted Reply, Completing, 3-83
Introduction To MailMan User Manual, 1
IRM
BIG GROUP SIZE Field, 4-8
P-MESSAGE Device, 4-37

Quit—EXxiting the New Messages Option, 1- K
19
: Keyword, 3
Read All of Your New Mail by Basket, 1-5 YW
Keywords, 2, 3
Remove a Surrogeate, 8-17
Respond to a Message, 3-73
Scan All of Your New Messages, 1-17
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LAST REFERENCED Field, 11-11, 11-12
Later a Message Action Code, 3-43
Later Messages In a Basket Action Code, 2-47
Later Prefix Code, 4-18, 4-27, 4-29
Lines, 1-9, 2-29, 2-31
List All of Your Baskets with New Mail, How
to, 1-7
List All of Y our New Messages, How to, 1-9
List All of Your Priority Messages, How to, 1-
11
Lists and Reports, 10-1
How to Change a Message's Latered Date and
Time, 10-7
How to Delete a Message's Latered Date and
Time, 10-9
How to Get aList of All Messagesin Y our
Mailbox, 10-11
How to Get a Report On Latered Messagesin
Y our Mailbox, 10-5
Local Delivery Flag, 9-3, 9-7
Local Delivery On (Response When Having
Your Mail Forwarded), 9-7
Looking for Messages, 2-63, 5-1
How, 5-9
In A Particular Basket, 5-18, 5-23
Only In Your Mailbox, 5-13
Search All Messages, 5-9
Search Criteria, 5-5
Where, 5-3

M

Mail Filters, 2-39, 4-47, 6-1
Criteria, 6-5
FILTER MESSAGES Field, 6-4
How To Create New Filters, 6-9
How To Delete Mail Filters, 6-21
How To Edit Existing Filters, 6-13
How To Modify Mail Filters, 6-15
ORDER Fidld, 6-4, 6-7
Overridden, 6-4
STATUSFi€ld, 6-4

Mail Group Options, 7-3

Mail Groups, 7-1
Addressing, 4-7, 4-8
Authorized Senders, 7-1, 11-11
Coordinator, 7-4, 11-11, 11-12
Description, 11-11

Enroll In or Disenroll from aMail Group, 7-3,
7-7,7-9
Entering Names, 4-7
How To Create Personal Mail Groups, 7-13
How To Delete Personal Mail Groups, 7-21
How To Disenroll, 7-9
How To Edit Personal Mail Groups, 7-17
How To Enroll, 7-7
How To Obtain Mail Group Information
Online, 11-11
Information Option, 7-11, 7-15, 7-19, 11-11
Last Referenced, 11-11
Members, 11-12
Organizer, 7-4, 7-11, 11-11, 11-12
Personal Mail Group Edit Option, 7-3, 7-4, 7-
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Answer a Message, 3-7

Backup aMessage, 3-11

Carbon Copy, 4-18

Copy aMessage, 3-15

Delete a Message, 3-19, 3-87

Edit a Message, 3-22

Exiting a Message with Unread Responses, 1-
21

Extract KIDS or PackMan Messages, 3-98

Forward a Message, 3-24

Group Actions, 2-13

Header, 2-43, 2-44, 2-57, 2-59, 2-61, 3-26, 3-
27, 3-51, 3-53, 3-55, 3-56, 3-59, 3-63, 3-81,
3-92, 4-21, 4-23, 4-43, 8-12

Headerless Print a Message, 3-26

How to List All Priority Messages, 1-11

How to List All Your New Messages, 1-9

How to Print All of Y our New Messages, 1-
15

How To Scan All of Your New Messages, 1-
17

Ignore a Message, 3-33

Include Message, 3-35

Information Only Action Code
For Messages Sent By Y ou, 3-22, 3-39
When Sending Messages, 4-59

Information Only Prefix Code, 4-17, 4-60

Later, 3-43

Make New Again, 3-47

Make New at aLater Date and Time, 3-43

Make Un New, 3-47

Move, 3-85

New/Un New a Message, 3-47

Print a Message, 3-49

Print to the Browser, 3-13

Priority Replies, 3-41

Query Addresseesto a Message, 3-53

Query Detailed, 3-59

Query Network, 3-63

Query Recipients, 3-55

Remove Recipient (Minus), 4-18

Reply to a Message, 3-69

Save a Message, 3-85

Search for All Messages, 5-9

Search for Messagesin Y our Mailbox, 5-13

Staggered Delivery (Later), 4-18, 4-27, 4-29

Stop Reading a Message, 1-21

Terminate a Message, 3-19, 3-87

Up-arrow Exit Action, 3-100

Vaporize Date Edit, 3-90

Write aMessage, 3-94
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Minus Number, 2-77
Minus Recipients, 4-18
Minus Sign, 2-77
Modifying

Mail Filters, 6-15
Move Messages, 3-85
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Names
Addressing Users or Mail Groups, 4-7

Network Header, 3-63

Network Information, 3-63

Network Signature, 3-7, 3-9, 4-65

Network Signature Action Code
When Sending M essages, 4-65

New Featuresin MailMan, 11-15

New Featuresin MailMan Option, 11-15

New Message List Action Code, 2-49

New Messages and Responses [NML] Option,
1-3, 1-5,1-7, 1-9, 1-12, 1-15, 1-17, 1-19, 3-2

New Messages, How to List All, 1-9

NEW PERSON file, 4-19

New/Un New a Message Action Code, 3-47

NewToggle Action Code, 2-51

NML, New Messages and Responses Option, 1-
3, 1-5,1-7,1-9, 1-12, 1-15, 1-17, 1-19, 3-2

No Local Delivery (Default Response When
Having Y our Mail Forwarded), 9-7

NO, DON'T ACCEPT IT (Default Response For
Delivery Basket Privileges), 4-49

O

Online
Documentation, 2
Help, How to Obtain, 2
Online Help Frames, 2
Online Help/Information, 11-1
Frequently Asked Questions About MailMan,
11-19
How to Obtain General MailMan Information,
11-17
How to Obtain Mail Group Information, 11-
11
How to Obtain Remote User Information, 11-
9
How to Obtain User Information, 11-5
Manual for MailMan Users, 11-21
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MailMan V. 7.1 User Manual Index -7

Patch XM*7.1*50



Index

Opposite Selection Toggle Action Code, 2-14,
2-53
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Become a Surrogate (SHARED,MAIL or
Other), 8-3, 8-5, 8-14
Change/Delete Later'd Messages Option, 2-
47, 3-43, 10-3, 10-6, 10-7, 10-9
Delivery Basket Edit, 4-47
Enroll in (or Disenroll from) aMail Group, 7-
3,7-7,7-9
Forwarding Address Edit, 9-3, 9-9, 9-11
Genera MailMan Information Option, 11-17
Group Information, 7-11, 7-15, 7-19, 11-11
Help (User/Group Info., etc.), 7-3, 7-11, 7-15,
7-19, 11-3, 11-5, 11-6, 11-9, 11-11, 11-15,
11-17, 11-19, 11-21
Mail Groups, 7-3
Mailbox Contents List Option, 10-3, 10-11,
10-12, 10-13
Manual for MailMan Users Option, 11-21
Message Filter Edit, 6-3, 6-4, 6-5, 6-9, 6-13,
6-17, 6-21
New Featuresin MailMan, 11-15
New Messages and Responses [NML], 1-3, 1-
5,1-7, 1-9, 1-12, 1-15, 1-17, 1-19, 3-2
Other MailMan Functions, 10-3, 10-5, 10-7,
10-9, 10-11, 10-12, 10-13
Personal Mail Group Edit, 7-3, 7-4, 7-11, 7-
13, 7-17,7-21, 11-11
Personal Preferences, 2-78, 4-47, 6-3, 6-4, 6-
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80
Remote User Information, 11-9
Report on Later'd Messages, 2-47, 3-43, 10-3,
10-5, 10-7
Send aMessage [SML], 3-94, 4-3, 4-4, 4-79
Surrogate Edit, 8-3, 8-5, 8-13, 8-17
Surrogates, 8-3
User Information Option, 11-5
User Options Edit, 2-78, 3-41, 4-67
ORDER Field (Filters), 6-4, 6-7
Organizer For aMail Group, 7-4, 7-11, 11-11,
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Orientation For MailMan User Manual, 1
Other MailMan Functions
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Report on Later'd Messages Option, 2-47, 3-
43, 10-3, 10-5, 10-7
Other MailMan Functions Option, 10-3, 10-5,
10-7,10-9, 10-11, 10-12, 10-13
Other Surrogates, 8-1, 8-7
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Paging Action Codes, 2-77
Enter or Return, 2-77
Minus Number, 2-77
Minus Sign, 2-77
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Plus Sign, 2-77
Zero, 2-77
Password When Scrambling Messages, 4-71
Patch 50 Features, 11-15
Personal Mail Group Edit Option, 7-3, 7-4, 7-11,
7-13,7-17,7-21, 11-11
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Plus Number, 2-77
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P-MESSAGE Device, 4-37
Postmaster, 4-19
Preface to the MailMan User Manual, iii
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User Options Edit Option, 2-78, 3-41, 4-67
Prefix Codes
Addressing, 4-17
Carbon Copy, 4-18
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Print a Message Action Code, 3-49
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Print Information, 1-15, 1-16
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Print Messages In a Basket Action Code, 2-43,
2-57
Print to the Browser Action Code:, 3-13
Priority Delivery Action Code, 4-67
Priority Mail, 1-6, 1-9, 1-11, 1-12, 1-16, 1-17
Priority Messages, How to List All, 1-11
Priority Replies Action Code, 3-41
PRIORITY RESPONSES FLAG Field, 3-41, 4-
67
PRIORITY RESPONSES PROMPT Field, 4-67
Privileges
Surrogates Read and Write Privileges, 8-2, 8-
11
Surrogates Read Privileges, 8-2, 8-9

Q

Query (Search for) Messages, 5-1

Query (Search for) Messages In a Basket, 2-63

Query Addressees to a Message Action Code, 3-
53

Query Detailed Action Code, 3-59

Query Network Action Code, 3-63

Query Recipients Action Code, 3-55

Query/Search for Messages Option, 3-2, 5-3, 5-7

Question Mark Help, 2

Questions and Answers About MailMan Onling,
11-19

Questions and Answers on MailMan Option, 11-
19

Quit
How to Exit the New Messages Option, 1-19

R

Read All of Your New Mail by Basket, How to,
1-5
Read/Manage Messages [RML] Option, 2-3, 3-
2, 4-80
Read/Rcvd, 1-9, 2-29, 2-31
Reader, Assumptions About the, 3
Reading/Managing M essages
In aBasket, 2-1
Individual Messages, 3-1
New Messages and Responses, 1-1
Recipient Prefix Codes, 4-17
Recipients, Editing, 4-51
REFERENCED COUNT Field, 11-11, 11-12
Remote User Information Option, 11-9
Removing
Recipient (Minus) Prefix Code, 4-18
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Reply to a Message Action Code, 3-69
Include Message, 3-35
Reply To Differs From the From Address, 3-81
Reply to Messages, 3-7
Reply, Interrupted, 3-83
Replying—"Reply To" Differs From the "From"
Address, 3-81
Report on Later'd Messages Option, 2-47, 3-43,
10-3, 10-5, 10-7
Reports and Lists, 10-1
How to Change a Message's L atered Date and
Time, 10-7
How to Delete a Message's Latered Date and
Time, 10-9
How to Get aList of All Messagesin Y our
Mailbox, 10-11
How to Get a Report On Latered Messagesin
Y our Mailbox, 10-5
Request Confirm Receipt Action Code, 4-69
Resequence Messages In a Basket Action Code,
2-69
Respond to aMessage, How To, 3-73
Respondents Index, 3-12, 3-16, 3-17, 3-75
Responding to the Latest Response, 3-80
Responses are ORDINARY (Response For
PRIORITY RESPONSES FLAG Field), 3-41
Responses are PRIORITY (Response For
PRIORITY RESPONSES FLAG Field), 3-41
Restrictions of aMail Group, 11-11
Review a Message, 4-43
RML, Read/Manage Messages Option, 2-3, 3-2,
4-80

S
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Save Messages To Another Basket Action Code,
2-71
Scan All of Your New Messages, How to, 1-17
Scheduled Task, 4-63
Scramble Action Code, 4-71
Scramble Hint, 4-71
Scramble Password, 4-71
Search for Messages, 2-63, 5-1
How, 5-9
In A Particular Basket, 5-18, 5-23
Only In Your Mailbox, 5-13
Search All Messages, 5-9
Search Criteria, 5-5
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Where, 5-3
Security Keys
XMMGR, 8-6, 11-11
XMNET, 9-1
XUPROGMODE, 3-98
SELECTED BASKETS ONLY (Response For
Delivery Basket Privileges), 4-49
Selecting Messages, 2-15
Self-Enrollment, 7-4, 7-7, 7-8, 7-9, 7-10, 11-11,
11-12, 11-14
Send aMessage, 4-1
Action Codes, 4-41
Addressing With Prefix Codes, 4-17
Backup Action Code, 4-43
Canceling Before Sending, 4-79
Carbon Copy Prefix Code, 4-18
Closed Message Action Code, 4-77
Confidential Action Code, 4-45
Confirm Receipt Action Code, 4-69
Deferred Send Action Code, 4-11, 4-27, 4-29,
4-61
Delivery Basket Set Action Code, 4-47
Edit Recipients Action Code, 4-51
Edit Subject Action Code, 4-55
Edit Text Action Code, 4-57
Information Only
Prefix Code, 4-17, 4-60
Information Only Action Code, 4-59
Later Prefix Code, 4-18, 4-27, 4-29
Network Signature Action Code, 4-65
P-MESSAGE Device, 4-37
Prefix Codes, 4-17
Priority Delivery Action Code, 4-67
Remove a Recipient (Minus), 4-18
Scramble Action Code, 4-71
SML Option, 3-94, 4-3, 4-4, 4-79
Staggered Delivery Prefix Code, 4-18, 4-27,
4-29
ToaGroup, 7-1
To Local Recipients, 4-15
To Remote Recipients, 4-16
To Yoursdf, 4-5
Transmit Later Action Code, 4-11, 4-27, 4-29,
4-61
Transmit Now Action Code, 4-27, 4-29, 4-73
Vaporize Date Set Action Code, 4-75
Write Action Code, 3-94
SHARED,MAIL, 4-46, 8-1, 8-3, 8-5, 8-6, 8-7
SHOW DUZ WHEN ADDRESS MESSAGE
field, 4-8
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79
Stagger Delivery (Later) Prefix Code, 4-18, 4-
27,4-29
STATUSField, 6-4
Stop Reading a Message,, 1-21
String Search Action Codes, 2-79
Subject, 4-7
Subject of the Message, 1-9, 2-30, 2-31, 2-39, 2-
43, 2-57, 2-63, 3-53, 3-55, 3-59, 4-41, 5-3, 5-
5, 5-13, 6-5, 10-5, 10-7, 10-11
Editing, 4-55
Summary List of Recipients, 2-45, 2-61, 3-27, 3-
50
Surrogate Edit Option, 8-3, 8-5, 8-13, 8-17
Surrogate Options, 8-3
Surrogates, 4-45, 4-46, 8-1
How to Become One, 8-5
How to Designate, 8-13
How to Remove, 8-17
Other Surrogates, 8-1, 8-7
Read and Write Privileges, 8-2, 8-11
Read Privileges, 8-2, 8-9
SHARED,MAIL, 8-1, 8-5, 8-6
Symbols Found in the Documentation, 1

T

Table of Contents For the MailMan User
Manudl, v
TaskMan User Option menu, 4-63, 4-64
Tasks, Scheduled, 4-63
TBOX, 4-63
Terminate a Message Action Code, 3-19, 3-87
Terminate Messages In a Basket Action Code,
2-33, 2-73
Text
Editing, 4-57
Text String Search Action Codes, 2-79
Toggles
Change Detail Action Code, 2-29
Closed Message Action Code, 4-77
Confidential Action Code, 4-45
Confirm Receipt Action Code, 4-69
Extract KIDS or PackMan Messages Action
Code, 3-98
Information Only Action Code
For Messages Sent By Y ou, 3-39
When Sending Messages, 4-59
New/Un New a Message Action Code, 3-47
Opposite Selection Action Code, 2-14, 2-53
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Priority Delivery Action Code, 4-67
Priority Replies Action Code, 3-41
Zoom Selection Action Code, 2-14, 2-75
Toolbox Menu Options, 4-63
Trace Header, 3-63
Transmit Later Action Code, 4-11, 4-27, 4-29, 4-
61
Transmit Now Action Code, 4-27, 4-29, 4-73
Type, 11-11

U

Un-Delete, 2-34
Unscramble, 4-71
Un-Terminate, 2-74
Up-arrow, 1-10, 1-13, 1-17, 1-19, 2-8, 2-63, 2-
67, 3-4, 4-42, 4-53, 5-7, 5-17, 5-22, 5-27, 6-
21,11-22
Canceling Messages Before Sending, 4-79
Exit Action
Baskets, 2-83
Messages, 3-100
Exiting a Message with Unread Responses, 1-
21
Quit Reading New Messages, 1-6
Use this Manual, How to, 1
User Information Option, 11-5
User Names, 4-7
User Options Edit Option
MESSAGE ORDER Field, 2-78
PRIORITY RESPONSES FLAG Field, 3-41,
4-67
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PRIORITY RESPONSES PROMPT Field, 4-
67

Vv

Vaporize Date Edit Action Code, 3-90
Vaporize Date Set Action Code, 4-75
Vaporize Date, Remove, 3-92

w

Web Page, MailMan Home Page Web Address,
4

Where to Search, 5-3

Write aMessage Action Code, 3-94

X

XMMGR Security Key, 8-6, 11-11
XMNET Security Key, 9-1

XMSTAR LIMITED Security Key, 4-19
XMSTAR Security Key, 4-19

X UPROGMODE Security Key, 3-98

Y

YES, ACCEPT IT (Response For Delivery
Basket Privileges), 4-49

Z

Zero, 2-77
Zoom Selection Toggle Action Code, 2-14, 2-75
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