,
lete  Reply Reply All Forw

What you can do with
mail you receive.

"T'eaches the program
Side view of all the certain messages
mailboxes: In Out are junk and can be
Drafts Trash sorted to the Junk
mailbox.

Mail > Preferences @

Accounts | Junk Mail
AC(X)untS hts
Lists all accounts and Information h@henrico.}

Viewing

Here you can get rid of the header
so you won't have the endless list
of e mail addresses to scroll
through.

Change header detail to NONE

=
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Fonts & Colors  Viewing Composing Signatures Rules

Z

| S |
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{ Account Information | Special Mailboxes Advanced -

Account Type: POP

Description: amnash@henrico.k12.va.us

Email Address: amnash@henrico.kl2.va.us

Full Name: Ann Mash

Incoming Mail Server:  mail.henrico.k12 .va.us

User Name: amnash

Show header detail: = Default 5 ]

@ Show online buddy status

Turn this off to display only the text portion of an HTML message

Message threading:
Use the View menu to group messages by thread

W Display images and embedded objects in HTML messages

Password:

TR T Y

Outgoing Mail Server (SMTP): | mail.henrico:amnash |

v

I'_' Server Settings. .. \

@Highlight related messages using color

Composing
Format
Select Check spelling
Addressing
Deselect when sending to group,
show all...

Format: | Rich Text = ]

@Check spelling as | type

] Always | Cc: =4 ] myself

Addressing: @Autcwn'.;\ticall‘,.r complete addresses [ Configure LDAP... )
I When sending to a group, show all member addresses

I Mark addresses not in this domain:

Responding: | Use the same message format as the original
M Quote the text of the original message
™ Increase quote level
When quoting text in replies or forwards:

") Include all of the original message
9 Include selected text if any, otherwise include all




Signatures
Add Signature
Name it
Type what you want to appear as the
signature
Automatically Insert Signature
Choose a created signature (or none)
to put on emails. Which ever one
you choose will appear when you
compose a new message.
Show signature menu will let you select a
signature when you create a new e-mail.
Place signature above will insert the
signature beneath where you would begin

typing.

Mailboxes

I have created several Mailboxes for different types of e-mail I get. To create a new
mailbox go to Mailbox > New... Name the mailbox and then you can begin to sort

and store your e-mail in these new folders.

You can also create a rule to automatically sort the incoming mail to these folders.

Rules

I have rules for each mailbox I have created, as well as a few other rules. 3

Automatically Insert Signature: = Signature #1 [

E Show signature menu on compose window

E Place signature above guoted text

I Remove )

Description (" Add Signature b}
Signature #1 -
( Edit )
€ Duplicate )

| Drafts
507 Sent
» % Trash
[ (o]
)& Junk
' Apple News

' Dreamweaver MSC

Active Description

E News From Apple

E Online

E Sports Backers

M wMsC

M NSBA

M spam

E Questionable Content

[ NsBA
( Add Rule ) 1 Online Course
Edit 1 Questionable Content
Duplicate I Sports Backers
( Remove )

When you get mail you want to create a rule for first click once on the mail. Next be
sure you have a folder to send the mail to. Open the Preferences and click Rules. To
create a rule click the Add Rule button. The rule will start with a basic rule:

If the message is FROM pckinlaw@henrico.ki2.va.us

then put the message in the Junk folder.
Description:  Rule #7
You can change any of these Set{jng and!| i "any [%) of the following conditions are met:
add additional characteristics to create @ 0 (Contains :ﬁ ckinlnw@henrico.l-c12.un.> 3
your own rules. You can give the rule a
more SpeCiﬁC name as WCH Perform the following actions:
Maove Message ﬂ to ma.ilbo(. £ Junk 2 ! > S
When you are done click OK. P )
Cancel f oK }

Close the Preferences window and go to
Message > Apply Rules.

All the applicable messages will be sent
to the appropriate mailboxes.




Making Mail Your Own...

You can adjust the font settings for how you see your list on messages and the font you use for reading your
messages.

Mail > Preferences

Fonts & Colors i
Message list font: | BiauKai 'y | Size: 14 E]
Message font: = BiauKai b Size: 14 3

Use the dropdown menus to select the font and size.

The color can be adjusted for the quoted material in forwarded or replied-to messages.

Composing a New Message
7

The simplest thing is to click the pencil on the toolbar. 4

Mew
IFrom here you can adjust a multitude of settings for color and font of your outgoing message by clicking the

FFonts button. A This menu will appear and you can change every aspect of the type.

Fonts @600 Font

TH HT o T .
Collecticns Family Typeface Size
All Fonts Hiragino Kaku Gott -~ Regular 13
Favorites Hiraging Maru Goth Bald 9
Recently Used Hiraging Mincho Pr 10
Chinese Hoefler Text m 11
Classic Impact 12
Fixed Width Kai 13
Fun LiHei Pro 14
Japanese 4 LiSeng Pro N 18
Korean v Lucida Grande v 24 7| ¥
+ = | |4

Remember that signature you created? It should automatically appear in the body of the message.

Address Book

The address book is a separate application. You can create groups for bulk email in the Address Book, but you
do not need to go there when you are creating an e-mail.

I have all of the staff for my school in a list titled HSHS Staff. When I need to email everyone all I need to do is
type HS in the To: bar and the rest fills in and the e-mail will go to everyone in the group.

When I am in the County Network, I have access to the Henrico Directory at all times. If I type a few letters of
a person’s name, everyone with those letters will appear in a dropdown menu. "T'he first names will be ones in
your Address Book, then the list continues with other people in the county.



