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1 About WitchyMail

This manual explains how to use WitchyMail.

1.1.

What is WitchyMail?

WitchyMail is a webmail application for enterprises. Installing WitchyMail enables you to send and receive

e-mail using a Web browser.

Folder

|~

Mail  View

B Compose

Settings

Tools

Help

28

userd@example.co.jp
g Tnbox
I sent
L4 Draft
= I Trash
| FolderB
| FolderC
i85 Spam
= | User's Folder (1}
= ) Sub Falder
] Subsub Folder
= ] Sub Folder2
| Folderd
| Folderd
| Friends
B & user2@example.co.jp
g Inbox 2}
I Sent
A Draft
I Trash

[+] 1 messaeels) selected Al 7 meszagefs! £ 18.3KE in use
From Subject Date Size
O *) user3@example.c.. user3@example.co.jp 200810528 15:42 9408
O ) user3@example.c... 20081022 1419 1KB
O ) userS@example.c... 200810528 1417 951 B
H ﬁ uzerd@example.c... Re: Thin client Web E-mail iz Witch.. [3d Delete Selected Messages E
o 3 " Easi ou of f af th...
O £ =) "user2” {user2@.. “Eaziness to uze” of "Safety” of the 3 Cenposelaillioleedsr }:B
O ﬁ uzerd@example.c... Fe: Thin client Web E-mail iz Witch... ia Feply y KB
[ Reply to All 3
[g} Forward »
P
W Marker 3
*) Unread/Read »
Full Header
— Print Screen
& Expart Mail
Add to Contact:
1 - Messaee below | T - Message above | SPAGE - Scroll to battom of bady text | Shift—-SPAGE - Scr Qg ° ontasts

1.2.

Hardware requirements

Figure 1.1 WitchyMail

Operating Environment

CPU

Pentium IIT 750 MHz or higher

Memory

512 MB or higher recommended

Network bandwidth

512 kbps or higher recommended

Software requirements

oS

Windows 2000, Windows XP, Windows Vista *Japanese versions only

Supported browsers

Microsoft Internet Explorer 6.0/7.0
Mozilla Firefox 3.0
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2 Logging In and Logging Out

2.1.  Logging In
Summary

This section describes how to log in to WitchyMail and display the main window.

Details
W Logging In
First, log in to WitchyMail.

A 23— eI AT —FEANL T,

v|

(I Lo B S oY o)

A user ID and password are required for login.

Figure 2.1-1 Login Screen
B Language
When logging in, you can select the display language using the [ 78] (Language) drop-down list box.
e  Select [ H AFE(Japanese)] to display menus in Japanese.
o Select [#7H(English)] to display menus in English.

B | aunching in a New Browser Window
If you select the [l 7 1 > K7 T #E)] (Launch in a new browser window) check box when you log in,
WitchyMail launches in a new window with no menu bar or status bar.

Procedure
H Logging In
1. Type the URL in to your browser to display the login screen.
2. Enter your user ID and password.
3. Select the display language from [ H AGE(Japanese)] or [J¢3E(English)] (the default is [ H AFE
(Japanese)]).

6 Copyright© 2005-2008 NEC Soft, Ltd.
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4. 1If you want to launch WitchyMail in a new window, select the [5] 7 1 > K7 Cifd#)] (Launch
in a new browser window) check box.
5. Click the [ 271 -] (Log in) button.
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Important
e  When logging in to WitchyMail, a dialog box similar to the one in Figure 2.1-2 might appear.

If this dialog box appears, clear your browser's cache and log in again.
* In order to use WitchyMail, you need to clear the browser cache after the server program

is updated.

WitchyMailffi) i =23 Fe FLELE. F20H e I aE0
TLTAE, BERSILTUESL bnechilf) : SetxML

Ok |

Figure 2.1-2 WitchyMail Update Notification

Note

The procedures for clearing the cache in Microsoft Internet Explorer 6 and Mozilla Firefox 3 are

explained below.
Refer to the Help for each browser for more detailed information or procedures for other browsers.

W Clearing the Cache in Microsoft Internet Explorer 6
1. On the [Tools] menu, click [Internet Options].
2. On the [General] tab, in the [Temporary Internet files] section, click the [Delete Files] button.

3. The [Delete Files] dialog box is displayed. Click [OK].

A8 —dak 4 Foal ficd b3

28 | oxzq| 73w - | eron | 86 | ooan | s |

b 8=
Fimi A= TELTRAT BN -IURETEST.

TELAR: |
RO -UHERG | @EREo | =asERe |

A=y =BT
‘ iR FCRT LA SR 7 LIRS AR
&\ EmcEn
Cookie DEFRT. | srOMoBERE. | EE. |
N 4

\/

BEEQ7 LA EFRT LA - A0U At B EN g S chEERT
BE. FEFT LA —UAFIPAEAT ST,

A-TREEECREIDEEE: |20 FEEDITH |

- FEEE

me. | wvber. | EBO. | a-v-wehe. |

ok | xebn | amw |

Figure 2.1-3 Clearing the Cache in Internet Explorer

8 Copyright© 2005-2008 NEC Soft, Ltd.
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W Clearing the Cache in Mozilla Firefox 3
1. On the [Tools] menu, click [Clear Private Data].
2. The [Clear Private Data] dialog box is displayed. Select the [Cache] check box.
3. Click [Clear Private Data Now].

254 Ry —B0EE =10 x|

iH&=daIAE
W FTLEA—TOEREE
W Hrre0—FRERD

II“HE !l!l 24— L AR tEEREE e F)
[ CookielC)
[ ARFEN TS —FE
v SREEHEIOTyiat 5

FeAr)

Figure 2.1-4 Clearing the Cache in Firefox
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2.2.  Logging Out
Summary

This section describes how to exit WitchyMail and return to the login screen.

Procedure
W Using the Menu to Log Out
1. On the [Mail] menu, click [Log out].
2. A confirmation dialog box is displayed. Click [Yes].

ey Falder
I Compose »
[ Reply b |o.F
|0 Reply to All k
.'E Farwuard k

i
=) Unread/Read 3
,'_El Recieve ¢
[5d Delete r ||:||3>
/‘ﬁ Log out
o

Figure 2.2-1 Menu - Log out

W Using the Toolbar Button to Log Out

1. Click the ﬁi
2. A confirmation dialog box is displayed. Click [Yes].

button on the right side of the toolbar.

Important
e Ifyou log out while composing an e-mail without first saving a draft, the message text will be

lost. Before logging out, either send the e-mail or save it as a draft.

10 Copyright© 2005-2008 NEC Soft, Ltd.
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3 Reading Mail

3.1.  Receiving Malil
Summary
This section describes how to access the mail server (POP server / IMAP server), and receive new mail.

Mail can be retrieved from a POP server using either POP Server Synchronization mode or Retrieve All
Mail mode.

Details
W Receiving New Mail
Access the malil server to receive new mail.

Received mail is stored in the [Inbox] folder.

For POP mail servers, you can set the [Inbox] folder action to either POP Server Synchronization mode or
Retrieve All Mail mode.

For information about Inbox settings for POP servers, see section 8.5, "Mail Account Settings" (page 189).

Procedure
W Using the Menu to Receive Mail
1. On the [Mail] menu, click [Receive].

Wiey Falder

Compogze 3

Reply F[oF

Reply to All »

&l & &6 |

Forward »

LY

Unread/Read »

[

/"—\
< [ Pecieve D(
o [

FigrL;e 311 Using the Menu to Receive Mail

W Using the Toolbar Button to Receive Mail

1. Click the button on the toolbar.
Note
e For information about Inbox settings for mail servers, see section 8.5, "Mail Account Settings"
(page 189).

11
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3.2.  Reading Received Mail

To read the mail that you receive, perform the following steps.
1. From the folder list, select the folder the mail is saved in.
2. From the message list, select the message you want to read.

3. The message text is displayed in the body text display field.

From aubDjecT

High operat

F| ~ I .
[0 # Tom <userd@exa..

2. Select message

Folder list

= & userd@example.co.jp L

Motification of login URL for the mo... 2008,

All 9 message(=) / 628.3KE in use

Date

2008/10/28

1268 [
608.5KB

2008107271 4

... 2008/10/28 16:58
2008/10/28 16:42 0408
2009/10/28 1419 1KB
2008/10/28 14:17 9518
2008/10/28 3=

T
‘*SMessaQEE list
15 6.3KB

A

R Inbox ! | | - - can intuitiv
2 Draft O =) Tam <user3@exa..
= Sent D G Trash O ) user3@example.c.. user3@example.co jp
[ rasl
b FoldsrB O ﬂ user3@example.c...
'L("J- Draft ) Toer O =) user3@example.c...
& FolderC [ (3 user3@example.c.. Re: Thin client Web E-mail is Wi
= Iqﬁ Trash S Spam O B ) “user?” <user2@.. "Easiness to use” of "Safety” of th
FalderE = [ User's Folder (1} O BB (S "user?” <user2@.. “Easiness o use” of "Safety” of th..
|1 rolder B 125 Sub Folderl =
= Subject: High operativeness that can intuitively treat Saku Saku thoueh itis Web E-
| FolderC ] Subsub Folder mail.
= I Sub Folder2 From: Tom {user3@example.co.jpd
& Spam &) Falderd Date Sent: Tue, 28 Oct 2008 18:06:48 +0900
TO: uzerd {userd@example.co.p>
) Folderd
1. Select folder 5 Frisnds il vith a lot of voices said thal the usage ic incomprehensible ste.
B user?@example.cajp

Date Sent: Tue, 28 Oct 2003 18:05:48 +09200
TO: userd Suserd@example co.jp>

though =zafetwy iz high.

Body text display

3. Body text is displayed

[ £ iz iwproved surprisingl
(=}
[+ ] |
& mail.
: Tom fugerd@example.co. p>
1 - Mess

The Web E-mail with a lot of woices said that the uzage is incomprehens

: Hieh operativeness that can intuitively treat Saku Saku thnugj

Figure 3.2-1 Reading Received Mail
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3.2.1 Folder List

The left pane of the main window is called the folder list.

Toolks Help

Delete m

I 2 g o) ) R F] All9 message(s! / G28.2KE in use
& [Tbox From Subjest Date Size
& Sent | - Hie intuitv ~
¥ =) Tom <useri@exa. otification of login or the mo B
% Draft 0 & Tom< 3@ Mot if 1 URL faor th 20081028 16:68 60B.8KE
= "ﬁ‘i Tradh O *) userd@example.c.. useri®@sxample.co.jp 2008/10/28 15:42 9498
¥ il ] =) user3@example.c. 2008/10/28 14189 1KB
- roler [ @ user3@example.c. 2008/10/28 1417 9518
) Foldery 0 © user3®examplecc.. Re: Thin clisnt Web E-mail is Witch... 2008/10/28 14:12 22KB
& Spam O BB =) "user2” <user2@.. “Easiness o use” of "Safety” of th.. 2008/10/28 13:45 BKE =
5 User's Folder (1) [ 8 &) "user2® <user2@.. “Essiness fo use” of “Safety” of th.. 2008/10/27 14:15 63KB
B I Sub Folderl = =
=1 Subject: Hieh operativeness that can intuitively treat Saku Saku thoueh itis Web E- %
| Subsub Folder mail.
B 2 Sub Folder2 From: Tom <user3@example.co jp>
Date Sent: Tue, 28 Oct 2008 18:05:48 +0900
| Folderd
s TO: userd {userd@example co jp>
| Folders
The W . aid that the usage is incomprehensible etc.
- friends Folder list
uzer2@example.co.jp
5 Tnbox 2 In WitchyMail, the operativeness is improved surprisingly.
4 Sent If it is a person who is accustomed to typical mail client software.
A Draft it is comprehensible to which evervone can be intuitively handled. Seamless.
3 light only because of Ajax({Asynchronous JavaScript-®ML) adoption it Saku Saku =
Gy Trash feeline.
T P AR G E S s L Ll bl ¥
1 - Message below | T - Messaze abave | SPAGE - Scroll to bottam of body text | Shift-SPACGE - Scroll to top of body text | En @iList |

Figure 3.2-2 Folder List

The folder list displays the standard [Inbox], [Sent], [Drafts], and [Trash] folders, as well as any personal
folders created by the user.

When an e-mail address is added using the external POP option, the e-mail address and its folders are displayed
here also.

When you click a folder in the folder list, the mail saved in that folder is displayed in the message list.

13
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User-created
personal folders

.

B & user3@example.co.jp

L | Inbox
I Sent

IG5 Draft
& Trash Standard folders

I§§ Spam
= | User's Folder 1)
= I Sub Folderl
I Subsub Folder
B I Sub Folder2
I FolderA
I Foldera
I Friends

= ,;;:, uzer2@example o jp

Ig Inbox 2}

=4 Zent
LA Draft
I Trash

Folders for an e-mail address added using
the external POP option

Figure 3.2-3 Folder List Contents

3.2.2 Message List

The upper-right pane of the main window is called the message list.

5 2 userdfenampk.con
3 o
4 Senl
o Draft
B i Trash
[} Folder B
Foldars
& Seam
User's Fokdar 1)
a8 Subs Falkder1
Swheuts Faldar
3 1 Sub Folder?
FolderA
Faldes A
Frignds
5 & user2enamok cop
4 Inbox 20
VA Sent
W Draft
Y Trash

The Hnb E-mail with o lol of valess eaid thal the usage it |neonprehaneil
Toby |

Uhaugh safely s high.

tr Bitehyliail, b conralivaness is (mgroved surericingly.

Date Sent: Tue, 28 Oct 2000 180540 +0500

5 608 BER
SO0R/10/28 1643 fa0R
SODR0/2E 1415 KR
200010728 1417 #®$1e
200010/28 1412 2260
2000/ 1W28 1345 L)
20087107 1415 63KB

seridexanple o

TO: userd Supsrd@example.co

Message list

If it s » person who (s accustonsd Lo typical mall client software,
it is comprehensible Lo which everyone can be intuitively handled. Seamiess,
light only beceuse of Alaxthsynchronous JevaScrist-JML) adoption it Seku Saku

feeling.

T - Maceaqn bakin | 1 - Massagn sbove | SPACE = Scrall to botiom of body text | Shili-SPAGE - Scroll 1o 1op of body tat | En GMLEE | 45 |

Figure 3.2-4 Message List

The message list displays a list of messages saved in the folder currently selected in the folder list.

14 Copyright© 2005-2008 NEC Soft, Ltd.
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Select All check box

Attachment icon
r= meszage (=) S 628.3KE in use

Subject Date
S Tom vexa.. High operativ that can intuitiv.. 2008/10/28 18:05 1.2KB
ﬁ Tom <ugerd3@exa.. Motification of login URL for the mo.. 200810528 16:58 Gog.8KE
2008/10/28 15:42 9498
20081028 14:19 1KE

3 messaege(s) zelecte

Size

Dexample.c... userd@example coln

=) uzerd@example oo Mail icon

08/10/28 14:12 1
.. "Eaziness to 08/10/28 13:45 KB
] B =) "user?” <user?@. "Fasiness to use” of "Safety” of th.. 2008/10/27 1415 fi.3KE

c... Re: Thin cliert

HTML mail icon

Figure 3.2-5 Message List Contents

Selection check box
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B Selection Check Boxes, Select All Check Box
The check box to the left of a message is called the Selection check box.

Use these check boxes when moving or deleting multiple messages.

The check box displayed at the top of the message list is called the Select All check box.
By selecting or clearing this check box, the selection check boxes for all messages (maximum of 100)

displayed in the message list are selected or cleared.

] 1 meszagelz) selected
From =

b Tom <userd@exa.. Hi Select All check hox

M0 = Tam <uzer3d@eaxa Iy

Selection check box

Figure 3.2-6  Selection Check Boxes

Important
e  When moving, copying, deleting, replying to, forwarding, or marking messages, the highlighted
message is always the target of the action, regardless of whether or not its check box is selected

or cleared.
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B Attachment Icon

When a message contains an attachment, the T icon is displayed in the message list.

- ﬂ uzer@example.co.jp
uzer@example.co.jp
|_' 'Ql IIT‘PY@PYRMHIF‘ ™ in

Figure 3.2-7 Attachment Icon

B HTML Mail Icon

When a message is in HTML format, the @ icon is displayed in the message list.

I [~] user@example.co_jp
@ “uzer” <test?@foo.co.jpk
- fl testl@foo.co.jp

Figure 3.2-8 HTML Mail Icon

B Mail Icons

The displayed mail icon changes depending on the status of messages in the message list.

Icon Status Description ‘
E= Unread Messages that have not been read yet
i Read Messages that have been read

i i Replied to Messages that have been replied to

:"‘ _* Forwarded Messages that have been forwarded

ﬁ _Hil** Replied to / Forwarded Messages that have been both replied to and forwarded

17
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3.2.3

Body Text Display Field

The lower-right pane of the main window is called the body text display field.

-]

5 O userdbexampieco

3 Wibox
3 Sent
S Deatt
) Trash
Folderll
FolderG
Soam
Ueer's Falder )
Sub Fakder]
Subsub Falar
Sub Folder2
Folder A
Folder A
Frmnds

L]

userPhesample co. o
4 Inbox (2

(2 Sent

o Deatt

) Trash

Mestote below | T - Messed

¥y K

urerdes . fieh d Body text display field
[ X tar ‘ 2008/10/29 15:42 M08
[ ] nle.c 2008/10/28 14.19 K8
[ Fegfampe 200810428 1417 mE
I i R Thin clent Web E-mail = Witch  2008/10/98 1417 228
[} “Eaannes to use” ol “Satety” of th 2008/10/28 13246 KB
y 4 " {user? “Eaziness to use” of “Safety” af th . 200810/27 1418 43KB &
=  mail
Fram: Tom Sugesi@ecample co. 0%

Date Sanl: Tue. ZH Ot 2009 16.05:48 UWI.P
10 ¥

The ¥eb E-mall with & Jot of wolces sald thet the usage Iz Incosprehensible eic,
though safely iz high.

In Witchy¥all, the operstiveness |3 Iwproved surprisingly,

If It is & person wha @ med Lo typical mail el af Leare,
it I3 comprehensi te eryone can be |l\h.|||\¢!|}‘ Mﬂaled Seanless
|m|l enly because of AlaxiAsynchronous Javalcriol-MNL) adoption it Saku nl-u

Lh s baiakih Aba sl andnstalad ihs snssan, Sandis
shave | SrAGE S:roﬂ to bollon of Mtﬁ- text rShlh uF.NGE .::roll !n top of body text | En @AILIst

o

Figure 3.2-9 Body Text Display Field

The body text display field displays the text of the message currently highlighted in the message list.
The message header, message body text, and attachments are displayed.

Message header

/a

=] Subject:

mail.
From:

Hieh operativeness that can intuitively treat?ku Saku thoughitiz Web E-

Tom <uszerd@example.co.jpl

Date Sent:
TO:

Tue, 28 Oct 2008 19:21:08 +0900
uzerd {uzerd@example.co.jpr

GG:

uzer? Luser?@example co.jpk

The Web E-mail with a lot of voices zaid that the uzaze iz incomprehenszible etc.

though szafety iz h

In WitchyMail,

If it is a perszon who is accustomed to tvpical mai lient spft Message
it iz coamnrehensible ta which evervnne can he intuitiuv hagdl

body text
0] sample.jpz 1GEKE y

izh.

the operativeness iz improved surprizingly.

Attachment

Figure 3.2-10 Body Text Display Field Contents
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B Message Header

The header displays message header information such as Subject, From, and To.

Subject:
From:
Date Sent:
TO:

CC:
X-Mailer:

High operativeness that can intuitively treat Saku Saku thoughitis Web E-mail.
Tom uger3@example.co.jp>

Tue, 28 Oct 2008 19:21:08 +0900

uzerd {ugerd3@example.co. o

uzers {uger2@example co. o

Witchybail 4.00.00

Figure 3.2-11 Body Text Display Field Header

Item Description Notes ‘
Subject The subject of the message
From The sender of the message

Date Sent | The date the message was sent

TO To whom the message was sent
CC Who the CC recipients of the message were
Reply-To The address replies are sent to On the [Personal Settings] screen, you can

choose whether or not to display this item.
(Default: hidden)

X-Mailer The name of the e-mail software the sender used | On the [Personal Settings] screen, you can

choose whether or not to display this item.
(Default: hidden)

By clicking the symbol in the upper left of the header, you can display the message with the header portion

collapsed.

While the header is collapsed, you can display header information by moving the pointer over the header

as shown in the figure below.

e Web E-
zafety is

In WitchyM
If it is a

it iz comp
light only

ubject:High operativeness that can intuitively treat Saku Saku thoughitis Web E-mail.

Subject : High operativeness that can intuitively treat Saku Saku thoughitis Web E-mail. [h
Date Sent : Tue, 28 Qct 2008 19:21:08 +0200

From :Tom <userd@example.co.jp
TO tuserd <userd@example.co.jpr
(M tuser? <user2@example.co.jp

H-Mailer : WitchyMail 4.00.00
because of Ajax(Asvnchronous JavaScript-XML) adoption it Saku Saku feelinz.

Figure 3.2-12 Displaying Collapsed Header Information Using the Pointer
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B Message Body Text
The message body text is displayed.

B Attachments

When displaying a message containing an attachment, the attachment is displayed.

If you click the attachment's file name, the browser's file download dialog box is displayed, allowing you to
download the attachment.

(Related item: Attachments - page 36 section 3.3, "Downloading and Viewing Attachments")

0l sample.jpg (155KED

croll to bottom of body text | Shift-5P AG

Figure 3.2-13 Attachments Field

Also, when the [Display HTML mail as text] option is selected in your personal settings, HTML mail is
displayed in the attachments field so HTML mail can be displayed in a separate window.

(Related item: HTML mail - page 38 section 3.4, "HTML Mail")

(Related item: Personal Settings - page 159 section 8.1.1, "Display HTML Mail as Text")

¥ HTML mail

16 abovet+SPACE - Scroll to bottom of

Figure 3.2-14 HTML Mail

B Attached Mail
Click the mail icon to display the body text.
(figure to be inserted here)
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3.2.4  Sorting Mail
Summary

This function changes the order in which messages are displayed in the message list.

The displayed messages can be sorted according to [Subject], [From], [Date], and [Size].

You can sort mail using the [View] menu, or by clicking the items such as [Date] and [From] displayed at the

top of the message list.

Ll Bl L e
I From Subject Date ﬁ
Figure 3.2-15 Items Displayed in Message L.ist
Details

e\s) ¢ HdE.4KE In use
Size

Messages displayed in the message list appear in the order that they were saved in their folder.

In WitchyMail, you can sort the message list (in order of date, subject, size, etc.), or display messages at the

top that have attachments or are marked.

H Using the Menu to Sort Mail
On the [View] menu, click [Sort], and select an item to sort by.

The items you can select from are as follows.

Item Description

1 Marker Sort messages by whether they are marked or not

2 Check Box Sort messages by whether their check boxes are selected or not
3 Attachment Sort messages by whether they have an attachment or not
4 Unread/Read Sort messages by whether they have been read or not

5 From Sort messages by the sender's name

6 To Sort messages by the recipient's name

7 Subject Sort messages by subject

8 Date Sort messages by date sent

9 Size Sort messages by size

10 | Replied to Sort messages by whether they have been replied to or not
11 | Forwarded Sort messages by whether they have been forwarded or not

You can switch the order in which messages are displayed by clicking the [Ascending order] or [Descending

order] menu options as well.
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W Clicking Items Displayed to Sort Mail
By clicking the items displayed at the top of the message list, you can sort messages according to the item
clicked. When you want to sort messages by the date they were sent, you can click the [Date] item to sort

according to date.

You can sort the following items using the items displayed.

Item ‘ Description ‘
1 Check Box Sort messages by whether their check boxes are selected or not
2 | Attachment Sort messages by whether they have an attachment or not
3 | Unread/Read Sort messages by whether they have been read or not
4 | From or TO Sort messages by the sender or recipient's name
(You can only sort by recipient in the [Sent] and [Drafts] folders)
5 | Subject Sort messages by subject
6 | Date Sort messages by date sent
Size Sort messages by size
Procedure

W Using the Menu to Sort Mail
1. On the [View] menu, point to [Sort].
2. From the items displayed, click the item you want sort by.
3. When you want to change between ascending order and descending order, click the [View] menu,

point to [Sort], and click either [Ascending order] or [Descending order].

22 Copyright© 2005-2008 NEC Soft, Ltd.



WwitchymMait

— .

Folder

Lavout

Figure 3.2-16 Using the Menu to Sort Mail

4 Print Screen Fl
Fram
Full Head
Hi rieader Ll =1 Tam <
| Sart b| Iarker <1
[ Encoding 3 Check Box <
34
Attachment 96
Unread/Read 3@
3a
From
2
TO
asi
Subject
Ho
i
Size hi
Replied to "
Forwarded
Azcending order
Descending order
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m Clicking Items Displayed to Sort Mail
1. From the items displayed at the top of the message list, click the item you want to sort by.
2. When you want to switch between ascending order and descending order, click the displayed

item once more.

From Subject Size
O 0 = Tom <user3@exa. Motification of login URL for the mo.. 602.8KE
F :\l uzerd@example.c... uzerd@example.co.jp a40E
] = userdi@example.c... 20081028 1419 1KB
] = user3@example.c.. 200810528 1417
F W& user3@example.c.. Re: Thin client Web E-mail iz Witch.. 2008/10/28 14:12
| B =) "user?” <user?@.. "Fasiness to uss” of " Safety” of th.. 2008/10/28 13:45
] H) = “user?” {user?@.. “Easiness to use” of “Safety” of th.. 2008/10/27 1415
1 ﬁ uzerd@example.c.. Re: Thin client Web E-mail iz Witch.. 200810527 14:07

Figure 3.2-17 Click Displayed Item (Date) > Display by Date

From Subect Date Size
O W user3@example.co.jp 2008/10/28 15:42 0498
O] = user3@example.c... 2008410728 1419 1KE
O] = user3@example.c... 2008410728 1417 OR1E
"] B user3@example.c.. Fe: Thin client Web E-mail iz Witch... 2008/10/28 14:12
F ﬂ user3@example.c... Be: Thin client Web E-mail is Witch... 200871027 14:07 1.9KB
F ] fl Tom <userd®exa.. High operativeness that can ntuitie.. 200810528 19:21 2151KB
F fl Tom <userd®exa.. High operativeness that can ntuitiv.. 20081028 18:05 1.2KB
F ] fl Tom <userd®@exa.. MNotification of login URL for the mo.. 20081028 16:68 G08.8KEB

Figure 3.2-18 Click Displayed Item (From) > Display by Recipient’'s Name

Important
e When using POP Server Synchronization mode, it may take a long time to sort messages in the

Inbox if it contains a large number of messages.
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3.25 Searching Mail

Summary

The search bar on the toolbar is used to search messages in the selected folder.
You can search for keywords in message elements such as the subject and sender.

You can search for a combination of keywords and markers also.

All 2 message(s! / 216.3KB in use

= & userd@example.co.jp ]

From Subject Date Size
|| a ﬂ Tom <user3@®exa.. High operativeness that can intuitiv. ZUUS/'I_EFQE 19:21 215.1KE
| = Tom <user3@exa.. High operativeness that can intuitiv.. 2008/10/28 18:05 1.2KE

g Inbox

4 Sent
G2 Draft

® F Trash
€, Search Resultsthbox!
5 Spam

@ [ User's Folder (1}
] Folder@
] Friends

G user2@example.co.jp

Enter - OK List |

Figure 3.2-19 Searching Mail

Details
W Searching Mail
You can search for messages in the selected folder using keywords and markers.

The From, TO, CC and Subject items can be targeted using a keyword search.
By specifying marker search terms, you can filter the results to show only messages with a certain marker.

When using IMAP, you can perform Full-Text search, which allows you to search for keywords in message
body text, specify only messages with/without attachments, and limit your search to a specified period of
time.

The table below shows the mail search functions that can be used in POP and IMAP.

Function POP IMAP
1 | Header Search v v
2 Marker Search v v
3 | Full-Text Search - v
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W Search Options (AND, NOT, OR Searches)
e AND searches include messages containing all keywords in the results

» By typing multiple keywords separated by a space, you can search for messages containing
all keywords.

» You can use a double-byte space to separate keywords also.

» Example: typing abc def searches for messages containing both "abc" and "def™.

| abc def| -

Figure 3.2-20 AND Search

e NOT searches eliminate messages containing keywords from the results
» By typing a - (hyphen or minus) before a keyword, you can search for messages not containing
that keyword.

» Example: typing -witchymail searches for messages not containing "witchymail".

| —witchymaill -

Figure 3.2-21 NOT Search

e  OR searches include messages containing any keyword in the results

» By typing a | (vertical bar) between keywords, you can search for messages containing any of
the keywords.

» Example: typing abc|def searches for messages containing either "abc" or "def".

| abc|def -

Figure 3.2-22 OR Search

e  Complex searches
» You can use AND, NOT, and OR searches at the same time.
— The results of complex searches are filtered in the order of AND, NOT, then OR.
» Example: typing @example.co.jp|@foo.co.jp -Re: -Fw: searches for messages including either
— "example.co.jp" or "@foo.co.jp" that do not contain "Re:" and "Fw:"
In other words, the results include all messages received from addresses containing the

— "example.co.jp" and "foo.co.jp" domains that are not replies or forwarded messages.
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W Search Tips

e No distinction is made between uppercase and lowercase text.

e No distinction is made between single-byte and double-byte text.

e  No distinction is made between the single-byte and double-byte versions of the following characters.
» IH#SN & () ¥+, /s <=>2@[¥]"_"{}~

e  The following double-byte symbols also match the single-byte versions, but they are not treated

as special symbols.

» Symbols: 7’ | — —
e Up to 255 characters can be used for typing keywords.
e No search is carried out if the [Search] button is clicked when no keywords or markers have

been specified.

e  You can search for phrases that include spaces by enclosing them in single or double quotation
marks (" or").

» Example: typing ""abc def" searches for messages containing the phrase "abc def".
I ——

" Hello World"| -

Figure 3.2-23 Enclose Phrases Containing Spaces in Quotation Marks

e  You can search for keywords beginning with "-" (hyphen or minus) or including "|" (vertical bar)
by enclosing them in single or double quotation marks (' or ").

LI L] n_n

e Ifyoutype only "-"" (hyphen or minus), the search will find messages containing

e  When searching for strings containing single or double quotation marks, the following cautions
should be observed. If only one single or double quotation mark (' or ") is used in the search
keywords, an error may occur. In this case, carry out your search following the examples below.

» Example: typing "abc'def* searches for messages containing the phrase "abc"def".

» Example: typing ""'abc’'def" searches for messages containing the phrase "'abc'def".

e  The following double-byte symbols are considered equivalent to their single-byte versions.
» The keyword ". " (double-byte period) also matches "." (single-byte period).
» The keyword "—" (long tone symbol) and "—" (dash) also matches "-" (hyphen or minus).

e  The following double-byte symbols are not considered equivalent to their single-byte versions.
» The keyword ", " (double-byte period) does not match "." (single-byte period).

» The keyword ", " (double-byte comma) does not match "," (single-byte comma).
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B The Search Results Folder
Messages matching the search keywords are displayed in the [Search Results] folder.

When you change messages in the [Search Results] folder to Unread or Read, set markers, or move or delete

them, the same action is carried out on the message in the original folder. For example, if you delete a message

in the [Search Results] folder, the message is deleted from its original folder also.

= & ugerd@example.co.jp
ICp Inbox
=4 Sent
I Draft

I Trash
@arch RﬁsultsﬂnD

Figure 3.2-24  Search Results Folder - When "Friends™ Folder Searched

Procedure
B Searching Mail (Marker Not Specified)
1. In the folder list, select the folder you want to search.

2. Type keywords into the search bar on the toolbar.

3. By clicking the [Search] button, messages containing the keywords are displayed in the [Search

Results] folder, whether they are marked or not.

I Reciee O |k -1 ¥

Figure 3.2-25 Search Bar
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W Searching Mail (Marker Specified)

1.

In the folder list, select the folder you want to search.

2. Click the drop-down arrow to the right of the search bar on the toolbar to display the [Search] menu.
3.  Point to [Marker Search].
4. By selecting a marker from the menu displayed, only messages with the corresponding marker
are displayed in the [Search Results] folder.
5. By selecting [No marker] from the menu, only messages with no marker are displayed in the
[Search Results] folder.
Sgarch
: Marker Search » Clear marker zearch conditions
Subject
High operativeneszs tha Clear Al Search Gonditions Mo marker

Hieh operativeness that can intuitively treat Saku Saku th

reat Saku Saku though itis Web E-mail. .

t Usage

wrigingly.

|. Important

. Feply Required
Action Required

. fzzigned

|:| Cther

iz incomprehenzible etc. though safetwy iz hi

Figure 3.2-26 Mail Search Menu - Marker Search

B Searching Mail (Keyword + Marker)

1.

2
3.
4.
5

In the folder list, select the folder you want to search.

Type keywords into the search bar on the toolbar.

Click the drop-down arrow to the right of the search bar to display the [Search] menu.

Point to [Marker Search], and click either [No marker] or the marker you want to search for.
Only messages matching both the keywords and marker conditions are displayed in the [Search
Results] folder.

When using Marker Search, text in the search bar changes to the color of the marker selected, so

additional keyword + marker searches can be carried out without setting marker conditions again.

| Sarch Marker| -

Figure 3.2-27 Keyword + Marker Search
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B Clearing Marker Conditions

When using Marker Search, text in the search bar changes to the color of the marker selected, so by simply
changing the keyword, additional keyword + marker searches can be carried out without setting marker
conditions again.

To clear marker conditions, perform the following steps.

1. Click the drop-down arrow to the right of the search bar on the toolbar.

2. On the [Search] menu, point to [Marker Search], and click [Clear marker search conditions].

‘ Marker Search >| 6ear marker zearch conditions j

High operativeness tha Clear All Search Conditions NW B

High operativeness that can intuitively treat Saku Saku th

Subject

Motification of login URL for the mobile version of Witchy Important

uzerd@example.co.jp Reply Required

Action Required
Aszzigned

Other

T EHEEN

Figure 3.2-28 Clearing Marker Search Conditions
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W Full-Text Search (IMAP only)
In addition to the header search, you can search contained the body text. And you can be specified the
conditions which combined with the marker.

1. In the folder list, select the folder you want to search.

2. Type keywords into the search bar on the toolbar.

3. Click the drop-down arrow to the right of the search bar to display the [Search] menu.

4.  Click [Full-Text Search] to display the [Search] dialog box.

5. When you want to search combined with the marker, Point to [Marker Search] and click a

marker from the menu displayed.

If you don’t want to, click the [Search] button on the toolbar.

= o

Messages matching the conditions will display in the [Search Results] folder.

R - B | % £ A

Marker Search »
Date

Header Search
- w—

>

Figure 3.2-29 Displaying the Search Dialog Box for Full-Text Searches
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W Clearing All Search Conditions
The procedure for deleting all keyword and marker search conditions and restoring the search bar to its

default status is as follows.

Click the drop-down arrow to the right of the search bar on the toolbar.
On the [Search] menu, click [Clear All Search Conditions].

ISearch H Search IIMI;

Marker Search »

Date

Header Search

Full-Text Search

—

Clear All Search Conditions

Figure 3.2-30 Clearing All Search Conditions

Important
e  Searches are carried out on the displayed folder only. Subfolders are not searched.
e  The [Search Results] folder is not displayed until a search is carried out.
e  Full-Text search is only available when using IMAP. When using POP, the [Full-Text Search]

command does not appear on the menu.

Note

e  For information about markers, see section 5.4, "Markers" (page 113).
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3.2.6 Display of Unread Mail

In WitchyMail, received mail is called unread mail when the body text has not been displayed before, and read

mail once it has.

In the folder list, folders containing unread mail are displayed in bold text, and the number of unread messages is
displayed to the right of the folder name.
= = uzerli@example.co.jp
g Ihbox
4 =ent
A Draft
it Trash
iS5 Spam

Figure 3.2-31 Display of Unread Mail - Folder List

Unread mail is displayed in bold at the top of the message list also.

From Subject Date
O 1] '\:\ Tam <userd3@example.co.jp> High operativeness that can intuitively treat Saku Saku thouehitis Web E.. 2009/10/28 19:21
O "f Tom <userd@example.co.jp> High operativeness that can intuitively treat Saku Saku thoueh itiz Web .. 2008/10/28 15:05
] [} = Tom <userd@example.co.jp? Motification of lagin URL for the mobile verzion of WitchyMail 2008410728 16:58
L] '\:\ user3@example.co.jp uzerd@example.co.jp 200841028 15:42

Figure 3.2-32 Display of Unread Mail - Message List (Unread Mail in Bold)

Note

e  For information about changing mail from read to unread, see section 5.3, "Changing Between
Read and Unread" (page 111).
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3.2.7 Display of New Mail

When new mail is received, the new mail symbol * (star mark) is displayed on the folder in the folder list
that the mail is saved to.

5 Inbox g Inbox {17
5 Sent &4 Sent il J

A Draft 4 Draft id
i Trash qiF Trash _4}
£S5 Spam

f5 Spam

Figure 3.2-33 Standard Icon (Left) and New Mail Icon (Right)

Once the body text of one or more unread messages in a folder with the new mail icon is read, the standard

icon is displayed for that folder again.
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3.2.8 Displaying in a New Window
Summary

The body text of the selected message can be displayed in a separate window from the main window.

Procedure
1. From the message list, select the mail you want to open in a new window.
2. With the message selected, either press the ENTER key on the keyboard or double-click the
message to display the message body text in a new window.

You can carry out the same actions on the message in the new window as you can in the main window.
(Reply, Forward, Delete, Display all headers, etc.)

3. By clicking the buttons on the

toolbar, you can display the body text for other messages in the same folder.

4. To close the new window, click the [Mail] menu and then click [Close], or click the [Close]
button on the browser.

Subject:Hieh operativeness that can intuitively treat Saku Saku thoughitiz Web E-mail.

The Web E-mail with a lot of woices said that the usage is incomprehenzible etc. though safety is high.
In WitchyMail, the operativeness is improved surpriszingly.
If it iz a person who is accustomed to tvpical mail client software,

it iz comprehensible to which everwone can be intuitively handled. Seamless,
lizht only because of Ajax{Asynchronous JavaScript-¥ML) adoption it Saku Saku feeling.

I sample.jpe 55KED

1 - Message below | T - Message sbave | SPACE - Scroll to bottom of body text | Shift-SPACE - Scroll to top WlList

Figure 3.2-34 Displaying Body Text in a New Window
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3.3.  Downloading and Viewing Attachments
Summary
You can download and view files attached to messages.

Details
B Attachments
Files attached to a message are displayed in the attachments field of the body text display field.

= & useri@example.co.jp I Al111 messageis) / 844.1KB in use
-._5"Inhnx q) Fram Subject Date Size
= Sent [] [ Tom <userd@example.. 2008/10/28 20:04 6628 A
i ‘, Dr aft a 1 ﬁ Tom {user3@example.co.j.. High operativeness that can intuitively treat Saku .. 2008.10/28 19:21 2151KB
& -‘P Trash Fl ) Tom <user3®example.coj. High operativensss that can intuitively treat Saku 2008710428 18:05 12KB
ras
u s E 1] ﬁ Tom {userd@example.co.j.. Notification of login URL for the mobile version of .. 2008/10/28 16:68 608.8KE
i M @ userA@examole o in LsarABexamok o in P0NR/0/258 1542 g ¥
B ssrs foler # Subject:High operativeness that can intuitively treat Saku Saku thoughitis Web E-mail.
| Folder &
Frionds The Web E-mail with a lot of voices said that the usage is incomprehensible etc. though safetw is high.
F & user?@examplecojp In WitchyMail, the ope
If it is a person who | @ le i {1 55'{5:’
it iz comprehensible t zample. pg eanless,
light only because of A Saku Saku feelinz.
Il sample jpg HE5KED
1 -Down | T - Up|SPAGE - Scroll to bottom of bodyTe FH=SRAEE H e TETT | ¥ - Show/hide body text | n - Gompose |[r - Re _“_LiSt_: 4

Figure 3.3-1 Attachments Field
To view attachments, it is necessary to first download the files to the PC you are using.

Procedure
B Downloading Attachments

1. Inthe message list, select the message containing the attachment.

2. Click an attachment in the attachments field of the body text display field.
3. The browser's download dialog box is displayed.
4

74 LOEI0—F x|

COTrL R, FEARTFELE TN

Download the file to save and

view the attachment.

“&5T:  samplepdf
f&%8  Adobe Acrobat Document

i sample.jpe (155KE) » o | mEe | [Eeer |

ARt bODP MRCIrEE S, 774 o TP — I RgEE
EoThObEl T, RS Ear SRS ST, o7V ERINEIE
FLAENLROTOEEC, BRI

Figure 3.3-2 Downloading Attachments (Using Microsoft Internet Explorer)
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Important
e  If the Administrator has prohibited the download of attachments, users are not able to view
attachments.
Note
e For information about the body text display field, see section 3.2.3, "Body Text Display Field"
(page 18).
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3.4.  HTML Mail

Summary

You can read HTML mail (HTML format mail).
The methods for displaying HTML mail are as follows.

» Display in plain text format in the body text display field, and in HTML format in a new window.
» Display in HTML format in the body text display field.

Set which method is used on the [Personal Settings] screen.

Details

The two methods for displaying HTML mail are [Display in a new window] and [Body Text Display Field].

B New Window Display Method
The message body text is displayed in text format in the body text display field, and an

8 HTML mail

ke HTML mail

icon is displayed in the attachments field.

display the message body text in HTML format in a new window.

Click the icon to
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W Body Text Display Field Method
The message body text is displayed in HTML format in the body text display field.

Delete

Al 5 messagels) £ 20.2KB in use

[

= usgerl@example.cojp

= -
[57] Inbo x 1M Fram Subject Date
5 Sent | £y =) "uszer?” {userZ@example.co.jpr “Easiness to use” of “Safety” of.. 200810527 14:15
L/: Draft r [=] userl@example.co.jp A-WIIRFEOEIZE! T2 2008/10/27 09
[ =) "user2” <userZ@examplecojpy EUFAFEMEIHDL ST 2008/10/24 1117
Iqj Treeh M 0 = userl@example.co.jp Fur Webxt—)L30DIT, EEENT..  2008/10/24 11:11
 Spem 0 =) userl@example.co.jp Webr— L DI FLlEA— ) sTh.. 2008/10/23 1306

| Foldert
| Folder2

— Falders ‘I / \ I

i userd

: “Easiness to use” of “Safety” of the Web mail and the e-
mail software : to one.
From: “user?” {user2@example.co.jp*

Date Sent: Mon, 27 Oct 2008 14:16:22 +0900

TO: <useri@example.co.jp>

GG: <userl@example.co.jp?
Reply-To: <user?@example.co.jp>
"Easiness to use" of "Safety" of the YWeb mail and the e-mail software : to one.

1 - Folder below | T - Folder above | v - Switch display of messaege text | n - Gompoze | r - Reply | R - Reply to All | f - Fory [ List

Figure 3.4-1 Displaying HTML Mail in the Body Text Display Field

B Changing the HTML Mail Display Method
The display method can be changed using the [Display HTML mail as text] check box on the [General] tab of

the [Personal Settings] screen. When the check box is selected, the new window display method is used.

When the check box is cleared, the body text display field method is used.

General Signatures Digplay Mame Marker Mail &

i R L]
[
[

¥ Gluote body text when replyine

Figure 3.4-2 Personal Settings - General Tab
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Procedure
B Changing the HTML Display Method
1. On the [Settings] menu, click [General] to display the [General] tab of the [Personal Settings] screen.
2. Change the display method by selecting or clearing the [Display HTML mail as text] check box.
» When the check box is selected: new window display method
» When the check box is cleared: body text display field method

General Sienatures Digplaw Mame Marker Mail A

_________________________ .
'
'

[¥ Cluote body text when replyine

Figure 3.4-3 The HTML Display Method Check Box

B Viewing HTML Mail Using the New Window Display Method

1. From the message list, select an HTML mail.

. W HTML mail |
2. Click the icon in the attachments field.

3. The message body text is displayed in HTML format in a new window.
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B Viewing HTML Mail Using the Body Text Display Field Method
1. From the message list, select an HTML mail.

2. The message body text is displayed in HTML format in the body text display field.

Important
e  You can display mail in HTML format, but you cannot compose mail in HTML format mail.
e  HTML mail containing JavaScript, etc., may not be displayed correctly.
e  If the administrator has enabled the image blocking function, images included in an HTML mail
are not displayed. Also, when the image blocking function is enabled, the layout of some HTML

mail may be affected.

Note
e  For information about the body text display field, see section 3.2.3, "Body Text Display Field"
(page 18).
e  For information about settings for viewing HTML mail, see section 8.1.1, "Display HTML Mail
as Text" (page 159).
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3.5.  Reassembling Segmented Mail
Summary
When a large e-mail is sent, it may be segmented into multiple smaller e-mails for sending.

The segmented mail reassembly function is used to reassemble segmented mail you have received, in order to

restore it to its original form.

M
</
. H- —Send# .
A Segmented e-mail .
d
Sender (\' \% Recipient

«® Received sy,

Q) ()

v/‘oe segmented 7ty
e-mail

Large e-mail — g
9 Original e-mail

Figure 3.5-1 Segmented Mail

Details

B Mail Reassembly

This function reassembles segmented mail to restore the original mail.

Select all of the segmented mail and specify a directory where you want the mail to be saved in the segmented

mail reassembly dialog box to create the reconstructed original mail in the save destination folder.
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Procedure

B Mail Reassembly
1. In the folder list, select the folder in which the segmented mail you received is saved.
2. Inthe message list, select all parts of the segmented mail.
3. On the [Mail] menu, click [Mail Reassembly].

[l Compose »

(] Reply !

@ Feply to &ll 3

g} Forward C
i

=) Urread/Read 3

(Eﬁ Mail Reazsembly >

v
iﬁ. Fecieve
B Delete 3

_,;f% Log out

Figure 3.5-2 Mail Reassembly

4. The save segmented mail dialog box is displayed. Click the [Folder] button, and select a folder to

save the segmented mail to.

Feazzemble e-mail zent n seements.

Select folder to zave reazsembled meszage.

|| Folder1

I Cancel

Figure 3.5-3 Save Dialog Box for Segmented Mail
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5. Click the [OK] button to create the reassembled mail in the specified folder. If an error occurs,

check the error message and take appropriate action.

Cause Error Message

1 | Unnecessary messages are included in | Cannot reassemble e-mail. Selected messages include

the specified messages messages unnecessary for reassembly.

2 | Necessary segments are missing from | Cannot reassemble e-mail. One or more segments is missing

the specified messages from the messages you have selected.

3 | Segments from two or more messages | Cannot reassemble e-mail. Selected messages include

are included in the specified messages | messages unnecessary for reassembly.

4 | Not enough disk space Disk full. To continue processing, make more space available

by deleting messages stored in folders other than the Inbox.

Important
e  When the incoming mail server is a POP server, the [Inbox] folder cannot be selected as the save
folder in the segmented mail reassembly dialog box. When the incoming mail server uses IMAP,

the [Inbox] folder can be selected also.

Note
e  For information about segmenting mail, see section 4.1.3, "Segmenting Mail" (page 70).
e  For information about personal settings, see section 8.1.16, "Send Large E-mail Divided into
Segments"
(page 178).
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3.6.  Displaying All Headers
Summary
You can display detailed message header information.

Details
W Displaying All Headers
By default, only the standard message header including TO and Subject are displayed in the message body text.

When you want to view more detailed message header information, the [Full Header] command can be used.
When the [Full Header] command is used, all message headers for the selected message are displayed.

Procedure
W Using the Menu to Display All Headers
1. From the message list, select the message you want to view detailed header information for.
2. On the [View] menu, click [Full Header], and all header information is displayed in a separate

window.

Wi

Layout »

Print Screen

< Full Header >

Saort 3

m Encoding »

Figure 3.6-1 Using the Menu to Display All Headers
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W Using the Shortcut Menu to Display All Headers
1. From the message list, select the message you want to view detailed header information for.
2. Right-click the message, and then click [Full Header] to display all header information in

a separate window.

[ Delete Selected Messaees
,'3 Compose Mail to Sender

[ PFeply 3
.';1 Feply to All »
L) Forward -
{:'5;; Marker 9
=) Unread/Read b

< Full Header >

Print Screen

[+ Excport Mail

(_@ #dd to Contacts

Figure 3.6-2 Using the Shortcut Menu to Display All Headers
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3.7. Layout
Summary
You can change the layout of the body text display field and attachments display field.

The body text display field can be positioned either below the message list or to the right of it.
You can choose whether or not to display the body text display field also.
The attachments display field can be positioned either below the body text display field or to the right of it.

Details
B Changing the Body Text Display Field Layout
You can change layout of the body text display field.

It can be positioned either below the message list or to the right of it.

Place at bottom Place to side

7

Figure 3.7-1 Body Text Display Field Layout

By default, the body text display field is set to display below the message list.

B Changing the Layout of the Attachments Display Field
You can change the layout of the attachments display field, which displays attachments and the HTML mail icon.
It can be positioned either below the body text display field, or to the right of it.

Place at bottom Place to side

Figure 3.7-2 Attachments Display Field Layout

By default, the attachments display field is set to display below the body text display field.
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® Show/Hide Body Text

You can choose whether or not to display body text.

When body text is hidden, the body text display field does not appear in the main window, and only the folder
list and message list are displayed.

Body text shown Body text hidden

%

Figure 3.7-3 Show/Hide Body Text

In addition to using the menu command, you can also show or hide body text using buttons on the toolbar.

Figure 3.7-4 Buttons to Show/Hide Body Text
Depending on the display status of the body text display field, either the button or button
is displayed.
=
When the body text display field is shown, the button is displayed. When the body text display field is

hidden, the button is displayed. Click these buttons to switch between showing and hiding the body text.

Clicking the button switches between

showing/hiding body text

%4—»

Figure 3.7-5 Show/Hide Body Text Using Buttons
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Procedure
B Changing the Body Text Display Field Layout
On the [View] menu, point to [Layout].
1. Select [Body text at bottom] to display the body text display field below the message list.
2. Select [Body text at side] to display the body text display field to the right of the message list.

Falder Settines Toalz Help
Laout 3 Body text at bottom
i Print Screen Bodw text to zide :
Full Header Hide body text 3
Sort ’ Attachments at bottom .
m Encoding g Attachments to side !

S

Figure 3.7-6 Layout Menu

il
UMD ENT ARY MRS D AT
TR ]

EoTIamERaT

i ] 2l

| & —
FE=T507 - 2 furast - SRV A0 |- SPAGH - FF £ 150 & fx~ FERAT T (- AR Ir - MR- AW 1~ W84~ 0 =K

Figure 3.7-7 Layout - Place Body Text to the Side

B Changing the Layout of the Attachments Display Field
1. On the [View] menu, point to [Layout].
2. Select [Attachments at bottom] to display the attachments display field below the body text
display field.
3. Select [Attachments at side] to display the attachments display field to the right of the body text
display field.

il MR RPN ARSI T-al s el
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Figure 3.7-8 Layout - Place Attachment to the Side

® Show/Hide Body Text (Using the Menu)
1. On the [View] menu, point to [Layout].
2. Click [Hide body text] to hide the body text display field.
3. Click [Body text at bottom] or [Body text at side] to show the body text display field again.

5} WitchyMail - Microsalt Inermet Explorer Lioixi
|| 7reine EEE &TW BRAME 7-MD AFH | &
well R DaAN WE U=l A
- 3 = *
Eos fgan mencet Be: o an Bxe o - KX & £ 8 4 witchymail
e ———— H1238 / 641 KBRS
& i EA Ak Bit T4
.11 ] [ = userBexsnphcoip  Fe FUEHa TIC, U T 2007/12/04 15811 1.7K8
2 TaE 2 wmlenghcon e 007412403 1158 6a7R
i @ 2 uierdennckoop  userlerampk.co. 2007/11/30 1724 34.7K8
a et e || T OB teatios colp EtrRa TIZ, FUESTG . S00711/90 1652 16.4K8
o I =S eatiaiocop Fda Iz, FUMABTG . 2000/11/90 1645 1368
S YT e g @) sensngiecom  Fw Fe -l 2007/11/30 1557 2.2K8
D YIYIDI S estifioecoe Wab= LB R e FIZ, EV 2007711427 2048 1268
FFmAEL || F @ sndesnpkcon  Re i 2007/11/27 2036 1.2K8
& B teel@loocop M 0 = vierdensmghkcop P fe A=l 2000/11/27 2035 2x8
& § thu28to0cop M wmdeangkcon P Re o=l 2007411727 2024 11KB
& viedesmckcop  Fe A=)l 2000/11/27 2024 9828
r # wsituecep A1 2000/11/27 2022 6638
. v |
L= Fa | T - b~ |SPAGE - B2 FAST 1 | Shift-SPAGE - FRELST—I [v- FEETAAT |n- (I |r - @0 | R- ERMICEE - 6 | d- 0 W= | 4

Figure 3.7-9 Layout - Hide Body Text

B Show/Hide Body Text (Using the Toolbar Buttons)
=
1. Click the button on the toolbar to hide the body text display field.

2. Click the button on the toolbar to show the body text display field.

50 Copyright© 2005-2008 NEC Soft, Ltd.



WwitchymMait

— .

3.8.  Printing Mail
Summary
Mail is displayed in a layout suitable for printing.

Details
W Mail Printing Screen

This screen displays the selected message in a layout suitable for printing (print layout).

Message header

4} “Easiness to use” of “Safety” of the Wb mail and the e-mail softwa

=10l x|

LMD REE RTW BRCAE  NMD AL | & |

Subject:"Easiness to use'" of “Sa:fe% of the Web mail and the e-mail softwar
e ! to one.

From: "user?" -<user2dexample.co.jp>

To:<userifexample.co.jp>-

Sent on:Mon, 27 0Oct 2008 14:15:22 +0900

Co: <userl@example.co.jp>-

Attachments:htmlmail.html

"Easiness to use®™ of "Safety™ of the Web mwail and the e-mail software @ to
one.

-

Figure 3.8-1 Print Layout Message body text

In print layout, the message header information (subject, sender's address, recipient's address, date sent,

CC addresses, attachment file names) and message body text are displayed.

To print out a message, use the browser's print command.
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Procedure
B Using the Menu to Print
1. Inthe message list, select the message you want to print.
2. On the [View] menu, click [Printing Screen].
3. A window showing the print layout is displayed. Use the browser's print command to print

the message. (For Microsoft Internet Explorer, click [Print] on the [File] menu.)

Lavout 3
< [ Print Screen
Full Header [
Sort ]
ﬂ Encoding 3

Figure 3.8-2 Using the Display Menu to Print

W Using the Shortcut Menu to Print
1. Inthe message list, select the message you want to print.
2. Right-click the message, and then click [Printing Screen].
3. A window showing the print layout is displayed. Use the browser's print command to print

the message. (For Microsoft Internet Explorer, click [Print] on the [File] menu.)

[ Delete Selected Messages

[ Compose Mail to Sender

.'_a Reply (s
.E;! Fepls to All 3
.'E Farward 3
Sy Marker 3
=) Unread/Read 3

S (L LL ol

4 Print Screen

= Export Mail

G Add to Contacts

Figure 3.8-3 Using the Shortcut Menu to Print
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3.9.  Sending Receipt Notification

Summary

This function sends a receipt notification when the body text of a message containing a receipt notification

request is displayed.

When a message containing a receipt notification request from the sender is displayed, the following dialog

box appears.

The zender haz requested receipt notification. Send a receipt

notification mail?

fes

Mo

Figure 3.9-1 Receipt Notification Confirmation Dialog Box

If you click the [Yes] button in this dialog box, a receipt notification e-mail is sent to the sender. The receipt

notification e-mail lists details such as the subject of the received e-mail, as well as the time it was received.

= 2AMN
EHA -
E{SHT -
I -

DA I IRE BT T .

FRE L858 2007712420 165:58

Read Receipt for '3 27 1, ik ER'
uzer@example.co.jp
Thu, 20 Dec 2007 15:58:51 +0900

testd@foo.co.n

---------- FEES R e [PEEE R EE T
Subject: 032 Tl

From: test?@foo.co.ip
To: uzerfexanple.co.jp
Date: Thu, 20 Dec 2007 15:67:46 +0800

0 ATT1.dat (162E)

Figure 3.9-2 Receipt Notification Example

Instead of displaying the dialog box shown above when the body text of a message containing a receipt

notification request is displayed, you can set WitchyMail to [Automatically send receipt notification] or

[Ignore] also.
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Details
You can specify on the [Personal Settings] screen the action taken when a receipt notification request is received.

W Settings for Sending Receipt Notification
On the [Settings] menu, click [Receipt Notification] to display the [Receipt Notification] tab of the
[Personal Settings] screen. You can specify the following settings using the option buttons under

[Action taken when a receipt notification request is received].

» [Ignore]
No receipt notification is sent when the body text of a message containing a receipt notification

request is displayed.

» [Ask each time whether or not to send receipt notification]
When the body text of a message containing a receipt notification request is displayed, a dialog

box asking whether or not to send receipt notification to the sender is displayed.

» [Automatically send receipt notification]
When the body text of a message containing a receipt notification request is displayed, receipt

notification is sent to the sender automatically.

Procedure
B Receipt Notification Settings (Action Taken When a Receipt Notification Request is Received)
1. On the [Settings] menu, click [Receipt Notification].
2. Select one of the option buttons under [Action taken when a receipt notification request is received]

in the receipt notification settings displayed.

aken when areceipt notification request iz received
= Ienore
% fAzk each time whether or not to gend receipt notification

= Automatically =end receipt notification

[T Add arecep
(Change the default value of Request Receipt Motification on the edit meszage zcreen to On)

request to the mail

Figure 3.9-3  Settings for Sending Receipt Notification
(Personal Settings — Receipt Notification Tab)
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B Procedure When [Ignore] is Selected
When [Ignore] is selected, messages containing a receipt notification request are treated the same as other

messages. In other words, no receipt notification is sent to the sender even if a message containing a receipt

notification request is received or its body text displayed.

W Procedure When [Ask each time whether or not to send receipt notification] is Selected
1. Inthe message list, select a message to display its body text.
2. If the selected message contains a receipt notification request, the receipt notification confirmation
dialog box is displayed.
If you click the [Yes] button in this dialog box, receipt notification is sent to the sender.
4. The receipt notification sent is saved in the [Sent] folder automatically.

If you click the [No] button in the dialog box, receipt notification is not sent.

The zender has requested receipt notification. Send a receipt
notification mail?

Yes Mo

Figure 3.9-4 Receipt Confirmation Dialog Box

W Procedure When [Automatically send receipt notification] is Selected
1. Inthe message list, select a message to display its body text.
2. Ifthe selected message contains a receipt notification request, receipt notification is sent

to the sender automatically.
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Important

Note

Receipt notification is only sent the first time that a message containing a receipt notification
request is displayed. The second and subsequent times that the body text is displayed, the receipt
confirmation dialog box does not appear, nor is receipt confirmation sent automatically. (It is only

possible to send receipt confirmation once for each message.)

If you copy a message for which receipt confirmation has been sent already, no receipt confirmation
is sent when the body text of that message is displayed. However, if you copy a message containing
a receipt notification request before receipt notification has been sent, receipt notification is sent
when the body text of each message, both original and copy, is displayed. (In this case, multiple

receipt notification e-mails may be sent for a single message.)

The address that receipt notification is sent to is indicated in the Disposition-Notification-To
(address to send receipt notification to) item of the original message. In most cases, the address
to which to send receipt notification is the same as the sender's address, but the sender may have

specified a different address for receipt notification depending on the mail software they are using.

When an address other than the sender's is specified, and receipt notification is set to [Ask each time
whether or not to send receipt notification] or [Automatically send receipt notification], a dialog box

similar to the following appears instead of the standard one.

For information about receipt notification settings, see section 8.8, "Receipt Notification"

(page 208).

For information about the creation of receipt notification requests, see section 4.1.4, "Receipt
Notification" (page 72).
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3.10. Specifying Encoding
Summary
You can specify the encoding used when displaying the body text of received mail.

When the body text of a message is not displayed correctly, you may be able to correct this by changing the

encoding settings.

Details

B Changing the Encoding

The body text of received mail is displayed by automatically detecting the encoding used for it. As a result, mail
is displayed correctly without any garbled text normally. However, in rare cases the body text of a message may
not be displayed correctly because it contains unsupported characters or header information is missing. If this

happens, it may be possible to display the body text correctly by changing the encoding.

ey Folder Settings Tools Help
Layout ll; Py Reply to Al W& Forward
4 Print Screen r
Full Header From
user] @ex
Sort v r *) aaa {user]@ex
) T —
< ﬂ Encoding k > futo Detect
§ Spam Japaness (50-2022-JP)
| Folderl
| Folder2 Japaneze (SHIFT_JIS)
] Folders Japanese (EUC-JPD
ugerd Western (IS0-8859-1)
Chirese Simplified (GB23120
Unicode (JTF-82

Figure 3.10-1 Encoding Settings Menu

B The Encoding Menu

On the [View] menu, point to [Encoding], and the options [Auto-Detect], [Japanese (ISO-2022-JP)], [Western
(ISO-8859-1)], [Chinese Simplified (GB2312)] and [Unicode (UTF-8)] are displayed. The encoding matching
the message selected in the message list is selected. If the selected message uses encoding other than Japanese
(ISO-2022-JP), Western (ISO-8859-1), Chinese Simplified (GB2312) or Unicode (UTF-8), then [Auto-Detect]

is selected.
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B Changing Encoding

On the [View] menu, point to [Encoding], and click an encoding to use. The message body text is displayed

using the selected encoding.

If the message body text is garbled, and its encoding is listed as supported in the table below, it is displayed

correctly when the appropriate encoding is selected.

The table below lists the encoding supported by each menu command.

Item ‘

Auto-Detect

Encoding

Detects message encoding automatically.

Japanese (ISO-2022-JP)

The message is displayed using Japanese (ISO-2022-JP) encoding.

Japanese (SHIFT JIS)

The message is displayed using Japanese (SHIFT JIS) encoding.

Japanese (EUC-JP)

The message is displayed using Japanese (EUC-JP) encoding.

Western (ISO-8859-1)

The message is displayed using Western (ISO-8859-1) encoding.

AN || AW | —

Chinese Simplified (GB2312)

encoding.

The message is displayed using Chinese Simplified (GB2312)

7 | Unicode (UTF-8)

The message is displayed using Unicode (UTF-8) encoding.

Procedure
B Changing Encoding (Message List)

1. From the message list, select the message you want to read.

2. On the [View] menu, point to [Encoding], and click the encoding to use.

3. The message body text is displayed using the selected encoding.

Folder Settings Tools
Lavout b b to r;. Forward Layout
(= Print Screen Im = Print Screen -
Full Headsr b Full Header fram
Sort » I a aaa {user]@example.ct Sart N - @ aaa <userl@examp
= = A aaxample.ci = = S axamp
{ﬂ Encoding » Auto Detect E@examp‘e" |E Encoding 3 futo Detect E@exm
& Spam
S e Jspansse (50-2022- JP) S Spam [¥] dapanese aso-gozz-up) |
| Folder1 P@example. ) Foldert @ean
) Folderz Japanese (SHIFT_JIS) co ip | Folder2 Japanese (SHIFT_JIS) co.jp
= Falders Japanese (EUG-JP penin ) Folders Japanese (EUG-JP} oo in
« user3 Western I50-8359-1) FOAKGHSM userd Yestern (IS0-8859-1) Loy
Chinese Simplified (GB2312) ~ melecoi Chinese Simplitied (3B2312)  mple.cc
; - G2 t 200¢
o = ple.co.jp Unicode (UTF-8) ple.co

FESHELFIE 1 5P pJ = 02 S04 !
el AT AN v erD L s5adadkd 375 "
$b:REBIEIE R BB

SBK¥Mh ! Ea! <XkE0<RFbIDFHINEIX_X
FribFadklpdobHE EkEbINGGES  H (B

EHhFTNIEBRMEREA LG -2
UT s EFEBEBORODTEL
AL

FHk. oIt e
CHDHOTT.

Figure 3.10-2 Changing Encoding (Message L.ist)
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B Changing Encoding (Displayed in a New Window)
1. Open a message in a new window.
2. On the [View] menu, point to [Encoding], and click the encoding to use.

3. The message body text is displayed using the selected encoding.

Wi

il = Print Screen

= Full Header to use” of “Safety”™ of the Web mail and the e—mail software : to

Ercodne ¥ | o |
Dat‘ﬂ heoding Auto Detect

TO: Cuzerd@ex
GG: Cuzerl@ex
Reply-To: fuzer?@esx: Japanesze SHIFT_JIS)

Japanese (I30-2022-JF)

n

“Easiness to use” of
one.

Japahese (EUG-JP) he e-mail software @ to
Western T50-3859-1)
Chinese Simplified (GB2312)

Unicode (UTF-3)
Because data doesn’t remarm T ThAE CITERT, TT 1 trong Web E-mail to the
theft and the information leakage. It iz WitchyMail for the high zafety to
have had the usability like the e-mail software that everwone can use
becauze of intuition.

Figure 3.10-3 Changing Encoding (Displayed in a New Window)

Important
e  Changes to encoding only affect the message selected in the message list.
e It may not always be possible to correct garbled text in a message by changing the encoding settings.
If garbled text still appears, it may be possible to correct it by asking the sender to check or change

the characters and encoding used, and send the message again.

Additional Notes

B What is Encoding?

Encoding is the process of converting text such as Chinese characters and special symbols into data that can be
stored on a computer based on set conventions. Each country of the world has established their own encoding
rules. In Japan, Shift-JIS and EUC-JP are the most common encodings used. In China, GB2312 for Simplified
Chinese is the most widely used. When restoring data to text that a human can read, it will not be displayed
correctly unless an appropriate encoding is used.

In order to prevent such problems occurring, the International Organization for Standardization (ISO) has

advocated the use of a standard encoding architecture called Unicode in recent years.
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4 Composing Mail

Mail can be composed in the following three ways.

B Compose New Mail
—  See section 4.1, "Composing New Mail" (page 61).

_—1

Compose New Mail

B Reply to Received Mail
—  See section 4.2, "Replying to Mail" (page 76).

Reply to Received Mail

B Forward Received Mail
—  See section 4.3, "Forwarding Mail" (page 80).

) o

Fw:

Forward Received Mail

Each of these methods for composing mail is explained in more detail on the following pages.
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4.1. Composing New Mail
This section describes how to compose a new message.
To compose a new message, carry out either of the following processes to display the [Edit Message] screen

in a new window.

» On the [Mail] menu, point to [Compose], and then click [New].

E.J [::: O Mmpose

» Click the button on the toolbar.
e Faolder Settings Tools Help
[ ) Compose r e
\ .
|E Reply k poze Mail to Sender
[=d Renle ta Al » rom

Figure 4.1-1 Using the Menu to Compose New Mail > Edit Message Screen

Additionally, if you use one of the following methods, the [Edit Message] screen is displayed with the

recipient's e-mail address already filled in.

» Select a message. On the [Mail] menu, point to [Compose], and then click [Compose Mail
to Sender].

» Select a message. Right-click the message, and then click [Compose Mail to Sender].

» Select a message. Right-click an address listed in the message header of the body text display
field, and then click [Compose Mail].

ey Folder  Settines  Tools Help

B Compose 3 B Hewn

[ PReply ¥ | d Compose Mail to Sender

v

Figure 4.1-2 Specifying the Recipient When Composing Mail
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4.1.1 Specifying TO, CC, and BCC

Summary

This section describes how to specify the e-mail addresses to add to the [TO], [CC], and [BCC] input fields.
(The [BCC] input field is hidden by default.)

Subject I ﬂ

L[
— 1"

_co |
_8co ||

-

IIE

—1

[T Sendto external MTA server.

L

Figure 4.1-3 TO, CC, and BCC Input Fields

In addition to typing e-mail addresses directly into each input field, you can add them by selecting e-mail
addresses from your Contacts also.
When you type an e-mail address that has already been added to your Contacts, the auto-complete function

can be used.

Details

W |nputting Addresses
Recipients are specified by typing e-mail addresses into the [TO], [CC] and [BCC] input fields.
If e-mail addresses have already been added to your Personal Contacts, a list of possible matches from

your Personal Contacts appears as you type. (Auto-complete function for address input)

o | ful

u=er? user?@example.co.jpr

Ll user]l <userl@example.co.jpr
BCC |

From

Figure 4.1-4 Auto-Complete Function for Address Input
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W Selecting Addresses From Contacts

You can specify a recipient's e-mail address by selecting it from your Contacts.

IPersonaI Contacts

M [search Al

v Display only corresponding e-mail addresses

b IUSBI'

Reset Search Conditions

Choose one or more e-mail addrezses. Use the drag-and-drop operation ar double-click to select.

I Al 2 itemis)
" Mame E-mail Address Giroup
- LQ uzerl uzerl@example.co.jp =
Il |'_Q uzer2 user2@example.co.jp
fdd to TO fidd to GG fidd ta BGEC
QK | Gancel

Figure 4.1-5 Specifying Recipients from Contacts

W Clearing Input

If you click the ﬁ button to the right of the [TO], [CC] and [BCC] input fields, the contents of that input

field will be cleared.

B Showing / Hiding the BCC Input Field
You can switch between showing and hiding the [BCC] input field using the [BCC] command on

the [View] menu.
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Procedure
B Inputting Addresses (Auto-Complete Function for Address Input)
1. Type an e-mail address in the [TO], [CC] or [BCC] input fields.
2. If any of the e-mail addresses that have been added to your Contacts match the
address you type, a list of possible matches is displayed below the input field.
3. Select a potential match by either clicking it or using the UP ARROW and
DOWN ARROW keys.

4. The selected e-mail address appears in the input field.
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W Selecting Addresses From Contacts

1.

>
>

>

2.

3.

Use one of the following methods to display your Contacts to select an e-mail address.

Click the [TO], [CC] or [BCC] button.
On the [Tools] menu, click [Contacts (Select)].

. ‘4.':- Contacts
Click the button on the toolbar.

Specify TO, CC and BCC recipients from the Contacts displayed. (For information about
Contacts, see section 6, "Contacts," on page 119.)

Click the [OK] button.

W Clearing Input

1.

1.

Click the ﬂ button to the right of the [TO], [CC], or [BCC] input fields.

t Internet

Format

Attach

Subject I /E\

T0 | | / El
cc || \ ]
Boc | | |
From |user‘| <user! @example.co.jp> M ¥ Save mail in Sent ™ Add TC
[T Sendto external MT# server.
-
=
Gtrl-a - Select &ll | Gtrl-s - Save as Draft | Girl-i - Signatures L ist

Figure 4.1-6 Clear Input Buttons

B Showing / Hiding the BCC Input Field
On the [View] menu, click [BCC]. Clicking this button switches between showing and hiding

the [BCC] input field.

Figure 4.1-7 Menu Option to Switch BCC Display
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Important
e  To select addresses from Contacts or use the auto-complete function, e-mail addresses must first
be added to Contacts.

Note
e For information about Contacts, see section 6, "Contacts" (page 119).
e  For information about changing the initial settings for BCC display, see section 8.1.12, "Display
BCC Box on the Edit Message Screen" (page 172).
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4.1.2  Attaching Files
Summary
This section describes how to attach files to outgoing messages.

Details
W Attaching Files (Specifying Attachments)
You can attach files to e-mail messages that you send.

An error message is displayed if the number of attachments or their total size exceed the maximum values.

W Attaching Files (Using the Drag-and-Drop Operation)
You can attach files using a simple drag-and-drop operation.

It is also possible to attach multiple files at once using this method.

B Viewing Attachments
You can download and view files attached to outgoing messages. You can check the contents of files attached to

an e-mail before sending it. To view attachments, it is necessary to first download the files to the PC you are using.

B Deleting Attachments
You can delete files you have attached to an e-mail. Once you have deleted a file, it will not be attached to any

e-mails you send.

Procedure
W Attaching Files (Specifying Attachments)

fttach

1. Click the button on the toolbar.
2. The browser's file selection dialog box is displayed. Select a file to attach.

3. The file is uploaded, and the file name you specified appears in the attachments field.

21
TP | v TAa-5 =l e B E

e 0= T2 (G
wee 0 —D) Fr 28 (D)
L DVD/CD-RW B3 (E)

Frd B fi | o |
FrANDIERT:  [FATOTrA ) =l el I
2

Figure 4.1-8 File Selection Dialog Box (Using Microsoft Internet Explorer)
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0 zample.pdf {0.7KE

Figure 4.1-9 An Attached File

B Attaching Files (Using the Drag-and-Drop Operation)

3 Edit Message — Microsoft Internet Explorer

Drag one or more files into the area framed by the red border in the figure below.
The file is uploaded, and the file name you specified appears in the attachments field.

Subject I L
TO | | el
cc_ || -
goc | | rl

From |user‘l {userl @example.co.jp> M ¥ Save mail in Sent [ Add|rc

[T Sendto external MTA server.
=]

Gtrl-a - Select All | Gtrl-s - Save as Draft | Girl-i - Sienatures il List

Figure 4.1-10 Areato Drag Files Into (Using Microsoft Internet Explorer)

Important

You must install an ActiveX add-on to use the drag-and-drop operation to attach files. If this add-on is
not installed, a message regarding installation of the add-on is displayed in the browser's information bar.
If this add-on installation message is displayed, click the message to install the add-on.

Files can only be uploaded using the drag-and-drop operation with Microsoft Internet Explorer.

If the Administrator has prohibited the upload of attachments, you will not be able to use this feature.
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m Viewing Attachments
1. Either click an attachment displayed in the attachments field, or right-click the attachment and
then click [Download].
2. The browser's download dialog box is displayed.

Download the file to save and view the attachment.

274 MpEr.0—F x|
SPpA LER N SR RTFLE T

“EE]: samplepdf

@ % f#%8 Adobe Acrobat Document
» B oot ladrarasnanhs
w

R I S | P

A= MODP IUHECErAEE Y, Jr Moo T 1 2 Rgas
oo TEMEHENTE, B TR0 IS ST, ZOr4 L EREDIR
TFLAN LTS, R il

Figure 4.1-11 Downloading Attachments (Using Microsoft Internet Explorer)

W Deleting Attachments
1. Right-click an attachment displayed in the attachments field, and then click [Delete].

2. The attachment icon will be deleted from the attachments field.

0 Download

2 Delete

Figure 4.1-12 Deleting Attachments

Note
e  For information about the body text display field, see section 3.2.3, "Body Text Display Field"

(page 18).
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4.1.3 Segmenting Mail
Summary
When sending a large e-mail, such as when a large file is attached, this function can be used to segment the

outgoing message into multiple smaller messages.

ny

v-ﬁ —Send#

[ J H [ ]
A -h‘ _ A

Sender Segmented e-mail \Q Recipient

e(\' R ived W,
o eceive Sey,
/5 segmented L7
e-mail

Large e-mail

Original e-mail

Figure 4.1-13 Segmented Mail

Details
W Settings for Segmenting Mail
You can enable/disable the sending of segmented mail and specify the size to segment mail into in your

[Personal Settings].

B Sending Mail in Segments

When the sending of segmented mail is enabled, the size of an outgoing message is checked automatically
when you send mail.

If the size of a message is larger than the size set for segmenting mail in your [Personal Settings], the message

is segmented automatically and sent.

Procedure
W Settings for Segmenting Mail

1. On the [Settings] menu, click [General].

2. The [General] tab of the [Personal Settings] screen is displayed. Specify whether to enable or disable
the sending of segmented mail using the [Send large e-mail in segments] check box. Select the check
box to send segmented mail, or clear the check box to prevent the sending of segmented mail.

3. When the [Send large e-mail in segments] check box is selected to enable the sending of segmented
mail, specify the message size to segment in the [Segment size] text box.

4.  Click the [Apply] button on the [General] tab.
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3 Personal Settings - Microsoft Internet Explorer

General Signatures Display Mame Marker Mail Account Mail Filtering Mobile Receipt Notification Used Space Desi

Dizplay HTML mail az text [] Display BCC box on the edit message screen
Quote body text when replying [] Enter the sender's e-mail address in BCG
Forwarding format & Attachment O Quote [ Ihsert Sienature
[] Automatic receipt for Inbox fAutomatically adjust the width of the message list
[] Gopy mail moved fram the Ihbox Buto-zave draft 8| -minute intervale
[] Do not display a confirmation dialog box when deleting mail [] Sort folders alphabetically by name *This setting takes affect the next t
[] Display Reply-To in the body text display field Send large e-mail in seements
[[] Dizplay ¥-Mailer in the body text display field Segment size 3000 KB
Uze a different font color for quoted text in the body text display field
Dizplay Preview befare sending e-mail
Maximum search results in Shared Contacts 50
GQuotation marks 3
Enter - OK il List

Figure 4.1-14 Personal Settings - Segmenting Mail

B Sending Mail in Segments

1. When the sending of segmented mail is enabled in your [Personal Settings], mail is segmented
and sent automatically when sending messages with a size larger than the value specified.
For example, if the value for [Segment size] is set to 1000 KB (approximately 1 MB) and you send
an e-mail with a size of 2.5 MB, it is segmented into three e-mails with sizes of 1 MB, 1 MB, and
500 KB automatically, and then is sent.
Important
e  The Administrator sets the maximum and minimum values for the segment size. If you try to set
a value higher (or lower) than these limits, an error message is displayed.
e In order for mail recipients to reassemble segmented mail to restore the original message, they
must be using e-mail software that supports segmented mail.
Note
e  For information about reassembling mail, see section 3.5, "Reassembling Segmented Mail"
(page 42).
e For information about personal settings, see section 8.1.16, "Send Large E-mail Divided into

Segments"
(page 178).
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4.1.4 Receipt Notification
Summary
This section describes the function for including a receipt notification request in messages that you send.

You can specify whether or not to include a receipt notification request in each message. Also, you can set

whether or not a receipt notification request is included automatically in messages that you compose.

Details

B What is Receipt Notification?

Receipt notification is a function for confirming whether the recipient of a message you have sent has opened
the e-mail or not.

When the recipient opens an e-mail containing a receipt notification request, a standard message called a receipt

notification is sent to the sender, informing them that the recipient has read the e-mail.

Receipt
notification

(1) Send message with request
receipt notification request

® o
T A1 A

.' (2) Recipient authorizes

sending of receipt notification

(procedure depends

(3) Receipt notification is on e-mail client)

returned to sender
-2

Figure 4.1-15 Receipt Notification Flow

However, receipt notification (MDN) is sent by recipients in answer to an e-mail containing a receipt
notification request only when the following conditions are met.

» Recipients are using e-mail software that supports receipt notification

» Recipients have set the software to send receipt notifications

» Recipients have authorized the sending of receipt notifications
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Procedure
B Adding a Receipt Notification Request to Messages You Send
1. Display the [Edit Message] screen by composing a new message, or replying to or forwarding
a received message.

2. On the [Receipt Notification] menu, select [Request Receipt Notification].

Eert For mat

Figure 4.1-16 The Request Receipt Notification Check Box

W Setting the Initial Value for [Request Receipt Notification]
1. On the [Settings] menu, click [Receipt Notification].
2. Select or clear the [Add a receipt notification request to the mail to be sent] check box.
3. When the check box is selected, the [Request Receipt Notification] check box on the
[Receipt Notification] menu is selected automatically when you open the [Edit Message] screen.
4. When the check box is cleared, the [Request Receipt Notification] check box on the

[Receipt Notification] menu is cleared by default when you open the [Edit Message] screen.

Action taken when areceipt notification request iz received
() knore

(&) hsk each time whether or not ta send receipt notification

) Automatically zend receipt notification

dd a receipt notification reguest to the mail to be sent

Ghange the default value of Request Receipt Motification on the edit m & soreen to Onl

Figure 4.1-17 Settings for Sending Receipt Notification
(Personal Settings - Receipt Notification Tab)
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Important

e Even if you send a receipt notification request, receipt notification will not be returned if the
recipient's e-mail software does not support receipt notification.

e  The e-mail recipient can select whether or not to send receipt notification. Because of this, receipt
notification may not be returned even when the recipient has read the message.

e  Receipt notification notifies you that the recipient has opened a message. It does not guarantee
that the recipient has read and understood the contents of the message.

e Ifyou save a message as a draft while editing it and close the [Edit Message] screen, the [Request

Receipt Notification] check box on the [Receipt Notification] menu is reset to its initial value.

Note
e For information about what to do when you receive a message containing a receipt notification
request, see section 3.9, "Sending Receipt Notification" (page 53).
e For information about receipt notification settings, see section 8.8, "Receipt Notification"
(page 208).

e  For information about saving as a draft, see section 4.4, "Saving a Draft" (page 84).
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4.1.5 Sending Mail
Summary
This section describes how to send e-mail messages you have composed.

If the [Save mail in Sent] check box is selected when you send messages, the sent messages are saved in the
[Sent] folder.

Also, if the [Add TO/CC/BCC to Contacts after sending] check box is selected when you send messages, the
TO, CC, and BCC addresses in the sent messages are added to your Contacts.

Procedure
W Using the Menu to Send Mail
1. On the [Message] menu, click [Send].
2. A confirmation dialog box is displayed. Click the [OK] button to send the message.

W Using the Toolbar Button to Send Mail
1. Click the ELUENY button on the toolbar.
2. A confirmation dialog box is displayed. Click the [OK] button to send the message.

Important
*  You cannot send mail when no recipients (TO, CC, BCC) have been specified. (A warning dialog

box is displayed)

Enter TO/CC/BCG.

Figure 4.1-18 Send Warning Dialog Box (No Recipients)

e If you try to send a message with no body text or subject, one of the following warning dialog
boxes is displayed. Click the [Cancel] button to type in the body text or subject. Alternatively,

you can click the [OK] button to send the message without any body text or subject.

Mo title has been entered. Are vou sure you want to zend? Mo body text has been entered. Are wou sure you want to send?

l OFK J[ Gancel ] [ 0K ]I Cancel

Figure 4.1-19 Send Warning Dialog Box (No Subject/Body Text)

e If the Administrator has enabled the Mistaken Transmission Prevention function, a dialog box is
displayed when you try to send a message that falls under the policy for this function. When this
happens, first check that there are no problems with the contents of the message you are sending,

then follow the instructions in the dialog box.
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4.2.  Replying to Malil

Summary

This section describes how to compose and send a reply to the sender and other recipients of a message that
you have received.

[Reply] sends a reply to the sender of the original message only. [Reply to All] sends a reply to all recipients
of the original message as well.

You can choose whether or not to quote the body text of the original message.

You can reply to mail using the menu, the shortcut menu, or the toolbar buttons.

Details
W [Reply] and [Reply to All]
[Reply] replies to the sender of a message only ([From] address).
* If the message you are replying to specifies the address to reply to ([Reply-To] address), replies are

sent to that address.

[Reply to All] addresses the reply to the sender of the original message, and includes the addresses of all

other recipients excluding yourself (addresses in [TO] and [CC] in the original message) in [CC].

When replying using [Reply to All], be sure to check the [TO] and [CC] addresses so that the message is

not sent to any addresses you do not intend to include.
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B Quoting Text

If you select [Quote] when replying, the body text of the original message is quoted in the body text of

the reply you compose.

If you select [Do Not Quote], the body text of the original message is not quoted.

When you have selected [Quote], information about the original message (From, TO, CC, Subject, Date)

is input automatically along with the quoted body text (offset using ">" in this example), as demonstrated

in the figure below.

----- Original Messaze-----

From: Tam <uzerdBexample.co.jip> Original mail

To: uzerd <uzerdfBexample.co. ] _ 9 _

Co: uzer? <uzerfBexample.coddps information

Zubject: High operativeness that can intuitively treat Zaku ZSaku thougth
Date: Tue, 28 Oct 2008 19:21:08 +0300

> The Web E-mail with a lot of woices said that the usage iz incomprehe
high.

e

P Im WitchyMail, the operativeness iz improved surprisdoz!y.

? o ) ) ) Body text quoted
~ TF 14 R i L L e e T L e L T Lo I P A R A I PP N |

The symbol used to offset quoted

from original mail

Figure 4.2-1 Quoted Body Text

body text can be set to a character other than ">" using the quotation mark

settings on the [Personal Settings] screen.
(See section 8.1.11, "Changing Quotation Marks," on page 171.)
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Procedure
B Using the Menu to Reply to Mail
1. Inthe message list, select the message you want to reply to.
2 Click [Mail] to open the [Mail] menu.
3. Point to either [Reply] or [Reply to All].
4. Click either [Quote] or [Do Not Quote].
5

The [Edit Message] screen for replying is displayed in a new window.

Falder Settings Tools Helg

[ Compose m Reply to All
@ Reply ta &ll » @ Do Mot Guaote
[} Forward 3 = u
il
Ou ® .

=) Unread/Read 3

[g) Recieve
= Subjec-
Delete »
4 Fron
% 63 o Date Sen
i TC

heat tha Anm

Figure 4.2-2  Using the Menu to Reply to Mail

B Using the Shortcut Menu to Reply to Mail

1. Inthe message list, right-click the message you want to reply to.

2. In the shortcut menu displayed, point to either [Reply] or [Reply to All].
3. Click either [Quote] or [Do Not Quote].

“ of.. 200810

E-mail ... 2008510527
: dwith “L... 20081027 "
g Compose Mail to Sender )
= Witehe  2ON8A0/27 -
|if_] Feply b‘ [ Guote
@ Reply to All 3 iE] Do Mot Quote
[l Farmard »

4. The [Edit Message] screen for replying is displayed in a new window.

Figure 4.2-3  Using the Shortcut Menu to Reply to Mail
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W Using the Toolbar Buttons to Reply to Mail
1. Inthe message list, select the message you want to reply to.
2. Click the Ul P8 Reply to Al button on the toolbar.

3. The [Edit Message] screen for replying is displayed in a new window. You can change whether
or not the body text of the original message is quoted by clicking [General] on the [Settings]
menu and changing the [Quote body text when replying] setting.

General Signatures Dizplay Mame fl ar ke

== m s m s mmmmmmm— - - L]
'

[«] Dizplay HTML s ilas text
Gluote body text when replvine

Figure 4.2-4 Quotation Settings When Replying (Personal Settings Screen)

Important
e  You cannot reply when no message is selected in the message list.
e  You cannot reply using the menu or toolbar buttons when multiple messages are selected. When
using the shortcut menu to reply, only the message you right-click will be replied to, regardless of

how many messages are selected.

Note
e  For information about composing mail, see section 4.1, "Composing New Mail" (page 61).
e  For information about sending mail, see section 4.1.5, "Sending Mail" (page 75).
e  For information about quoting body text when using the toolbar buttons to reply, see section 8.1.2,
"Quote Body Text When Replying" (page 161).
e For information about changing the symbol used to offset quoted body text, see section 8.1.11,

"Changing Quotation Marks" (page 171).
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4.3. Forwarding Mail

Summary

This section describes how to forward messages you have received to others.

You can use either [Forward as Attachment] to forward by attaching the original message as an e-mail format
file ("eml" file), or [Forward as Quote] to quote the body text of the original message.

You can forward mail using the menu, the shortcut menu, or the toolbar buttons.

Details
W [Forward as Quote] and [Forward as Attachment]
[Forward as Quote] quotes the body text of the original message and includes any attachments from the

original message in the forwarded message.

[Forward as Attachment] converts the original message to a file in "eml" format and includes this file as

an attachment in the forwarded message.

Original e-mail

Subject: Forwarding a message
From: AAA@mail.co.jp

Message body text
Message body text
Message body text

Attachment: sample.txt

Subject: Fw: Forwarding a message
From: Me

>Message body text
ﬁ@ Forward as Quote H >Message body text

>Message body text

Attachment: sample.ixt

4
txt

Subject: Forwarding a message
From: AAA@mail.co.jp

M body text
Message body text
Message body text

Subject: Fw: Forwarding a message
From: Me

4 [} Forward as Attachment “
(No body text)

Attachment: Forwarding a message

Attachment: sample.txt

[Forward as Quote] can be used only to forward a single message. You cannot select multiple messages,
and then use [Forward as Quote].
You can attach and forward multiple messages at the same time using [Forward as Attachment].

The maximum number of messages you can attach is equal to the maximum number of attachments.
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B Quoting Text

If you select [Forward as Quote], the body text of the original message will be quoted in the body text of

the forwarded message you compose.

The symbol used to offset quoted body text can be set to a character other than ">" using the quotation

mark settings on the [Personal Settings] screen.

(See section 8.1.11, "Changing Quotation Marks," on page 171.)

----- Orizinal Mezsage-----
From: Tom <userifexample.co.]

Original mail
information

To: userd <uszerdfexample.co
Cet user? <userlfexample.co.

Subject: High operativenezz "that can intuitively treat Zaku Saku thoughitiz Web E-mail.

Date: Tue, 28§ Oct Z008 13:21:08 +0300

> The Web E-mail with a lot of woices said that the usage i= incomprehensible ete. though safety is

hizh.
3
> Im WitchyMail, the operativeness iz improved surprisd
>
Figure 4.3-1 Quoted Body Text

W Using the Toolbar Buttons to Forward Mail

Quoted text from
original mail message

You can specify whether [Forward as Quote] or [Forward as Attachment] is used when you click the W = WEITEE!

button on the toolbar using the [Forwarding format] option on the [Personal Settings] screen.

(See section 8.1.3, "Forwarding Format," on page 162.)

Figure 4.3-2 Format Settings When Forwarding (Personal Settings Screen)

General Signatures Display Mame Mar ker

-
]
'

Guote body text when replving

Mail Bccour

< Forwarding for mat (% Attac

hment ) Quote >

[] Autamatic receipt for Inbox
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Procedure
B Using the Menu to Forward Mail
1. From the message list, select the message you want to forward. If you are using [Forward
as Attachment], you can select multiple messages using the selection check boxes.
On the [Mail] menu, point to [Forward].
Click either [Forward as Attachment] or [Forward as Quote].

4. The [Edit Message] screen for forwarding is displayed in a new window.

Wiewy Folder  Settings Tools Help
H Compoze
) Reply b [ojp FI
@ Feply to All 3

"Imard 3

1 g} Forward as Guote

iﬁ Farward as Attachment

\
= Unread/Read ¥

Figure 4.3-3 Using the Menu to Forward Mail

B Using the Shortcut Menu to Forward Mail
1.  From the message list, select the message you want to forward. If you are using [Forward
as Attachment], you can select multiple messages using the selection check boxes.
2. Right-click on the message list screen.
On the shortcut menu, point to [Forward], and then click either [Forward as Attachment]
or [Forward as Quote].

4. The [Edit Message] screen for replying is displayed in a new window.

From Subject

i i __

Date

=] user3@exam [2d Delete Selected Messages ent Web E-mail ... 2008710
t compared with “L.. 200851052

ﬁ userd@examplg
)

Compoze Mail to Sender

®| yzer3@exampld b E-mail is Witchy., 20025102
[ Reply 3
@ Feply to All 3
||E Forward >| iB Forward as Attachment

g} Forward as Quote

G Marker -

Figure 4.3-4  Using the Shortcut Menu to Forward Mail
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W Using the Toolbar Buttons to Forward Mail
1. From the message list, select the message you want to forward. If you are using [Forward
as Attachment], you can select multiple messages using the selection check boxes.
2. Click the @ =§&IZEEN button on the toolbar.

The [Edit Message] screen for replying is displayed in a new window. Whether [Forward as
Attachment] or [Forward as Quote] is used depends on the setting for the [Forwarding format]

option in [Personal Settings].

Important

e  You cannot use [Forward as Quote] when the check boxes for multiple messages are selected.

Note
e  For information about composing mail, see section 4.1, "Composing New Mail" (page 61).
e For information about sending mail, see section 4.1.5, "Sending Mail" (page 75).
e  For information about quoting and attaching files when forwarding using the toolbar buttons,
see section 8.1.3, "Forwarding Format" (page 162).
e For information about changing the symbol used to offset quoted body text, see section 8.1.11,

"Changing Quotation Marks" (page 171).
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4.4.  Saving a Draft
4.4.1 Saving a Draft (Manual Process)

Summary
You can save messages you are editing in the [Drafts] folder.

You can select a draft message saved in the [Drafts] folder to continue editing it.

I1f you log out or close the [Edit Message] screen without first saving messages you are editing as a draft
or sending them, any messages that were not saved automatically will be lost.

Details
This function saves messages you are currently editing.

Saved messages are saved in the [Drafts] folder, so you can continue editing them later.

Subject ["Easiness to use® of “Safety” of the Weh mail and the e~ mail software : ta one | 4

[usera@example.co.jp | #]

| ]

From  [user3@exsmple cojn FGG/BGG tn Gortasts sfter ssndi
Save mail complted

Because data dossn’t remair the information s
leakaze. It is WitchyMail ail software that
BYEFYONS Can use becauss o

“It is glad of manager who the information leakagze
without leaving the client the mail data.

*It is glad of manazer who aims al the reduction in an indirect cost because of the uniform management of
an easy intraoduction and the user.

*Easiness that doesn’t choose the environment to use iz glad of user from the business trip abroad,
telecomnuting, and carrving. It does to anyone with the Web mail for the business with the advantaze. b

HAiList

Figure 4.4-1 Saving a Draft

B About the [Drafts] Folder
The [Drafts] folder contains messages you have saved while in the middle of composing them.
You can open the [Edit Message] screen to edit and send messages saved in the [Drafts] folder by clicking

[Edit Draft] on the menu or shortcut menu.

Falder Set

ri Reply

B & user3@example.co.jp

ICg Inbox (1)

ii Sent

I Trash
s Spam
Figure 4.4-2 Drafts Folder
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Procedure
W Saving a Draft
1. On the [Edit Message] screen, click the [Message] menu, and then click [Save as Draft]. You can
click the [ lERiCEE

2. The message you are currently editing will be saved in the [Drafts] folder.

button on the toolbar to perform the same action also.

B Continue Editing a Saved Message
1. From the folder list, select the [Drafts] folder.
2. From the message list, select the message you want to continue editing.
3. Use one of the following methods to display the [Edit Message] screen.
» On the [Mail] menu, click [Edit Draft]
» Right-click the message, and then click [Edit Draft]

» Double-click the message

4. The [Edit Message] screen is displayed in a separate window.

TO Subject

ample.co.jp

@) user3@example.co.jp [ Delete Selected Messages

,J Compoze Mail to Sender

[3 Reply 3
[ Reply to A 3
[} Forward 3
(7 Edit Draft D
v
'\@ Marker 3
=) Unread/Read »
Full Header

' Print Screen
&7 Export Mail

@ Add to Contacts

Figure 4.4-3  Using the Shortcut Menu to Edit a Draft

Important
e  When a draft is saved, the settings for the [Save mail in Sent], [Add TO/CC/BCC to Contacts
after sending], and [Send to external MTA server.] check boxes, as well as the setting for

[Request Receipt Notification] on the [Receipt Notification] menu, are not saved.
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442

Saving a Draft (Automatic Process)

Summary

This section describes the function for automatically saving the message currently being edited at set intervals.

When you are editing multiple messages, you can save all messages automatically at once.

Details

% Edit Message — Microsoft Internet Explorer FEEX

Subject [High operativensss that can intuitively trest Ssku Saku thoushitis Web E-mail, | 4|
‘ | 4
\ | 3|
From ‘Tum <user3@example.co.jp> |v| Save mail in Sent [ Add TO/GC/EGG ta Gontacts after sendi
The Web E-mail with a lot of voices said that the usage is Incomprehensible ete. though safety Is high.

< Save mail completed. 2008 F10 A28 20:45:47 HaList

e

Figure 4.4-4  Saving a Draft (Automatic Process)

Drafts are saved in set intervals from the time that the [Edit Message] screen is opened. If you save a draft

manually before the set amount of time has passed, the elapsed time is reset. Automatically saved messages

are saved in the [Drafts] folder, so you can continue editing them later.

Procedure
B Auto-Save Draft Settings

1.

Select the [General] tab on the [Personal Settings] screen, or click [Settings] on the toolbar and
then click [General].

To automatically save drafts, select the [Auto-save draft] check box. To not automatically save
drafts, clear this check box.

When you choose to automatically save drafts, set the auto-save interval.

futa-zave draft -minute intervals

Figure 4.4-5 Personal Settings - Auto-Save Draft

B Automatically Saving Drafts

1. Edit a message in the [Edit Message] screen.

2. If the auto-save draft setting is enabled, drafts are saved automatically after an amount of time
equal to the auto-save interval set in [Personal Settings] has passed. While drafts are being saved
automatically, you cannot perform actions such as sending a message or adding an attachment.

3. Once drafts have been saved successfully, a message is displayed in the footer area of the
[Edit Message] screen.
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4.5.  Signatures
Summary
This section describes the function for inserting signatures into messages you compose.

You can add a personal signature you have created in advance to the end of messages you send.

You can create multiple signatures, and select the signature you want to insert in each message you send.
You can also set WitchyMail to insert a signature automatically when you compose new messages, or reply to

or forward messages you have received.

Details
B What are Signhatures
Signatures are brief messages containing information such as the sender's name and contact details that are

added to the end of an e-mail.

Robert Smith
President, ABC Manufacturing
Phone: (05) 5555-5555

Signature Example

B About the Default Signature

When multiple signatures have been created, you need to set one of them as the default signature (the signature
that is used most).

When a signature is set as the default, it will be inserted when automatic signature insertion is enabled, or when

the [Insert Signature] button is clicked.

The first signature you create is set as the default automatically.
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Procedure

For information about this process, see section 8.1.14, "Insert Signature" (page 175).

Important

e When you delete the default signature, the signature at the top of the signature list is set as the
new default automatically.

e  The maximum number of creatable signatures is set by the Administrator.

Note

e  For information about signature settings, see section 8.2, "Signature Settings" (page 179).

e  For information about automatically inserting signatures, see section 8.1.14, "Insert Signature"
(page 175).
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4.6. Encryption

Summary

You can use the encryption function to coordinate with an encryption server such as a PGP Universal server.
When the encryption function is enabled, users can encrypt messages before sending them by simply selecting

the [Send to external MTA server.] check box when sending a message.

PGP Universal, etc.

v

z Internet
—

SMTP server

Encryption not

Figure 4.6-1 Coordination With a PGP Encryption Server

To use the encryption function, an encryption server such as a PGP Universal server is necessary. The function
can be enabled and disabled by the Administrator.
If the [Send to external MTA server.] check box is displayed on the [Edit Message] screen, your system can

use the encryption function.
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Details

B Sending Encrypted Mail

When the encryption function is enabled, the [Send to external MTA server.] check box is displayed on the
[Edit Message] screen.

‘J Contacts fttach

Subject ||

(o] |
(oo |

Fram |T0m Zuserd@example.co.jp> |v| Save mail in Sent [] Add TOSC

[] Send to external MTA server.

Figure 4.6-2 Send to external MTA server. Check Box

If you select the [Send to external MTA server.] check box when you send a message, an encrypted message is
sent to the recipient's address via the encryption server.
If the [Send to external MTA server.] check box is cleared when you send a message, the message will be sent

without encryption.

Procedure
B Sending Encrypted Mail
1. Display the [Edit Message] screen.
2. Type in the subject, recipient's e-mail address, and body text.
3. Select the [Send to external MTA server.] check box, and then click [Send].

Note

e  For information about composing mail, see section 4.1, "Composing New Mail" (page 61).
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4.7.  Mistaken Transmission Prevention

Summary

This section describes the function for preventing mail being sent unintentionally by adding a confirmation
dialog box to advise users when they send a message.

This function is set by the Administrator.

Details

B The Mistaken Transmission Prevention Screen

When a user tries to send a message that falls under the Mistaken Transmission Prevention policy that the
Administrator has set, a Mistaken Transmission Prevention screen such as the one below appears. If "Send
Warning" is indicated, check the contents of the message to be sent, and then click the [OK] button to send it.
If "Send Prohibited" is indicated, you will not be able to send the message. You must edit the mail, following

the instructions on the Mistaken Transmission Prevention screen.

The following warning is contained in this mail.
o FELAWRCEHINTOELTRLAAEELLISLTOES,

Zubject: Hieh operativeness that can intuitively treat Saku Saku thouehitis Web E-mail.
To: [G@HEGH
cc: [BEBEGH
BCC:
From: Tom <user3d@example.co.jp>
Attachments:

The Web E-
mail with a lot of woices said that the usage is incomprehenzible ete. though safety is high.

[ send ] [ Reedt

Figure 4.7-1 The Mistaken Transmission Prevention Screen
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B The Mistaken Transmission Prevention Screen

e (1) Prohibited / Warning message

» The content that falls under the Mistaken Transmission Prevention policy is indicated here.

e (2) Message headers

» The headers (Subject, TO, CC, BCC, From, Attachment file names) for the outgoing message
are displayed here.

» Parts indicating "Send Prohibited" are highlighted in red.

» Parts indicating "Send Warning" are highlighted in yellow.

e (3) Body text

» The message body text is displayed.

» To cancel sending the message and return the [Edit Message] screen, click the [Back to
editor] button.

» To send the message, click the [Send] button. If "Send Prohibited" is indicated, you will not be
able to click this button.

B The Mistaken Transmission Prevention Policy

The text displayed on the Mistaken Transmission Prevention screen falls into the following categories.

The details of the Mistaken Transmission Prevention policy are set by the Administrator.

Displayed Policy Type ‘ Action
1 | Red highlights Prohibited The message cannot be sent
2 | Yellow highlights Warning The message can be sent
Procedure

B Sending Mail When Unintentional Send Prevention Has Occurred

1. Send a message from the [Edit Message] screen.
2. Ifit falls under the Mistaken Transmission Prevention policy, a confirmation dialog box is displayed.
3. If "Send Warning" is indicated, click the [Back to editor] button to return to the [Edit Message]
screen and edit the message again, or click the [Send] button to send the message.
4. If "Send Prohibited" is indicated, click the [Back to editor] button to return to the [Edit Message]
screen.
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4.8.  Send Preview

Summary

This section describes the function for checking the content of a message such as the recipient or body text
before sending it.

Using the Send Preview function, you can make sure that the subject, recipient e-mail addresses, and body text of
amessage are all correct before you actually send it. The screen displayed when performing a Send Preview is the
same as the Mistaken Transmission Prevention screen. If the Administrator has set a Mistaken Transmission

Prevention policy, Send Warning and Send Prohibited conditions are displayed also.

You can set whether or not to always perform a Send Preview before sending a message in your

[Personal Settings].

Procedure

W Displaying a Send Preview
1. Edit a message using the [Edit Message] screen.
2. Click the [Send Preview] button.

View  Ihsert Farmat Receipt Motification  Tools

| f Sienatures | ‘é Contacts < fttach

Subject

[ Eaziness to uge” of "Safety™ of the Web mail and the e-mail software : to one. |ﬂ
|user3@example.co.jp |ﬁ
| [

From |user3@example.co.jp |v| Save mail in Sent [ &dd TOSCGABCG to Contacts after sendi

Because data doesn’t remain in the client, it i= strong Web E-mail to the theft and the information
leakage. It is WitchyMail for the high safety to have had the usability like the e-mail software that
everyone can use because of intuition.

It iz glad of manager who is the worry about security to defend from the theft and the information leakaze
without leaving the client the mail data.

It iz glad of manager who aims at the reduction in an indirect cost because of the uniform management of
an easy introduction and the user.

‘Eaziness that doesn™t choose the environment to use is glad of user from the business trip abroad,
telecommut ing, and carrying. It does to anyone with the Web mail for the business with the advantaze.

Ctrl-a - Select All A List

Figure 4.8-1 Send Preview Button

3. The preview screen is displayed.
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Gonfirm the content to be sent. If you are satisfied. click Send. 2
Subject: “Eaziness to use” of "Safety” of the Web mail and the e-mail software : to one.
To: uzerd@example.co.jp
CC:
BCC:
From: userd@example.co.jp
Attachments:
Because data doesn’t remain in the client, it is strong Web E-
mail to the theft and the information leakage. It is WitchyMail for the high safety to have had -
-mail software that ewervone can use because of intuition.
It iz glad of manager who i= the worry about zecurity to defend from the theft and the informatis
] “
< >
Send | | Re-edit

Figure 4.8-2 Send Preview Screen

4.  Click the [Back to editor] button to return to the [Edit Message] screen.
5. Click the [Send] button to send the message.

W Personal Settings
1. Select the [General] tab on the [Personal Settings] screen or click [Settings] on the toolbar,
and then click [General].
2. To always display the preview screen before sending a message, select the [Display Send

Preview before sending e-mail] check box.

-
'
'

Figure 4.8-3 Personal Settings - Send Preview

Note
e  For information about the Mistaken Transmission Prevention screen, see section 4.7, "Mistaken

Transmission Prevention" (page 91).
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4.9.  Specifying Encoding
Summary
You can specify the encoding to use for messages you send.

When composing messages in languages other than Japanese or English, use an encoding that matches that
language or UTF-8. For example, for when composing a message in Simplified Chinese, specify [Chinese
Simplified (GB2312)] for the encoding.

Details

W Specifying the Encoding When Sending Mail

When sending a message, you can specify the encoding for the message body text. On the [Edit Message]
screen, click [Format], and then click [Encoding] to select a suitable encoding. The check box for the

encoding will be selected.

Wigw Th=ert F!_EE:Eipt Matification Taols
{ Send RO Save as ‘m Encoding PH B =55 150-2022- 1P}

=5
Subject HAEESHIFT_JIS

FERIS0-2269-1)

From uzerd@example.co.jp FaiFFhEEE (B2 ail

BB EUC-JF

Unicode(UTF-8}

Figure 4.9-1 Specifying the Encoding When Sending Mail

W Default Values for Encoding

The default value for the [Encoding] menu option on the [Format] menu when the [Edit Message] screen is
launched is set under [Mail Account] in your [Personal Settings]. By changing this setting, you can send the
messages you have composed in the encoding that you specify. For more information, see "Default Encoding

for Sent Mail" in the Changing Default E-mail Address Information section on page 189.

W Supported Encoding Types

The table below lists the encoding supported by each menu option.

Item Encoding

1 | Japanese (ISO-2022-JP) | The message will be sent using Japanese (ISO-2022-JP) encoding.

2 | Japanese (SHIFT JIS) The message will be sent using Japanese (SHIFT JIS) encoding.

3 | Japanese (EUC-JP) The message will be sent using Japanese (EUC-JP) encoding.

4 | Western (ISO-8859-1) The message will be sent using Western (ISO-8859-1) encoding.

5 | Chinese Simplified The message will be sent using Chinese Simplified (GB2312)
(GB2312) encoding.

6 | Unicode (UTF-8) The message will be sent using Unicode (UTF-8) encoding.
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Procedure
B Specifying the Encoding When Sending Mail

1. Open the [Edit Message] screen.

2. On the [Format] menu, point to [Encoding], and then click the encoding you want to specify.
3. Click the ELUEN button.
4

The message will be sent using the specified encoding.

Important
e Ifthe body text contains characters for which the encoding cannot be changed, the recipient may not
be able to display the message correctly. If this happens, the following dialog box is displayed when
sending the message or saving it as a draft. To resolve this problem, select an action to carry out.

» [Send as Unicode]: the message will be sent in Unicode encoding. When using text other than
Japanese characters, this setting is recommended. However, if the recipient's software does not
support Unicode, they may not be able to display the text correctly.

» [Send as is]: the message will be sent using the specified encoding. The recipient may not be
able to change the character codes, or display the text correctly.

» [Cancel]: cancel sending the message, and return to the [Edit Message] screen. Select a suitable

encoding and send the message again.

The message vou edited containeg charachters nat found in the zelect
Encoding I you choose [Send anyway] be amware that thoze not covered by the
current Encoding will be turned to illegible. It iz usually zafe to choosze [Send in
UTF-81 It ie returned on the edit meszage screen, when chosing [Cancell

Figure 4.9-2 Encoding Error Screen When Sending Mail

e Ifyou do not change any settings, messages are sent using the default encoding set on

the [Personal Settings] screen, so normally you do not need to specify the encoding to use.

Note
e  For information about default encoding settings, see section 8.5, "Mail Account Settings"
(page 189).
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5 Organizing Mail and Folders
5.1.  Organizing Folders

In addition to the standard [Inbox], [Sent], [Drafts], and [Trash] folders that are available by default, you can

add and delete your own personal folders.

This section describes how to create and rename your own personal folders, and how to move and delete

those folders.

5.1.1 Adding Folders

Summary

You can create personal folders.

You can nest the personal folders you create within other personal folders. The top-level folder is at the same

level as the [Inbox] and [Sent] folders.
B & ugerd@example.co.jp
57§ Inbox &b
=4 Sent
L4 Draft
I Traszh

| User's Falder
= ] Sub Folderd
| Subszub Faolds

Figure 5.1-1 Personal Folders

Procedure
B Creating Personal Folders
1. In the folder list, select the e-mail address you want to add a folder to.
2. On the [Folder] menu, click [Add Folder]. Alternatively, click [Add Folder] on the folder shortcut
menu.

3. Type a folder name in the dialog box that appears, and click the [OK] button.
[TFalder 1 Sattines  Too

| ) Add Folder |

7 Rename Folder
% Delete Folder
-

Figure 5.1-2 Folder Menu and Folder Name Input Dialog Box

Enter a folder name.

Mewv Folder

QK ] [ Cancel
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W Creating Subfolders
1. In the folder list, select the e-mail address you want to add a folder to.
2. Select the folder that you want to create a subfolder in.
(*You cannot create subfolders in the [Inbox], [Sent], [Drafts], or [Trash] folders.)
3. On the [Folder] menu, click [Add Folder]. Alternatively, click [Add Folder] on the shortcut menu.
4. Type a folder name in the dialog box that appears, and click the [OK] button.

Fll) Add Falder

| Fli-# Rename Falder

5

)
G Use % Delste Folder

Figure 5.1-3 Folder Shortcut Menu

Important
e  You cannot create subfolders in the [Inbox], [Sent], [Drafts], or [Trash] folders.
e  You cannot create more than one subfolder of the same name in a single folder.
e  The maximum number of folders you can create is set by the Administrator.

e  The maximum folder depth is set by the Administrator.

e  For information about renaming folders, see section 5.1.2, "Renaming Folders" (page 99).
e  For information about moving folders, see section 5.1.3, "Moving Folders" (page 100).

e  For information about deleting folders, see section 5.1.4, "Deleting Folders" (page 102).
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5.1.2 Renaming Folders
Summary
You can rename personal folders that you have created.

Procedure
B Renaming Folders
1. In the folder list, select the folder you want to rename.
2. On the [Folder] menu, click [Rename Folder]. Alternatively, click [Rename Folder] on the
shortcut menu.
3.  Type a new folder name in the dialog box that appears, and click the [OK] button.

= ] User's Falder | User's Fale i
=] Sub Folder | Enter afolder name.

o dl ) Add Folder o

MNew Folder

Sub [ # Rename Folder

r

5 Delete Folder 1 0K I I Cancel

Figure 5.1-4 Folder Shortcut Menu and Folder Name Input Dialog Box

Important
e  You cannot rename the [Inbox], [Sent], [Drafts], or [Trash] folders.

e  You cannot rename a folder to the same name as an existing subfolder in the same directory.

Note
e  For information about creating folders, see section 5.1.1, "Adding Folders" (page 97).
e  For information about moving folders, see section 5.1.3, "Moving Folders" (page 100).

e  For information about deleting folders, see section 5.1.4, "Deleting Folders" (page 102).
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5.1.3 Moving Folders
Summary
You can move personal folders that you have created.

You can use the drag-and-drop operation to move folders.

Procedure
B Moving Folders (To a Subfolder)
1. Inthe folder list, select the folder you want to move.
2. Use the left mouse button to drag the folder.
3. The folder becomes a subfolder of the folder you drag it to.

=] User's Folder =] User's Folder =]
= Sub Folderl = Sub Folderl =
Subzub Folder Subszub Folder

Folder & =]
Sub Folder? % )

Figure 5.1-5 Moving to a Subfolder

Uzer's Folder
Sub Folder
Subzub Folder
Sub Folder?
Folder A
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4. To move a folder to the same level as the [Inbox] and [Sent] folders, drag it to an e-mail address.

28

‘g Inbox (17
[ Sent
A Draft
i Trash
i Spam

= ] User's Falder
| Sub Folderd
= ] Sub FolderZ

) Folder i |

| Folderé

Figure 5.1-6 Moving to the Top Level

Important
e  You cannot change the order of the [Inbox], [Sent], [Drafts], or [Trash] folders.
e You cannot move personal folders you have created to the [Inbox], [Sent], or [Drafts] folders
as subfolders.

e  You cannot move a folder to a folder already containing a folder of the same name.

28
‘g Inbox (1)
4 Sent
7 Draft & folder with thiz name already exizts
i Trash
& Spam
= [ User's Folder
1 Sub Folder1
= ) Sub Folder2
Folder

| FolderA

Figure 5.1-7 Moving Folders of the Same Name

e Ifan e-mail address has been added using the external POP option, you cannot move personal

folders from one e-mail address to another.

e When you move a folder to a subfolder, the folder is moved to the bottom of the list of folders

on that level.

Note
e  For information about creating folders, see section 5.1.1, "Adding Folders" (page 97).
e  For information about renaming folders, see section 5.1.2, "Renaming Folders" (page 99).

e  For information about deleting folders, see section 5.1.4, "Deleting Folders" (page 102).
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5.1.4 Deleting Folders
Summary
You can delete personal folders you no longer need.

You can either move folders to the [Trash], or delete them completely.
When you delete a folder containing saved messages, the messages inside that folder are deleted as well.

Details

® Moving to Trash

You can move folders that you no longer need along with any messages they contain to the [Trash] folder.
Folders you delete in this way are treated as subfolders of the [Trash] folder.

You can retrieve folders and messages from the [Trash] folder at any time.

When you delete folders in the [Trash] folder, they are deleted permanently, and you cannot retrieve any

messages inside them.

= i Trash
| FolderB
| FolderG

Figure 5.1-8 Folders Moved to Trash

Also, you can delete folders from the folder list by dragging them to the [Trash] folder.

=R Tras)'%
| Fold ‘

| Foldert

Figure 5.1-9 Dragging to Trash

W Deleting Permanently

You can permanently delete folders that you no longer need along with any messages saved inside them.
This method of deleting is faster than moving folders to the [Trash], but you cannot retrieve messages that
have been deleted permanently.

When you delete folders or messages in the [Trash] folder, they are deleted permanently automatically.
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Procedure
B Moving to Trash
1. In the folder list, select the folder you want to delete.
2. On the [Folder] menu, click [Delete Folder]. Alternatively, click [Delete Folder] on the
shortcut menu.
3. Aconfirmation dialog box is displayed. Select the [Move to Trash] option, and then click
the [OK] button.

#idd Folder

/| PRename Falder

% Delete Folder

Figure 5.1-10 Using the Shortcut Menu to Delete Folders

How do vou want to delete the Folder® folder?

...............

() Delete Permanently

l oK I[ Cancel ]

Figure 5.1-11 Delete Folder Confirmation Dialog Box

B Moving to Trash (Using the Drag-and-Drop Operation)
1. In the folder list, select the folder you want to delete.
2. Drag the folder you want to delete to the [Trash] folder.

W Deleting Permanently
1. In the folder list, select the folder you want to delete.
2. On the [Folder] menu, click [Delete Folder]. Alternatively, click [Delete Folder] on the
shortcut menu.
3. A confirmation dialog box is displayed. Select the [Delete Permanently] option, and then click
the [OK] button.

Note
e  For information about creating folders, see section 5.1.1, "Adding Folders" (page 97).
e  For information about renaming folders, see section 5.1.2, "Renaming Folders" (page 99).

e  For information about moving folders, see section 5.1.3, "Moving Folders" (page 100).

103



WitchyMail User Manual

5.2.  Organizing Mail

You can move or copy messages you have received to a different folder, and delete messages you no longer need.

5.2.1  Moving and Copying Mail
Summary
You can move or copy messages to a different folder.

Procedure
B Moving Mail
1. From the message list, select the message you want to move. You can select multiple messages
using the check boxes on the left side of the message list.

2. Drag the message from the message list to a folder in the folder list.

= = user3@example.co.jp [+] 2 meszaegeis) ze
g Inbox 1} From
= Sent ] = Tuser?” <
% Draft ] (-] userd@e>
= I Trash
| FolderB
| Folder
ES Spam
=

—l L\\} Move
| Sub Fu:u{v E
E | Sub Folder2

Figure 5.2-1 Moving Mail
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m Copying Mail
1. From the message list, select the message you want to copy. You can select multiple messages
using the check boxes on the left side of the message list.

2. Hold down CTRL and drag the message from the message list to a folder in the folder list.

= & uzer3@example.co.jp ? message(z) e
g Inbox (1} Fram
I Sent
I Draft
= i Trash
| FolderB
| Folder
ES Spam
= [ Uszer's Folder

=

I Copy

[ Subsub[®
= ] Sub Folderd

L~

Figure 5.2-2 Copying Mail
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Important
e  When using the POP Server Synchronization mode, you can move or copy messages from the

[Inbox] to other folders, but you cannot move or copy messages from other folders to the [Inbox].

B & userd@example.cojp ? message (s) sele
g Inbox (1) Fram
- 5 % Move e
=4 Sent
b
L4 Draft

= I Trash
| FolderB
| Folderc
S Spam
= | User's Folder

= [ Sub Folderl

Figure 5.2-3 Moving Mail to Inbox Prohibited

e  Ifthe [Copy mail moved from the Inbox] check box is selected in your [Personal Settings],

a copy is always made when you move messages from the [Inbox].

= & userd@example.ca.jp ? meszage {z) selected

ILg Inbax From
= Sent
IL# Draft Dexample.co. g
= i Trash
| FolderB
|| Folderc
5 Spam
=@ ¥ “Uorced)

= ] Sub Fc.

| Subsub Folder

Figure 5.2-4 Forced Copy of Mail Moved from Inbox

Note
e  For information about deleting mail, see section 5.2.2, "Deleting Mail" (page 107).

e  For information about moving mail from the Inbox, see section 8.1.5, "Copy Mail Moved From
the Inbox" (page 164).
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5.2.2 Deleting Mail
Summary
You can delete messages you no longer need.

You can either move messages to the [Trash], or delete them completely.

You can choose from [Delete Selected Messages], [Delete All Mail in Folder], or [Delete Read Mail in Folder].

Details

B Moving to Trash

You can move messages you no longer need to the [Trash] folder.
You can retrieve messages from the [Trash] folder at any time.

When you delete messages in the [Trash] folder, they are deleted permanently, and you cannot retrieve them.

You can also delete messages in the message list by dragging them to the [Trash] folder.

= G % Move
Fal

S L
FrlEFTs

Figure 5.2-5 Dragging Mail to Trash

W Deleting Permanently

You can delete messages permanently you no longer need.

This method of deleting is faster than moving messages to the [Trash], but you cannot retrieve messages that
have been deleted permanently.

When you delete folders or messages in the [Trash] folder, they are deleted permanently automatically.

W Delete Selected Messages

This function deletes the messages selected in the message list.

B Delete All Mail in Folder

This function deletes all messages saved in the selected folder.

B Delete Read Mail in Folder
This function deletes all messages saved in the selected folder that have been read.
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Procedure
B Delete Selected Messages
1. In the message list, select the message you want to delete. You can select multiple messages
using the check boxes on the left side of the message list.
2. Perform one of the following actions.
» On the [Mail] menu, point to [Delete], and then click [Delete Selected Messages].
» Right-click the message, and then click [Delete Selected Messages].
» Click the SN button on the toolbar.

3. A confirmation dialog box is displayed. Select [Move to Trash] or [Delete Permanently],
and then click the [OK] button.

Wiew  Folder  Settines
B Compose 3
[7] PReply F|op 2 messaeels) selec
Reply to All »
[ Forward 3
i
=) Unread/Read 3
@ Mail Reassembly
[} Recieve
|@ Delate Q”Eﬂete Selected MessagesJ_
;‘% Log out [ad Delete All Mail in Folder
T |G Delete Read Mail in Folder
I Folder#

Figure 5.2-6  Using the Menu to Delete Selected Mail

Select deletion method for all messages in Inbox @ in totall

-------------- "
'
'

() Delete Permanently (High
Sreadl

’ Ok ][ Cancel ]

Figure 5.2-7 Delete Mail Confirmation Dialog Box
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B Moving Selected Mail to Trash (Using the Drag-and-Drop Operation)

In the message list, select the message you want to delete. You can select multiple messages using the check
boxes on the left side of the message list.

Drag the message selected in the message list to the [Trash] folder in the folder list.

= = uszerd@example.co.jp ? message {s)
I Thbox From
= Sent
LA Draft

Cl i} [% Move
&y

L FU [N 1= gy

Figure 5.2-8 Dragging Mail to Trash

B Delete All Mail in Folder

In the folder list, select the folder you want to delete.

On the [Mail] menu, point to [Delete], and then click [Delete All Mail in Folder]. Alternatively, click [Delete
All Mail in Folder] on the shortcut menu.

A confirmation dialog box is displayed. Select [Move to Trash] or [Delete Permanently (High Speed)], and

E .
=) Sub Fold fidd Falder
] Subsu

= I Sub Fold

| Folder

Rename Folder

b

3% Delete Folder

| FolderA =8 Export Mail

<1§ Delete All Mail in Folder )
"

[%d Delete Read Mail in Falder

then click the [OK] button.

Figure 5.2-9  Using the Shortcut Menu to Delete All Mail in a Folder
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B Delete Read Mail in Folder

In the folder list, select a folder.

On the [Mail] menu, point to [Delete], and then click [Delete Read Mail in Folder]. Alternatively, click
[Delete Read Mail in Folder] on the shortcut menu.

A confirmation dialog box is displayed. Select [Move to Trash] or [Delete Permanently (High Speed)], and
then click the [OK] button.

Note
e  For information about moving and copying mail, see section 5.2.1, "Moving and Copying Mail"
(page 104).
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5.3.  Changing Between Read and Unread
Summary
This function changes unread messages to a read state, or read messages to an unread state.

You can change between unread and read states using either the shortcut menu or the main menu.

Details
B Read Mail and Unread Mail
In this manual, received mail is called unread mail when the body text has not been displayed before,

and read mail once it has.

[] Tom <user3@example... Welcome to WitchyMail 2
ﬂ Tom <userd@example.co.j.. Re: High operativeness that can intuitively treat Sa.. 200

Figure 5.3-1 Unread Mail and Read Mail

You can change unread mail to read mail, and restore read mail to an unread state.

Procedure
B Using the Menu to Change to Unread/Read
1. In the message list, select the message you want to change to read or unread. You can select
multiple messages using the check boxes on the left side of the message list.
2. On the [Mail] menu, point to [Unread/Read].
If you want to change the selected messages to read, click [Mark as Read]. If you want to change

the selected messages to unread, click [Mark as Unread].

Folder Settings Tools Help

.II_II. | [={0]

3 Compose (-
[} Reply 3
| Reply to &l 3
[} Forward 3

i

W

Unread/Fead ,',__ Mark az Unread

\E
~~~—'27"=—

Figure 5.3-2 Using the Menu to Change to Unread/Read

111



WitchyMail User Manual

W Using the Shortcut Menu to Change to Unread/Read
1. In the message list, select the message you want to change to read or unread. You can select
multiple messages using the check boxes on the left side of the message list.
2. Right-click the message list, and then point to [Unread/Read].
If you want to change the selected messages to read, click [Mark as Read]. If you want to change

the selected messages to unread, click [Mark as Unread].

[“] 1 messagels) selected
From Subject Date

Delete Selected Messages eb E-mail iz Wit 2008510/

O =) user3@example.co |5

i] Compoze Mail to Sender

[2) Reply 3

sl Reply to All 3

[#) Forward 3

f&) Mark.er »

|ﬁ Unread/Fead /‘ ‘__ Mark. as Unread
Full Header
Puivd Tevacm

=
Figure 5.3-3  Using the Shortcut Menu to Change to Unread/Read

Note
e  For information about the message list, see section 3.2.2, "Message List" (page 14).

e  For information about displaying read mail, see section 3.2.6, "Display of Unread Mail" (page 33).
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5.4. Markers

This function makes it easier to m

anage mail by highlighting mail you have received.
I it 20080 G:42 308B

307E

Figure 5.4-1 Markers
You can change the color and display format of markers in your [Personal Settings].

5.4.1 Adding Markers to Mail
Summary
You can make it easier to organize messages in the message list by highlighting them.

You can use this function in combination with the mail search and sort functions for even better results.
You can add markers to selected messages using the shortcut menu and the toolbar buttons.

Details

B Adding Markers to Mail

You can add markers to messages displayed in the message list.

You can change the color and descriptions of markers in your [Personal Settings] (see section 5.4.2,
"Marker Settings").

You can use up to five kinds of markers.
By adding markers to messages, you can make important messages stand out visually, specify certain markers

in searches, and display marked messages at the top of the message list using the sort function.
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Procedure
B Using the Shortcut Menu to Add Markers
1. In the message list, select the message you want to add a marker to. You can select multiple
messages using the check boxes on the left side of the message list.

2. Right-click the top of the message list, and then point to [Marker].

3.  Select a marker color to use.
[¢“] 1 messagels) selected
From Subject Date

47 " Faziness to uze” of “Safety” of..

F = uzer3@example.co. Delete Selected Messages eb E-mail iz Wit... 20081052

[
[l Compoze Mail to Sender
e

[ Feply 3
[l Reply ta All »
@ Farward 3

N

W Marker P// Mo marker
=) Unread/Read v [l Important

Full Header . Feply Required
=4 Print Screen B Action Required
2 Export Mail . fizsigned
(4l Add to Gontacts Q Other

\/

Figure 5.4-2  Using the Shortcut Menu to Add Markers
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B Using the Toolbar Buttons to Add Markers
1. Inthe message list, select the message you want to add a marker to. You can select multiple

messages using the check boxes on the left side of the message list.

2. Click the button on the toolbar.

3.  Select a marker color to use.

LI O

Mo marker
Subject Date
a:  "Eaziness Important 2008104
Re: Thin c Reply Required 2008104,

Action Required

fzzigned

Cither

T HEEN

Figure 5.4-3 Toolbar Marker Button
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B Removing Markers
1. Inthe message list, select the message you want to remove a marker from. You can select

multiple messages using the check boxes on the left side of the message list.

2. Right-click the message, and then click [Marker]. Alternatively, click the - button
on the toolbar.

3. Select [No marker] to remove the marker.

.

B Important

B Feply Required

B Action Required

B A=siened

Cther

Figure 5.4-4 Removing Markers

Note
e  For information about marker settings, see section 5.4.2, "Marker Settings" (page 117).
e For information about personal settings, see section 8.4, "Marker Settings" (page 186).
e  For information about searching mail, see section 3.2.5, "Searching Mail" (page 25).

e  For information about sorting mail, see section 3.2.4, "Sorting Mail" (page 21).
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5.4.2 Marker Settings

Summary

You can specify marker settings.

You can specify the marker description, marker color and marker display method using the marker settings.

Details

Mo marker

. Important

Fepl quired
Marker Color . Action RO

. fzzigned

4' Marker Description

|:| Cther

Figure 5.4-5 Marker Settings (Marker Color and Marker Description)

B Marker Description
You can change the description of markers you add to messages.
The default descriptions are [Important], [Reply Required], [Action Required], [Assigned], and [Other].

You can set descriptions up to 30 characters long.

B Marker Color
You can change the color of markers you add to messages.
The default colors are red, blue, purple, green, and orange.

You can select marker colors from the 40 colors shown in Figure 5.4-6 Marker Palette.

ENEEEEEN
EEEEEEEN
EENEEEEN
EEENEEE
EONO0SE]

Figure 5.4-6 Marker Palette
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W Displaying Markers

You can to select either [Change font color] or [Change background color] for displaying markers.

TO Subject Date Size
) userd <userd@example.cojp Important 200810527 16:42 08B
3 uzerd <userd@example.co.jp> Reoky Required 2008410427 16:42 33k
) uszerd <{user@example.co.jpr fizziened 2008710427 16:42 a07e
3 uzerd <userd@example.co jpk fiction Required 20081027 16:42 314EB
@

T Size

Subject Date

Important

fzziened

fiction Required

Figure 5.4-7 Change Font Color (Above) and Change Background Color (Below)

Procedure

For information about this process, see section 8.4, "Marker Settings" (page 186).
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6 Contacts
6.1. Contacts

There are two kinds of Contacts. Contacts (Add) is used for adding and editing e-mail addresses, and Contacts

(Select) is used for specifying recipients (TO, CC, BCC) when composing mail.

a Gontacts — Microsoft Internet Explorer [TI[EI[‘S_Q
Personal Contacts Shared Contacts Import/Export
o L]
[F] Al 3 item iz
MHame E-mail Address Group
F EJ fin An@example.com
F I_:J Jan Jon@example co.jp Friend
F l_:.] uszerd uzerd@example.co.jp
Easy Add
Add as Mew
a- Easy Add | n - Add az New | e - Edit |d - Delete | ] - Address below | T - Address above il List

Figure 6.1 Contacts

The items you can add to your Contacts are [Name], [E-mail address], and [Group].

B Name
This name is the name associated with an e-mail address.
The [Name] item is used as the display name for an e-mail address.

You must type in a name when adding contacts.

B E-mail Address
This e-mail address is the e-mail address of the contact you are adding.

You must type an e-mail address when adding contacts.

119



WitchyMail User Manual

® Group
This group is the group an e-mail address belongs to. You can specify a group name of your choice.
You can organize your Contacts using this item.

The [Group] item is optional when adding to Contacts.

B Additional Items
The Administrator can set additional items. Normally, items such as [Company name] and [Address] are set.
You can organize your Contacts using these items.

Additional items are optional when adding contacts.
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6.2.  Contacts (Add)

You can use Contacts (Add) to add, edit and delete e-mail addresses to your Contacts.

Also, you can add the sender of the message selected in the main window to your Contacts ([Easy Add] function).

6.2.1 Viewing Contacts

Summary

Contacts (Add) displays a list of the e-mail addresses you have added.

You can display a list sorted by [Name], [E-mail address], or [Group], or display only e-mail addresses from
a group that you specify.

You can compose a message to the e-mail address selected in Contacts (Add) also.

Details
W Displaying Contacts (Add)
You can display the Contacts screen in a new window.

The Contacts screen displays a list of e-mail addresses that you have added.

W Sorting the Address List
E-mail addresses are displayed in the address list in the order that they were added to Contacts.
You can click the items displayed at the top of the list to sort contacts by whether or not their check box is

selected, or by name, e-mail address, or group.

W Displaying a Specified Group

You can choose to display only e-mail addresses from a specified group using the Select Group drop-down
list box at the top of Contacts.

When you select [All] from the drop-down list box, the list displays all e-mail addresses, including those not

belonging to a group.

B Composing Mail
If'you click the [Compose Mail] button when an e-mail address is selected in the address list, the [Edit Message]
screen is displayed with the selected e-mail address specified as the recipient.

You can use the selection check boxes to select multiple e-mail addresses at the same time.
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Procedure
® Displaying Contacts (Add)
Perform one of the following actions to display Contacts (Add).

» On the [Tools] menu in the main window, click [Contacts].

L A
» Click the button on the main window toolbar.
» On the [Tools] menu for the [Edit Message] screen, click [Contacts].

Settingz

Qf, Caontacts
ap @ Add Sender(s) to Contacts
. Qg Import Contacts
e.co
[} Mail Filtering b leco
e.co
iy Import Mail - o
| Expart Mail
). |

Empty Trazh -

Figure 6.2-1 Using the Menu to Display Contacts
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W Sorting the Address List
1. In the e-mail address list displayed in Contacts (Add), click one of the items displayed to sort by

that item. You can sort by [Name], [E-mail Address], [Group], or any additional items that have

been added.
2. Click the same item again (for example, click the [Name] item again after sorting by [Name]) to

switch between ascending order and descending order.

3 Contacts — Microsoft Internet Explorer

Perszonal Contacts Shared Contacts Import/Export

o g
O A113 itemigd

Mame E-mail Address Group
O l_-.] An Bn@example.com Friend |
O l_--] Jon Jon@example.co.jp Friend
O l_-.] uzerd uzerS@example.co.jp

Eazy Add
fidd az Mew

i List

Figure 6.2-2 Sort By Clicking Items Displayed

W Displaying a Specified Group
1. Select the name of the group you want to display in the Select Group drop-down list box at the
top of the Contacts (Add).
2. When you want to display all e-mail addresses, select [All] in the Select Group drop-down list box.

FPerzonal Contacts Shared Contacts Import/Export

[Friend =
il Al 2 itemish

Mame E-mail Address Group
O Ld an An@example.com Friend
O I_:-] Jon Jdon@example.co.jp Friend

Figure 6.2-3 Displaying a Specified Group Only
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B Composing Mail (Composing Mail to an Address Specified in Contacts)
1. Select an e-mail address from the address list in Contacts (Add). You can select multiple addresses
using the selection boxes.
2. Click the [Compose Mail] button.
The [Edit Message] screen is displayed with the selected e-mail address specified as the recipient.

Fersonal Contacts Shared Contacts

Compoge Mail Al

[

Mame

Ml an

Figure 6.2-4 Compose Mail Button in Contacts

Note

e  For information about adding e-mail addresses, see section 6.2.2, "Adding E-mail Addresses"
(page 125).

e  For information about Easy Registration, see section 6.2.3, "Easy Registration" (page 127).

e  For information about editing e-mail addresses, see section 6.2.4, "Editing E-mail Addresses"
(page 129).

e  For information about deleting e-mail addresses, see section 6.2.5, "Deleting E-mail Addresses"
(page 130).
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6.2.2

Adding E-mail Addresses

Summary
You can add new e-mail addresses to your Contacts using Contacts (Add).

Details

You can type a name, e-mail address, and group to add addresses to your Contacts.

When adding a contact, a [Name] and [E-mail address] are required.

a Gontacts — Microsoft Internet Explorer |Z”E|[g|
Personal Gontacts SH Enter a-mail address detailz. & indicates required items.}
N P |
F Al 3 itemiz)
E-mail address* | | Group
E Group Frignd
O d | |v| Frignd
0 L4 Gompany name | |
Department | |
Title | |
Address | |
Tel | |
Tel2 | |
Add as M 8] |
Gtrl-a - Select Al [odsetow } [ Cancer ] st

Figure 6.2-5 Adding a New E-mail Address to Contacts

Procedure
1. Display the Contacts (Add) address list.
2. Click the [Add as New] button to display the Add dialog box.
3. Inthe [Name] box, type a name (display name) for the e-mail address. (Required)
4. In the [E-mail address] box, type the e-mail address. (Required)
5. In the [Group] box, type a group name. You can select an existing group from the drop-down list
box also. If you do not type in a group name, the e-mail address is not assigned to a group.
6. Enter any additional items. If you do not enter additional items, no data is set for them.

When you have finished, click the [Add as New] button.
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Enter e-mail address details. ™ indicates required items)

Mame*

E-mail addreszs*

Group

Company name

Title

Address

Tel

|
|
|
|
Department |
|
|
|
Tel2 |

Memo

[ Add az Mew ] [ Cancel ]

Figure 6.2-6  Selecting an Existing Group

Important

Note

If you display the Add as New dialog box with anything but [All] selected in the Select Group
drop-down list box, the initial value of the [Group] item is the same as the group selected in the
drop-down list box.

You cannot add invalid e-mail addresses that violate the RFC.

(Examples: addresses with no @ (at symbol), addresses with more than one @ (at symbol), addresses

containing unsupported characters, etc.)

For information about viewing Contacts, see section 6.2.1, "Viewing Contacts" (page 121).

For information about Easy Registration, see section 6.2.3, "Easy Registration" (page 127).

For information about editing e-mail addresses, see section 6.2.4, "Editing E-mail Addresses"
(page 129).

For information about deleting e-mail addresses, see section 6.2.5, "Deleting E-mail Addresses"
(page 130).
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6.2.3 Easy Registration

Summary

You can add the e-mail address of the sender of a message selected in the message list to your Contacts easily.
You can right-click e-mail addresses displayed in the header of the body text display field to add them to your
Contacts using the shortcut menu also.

Details
B Adding Sender to Contacts
This function adds the sender of a message selected in the message list to your Contacts.

You can select multiple messages to add multiple e-mail addresses to your Contacts at the same time also.

B Adding Contacts Using the Body Text Header
This function adds e-mail addresses to your Contacts from the [From], [TO], and [CC] items displayed in the
body text display field headers.

Procedure
B Adding Sender to Contacts
1. From the message list, select a message from the sender you want to add to your Contacts. You can
use the selection check boxes to select multiple messages.
2. Use one of the following methods to add the e-mail address to your Contacts.
» On the [Tools] menu in the main window, click [Add Sender(s) to Contacts].
» Right-click the message list in the main window, and click [Add to Contacts].
» Click the [Easy Add] button in Contacts (Add).

T

1.jp ‘Qg fidd Senderis? to Contacts
H Import o
Q‘g & co.pr
[} Mail Filtering y lB.cojp>
e.co.jpr
vy H
& Impart Mail e cojp>
& Export Mail
I W Empty Trazh -

Figure 6.2-7 Using the Menu to Add an E-mail Address to Contacts

127



WitchyMail User Manual

B Adding Contacts Using the Body Text Header
1. Inthe message list, select the message containing the e-mail address you want to add.
2. Inthe body text display field headers, right-click the e-mail address you want to add.
3. Click [Add to Contacts] on the shortcut menu.

= Subject: Hello !

From: uzer3@example.co.jp
Date Sent: Maon, 27 Oct 2008 14:21:13 +0900
TO: Nl Rt =i

{ﬁg' fidd to Gontacts

Compoze Mail

l:f Ciopy to Clipboard

Figure 6.2-8 Right-Clicking an E-mail Address in the Body Text Header

Important
e If a display name appeared in the message or header when adding an e-mail address using [Easy
Add], the name is applied. If a display name is not shown, the name is set as the e-mail address.
e  The group and additional items are not set for e-mail addresses added using [Easy Add].
e  You cannot add invalid e-mail addresses that violate the RFC.
(Examples: addresses with no @ (at symbol), addresses with more than one @ (at symbol),

addresses containing unsupported characters, etc.)

Note
e  For information about viewing Contacts, see section 6.2.1, "Viewing Contacts" (page 121).

e  For information about adding e-mail addresses, see section 6.2.2, "Adding E-mail Addresses"

(page 125).

e For information about editing e-mail addresses, see section 6.2.4, "Editing E-mail Addresses"
(page 129).

e  For information about deleting e-mail addresses, see section 6.2.5, "Deleting E-mail Addresses"
(page 130).
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6.2.4

Editing E-mail Addresses

Summary
You can edit the [Name], [E-mail address], and [Group] items for e-mail addresses you have added to

your Contacts.

You can edit e-mail addresses already in your Contacts, and change name and group settings for e-mail

addresses added using Easy Registration.

A Gontacts - Microsoft Internet Explorer (=1

Fersonal Gontacts - Shared Contacts - Import/Export
Gompase Mail | ! &
m} All3 itemish
. ; Group
= - it
0 o Enter e-mail addrecs detaile. O indicates required items, Friend
L5 Hame* Frignd
=
E-mail addresst [ An@example.com
Group Friend v
Gompany name
Department
Title
Address
Tell
Tel
Mema
Easy Add
—-—
Gtrl-a - Select Al i List

Figure 6.2-9 Editing E-mail Addresses in Contacts

Procedure
1. Display Contacts (Add).
2. From the address list, select the e-mail address you want to edit.
3. Click the [Edit] button to display the Edit Address dialog box.
4. Edit the contents.
5. When you have finished, click the [Update] button.

Important

You cannot change to an invalid e-mail address that violates the RFC.
(Examples: addresses with no @ (at symbol), addresses with more than one @ (at symbol),

addresses containing unsupported characters, etc.)

For information about viewing Contacts, see section 6.2.1, "Viewing Contacts" (page 121).

For information about Easy Registration, see section 6.2.3, "Easy Registration" (page 127).

For information about adding e-mail addresses, see section 6.2.2, "Adding E-mail Addresses"
(page 125).

For information about deleting e-mail addresses, see section 6.2.5, "Deleting E-mail Addresses"
(page 130).
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6.2.5 Deleting E-mail Addresses

Summary

You can delete e-mail addresses you no longer need from the address list.

<3} Gontacts — Microsoft Internet Explorer,

Personal Gontacts

Shared Contacts Import/Export

[ B

IF] Al 3 itemis)

Mame E-mail Address Group

iend

Addresales) will be deleted from Gantacts. fire you sure you iend

want to procesd?
Easy Add OKI [ —
Add as New

MList |

Figure 6.2-10 Deleting E-mail Addresses from Contacts

Procedure

1. Display Contacts (Add).

2. From the address list, select the e-mail address you want to delete. You can select multiple

addresses using the selection boxes.
3. Click the [Delete] button.
4. A confirmation dialog box is displayed. Confirm the contents, and click the [OK] button.

e  For information about viewing Contacts, see section 6.2.1, "Viewing Contacts" (page 121).

e For information about Easy Registration, see section 6.2.3, "Easy Registration" (page 127).

e  For information about adding e-mail addresses, see section 6.2.2, "Adding E-mail Addresses"

(page 125).
e For information about editing e-mail addresses, see section 6.2.4, "Editing E-mail Addresses"
(page 129).
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6.3.  Shared Contacts

Summary

This function is used for the [Shared Contacts] set by the Administrator.

You can search for e-mail addresses in Shared Contacts, compose messages, and add e-mail addresses

to your Personal Contacts.

Details
B Shared Contacts
Shared Contacts are contacts that all users share between them. They are set by the Administrator.

You cannot use Shared Contacts if the Administrator has not set this function.

Using Shared Contacts, you can search for e-mail addresses by [Name], [E-mail address], and [Group],

and then compose messages using e-mail addresses you find, or import them to your Personal Contacts.

Procedure
W Searching for E-mail Addresses in Shared Contacts

1. Display Contacts (Add).
Click the [Shared Contacts] tab on your Contacts (Add).
Select a search target using the drop-down list box.
Type search keywords into the text box.
Click the [Search] button.

E-mail addresses that match the search conditions are displayed.

AN

Fergonal Contacts Shared Contacts Import/Export

Search all
C Search by Mame _
Search by E-mail Addreszs E-mail fu
Search by Group

Figure 6.3-1 Searching Shared Contacts
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B Importing to Personal Contacts
1. Display Shared Contacts.
2.  Enter search conditions and perform a search.
3. From the list of e-mail addresses displayed, select the e-mail address you want to import to your
Personal Contacts. You can select multiple addresses using the selection boxes.
4.  Click the [Add] button on the lower left of Shared Contacts to import an e-mail address to your

Personal Contacts.

* To Personal
Co

(L Aidd

\/

Figure 6.3-2 Adding From Shared Contacts to Personal Contacts

B Composing Mail
1. Display Shared Contacts.
2. Enter search conditions and perform a search.
3. From the list of e-mail addresses displayed, select the e-mail address you want to send a message to.
You can select multiple addresses using the selection boxes.
4.  Click the [Compose Mail] button on the upper left of Shared Contacts.

The [Edit Message] screen is displayed with the selected e-mail address specified as the recipient.

Important
e  You can specify the maximum e-mail addresses to display at once in Shared Contacts as a number
between 1 and 100 in [Maximum results in Shared Contacts] on the [Personal Settings] screen
(the default is 50).
e  When the number of matches exceeds the maximum displayable e-mail addresses, not all
e-mail addresses are displayed. For example, if the maximum displayable number is 50,
and 60 e-mail addresses match the search conditions, only the first 50 are displayed.

Items 51 to 60 are not displayed.
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6.4. Importing Personal Contacts
Summary
This function imports e-mail address information in CSV file format into your Personal Contacts.

You can import a backup of your Contacts, or Contacts from another mail client.

Gontacts — Microsoft Internet Explorer

Personal Contacts J/Shared Contacts J/Importhxport ]

Export

[ Ewort oL v
NG

/

oy ~

%elect a G5V file to upload
FHE

2. 5elect the corresponding item for each column in the\GSW file.

Mame 1 Galumnis?

1

E-mail address 2 Golumniz v

Group

Company hame 4 Golumn iz}

i o
=N R=R =R
= E =
= = =
ENE] El
z|| T &
| ][ ] e [

Department 5 Golumniz}
Title
Address

Ienore item names in the top

N\ 4

~. = CIEN

_—

Figure 6.4-1 Importing Personal Contacts
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Procedure
B Importing Personal Contacts
1. Display Contacts (Add).
2. Click the [Import/Export] tab at the top of Contacts (Add).
3. Click the [Browse] button, and then specify the CSV file to upload using the browser's file
selection dialog box.
4. If the top row of the CSV file contains item names, select the [Ignore item names in the top row]
check box.
5. Click the [Import] button.
Import
1. Select a G5V file to upload
2. Select the corresponding item for sach column in the GSV file.
Mame 1 Golumnis)  |w
E-mail address |2 Golumn(s? |+
Group 2 Columnis)  |w
Gompany name |4 Golumn(s) [ v
Department 5 Golumnis)  |w
Title g Golumnisl [
fddress 7 Golumnis)  |w
Tel 8 Golumnisl [
Tel2 3 Golumniz)  |w
Mema 10 Golumnis)  [w
Enore item names in the top
.
Figure 6.4-2 Import Settings
Note
e For information about exporting Contacts, see section 6.5, "Exporting Personal Contacts"
(page 135).
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6.5.  Exporting Personal Contacts
Summary
You can export Personal Contacts information to a CSV file and save it on a client PC.

You can make a backup of your Contacts, or import them into another mail client.

Figure 6.5-1 Exporting Personal Contacts

3 Contacts — Microsoft Internet Explorer

Personal Contacts Shared Contacts Import/Export

Expor

I< ( Expart | [sHIFT s |v|>
M

Import

1. Select a G5V file to upload.

2. S5elect the corresponding item for each column in the G5V file.

Mame

i
=8
£
]
5
&
&

E-mail address

| [Ta
ii
=R R=A
= E
= =
ERE]
z||
!!

Group

Company name

=
i
=N
=
=
El
&
&

Department
Address

Ienore item names in the top

o[ ]

ALt |
Procedure
1. Display Contacts (Add).
2. Click the [Import/Export] tab at the top of Contacts (Add).
3. Click the [Export] button.
Note
e  For information about importing Contacts, see section 6.4, "Importing Personal Contacts"

(page 133).
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6.6.  Contacts (Select)

Summary

Contacts (Select) is used when composing mail.

You can search for e-mail addresses in your Personal Contacts and Shared Contacts, and specify them as
a recipient (TO, CC, BCC).

|Persona| Contacts |v| |Search all |v| | |

[] Display only correspanding e-mail addresses Fezet Search Conditions ]

Choose one or more e-mail addresses. Use the drag-and-drop operation or double-click to select.

1 item{s) selected All G itemiz)
Mame E-mail Address Group
Darathy Darothy@example.com Buzineszz
Franciz Franciz@example.com human affairs
filbert flbert@example.com human affairs
mple.com Friend
Jon Jon@example.co.jp Friend
F r_.,:J uszerd uzerd@example.co.jp
[ Add to TO ] [ Add to GG ] [ Add to GG ]
L5l An
Ok ] [ Gancel

Figure 6.6-1 Contacts (Select)
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Details
B About Contacts (Select)
Contacts (Select) can only be used on the [Edit Message] screen.

Using Contacts (Select), you can search for e-mail addresses and specify them as a recipient (TO, CC, BCC).

B Searching for E-mail Addresses
The address list in Contacts (Select) displays e-mail addresses that you have added.
By changing the search conditions at the top of Contacts (Select), you can filter the list to show only e-mail

addresses matching those conditions.

Category Item Description

Contacts Personal Contacts Search Personal Contacts
Shared Contacts Search Shared Contacts

Search target Search All Search by name, e-mail address, and group
Search by Name Search names
Search by E-mail Address Search e-mail addresses
Search by Group Search group names

Search keywords (optional) You can specify keywords of your choice

[Personal Gontacts |+ [search an [~ | |

All

[] Display only carrespondine 1 = Reszet Search Gonditions ]

5 ame
Search by E-mail Address
Search by Group

Choose one or more e-mail add operation or double-click to select.

[#] 1 itemis) selected Search by Gompany name Al 6 itemis)
Mame Search by Department Group
Q o Search by Title .
O arothy Search by Address .cam Busziness
O L&l Francis Search by Tell com human affairs
M LE Albert Search by Tel2 am human affairs

Figure 6.6-2 Search Conditions

When you select [Search by Group], the text box for search keywords changes to a drop-down combo box,

and you can either select a group that has already been added or enter a keyword of your choice.

T
|Persona\ Contacts ‘v| |Search by Group ‘v| / \ |v

human affairs

fFriend
[] Display anly correspanding e-mail addresses ( ren

Ghoogze one or more e-mail addresses. Use the drag-and-dro

O \
Name E-mail Address \

1 Q Dorathy Dorothy@example.com \S:::;SS/

O Q Francis Francis@example.com attairs

O I Albert Albert@example.com human affaire

mE an Anfliavamnle com Friand

Figure 6.6-3 Group Selection Drop-Down Combo Box
(You Can Also Input Keywords)
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W [Display only corresponding e-mail addresses] Check Box

When the [Display only corresponding e-mail addresses] check box is selected, only e-mail addresses
matching the search conditions are displayed in the address list.

When this check box is cleared, all e-mail addresses are displayed in the list, and e-mail addresses matching

the search conditions are selected automatically.

Example: Using the following search conditions.

Personal Gontacts % | |Search by Group + | |human affairs

Figure 6.6-4 Search Conditions

When the [Display only corresponding e-mail addresses] check box is cleared.

[1 Display only corresponding e-mail addresses |

[“] 2 item(s) selected allmem
T | m——ETE E-mail Address Group

I__:l.- Francis Francis@example.com human affairs

I__:'.. Albert Albert@example.com human affairs

O L& Jon Jon@example.co.jp Friend

O Lel an Ani@example.com Friend

[1Ls Dorothy Dorothy@example.com Buziness

[ Ls users userd@example.co.jp

Figure 6.6-5 When [Display only corresponding e-mail addresses] is Cleared

When the [Display only corresponding e-mail addresses] check box is selected.

Dizplay only corresponding e-mail addresses

| AT e
i E-mail Address Group

O L& Francis Francis@example.com human affairs

O L& Albert Albert@example.com human affairs

Figure 6.6-6 When [Display only corresponding e-mail addresses] is Selected
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W Specifying Recipients
You can specify recipients by selecting an e-mail address in the address list and clicking the [TO], [CC]
or [BCC] button, or by dragging an e-mail address to the [TO], [CC] or [BCC] box.

You can use the selection check boxes to select multiple e-mail addresses at the same time.

Procedure

W Displaying Contacts (Select)

You can display Contacts (Select) by performing one of the following actions.
» Click the i AIIEE
» On the [Tools] menu for the [Edit Message] screen, click [Contacts (Select)]

button on the [Edit Message] screen toolbar

Format Receipt Motification

Qg Contacts (Select)

drag—and-drop uploader.  »

Figure 6.6-7 Using the Menu to Display Contacts (Select)

B Searching for E-mail Addresses

1. Display Contacts (Select).

2. Specify search conditions at the top of Contacts (Select).

3. When you type search keywords, the address list displays e-mail addresses matching the search
conditions in real time.

4. Select or clear the [Display only corresponding e-mail addresses] check box to change the
address list display method.

5. To reset the search conditions and restore default values, click the [Reset Search Conditions]

button.

|Persona| Gontacts |v| Search by Group |v | |v|
Search All

Search by Name

Search by E-mail Address
Search by Group

[] Display anly correspondingﬁ Rezet Search Conditions ]

Chooze one or mare e-mail add operation or double-click to select.

O Search by Gompany name Al 6 itemiz)
= Name Search by Dx.apartment Group

O LQ Franciz g:::z: Ei ;gcllfess com human affairs

O Id Albert Search by Tell om human affairs

O 2 Jon Search by Tel2 n Friend

——— Search by Memo ——

Figure 6.6-8  Specifying Search Conditions
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W Specifying a Recipient's E-mail Address

1. Display Contacts (Select).

2. Perform an e-mail address search if necessary.

3. In the address list, select the e-mail address for the message recipient. You can select multiple
addresses using the selection boxes.

4.  Click the [Add to TO], [Add to CC], or [Add to BCC] button depending on the type of recipient,
or drag an e-mail address from the address list to the applicable recipient box.

5. When you click the [OK] button, the [TO], [CC] and [BCC] e-mail addresses specified on the
[Edit Message] screen are entered.

—
(W All 6 item s}
w7 E-mail Address Group
O [_Q Francis Franciz@example. com human affairs
Ll [_3 flbert Albert@example.com human affairz
O Lg Jon Jon@example.co.jp Friend
I.__Q Ain An@example.com Friend
O LQ Dorothy Dorothy@example.com Buziness
i L5 users uzerd@example.co.jp
[ Add to TO [ Add to GG ] [ Add to BGG ]
|2 Dorathy \ L&l uzera \
| & Albert < > < >

Figure 6.6-9 Select E-mail Address > Click [Add to TO] button > Address Specified
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7 Bl 6 itemiz)
( v Mame E-mail Address Group

E'B-Enanr_is_/ Franciz@example.com human affairs

L [_Q Albert Albert@example.com human affairs
i L Jan Jon@example.co.jp Friend
I__Q fin An@example.com Friend
O [_Q Daraothy Dorothy@example com Buziness
Ll [_3 uzerd uzerd@example.co.jp
[ Add to TO [ Add to GG ] [ Add 1o BGG
B An |5 Dorothy L5 uzerd
Q Albert > v < > v
Figure 6.6-10 Select E-mail Address > Drag > CC Address Specified
Important

e If e-mail addresses not in your Contacts have been entered in the TO, CC, or BCC fields of the
[Edit Message] screen, those e-mail addresses appear in the TO, CC, and BCC fields when you

open the Address Selection screen.

Note
e  For information about Contacts (Add), see section 6.2, "Contacts (Add)" (page 121).
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7 Filtering Mail
7.1.  Filtering Mail

Mail filtering is a function for automatically filing received mail into specific folders according to filtering

rules that you have created in advance.

Inbox Filter

New mail

_-_> i Trash

» || Work

—

» || Personal

Figure 7.1-1 Mail Filtering Example

The rules for filing mail are called "filters."
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7.2.  Creating, Editing, and Deleting Filters

This section describes how to create, edit, and delete filters for filing mail, and explains the various filter settings.

7.2.1 Creating Filters
Summary
This section describes how to create filters.

Filters include "filter conditions," which specify the mail filter targets, and "filter actions," which specify

what action (move to folder, move to trash, etc.) to take on that mail.

For example, when creating a filter that moves messages from A (a@a.com) or B (b@b.com) to the "Friends"

folder, you can use the following settings.

Filter conditions —  Messages received from either A (a@a.com) or B (b@b.com)
Filter action —  Move to the "Friends" folder
Filter name |Nu filter name |

en the tollowine spples to malrecewed O All conditions @) Any condition I

‘In Sender, the text ‘v‘ |H@a com | ‘\s found ‘v| E]
]

‘In Subject, the text ‘v‘ |P|F\R | ‘\s found

Filter
conditions
Perfarm the following actions: I
| |
|Mwa mail |v| L,Fr\ends |[ Folder l
[ Set marker I:ortam ’7'
[ Mark as Read I

/ OK l [ Gancel ]

Figure 7.2-1 Filter

Filter actions
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Details
B Filter Conditions

(1) Match condition

|In Sender, the text |v| |P|@a.com | |is found |V| ’ + ][ = ]

|In Subject, the text , |v| |P|F'|P| | |is foi.md |V| ’ +. ][ - ]

I
(2) Target (3) Condition text |j \_l (4) Match type (5) Add/Delete

Figure 7.2-2  Filter Conditions

e (1) Match condition options
» You can select from [All conditions] or [Any condition].
» Ifyou select [All conditions], the filter action is carried out when all filter conditions match.

» Ifyou select [Any condition], the filter action is carried out when one or more filter conditions match.

e (2) Target drop-down list box
» Specify the target for the filter to check.
» You can select from Subject, Sender, Recipient, CC, or TO or CC.

e (3) Condition text (note: in the English UI, Condition text comes after Match type)
» Enter filter condition keywords here.

e (4) Match type drop-down list box (note: in the English UI, Match type comes before Condition text)
» Specify how the condition text keywords are matched with the target.

» You can select from [contains], [does not contain], [begins with], and [ends with].

e (5) Add and Delete buttons
» You can add or delete conditions.
» Click the [+] button to insert a new set of conditions one line below.

» Click the [-] button to delete that set of conditions.
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B Filter Actions

(1) Specified

[1 Set marker Bortant =z
[ Mark as F{ead\_l (2) Marker

(3) Read

Perform the following actions:

Move mail

Figure 7.2-3  Filter Actions

e (1) Specified action
» If you select the check box to the left of the action, you can move messages matching the
conditions to a folder, copy them to a folder, or delete them.

» You can select from [Move mail], [Copy mail], [Move mail to Trash], and [Delete mail
permanently].

» Ifyou select [Move mail] or [Copy mail], click the [Folder] button to specify the folder to
move or copy the mail to.

» If you clear the check box to the left, the action specified in the drop-down list box is not

processed, and mail remains stored in the [Inbox].

e (2) Marker

» If you select the check box to the left, a marker is added to mail that matches the conditions.
» You can select the type of marker to add using the drop-down list box.
» If you clear the check box to the left, no marker is added.

e (3)Read

» If you select the check box to the left, mail that matches the conditions is changed to read.
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Procedure
B Creating Filters
1. On the [Settings] menu, select [Mail Filtering] to display the [Mail Filtering] tab of the [Personal
Settings] screen.
2. Ifyou have added multiple e-mail addresses using the external POP option, select a target e-mail
address for filtering from the [Target address] drop-down list box.
3.  Click the [New] button.
4. The Filter dialog box is displayed. Enter the necessary items.
Click the [OK] button.

Gieneral VSignatures VDispIay MHame VMarker 2. Select target e-mail addresses

_
Tareget address uzerd@example.co.jp /f

uzerd@example.co.jp
uzerZ@example.co.jp

o

3. Click the [New] button

Figure 7.2-4 Mail Filtering Tab

3 Personal Settings - Microsoft Internet Explorer

General VSignatures J/Diéw MName J/Markar VMai\ Account J/Mail Filtering k Mobile J/Recaipt Matifization J/Llsad Space }/Dasu
Ta
Filter name ‘A mail |
E When the following applies to mail received: O All conditions @ Any condition —
E ‘In Gender, the text |v| ‘A@a com | |is tound ‘v| E] ||
E ‘In Subject, the text |v| ‘AAF\ | |is found ‘v| E]
Perform the following actions:
|Muve mail ‘v| |h,Fr\ends |[ Folder ]
[] Set marker Dnrtant ’7'
[] Mark as Read
[ 213 ] [ Cancel ]
I ———
Cirl-a - Select All i List

Figure 7.2-5 Filtering Dialog Box
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Important
e  After creating a filter, you must arrange them in order and set them to enabled or disabled.

(See section 7.2.4, "Filter Settings," on page 150.)

Note
e For information about editing filters, see section 7.2.2, "Editing Filters" (page 148).
e  For information about deleting filters, see section 7.2.3, "Deleting Filters" (page 149).
e  For information about filter settings, see section 7.2.4, "Filter Settings" (page 150).
e  For information about moving, copying, and deleting mail, see section 5.2, "Organizing Mail"
(page 104).

e  For information about markers, see section 5.4, "Markers" (page 113).
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7.2.2 Editing Filters
Summary
This section describes how to revise and edit filters.

For example, you can add new conditions to a filter, or change the folder that a filter moves messages to.

Details
B About Filters

For information about filters, see section 7.2.1, "Creating Filters" (page 143).

Procedure
W Editing Filters
1. On the [Settings] menu, select [Mail Filtering] to display the [Mail Filtering] tab of the [Personal
Settings] screen.
2. If you have added multiple e-mail addresses using the external POP option, select a target e-mail
address for filtering from the [Target address] drop-down list box.
3. Select the filter you want to edit.
4.  Click the [Edit] button.
5. The Filter dialog box is displayed. Enter the necessary items.
6.  Click the [OK] button.

Gieneral Signatures Dizplay Name i ar ker
2. Select target e-mail addresses

Target address uzerd@example.co.jp %

Butomatically azzeszed in order from tap

_ [*] 3 itemis) selected

fictiv  Filter name

A mail 3. Select filter to edit
Buziness

4. Click the [Edit] button [ZElgflk

Figure 7.2-6  Editing Filters

Important
e  After creating a filter, you must arrange them in order and set them to enabled or disabled

(see section 7.2.4, "Filter Settings," on page 150).

Note
e  For information about creating filters, see section 7.2.1, "Creating Filters" (page 143).
e  For information about deleting filters, see section 7.2.3, "Deleting Filters" (page 149).

e For information about filter settings, see section 7.2.4, "Filter Settings" (page 150).
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7.2.3 Deleting Filters
Summary
This section describes how to delete filters.

Details
B About Filters

For information about filters, see section 7.2.1, "Creating Filters" (page 143).

Procedure
W Editing Filters
1. On the [Settings] menu, select [Mail Filtering] to display the [Mail Filtering] tab of the [Personal
Settings] screen.
2. Ifyou have added multiple e-mail addresses using the external POP option, select a target e-mail
address for filtering from the [Target address] drop-down list box.
. Select the filter you want to delete.
4.  Click the [Delete] button.

General Signatures Dizplay Name h ar ke 2. Select target e-mail addresses

Target address uzerd@example.co.jp w

Automatically azzeszed in order from top

3 itemf{s) selected
_ fictiv | Filter name
& mail 3. Select filter to delete

4. Click the [Delete] button

Figure 7.2-7 Deleting Filters

Important
e  You can disable a filter by clearing the [Active] check box in the filter settings. If you want to
disable a filter temporarily, it is recommended that you disable the filter rather than deleting it

(see section 7.2.4, "Filter Settings," on page 150).

Note
e  For information about creating filters, see section 7.2.1, "Creating Filters" (page 143).
e For information about editing filters, see section 7.2.2, "Editing Filters" (page 148).

e  For information about filter settings, see section 7.2.4, "Filter Settings" (page 150).
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7.2.4  Filter Settings

Summary

This section describes how to change filter settings.

You can change the order in which filters are applied, enable or disable filters, and change filter settings for

new mail.

Details
W Filter Application Order
Filters are assessed in order from the top of the list.

By changing the order, filter results may change also.

1. Move messages from A to the "Friends" folder

2. Move messages with the keyword "urgent" in the Subject to the "Urgent" folder

When the two filters shown above appear in this order, filter number 1 is applied to messages from A that also
contain the keyword "urgent" in the Subject, and the messages are moved to the "Friends" folder, which is

specified in filter number 1.

[+] 2 itemis) selected
fictiv  Filter name

& mail

[+] Business

Filter

N
n HM A - | Friends folder
rom. I. .

[Urgent] mail [urgent | ) Urgent Folder

Figure 7.2-8  Filtering When ""Mail From A" Is Above
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When the filters are in the opposite order as shown below, the result is different.

1.  Move messages with the keyword "urgent" in the Subject to the "Urgent" folder
2. Move messages from A to the "Friends" folder

Messages from A that also contain the keyword "urgent" in the Subject are moved to the "Urgent" folder.

[+] 2 item{s) selected
fctivi Filter name
Buziness

A mail

Filter

7 -
- I__| Friends folder

From: Mr. A

[Urgent] mail - —B>u Urgent Folder

Figure 7.2-9  Filtering When ""Urgent Mail** Is Above
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B Enabling/Disabling Filters

You can enable or disable filters individually.

By disabling a filter, you can temporarily prevent that filtering rule from being applied.

Of the six filters shown in Figure 7.2-10, filtering is only applied for the selected "Urgent mail," "Mail from A,"

ork" filters.

item{z} selected
Filter name
Puziness

b mail

Itmportant

Figure 7.2-10 Enable and Disable Filter Check Boxes

W Filtering New Mail
When the [Apply to newly received mail] check box is selected, filters are automatically applied to all newly

received mail.

Mail Filtering Mabile Feceipt Mot

Apply to newly recered mail

&l 3 itemis)

Figure 7.2-11  Apply to Newly Received Mail Check Box
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Procedure
B Changing Filter Application Order
1. On the [Settings] menu, select [Mail Filtering] to display the [Mail Filtering] tab of the [Personal
Settings] screen.
2. Ifyou have added multiple e-mail addresses using the external POP option, select a target e-mail
address for filtering from the [Target address] drop-down list box.
In the filter list, select the filter you want to change the order of.

4. z Click the [Move up] or [Move down] buttons to change the order of the filter.

e w [+] 2 item{=) selected Py - 4
. . t t
Activi Filter name D ! .em selecte
Edit Busi ctivi Filter name
n I £ mail

H Important

a4

Business
H Important

[

Move down
Figure 7.2-12 Changing Filter Order (Moving Up)

i
7
&

B Enabling and Disabling Filters

1. On the [Settings] menu, select [Mail Filtering] to display the [Mail Filtering] tab of the [Personal
Settings] screen.

2. Ifyou have added multiple e-mail addresses using the external POP option, select a target e-mail
address for filtering from the [Target address] drop-down list box.

3. In the filter list, select the [Active] check box for filters you want to enable, and clear this check
box for filters you want to disable.

4. By selecting or clearing the check box at the top of the filter list, you can enable or disable all

filters at once.

item{z} selected
Filter name
Bluziness

A mail

Important

Figure 7.2-13 Enable and Disable Filter Check Boxes
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B Enabling/Disabling Filtering of New Mail
1. On the [Settings] menu, select [Mail Filtering] to display the [Mail Filtering] tab of the [Personal
Settings] screen.
2. If you have added multiple e-mail addresses using the external POP option, select a target e-mail
address for filtering from the [Target address] drop-down list box.
3. Select the [Apply to newly received mail] check box to enable filtering of new mail, and clear

this check box to disable filtering.

Mail Filtering Mobile Feceipt Mot

Apply to newly received mail >

&l 3 itemis)

Figure 7.2-14 Apply to Newly Received Mail Check Box

Important
e  The check boxes to the left of the filter list are for enabling and disabling filters. They are not for

selecting multiple items like the check boxes in the message list.

Note
e  For information about creating filters, see section 7.2.1, "Creating Filters" (page 143).
e  For information about editing filters, see section 7.2.2, "Editing Filters" (page 148).
e  For information about deleting filters, see section 7.2.3, "Deleting Filters" (page 149).
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7.3.  Applying Filters to Existing Mail
Summary
This function applies filters to mail that has already been received.

You can apply mail filters you have already defined to messages in the displayed folder.

You can choose to target all mail in the folder, read mail in the folder, or selected mail in the folder.
Details

| Filter All Mail

This option filters all mail stored in the displayed folder.

B Filter Read Mail Only
This option filters only read mail stored in the displayed folder.

W Filter Selected Mail Only

Ciontacts

@ Add Senderis) to Contacts
Subject
@, Tmport Contacts nple.cojpx " Ea;iness to uge” of '3
[} Mail Filtering ¥ [} Apply to all mail E-n
L@ Import bail 5] Apply to read mail only
& Export Mail [} #Apply to selected mail only
% Empty Trash ¢ Settines

This option filters only mail stored in the displayed folder that has been selected using the selection
check boxes.

Figure 7.3-1 Filtering Read Mail
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Procedure
B Filter All Mail
1. From the folder list, select the folder to apply a filter to.
2. On the [Tools] menu, point to [Mail Filtering], and then click [Apply to all mail].

W Filter Read Mail Only
1. From the folder list, select the folder to apply a filter to.
2. On the [Tools] menu, point to [Mail Filtering], and then click [Apply to read mail only].

W Filter Selected Mail Only
1. From the folder list, select the folder to apply a filter to.
2. In the message list, select the check boxes of messages to target with the filter. (Multiple
messages can be selected.)

3. On the [Tools] menu, point to [Mail Filtering], and then click [Apply to selected mail only].

Important
e  The filtering of read mail is done on a folder basis. When you filter messages in a folder containing
subfolders, only messages in the folder itself are filtered. Messages in subfolders are not filtered.
o [Apply to selected mail only] only targets messages that have been selected using the selection
check boxes. Highlighted messages you have clicked (inverse selection) are not targeted.

e  To filter mail, you must first create the mail filters you want to use.

Note

e  For information about filters, see section 7.2, "Creating, Editing, and Deleting Filters" (page 143).
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8 Personal Settings

On the [Personal Settings] screen, you can change individual settings such as signatures, display names,

and markers.

You can display the [Personal Settings] screen by either clicking the button on the toolbar, or clicking

individual commands on the [Settings] menu.

Procedure
W Displaying the Personal Settings Screen
Perform one of the following actions to display the [Personal Settings] screen.

» On the [Settings] menu, click one of the settings.

» Click the button on the toolbar.

Falder Settines Tools

Help

“@ Gieneral
example.c \{-:-"’ Signatures
ﬂ “@ Dizplay Mame i ”
; 5 2ra2” -
t \{{-"’ Marker ey
+ “@ E-mail Addrez=s
1lderB \{{-"’ Mail Filtering
lderC “@ Receipt Motification
]
'z Falder \@ Mobile
b Folder1 | g Disk
Ab Folder \@ Re- 1
Subsub Fa \{{-"’ Dezien Lzerd
Ab Folder2 Uate Sent: Mon,
- TO- icar?

Figure 7.3-1  Settings Menu

Figure 7.3-2 Toolbar Settings Button

You can display pages for the various settings by clicking the tabs at the top of the [Personal Settings] screen,

such as [General] and [Signatures].
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8.1. General

This tab contains general settings for WitchyMail such as automatic receipt settings, settings for whether or

not to quote when replying, and forwarding method settings.

j Personal Settines rosoft Internet Explorer

General Signatures Dizplay Name Marker Mail fccount Mail Filtering Mobile Receipt Motification Uged Space Dezi

[] Display BGG box an the edit message screen

Quote body text when replying [] Enter the sender's e-mail address in BGG
Forwarding format (® Attachment (O Guote [] Insert Signature
[ Automatic receipt for hbox I:l [ Automatically adiust the width of the message list
[] Copy mail moved from the Inbox futo-zave draft —-minute intervals
[] Da not display a canfirmation dialog box when deleting mail [] Sort falders alphabetically by name *¥This setting takes affect the next t
[] Display Reply-To in the bady text display field Send large e-mail in segments

[[] Display X-Mailer in the body text display field Segment size 3000 KB

[] Use a different fant color for quated text in the body text display field
[] Display Preview before sending - mail.

Maximum search results in Shared Gontacts

Quotation marks

Enter - Change | Space - Change M

Figure 8.1-1 Personal Settings - General Tab
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8.1.1 Display HTML Mail as Text
Summary
This function specifies the HTML mail display method.

You can select from one of the following HTML mail display formats.

® New Window Display Method
The message body text is displayed in text format in the body text display field,
and an @ HTML mail icon is displayed in the attachments field. Click the @ HTML mail icon

to display the message body text in HTML format in a new window.

A http: /S fwms ceizin=hm — Microsof... [2|[E][X]
B REE FTRW HRCADE y-@ ALTH >

» Because data doesn’t remain in the client, itis Stromg Web E-

mail to the theft and the information leakage.

It is Wﬁ(:ﬁ‘j{f‘z‘)ﬁf for the high safety to have had the
s HTML mail

llsability like the e-mail software that everyone can use because

of intuition.

age above | SPAGE - Scroll t
Figure 8.1-2 Displaying HTML Mail in a New Window

B Body Text Display Field Method
The message body text is displayed in HTML format in the body text display field.

% 1o we” ol “Salety” of the Web mail and the o-nail veftmare.

sard 2
26 De1 2008 13.4523 +0900
10 {ugerd¥evanple oo g

ol Because data doesn’t remain in the chient, itis Stromg Web E-mail to the theft and the information
friends
user2@exanmpl co
=) N et -
wis W IS(.'J‘—!'I._ i flor the high satety to have had the 115 2B ITFY Mo the o-mall soltware that everyone
an use beonuse of ntultion.
4 - Mesuage betow | T - Message abowe | SFAGE - Scrall 1o battom of bedy 1ex | Shift-SP AGE - Serall 10 top of body 1ext | Enter - B8t o new | ¥ - Shom'hide bod g Lst 4

Figure 8.1-3 Displaying HTML Text in the Body Text Display Field
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Details
B Changing the HTML Mail Display Method
You can change the display method by selecting or clearing the [Display HTML mail as text] check box
on the [General] tab of the [Personal Settings] screen.
» If you select the check box, body text is displayed in plain text format, and HTML mail
is treated as an attachment that can be viewed in a new window.
» If you clear the check box, HTML mail is displayed directly in the body text display field
in HTML format.

General Sienatures Dizplay M.

_________________________ .
'
'

Figure 8.1-4 Display HTML Mail as Text Check Box

Note
e  For information about reading HTML mail, see section 3.4, "HTML Mail" (page 38).
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8.1.2 Quote Body Text When Replying
Summary
You can specify whether or not to quote the body text of the original message

buttons on the toolbar.

when you click the

Details
W Specifying Whether to Quote Body Text When Replying
You can set whether or not to quote body text when replying to a message using the reply buttons by selecting or
clearing the [Quote body text when replying] check box on the [General] tab of the [Personal Settings] screen.
» If you select the check box, the original message is quoted when you click the reply buttons
to reply.
» If you clear the check box, the original message is not quoted when you click the reply buttons

to reply.

e ?

E body text wh@

Figure 8.1-5 Quote Body Text When Replying Check Box

Note

e  For information about replying to mail, see section 4.2, "Replying to Mail" (page 76).
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8.1.3 Forwarding Format
Summary

You can specify whether to use [Forward as Attachment] or [Forward as Quote] as the forwarding format

when you click the button on the toolbar.

B Forward as Attachment
Converts the original message to an "eml" format file and attaches this file to the message you send.

The recipient can read the original message by opening the attached "eml" file.

W Forward as Quote
Quotes the body text of the original message, and adds any attachments from the original message to

the message you send. The recipient can read the quoted body text and view any attachments.

Details
B Changing Forwarding Format Settings for the Forward Button

You can specify the format to use when forwarding a message using the rﬁ UEEE button with the

[Forwarding Format] option buttons on the [General] tab of the [Personal Settings] screen.
» If you select [Attachment format], messages you forward using the forward button use the
[Forward as Attachment] format.

» If you select [Quote format], messages you forward using the forward button use the [Forward
as Quote] format.

[] Digplay HTML mail az text

Quote body text when replvine
@fnrmat & Attachment (O QUD

Figure 8.1-6 Forwarding Format Option Buttons

Note

e  For information about forwarding mail, see section 4.3, "Forwarding Mail" (page 80).
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8.1.4  Automatic Receipt for Inbox
Summary
This function accesses the mail server at regular intervals and automatically receives mail.

Details

W Automatic Receipt Settings

This function automatically receives mail at set intervals.

You can set the interval for automatic receipt to between 10 minutes and 60 minutes in one minute increments.
For example, if you set 10 minute intervals, new mail is received from the mail server every 10 minutes

automatically.

You can enable the Automatic Receipt function by selecting the [Automatic receipt for Inbox] check box on

the [General] tab of the [Personal Settings] screen.

Cuote body text when replving

Forwarding for mat 3y Attarhment 7y Quote

@receipt for Inbox >

Figure 8.1-7 Automatic Receipt Settings
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8.1.5 Copy Mail Moved From the Inbox

Summary

This function copies messages rather than moving them when you move a message saved in the [Inbox] folder
to another folder by dragging it. This means that you can use WitchyMail in combination with other e-mail

clients, as all mail is left on the POP server.

B = uzerd@example.cojp ? messagefs) selected
I hbox Fraom
=4 Sent
1A Draft
= 55 Trash
| FolderB
| FolderC
i Spam
=N [% Gaopy {forced)

= 7 Sub Fc.
| Subsub Folder

Figure 8.1-8 Forced Copy of Mail Moved from Inbox

Details
B Setting Forced Copy of Mail Moved from Inbox

If you select the [Copy mail moved from the Inbox] check box on the [General] tab of the [Personal Settings]
screen, a copy is made automatically when you drag messages saved in the Inbox.

Farwarding format & Attachment () Quote

[] Automatic receipt for Inbox

Important
e When the [Copy mail moved from the Inbox] check box is selected, messages you drag from the
[Inbox] folder to the [Trash] folder are copied only and not deleted. Use the menu command or
toolbar button to delete messages.
e  When using POP Server Synchronization mode, you cannot move messages saved in another
folder to the [Inbox] folder.

Note
e  For information about moving and copying mail, see section 5.2.1, "Moving and Copying Mail"
(page 104)
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8.1.6 Do Not Display a Confirmation Dialog Box When Deleting Mail
Summary

This function sets whether or not a confirmation dialog box is displayed when deleting mail.

Details
B Selecting Whether or Not to Display a Confirmation Dialog Box When Deleting Mail

When you delete mail, a confirmation dialog box such as the one shown below is displayed.

Select deletion method for messages to be deleted O in total)
it Inbio,

-------------- "
'
]

= Delete Permanently

0] 4 Cancel

Figure 8.1-10 Delete Confirmation Dialog Box

If you select the [Do not display a confirmation dialog box when deleting mail] check box on the [General]
tab of the [Personal Settings] screen, mail you delete is moved to the [Trash] folder without first displaying

a confirmation dialog box.

Copy mail moved from the Inbox

@ niot dizplay a confirmation dialog box when de Ieti@

[] Digplay Repl-To in the body text display field

Figure 8.1-11 Do Not Display a Confirmation Dialog Box When Deleting
Mail Check Box

Important
e  When the [Do not display a confirmation dialog box when deleting mail] check box is selected,
mail is automatically moved to the [Trash] folder when you delete it. When you want to delete

mail permanently, select mail and use the SHIFT+DELETE keyboard shortcut to delete it.

Note

e  For information about deleting mail, see section 5.2.2, "Deleting Mail" (page 107).
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8.1.7 Display Reply-To in the Body Text Display Field

Summary

This function displays the Reply-To e-mail address (Reply-To header) for a message in the header area of the
body text display field.

= Subject: “Easiness to use” of “Safety” of the Web mail and the e-mail software

From: “uzer?” {user?@example.co.jp
Date Sent: Tue, 28 Oct 2008 13:45:223 +09000

: EZamp e
Repd¥—To: fuzer?@example.co.jpr

Figure 8.1-12 Reply-To Header

Details

B Showing/Hiding the Reply-To Header

When you reply to a message you have received, the reply is usually addressed to the sender of that message.
However, when a message contains a Reply-To e-mail address (Reply-To header), replies are composed to

the Reply-To e-mail address.
You can display the Reply-To e-mail address (Reply-To header) in the header area of the body text display
field by selecting the [Display Reply-To in the body text display field] check box on the [General] tab of the

[Personal Settings] screen.

[] Do not display a confirmation dialog box when deleting mail

Dizplay Repl-To in the body text display field

[] Digplay ®-Mailer n the body text dizplay field

Figure 8.1-13 Display Reply-To in the Body Text Display Field Check Box

Important
e  When a message has no Reply-To e-mail address, the Reply-To e-mail address is not displayed
even if the [Display Reply-To in the body text display field] check box is selected.

Note
e  For information about the body text display field, see section 3.2.3, "Body Text Display Field"

(page 18).
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8.1.8  Display X-Mailer in the Body Text Display Field

Summary

This function displays the e-mail software used to send a message (X-Mailer header) in the header area of the
body text display field.

= Subject: " Easiness to use” of “Safety”™ of the Web mail and the e—mail software

From: “user?” Suser?@example.co.jp:
Date Sent: Tue, 28 Oct 2008 13:45:25 +0900
TO: {userd3@example.co. jp>

C ¥-Mailer: Microsaoft Office Outloak 11 D

Figure 8.1-14 X-Mailer Header

Details
B Showing and Hiding the X-Mailer Header
Most e-mail software includes the name of the e-mail software used to send a message in the X-Mailer header

of sent messages.
You can display the name of the e-mail software used to send a message (X-Mailer header) in the header area
of the body text display field by selecting the [Display X-Mailer in the body text display field] check box on

the [General] tab of the [Personal Settings] screen.

[] Do not digplay a confirmation dialoe box when deleting mail

Dizpla
Dizplay ¥-Mailer in the body text dizplay fizld

Fe dizplay field

Figure 8.1-15 Display X-Mailer in the Body Text Display Field Check Box

Important
e  Some e-mail software does not include the e-mail software name in the X-Mailer header. When
a message you received was sent using such e-mail software, the X-Mailer header is not displayed
even if the [Display X-Mailer in the body text display field] check box is selected.

Note
e  For information about the body text display field, see section 3.2.3, "Body Text Display Field"

(page 18).

8.1.9 Use a Different Font Color for Quoted Text in the Body Text Display Field
Summary
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You can use a different font color for quoted text in the body text display field.

Lines in the message body text beginning with ">", "[", " | ", ") ", ") " and ">" are treated as quoted text.

* a quotation
| & quotation

| 2 guotation
¥ a quotation
% a quotation
> a guotation

no quotation

Figure 8.1-16 Color-Coded Quoted Text

The color that quoted text is displayed in changes depending on how many quotation marks are used.

no quotation

¥ a quotation 1

»* a quotatiaon 2

#¥» a quotation 3

Fxxy a quotation 4
Frr¥r a quotation B
Frrrrr oa guotation B
Frrrryrr oa quotation 7

Figure 8.1-17 Display Changes Depending on the Number of Times Quoted
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Details
W Displaying Quoted Text in Different Colors
You can display quoted text in different colors by selecting the [Use a different font color for quoted text in

the body text display field] check box on the [General] tab of the [Personal Settings] screen.

|#| Dizplay Feply-To in the body text dizplay field [#] Send laree

Display ¥-Mailer in the body text dizplav field Segment :

different font color for guoted text in the body text display fiel

[] Display Preview before sending &- mail.

Maximum search results in Shared Gontacts 50
Luotation marks 5

Figure 8.1-18 Use a Different Font Color for Quoted Text in the Body Text
Display Field Check Box

Important
e In addition to the commonly used quotation marks (">", "[", " [ ", ") ", ") ", and ">"), lines

beginning with other symbols the user specifies on the [Personal Settings] screen are displayed in

different colors also.

Note

e For information about changing the symbol used to offset quoted body text, see section 8.1.11,

"Changing Quotation Marks" (page 171).
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8.1.10 Maximum search results in Shared Contacts

Summary

You can specify the maximum number of search results to display when performing an e-mail address search in
Shared Contacts.

Details

B Changing Maximum search results in Shared Contacts

You can specify the maximum number of search results to display when performing an e-mail address search
in Shared Contacts using the [Maximum results in Shared Contacts] option on the [General] tab of the

[Personal Settings] screen.

Dizplay Previe

Maximum =zearch results in Shared Cantacts

Cluotation mark

You can set a value between 1 and 100. The default value is 50.

Figure 8.1-19 Maximum Searches for Shared Contacts Text Box

Note

e  For information about Shared Contacts, see section 6.3, "Shared Contacts" (page 131).
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8.1.11 Changing Quotation Marks
Summary
You can change the character to use for quotation marks.

» a quotation
| & gquotatian
| a quotation
¥ a gquotation
% & quotation
> a quotatiaon

Figure 8.1-20 Quotation Marks

Details
B Changing Quotation Marks
You can change quotation marks by typing the character you want to use in the [Quotation marks] text box on

the [General] tab of the [Personal Settings] sheet. (default value: ">")

Quotation marks are used when you select [Quote] when replying to a message or [Forward as Quote] when
forwarding a message.

You can use up to 80 characters when specifying the quotation marks to use.

Dizplay Preview before zending e—mail.

Maximum search results in Shared Contacts 50

Figure 8.1-21 Quotation Marks Text Box

Important
e  You can use up to 80 single-byte or double-byte characters when specifying the quotation marks
to use.
e If you do not type anything in the [Quotation marks] text box, text is quoted without using
quotation marks when you reply to or forward a message.
e Ifyou type only single-byte spaces in the [Quotation marks] text box, text is quoted without using

quotation marks when you reply to or forward a message, the same as if you type in nothing.

e  For information about replying to mail, see section 4.2, "Replying to Mail" (page 76).
e  For information about forwarding mail, see section 4.3, "Forwarding Mail" (page 80).

e  For information about the body text display field, see section 3.2.3, "Body Text Display Field"
(page 18).
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8.1.12 Display BCC Box on the Edit Message Screen

Summary
You can spec1fy whether or not the BCC address field is shown when you display the [Edit Message] screen.
W iEyy In=ert Format Receipt Motification Tools

re as Draft E. FPrewview | f Signatures ‘J Contacts
Subject | | _‘:‘

(7o ] | =4
— | -+

BoS |user3@example.co.jp ) | -
o — . ]
Fram |user3@example.co.1p == |#] Sawve mail in Sent

Figure 8.1-22 Edit Message Screen BCC Address Field

Details

B Changing Default Settings for BCC Address Display
You can set the default value for whether or not to display the BCC address field on the [Edit Message] screen

by selecting or clearing the [Display BCC box on the edit message screen] check box on the [General] tab of

the [Personal Settings] screen.

@ BCG box on the edit m@n

[] Enter the sender's e-mail address in BGO

[] Iheert Signature

Figure 8.1-23 Display BCC Box on the Edit Message Screen Check Box

» If you select the [Display BCC box on the edit message screen] check box, the BCC address
field is shown by default when you display the [Edit Message] screen.

» Ifyou clear the [Display BCC box on the edit message screen] check box, the BCC address field is
not shown when you display the [Edit Message] unless you specify a BCC recipient. To display
the BCC address field, you must select [BCC] on the [View] menu.

Faormat

= Draft

v
Figure 8.1-24 Display BCC Address Check Box (Edit Message Screen)
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Important
e If a BCC address is already specified, such as when you display a draft message with a BCC
recipient, or when you compose new mail with the [Enter the sender's e-mail address in BCC] check
box selected, the BCC address field is shown regardless of whether or not you have selected the

[Display BCC box on the edit message screen] check box.

Note
e For information about specifying BCC recipients, see section 4.1.1, "Specifying TO, CC, and
BCC" (page 62).
e  For information about adding your own e-mail address as a BCC recipient, see section 8.1.13,
"Enter the Sender's E-mail Address in BCC" (page 174).
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8.1.13 Enter the Sender's E-mail Address in BCC

Summary
You can specify your own e-mail address automatically as a BCC recipient when you compose mail.

v

Figure 8.1-25 Adding Sender’s E-mail Address to BCC Automatically

Details

W Specifying Sender's E-mail Address as a BCC Recipient Automatically

You can specify your own e-mail address automatically as a BCC recipient when you compose a new
message or reply to or forward messages by selecting the [Enter the sender's e-mail address in BCC] check

box on the [General] tab of the [Personal Settings] screen.

Figure 8.1-26  Enter the Sender’s E-mail Address in BCC Check Box

This option is useful when you want to manage messages you send together with other messages you receive,

instead of just storing them in the [Sent] folder.

Note
e  For information about specifying BCC recipients, see section 4.1.1, "Specifying TO, CC, and

BCC" (page 62).
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8.1.14 Insert Signature
Summary
This function inserts your default signature automatically when you compose mail.

Details
W Inserting a Signature Automatically
You can enable or disable automatic insertion of your signature by selecting or clearing the [Insert Signature]

check box on the [General] tab of the [Personal Settings] screen.

[] Dizplay BCC bax on the edit message screen

ender's e-mail address in BCG

[] Ih=ert Signature

Figure 8.1-27 Insert Signature Check Box

If you select this check box, the default signature is inserted automatically when you display the

[Edit Message] screen to compose a message, or reply to or forward messages.

EEEEEEREEEEEEEEEE R EEEE

e-mailiuzerdfexample.co.jp
[3-KEEE-KERHE
bR EEEEEEEEEEEEEEEEEEEE B

Cirl-a - Select &l | Gtrl-s - Save a Cirl-a - Select &ll | 1 - Option be

Figure 8.1-28 Automatic Signature Insertion On (Left) or Off (Right)

Important
e If you have not created any signatures, a signature is not added even when the [Insert Signature]

check box is selected.

Note
e  For information about signatures, see section 4.5, "Signatures" (page 87).

e  For information about personal settings, see section 8.2, "Signature Settings" (page 179).
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8.1.15 Automatically Adjust the Width of the Message L.ist
Summary
You can adjust the width of message list items (From, Subject, Date, Size) automatically to match the screen

size of the main window.

Details
B Adjusting the Width of the Message List Automatically
You can adjust the width of message list items automatically to match the screen size by selecting the
[Automatically adjust the width of the message list] check box on the [General] tab of the [Personal
Settings] screen.

[] Ihzert Sienature

@tically adjust the width of the mes@

Auto-zave draft O -minute intervals

Figure 8.1-29 Automatically Adjust the Width of the Message List Check Box

If you select the [Automatically adjust the width of the message list] check box, the width of message list items

expands or shrinks automatically when the browser window's horizontal size changes.
Fram Subject +  Date Size

':\ ugerd@example.coin Be: Thin client Web E-mail iz WitchyMail that accelerates busin.. 2008/10/28 1412 2.2KE

|

Fram Subject T Date
) useri@®ex.. Re: Thin client Web .. 2008/10/28 14:12

|

Figure 8.1-30 Item Width Expands or Shrinks to Match Screen Size When Automatic
Adjustment Enabled
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If you clear the [Automatically adjust the width of the message list] check box, the width of message list items

stays the same even when the browser window's horizontal size changes.
Fram Subject +  Date Size
O ':\ ugerd@example.co.jp Re: Thin client Web E-mail iz WitchyMail that accelerates busin.. 2008/10/28 1412 2.2KE

From Subject

'f\ uzerd@example.co.jp Re: Thin client Web E-mail iz WitchyMaf ™

Figure 8.1-31  Item Width Stays the Same if Screen Size Changes
When Automatic Adjustment Off

O

Note

e  For information about the message list, see section 3.2.2, "Message List" (page 14).
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8.1.16 Send Large E-mail Divided into Segments

Summary

You can set whether or not to divide large e-mail messages into segments, and what the size of each segment
should be.

Details

W Settings for Dividing Mail into Segments

You can enable or disable the dividing of mail into segments by selecting or clearing the [Send large e-mail in
segments] check box on the [General] tab of the [Personal Settings] screen.

You can set the size of mail to divide into segments in the [Segment size] text box also.

If you select the [Send large e-mail in segments] check box, messages you send that are larger than the segment

size you specified in [Segment size] are segmented automatically into that size before sending.

For example, if the value for [Segment size] is set as 1000 KB (approximately 1 MB), when you send an e-mail
with a size of 2.5 MB it is divided automatically into three segments: three e-mails with sizes of 1 MB, 1 MB,
and 500 KB, and then sent.

[] Automatically adjust the width of the message list
futo-save draft 5| -minute intervals
[] Sort folders alphabetically by name *Thiz setting takes affect the next time vou log in..

Se
Segment =zize 3000 KB

Figure 8.1-32 Segment Mail Settings

Important
e  The Administrator sets maximum and minimum values for [Segment size]. If you try to set a value

higher (or lower) than these limits, an error message is displayed.

Note
e  For information about reassembling mail, see section 3.5, "Reassembling Segmented Mail" (page 42).
e  For information about dividing mail into segments, see section 4.1.3, "Segmenting Mail" (page
70).
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8.2.  Signature Settings

“} Personal Settings - Microsoft Internet Explorer

General J/Signatures k Dizplay Name I/Marker J/Mail Account J/Mail Filtering ]/Mobile VRec:eipt Motification ]/Used Space VDesiu

E-mail Address Signatures

- cample.co.jp Signaturesl
{54 user2@example.co.jp WitchyMailiT 24 )1 )

Add as New ] [ Delete

Sienature Mame WitchyMail | Set az Default

e-mail:uzerifexanple.co.jp
IEREEE RS

A List

Figure 8.2-1 Personal Settings Screen - Signatures Tab

Summary
You can create, edit, and delete signatures that are inserted at the end of your messages.
You can set the default signature that is inserted automatically when you compose a new message, reply to or

forward messages, or click the [Signature] button also.

Details

W Signatures

You can do the following signature-related actions.
» Create and add signatures (signature name, signature details, default signature)
» Edit the details of an existing signature

» Delete signatures
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Procedure
B Creating and Adding Signatures
1. On the [Settings] menu, click [Signatures].
2. The [Signatures] tab of the [Personal Settings] screen is displayed. Select the e-mail address you
want to create a signature for.
Click the [Add as New] button.
4. The Edit Signature field is displayed in the lower half of the [Personal Settings] screen. Type the
name in [Signature Name] and the signature in [Signature].
To set the signature you create as the default signature, select the [Set as Default] check box.
6. Click the [Add] button.
Confirm that the signature you created has been added to the signature list in the upper right of

the [Personal Settings] screen.

<3 Personal Settines — Microsoft Internet Explorer

General J/Signatures k Display Mame VMarker VMaiI fccount VMaiI Filterineg VMobile J/F{eceipt Motification VUSEd Space J/Desiu

E-mail Address Signatures

xample.co.jp Signatures]
&% user2@example.co.jp itchy

3. Add as New button

7. Signature list

2. Address selection

EEEREEEEER AR EEEEREEEEEEEEL T
e-mailiuseriBexanple.co.ip
03 - KHHE-HHHY

EEREER PR R R R

Update

Blist | <

4. Signature creation

6. Add button
Figure 8.2-2 Adding Signaes
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W Editing Signatures

1.
2.

On the [Settings] menu, click [Signatures].

The [Signatures] tab of the [Personal Settings] screen is displayed. Select the e-mail address to
edit a signature for.

Select the signature you want to edit from the signature list in the upper right of the [Personal
Settings] screen.

The Edit Signature field is displayed in the lower half of the [Personal Settings] screen. Type the

name in [Signature Name] and the signature in [Signature].

To set the signature you selected as the default signature, select the [Set as Default] check box.
Click the [Update] button.

3 Personal Settines — Microsoft Internet Explorer

General VSignatures ]/Displa Mame I/Marker ,l«/MaiI Account ,l«/MaiI Filtering ]/Mobile J/Receipt Motification ]/Used Space J/Desiu

E-mail Address Signatures

& user2@example.co.jp

. Address selection

cample.co.jp Signatures]

3. Signature selection

| Set as Default

EEEEEREEEEEEEEEE B EEEEEE R
e-mailiuzerifexample.co.jp
[EEEEEE SR T
EREEEEEEE R AR RS BEEEEEEEE ST

4. Signature creation

Figure 8.2-3 Editing Signatures 6. Update button
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W Deleting Signatures
1. On the [Settings] menu, click [Signatures].
2. The [Signatures] tab of the [Personal Settings] screen is displayed. Select the e-mail address to
delete a signature for.
Select the signature you want to delete from the signature list.
Click the [Delete] button.
A confirmation dialog box is displayed. Click the [Yes] button.

A

Confirm that the signature you selected from the signature list in the upper right of the [Personal

Settings] screen has been deleted.

<3 Personal Settines — Microsoft Internet Explorer

E-mail Address Signatures
= userd@example.co.jp Signatures]
& user2@example.co.jp WitchyMaillF 2o )0

3. Signature selection

The signature WitchyMail will be deleted. fAre you sure you want
to procesd?

EEEE R AR ER SRR EEREEEEEEE L
e-mail:uzeriBexamnple.co.ip

13- KK KK-HERY
S S R o o o L oK J [ Ganeel 4. Delete button

5. Delete confirmation dialog box

Update

Enter - OK L i=t @

Figure 8.2-4 Deleting Signatures
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W Selecting a Signature to Insert
You can insert a signature at the end of the body text in the [Edit Message] screen.
1. On the [Edit Message] screen, click the [Insert] menu, and then point to [Signatures].
2. Select a signature to insert from the list of signature names displayed.

3. The signature you selected is inserted at the end of the body text.

Format Feceipt Motifization

f/’ Signaturez  » /’ Signatures]

r/’ Witchy tail

Figure 8.2-5 Selecting Signatures

B Using the Toolbar Button to Insert a Signature (Default Signature)
You can insert the default signature at the end of the body text in the [Edit Message] screen.
1. Click the [Signatures] button on the [Edit Message] screen toolbar.
2. The default signature is inserted at the end of the message body text.

<} Edit Message — Microsoft Internet Explorer T E|&|

Farmat R -|:|t Matifi

bl Send Dr aft Pre Signatures &) Contacts Bttach
™ -4 O] 4 2 :
Subject | | i

| | 4|
| 4]
m |user3@example.co.jp |£

Fram |user3@examg|e.co.jp |v| Save mail in Sent [] fdd TOSC
—

\

”~
EEEEEEREEEEEEEEEEREEEEEEEE i
e-malliuserifexanple.co.jp
IEEEE S E SRS

S5 1 O S =

\ /
Gtrl-a - Select A i List

<

Figure 8.2-6  Using the Toolbar Button to Insert a Signature

Note

e  For information about signatures, see section 4.5, "Signatures" (page 87).
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8.3.  Display Name Settings

a Perzonal Settings — Microsoft Internet Explorer

General ]/Signatures J/Display Mame VMarker I/Mail Account VMaiI Filtering Jr/MohiIe J/F{eceipt Motification _J/USE!EI Space VDesiu

4 user2@example.co.jp

Dizplay Mame

Tom

N

Apply

Figure 8.3-1 Personal Settings - Display Name Tab

Summary

You can set the display name (nickname) for your e-mail address.

A display name (nickname) is the name displayed before an e-mail address as shown in the figure below.

o ||

HH

c ||

From |user3@example.cn.jp |v|

0

I

H

i

] —————
Fr |T|:|m Suzerd@example.co.jpr 5 |v|

Figure 8.3-2 Without Display Name (Top) and With Display Name (Bottom)
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Details

W Display Name Settings

You can specify different display names for each e-mail address.

Users who have access to multiple e-mail addresses using the external POP option can specify a different

display name for each of them.

Procedure
B Changing Display Names
1. On the [Settings] menu, click [Display Name] to display the [Display Name] tab of the [Personal
Settings] screen.
2. Select the e-mail address for the display name you want to change from the list of e-mail addresses.
The display name for the e-mail address you selected is displayed in the display name input field.
(If a display name has not been set, the field is empty.)
4. Type a new display name in the display name input field. To set no display name, make the input
field blank.
5. Click the [Apply] button.

Settings

‘@ General

example.c| S

¢ Display Mame

“@ Marker

Figurel.3-3 Changing Display Names

Important
e  You can use up to 60 single-byte or double-byte characters for display names.
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8.4.  Marker Settings

a Personal Settings — Microsoft Internet Explorer . I:||r5_<|

Gieneral ]/Signatures J/Disglag Mame | Marker k Mail Account J/Mail Filtering J/Mobile 1_/ Receipt Motific

Important

Reply Required
botion Fequired
Aszigned

Other

_Marker colors and description

_Marker display format Restore all marker colors and descriptions to default

() Ghanes font color

() Ghanee backeround caolor

o List

Figure 8.4-1 Marker Settings Screen

Summary
You can change settings for the markers that you can add to messages in the message list.

Important

¢ Required

Figure 8.4-2 Marked Messages

Details

B Marker Settings

You can specify the following marker settings.
» Change marker colors and descriptions
» Change marker display format

» Restore default marker colors and descriptions
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Procedure

Marker list

2} Personal Settines — Microsoft Internet Explorer

General ]/Signatures J/Dis lay Mame Marker k Mail Account J/Mail Filte%g J/Mobile ]i Feceipt Motific

Reply Required
Action Required
Azsigned

Other

__Marker colars and description

Marker palette I

HEEEENEN ot S~ \

ENEEENEN —— o
SIS L) Marker description

EECNEENE
EOOO0EED

_Marker display format Restore all marker colors and descriptions to default

Marker display method

(& Chaygee font calar \
f Apply ] [ Feszet \]
() Chfanee backeround color \
Restore default

_ WA List [

Figure 8.4-3 Marker Settings Screen

B Changing Marker Descriptions

1.
2.

On the [Settings] menu, click [Marker].

The [Marker] tab of the [Personal Settings] screen is displayed. Select the marker you want to
change from the marker list.

Type a description in the [Marker Description] text box. You can use up to 30 characters for
descriptions.

Click the [Apply] button.

B Changing Marker Colors

1.
2.

On the [Settings] menu, click [Marker].

The [Marker] tab of the [Personal Settings] screen is displayed. Select the marker you want to
change from the marker list.

Select the marker color you want to use from the marker palette.

Click the [Apply] button.

B Changing the Marker Display Method

1.
2.
3.

On the [Settings] menu, click [Marker].
Under [Marker display method], select either [Change font color] or [Change background color].
Click the [Apply] button.
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B Restoring Default Values

You can restore the default values for marker colors and descriptions.

B Important
. Feply Fequired
B Action Required
B Asziened

Other

Figure 8.4-4 Default Markers
1. On the [Settings] menu, click [Marker].

2. Click the [Reset] button.

Note

e  For information about markers, see section 5.4, "Markers" (page 113).
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8.5.  Mail Account Settings

| Personal Settings - Microsoft Internet Explorer

General Sienatures Display Mame Marker Mail Account Mail Filtering Mobile Feceipt Notific

& userd@example.co.jplkerry?
& user2@example.co. jp

Add Mew

Enter - OK gl L it
Figure 8.5-1 E-mail Address Settings Screen

Summary
You can add, edit, and delete e-mail addresses using the Mail Account settings if the external POP option

is enabled.

If you are using a POP server as your mail server, you can set how mail in the [Inbox] folder is handled

(POP Server Synchronization mode or Retrieve All Mail mode) also.

B & Kerry
3
L Thbox -
aeels) £ 18.3KE in use
4 Sent Size
L4 Draft 5:42 2498
412 2.2kB
4 Draft
B @ Trash 407 19KB
= I Trash
| FolderB 6.3KB
] FolderB
FolderG = Folders 348
1 Folder 0 ) e — 418 1KB
& Spam [0 & ussrd®examp #9 Spam 417 9518
=] User's Fald '
) Heer rolier = I User's Folder
= ] Sub Folderl 2
Subject: " Easi d the e-
1 Subsub Folder B e T sort =[] Sub Folder? e =
= [ Sub Folder2 From: “userd” 4 ] Subsub Folder
Folder Date Sent: Mon, 27
- TO: {useride = [ Sub Folder2 £
& FolderA GC: Cuseri@e Folder &
[ Friends Reply-To: <uger?@s L rolaer
& user2@example.co.jp X-Mailer: Microsoft | FolderA
"Easiness to use" of "Safe) X to one
| Friends
& uzerl@example.co.jp v
< | &
1 - Message below | T - Message above | SPAGE - Scrall tof Ito top of b A List

Figure 8.5-2 Multiple E-mail Addresses

189



WitchyMail User Manual

Details
B Handling of the Inbox Folder
The POP version of WitchyMail features the following operation modes. The [Inbox] folder is handled
differently depending on the mode you select.
» Reference Mail on Mail Server (POP Server Synchronization mode)
» Retrieve Mail from Mail Server (Retrieve All Mail mode)

B Reference Mail on Mail Server (POP Server Synchronization mode)
This mode displays the contents of the POP server mail box directly as the [Inbox] folder.

=, user@example.co.jp
g Inbox
2 Sent
/ Drafts

WitchyMail
| tehyMal 7 Trash
% | User-created folder

POP server
mail box

Figure 8.5-3 POP Server Synchronization Mode

Characteristics of POP Server Synchronization Mode

» The [Inbox] folder displays the contents of a user's mail box as stored on the POP server.

» When you receive mail using WitchyMail, the POP server mail box and [Inbox] folder contents
are updated (WitchyMail synchronizes with the POP server).

» The size of mail stored in the [Inbox] folder is not included in a user's used disk space.
The maximum size of the [Inbox] folder depends on the POP server settings.

» When you move mail from the [Inbox] folder, that mail is deleted from the POP server and
retrieved by WitchyMail. On the other hand, if you delete mail from the POP server using

other e-mail software, you can no longer view that mail using WitchyMail.

Advantages and Disadvantages of POP Server Synchronization Mode
v You can reduce wait time when receiving large amounts of mail, as only header information
is retrieved when receiving mail.
v Each user can use more disk space: the POP server mail box, plus their WitchyMail space.
X The response time of the [Inbox] folder can deteriorate if POP server performance is poor or
if many users access the POP server simultaneously, as the POP server is accessed each time

you view the body text of messages in the [Inbox] folder.
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B Retrieve Mail from Mail Server (Retrieve All Mail Mode)
This mode retrieves mail to WitchyMail when you receive mail from the POP server mail box. You can

specify to leave mail you have retrieved on the POP server or delete it.

= 4 user@example.co.jp

3 Inbox
2 Sent
# Drafts
WitchyMail ' Ol ARGy
:—j Trash mail box

User-created folder

. N
W Receive LN

Figure 8.5-4 Retrieve All Mail Mode

Characteristics of Retrieve All Mail Mode
» Retrieves new mail to WitchyMail when you receive mail from the POP server mail box.
» You can specify to leave mail on the POP server or delete it from the POP server after retrieving mail.
» Unlike POP Server Synchronization mode, the space used by the [Inbox] folder is included in
disk space used.
» If mail is set to be left on the POP server, you can specify to delete old mail from the POP

server automatically.

Advantages and Disadvantages of Retrieve All Mail Mode

v/ The response time when accessing mail in the [Inbox] folder is faster than with POP Server
Synchronization mode, as all mail is retrieved to WitchyMail when you receive it.

v/ When using POP Server Synchronization mode, mail retrieved from the POP server using
other e-mail software is no longer shown in the WitchyMail [Inbox] folder. However, mail in
the [Inbox] folder remains there when using Retrieve All Mail mode, making it easier to use
WitchyMail in combination with other e-mail software.

X  When there is a large amount of new mail on the POP server, it may take longer than usual

to log in.
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B Changing Default E-mail Address Information

You can change the default e-mail address information.

Specify the default e-mail address and account name.

E-mail Address uzerd@example.co.jp »

fAccount Mame |

Default Encoding Japanesze I50-2022- JP) v
Inbozx Action (& Reference Mail on Mail Server

(3 Retriewe Mail from Mail Server

0] 4 ] [ Cancel

Figure 8.5-5 Change Default E-mail Address Information Dialog Box
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- Reference Mail on Mail Server

— POP Server Synchronization mode
- Retrieve Mail from Mail Server

— Retrieve All Mail mode

———
You can change settings for the following default e-mail address items.

Item Description Notes
E-mail The default e-mail address. Cannot be changed.
address You cannot change the default e-mail address.

Account The name displayed in the folder list. Can be omitted.

Name If omitted, the e-mail address is displayed

instead.

Default The default encoding to use when Select from:

Encoding composing mail. Japanese (ISO-2022-JP)
Japanese (SHIFT_JIS)
Japanese (EUC-JP)
Western (ISO-8859-1)
Chinese Simplified (GB2312)
Unicode (UTF-8)

Inbox Action Select one of the following. Only valid in POP Server

Synchronization mode.

Leave Mail on

Specify whether to leave mail on the POP

Only valid when Retrieve Mail

Mail Server server or delete it when retrieving all mail. from Mail Server is selected.
Delete After This setting deletes mail left on the server for Only valid when Leave Mail on
This Many a set period of time if you specify to leave mail | Mail Server is selected.

Days on the server when retrieving all mail.

SMTP server | Sets a password for the SMTP server. Displayed if the Administrator
password has enabled passwords for

SMTP servers.
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B Adding, Editing, and Deleting E-mail Addresses (When External POP Option Enabled Only)
You can add e-mail addresses other than the default e-mail address. With this function, you can use multiple

e-mail addresses at the same time.

Default e-mail address

i< uzer@example.co.jp

i test1 @foo.co.jp
i test2@foo.cNjp

Additional e-mail addresses

Figure 8.5-6 E-mail Addresses

Enter e-mail address details. ¥ indicates required items.)

ficcount Mame _4:5:,3 | Inbox fiction
E-mail Address* |user2@example.co.jp | (%) Reference Mail an Mail Server
E- mail Paszsword* |.......... | ) Retrieve Mail from Mail Server

Save Passwaord

FPOP Server* | | I:I

FOP Port Mumber 110

SMTP Server | | SMTP #uthentication [ Use
SMTP Port Mumber |
FOP fccount* |user2 | |
Reply Ta | |

Default Encoding |E|75§§(:|50'2|322'JP) |v|

[ oK ] [ Gancel

Figure 8.5-7 Add Mail Account Dialog Box
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You can specify the following settings when adding or editing a mail account.
‘ Item Description Notes
1 Account Name Sets the name displayed in the folder list. Not displayed if omitted.
2 E-mail address The e-mail address. Required.
3 Mail password The POP account password. Required.
You can save the password by selecting the
check box.
4 Save Password Saves the Mail password to your system.
POP Server The host name or IP address for the POP server. Required.
POP Port The port number for the POP server. 110 is used if omitted.
Number
7 SMTP Server The host name or IP address for the SMTP server. Required.
SMTP Port The port number for the SMTP server. 25 is used if omitted.
Number
9 Reply-To The address replies are sent to. No Reply-To header added
to messages if omitted.
10 | Default The default encoding to use when composing mail. | Select from:
Encoding Japanese (ISO-2022-JP)
Japanese (SHIFT JIS)
Japanese (EUC-JP)
Western (ISO-8859-1)
Chinese Simplified
(GB2312)
Unicode (UTF-8)
11 | Inbox Action Select one of the following.
- Reference Mail on Mail Server
— POP Server Synchronization mode
- Retrieve Mail from Mail Server
— Retrieve All Mail mode
12 | SMTP Check this if required to use SMTP Authentication
Authentication from the SMTP server.
13 | SMTP Account | The SMTP server account name. Enabled if the checkbox
Name “SMTP Authentication”
has checked.
14 | SMTP Password | The SMTP server password. (Same as the above)
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Details
The various items for additional e-mail accounts are described below.
e  Account Name
You can change the display name for the e-mail address shown in the folder list in the main window.

If omitted, the e-mail address is displayed in the folder list.

& = uzerd@example.cojp

g hbox Cp Inbox
A4 Sent 4 Sent
o Draft 4 Draft
= IFf Trash = I Trash

Figure 8.5-8 Folder List - Default Account Name (Left) and
Account Name Set (Right)

e  POP Password
You can save the password for a POP account by selecting the [Save POP Password] check box.

e Reply-To
You can specify the reply-to address for mail you send using an additional e-mail address.
When you send mail using an additional address with this option set, the e-mail address you specify here
appears in the Reply-To header of that mail.
If omitted, the Reply-To header is not added to mail you send with that e-mail address.

e Inbox Action
You can choose to reference mail on the mail server (POP Server Synchronization mode) or retrieve mail

from the mail server (Retrieve All Mail mode).

You can specify whether or not to delete mail you have retrieved from the POP server when using Retrieve
All Mail mode. Also, you can set old mail to be deleted after a specified number of days if you specify to

leave mail on the server when using Retrieve All Mail mode.

For more information, see "Handling of the Inbox Folder" earlier in this chapter.
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Procedure
B Changing Default E-mail Address Settings (Switching Inbox Action Mode, Changing Display Name)

1.

On the [Settings] menu, click [Mail Account] to display the [Mail Account] tab of the [Personal
Settings] screen.

Select the default e-mail address displayed at the top of the list.

Click the [Edit] button.

Change the account name and inbox action in the Default E-mail Address Settings

dialog box displayed.

Click the [OK] button.

If you can connect to the mail server without error, the dialog box closes automatically.

3 Personal Settings — Microsoft Internet Explorer

General Signatures Display Mame Marker Mail Account Mail Filtering Mabile Receipt Motitication Used Sp

cojp
L user@example.co.jp

Figure 8.5-9 Changing Default E-mail Address Settings

Specify the default e-mail address and account name,

E-mail Address |user3@example.co.jp |v|

ficcount Mame | |

Default Encodine | Japanese I50-2022-.JP) E]

Ihbox Action (%) Reference Mail on Mail Server
3 Retrieve Mail from Mail Server

[

[ aK l [ Cancel ]

Figure 8.5-10 Default E-mail Address Settings Dialog Box
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B Adding E-mail Addresses (When External POP Option Enabled Only)

1.

On the [Settings] menu, click [Mail Account] to display the [Mail Account] tab of the [Personal
Settings] screen.

Click the [Add New] button.

Enter the settings for the e-mail address you want to add in the Add E-mail Address dialog box
displayed.

Click the [OK] button. If problems such as input errors cause mail server authentication to fail,

the e-mail address is not added.

B Changing Additional E-mail Address Settings (When External POP Option Enabled Only)

1.

vk v

On the [Settings] menu, click [Mail Account] to display the [Mail Account] tab of the [Personal
Settings] screen.

Select the e-mail address you want to change settings for from the list.

Click the [Edit] button.

Edit settings in the E-mail Address Settings dialog box displayed.

Click the [OK] button. If problems such as input errors cause mail server authentication to fail,

settings are not changed.

W Deleting Additional E-mail Addresses (When External POP Option Enabled Only)

1.

On the [Settings] menu, click [Mail Account] to display the [Mail Account] tab of
the [Personal Settings] screen.

Select the e-mail address you want to delete from the list.

Click the [Delete] button. If the default e-mail address is selected, you cannot click
the [Delete] button.

3 Personal Settings — Microsoft Internet Explorer El@lgl

General Signatures Digplay Mame Marker Mail Account Mail Filtering Mobile Receipt Motification Used Sp

Add New
'.
A

Figure 8.5-11 Add New, Edit, and Delete Buttons for Additional E-mail Addresses
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Important
e  You can only add e-mail addresses when using the POP version. When using an IMAP server,
you cannot add multiple e-mail addresses. Also, the only item you can change is the [Account
Name] setting on the [Mail Account] tab.
e  Depending on the Administrator's settings, the POP Server Synchronization mode and Retrieve
All Mail mode described in this section may be restricted.
Note

e  For information about receiving mail, see section 3.1, "Receiving Mail" (page 11).
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8.6.  Mail Filtering Settings

<} Personal Settings — Microsoft Internet Explorer

General Signatures Dizplay Mame M arker Mail Account M ail Filtering Maobile Feceipt Motification Uzed Sp

Tareet address |user3@example cojp |v‘ Apply to newly received mail

Automatically aszeszed in order from top
Mew [“] 2 item(s) selected Al 3 itemis)
Activi Filter name
A mail
Business
[l Important

A List

Figure 8.6-1 Mail Filtering Settings Screen

Summary
This function moves mail to a certain folder or deletes unwanted mail based on information such as the subject

or sender.

Details
B Filtering Mail
Usually, the mail you receive is saved in the [Inbox] folder. However, you can create filtering rules called mail

filters that move mail matching filter conditions into a certain folder or to move unwanted mail to the Trash.

You can create, edit, and delete mail filters using the Mail Filtering Settings screen.
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Procedure

For information about this process, see section 7.2, "Creating, Editing, and Deleting Filters" (page 143).

B Creating Mail Filters
On the [Settings] menu, select [Mail Filtering] to display the Mail Filtering Settings screen.

Select the e-mail address you want to create mail filters for in the [Target address] drop-down list box.
Click the [New] button.

Enter the necessary items in the Mail Filter dialog box displayed, and then click the [OK] button.

Filter name & mail

When the following applies to mail rece ived: O All conditions
In Sender, the text v | |A@acom iz found
In Subject, the text w | (B84 iz found

Ferform the following actions:

Move mail v Friends
[] Set marker Wortant
[] Mark a= Read

Figure 8.6-2 Mail Filter Dialog Box

W Editing Mail Filters

1.

2
3.
4.
5

& finy condition

« =]
« =)

W

0] 4 ] [ Cancel

On the [Settings] menu, select [Mail Filtering] to display the Mail Filtering Settings screen.

Select the e-mail address you want to edit mail filters for in the [Target address] drop-down list box.

Select the mail filter you want to edit.
Click the [Edit] button.

Edit the necessary items in the Mail Filter dialog box displayed, and then click the [OK] button.
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W Deleting Mail Filters

1.
2.

On the [Settings] menu, select [Mail Filtering] to display the Mail Filtering Settings screen.
Select the e-mail address you want to delete mail filters from in the [Target address] drop-down
list box.

Select the mail filter you want to delete.

Click the [Delete] button.

B Mail Filtering Settings

1.
2.
3.

Note

On the [Settings] menu, select [Mail Filtering] to display the Mail Filtering Settings screen.
Select the e-mail address you want to change settings for in the [Target address] drop-down list box.
Specify whether or not to apply filters to new mail by selecting or clearing the [Apply to newly
received mail] check box.

Specify whether to enable or disable each filter by selecting or clearing the check boxes to the
left of the mail filter list.

Adjust the order of filters by selecting the filter you want to move and clicking the [Move up] or

[Move down] buttons.

e  For information about mail filter settings, see section 7.2, "Creating, Editing, and Deleting Filters"
(page 143).

e  For information about filtering mail you have already received, see section 7.3, "Applying Filters

to Existing Mail" (page 155).
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8.7.  Mobile Settings

This function is for assisting users of the mobile version of WitchyMail.

You can send a mobile login URL notification mail or an Access Key login URL to a user's mobile phone.

Personal Settines — Microsoft Internet Explorer r-_|ra|§|

General Signatures Display Mame Marker Mail fccount Mail Filtering Mabile Receipt Motification Uszed Sp

Send login URL

[ Compose Motification Mail ]

Glick the Gompose Motification Mail button to launch the mobile login URL notification mail creation screen. Enter the mobile
phone e-mail address that vou would like to send the message to.

Access the URL in the message body text fram your mobile phone, and bookmark the login page.

Send Access Key login URL

Access Key | [ Compose Motification Mail ]

By setting a 4-digit Access Key of your choice, you can log in using the 4-digit Access Key instead of entering your ID and
Pazsword {only numerals can be used, and 4 digits are required).

Enter the Access Kew of vour choice and click the Compoze Motification Mail button to view the Accessz Key login URL
notification mail creation screen. Next, enter the mobile phone e-mail address that vou would like to send the message to.

Fraom vour mobile phone, access the URL in the body text of the received messaee, and bookmark the login page.

B List

Figure 8.7-1 Personal Settings - Mobile Tab
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8.7.1 Sending a Login URL

Summary
You can send a login URL for the mobile version of WitchyMail.
This function makes it easy to send a login URL to a mobile phone for accessing the mobile version of

WitchyMail.

Send loein URL

I Compose Motification Mail i

Glick the Compoze Motification Mail button to launch the mobile login URL notification mail creation screen. Enter the mobile
phone e-mail address that vou would like to gend the message to.

focess the URL in the message body text from vour mobile phone, and bookmark the login page.

Figure 8.7-2 Sending a Login URL

Details

® Sending Login URL

You can create and send a message containing the login URL for the mobile version of WitchyMail.

You can create a message containing a login URL for the mobile version of WitchyMail by clicking the
[Compose Notification Mail] button on the [Mobile] tab of the [Personal Settings] screen.

Specify a mobile phone e-mail address as the recipient for this message, and then send it.

2} Edit Message — Microsoft Internet Explorer

Attach

Subject |Notification of login URL far the mobile verszion of WitchyMail | L

(o) | E
(oo ). P

Fram |T0m <userd@example.co.jpr |v| Save mail in Sent [] Add TOCGC/BGGC to Contacts after sendi

Loz in by entering User ID and Password (normal login) here

http:f/ fezi-binfwnm. cgi

Gtrl-a - Select All Al List

Figure 8.7-3 Login URL Notification Mail for the Mobile Version of WitchyMail
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Procedure
B Sending Login URL
1. On the [Settings] menu, click [Mobile] to display the [Mobile] tab of the [Personal Settings]
screen.
Click the [Compose Notification Mail] button under [Send Login URL].

The [Edit Message] screen appears, with the following information entered.

Item Description Notes
Subject Notification of login URL for the mobile
version of WitchyMail.
Body text Login by entering User ID and Password The URL for your system's
(normal login) here. mobile version of WitchyMail
is entered.
http://webmail.example.co.jp/cgi-bin/wmm.cgi

4. Type a mobile phone e-mail address in the [TO] field, and send the message.
5. After receiving this message on a mobile phone, access the URL in the body text to display the

login screen for the mobile version of WitchyMail, and add it to your bookmarks.

Note

e  For information about sending an Access Key login URL, see section 8.7.2, "Sending an Access
Key Login URL" (page 206).
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8.7.2  Sending an Access Key Login URL

Summary

You can send an access key login URL for the mobile version of WitchyMail.

This function makes it easy to send an access key login URL to a mobile phone for accessing the mobile

version of WitchyMail.

Send Access Key login URL

focess Kew |'.'.-"-'| ‘ [ Compose Motification Mail ]

Figure 8.7-4 Sending an Access Key Login URL

Details

W Access Key Login

You can log in to the mobile version of WitchyMail without entering a user ID or password by using an
Access Key to log in.

An Access Key is a number between 4 and 20 digits that the user has set in advance. You can log in by simply
entering your Access Key after accessing the matching Access Key login URL. The Administrator sets how

many digits are used for the Access Key.

B Sending Access Key Login URL
By specifying an Access Key, a message is created with an Access Key login URL matching that Access Key
in the body text.

Specify a mobile phone e-mail address as the recipient for this message, and then send it.

2} Edit Messaze — Microsoft Internet Explorer

Subject |Nnmcaunn af login URL for the mabile version of WitchyMail |

| |
| |
From  [Tom <user3@example.co.jp> [+] Save mail in Sent [] Add TO/GG/BGG to Gontacts after sendi
Loz in by entering Access Kev only (Access Key Lozin) here

hite://i fezi-bin/mnn. c2 7= tka=GAfLGxk28PZ | MpaRf dF3cakkb=YJkRBnPEa i ZTRKHU

Log in by entering User ID and Password (normal login) here

http:// Jogi-bin/wmn.cgi

Girl-a - Select Al List

Figure 8.7-5 Access Key Login URL Notification Mail
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Procedure
B Sending Access Key Login URL
1. On the [Settings] menu, click [Mobile] to display the [Mobile] tab of the [Personal Settings] screen.
2. Type an Access Key in the [Access Key] text box under [Send Access Key Login URL].
3. Click the [Compose Notification Mail] button under [Send Access Key Login URL].
4

The [Edit Message] screen appears, with the following information entered.

Item Description Notes
Subject Notification of login URL for the mobile
version of WitchyMail.

Body text Log in by entering Access Key only (Access The URL for your system's mobile
Key Login) here. version of WitchyMail is entered.

http://webmail.example.co.jp/cgi-bin/wmm.cgi

?f=al &ka=xXXXXXXXXXXXXXXXXXXXXXXXXXXX

Login by entering User ID and Password

(normal login) here.

http://webmail.example.co.jp/cgi-bin/wmm.cgi

5. Type a mobile phone e-mail address in the [TO] field, and send the message.
6.  After receiving this message on a mobile phone, access the URL in the body text to display the
Access Key login screen for the mobile version of WitchyMail, and add it to your bookmarks.

7. You can log in by typing the Access Key you specified in Step 2 on the Access Key login screen.

Note
e  For information about sending a login URL, see section 8.7.1, "Sending a Login URL" (page 204).
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8.8.  Receipt Notification

) Personal Settings — Microsoft Internet Explorer

General Signatures Dizplay Mame Marker Mail Account Mail Filtering Mobile Receipt Motification Uged Sp

Action taken when a receipt notification request is received
& lenore
(%) Ask each time whether or not to send receipt natification

O Automatically send receipt notification

[] Add a receipt natification request to the mail to be sent

Ghange the default value of Request Receipt Notification on the edit message screen to Onl

i List

Figure 8.8-1 Receipt Notification Settings Screen

Summary
You can adjust settings for receipt notification.
You can specify the action taken when the body text of a message containing a receipt notification request is

displayed, as well as the default settings for adding receipt notification requests to messages that you send.
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Details

B Action Taken When a Receipt Notification Request is Received

You can specify the action taken when you receive a message containing a receipt notification request and
display its body text.

You can specify one of the following actions.

» [Ignore]
Receipt notification is not sent even if received mail contains a receipt notification request.

» [Ask each time whether or not to send receipt notification]
Displays a dialog box asking whether or not to send receipt notification when a message

containing a receipt notification request is displayed.

» [Automatically send receipt notification]
Sends receipt notification automatically when a message containing a receipt notification

request is displayed.

B Adding a Receipt Notification Request to the Mail to be Sent

You can add a receipt notification request to a message by selecting the [Request Receipt Notification] check
box on the [Receipt Notification] menu of the [Edit Message] screen.

You can set the default value for the [Request Receipt Notification] check box on the [Receipt Notification]

tab of the [Personal Settings] screen.

ceipt Maotific

=]

y Fequest Receipt Motification

Figure 8.8-2 Request Receipt Notification Check Box
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Procedure
For information about this process, see section 3.9, "Sending Receipt Notification," on page 53, and section

4.1.4, "Receipt Notification," on page 72.

B Changing the Action Taken When a Receipt Notification Request is Received
1. On the [Settings] menu, click [Receipt Notification] to display the [Receipt Notification] tab of the
[Personal Settings] screen.

2. Select one of the option buttons under [Action taken when a receipt notification request is received].
3. Click the [Apply] button.

B Changing the Default Value for Adding Receipt Notification Requests to Sent Mail
1. On the [Settings] menu, click [Receipt Notification] to display the [Receipt Notification] tab of the
[Personal Settings] screen.
2. Select or clear the [Add a receipt notification request to the mail to be sent] check box.
3. Click the [Apply] button.

Note

e  For information about receipt requests, see section 4.1.4, "Receipt Notification" (page 72).
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8.9.  Used Space

A Personal Settings — Microsoft Internet Explorer

General Signatures Dizplay MName Ml arker Mail Account Mail Filtering Mobile Receipt Motification Uzed Sp
Used zpace on disk 615.3KB/30MBEX

oMBE 30MBE

L |

Figure 8.9-1 Personal Settings - Used Space Tab

Summary
You can display the amount of server disk space a user is using.
The maximum amount of data a user can use is displayed, along with the amount of data currently being used.

This function is only available when using POP.

Procedure
1. On the [Settings] menu, click [Used Space] to display the [Used Space] tab of the [Personal

Settings] screen.
2. The amount of data the user is currently using is displayed, along with the maximum amount

that can be used.

Important
e  This function is only available when using POP. When using an IMAP server, used space is shown
as 0 bytes.
Note
e For information about used space for folders, see section 10.1, "Folder Used Space List"
(page 214).
e  For information about user disk space warnings, see section 10.2, "User Disk Space Warnings"
(page 216).
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8.10. Design Settings

Summary
You can change the window design (skin) for WitchyMail.

a Personal Settings — Microsoft Internet Explorer

General l/Signatures J/Disglag Mame VMarker J/Mail Account J/Mail Filtering J/Mnbile J/Receipt Motification J/Used Space J/Q

Select Desien

panther

darkeray mossEreen orange

|~

Figure 8.10-1 Personal Settings - Design Tab

Details
B Changing the Design
In WitchyMail, you can select the window design of your choice from the skins available.

Procedure

B Changing the Design
1. On the [Settings] menu, click [Design] to display the [Design] tab of the [Personal Settings] screen.
2. Select one of the samples displayed in the [Design] tab to change the window design for WitchyMail.

] CEm

madnSant ] Al TOVGO/BCE)

Submct 4 4
=] z z
=] 4 4
Fren Tam Cunar e cancie co g *  [F Sem mad 0 Sant [ A TOAGGBCSD o g *  [F Sem mad 0 Sant [ A TOAGGBCSD

L L
vt = Swet AL G113~ Swe o Doat G011~ Bwanes W Girt-a - Swwct A1 i

Figure 8.10-2 Changing the Design
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9 Keyboard Shortcuts

9.1. Keyboard Shortcuts
Summary
You can perform various actions using keyboard shortcuts.

Example:

e  When a message is selected in the message list, you can select the message above by pressing the
UP ARROW key, and the message below by pressing the DOWN ARROW key.

e  When a message is selected in the message list, press the SPACEBAR to scroll forward through
the message, and press SHIFT+SPACEBAR to scroll backward through the message.

e  When a message is selected in the message list, press R to reply, or SHIFT+R to reply to all.

e On the [Edit Message] screen, press CTRLAI to insert a signature at the end of a message,
and press CTRLAS to save as a draft.

L Ex
You can display a list of the keyboard shortcuts that can be used on each screen by clicking the -

button on the lower right of the screen.

7 X

gl List

Figure 9.1-1 Keyboard Shortcut List Button on Lower Right of Screen

Keyboard Shortcut List

Scroll to bottom of
1 Messzage below T Message above SPAGE hody test
Shift-SpacE Scroll to top of Enter Edit as new v Show/hide bady text
body text
n Compose r Reply R Reply to &ll
f Forward d Delete D Delete Permanently
i Recieve a Contacts Gtri-a Select All
Esc Mo messages DEL Delete Shift-DEL Delete Permanently
zelected
+ Previouz Paege — Mext page e m:::)mte"ing (Al
M ail Fitering __, Mail Filtering
E {Read Mail Ctrlme (opecked Mail u Mark as Unread
U Mark as Read 0 Matker 1 Marker
2 Marker 3 Marker 4 Marker
5 Marker

Figure 9.1-2 Message List Keyboard Shortcut List
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10 Mail Box Used Space

10.1. Folder Used Space List
Summary
You can display a list of folders created by the user, the number of messages saved in each folder, the number

of unread messages, and the used space.

Details
m Displaying the Folder Used Space List

When you select an e-mail address displayed in the folder list, the folder used space list for that account

is displayed.

Folder Name Unread Mail All Mail Used Space
H I Inbox 0 7 18.3KB
Sent (5 Sent 0 8 607.7KB
1G4 Dratft 17 Draft 0 g 2.2KB
= I Trash I Trash 0 0 =]
I[] FolderB I FolderB 0 I 0B
I FolderG I Folder 0 0 1] 5]
& Spam iS5 Spam 0 0 1] 5]
= 5 User's Folder I Uszer's Folder 0 2 47KB
= [ Sub Folderl I 5ub Folderl 0 I 0B
I Subsub Folder 0 I 0B
|| Subsub Folder
I 5ub Folder2 0 I 0B
= ] Sub Folder2 ) Folderd q 0 0B
& FolderA [ Folderd 0 0 0B
I Folder# I Frisnds 0 ] =
] Friends
2 & user2@example.co.jp Used space on Mail Server 18.3KB
Used space on disk {(WitchyMail Server} 615.5KB
I Inbox )
= Sent
LA Draft
IFj; Trash

1l - Folder below | T - Folder above | v - Switch display of messaze text |n - Compose |r — Rep WList

Figure 10.1-1 Folder Used Space List

The folder used space list displays a list showing user folder names, the number of unread messages, the total
number of messages, and used space. It also displays the total used space on the POP server (*only when

using POP Server Synchronization mode) and used space on disk (WitchyMail server).

214 Copyright© 2005-2008 NEC Soft, Ltd.



WwitchymMait
—

W Folder Used Space List
This list displays user folder names, the number of unread messages, the total number of messages,

and used space.

W Total Used Space on POP Server
Displays the size of the POP server mail box when using POP Server Synchronization mode (see section Mail
Account Settings, "Mail Account Settings," on page 189). This information is not displayed when using

modes other than POP Server Synchronization mode.

W Used Space on Disk (WitchyMail Server)
Displays the amount of disk space a user is using on a WitchyMail server.

This information is displayed only when using a POP mail server.

B Used Space on Mail Server
Displays the total size of the user's mail box on an IMAP server.

This information is displayed only when using an IMAP mail server.

Procedure
W Displaying the Folder Used Space List
1. In the folder list, select the e-mail address you want to display the folder used space list for.
2. The folder used space list is displayed.
3. If you have added e-mail addresses using the external POP option, you can display the folder

used space list for each e-mail address by selecting it in the folder list.

Important
e  For POP mail servers, the total used storage space is displayed. For IMAP mail servers,

used space on the mail server is displayed.

Note
e For information about displaying used disk space, see section 8.9, "Used Space" (page 211).
e  For information about user disk space warnings, see section 10.2, "User Disk Space Warnings"
(page 216).
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10.2. User Disk Space Warnings
Summary
If the Administrator has set a disk space warning, a warning appears when the percentage of disk space a user

is using exceeds the set value.

Search
Ower 80 % of available capacity iz in use. Delete some mail permanently fram the Trash or another folder to reduce space used
= -~
= b B Folder Name Unread Mail All Mail Used Space
g nbox & Inbox 0 7 18.3KB
&3 Sent S sent 0 8 607.7KB
& Draft (52 Draft 0 g 2.2KB
= [fF Trash I Trash 0 i 0B
] FolderB |1 FolderB o 0 0B
I FolderG I FolderG 0 0 e
& Spam I8 Spam o o 0B
= [ User's Falder |1 User's Folder o 2 437KB
B & Sub Folder! | 15ub Folderl o 0 0B
|1 5ubsub Folder o 0 0B
| Subsub Folder
[ 1Sub Folder2 o 1} 0B
= || Sub Folder? ) Foldera 1 0 0B
8 Foldera 5 Falder & 0 0 0B
& Foldera [ Friends i i ]
I Friends
(& user2@axample.co.jp Used space on Mail Server 18.3KB
Used space on disk (WitchyMail Server) 615.5KB
Ly Inbox @}
= Sent
1G4 Draft N
-
L - Folder below | T - Folder sbove | v - Switch display of message text |n - Gompose |r - Reply | R - Reply to All | f - Forward |+ [flList

Figure 10.2-1 User Disk Space Warning
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Details

W User Disk Space Warnings

User disk space warnings are set by the Administrator.

If the Administrator has enabled disk space warnings, a warning dialog box appears when the percentage of
disk space a user is using exceeds a set value.

The warning dialog box is displayed until you reduce the percentage of used disk space to below the set value.

Ovwer 80 % of available capacity iz in uge. Delete some mail per manently from the Trash or another folder to reduce space used.

Figure 10.2-2 User Disk Space Warning Message

Important
e  The Administrator enables or disables user disk space warnings, and sets the percentage of used

disk space that triggers a warning when exceeded.
Note
e  For information about displaying used disk space, see section 8.9, "Used Space" (page 211).
e  For information about used space for folders, see section 10.1, "Folder Used Space List"
(page 214).
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11 Importing and Exporting Mail

You can upload (import) mail data files from the client PC to WitchyMail, and download (export) received mail
to the client PC as a file.

11.1. Importing Malil
Summary
You can upload (import) mail data files from the client PC to WitchyMail.

Details

B Importing Mail

You can import mail data.

You can upload backup mail data files made using the export function explained later in this chapter, or mail

data files from other e-mail software with a mail export function, and import them into WitchyMail.
You can import the following mail formats.

B "eml" Format
This format is the mail file format for Microsoft Corporation's Outlook Express e-mail software. It is also

widely used by other e-mail software.

m "eml(zip)" Format
This format is an "eml" format file compressed as a ZIP file. You can import multiple mail files at the same

time using this format.
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Procedure
B Importing Mail

1.
2.

NS kW

On the [Tools] menu, click [Import Mail] to display the [Import Mail] screen.

Click the [Browse] button to display the browser's file selection dialog box. In the file selection

dialog box, select the mail data to upload.

Select a save format from the drop-down list box.

Click the [Folder] button, and specify the folder to save the imported mail to.
Click the [Import] button.

An import confirmation dialog box is displayed. Click the [OK] button.

The import results dialog box displays the number of messages that were imported successfully,

and the number of messages that could not be imported successfully.

3 Import Mail — Microsoft Internet Explorer

Impart Mail

Import

1. Select the mail data to upload.

02 Save format: aml

2. Select the falder to impart to.
| | ’ Folder ]

T

Figure 11.1-1 Import Mail Screen

Mail import completed.
Meszages imported successfully: 1
Meszages not imported successfully: O

Figure 11.1-2 Import Results Dialog Box
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Important
e  When you upload using "eml(zip)" format, place all "eml" files in the top-level folder of the archive
file. You cannot import "eml" files in subfolders of the archive file.
e  Select the correct save format from either "eml" or "eml(zip)". You cannot import files correctly

when they are saved in a format not matching the import file.

Note

e  For information about exporting mail, see section 11.2, "Exporting Mail" (page 221).
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11.2. Exporting Mail
Summary
You can download (export) WitchyMail mail to the client PC.

Details
W Exporting Mail

You can export mail data.

You can view mail offline and create a backup of mail by downloading WitchyMail mail to the client PC
as a mail data file.

Also, you can import WitchyMail mail data to other e-mail software that supports the mail import function.

In addition to selecting each message you want to export individually, you can export all mail in a certain

folder at once also.
You can export files in the following formats.

® “eml" Format
This format is the mail file format for Microsoft Corporation's Outlook Express e-mail software. It is widely

used by other e-mail software as well.

B Text Format
This format creates a group of files from mail data in a format that includes the message body text as a text file as
well as any attachments. This format is for export only. You cannot upload files exported in TXT format to

WitchyMail again by importing them.

221



WitchyMail User Manual

Procedure
W Selecting Messages to Export

1.

AR

In the message list, select the messages you want to export. You can use the selection check boxes
to select multiple messages.

On the [Tools] menu, click [Export Mail] to export the messages. Alternatively, right-click the
message list and click [Export Mail] on the shortcut menu.

On the dialog box displayed, click the [Selected mail] option under [Export targets].

Specify the save format using the [Save format] drop-down list box, and then click the [OK] button.
A confirmation dialog box is displayed. Click the [OK] button.

The browser's file download dialog box is displayed. Follow the file download procedure for the

browser you are using.

m Exporting All Mail in a Folder

1.

In the folder list, select the folder you want to export.

2. On the [Tools] menu, click [Export Mail] to export the messages. Alternatively, right-click the
message list and click [Export Mail] on the shortcut menu.

3. On the dialog box displayed, click the selected folder option under [Export targets].

4.  Specify the save format using the [Save format] drop-down list box, and then click the [OK] button.

5. A confirmation dialog box is displayed. Click the [OK] button.

6. The browser's file download dialog box is displayed. Follow the file download procedure for the
browser you are using.

Important

Note

Exported files are compressed in ZIP format.

You can upload mail exported in "eml" format to WitchyMail using the import function, but mail
exported in text format cannot be uploaded to WitchyMail using the import function. When using
the export function to create a backup of mail, export in "eml" format.

You cannot export using the [Selected mail] option when no messages are selected.

For information about importing mail, see section 11.1, "Importing Mail" (page 218).
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About Trademarks and Registered Trademarks

No portion of this manual may be photocopied, recorded, or reproduced in any form, whether
electronic or mechanical, or transmitted or stored in a retrieval system, without the written
permission of NEC Soft, Ltd.

NEC Soft, Ltd. assumes no responsibility for use of the information contained herein. While
reasonable care has been taken in the preparation of this manual, the copyright holder assumes
no legal liability or responsibility for its accuracy or completeness.

Furthermore, no responsibility is assumed for any damages resulting from use of the information
contained herein.

WitchyMail is a registered trademark of NEC Soft, Ltd.

Other trademarks, trade names, and company names mentioned in this manual are the property

of their respective owners.

List of Trademarks and Registered Trademarks

Firefox is a trademark or registered trademark of the Mozilla Foundation in the United States
and other countries.

Linux is a trademark or registered trademark of Linus Torvalds in the United States and other
countries.

Red Hat Linux is a registered trademark of Red Hat, Inc., and its subsidiaries.

Windows, Internet Explorer, and Outlook Express are trademarks or registered trademarks of
Microsoft Corporation in the United States and other countries.

All other product names mentioned in this document are trademarks of their respective owners.
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