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Orientation

This MailMan Developer's Guide is intended for use in conjunction with VVeterans
Health Information Systems and Technology Architecture (VistA) MailMan. It
outlines programmer details of the VistA MailMan software (e.g., Application
Program Interfaces [APIs] and Direct Mode Utilities) and gives guidelines on how the
software is used within VistA.

The intended audience of this manual is all primary (key) stakeholders. The primary
stakeholders include:

e VistA Infrastructure and Security Services (ISS) Development Team.

e Other VistA project development teams and programmers.

e Information Resource Management (IRM) personnel responsible for maintaining
MailMan.

e Enterprise VistA Support (EVS).
How to Use this Manual

Throughout
MailMan V.

this manual, advice and instructions are offered regarding the use of
8.0 and the functionality it provides for Veterans Health Information

Systems and Technology Architecture (VistA) software products. This manual
discusses the use of MailMan's Application Program Interfaces (APIs) AND Direct
Mode Utilities.

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

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

e \Various

symbols are used throughout the documentation to alert the reader to

special information. The following table gives a description of each of these

symbols
Table ii. Do

cumentation symbol descriptions

Symbol

Description

NOTE/REF: Used to inform the reader of general information including references
to additional reading material.

CAUTION or DISCLAIMER: Used to inform the reader to take special notice of
critical information.

%

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

e Descript

August 2002
Revised September 2006
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e Conventions for displaying TEST data in this document are as follows:

— The first three digits (prefix) of any Social Security Numbers (SSN) will begin
with either 000" or "666".

— Patient and user names will be formatted as follows: [Application
Name]PATIENT,[N] and [Application Name]USER,[N] respectively, where
"Application Name" is defined in the Approved Application Abbreviations
document and "N" represents the first name as a number spelled out and
incremented with each new entry. For example, in Kernel (KRN) test patient
and user names would be documented as follows: KRNPATIENT,ONE;
KRNPATIENT, TWO; KRNPATIENT,THREE; etc.

e Sample HL7 messages, "snapshots” of computer online displays (i.e., roll-and-
scroll screen or character-based screen captures/dialogues) and computer source
code, if any, are shown in a non-proportional font and enclosed within a box.

— User's he first three digits (prefix) of any Social Security Numbers (SSN) will
begin with either "000" or "666".

— Patient and user names will be formatted as follows: [Application
Name]PATIENT,[N] and [Application Name]USER,[N] respectively, where
"Application Name" is defined in the Approved Application Abbreviations
document and "N" represents the first name as a number spelled out and
incremented with each new entry. For example, in Kernel (KRN) test patient
and user names would be documented as follows: KRNPATIENT,ONE;
KRNPATIENT, TWO; KRNPATIENT,THREE; etc.

e Sample HL7 messages, "snapshots” of computer online displays (i.e., roll-and-
scroll screen or character-based screen captures/dialogues) and computer source
code, if any, are shown in a non-proportional font and enclosed within a box.

— User's responses to online prompts will be boldface.

— References to "<Enter>" within these snapshots indicate that the user should
press the Enter key on the keyboard. Other special keys are represented
within < > angle brackets. For example, pressing the PF1 key can be
represented as pressing <PF1>.

— Author's comments, if any, are displayed in italics or as "callout™ boxes.

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

o NOTE: Unless otherwise noted, all sample screen captures/dialogue boxes
in this manual are derived from using either MailMan's Detailed or
Summary Full Screen message readers.

e This manual refers in many places to the M programming language. Under the
1995 American National Standards Institute (ANSI) standard, M is the primary
name of the M programming language, and M will be considered an alternate
name. This manual uses the name M.

X MailMan Getting Started Guide August 2002
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All uppercase is reserved for the representation of M code, variable names, or the
formal name of options, field and file names, and security keys (e.g., the
XUPROGMODE key).

How to Obtain Technical Information Online
Exported file, routine, and global documentation can be generated through the use of
Kernel, MailMan, and VA FileMan utilities.
NOTE: Methods of obtaining specific technical information online will be indicated
where applicable under the appropriate topic.
Help at Prompts

VistA M Server-based software provides online help and commonly used system
default prompts. Users are encouraged to enter question marks at any response
prompt. At the end of the help display, you are immediately returned to the point
from which you started. This is an easy way to learn about any aspect of the software.

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

e New Features in MailMan

General MailMan Information

Questions and Answers on MailMan
Manual for MailMan Users

o REF: For more information on obtaining MailMan online help, please refer to Chapter
12, "Online Help Information” in the MailMan User Guide.

Obtaining Data Dictionary Listings

Technical information about VistA M Server-based files and the fields in files is
stored in data dictionaries (DD). You can use the List File Attributes option on the
Data Dictionary Utilities submenu in VA FileMan to print formatted data dictionaries.

o REF: For details about obtaining data dictionaries and about the formats available,
please refer to the "List File Attributes” chapter in the "File Management" topic of the
VA FileMan Advanced User Guide.

Assumptions About the Reader

This manual is written with the assumption that the reader is familiar with the
following:

e VistA computing environment:
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Xii

— Kernel—VistA M Server software
— VA FileMan data structures and terminology—VistA M Server software
e Microsoft Windows environment

e M programming language

This manual provides an overall explanation of MailMan and the changes contained
in MailMan V. 8.0. However, no attempt is made to explain how the overall VistA
programming system is integrated and maintained. Such methods and procedures are
documented elsewhere. We suggest you look at the various VA home pages on the
World Wide Web (WWW) and VA Intranet for a general orientation to VistA. For
example, go to the Veterans Health Administration (VHA) Office of Information (Ol)
Health Systems Design & Development (HSD&D) Home Page at the following
Intranet Web address:

http://vista.med.va.gov/

Reference Materials
Readers who wish to learn more about MailMan should consult the following:

e MailMan Release Notes

e MailMan Installation Guide

e MailMan Getting Started Guide

e MailMan Developer's Guide (this manual)
e MailMan User Guide

e MailMan Network Reference Guide

e MailMan Package Security Guide

e MailMan Systems Management Guide

e MailMan Technical Manual

e MailMan Home Page at the following Web address:
http://vista.med.va.gov/mailman/index.asp

This site contains other information and provides links to additional documentation.

VistA documentation is made available online in Microsoft Word format and in
Adobe Acrobat Portable Document Format (PDF). The PDF documents must be read
using the Adobe Acrobat Reader (i.e., ACROREAD.EXE), which is freely distributed
by Adobe Systems Incorporated at the following Web address:

http://www.adobe.com/

MailMan Getting Started Guide August 2002
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REF: For more information on the use of the Adobe Acrobat Reader, please refer to the
"Adobe Acrobat Quick Guide" at the following Web address:

http://vista.med.va.gov/iss/acrobat/index.asp

VistA documentation can be downloaded from the Health Systems Design and
Development (HSD&D) VistA Documentation Library (VDL) Web site:

http://www.va.gov/vdl/

VistA documentation and software can also be downloaded from the Enterprise VistA
Support (EVS) anonymous directories:

e Albany OIFO ftp.fo-albany.med.va.gov

e Hines OIFO ftp.fo-hines.med.va.gov

e Salt Lake City OIFO ftp.fo-slc.med.va.gov

e Preferred Method download.vista.med.va.gov

This method transmits the files from the first available FTP server.

DISCLAIMER: The appearance of external hyperlink references in this manual
does not constitute endorsement by the Department of Veterans Affairs (VA) of
this Web site or the information, products, or services contained therein. The VA
does not exercise any editorial control over the information you may find at these
locations. Such links are provided and are consistent with the stated purpose of
this VA Intranet Service.
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1.0 Introduction—Customizing Your MailMan
Message Center
This manual describes how you can customize the MailMan V. 8.0 interface.
MailMan has always given you the opportunity to customize the interface to best suit
your needs. This flexibility saves you time and frustration when dealing with your e-
mail.
The topics covered in this manual include:
e Chapter 1—"Choosing Your Default Message Reader"
e Chapter 2—"0Organizing Your Mail Baskets and Messages"
e Chapter 3—"Designating Other Preference Entries"
e Chapter 4—"Managing Your Mail—Overview"
You might find it more helpful to customize the MailMan interface before you start
using it; however, you can customize the interface and set your preferences at
anytime. As you become more familiar with the MailMan interface, you may decide
to go back and reset your preferences based on your experience.
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2.0

2.1

Choosing Your Default Message Reader

The following topics are discussed in this chapter:

e Classic Message Reader

e Detailed Full Screen Message Reader
e Summary Full Screen Message Reader
e Set Your Default Message Reader

There are several ways to read and manage your messages. You should first choose
the message reader that best suits your needs.

MailMan gives you the opportunity to choose how to display your messages when
using the Read/Manage Messages option [synonym RML]. In addition to the original
version of the MailMan reader (i.e., Classic), two other readers are available. Thus,
you can choose from the following three message readers:

e Classic (default)

e Detailed Full Screen

e Summary Full Screen

These three message readers are described in greater detail below.

REF: For more information on the Read/Manage Messages option [RML], please refer
to Chapters 2 and 3 in the MailMan User Guide.

Classic Message Reader

The Classic message reader is basically the same reader you saw with earlier versions
of MailMan (i.e., prior to MailMan Version 8.0) but with a few improvements. It is
"classic™ in that it is the reader with which early MailMan users are most familiar
(i.e., the only one that was available in the past). We suggest that you try either of the
two other message readers (i.e., Detailed Full Screen or Summary Full Screen),
because they give you more choices and additional functionality that can prove
beneficial when working with MailMan.

NOTE: Prior to initially configuring your MailMan interface, the reader is set to default
to the Classic reader.

The following summary information is available with the Classic message reader
(after you choose a mail basket from which to read and entering one question mark):

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

e Message Totals:

August 2002 MailMan Getting Started Guide 2-1
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Choosing Your Default Message Reader

— How many messages in the basket

— Range of message numbers in the basket

— How many message are new in the basket

Flags—Any special flags associated with the messages in the basket (e.g., Priority
["1"] or New ["*"] flags).

Message Numbers—The numbers associated with the messages (meaningful for
this list only).

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

The following detailed information is available with the Classic message reader (after
you choose a mail basket from which to read and enter two question marks):

Basket—Basket containing the messages (e.g., "IN").
Message Totals:

— How many messages in the basket
— Range of message numbers in the basket
— How many message are new in the basket

Flags—Any special flags associated with the messages in the basket (e.g., Priority
["1"] or New ["*"] flags).

Message Numbers—The numbers associated with the messages (meaningful for
this list only).

MailMan Internal Message Identification Number—The MailMan message
numbers generated internally for each message (displayed in brackets).

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

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

Read/Rcvd—Total number of responses read and received for a message. If there
are no responses to a message, no totals will be indicated.

MailMan continues to read messages sequentially depending on the message order
you've specified. You set the message order display through the User Options Edit
option on the Personal Preferences menu (i.e., "MESSAGE ORDER?:" prompt).

REF: For more information on the "MESSAGE ORDER?:" prompt, please refer to the
"Choose Your Message Display Order" topic in Chapter 3.0 in this manual.

2-2
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Preview Messages

The Classic message reader can "preview" the next message to be read in a mail
basket by displaying the message subject, sender, mail basket, and message number
in that basket on two lines. For example:

Subj: Local: biweekly info exchange message # 84 From: POSTMASTER
Mai IMan Basket Message: 21//

Figure 2-1. Preview feature in Classic MailMan

When you are scrolling through the messages in a basket, you can choose whether or
not MailMan should display (preview) the message subject and sender before you
read the message.

Seeing the message subject and sender may help you decide whether or not you wish
to read the message. If you decide not to read the message, you can "Ignore™ it and
move on to the next message.

The following is a sample dialogue showing the message preview feature:

Select MailMan Menu Opticn: E <Enter> Eead/ /Ma uage Meazages

Select me3sage reader: Detailed Full Screen// Classic

Read mail in MATL BASEET: IN// <Enter> ,LEE =3 With "Preview"

Last message nurker: 248 Messages in basket: ( turned on, you can

Enter 227 for help. "Ignore” (skip)

Subi: MISSAGE L From: USER,QNE met.slsages na ':aSkEt

IN Basket ‘ﬂssngﬂ: 2427/ I «<Enter> Ignore this meszags untiyou come 10 a
message you want to

Subj: MESSAGE B From: USER,THO read based on the

IN Basket Message: 247// I «Enter> Ignore this message subject and sender of
the message shown

Subj: MESSRGE C F

]
o =

: USER, THREE

| ]

IN Basket Message:

(previewed). //;

Figure 2-2. An example using the Preview feature in Classic MailMan

The following is a sample dialogue without message preview. It is more difficult to
decide whether to read the message or to ignore it:
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Select MailMan Menu Opticn: R <Enter> Read/Manage HMessa “N\
Select message reader: Detailed Full Scresn// Classic With "Preview'

Read mail in MAIL BRSKET: IN// <Enter> (199 m turned off, you can
Last message number: 2432 Messages in baskef- Sﬁ"'1g"ﬂre“

Enter ?7? for help.

messages, however,

you cannot see the

IN Basket Measage: 243// 1 <Enter> Ignocre this mes3ag .
subject and sender
IN Basket Measage: 2477/ I <Enter> Ignore this measag ofthe message

before reading it. _/.

I Basket Mezzage: 2487/

Figure 2-3. An example not using the Preview feature in Classic MailMan

You can use the User Options Edit option to decide whether or not you want
MailMan to preview messages when using the Classic message reader, as shown
below:

Select Peracnal Preferences Opticn: user <Enter> Opticns Edit

Fditing data in the MATIBOY file:

BENNER: IS5 Technical Writer Replace <Enter>

E ORDER: Hewesat First// <Enter>

ESS S BERD OBDER: Newesat First// <Enter>

Here the user chose
to preview the
messages when

E E: Detailed Full Screen// <Enter> _ .
T READER FROMET: Yes, ask me// <Enter> using the Classic
7 MESSAGES DEFAULT OFTION: LIST ALL NEW MESSAGES | message reader.
y <Enter>
SHOW MESSAGE FREVIEW: MO, DO NOT SHOW IT// 7
Do you want to see a preview of the message subjg
Choose from:
Y YES, SHOW MESSAGE PREVIEW
N WO, DO NOT 3HOW IT
SHOW MESSAGE PREVIEW: MO, DD NOT SHOW IT// yes <Bnter»> YES, SHOW MESSLAGE PREVIEW

Figure 2-4. Setting the Message Preview prompt

After choosing the User Options Edit option (Figure 2-4), the user pressed the
<Enter> key until he reached the "SHOW MESSAGE PREVIEW: NO, DO NOT
SHOW IT//" prompt.

In order to see the options, the user entered a single question mark ("?") at the
prompt. MailMan indicated that entering a "Yes" would preview messages when
using the Classic message reader. Entering a "No™ would not preview messages. In
this case, the user chose to preview the messages by entering "Yes" at the "SHOW
MESSAGE PREVIEW:" prompt.

o NOTE: This only applies to the Classic message reader.
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Ignore Action

Another feature with the Classic message reader is the Ignore (I"") action code. You
can enter the "I" action code after the default message to be read and MailMan
automatically ignores that message and prepares to display the next message in the
basket, as shown below:

Select MailMan Menu Option: rml <Enter> Read/Manage Messages
Select message reader: Detailed Full Screen// c <Enter> Classic
Read mail in MAIL BASKET: IN// <Enter> (5 messages, 1 new)
Last message number: 5 Messages in basket: 5 (1 new)

Enter ??? for help.

Subj: Local: biweekly info exchange message # 58 From: POSTMASTER
IN Basket Message: 5// ?

IN Basket, 5 messages (1-5), 1 new

*=New/!'=Priority....... Subject. ... ... .. ... From... .. ... ... ... ......
*5_ Local: biweekly info exchange message # 58 POSTMASTER
4. XU*8*141 TEST vl <""NPM [#30846990] "*@FOR
3. Kernel Documentation XMUSER . ZERO
2. DSM VERSION FORMAT VON BLACKANDWHITE,HANS
1. BROKER OPTIONS MISSISNG FROM OPED BLACK,DONALD

Subj: Local: biweekly info exchange message # 58 From: POSTMASTER
IN Basket Message: 5// 1| <Enter> Ignore this message

Subj: XU*8*141 TEST vl From: <"NPM [#30846990]""@FORUM.VA_.GOV>
IN Basket Message: 4//

Figure 2-5. Ignore action code in the Classic Message Reader

In the previous example (Figure 2-5), the user chose the Classic message reader to
read messages in the "IN" mail basket.

The user first chose to get a summary list of all messages in the "IN" basket by
entering a question mark (?") at the "IN Basket Message: 5//" prompt. MailMan
displayed all of the messages in the basket. As a default, MailMan displayed the
newest message first (i.e., number 5, "Local: biweekly info exchange message # 58").

By entering an 1" (Ignore) at the "IN Basket Message: 5//" prompt, MailMan ignored
this message and changed the default to the next message (i.e., number 4, "XU*8*141
TEST v1").

Also, when you are using the Classic message reader, you can still enter a message
number for a message you know does not exist in your mail basket and MailMan will
automatically move you to the next message in the basket.

For example, if you have messages numbers 1-27 and 29-40 in a mail basket and your
message display order is from newest to oldest, when you enter number 28 at the
message action prompt, MailMan will display message number 27.
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REF: For more information on the message display order, please refer to the "Choose
Your Message Display Order” topic in Chapter 3.0 in this manual.

Classic Summary Information

When reading your messages with the Classic message reader, you can get a
summary list of messages in any mail basket. After you choose the mail basket, enter
one question mark ("?") following the prompt, as shown in the following example:

Select MailMan Menu Option: RML <Enter> Read/Manage Messages
Select message reader: Classic// <Enter>

Read mail in MAIL BASKET: IN// <Enter> (4 messages, 3 new)
Last message number: 4 Messages in basket: 4 (3 new)

Enter ??? for help.

Subj: For Technical Communicators.... From: Five Xmuser5 <fxmuser5@xxXXXXXXXX.com>
IN Basket Message: 4// ?

IN Basket, 4 messages (1-4), 3 new

*=New/!=Priority....... Subject. ... ___.._.._._._. From. . .. iiiii---
*4_ For Technical Communicators.... Five Xmuser5 <fxmuser5@xxXXXXXXX.com>

3. FW: Tribal Wisdom vs. Government Polic "Xmuser3, Three' <xmuser5f@xxxx.army
*2. 07/14/02 VACO BROADCAST <POSTMASTER . FORUM@FORUM. VA .GOV>

*1. Local: biweekly info exchange message POSTMASTER

Subj: For Technical Communicators.... From: Five Xmuser5 <fxmuser5@xxXXXXXXXX.com>
IN Basket Message: 4//

Figure 2-6. Classic Message Reader with summary information

g TIP: The same summary information is available to you when you use the Summary
Full Screen as your message reader. The Summary Full Screen message reader also
provides more action commands to help you better manage your mail.

o REF: For more information on the Summary Full Screen message reader, please refer to
the "Summary Full Screen Message Reader" topic that follows in this chapter.

Classic Detailed Information
When reading/managing your messages with the Classic message reader, you can get

a detailed list of messages in any mail basket. After you choose the mail basket, enter
two question marks ("??") following the prompt, as shown in the following example:

Select MailMan Menu Option: RML <Enter> Read/Manage Messages
Select message reader: Classic// <Enter>
Read mail in MAIL BASKET: IN// <Enter> (4 messages, 3 new)

Last message number: 4 Messages in basket: 4 (3 new)
Enter ??? for help.

Subj: For Technical Communicators.... From: Two Xmuser2 <txmuser2@xXxXXxXXXX.com>
IN Basket Message: 4// ??

IN Basket, 4 messages (1-4), 3 new

*=New/!'=Priority........ Subject. ... ... ... ... .. .... Lines.From.......... Read/Rcvd
*4._. [1220595] 07/14/02 For Technical Communicator 503 Two Xmuser2 <txmuser2@x
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3. [1220558] 07/14/02 FW: Tribal Wisdom vs. Gover 50 "Xmuser3, Thr' xmuser3@
*2. [1220556] 07/14/02 07/14/02 VACO BROADCAST 14 <POSTMASTER.FORUM@FORUM
*1. [1220526] 07/14/02 Local: biweekly info exchang 2 POSTMASTER 2/5

Subj: For Technical Communicators.... From: Two Xmuser2 <txmuser2@xXxXXxXXXX.com>
IN Basket Message: 4//

Figure 2-7. Classic Message Reader with detailed information

TIP: The same detailed information is available to you when you use the Detailed Full
Screen as your message reader. The Detailed Full Screen message reader also provides
more action commands to help you better manage your mail.

REF: For more information on the Detailed Full Screen message reader, please refer to
the "Detailed Full Screen Message Reader" topic that follows in this chapter.

NOTE: Unless otherwise noted, all sample screen captures/dialogue boxes in this
manual are derived from using either the Detailed or Summary Full Screen message
readers.

e e

2.2 Detailed Full Screen Message Reader

The Detailed Full Screen message reader provides you with a detailed message list.
This list displays a wealth of information for each message in a specified basket. It
provides more information than the Classic reader in summary view or the Summary
Full Screen message reader.

The following information is available with the Detailed Full Screen message reader:

e Basket—Basket containing the messages (e.g., "IN").
e Message Totals:

— How many messages in the basket
— Range of message numbers in the basket
— How many message are new in the basket

e Flags—Any special flags associated with the messages in the basket (e.g., Priority
[*1"] or New ["*"] flags).

e Message Numbers—The numbers associated with the messages (meaningful for
this list only).

e MailMan Internal Message Identification Number—The MailMan message
numbers generated internally for each message (displayed in brackets).

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

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

e Read/Rcvd—Total number of responses read and received for a message. If there

are no responses to a message, no totals will be indicated.

NOTE: Unlike MailMan's Classic message reader, you are not required to enter two
question marks ("??") in order to see the detailed information.

The following is an example of the Detailed Full Screen display when
reading/managing your messages:

Select MailMan Menu Option: RML <Enter> Read/Manage Messages
Select message reader: Classic// detail <Enter> Detailed Full Screen
Read mail in MAIL BASKET: IN// <Enter> (4 messages, 3 new)

IN Basket, 4 messages (1-4), 3 new
*=New/!=Priority....._.._. Subject. .. . .. ... _.__._.._. Lines.From...._._.... Read/Rcvd
*4._. [1220595] 07/14/02 For Technical Communicator 503 Two Xmuser2 <txmuser2@x
3. [1220558] 07/14/02 FW: Tribal Wisdom vs. Gover 50 "Xmuser3, Th" <xmuser3t
*2. [1220556] 07/14/02 07/14/02 VACO BROADCAST 14 <POSTMASTER .FORUM@FORUM
*1. [1220526] 07/14/02 Local: biweekly info exchang 2 POSTMASTER 0/1
Enter message number or command:

Figure 2-8. Detailed Full Screen Message Reader

In this example (Figure 2-8), the user has chosen the Detailed Full Screen as their

message reader. After the user choose the mail basket (i.e., "IN™), MailMan displays a

list of messages in the selected basket with detailed information for each message.

Also, when you are using the Detailed Full Screen message reader and you enter a
message number for a message you know does not exist in your mail basket or does
not fall within the range of the messages currently displayed, MailMan will

automatically display the screen with the range of messages that contains the message

you requested. This can be useful when you have a mail basket with numerous
messages that cannot all be displayed in one screen.

For example, let's say the following conditions exist:

e The mail basket your working with has over 50 messages
e The reader is currently displaying messages 26-50
e You want to see a message in the first 1-25 messages

You could enter any number from 1 to 25, regardless if it exists or not, at the "Enter
message number or command:" prompt and MailMan would display the first screen
of messages to you.

From the list of messages you can either enter a specific message number and read
that particular message or enter a single question mark (*?") and choose from any
number of available action commands, as shown below:

2-8 MailMan Getting Started Guide August 2002
Version 8.0 Revised September 2006



Choosing Your Default Message Reader

TN Basket, 4 messages {(l1-4), 3 new
*=New/ ! =F SuBJect.veeenensn ... REREEE Ling  Here is a sample list of
e 12z For %fﬂgziﬁl commanicater 30 pasket action commands
= E:EE P 'i;“—_éésgi'é_;i_gf“ Br when using a Detailed or
*1. [122 Lo aiTnhireekly info exchang SunnnaryFHHISEreen
Enter mes command: 7 message reader.
Enter a message number ({1-4) to read a message in this basket.
Enter an internal message number to read any message still on the sy3tem,
which you ever sent or received. Enter:
?3tring Search for messages in this basket whose subjec
containg the specified string
2?3tring Search for me3sages you once Jgent or received

whose subject begins with the specified string
.{-in or n-m,a,c-4d (de)select message n or a list of messages
e {de)select all me3sages
CD Change Detail NI HNew Tocggle measages
D Delste messages Print messages
F Forward messages Query ({search for) messages
FI Filter me3sages FEegequence med3ages
H Headerless Print messages Save messages toc ancther basket
L
N

= Lo

Later meszages Terminate meazages

Hew measage liast Vapcrize date set me3sages
ress ENTER cr + to go toc the next page. Enter +n tc page feorward n pages.
nter = to refresh this page; ~ to exit this list.

o
'

Enter message number or command:

Figure 2-9. Available action commands using the Detailed or Summary Full Screen Message Readers

As you can see from Figure 2-9, MailMan V. 8.0 provides numerous message list
action commands. Some of these action commands, however, are only available when
using the Detailed Full Screen or Summary Full Screen as your message reader.

REF: For more information on the basket action codes, please refer to Table 5-1 in
Chapter 5.0, "Managing Your Mail—Overview," in this manual.

If you've chosen a basket with a large number of messages (more than one "page")
when using the Detailed Full Screen or Summary Full Screen as your message reader,
MailMan will present you with alternative paging commands:

First Page:

Press ENTER or + to go to the next page. Enter +n to page forward n pages.
Enter = to refresh this page; ™ to exit this list.

Enter message number or command:

Figure 2-10. First page paging commands with a mail basket having multiple pages of messages
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Middle Page:

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

Enter message number or command:

Figure 2-11. Middle page paging commands with a mail basket having multiple pages of messages

Last Page:

Press ENTER or ~ to exit this list.
Enter - to go to the previous page. Enter -n to page back n pages.
Enter 0 to go to the first page; = to refresh this page.

Enter message number or command:

Figure 2-12. Last page paging commands with a mail basket having multiple pages of messages

TIP: Use the Detailed Full Screen message reader instead of the Classic reader in order
to save time when displaying basket message lists with detailed information. Also, the
Detailed Full Screen message reader allows you to better manage your mail by giving
you more action commands from which to choose.

)

o NOTE: Unless otherwise noted, all sample screen captures/dialogue boxes in this
manual are derived from using either the Detailed or Summary Full Screen message
readers.

2.3 Summary Full Screen Message Reader

The Summary Full Screen message reader provides a summary view of all messages
in all baskets. It provides less information than the Detailed Full Screen.

The following information is available with the Summary Full Screen reader:

e Basket—Basket containing the messages (e.g., "IN").
e Message Totals:

— How many messages in the basket
— Range of message numbers in the basket
— How many message are new in the basket
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e Flags—Any special flags associated with the messages in the basket (e.qg., Priority
["1"] or New ["*"] flags).

e Message Numbers—The numbers associated with the messages (meaningful for
this list only).

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

NOTE: To display summary information using the Classic message reader, you must
enter one question mark (*?").

The following is an example of the Summary Full Screen display when
reading/managing your messages:

Select MailMan Menu Option: RML <Enter> Read/Manage Messages
Select message reader: Classic// summary <Enter> Summary Full Screen

Read mail in MAIL BASKET: IN// <Enter> (4 messages, 3 new)
IN Basket, 4 messages (1-4), 3 new
*=New/!=Priority....... Subject. ... ___.._.._._. From. .. ... ... ... _......
*4_ For Technical Communicators.... Two Xmuser2 <txmuser2@xxx
3. FW: Tribal Wisdom vs. Government Policies "Xmuser3, Th' <xmuser3t@x
*2. 07/14/02 VACO BROADCAST <POSTMASTER . FORUM@FORUM .V
*1. Local: biweekly info exchange message POSTMASTER

Enter message number or command:

Figure 2-13. Summary Full Screen Message Reader

In this example (Figure 2-13), the user has chosen the Summary Full Screen as their
message reader. After the user chooses the mail basket (i.e., "IN™), MailMan displays
a list of messages in the selected basket with summary information for each message.

From the list of messages you can either enter a specific message number and read
that particular message or enter a single question mark (*?") and choose from any
number of available action commands.

NOTE: MailMan provides numerous command actions, some of which are only
available when using the Detailed Full Screen or Summary Full Screen message readers.

REF: For a list of basket action commands when using the Detailed or Summary Full
Screen message readers, please refer to Table 5-1 in Chapter 5.0, "Managing Your
Mail—Overview," in this manual.

For a complete list and description of basket command action codes, please refer to
Chapter 3 in the MailMan User Guide.
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2.4

2-12

Also, when you are using the Summary Full Screen message reader and you enter a
message number for a message you know does not exist in your mail basket or does
not fall within the range of the messages currently displayed, MailMan will
automatically display the screen with the range of messages that contains the message
you requested. This can be useful when you have a mail basket with numerous
messages that cannot all be displayed in one screen.

For example, let's say the following conditions exist:

e The mail basket your working with has over 50 messages
e The reader is currently displaying messages 26-50
e You want to see a message in the first 1-25 messages

You could enter any number from 1 to 25, regardless if it exists or not, at the "Enter
message number or command:" prompt and MailMan would display the first screen
of messages to you.

TIP: Use the Summary Full Screen message reader instead of the Classic reader in
order to save time when displaying basket message lists with summary information.
Also, the Summary Full Screen message reader allows you to better manage your mail
by giving you more action commands from which to choose.

NOTE: Unless otherwise noted, all sample screen captures/dialogue boxes in this
manual are derived from using either the Detailed or Summary Full Screen message
readers.

Set Your Default Message Reader
User Options Edit Option

To choose and set your message reader default, use the User Options Edit option on
the Personal Preferences menu. The following figure shows you an example of how
to choose your message reader:
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NML lew Megsages and Responses

BML Eead/Manage Measages

SML Send a Message
Query/Search for Messages

EMIL Become a Surrcgate (SHRARED,MAIL or Other)
Perscnal Preferences
Other MailMan Functicns ...
Help (User/Group Infc., etc.)

Select MailMan Menu Opticn: pers <Enter> cnal Preferencesa

User Opticns Edit
Banner Edit
Surrocgate Edit
Message Filter Edit
Delivery Basket Edit

ML Enrocll in {cr Disenrcll from) & Mail Group
Peracnal Mail Group Edit
Forwarding Zddress Edit

Select Perscnal Preferences Opticn: user <Enter> Opticna Edit

Editing data in the MATIBROX file:
BEMNNER: One Xmuserl, Technical Writer, OI Field O0ffice Oakland
Replace <Enter>

MESSAGE OBRDER: Newest Firat// <Enter>
RELD CRDER: Newest Firat// <Enters> Here the user set the
\ZF RELDER: Claasic// ? Detailed Full Screen as
What should your default message reader be? the default message
Choose from: reader.
C Classic
D Detailed Full Screen
= Summary Full Screen
MESSAGE READER: Clasaic// D <Enter> Detailed Full Screen

Figure 2-14. Choosing your Message Reader

As you can see from this example (Figure 2-14), after you choose the User Options
Edit option, you are eventually prompted to choose your message reader at the
"MESSAGE READER:" prompt.

To choose your reader, enter either: Classic ("C"), Detailed ("D"), or Summary ("S").
For this example, the user chose the Detailed Full Screen message reader as their
default.

Message Reader Prompt

Once you have decided on a message reader, you can specify whether the reader that
you just chose should be used all the time or that you want to be asked each time you
use the Read/Manage Messages option [synonym RML].
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While still using the User Options Edit option to configure your MailMan interface, at
the "MESSAGE READER:" question, you are asked to set the "MESSAGE
READER PROMPT:." The default for this prompt is "Yes, ask me." By answering
"No" to this prompt, you avoid being asked each time to choose a MailMan message
reader when reading your messages.

For example, if you wish to use the Detailed Full Screen reader exclusively, set the
MESSAGE READER to "Detailed Full Screen" and the MESSAGE READER
PROMPT to "No, don't ask me, just use the default” via the User Options Edit option,
as shown below:

MESSAGE BERDER PROMET: Yes, ask mes/S 7?7
You have chosen a default 'message reader' in the previocus selecticn.
You chose either the 'clazsic' reader or cne of the 'full-screen' readers.

MESSAGE BERDER PROMPT: Yes, ask me// n <Enter> HNo, don't ask me, Jjust use the

(If you didn't choose, then your default is the 'classic' reader.)

In this selecticn, vou must decide whether you wa
every time you ude the message reader which reade
g

vou and just go ahead and use vour default mess

a1l

Engwer 'Yea' if vyou want to be prompted for your reader choice every time
you go toc read messages in a basket. This is the default answer, and is
recommended until you have tried each reader and decided that you want to
settle cn using just cne.
Engwer "No" if vou don't want to be prompted, and yvou just want to use
your default reader every time.
Choose from:

hif Yea, ask me

N No, don't aak me, just use the default

Here the user chose to
always use the default
message reader.

Figure 2-15. Setting your Message Reader default

-» <

2-14

NOTE: Remember, you can change your message reader anytime by using the User
Options Edit option and changing the MESSAGE READER and MESSAGE READER
PROMPT values to whatever you want.

TIP: Set the "MESSAGE READER PROMPT:" to No to save you time when reading
your messages. You will avoid being prompted to choose your message reader and
automatically use your default message reader.
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3.0 Organizing Your Mail Baskets and Messages
The following topics are discussed in this chapter:
e Name Your Mail Baskets
e Set Your Delivery Basket Privileges
e Set Your Mail Basket Prompt
e Choose Your Message Display Order
e Choose Your New Messages Read Order
In addition to the existing functionality, MailMan provides numerous features when
working with your mail baskets in your MailMan mailbox. Besides helping you to
organize your mail baskets, MailMan also allows you to better organize your
messages within those mail baskets.
All current functionality and features available with MailMan V. 8.0 are described in
greater detail in this chapter.

3.1 Name Your Mail Baskets
MailMan allows you to give your mail baskets names starting with numbers. Also,
when you list your baskets, they will be sorted in alphabetical order (those baskets
beginning with numbers will be listed first). Mail basket names can be from 2 to 30
characters in length.
There are two methods of creating a new mail basket:
e Save a Message to a New Basket—Save a message to a mail basket that does not

yet exist (i.e., a new mail basket).
e Create a New Filter Basket—Use the Message Filter Edit option to create a new
filter mail basket.

For example, when you want to save a message into a new mail basket you can name
that new mail basket beginning with a number, as shown below:
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MzilMan Basket, 3 messages (1-3), 1 new

*=New/ ! =PricritV.coneaus B -+ = -0 Lines.FroM. ... « « ..« L2284 /Bovd
3. [l21z2 a TEST DELIVERY ZERO M 4
*2. [1 I'm sc excited. ZERD T227723
1. [1 MRTIMEN CUOSTOM XMUSERZ, TW 2/2

command: 3
Here, the user has created
a new mail basket whose
name begins with a
number (i.e., "1 Mail Test").

Subj: TEST DELIVERY BRSEET [#1212443]
From: EMUSEER..ZERQ. — PROGREMMER ... . e,
4 of 4 responses read. In "MailMan' basket. Pa

Enter message acticn {in MailMan basket);

Save message intoc basket: 1 Mail Test
Are you adding 'l Mail Test' a3 a new BASEET (the 73RD for this MATLBOXK) ? Ho// ¥

<Enter> (Yea3)

Meszsage saved.

Figure 3-1. Creating a new mail basket beginning with a number

REF: For more information on saving messages to a new basket or for filtering your
mail, please refer to the MailMan User Guide.

TIP: You may find it easier to start your mail basket names with a number to help you
better organize or categorize your mail baskets. For example, you may want to precede
a mail basket name with the year (e.g., 2002 — budget).

- <:

When you wish to choose a mail basket by its basket number (e.g., ".5" for the
"WASTE" basket), you must now precede the mail basket number with a grave
accent mark or back tick (°), as shown below:

ML Hew Measages and Bespconges
EML Read/Manage Messzges Error ("77"): MailMan
SML Send a Message could not find the mail
Query/Search for Messages _ basket number
AML Ee::xe i §JIE:gPt° (SHRRED ,MAIIL, or Other) because the user
Perscnal Preferences ...
Other MailMan Functicns .. fﬂrgﬂtthe accent
Help (User/Greoup Info., stco.) grave.
Select MailMan Menu Opticn: BML <Enter> Read/Mar
Select message i Detailed Full Screen//
Read A INS/S .5 <Enter> 77?
Eead IN//S ©.5 <Enter> WASTE {1 measage)
WASTE Basket, 1 message
*=New/ ! =Pricrity.cuee aus B -2 = - Linea .FEOM.u . v v B2E4/Bovd
1. [1221313] Q7420404 Changes to routines 4 <PO3TMRSTERENKT.EERNEL.
Enter medsage number or command:

Figure 3-2. Choosing a basket by basket number

As you can see by this example (Figure 3-2), by simply entering the basket number .5
without the accent grave (i.e., ".5) the user got an error. In order to specify the .5
("WASTE") basket, the user had to precede the .5 with an grave accent.
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When you wish to choose a mail basket by its name (e.g., "INFRASTRUCTURE"),
MailMan only requires that you enter the first portion of the name (case sensitive);
MailMan will find the appropriate mail basket based on your partial entry and
automatically display the rest of the basket name to you. If more than one basket is
found based on your partial entry, MailMan will allow you to choose from a list;
however, you'll narrow your choices by entering more characters of the name.

3.2 Set Your Delivery Basket Privileges

MailMan provides the ability for senders of mail messages to specify or target the
mail basket into which a message should be delivered for all recipients. Recipients of
such messages can decide whether to accept or reject delivery to any targeted basket.
This topic discusses how you, as a recipient, can set the mail basket delivery
privileges that work best for you.

To set up your mail delivery privileges, use the Delivery Basket Edit option on the
Personal Preferences menu, as shown below:

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

Select MailMan Menu Option: personal <Enter> Preferences

User Options Edit
Banner Edit
Surrogate Edit
Message Filter Edit
Delivery Basket Edit
GML Enroll in (or Disenroll from) a Mail Group
Personal Mail Group Edit
Forwarding Address Edit

Select Personal Preferences Option: delivery <Enter> Basket Edit

Figure 3-3. Delivery Basket Edit option

The Delivery Basket Edit option allows you to customize the way you receive
messages from other MailMan users who have targeted messages for delivery to
specific baskets. With this option you can, for example, permit other MailMan users
to direct mail to a specific mail basket in your mailbox and/or create new baskets for
you automatically. Specifically, you can choose to do any of the following:
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e YES, ACCEPT IT—Choose this response if you will accept the mail in whatever
mail basket is specified by the sender. If the mail basket specified does not
already exist, it will automatically be created in your mailbox and the message
will be delivered to this new mail basket. This is the most permissive setting.

e NO, DON'T ACCEPT IT (default)}—Choose this response if you will not accept
the mail in the mail basket specified by the sender. Thus, regardless of what the
sender specifies, the mail will be delivered as usual (i.e., to your "IN" basket or,
via your mail filters, to a different mail basket). With this default setting, no new
mail baskets can be created by others in your mailbox. This is the least permissive
setting.

e EXISTING BASKETS ONLY—Choose this response if you will accept the
mail in the specified mail basket, only if that mail basket already exists in your
mailbox. Otherwise, if the specified mail basket does not exist, the mail will be
delivered as usual (i.e., to your "IN" basket or, via your mail filters, to a different
mail basket). With this setting, no new mail baskets can be created by others in
your mailbox.

e SELECTED BASKETS ONLY—Choose this response if you will accept the
mail in the specified mail basket, only if that mail basket already exists in your
mailbox and you have specified that the basket will accept such messages. These
mail baskets are also specified through the Delivery Basket Edit option.
Otherwise, if the specified mail basket does not exist or is not set to accept the
mail, the mail will be delivered as usual (i.e., to your "IN" basket or, via your mail
filters, to a different mail basket). With this setting, no new mail baskets can be
created by others in your mailbox.

REF: For more information on setting the delivery basket when sending a message,
please refer to the "Delivery Basket Set (‘D) Action™ topic in Chapter 5 in the MailMan
User Guide.

For more information on mail filters, please refer to Chapter 7 in the MailMan User
Guide.

CAUTION: Besides the Delivery Basket Edit option, you can also use mail filters

A to automatically redirect your mail to a specified mail basket based on certain
criteria (i.e., subject, sender, recipients); however, be aware that the settings you
choose with the Delivery Basket Edit option that accept mail to a specific basket
will override any mail filters you may have established.

The following figure shows you the various message delivery controls you can set.
For this example, no mail filters have been established:
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Select Perzcnal Preferences Option: delivery <Enter> Basket Edit

ACCEPT LELIVERY BASEET?: NO, DOM'T ACCEET IT// *?
Locept message delivery into sender-specified baskets?
Choose from:
¥ YE3, RCCEPT IT
H HO, DOM'T ZOCEPT IT
E EXISTING BASEETS ONLY
3 SELECTED BASEETS ONLY
ACCEFT LCELIVERY BASEET?: WO, DOM'T ACCEPT IT// 5 <Enter> SELECTED BASKETS ONLY
Select BASKET: Beporta// <Enter>
DELIVERY BRASEET?7: 7?7

The sender of a message may 3pecify the *basket* intc which the message
should be deliwvered for all recipients.

Thiz field is relevant cnly if vyou hawve set ACCEPT DELIVERY BASEET? to
'"SELECTED baskets cnly'.

Ia thiz basket cne of those baskets which will accept messages from
sendera who have apecified target delivery basketa?

Choose from: Here the user is
o L3 choosing additional
N NO .
DELIVERY BASKET?: y <Enter> YES mail baskets that allow
Select BASKET: Budget Info them to accept mail

DELIVERY BASKET?: YES// <Enter> when specified by the
Select BASKET: Superviscr Messages sender.
DELIVERY BRSEET?: YES// <Enter>

Select BASKET: <Enter>

Figure 3-4. Setting your delivery basket privileges

In this example (Figure 3-4), the user chose to limit the mail baskets that will accept
delivery of mail to specified baskets by choosing the "SELECTED BASKETS
ONLY™ response to the "ACCEPT DELIVERY BASKET?:" prompt.

Previously, the default was set to "NO, DON'T ACCEPT IT," which meant the mail
basket specified by the sender would be ignored and the mail would be delivered as
usual. In this case, the user chose to give senders limited privileges by only accepting
mail delivery to the following mail baskets, if specified by the sender:

e Reports
e Budget Info
e Supervisor Messages

If the sender sends a message and specifies the delivery mail basket as "Reports," the
message will be accepted into the "Reports” mail basket, since the user allowed the
"Reports™ mail basket to accept mail from senders. If the sender specifies any basket
other than those three acceptable baskets (e.g., "Documents™), the mail will have to go
through normal channels. In this case, since no mail filters exist, the mail will
automatically be delivered to the "IN" basket.
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TIP: When selecting specific mail baskets to accept mail you can create new mail
baskets in your mailbox by entering a new mail basket name at the "Select BASKET:"
prompt.

e

o REF: For information on how you can specify a mail basket when sending a message,
please refer to the "Delivery Basket Set (‘D) Action™ topic in Chapter 5 in the MailMan
User Guide.

3.3 Set Your Mail Basket Prompt

MailMan allows you to decide up front whether you want to be prompted each time
to choose a mail basket whenever you send yourself e-mail. You can either choose to
be prompted at each occurrence or automatically have the mail default to the "IN"
basket.

To set your mail basket prompt, use the User Options Edit option on the Personal
Preferences menu to answer the "ASK BASKET?:" question, as shown below:
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Help

User Opticna Edit
Banner Edit
Surrcgate Edit
Message Filter Edit
Delivery Basket Edit

Editing data in the MATIBOY file:
BENNER: One Xmuserl,

Feplace <Enter>
MESSLEE CRDER: Newest Firat// <Enter:

MESSLEES RELD OBDER: Neweat First// <Enter>

: Yes, ask me// <Ente

OPTIOH: LIST AL

SHOW MESSAGE PREVIEW: <Ent
E ACTICH DEFAULT:~IGHOBE/ /S <Enter>

BSK BRLSEET?: YES// 7%

uger sends a message to himself.
Choose from:

'-\."TE

Y YE
n RO
KE

LSH BASKET?: YES// <Enter>

[SHLRED,MLIL cr Other)

ML Enrcll in {or Disenrcll from) & Mail Group
Peracnal Mail Group Edit
Forwarding Addresa Edit

Select Perscnal Preferences Opticn: user <Enter> Optiocns Edit

Technical Writer, OI Field Office QOgkland

Press the <Enter> key
until you reach this
question.

If thia is HO, MailMan will not a3k for a basket name when the

Figure 3-5. Choosing to be prompted for a mail basket
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In this example (Figure 3-5), the user chose to be asked each time he sends a message
to himself by answering "Yes" at the "ASK BASKET?:" prompt. In this case, the
default response was already set to "Yes" so he pressed the <Enter> key to accept the
default.

Thus, whenever the user composes a message and send it to himself, he will be
prompted to choose the mail basket to which he wants the message sent, as shown
below:
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Send mail to: XMUSIRL,ONE // <Enters _______________._.—f"ﬁ .
P L= ere the user is asked
Select basket to gend to: IN/SS TEST to ch th i
2nd Send to: <Enter> 0 choose & mal
hasket.
Select Meagsage cpticn: Transmit now// <BEnter> Sending [12215%E]...
Sent

Figure 3-6. Choosing a mail basket when sending messages to oneself

In this case (Figure 3-6), the user chose to send the message to the "TEST" mail
basket rather than the "IN" basket; however, you can choose any of your existing mail
baskets or send it to a new basket that you can create on the fly.

o NOTE: You can also use mail filters to automatically redirect any mail based on certain
criteria (e.g., subject, sender, recipient, etc.) to a specified mail basket. For instance, you
might create a filter to send all mail from yourself to a special mail basket.
o REF: For more information on mail filters, please refer to Chapter 7 in the MailMan
User Guide.
¢
3

TIP: Whenever you think you might want to name a specific mail basket to receive mail
you send to yourself, you should set the "ASK BASKET?:" prompt to "Yes."

In the next example (Figure 3-7), the user chose not to be asked each time she sends a
message to herself by answering "No" at the "ASK BASKET?:" prompt, as shown
below:

Select Perzcnal Preferences Opticn: user <Enter> Opticna Edit

Editing data in the MAILBOX file:
BENNER: One Xmuserl, Technical Writer, OI
Eeplace <Enter>

CRLER: Newest Firat// <Enter>

LEES RERD ORDER: Newest Firat// <Enter>
FLDER: Detailed Full Screen// <Enter>

ER PROMPT: Yea, a3k me// <Bnter=

DEFAULT OPTION: LIST ALL NEW MESSLAGES

<Enter>

SHOW ME3SAGE FEEVIEW: <Enter>

MESSAGE ACTION FAULT: IGHNORE// <Enter>

L5K BASKET?: YES// n <Enter> HNO

F

ield 0ffice Dakland

WESSLTE

Press the <Enter> key
until you reach this
question.

Figure 3-7. Choosing not to be prompted for a mail basket

Thus, whenever the user composes a message and sends it to herself, she will not be
prompted to choose the mail basket to which she wants the message sent, as shown
below:
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2il to: XMISERL,CNE // <Enters -

nd to: <Enters Here the user is not asked to
choose the mail basket.

Measage cpticn: Transmit now// <Bnter> ISending—Trrrr—0oor—

Figure 3-8. Sending messages to oneself (mail basket defaults to "IN")

3.4
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To see the difference in these two scenarios, compare this figure (Figure 3-8) with
Figure 3-6.

Choose Your Message Display Order

MailMan lets you choose in which order to display your messages in a mail basket.
This helps you to better organize your messages by keeping the basket message lists
more orderly and, thus, more usable. You have two choices:

e N—Newest First. This means that your messages are displayed in reverse order
(i.e., highest to lowest basket message sequence number order).

O—Oldest First. This means that your messages are displayed in message
number order (i.e., lowest to highest basket message sequence number order).

Generally, the basket message sequence number order will correspond to the message
date sent order with the following exceptions:

e Messages not originally sent to you but forwarded to you at a later date.

e Messages sent from another location via the network (e.g., messages from a

different site, FORUM messages).

To set your message order, use the User Options Edit option on the Personal
Preferences menu to answer the "MESSAGE ORDER?:" question, as shown below:
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HML Hew Measages and Responses

BML BEead/Manage Messages

SML Send a Message
Query/Search for Measages

2L Become a Surrcgate (SHRRED, MAIL cr Other)
Peracnal Preferences
Other MailMan Functicns
Help (User/Group Info., =tc.)

Select MailMan Menu Opticn: perscnal <Enter> Prefersences

User Opticna Edit
Banner Edit
Surrocgate Edit
Messgage Filter Edit
Delivery Basket Edit
2L Enrcll in {(cr Disenrcll from) a Mail Group
Peracnal Mail Group Edit
Forwarding Address Edit

Press the <Enter= key
until you reach this
question.

Select Perzcnal Preferences Opticn: user <Enter> {p

Editing data in the MAILBOX file:

BAMNER: One Hmuserl, Technical Writer,
Eeplace <Enter=

MESSAGE (ORDER: Newest Firat// 7?7

'"Hewest First' means me3ssages are displayed in reverse message number crder

Oldest Firat' means me3sages are displayed in message number crder.

hoose from
I} Newest Firat
o Oldest Firat
MESSAGE COBRDER: Newest Firat// <Enter>

Figure 3-9. Setting your message display order in a basket

As you can see from Figure 3-9, the user has chosen to have their messages listed
from newest to oldest (reverse order or Newest First). In this case, the default
response was already set to "Newest First" so the user pressed the <Enter> key to
accept the default.

The following figure shows a sample list of messages with detailed information that
includes the basket message number from newest to oldest order and the date the
message was sent:
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This column
indicates the basket

message number.

=1 CoL 1

[ L RNTE ) B )]

tructure Basket, 10

AN =Priority. ... ..o b 1.+ = - Lines. Read/Rowvd
[1214831] | 02 IMF Team's Weekly Status Bep 3 13713
[121387 Z WEEKLY EEPORT FOR FOUR 20 a/a
[121231 Hotice of New Programmer To 25 272
[121250 WEEKLY EEPORT FOR FOUR 14 ¥XMIJSER4 , FOUR 777
[121 WEEKLY EEPORT FOR FOUR 19 XMIJSER4 , FOUR 757
[12 | ¥ Infrastructure Weekly Repor 10 XMISERS, FIVE F21
[120950 ' Infrastructure Weekly Repcr 10 XMUSER1 , ONE 8/g
[120 WEEKLY EEPORT FOR FOUR 16 XEMIJSER4 , FOUR 373
[120 Haticnal IEM Conference Ca 346 <XMUUSER . SEVEN MEFORITM
[1207414] Q4402708 WEEKLY BEFORT FOR FOQOUR 11 ¥XMUSER4, FOUR a/a

This column shows
the date the
message was sent.

Figure 3-10. Sample list of messages

3.5

As you can see from this example (Figure 3-10), the basket message numbers display
in descending order from 10 to 1 and the message sent dates display in descending
order from June 4, 2002 to April 2, 2002. This helps show how the basket message
sequence numbers correspond to the dates the message was sent. You will also notice
that the user highlighted basket message number two in the list, because its date is not
in date sequence compared to the others in the list. This is due to the fact that message
number two was not sent locally but sent from a different location (i.e., FORUM). All
other messages were sent locally so their dates and basket message sequence numbers
correspond to the same order.

Choose Your New Messages Read Order

MailMan lets you choose the order in which you read your new messages in a mail
basket. This allows you to decide in what order you want to read your new messages.
You have two choices:

e Newest First (N)—This means that your new messages are read in reverse order
(i.e., most recent date to oldest date).

e Oldest First (O, default)—This means that your messages are displayed in
message number order (i.e., oldest date to most recent date).

To set your new message order, use the User Options Edit option on the Personal
Preferences menu to answer the "NEW MESSAGE ORDER?:" question, as shown
below:
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MML MNew Messages and BEesponses
BML Read/Manage Messages
SML Send a Measage
Query/Search for Measages
AML Become a Surrocgate (SHARED,MATIL or Other)
Perscnal Preferences ...
Other MailMan Functicns ...
Help {(User/Group Infc., etc.)
Select MailMan Menu Opticn: persconal <Enter> Preferences
User Opticna Edit
Banner Edit
Surrcgate Edit
Message Filter Edit Press the <Enter= key
Deliwvery Basket Edit until you reach this
ML Enrcll in {(or Digenrcll from) a Mail Group quesﬁnn.
Perzcnal Mail Group Edit
Forwarding Zddress Edit
Select Perscnal Preferences Opticn: user <Bnter> Opticns
Editing data in the MATIBRDX file:
BENNER: Cne Xmuserl, Technical Writer, O0I Field Of
REeplace <Enter>
MESSREE ORDER: Wewest First// <Enter>
! : Hewest Firat// ?7
'HNewesat First' means new messages are read in reverse ordsr.
'Oldest Firat' means new messaged are read in the order in which
they were 3Jent.
If you don't choose, your new me3sagesd will be read "0Oldest Firat'.
Note: When you display a list of new messages, they will be displayed
in the corder you selected in the previous field "MESSAGE ORDER'
Choose from:
juf Hewest First
o 21ldest First
WMEW MEZSLEES BELD OEDER: Newesat Firat// <Enter>

Figure 3-11.

3.6

3-12

Setting your new messages read order

As you can see from Figure 3-11, the user has chosen to have their new messages
read from newest to oldest (reverse order or Newest First). In this case, the default
response was already set to "Newest First" so the user pressed the <Enter> key to
accept the default.

Choose Your New Messages Default Option

MailMan lets you choose the default selection to the prompt that appears with the
New Messages and Responses option [ XMNEW]. You have several choices:

e LB—LIST BASKETS WITH NEW MAIL Option. This means that the default
response is to list all baskets with new mail.
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LN—LIST ALL NEW MESSAGES (default). This means that the default
response is to list of all of your new messages for every basket.

P—PRINT ALL NEW MESSAGES. This means that the default response is to
print all of your new messages.

R—READ NEW MAIL BY BASKET. This means that the default response is
to read all of your new messages basket by basket.

NOTE: You can also edit the priority order for reading baskets with new
messages. You do not need priority ordering, however, unless you want to
change the default "read new messages" basket from the "IN™ basket to other
baskets.

To change the priority use the User Options Edit option on the Personal
Preferences menu to answer the "Select BASKET:" question.

To set your new messages default option, use the User Options Edit option on the
Personal Preferences menu to answer the "NEW MESSAGES DEFAULT OPTION:"
question, as shown below:

August 2002
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ML, New Messages and BEesponses
BML Eead/Manage Messages
SML Send a Measage
Cuery/Search for Messages
BM Become a Surrcgate (SHAERED, MAZIIL or Other)
Perscnal Preferences
Other MailMan Functicns .
Help (User/Group Infc., etc.)

Select MailMan Menu Opticn: perscnal <Enter> Preferences

User Opticna Edit
Bannsr Edit
Surrocgate Edit
Mesaage Filter Edit
Delivery Basket Edit

M Enrocll in {cr Disenrcll from) a Mail Group
Peracnal Mail Group Edit
Forwarding RZddress Edit

Select Perscnal Preferences Opticn: user <Enter> Opticna Edit

Press the <Enter> key
until you reach this
question.

Editing data in the MATIRDX file:
BEANNER: One Xmuserl, Technical Writer, OI Field O0ffice
Replace <Enter>
MESSLEE CRDER: Newesat Firat// <Enter>
AEES RERD CRDER: Newest Firast// <Enter>
F: Detailed Full / <Enter>
= E PEOMET: Yea, a3k me// <Enter>
W MESSLRGEES DEFRULT OPTION: LIST ALL NEW MESSLEES
iR

This i3 the default cheoice which will appear when you select the
'New Messages and Besponses' cpticm.

If you don't choode a default, the default will be
'Bead new mail by basket'.

Choose from:
LE LIST BRSKETS WITH NEW MRIL
LT LTIST ALL NEW MESSAGES
P PRINT ALL NEW b
2 RELD NEW MATL BY BASKET
NEW MESSAGES DEFAULT OFTION: LIST ALL NEW MESSLGES

/ <Enter>

Figure 3-12. Setting your new messages default option

As you can see from Figure 3-12, the user chose to list all new messages as the
default when using the New Messages and Responses option [ XMNEW]. In this case,
the default response was already set to "LIST ALL NEW MESSAGES" so the user
pressed the <Enter> key to accept the default.
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The following topics are discussed in this chapter:

Banners

Message Action Default
Show Titles

Priority Responses
P-MESSAGE From
MailMan Institution
Network Signature
Introduction

Preferred Editor

Contact Information

In addition to choosing your message reader and message preview settings (Chapter
2.0), mail basket settings and message order settings (Chapter 3.0), the User Options
Edit option on the Personal Preferences menu allows you to choose the following:

August 2002

Banner—Create or edit your banner.

NOTE: You can also use the Banner Edit option on the Personal Preferences
menu to do the same thing.

Message Action Default—Choose your default message action for the "IN
basket (e.g., ignore or delete messages).

Show Titles—Enter or edit your option to display a sender's title.

Priority Responses Flag—Choose if you want to have responses to priority mail
automatically delivered to you as priority or ordinary responses.

Priority Responses Prompt—Choose if you want to be prompted each time to
decide how future responses to a priority message are delivered to you.

P-MESSAGE From—Choose whether messages sent to the P-MESSAGE device
appear to be sent from you or the Postmaster.

MailMan Institution—Enter or edit your MailMan institution.
Network Signature—Enter or edit your Network Signature (three lines).

Introduction—Enter or edit your MailMan introduction.
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e Preferred Editor—Choose your preferred MailMan editor when sending new or
responding to messages.

e Contact Information—Enter or edit your contact information (e.g., business
address, telephone).

All of these settings can be configured using the User Options Edit option on the
Personal Preferences menu, as shown below:

NML
RML
SML

AML

New Messages and Responses

Read/Manage Messages

Send a Message

Query/Search for Messages

Become a Surrogate (SHARED,MAIL or Other)
Personal Preferences ...

Other MailMan Functions ...

Help (User/Group Info., etc.) ...

Select MailMan Menu Option: personal <Enter> Preferences

GML

User Options Edit

Banner Edit

Surrogate Edit

Message Filter Edit

Delivery Basket Edit

Enroll in (or Disenroll from) a Mail Group
Personal Mail Group Edit

Forwarding Address Edit

Select Personal Preferences Option: user <Enter> Options Edit

4.1

41.1

Figure 4-1. Other User Options Edit settings

The current functionality associated with setting your personal preferences is
described in greater detail in this chapter.

Personal Preferences

Banners

The MailMan Banner is used to display any information that you want other MailMan
users to see. Banners can be used to list business information, personal information,
favorite quotes, etc., whatever you feel is appropriate in a business environment. You
are not required to have a MailMan Banner; it is up to you to decide.

Where is Your Banner Information Displayed?
Banners are displayed in the following three instances:

1. Your MailMan Banner and other information are displayed to you when you enter
the main MailMan Menu, as shown below:
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Select ISC OFFICE MENU OPTIONS Opticn: MailMan Menu

VA MailMan 2.0 service for XMUSER.OWNE+EFO-0RELAND.MED.VL.GOV
You last used MailMan: 08/26/020815:25

Your current banner: MailMan Veraicn 2.0, It'll Change Your Life!

You have

HML New Meagsages and Besponses .
BML Rezd/Manage Messages MailMan Menu.
SML Send a Message
Query/Search for Measages
FACIR Become a Surrcgate (SHRRED, MARIL cr Other)
Personal Preferences ...
Other MailMan Functicns ..
Help (User/Group Infc., etc.)

5 new me3ssages.

Your banner, if any, is
displayed here on the

Figure 4-2. Banners are displayed in the main MailMan Menu

2. Your MailMan Banner is displayed to others when they are addressing mail to
you, as shown below:
Send mail to: ¥XMUSERI,QNE // <Enter> . PR
Select basket tc send to: INSS <Enter> ]b—he mall.frec:lplm.lltlsb
And Send to: xmser(, zerc <Enter> INFOBMAT IO ?HHEL It any, wi €
Last used MailMan: 07/24/02810:32 displayed here.
If wishes were horses, beggars would ride.

Figure 4-3. Banners are displayed when addressing mail

- <:

August 2002

NOTE: When addressing mail to yourself, you will not see your own banner
displayed.

TIP: If you will be out of the office and unable to check your mail for awhile,
change your banner to let others know when you will return. That way when

anyone addresses mail to you, they'll see your banner and know when they might
expect a response.

Your MailMan Banner is also displayed to you or others when using the User
Information option on the Help (User/Group Info., etc.) menu to obtain
information about you, as shown below:
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Select MailMan Menu Option: help <Enter: (User/Group Infco., etc.)
User Infcrmaticn .
e : After entering a
Group Informaticn N
Zemote User Information MailMan user, you
Wew Features in MailM will see their
General MailMan Informaticn Banner, if any.
Quesations and Answers cn MailMan
Manual for MailMan Users
Select Help (User/Group Infc., etc.) Opticn: user info r> rmaticn
User name: xmaserl,cne <Enters> INFOBMATION SYSTE) ENTER

Laat uged MailMan:

¥MUSERIL , ONE

Current Banner: MailMan Vers
Last uged MailMan: Q7 24702011211
This user has 5 MEH messages

1 A e im AT .
Q7424402011211
1

MailMan Versicn 2.0, It'll Change Your

*

Figure 4-4. Banners are displayed when displaying MailMan user information

Creating/Editing Your Banner

Banners can range from 2 to 200 characters in length and can contain any
combination of numbers, alphabetic characters, symbols (e.g., #, $, %, &, *), and
punctuation marks.

You can enter or change your banner using either of two methods:

e Use the User Options Edit option with the "BANNER:" prompt
e Use the Banner Edit option on the Personal Preferences menu
User Options Edit Option—Banner Entry

The User Options Edit option on the Personal Preferences menu provides one method
of entering or modifying your MailMan Banner via the "BANNER:" prompt, as
shown below:

Select MailMan Menu Option: personal <Enter> Preferences

GML

User Options Edit

Banner Edit

Surrogate Edit

Message Filter Edit

Delivery Basket Edit

Enroll in (or Disenroll from) a Mail Group
Personal Mail Group Edit

Forwarding Address Edit
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Select Personal Preferences Option: user <Enter> Options Edit

Editing data in the MAILBOX file:
BANNER: One Xmuserl, MailMan Version 8.0, It"ll Change Your Life!
Replace ?
ANSWER MUST BE 2-200 CHARACTERS IN LENGTH
BANNER: One Xmuserl, MailMan Version 8.0, It"ll Change Your Life!
Replace ??
The banner is displayed to others whenever they address mail to you.

Figure 4-5. User Options Edit option—Banner entry edit

In this figure (Figure 4-5), the first user edit prompt in the User Options Edit option is
the "BANNER:" prompt. Your current MailMan Banner, if any, is displayed to you,
and you are given the opportunity to make changes.

In this example (Figure 4-5), the user entered question marks ("?" and "??") in order
to display the online help associated with this option.

The following figure demonstrates how you can modify an already existing MailMan

Banner:
User Opticnas Edit e .
Sanner Fdit Error ("77"): Nothing
Surrcgate Edit in the current Banner
Mesgage Filter Edit matched the
Delivery Easket Edit N lowercase characters
ML Enrocll in {or Disenrcll from) & Mail Group entered.
Peracnal Mail Group Edit
Forwarding Addresa Edit
Select Perzcnal Preferences Opticn: user <Enter> Jpis
Editing data in the MATIBOY file:
BANNER: MailMan XM*7.1#%50, It'll Change #r Life!
Eeplace xm*7.1*50 <Enter> 7?7 Replace XM*7.,1*30 <Enter> With Versicn &.0
<Enter> EReplace <Enter>
MailMan Versicn 2.0, It'll Change Your Life!
MESSLEE CRDER: Newest Firast// <Enter>

Figure 4-6. Modifying your MailMan banner using the User Options Edit option

In this example (Figure 4-6), the user wanted to change their banner from "MailMan
XM*7.1*50, It'll Change Your Life!" to "MailMan Version 8.0, It'll Change Your
Life!". Thus, the user specifically wanted to replace "XM*7.1*50" in their banner
with the phrase "Version 8.0." You'll notice, however, that when the user entered
"xm*7.1*50" in lowercase, he got an error (indicated by two question marks—"??").
Those lowercase characters did not match any existing characters in the current
banner. Thus, the user was prompted to re-enter characters that matched other
characters in the banner (i.e., uppercase "XM").
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When the user entered the characters in the correct case, a match was found and he
was prompted to enter the replacement information (i.e., at the "With" prompt). In
this case, he entered the phrase "Version 8.0."

At this point the user was finished with their changes and pressed the <Enter> key
after the next "Replace"” prompt without entering any text.

MailMan then displayed the user's modified banner before proceeding to the next user
edit prompt.

NOTE: The "Replace" and "With™ prompts are case sensitive. If you want to replace the
entire entry, you can enter ellipsis points—three periods (...) at the "Replace" prompt
and then type in the new entry at the "With" prompt. Also, these prompts are only
presented to you when an entry is greater than or equal to 20 characters in length. If the
entry is less than 20 characters, you will merely be shown the current default entry, if
any, and you must type in your entire new entry after the prompt. These are VA
FileMan conventions.

Banner Edit Option

The Banner Edit option provides another method of entering or modifying your
MailMan Banner. The process of entering or editing your MailMan Banner is exactly
the same as when using the User Options Edit option with the "BANNER:" prompt.
Unlike the User Options Edit option, however, the Banner Edit option is only used to
create or modify your MailMan Banner.

The Banner Edit Option is available on the Personal Preferences menu, as shown
below:

GML

Select MailMan Menu Option: personal <Enter> Preferences

User Options Edit

Banner Edit

Surrogate Edit

Message Filter Edit

Delivery Basket Edit

Enroll in (or Disenroll from) a Mail Group
Personal Mail Group Edit

Forwarding Address Edit

Select Personal Preferences Option: banner <Enter> Edit
BANNER: One Xmuserl, Technical Writer, Ol Field Office Oakland

Replace ?

ANSWER MUST BE 2-200 CHARACTERS IN LENGTH
BANNER: One Xmuserl, Technical Writer, Ol Field Office Oakland

Replace <Enter>

Figure 4-7. Banner Edit option
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In this figure (Figure 4-7), the Banner Edit option displays your current MailMan
Banner, if any, at the "BANNER:" prompt. You are given the opportunity to make
any changes you want. In this example, the user entered a single question mark ("?")
at the "BANNER:" prompt in order to display the online Help.

NOTE: The functionality of the Banner Edit option is the same as when using the User
Options Edit option with the "BANNER:" prompt (previously described).

As with the User Options Edit option and the "BANNER:" prompt, you would enter
or modify your MailMan Banner in the same way:

Select Personal Preferences Option: banner <Enter> Edit
BANNER: MailMan XM*7.1*50, It"1l Change Your Life!
Replace XM*7.1*50 <Enter> With Version 8.0 <Enter> Replace <Enter>
MailMan Version 8.0, 1t"1l1 Change Your Life!

User Options Edit
Banner Edit
Surrogate Edit
Message Filter Edit
Delivery Basket Edit
GML Enroll in (or Disenroll from) a Mail Group
Personal Mail Group Edit
Forwarding Address Edit

Figure 4-8. Modifying your MailMan banner using the Banner Edit option

In this example (Figure 4-8), the user, again, changed their banner just as he did when
using the User Options Edit option at the "BANNER:" prompt (Figure 4-6).

Deleting Your Banner
The following figure demonstrates how you can delete an already existing MailMan

Banner:
Select Perscnal Preferences Opticn: user <Enter> Opticns Edit
Editing data in the MATIROX file:
BENNER: MailMan Versicn 2.0, It'll Change ¥Your Life!
Replace [ Enter the "i@" here to
ET_:._\'T TOU WANT TO DELETE? ¥ <Enter> :EES:I Uelete Yﬂur Eanner_
MESSAGE ORDER: Hewest Firat// *

Figure 4-9. Deleting your MailMan banner

In this example (Figure 4-9), the user deleted their current banner simply by entering
the at-sign ("@") at the "Replace” prompt.

MailMan then asked the user to confirm their delete request. She confirmed the delete
by entering "Yes" at the "SURE YOU WANT TO DELETE?" prompt.

When she went back to see her banner, she saw that it had in fact been deleted:
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Select Personal Preferences Option: user <Enter> Options Edit

Editing data in the MAILBOX file:
BANNER:

Figure 4-10. MailMan banner has been deleted

As you can see from this example (Figure 4-10), the MailMan Banner has been
deleted (i.e., no banner default response is displayed at the "BANNER:" prompt).

4.1.2 Message Action Default

MailMan allows you to decide the default response after reading a message in your
"IN" mail basket via the "MESSAGE ACTION DEFAULT:" prompt. Whatever you
enter into this field will control the default for the "Enter message action™ prompt that
you answer after reading each MailMan message in your "IN mail basket.

There are two possible responses:

e Ignore (default)—Leaves the message in the same MailMan basket.
e Delete—Moves the message to your MailMan "WASTE" basket.

If you do not enter anything in this field, the default will be whatever IRM has set for
your site in the MAILMAN SITE PARAMETERS file (#4.3). If IRM has not set a
value, the default will be "Ignore.”

The "MESSAGE ACTION DEFAULT:" prompt can be set through the User Options
Edit option on the Personal Preferences menu, as shown below:

Select Perscnal Freferences Opticn: user <Enter> Opticna Edit

Editing data in the MAIIBOX file:

BEANNER: One Xmuserl, Technical Writer, O0I Field 0ffice Oakland
Eeplace <Enter>

MESSAGE ORDEE: Newesat Firsat/,/ <Enter>
FEAD ORDER: Newest First// <Enter>
: Detailed Full Screen// <Enter>

LEE BELDER FROMET: Yez, ask me/,/ <Enter>

Press the <Enter= key

{EW MESSAGES DEFAULT OPFTION: LIST ALL NEW MESSAGES until you reach this
// <Enter> question.
SHOW MESSLEE PREVIEW: <Enters
MESSREE ACTION DEFAULT: IGNORE// 2
Enter an '"I'" for '"Ignore' or a 'D' for 'Delete'.
Choocae from:
I IGNORE
D DELETE
MESSREE ACTION DEFLULT: IGNORE// <Enters

Figure 4-11. Setting the Message Action Default
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As you can see from the previous figure (Figure 4-11), the user has chosen to ignore
his messages in the "IN™ basket after reading them. Thus, if he chose the default
response (i.e., Ignore) after reading each of his messages, the messages will remain in
the same mail basket.

For example, after reading a message, you are given the option of performing an
action on the message:

exchange message # 122 21220528 The MESSAGE
From: POSTMARSTER..23.05.23.responsss.read. In 'IN' basket. ACTION DEFAULT is
----------------------------------------------------------- set to "IGNORE."

You are at the end of this message. Enter 'B' to Backup and

Enter me3ssage actiocn {in IN basket): IGNORE// <Enter>

Figure 4-12. An example of the Message Action Default prompt in use

From this example (Figure 4-12), you can see that Ignore is the default response the
user set previously (Figure 4-11). Thus, when he presses the <Enter> key to accept
the default, the message will remain in his "IN" basket.

NOTE: This field only allows you to set the default for the "IN" mail basket. All other
mail baskets will automatically have a default of "Ignore."

4.1.3 Show Titles

MailMan allows you to decide if you want a message sender's title to be displayed in
the message header. If you elect to show titles, they will be preceded by a hyphen
(i.e., generated by MailMan) and appear after the sender's name in the "From" portion
of the message header.

There are two possible responses to this question:

e Yes—Display a sender's title in the message header.
e No (default)}—Do not display a sender’s title in the message header.
If you do not set this field, the sender’s title will not appear in the message header.

o NOTE: The Title field is entered and maintained in the NEW PERSON file (#200).

The "SHOW TITLES:" prompt can be set through the User Options Edit option on
the Personal Preferences menu, as shown below:
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Select Perscnal Preferences Opticn: user <Enter> Opticns Edit

Editing data in the MATILRDX file:
BAMNER: One Xmuserl, Technical Writer, OI Field Office Oakland
Feplace <Enter>
MESSLGE CRDER: Newest Firat// <Enter>
WEW MESSRGES RERD OEDER: Newest Fir 5t'f <Enter>
ER: Detailed Full Screen// <Enter>
ER QUH_I: Ees, ask Tnff {Ent&r>

Press the <Enter> key until

+ <Enter> you reach this question.

FLULT: IEHNOEE// <Enter>
S <Enter>

You want to see gender3s' and recipients' titles.

Figure 4-13. Setting the Show Titles prompt

As you can see from the previous figure (Figure 4-13), the user has chosen to show a
sender's title in the message header by pressing the <Enter> key and accepting the
"Yes" default response. Thus, when she reads a message, the sender's title will be
displayed following their name in the "From" portion of the message header.

The following figure (Figure 4-14) illustrates what you would see if you chose to

show titles:
Subki: Inst ‘=.3.3F-;r_ to Myself 22 [#1221533] 07/22/020810:42
From: XMUSERL,ONE. - COMEUTER. SFECIALIST Here you see the
1ofl "ﬁsp nse read. In 'TEST' basket. Page 1 message sender's

---------------------------------------------------------- title in the message
header.

Enter me3sage acticn (in TEST basket): IGHIRE//

Figure 4-14. An example of showing the sender's title

In this example (Figure 4-14), the user sent herself a message so her own information
will be displayed in the header. Since she elected to show a sender’s title in the
message header (Figure 4-13), she sees the sender's title displayed (i.e., COMPUTER
SPECIALIST) preceded by a hyphen and following the sender's name

(i.e., XMUSERZ1,0NE ) in the "From" portion of the message header.

4.1.4  Priority Responses

MailMan users sending a message have the capability of designating their mail as
priority mail. By sending mail priority, the sender indicates the message is very
important and should take precedence over any other mail in your mailbox. Because
of that, MailMan notifies you when you have new priority mail by:
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e Highlighting priority mail in your list of messages by placing an exclamation
point ("!") next to the priority messages.

e Displaying priority messages to you before other new messages, when you read
new messages.

MailMan also provides you with the ability to control the way responses to priority
mail are handled via the following user prompts:

e PRIORITY RESPONSES FLAG

e PRIORITY RESPONSES PROMPT

These prompts work in conjunction with one another and can be set through the User
Options Edit option available on the Personal Preferences menu. Each of these
prompts are discussed in this topic.

Priority Responses Flag

MailMan allows you to decide whether or not you want to have responses to priority
mail delivered to you as priority or ordinary responses. Setting the PRIORITY
RESPONSES FLAG field allows you to choose what your default should be.

There are two possible values from which to choose when answering the "PRIORITY
RESPONSES FLAG:" question:

e 0, Responses are PRIORITY (default)—Responses to priority mail will be
delivered to you as priority responses.

e 1, Responses are ORDINARY—Responses to priority mail will be delivered to
you as ordinary responses.

If you do not set this field, then responses will be priority.

NOTE: Once you enter a value for the PRIORITY RESPONSES FLAG field, you set
the default value for all responses to priority mail; however, you can use the PRIORITY
RESPONSES PROMPT field to let you override the default for individual priority mail.

REF: For more information on the PRIORITY RESPONSES PROMPT field, please
refer to the "Priority Responses Prompt" topic that follows in this chapter.

The PRIORITY RESPONSES FLAG field default can be set through the User
Options Edit option on the Personal Preferences menu, as shown below:
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Select Perscnal Preferences Opticn: user <Enter> Opticna Edit
Editing data in the MATIROXE file:

BENNER: IS5 Technical Writer Replace <Enter>

MESSLEE ORDER: Neweat First// <Enter>

AeE DEAnED TRAET . Ve e : _
READER FROMFT: Yes, ask me// <Enter> until you reach this

W MESSRGES DEFAULT OFTION: LIST ALL MEW MESSAGES

FLD ORDER: Mewest Firast// <Enter>
FR: Detailed Full Screen// <Enter> Press the <Enter> key

———m T

question.

f/ <Enters
W: <Enter>
IGNIRE/ / <Enters

cn3es are PRIORITY

%
ponses are ORDINARY
FLAG: Begpcnaes are ORDINARY// <Enter>

Figure 4-15. Setting the Priority Responses Flag default

4-12

In this example (Figure 4-15), the user chose to set the PRIORITY RESPONSES
FLAG to "Responses are ORDINARY" by pressing the <Enter> key to accept the
"Responses are ORDINARY™ default response. Thus, any responses to a priority
message sent to the user will be delivered to their mailbox as ordinary mail. MailMan
will treat the responses as any other responses.

If the user had set this flag to "Responses are PRIORITY," any response(s) to a
priority message would be delivered to the user as priority mail. MailMan would
notify the user that he has priority mail and highlight the priority message.

TIP: If you set the PRIORITY RESPONSES FLAG default to Responses are
ORDINARY, you can override it on a message-by-message basis by setting the
PRIORITY RESPONSES PROMPT default to "ASK EACH TIME MESSAGE IS
READ." This gives you the opportunity to choose to receive future responses to a
particular priority message as priority even though your default is set to treat responses
to priority messages as ordinary.

Priority Responses Prompt

MailMan also allows you to decide whether or not you will be prompted to choose to
have future responses to an individual priority message delivered to you as priority or
ordinary mail. The answer you give here determines whether or not MailMan will ask
you to choose each time a priority message is delivered. Setting the PRIORITY
RESPONSES PROMPT field allows you to choose what your default will be.

This prompt allows you to determine on a message-by-message basis whether or not
MailMan will deliver responses to a priority message as priority mail, regardless of
what your default is for the PRIORITY RESPONSES FLAG. MailMan will either
ask or not ask you for a new value for this flag each time you read a priority message,
depending on what you enter in the PRIORITY RESPONSES PROMPT field.
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NOTE: Internally, MailMan marks the recipient information on that particular priority
message appropriately. Thus, MailMan will know whether it should or should not
deliver future responses to that same message as priority mail.

For example, if you are reading a priority message and you decide to have responses
delivered as priority for this particular priority message, MailMan will internally tag
that message to always deliver responses to you as priority mail until you decide
otherwise.

There are two possible choices when answering the "PRIORITY RESPONSES
PROMPT:" question:

e 0, ASK EACH TIME MESSAGE IS READ (default)}—MailMan will prompt
you to decide each time you read a priority mail message whether you want the
future responses to be delivered as priority mail. This value allows you to override
the default value you set in the PRIORITY RESPONSES FLAG field.

e 1, DO NOT ASK EACH TIME MESSAGE IS READ—MailMan will not
prompt you to decide each time you read a priority mail message whether you
want the future responses to be delivered as priority mail. The default value you
set in the PRIORITY RESPONSES FLAG field will be in effect.

If you do not set this field, then you will be prompted to choose whether future
responses will be delivered as priority or not.

The PRIORITY RESPONSES PROMPT field can be set through the User Options
Edit option on the Personal Preferences menu, as shown below:

Select Perscnal Preferences Opticn: user <Enter> Opticns Edit

Editing data in the MATIBOY file:
BENNER: IS5 Technical Writer Replace <Enter>
R: Neweat First// <Enter>
Al ORDER: Newesat Firat// <Enter>
: Detailed Full Screen// <Enter>
- . = =
. Yes, ask me// <Enters> Press the <Enter> key

DEFAULT OFTION: LIST ALL NEW, MESSAGES until you reach this

guestion.
: <Enter>
: IGHORE// <Enter>

ASK 2 Y T
SHOW TITLES: YES// <Enter=
FRIORITY RESPONSES FLA&G: Eespcnaes are DRDINARY// <Enter>
ERICEITY RESPOMESES PROMET: DO MOT RSK ELCH TIME MESSLEE IS EELD ?

Enter '"&sk' cor '"Do not ask'.

Choose from:

i LSK EACH TIME MESSREE IS RERD

e
1

1
(=]

Figure 4-16. Setting the Priority Responses Prompt default
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In this example (Figure 4-16), the user chose to set the PRIORITY RESPONSES
PROMPT to "ASK EACH TIME MESSAGE IS READ," by entering a zero (*0") and
pressing the <Enter> key. Thus, after reading any responses to a priority message in
her mailbox, MailMan will prompt the user to decide whether she want any future
responses to that priority message delivered as priority mail.

If the user had set this field to "DO NOT ASK EACH TIME MESSAGE IS READ,"
MailMan would not prompt her to choose how to handle any future responses to that
particular priority message. Responses would be delivered based on the default value
she entered in the PRIORITY RESPONSES FLAG field.

REF: For more information on the PRIORITY RESPONSES FLAG field, please refer
to the "Priority Responses Flag" topic previously described in this chapter.

The following series of screen captures (Figure 4-17, Figure 4-18, and Figure 4-19)
better illustrates how the PRIORITY RESPONSES PROMPT field functions in
conjunction with the PRIORITY RESPONSES FLAG:

Subj: test pricrity [#122229%8] 07/28/02809:10 1 line

From: XMUISER.ZERD. - FROGRAMMER (Oakland OI Field Office)

0 cf 1 response read. In '"TEST' basket. Page 1 !'Pricrity!

criginal

1) ¥MUSER.ZERD - PROGEAMMER (Cakland OI Field Office)

07/22/02@0%:10 1 line .
This message was sent

response 1 and delivered as
priority mail.

Enter measage acticn {(in TEST kasket): IGHOBEE/ /S <Enter>

This message iz a pricrity message.

Deliver future reapocn3ed to this measage a3 Pricrity Mail? WNo// ¥ <BEnter> YES

Regaponsed will ke deliwvered as Pricrity Mail.

Figure 4-17. Choosing to have future responses to a priority message delivered as priority (1 of 3)

In this example (Figure 4-17), the user previously set the PRIORITY RESPONSES
FLAG field to "Responses are ORDINARY™ (Figure 4-15) and the PRIORITY
RESPONSES PROMPT field to "ASK EACH TIME MESSAGE IS READ" (Figure
4-16). After reading the original text and first response, the user chose to ignore the
message and leave it in her "TEST" basket.

MailMan then asked the user if she wanted any future responses to this message to be
delivered as priority mail. You'll notice that the initial default response is "No™ based
on the user's "Responses are ORDINARY™ setting in the PRIORITY RESPONSES
FLAG field (Figure 4-15). For this example, the user chose to have future responses
delivered as priority mail by answering "Yes" to the prompt. Thus, the user is
overriding, for this particular message, her default of "Responses are ORDINARY" in
the PRIORITY RESPONSES FLAG field.

4-14 MailMan Getting Started Guide August 2002
Version 8.0 Revised September 2006




Designating Other Preference Entries

The following figure illustrates what happens when the next response to the priority
message is delivered to the mailbox:

'3. IN [1454248] Q3/47404 Pricrity Message 1 ¥MOSER.ZERD

YA MailMan 2.0 MUSER. ONE+EFO-QRELAND . MED. V& . GOV
You last used MailMan: U573
Your current banner: ISS Techni
You have 7 new me3sages.

The next response
comes in and MailMan
notifies the user that

ML Wew Messagss and Hespongss she has priority mail.
BML Bead/Manage Messages
SML Send a Measage
Query/Search for Measages
2L Become a Surrogate (SHABED, MATL cor Other)
;iiff“ailizfiefizfifﬁqs Here's another priority
SoTmE EooeEn s . mail notification from
Help {(User/Group Infoc., etc.)

MailMan.

Select MailMan Menu Opticn: MML <Enter> HNew Messages and Besapcocnses

Subj: teat pricrity [#1222296] 07/28402@80%:10 1 lime

From: XMUSER.ZERQ.-. FROGRAMMER (Dakland OI Field Office)

1 of 2 responses read. In '"TEST' basket. Page 1 !'Pricrity!

2) XMUSER.ZERD - PROGRAMMER  (Oakland OI Field Office) MailMan, again,

prompts the user to
choose how to handle
future responses to
this message.

N7428/02@09:19 1 line

BRESPONSE 2

Enter medsage acticn (in TEST basket): IGHNORE// <Enter>
This message i3 a pricrity message.

Deliver future response3d to this message as Pricrity Mail? Yes// n <Bnter> HNO
BEeaponses will not be deliversd as Pricrity Mail.

Figure 4-18. Next response to priority mail is delivered as priority (2 of 3)

In this example, while the PRIORITY RESPONSES FLAG field was set to
"Responses are ORDINARY," the user previously chose to have future responses to
this particular priority message to be delivered as priority (Figure 4-17). Thus, when
the next response came in (i.e., #2) it was, in fact, delivered as priority. After reading
this second response, the user again chose to ignore the message and leave it in her
"TEST" basket.

MailMan, again, asked the user if she wants any future responses to this message to
be delivered as priority mail. You'll notice that the default response is now "Yes,"
since the user previously wanted the future responses for this particular message
delivered as priority mail (Figure 4-17). In this case (Figure 4-18), the user chose not
to have future responses delivered as priority mail by answering *No™" to the prompt.
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As you can see in the following figure, when the next response came in it was
delivered as an ordinary response:

Subj: test pricrity [#1222296] Q7/28/02@80%:10 1 line
From: XMUSER.ZERQ. - PROGRAMMER {(Cakland OI Field Office)
2 of 3 responses read. In "TEST' basket. Page 1 *New*
3) ¥MUSER.ZERD - FROGBRRMMER (Cakland OI Field Office)
17/22/02@08:34 1 line

This message was
response 3 delivered as ordinary
Enter message acticn (in TEST basket): IGHORE// <Enter> mail. {Cnm[fare this
TUET TEESEEE Eehomn Ao Smet AEmeRm ey o header to Figure 4-17.)
This message i3 & pricrity message.
Deliver future resgpcn3es to this measage a3 Pricrity Mail? No// <Enter> HNO

Figure 4-19. Next response to priority mail is delivered as ordinary (3 of 3)

4-16

In this last example of the series (Figure 4-19), the user received the third response to
the priority mail as ordinary, since she previously chose to have future responses
delivered as ordinary (Figure 4-18).

You'll notice, however, MailMan continues to ask the user each time if she wants to
receive any future response to this priority message delivered to her as priority mail.
To avoid this prompt, you will have to change the value for the PRIORITY
RESPONSES PROMPT field to "DO NOT ASK EACH TIME MESSAGE IS
READ."

You can toggle the value of the PRIORITY RESPONSES PROMPT field from "No"
to "Yes" or vice versa, by entering "K" at the "Enter message action" prompt, as
shown below:
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Subj: test pricrity [#1222298] 07/28/02@80%:10 1 line

From: XMUSEER.ZERD. - .PROGRLMMEER (Oakland OI Field Office)

3 of 3 responses read. In "TEST' basket. Page 1

Enter message actiocn (in TEST basket): IGNORE//S 7

Enter a code from the list, \
Here the "K" action

o) Lnawer E Print code will set replies to

= Eackup . o Query | bepriority. Conversely,

=R Frint to the Zrowser 2 mxx  Query recll jfreplies were already

- SR == SHEEY -2 setto be priority, the

E' E;igt‘ H_ o "K" action code would

F Forwar say "Un Priority

" Headerless Frint replies,” thus, making

HE Help:Group Informaticn future replies ﬂrdinﬂry._/

HIT Help:User Informaticn wep ly

I Ignore = Save

IH Information only T Terminate

14 Pricrity replies % Vapcocrize date edit

L Later W Hrite

H Hew

Enter message acticn (in TEST basket): IGNORE// k

Eeaponses will be delivered a3 Pricrity Mail.

Enter message acticn (in TEST basket): IGHIRE//

Figure 4-20. Toggle the way replies are delivered for priority messages

By entering a "K" at the "Enter message action (in TEST basket): IGNORE//"
prompt, the user toggled the way she wants responses for this priority message to be
delivered from "No—do not want future responses delivered as priority” (Figure
4-19) to "Yes—deliver future responses as priority." This also sets the default answer
the next time you are presented with the "Deliver future responses to this message as
Priority Mail?" prompt.

TIP: If you set the PRIORITY RESPONSES FLAG default to "Responses are
PRIORITY" and you know you will always want responses to priority messages to be
delivered to you as priority mail, you should set the PRIORITY RESPONSES
PROMPT default to "DO NOT ASK EACH TIME MESSAGE IS READ." This avoids
your being prompted each time you read a response to a priority message to choose the
way you want to see future responses to that message.

- <:

415 P-MESSAGE From

The "P-MESSAGE FROM:" prompt pertains to anything you may print to the P-
MESSAGE device. MailMan allows you to decide from whom the message is sent.
The result is a message sent to you.

August 2002 MailMan Getting Started Guide 4-17
Revised September 2006 Version 8.0



Designating Other Preference Entries

If you queue the print, this is from whom the message is sent. If you do not queue the
print, this is the default that will appear in a dialogue with MailMan to determine
from whom the message will be.

There are two possible responses:
e ME (default)—Answer ME if the message should be from you. It will not be
delivered new to you, but you will be able to edit it.

e POSTMASTER—AnNswer POSTMASTER if the message should be from the
Postmaster. It will be delivered new to you, but you will not be able to edit it.

o NOTE: If you do not enter anything in this field, the default will be "ME."

The "P-MESSAGE FROM:" prompt can be set through the User Options Edit option
on the Personal Preferences menu, as shown below:

Select Perscnal Preferences Opticn: user <Enter’> Opticns Edit

Editing data in the MATIRDX file:

BEANWNER: IS5 Technical Writer Replace <Enter>

LZE ORDER: Newest Firat// <Enter>

MESSAGES READ ORDER: Neweat Firat// <Enter>
E : Detailed Full Screen// <Enter>

E E PEOMET: Yea, a3k me// <Enter>
§ MESSAGES DEFLULT OPTION: LIST ALL NEW MESSLAGES
f{ <Enters
LEE PREVIEW: <Enter>
ACTION DEFRULT: IGHORES/ <Enter>
ASK BRSEET?: YE3// <Enter>
SHOW TITLES: YES// <Enter>
Lz Begponass are OBRDINARY// <Enter>
PT: ASK ERCH TIME MESSAGE IS EERD

/i e "
mssncer v e Press the <Enter> key
 From whom should vour P-MESSAGES bes until you reach this
Choose from: D uuesﬁﬂ"-
E EEETEQETER
P-MESSAGE FROM p <Enter> POSTMRITER

Figure 4-21. Setting the P-MESSAGE FROM field default

As you can see from the previous figure (Figure 4-21), the user has chosen to have
messages sent to the P-MESSAGE device to appear to be sent from the Postmaster as
the default response.

For example, after reading a message, the user decides to send it to the P-MESSAGE
device. MailMan will ask you the following:
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Subj: Teat [#1211500] 034
From: XMUSERIL,ONE. FrlATTT

A02014:30 1 lime
ER.FFECTALIAT (Dakland O Field Office)

Sl
In '"TEET' baskert. Page 1
thig i3 a te3t me3sage .

Printing a message to the
Enter message acticn (in TEST basket): IGHORE/S/ p P.MESSAGE device.
Print recipient list? Hos/ <Enter> HNO
DEVICE: HIME// p-message <Enter> P-MESSAGE-HFS HFS FILE=>ME33AGE
Moving text to MailMan message. .. (Creating now) . . Hﬂ\\
d ] g ! Here, MailMan gives the

Subject: Testing the P-MESAGE FROM prompt N
user the opportunity to

either accept the default
sender of the message to
the P-MESSAGE device
("From whom:
Postmaster”) or lets the
user change it to be sent

End of file reached

Select cne of the focllowing:

3tmaster .
from him. _/
From whom: Poatmaster// <Enters
Send mail tc: ¥XMUSERL,ONE // <Enter> XMUSERI,ONE
2nd Send to: <Enter>
Meaaage subject: Testing the P-MESAGE FROM prompt, Message number: 1360357

Enter medsage acticn (in TES3T kasket): IGHORE/S /S

Figure 4-22. An example of the P-MESSAGE FROM prompt in use

Previously (Figure 4-21), the user had chosen to have messages sent to the P-
MESSAGE device to appear to be sent from the Postmaster. Thus, when the user was
sending a message to the P-MESSAGE device (Figure 4-22), MailMan displayed
"Postmaster" as the default response at the "From whom:" prompt.

At this point the user can choose to accept the default (Postmaster) by pressing the
<Enter> key or entering "ME" at the "From whom: Postmaster//" prompt. In this
case, he chose to have the message appear to be sent from the Postmaster. Thus, the
message will appear as "new" in his mailbox.

REF: For more information on the P-MESSAGE device, please refer to the "Sending
Mail Using the P-MESSAGE Device" topic in Chapter 5 in the MailMan User Guide.

4.1.6 MailMan Institution

The MailMan Institution is another piece of information that helps identify you to
other MailMan users. It is usually the office or site where you are located (i.e., your
physical location) and is most useful in systems such as FORUM where people from
many different sites interact.

August 2002 MailMan Getting Started Guide 4-19
Revised September 2006 Version 8.0



Designating Other Preference Entries

MailMan allows you to enter your own MailMan Institution that will be displayed to
other users. You are not required to enter a MailMan Institution on local mail;

however, on FORUM, it is a policy that all users must enter a MailMan Institution to
better identify themselves.

NOTE: The MailMan Institution is shown in MailMan when the SHOW

INSTITUTIONS IN MAILMAN field (#5) in the MAILMAN SITE PARAMETERS
file (#4.3) indicates it.

Where is Your MailMan Institution Displayed?

Your MailMan Institution is displayed to others when they receive messages from
you. It is shown in parentheses following your name and title in the heading of every
local message or response that you send, as shown below:

Sukj: Test Message to Myself $2  [#1221533] Q17342
From: XMUSERL,QNE.. - COMEUTER. SEECTALIIT (Dakland
1 of 1 response read. In '"TEST' basket. Page 1

MailMan displays the
Enter message acticn (in TEST basket): IGHORE// Institution in the
message header.

Figure 4-23. An example displaying the MailMan Institution

o NOTE: MailMan generates the parentheses enclosing the MailMan Institution.

Creating/Editing Your MailMan Institution

The MailMan Institution can range from 3 to 30 characters in length and can contain
any combination of numbers, alphabetic characters, symbols (e.g., #, $, %, &, *), and
punctuation marks.

The "MAILMAN INSTITUTION:" field can be set through the User Options Edit
option on the Personal Preferences menu, as shown below:
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Select Perscnal Preferences Opticn: user <Enter> Opticns Edit

Editing data in the MATIIBRDX file:
BAMMER: ISS Technical Writer Replace <Enters>
: Newest First/,// <Enter>
ESSAGES READ ORDER: Neweat Firat// <Enter>
E E: Detailed Full Screen// <Enter=

R PROMPT: Yes, ask me// <Enter>
DEFAULT OPTION: LIST ALL NEW MESSLAEES
<Enter>
SHOW “‘EE:_Z PREVIEW: <Enter>
E LCTION DEFRULT: IGHORE// <Enters
LSK BRSEET?: YES// <Enter>

SHOW TITLES: YES// <Enter>

Press the <Enter= key
until you reach this
guestion.

FRIORITY RESPON3ES Liz: R=3p nses are /i <Enter>

FRICRITY RESPONSES FROMET: & E IS5 RERD
S/ <Enters

P-MESZLGE FEOM: <Enter>

MATIMAN INSTITUTION: *#
Angwer must be 3-30 characters in length.
MATIMREN INSTITUTION: Oakland OI Field Office

Figure 4-24. Setting the MailMan Institution prompt

As you can see from the previous figure (Figure 4-24), the user did not have a
MailMan Institution entered. For this example, the user chose to enter a new
MailMan Institution by entering "Oakland Ol Field Office" at the "MAILMAN
INSTITUTION:" prompt. Thus, the new MailMan Institution will be displayed to
others when a message is sent.

The following figure (Figure 4-25) illustrates what you would see if you entered a
MailMan Institution and sent a message:

Sukj: Test ‘=33;g= to Myself #2 [#1221533] Q7/22/02310:42 1 line
From: XMUSERL,ONE.. -4 COMEUTER. SFECIALIST {(Oakland OI Field Office)
1 of 1 response read. In '"TEST' basket. Page 1

_________________________________________________________ Here you see the
MailMan Institution

Enter measage acticn {(in TEST basket): IGNOEBE/S/ entered displayedin
the message header.

Figure 4-25. An example displaying the MailMan Institution

In the previous example (Figure 4-25), the user sent herself a message so her own
information will be displayed in the header. Since the user previously chose to enter a
MailMan Institution (Figure 4-24), she will see the MailMan Institution (i.e., Oakland
Ol Field Office) enclosed within parentheses, following her name

(i.e., XMUSER1,0NE ) and title (i.e., COMPUTER SPECIALIST) displayed in the
"From" portion of the message header.
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Modifying Your MailMan Institution

You can modify your MailMan Institution at anytime. If you choose to edit your
MailMan Institution, simply use the User Options Edit option and move to the
"MAILMAN INSTITUTION:" prompt. As with other prompts, if the current
institution is 20 characters or more, you will be presented with the "Replace” and
"With" prompts to change the value, as demonstrated below:

Select Perscnal Preferences Optichn: user <Enter> Opticna Edit

Press the <Enter= key
until you reach this
guestion.

BEMNER: I35 Technical Writer EReplace <Enter>
MESSAGE COBRDER: Newest Firat// <Enter>

ERD QORDER: Newest Firat// <Enter>
F: Detailed Full Screen// <Enter>
: Yes, ask me// <Enter>

“ES DEFAULT OFTION: LIST ALL NEW MESSLEES " "
// <Enters The "Replace
SHOW MESSLGE EREVIEW: <Enters> and "With"
MESSLGE ACTION DEFAULT: IGNORE// <Enter> prompts are
ASK BRSKET? shown here,
SHOW TITLES
ERICRITY CRDINLRY// <Enter>
PRIORITY RESEONSES PROMET: ASK EL IME MESSAGE IS READ
/i <Enters
B-MESSLGE FROM: <Enter>

MRTIMRN INSTITUTICN: Oskland OI FO Replace FO <Enter> With Field Office <Enter>
Eeplace <Enters

Cakland OI Field Office
HETWORE SIGHATURE LINE 1 OF 3:

Figure 4-26. Modifying your MailMan Institution

In this example (Figure 4-26), the user wanted to change her MailMan Institution
from "Oakland Ol FO" to "Oakland Ol Field Office". Thus, she specifically wanted to
replace "FO™ in her institution with the phrase "Field Office." To do this, she entered
the "FO" characters in the correct case at the "Replace” prompt and she then entered
the phrase "Field Office" at the "With" prompt.

At this point the user had finished her changes and pressed the <Enter> key after the
next "Replace” prompt without entering any text.

MailMan then displayed the user's modified MailMan Institution before proceeding
on to the next user edit prompt.

NOTE: The "Replace" and "With™ prompts are case sensitive. If you want to replace the
entire entry, you can enter ellipsis points—three periods (...) at the "Replace" prompt
and then type in the new entry at the "With" prompt. Also, these prompts are only
presented to you when an entry is greater than or equal to 20 characters in length. If the
entry is less than 20 characters, you will merely be shown the current default entry, if
any, and you must type in your entire new entry after the prompt. These are VA
FileMan conventions.
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Deleting Your MailMan Institution

The following figure demonstrates how you can delete an already existing MailMan
Institution:

Select Peracnal Preferences Opticn: user <Enters> Opticns Edit
' Enter the "@" here to
MATIMAN INSTITUTION: Oakland OI Field Office r;lete y{:ur@MaiIMan

SURE YOU WANT TO DELETE? y <Enter>

NETWORE SIGWATURE LINE 1 OF 3: #

Replace

Institution.

Figure 4-27. Deleting your MailMan Institution

In this example (Figure 4-27), the user deleted the current MailMan Institution simply
by entering the at-sign ("@") at the "Replace" prompt.

MailMan will then ask you to confirm your delete request. The user confirmed the
delete by entering "Yes" at the "SURE YOU WANT TO DELETE?" prompt.

When you go back to the MAILMAN INSTITUTION field, you'll see that it has in
fact been deleted (i.e., no MailMan Institution default response is displayed at the
"MAILMAN INSTITUTION:" prompt):

Select Perzcnal Preferences Opticn: user <Enter> Opticns Edit

MATTMAN IWSTITUTION:

Press the <Enter= key until
you reach this question.

e

Figure 4-28. MailMan Institution has been deleted

41.6.1

Network Signature

The Network Signature is yet another piece of information that helps identify you to
other MailMan users. It consists of up to three separate lines of information. MailMan
allows you to enter your own Network Signature. You must enter a Network
Signature in order to use the "Answer™ command on a message.

REF: For more information on the "Answer" command, please refer to the "Answer
('A") Action" topic in Chapter 4 in the MailMan User Guide.
Where is Your Network Signature Displayed?

The Network Signature field is used when a user chooses to "Answer" a message
rather than "Reply" to a message or uses the Network Signature (NS) action code to
append a Network Signature to a message before sending it.
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REF: For more information on the "Network Signature" command, please refer to the
"Network Signature ('NS") Action™ topic in Chapter 5 in the MailMan User Guide.

The "Answer" command issues a new message that is sent to the sender of the

original message. This new message will contain your Network Signature, which will

appear at the end of your answer, as shown below:

Enter meagage acticn (in TEST kasket): IGHORE//S a
Subjec Re: Test// <Enter>
Copyving criginal message and network signature
You may edit the text of the me3sage...
==[ WRAF ]==[ INSERT ] ¢ Re: Test »>============[ <PFl>H=Help ]=====
*0riginal Mag: "Test' From: XMUSERL, OHE
> Here you see the
Fhere 15 2 test Network Signature,
which is displayed
Here iz the answer. after a dﬂShE? line
when answering a
____________________________________________ message.
One ¥mmserl
Technical Writer
Oakland OI Field Office
{======T=======I= ==]== I ===]= =l=== ==T= =I=}= T
Figure 4-29. Including your Network Signature when answering a message
o NOTE: MailMan generates the dashed line preceding your Network Signature.
This is how the message would appear to the recipient:
Subj: Re: Test [#1222500] 07/29/02@11:29 12 lines
From: XMUSER1,0NE - COMPUTER SPECIALIST (Oakland Ol Field Office)
In "IN" basket. Page 1
>0riginal Msg: "Test®™ From: XMUSER1,ONE
>
>here is a test
Here is the answer.
One Xmuserl
Technical Writer
Oakland Ol Field Office
Enter message action (in IN basket): IGNORE//
Figure 4-30. An example displaying the Network Signature lines
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Creating/Editing Your Network Signature

Each of the three lines comprising the Network Signature can range from 3 to 70
characters in length and can contain any combination of numbers, alphabetic
characters, symbols (e.g., #, $, %, &, *), and punctuation marks. In order to have a
valid Network Signature recognized by MailMan, you must enter data in at least one
of the three Network Signature lines. Any line of the three is acceptable as long as
one line contains data.

The "NETWORK SIGNATURE LINE n OF 3:" field (where n equals one, two, or
three) can be set through the User Options Edit option on the Personal Preferences
menu, as shown below:

Select Perzscnal Preferences Opticn: user <Enter> Opticns Edit
Editing data in the MATIBOY file:
BEMNER: ISS Technical Writer BReplace <Enter>

Press the <Enter> key
until you reach these

guestions.

1‘1 TWORK SIGMATURE LINE 1 OF 3: 7 e

Angwer must be 3-70 characters in length.
NETWORE SIGHNATURE LINE 1 OF 3: One Xmuserl
FETWORE SIGHATURE LINE Z OF 3: 7

Angwer must be 3-70 characters in length.
FNETWORE SIGHATURE LINE 2 OF 3: Technical Writer
NETWORE SIGHATURE 3 0F 3: %

Angwer must ]::= 3-70 characters in length.
FNETWORE SIGHATURE LINE 3 OF 3: Oakland OI Field Office

Figure 4-31. Setting the Network Signature prompts

As you can see from the previous figure (Figure 4-31), the user initially did not have
a Network Signature entered (no default values set). Then, he entered data into all
three lines of the Network Signature.

For this example, the user chose to enter the following information:
o Atthe "NETWORK SIGNATURE LINE 1 OF 3:" prompt, he entered "One

Xmuserl"

e Atthe "NETWORK SIGNATURE LINE 2 OF 3:" prompt, he entered "Technical
Writer"

e Atthe "NETWORK SIGNATURE LINE 3 OF 3:" prompt, he entered "Oakland
Ol Field Office"

The user's new Network Signature will be included at the end of an "Answer" to a
message.

REF: For an example of a how the Network Signature will appear when answering a
message, please refer to Figure 4-29 in this chapter.
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Modifying Your Network Signature

You can modify your Network Signature at anytime. If you choose to edit your
Network Signature simply use the User Options Edit option and move to
"NETWORK SIGNATURE LINE n OF 3:" field (where n equals one, two, or three).
As with other prompts, if your current signature information in a line is 20 characters
or more, you will be presented with the "Replace” and "With" prompts to change the
value, as demonstrated below:

Select Perscnal Preferences Opticn: user <Enter> Opticns Edit

Editing data in the MATIBOX file: Press the <Enter> key until
BENNER: IS5 Technical Writer Replace <Enter> y.
you reach these questions.

NETWORK SIGNATURE LINE 1

1 OF 3: One Emuserl//
WETWORK SIGNATURE LINE 2 OF 3: Technical Writer//
NETWCORE SIGHATURE LINE 3 OF 3: Qakland OI FO
Eeplace FO <Enter> With Field 0Office <Enter> Replace <Enter>
Oakland 0T Field Office
INTRODUCTION : The "Replace” and "With"
Io existing text prompts are shown here.

Edit? NO// <Enter>

Figure 4-32. Modifying your Network Signature

In this example (Figure 4-32), the user wanted to change the third line of his Network
Signature from "Oakland Ol FO" to "Oakland Ol Field Office". Thus, he specifically
wanted to replace "FO" in his signature with the phrase "Field Office.” To do this, he
entered the "FO™" characters in the correct case at the "Replace” prompt and he then
entered the phrase "Field Office™ at the "With" prompt.

At this point the user was finished with his changes and pressed the <Enter> key
after the next "Replace"” prompt without entering any text.

MailMan then displayed the user's modified third line of his Network Signature
before proceeding on to the next user edit prompt.

NOTE: The "Replace" and "With™ prompts are case sensitive. If you want to replace the
entire entry, you can enter ellipsis points—three periods (...) at the "Replace" prompt
and then type in the new entry at the "With" prompt. Also, these prompts are only
presented to you when an entry is greater than or equal to 20 characters in length. If the
entry is less than 20 characters, you will merely be shown the current default entry, if
any, and you must type in your entire new entry after the prompt. These are VA
FileMan conventions.

Deleting Your Network Signature

The following figure demonstrates how you can delete an already existing Network
Signature:
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Select Perscnal Preferences Opticn: user <Bnter> Opticna Edit
Press the <Enter=
key until you reach

these questions.

Editing data in the MATIRDX file:
BEMNER: I35 Technical Writer Eeplace <Enter>

1‘\ TWORK SIGNATURE LINE 1 OF 3: One Xmuserl// @
__________ YOU WANT TO DELETE? y <Enter> (Yes)
RETWORE SIGHNATURE LINE 2 OF 3: Technical Writer// E

SURE YOU WANT TO DELETE? y <Enter> (Yes)
RETWORE SIGHNATURE LINE 3 OF 3: Oaskland 0I Field Qffice
Qﬁpl:-“ﬁ 2

SURE YOU WANT TO DELETE? y «<Enter> (TYea)

Enter the "@" after
each Network
Signature line prompt
to delete your entire
Network Signature.

Cad

Figure 4-33. Deleting your Network Signature

In this example (Figure 4-33), the user deleted all three lines of his current Network
Signature simply by entering the at-sign ("@") after each prompt.

MailMan asked the user to confirm the delete request. The user confirmed the delete
by entering "Yes" at the "SURE YOU WANT TO DELETE?" prompt for all three

lines.

When you go back to the Network Signature fields, you'll see that they have in fact
been deleted:

Select Perscnal Preferences Opticn: user <Enter> Opticns Edit

Press the <Enter= key
| until you reach this

NETWORK SIGNATURS LINE 1 OF 3a: J
NETWORE SIGNATURE LINE 2 OF 3: question.
WETWORE SIGNATURE LINE 3 OF 3:

Figure 4-34. Network Signature has been deleted

As you can see from this example (Figure 4-34), the user's Network Signature has
been deleted (i.e., no Network Signature default responses are displayed after any of
three "NETWORK SIGNATURE LINE n OF 3:" prompts).

4.2 Introduction

The Introduction field provides you with the opportunity to "introduce"” yourself to
other MailMan users. Since it is a word processing field, MailMan allows you to enter
as much information as you wish. You may or may not be required to enter an
Introduction depending on your site's policy.
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IRM has the option to set the REQUIRE INTRODUCTIONS? field in the
MAILMAN SITE PARAMETERS file (#4.3) to require users to enter an Introduction
before using MailMan. If users at your site are required to enter an Introduction, you
will see the following display when trying to use MailMan:

You have not yet introduced yourself to the group.
Please enter a short introduction, so that others may use
the HELP option to find out more about you.

You may change your INTRODUCTION later
under "Personal Preferences|User Options Edit.

Figure 4-35. Text displayed when you must enter an Introduction

You will then immediately be placed into your editor to enter your Introduction
before you are allowed to access the MailMan menu. Upon entering an Introduction,
you will then be allowed to use MailMan.

Where is Your Introduction Displayed?

Your Introduction is only displayed when users do a lookup on you via the User
Information option on the Help (User/Group Info., etc.) menu, as shown below:

Select MailMan Menu Option: help <Enter> (User/Group Infc., etc.)

User Informaticn
Group Informaticn
Eemote User Information

New Features in MailMan

Y *

Queations and Answers cn MailMan

Select Help (User/Group Infc., etc.) Opticn: user info <Enter> rmaticn

User name: xmaserl, one <Enters INFOBMATION SYSTEMS CENIER
e e e pm

Laat ussed MailMan: 07/ 23/02E1%

I35 Technical Writer

Here you see an
Introduction displayed

EMUSER1 , ONE

Current Banner: I35 Technical Writer .

T oS IeT after doing a lookup.
Last usged MailMan: Q7 23/02818:04 g P
This user has 1 MEHW measage (1 in the IN basket)

Introduction:
My name i3 Cne and I am the Technical Writer feor all Infrastructure

products.

Figure 4-36. An example displaying the Introduction
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Creating/Editing Your Introduction

Since the Introduction field is a word processing field there is no upper limit on the
number of characters you can enter. You can also include any combination of
numbers, alphabetic characters, symbols (e.g., #, $, %, &, *), and punctuation marks.

The "INTRODUCTION:" field can be set through the User Options Edit option on
the Personal Preferences menu, as shown below:

Select Perzcnal Preferences Opticn: user <Enter> Opticns Edit

Editing data in the MAILBDX file:
BEMNER: IS5 Technical Writer BReplace <Enter>

Press the <Enter> key
until you reach this

INTRODUCTION quesﬁﬂn.
Ho existing text M
Edit? NO// ¥ <Enter>» YES
==[ WRAF ]==[ INSERT |============¢ INTRODUCTION »===========[ <PFl>H=Help |====

My name iz One and I am the Technical Writer for all Infrastructure

products. .
In the editor, the user added
their new introductory text.

g======T=======T=======T== T ===T= =T==

Figure 4-37. Setting the MailMan Introduction prompt

As you can see from the previous figure (Figure 4-37), MailMan indicated to the user
that she did not currently have an Introduction entered ("No existing text"). Thus, the
user answered "Yes" to edit her Introduction and she was put into the editor.

In the editor, the user entered a short descriptive sentence, saved her entry, and closed
the editor.

The user's new Introduction will be displayed to other MailMan users when a lookup
is performed.

REF: For an example of how the Introduction will appear when doing a lookup on a
message (i.e., User Information option), please refer to Figure 4-36 in this chapter.
Modifying Your Introduction

You can modify your Introduction at anytime. If you choose to edit your Introduction,
simply use the User Options Edit option and move to the "INTRODUCTION:"
prompt. Answer "Yes" at the "Edit? NO//" prompt, as demonstrated below:
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Select Perscnal Preferences Opticn: user <Enter> Opticns Edit

Editing data in the MATIBRDX file:

EANNER: ISS Technical Writer Replace <Enters Press the <Enter> key

until you reach this
question.

INTRODUCTION

My name i3 One and I am the Technical Writer for all Infrastructure
roducts.

_'fl'uTaiIMan displays the
Edit? NO// y <Enter> YES user's current
introductory text.

==[ WRBAP ]==[ INSERT |============¢ INTROLDUCTION r=======
My name i3 One and I am the Technical Writer for all Infrastructure
products {(e.g., Eernel, VA FileMan, MailMan, Toclkit).

In the editor, the
user typed in the
newladditional text.

d======T=======T=======T== T ===T= =T===

Editing the pricrity crder for reading baskets with new messagess
Note: You don't need priority ordering unless you want to change the
default 'read new messages' basket from IN to cother basket(s).

Select BASKET:

Figure 4-38. Modifying your Introduction

In this example (Figure 4-38), the user wanted to add more information at the end of
her Introduction, specifically: "(e.g., Kernel, VA FileMan, MailMan, and Toolkit)".
To do this, the user answered "Yes" at the "Edit? NO//" prompt and she was placed
back into the editor (e.g., Screen Editor).

In the editor, the user typed in the phrase she wanted to add after the existing text.
When the user was finished, she saved her modifications and closed the editor.

MailMan then returned the user to the next user edit prompt.

Deleting Your Introduction

The following figure demonstrates how you can delete an already existing
Introduction:
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Select Peracnal Preferences Opticn: user <Enter> Opticns Edit

Press the <Enter> key
until you reach this
question.

Editing data in the MAILBDX file:
BENNER: ISS Technical Writer Replace <Enter>

INTRODUCTION :
My name i3 One and I am the Technical Writer for all Infrastructure

roducts {e.g., Kernel, V& FileMan, MailMan, Toclkit).

Edite? HO// ¥ <Enter> YES3
==[ WERE ]==[ IHZERT |==s=========< INIRJDUCTIOH r===========| «<DFlxH=Help ]====

iy

Editing the pricrity crder for reading baskets with new messages.
Note: You don't need pricrity ordering unless vyou want to changs the
default 'read new me3sages' basket from IN to other basket(s).

Select BARSKET:

Figure 4-39. Deleting your Introduction

In this example (Figure 4-39), the user again got back into the editor by answering
"Yes'" at the "Edit? NO//" prompt. While in the editor, the user deleted her
Introduction by deleting all of the introductory text. When the user had deleted
everything, she closed the editor and MailMan returned her to the next user edit
prompt.

When the user went back in to see her Introduction, she saw that it had in fact been
deleted (i.e., MailMan displayed "No existing text" at the "INTRODUCTION:"
prompt):

Select Perscnal Preferences Opticn: user <Enter> Opticna Edit
Press the <Enter= key
until you reach this
guestion.

Editing data in the MATIBOY file:
BEMNER: ISS Technical Writer EReplace <Enter>

THTRODT CTION : The Introduction has been

Mo existing text successfully deleted.
Edit? WO/ —

Figure 4-40. Introduction has been deleted
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4.2.1 Preferred Editor

The Preferred Editor field provides you with the opportunity to choose the editor you
wish to use while in MailMan. You use an editor when editing a VA FileMan word-
processing field (e.g., when you respond to or type a new message). If you have
chosen a Preferred Editor and you are editing a word-processing field, MailMan will
automatically transfer you into your Preferred Editor. If you do not enter a specific
editor in the Preferred Editor field, MailMan will default to either the VA FileMan
screen editor when editing within ScreenMan or the VA FileMan Line Editor in all
other cases.

When will You Use Your Preferred Editor?

Your Preferred Editor is used whenever you must enter text into a word-processing
field in MailMan. For example, when composing a new message or replying to a
message, as shown below:

Select MailMan Menu Opticn: send <Enter> a Measage
Subject: Preferred Editor Test
You may enter the text of the me3sage...

When sending a new message,
you are placed into your Preferred
==[ WRAE ]|==[ INSERT ]========¢ Ereferred Edi Editor to enter the text of the
Here you use your Preferred Editor. message.

G=============]=======]== T ===]= =]=== T ==]= =T=r=====

Figure 4-41. An example of using the editor

Another example of using your Preferred Editor is when you are creating or editing
your MailMan Introduction (previously described in the "Introduction™ topic in this
chapter, Figure 4-37).

Choosing Your Preferred Editor
Your choice of editors is based on the editors available at your particular location.
MailMan lets you choose from the list of available editors.

The "PREFERRED EDITOR:" field can be set through the User Options Edit option
on the Personal Preferences menu, as shown below:
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Select Perscnal Preferences Opticn: user <Enter> Opticns Edit

Editing data in the MATIBOX file:
BENNER: I35 Technical Writer Replace <Enter>

Press the <Enter> key
until you reach this
question.

Editing data in the NEW FERSON file:

PREFERRED EDITOR: LINE EDITOR - VAR FILEMRN// 7

Lnawer with ALTERNATE EDITOR NAME

Chooge from: . . .
KEDMIT LOLD This is just a sample list,
LINE EDITOR - VI FILEMAN your choices may vary.
SCREEN EDITCR - V& FILEMRN
VMSEDT

WEPSE - LETTERMZN

FREFERRED EDITCR: LINE EDITOR - VA FILEMAN// screen <Enter> EDITOR - VA FILEMAN

Figure 4-42. Setting the MailMan Preferred Editor prompt

As you can see from the previous figure (Figure 4-42), the user entered a single
question mark ("?") at the "PREFERRED EDITOR: LINE EDITOR - VA

FILEMAN//" prompt in order to display a list of available editors. Currently, the
default editor is set to use the VA FileMan Line Editor.

For this example, the user chose to change his editor to the VA FileMan Screen
Editor by entering it at the "PREFERRED EDITOR:" prompt.

NOTE: You can change your Preferred Editor at anytime. If you want to change your
editor, simply use the User Options Edit option and move to the "PREFERRED
EDITOR:" prompt and enter a new editor from the available list.

Deleting Your Preferred Editor

The following figure demonstrates how you can delete your Preferred Editor:

Select Perscnal Preferences Opticn: user <EBnter> Opticnas Edit

Press the <Enter=
key until you reach
this question.

Editing data in the NEW PER3ON file:

= _;:é'; :,,T:Hf;‘ IE%E?_:IE'HDiE_ t_';IL:"I ¢ Enter the "@" here to delete
adBE IV Wl WO UELEIE? ¥ NLEY ::ES] =
STREET ADDRESS 1: 1301 Clay Strest.// 4 your Preferred Editor.

Figure 4-43. Deleting your Preferred Editor

In this example (Figure 4-43), the user deleted his current Preferred Editor simply by

entering the at-sign ("@") at the "PREFERRED EDITOR: SCREEN EDITOR - VA
FILEMAN//" prompt.
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MailMan will then ask you to confirm your delete request. The user confirmed the
delete by entering "Yes" at the "SURE YOU WANT TO DELETE?" prompt.

When you go back in to see your Preferred Editor, you'll see that it has in fact been

deleted:
Select Perscnal Preferences Optichn: user <Enter> Opticna Edit
Press the <Enter= key
until you reach this
. . . e o .. uestion.
Editing data in the NEH PERS0ON file: q
PREFEREED EDITCR:

Figure 4-44. Preferred Editor has been deleted

As you can see from this example (Figure 4-44), the Preferred Editor has been deleted
(i.e., no Preferred Editor default response is displayed at the "PREFERRED
EDITOR:" prompt). Without a Preferred Editor entry, MailMan will automatically
default to either the VA FileMan Screen Editor when editing within ScreenMan or the
VA FileMan Line Editor in all other cases.

4.2.2  Contact Information

Your contact information is comprised of the following fields, which reside in the

NEW PERSON file (#200):

e STREET ADDRESS 1—This is the first line of the street address of the
permanent address of the user.

e STREET ADDRESS 2—This is the second line of the street address.

e STREET ADDRESS 3—This is the third line of the street address.

e CITY—This is the user's city.

e STATE—This is the user's state.

e ZIP CODE—This is the user's postal ZIP code.

e OFFICE PHONE—THhis is the user's business/office contact telephone number.

e FAX NUMBER—THNis field contains the telephone number for a user's FAX
machine. It needs to be in a format that can be understood by a sending modem.

e VOICE PAGER—This field contains the telephone number for a user's analog
pager. It needs to be in a format that can be understood by a sending modem.

e DIGITAL PAGER—This field contains the telephone number for a user's digital
page. It needs to be a format that can be understood by a sending modem.
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e ADD’'L PHONE 1—This is an alternate (additional) telephone number where the
user might also be reached.

e ADD’'L PHONE 2—This is another alternate (additional) telephone number
where the user might also be reached.

These fields are all self-explanatory. You can use these fields to store your business
(or personal) information. You are not required to enter any information into these
fields; it is up to you to decide.

Where is Your Contact Information Displayed?

Your contact information is only displayed when users do a lookup on you through
the User Information option on the Help (User/Group Info., etc.) menu, as shown
below:
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Select MailMan Menu Opticn: help <Enter> (User/Group Infc., etc.)

User Informaticn

Group Information

Eemocte User Infcrmation

MNew Features in MailMan

General MailMan Informaticon
Queations and Answers cn MailMan
Manual for MailMan Users

Select Help (User/Group Infc., etc.) Opticn: user informaticn

User name: xmuserl,o <Enter> XMIIER1,ONE INFOBMATION SYSTEMS CENIER
A5 eSS ATEAT . T

Last used MailMan: Q3/258/02807:25
IZS Technical Writer

EMOSER1 ,QWE - COM F. SPECIALIST (Oakland OI Field Offi
Current Banner: I chnical Writer
Last used MailMan: 08/23/02E807:23

WEW mezsages: 7 (7

Here you see the user's
contact telephone
information displayed
after doing a lookup on

7 in the IN basket)

Effl:e rhone himself.

Pax 1Y

Voice pager A J

Digital pager: .(510)

Bdd'l phcone: { Here you seethe user's contact address —‘\

Zdd'l phone: information displayed after doing a lookup on

o himself. The address is only shown if the

saoEess: L el SHOW ADDRESS ON USER LOOKUP field
_—'QE?-E’{;TQE;G;“L-EH SEELES (#7.4) in the MAILMAN SITE PARAMETERS file
';:1'1‘;‘;"“.:‘;'.;; T (#4.3) is set to "Yes." Some sites store home
Oakland, CA 94612 address information and do not want that

displayed when doing a lookup.

Introcducticn: —f"J/
My name is One Xmuserl and I am cne of the Technical Writers for the
Infrastructure Security Servicea (IS5) producta/projects {e.g., Broker,

Cocmponenta, Kernel, V& FileMan, MailMan, Tooclkit).
s 1 g Here we see a list
a;i:hEEfEi Public of the mail groups

ISF - 530 FRANCISCO BASED ‘Tablic) to which the user
' belongs after
doing a lookup on
himself.

Figure 4-45. An example displaying the Contact Information

Creating/Editing Your Contact Information

The contact information consists of several fields; the list of allowable entries for
each field is listed below:

e STREET ADDRESS 1, 2, and 3—Answer must be from 2 to 50 characters in
length. It can contain any combination of alphabetic characters, numbers,
symbols, and punctuation marks.

4-36 MailMan Getting Started Guide August 2002
Version 8.0 Revised September 2006



Designating Other Preference Entries

e CITY—Answer must be from 2 to 30 characters in length. It can contain any
combination of alphabetic characters, numbers, symbols, and punctuation marks.

e STATE—AnNswer with the state number, name, or abbreviation. You also have
the option of displaying the list of acceptable state entries and choosing from that
list.

e ZIP CODE—Answer must contain exactly five numbers (Zip Code) or five
numbers, a hyphen, and four additional numbers (Zip Code+4). Other symbols,
punctuation marks, or alphabetic characters are not allowed.

e OFFICE PHONE—AnNswer must be from 4 to 20 characters in length. It can
only contain numbers, symbols, and punctuation marks. Alphabetic characters are
not allowed.

o FAX NUMBER—AnNswer must be from 7 to 20 characters in length. It can only
contain numbers, symbols, and punctuation marks. Alphabetic characters are not
allowed.

e VOICE PAGER—AnNswer must be from 3 to 20 characters in length. It can only
contain numbers, symbols, and punctuation marks. Alphabetic characters are not
allowed.

e DIGITAL PAGER—AnNswer must be from 3 to 20 characters in length. It can
only contain numbers, symbols, and punctuation marks. Alphabetic characters are
not allowed.

e ADD'L PHONE 1—Answer must be from 4 to 20 characters in length. It can
only contain numbers, symbols, and punctuation marks. Alphabetic characters are
not allowed.

e ADD'L PHONE 2—Answer must be from 4 to 20 characters in length. It can
only contain numbers, symbols, and punctuation marks. Alphabetic characters are
not allowed.

The contact information fields start with the "STREET ADDRESS 1:" field through
the "ADD'L PHONE 2:" field and can be set through the User Options Edit option on
the Personal Preferences menu, as shown below:
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Select Peracnal Preferences Option:

Editing data in the MATIBROX file:
BEMNER: I35 Technical Writer Replace <Enter>

SCREEN EDITOR - VA FILEMREN/S <Enter=
1: Department of Veterans Affairs

2: 1301 Clay Street

o

FREFERRED EDITCR:
STREET RDDEESS 1

Enswer with STATE NUMBER, or NAME, cr ABBREVIATICON

Do you want the entire &2-Entry STATE List? n <Enter>
STATE: CALIFCORNIZ
ZIP CODE: 94812

LI LD ) g

VOICE F : (310)..535-3333

DIGITAL EREER: (310} A233-3333
2DD'L PHONE 1: (310) 3233-3333
2DD'L PHONE 2: (310} 333:-3333

user <Bnter> Opticns Edit

Press the <Enter> key
until you reach these
guestions.

(No)

You can display a list
from which to choose
the acceptable State
information.

Figure 4-46. Setting your Contact Information prompts

4-38

As you can see from the previous figure (Figure 4-46), the user entered the
appropriate contact information for each of the 12 prompts comprising the contact
information. When asked to enter the STATE information, the user entered a question
mark ("?") where he could choose to display the list of acceptable state entries.

The user's new contact information will be displayed to other MailMan users when a
lookup is performed.

REF: For an example of how the contact information will appear when doing a lookup
on a user, please refer to Figure 4-45 in this chapter.

Modifying Your Contact Information

You can modify your contact information at any time. If you choose to edit your
contact information, simply use the User Options Edit option and move to the first
prompt of your contact information (i.e., "STREET ADDRESS 1:" prompt), as shown
below:
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Select Perscnal Preferences Optichn: user <Enter> Opticna Edit

Fditing data in the MATLBOX file: Press the <Enter> key
BLNNER: I35 Technical Writer Replace <Enters> until you reach these
questions.

Editing data in the MEW FER30N file:
FREFEREED EDITOR: SCREEN EDITOR - VA FILEMREN// <Enters
STREET ADDBESS 1: Department of Veterans Affairs Eeplace Department <Enter> With
Dept. <Enter> HReplace <Enter>

Dept. of Veterans Affairs
STREET ADDRESS 2: 1301 Clay Street// <Enter>
STREET ADDBESS 3: Suite 1350M// <Enter>

CITY: Oakland/, <Enter>

The "Replace” and
STATE: CRLIFORNIZ// <Enter> "With" prompts are

ZIF CODE: 94&8lz//
OFFICE FHOME: 3 £
FaxX NUMBER: | <Enter>
WOICE PAGE <Enter>
DIGITAL : als

ADD'L PHOME 1:

LDOD'L PHONE 2: |

-=:Et1ter?_-v_ o shown here.

<Enter>
/ <Enter>

Figure 4-47. Modifying your Contact Information

In this example (Figure 4-47), the user wanted to change the STREET ADDRESS 1
field from "Department of Veterans Affairs” to "Dept. of Veterans Affairs". Thus, the
user specifically wanted to replace "Department™ with the abbreviation "Dept." To do
this, he entered the "Department” characters in the correct case at the "Replace”
prompt and then entered the phrase "Dept." at the "With" prompt.

At this point the user was finished with his changes and pressed the <Enter> key
after the next "Replace"” prompt without entering any text.

MailMan then displayed the user's modified STREET ADDRESS 1 field of his
contact information before proceeding on to the next user edit prompt. Since the user
did not want to change any other contact information entries, he kept pressing the
<Enter> key.

NOTE: The "Replace" and "With" prompts are case sensitive. If you want to replace the
entire entry, you can enter ellipsis points—three periods (...) at the "Replace" prompt
and then type in the new entry at the "With" prompt. Also, these prompts are only
presented to you when an entry is greater than or equal to 20 characters in length. If the
entry is less than 20 characters, you will merely be shown the current default entry, if
any, and you must type in your entire new entry after the prompt. These are VA
FileMan conventions.

Deleting Your Contact Information

The following figure demonstrates how you can delete your already existing contact
information:

August 2002 MailMan Getting Started Guide 4-39

Revised September 2006 Version 8.0



Designating Other Preference Entries

Select Perzcnal Preferences Opticn: user <Enter> Opticna Edit

Editing data in the MAILBOX file: Press the <Enter= key
BEMNER: ISS Technical Writer EReplace <Enters> unﬁlyg[.fgggh these

questions.

—?_“‘QRZZ :ZII”? ECQ__I :ZII”Q - TE FILEMEN// <Enter>
STREET ADDEESS 1: Dept. of Veterans Affairs Replace [
SURE YOU WANT TO DELETE? ¥ <Enter> (Yes)
STREET :““Q_QQ 2: 1301 Clay Street// E
__________ O WANT TO DELETE? ¥ <Enter> {(Yea)
STREET f—""l“ 31 Suaite 13301// B

E YOU ﬁ?'T TO DELETE? y <Enter> (Yea)

Enter the "@" after each
contact information line
prompt to delete your
entire contact
information.

E YOU nﬁhI TO DELETE? y <Enter> (Yes3)
: “%LI*“?LI"_, 2
JELETE? y «<Enter> (Yes)

JELETE ? j <Enter> (Tea)
: (Yesa)
(Yes)
(Yes)
(Yez)

{(Yes)

EU?E EDU ﬁ;LT IO DELETE? ¥ <Ent&r> (Tea)

Figure 4-48. Deleting your Contact Information

In this example (Figure 4-48), the user deleted all 12 lines of his current contact
information simply by entering the at-sign ("@") after each prompt.

MailMan asked the user to confirm the delete request. The user confirmed the delete
by entering "Yes" at the "SURE YOU WANT TO DELETE?" prompt for all 12 lines.

When you go back in to see your contact information fields, you'll see that they have
in fact been deleted (i.e., no contact information default responses are displayed after
any of the contact information prompts).
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Managing Your Mail—QOverview

The following topics are discussed in this chapter:

e New Messages and Responses
e All Messages and Responses

— Error! Reference source not found.
— Individual Messages Action Commands
e Sending Mail

— Sending Mail Action Commands
The MailMan interface provides several options to read, send, and manage your mail:

e New Messages and Responses [synonym NML]

e Read/Manage Messages [synonym RML]

e Send a Message [synonym SML]

e Query/Search for Messages

e Become a Surrogate (SHARED,MAIL or Other) [synonym AML]
e Personal Preferences

e Other MailMan Functions

e Help (User/Group Info., etc.)

These options are located on the main MailMan Menu, as shown below:

NML
RML
SML

AML

New Messages and Responses

Read/Manage Messages

Send a Message

Query/Search for Messages

Become a Surrogate (SHARED,MAIL or Other)
Personal Preferences ...

Other MailMan Functions ...

Help (User/Group Info., etc.) ...

Select MailMan Menu Option:

Figure 5-1. Main MailMan Menu options

The current functionality and features of these options are described in greater detail
in the MailMan User Guide:

e Chapter 2—"Reading/Managing Messages—New Messages and Responses™

e Chapter 3—"Reading/Managing Messages—In a Basket"
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e Chapter 4—"Reading/Managing Messages—Individual Messages"
e Chapter 5—"Sending Mail"

e Chapter 6—"Searching for Mail"

e Chapter 7—"Filtering Mail"

e Chapter 8—"Mail Groups"

e Chapter 9—"Surrogates"

e Chapter 10—"Forwarding Mail"

e Chapter 11—"Reports and Lists"

e Chapter 12—"0Online Help/Information”

This chapter gives a brief overview of the following options:

e New Messages and Responses [XMNEW; synonym NML]
e Read/Manage Messages [XMREAD; synonym RML]
e Send a Message [XMSEND; synonym SML]

5.1 New Messages and Responses

Use the New Messages and Responses option [XMNEW,; synonym NML] when you
specifically wish to process new mail in your mailbox.

It provides you with the following choices of how you choose to read your new mail:

e LB—List Baskets with new mail

e LN—List all New messages

e LP—List all Priority messages

e P—Print all new messages

e Q—OQuit

e R—Read new mail by basket (default)
e S—Scan all new messages

The New Messages and Responses option [ XMNEW; synonym NML] is available on
the main MailMan menu, as shown below:
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HML New Meagsages and Responses [ZMNEW]
EML Read/Manage Messages
SML Send a Message
Query/Search for Messages
AL Become a Surrocgate (SHARED, MRIL or Other)
Perscnal Preferences
Other MailMan Functicns ...
Help (User/Group Infc., etc.)
Select MailMan Menu Optiocn: NML <Enter> HNew Messages and Reapcocn3ies
Select MNew mail cpticn: Bead new mail by basket// ?
Enter a code from the list.
Select cne of the fellowing:
You can choose how
LB List Baskets with new mail you read your new mail
LK List all New me3zages by {:hnnsing from this
P List all Pricrity messages list of options.
F Print all new messages
Q Quit
124 Read new mail by basket
=) Scan all new mes3ages
Select Mew mail cpticn: Bead new mail by basket

Figure 5-

2. NML—New Messages and Response option

NOTE: Besides the New Messages and Responses option [ XMNEW, synonym NML],
you can also use the Read/Manage Messages option [XMREAD; synonym RML] to
read all of your messages in your mailbox, including the new messages.

REF: For more information on the Read/Manage Messages option [ XMREAD;
synonym RML], please refer to Chapters 3 and 4 in the MailMan User Guide.

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

REF: For more information on setting your preferences, please refer to Chapters 1-3 in
this manual.

For a more detailed explanation of the New Messages and Responses option [NML],
please refer to Chapter 2 in the MailMan User Guide.

NOTE: Some command actions are only available when using the Detailed or Summary
Full Screen message readers.
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5.2 All Messages and Responses

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

NOTE: The number of actions available to you depends on whether you are using the
Detailed/Summary Full Screen message readers or the Classic message reader.
As long as a message is still in the MESSAGE file (#3.9) and you were a recipient or
sender of the message, it is available to you.

The Read/Manage Messages option [XMREAD; synonym RML] is available on the
main MailMan Menu, as shown below:

NML New Messages and Responses
RML Read/Manage Messages [XMREAD]
SML Send a Message
Query/Search for Messages
AML Become a Surrogate (SHARED,MAIL or Other)
Personal Preferences ...
Other MailMan Functions ...
Help (User/Group Info., etc.) ...

Select MailMan Menu Option: RML <Enter> Read/Manage Messages

Figure 5-3. RML—Read/Manage Messages option

After selecting the Read/Manage Messages option [ XMREAD; synonym RML], you
can begin to manage your mail within each of your mail baskets, for example:

Select MailMan Menu Option: RML <Enter> Read/Manage Messages
Select message reader: Detailed Full Screen// <Enter>

Read mail in MAIL BASKET: IN// MailMan <Enter> (5 messages)

Mai IMan Basket, 5 messages (1-5)

*=New/!'=Priority........ Subject. ... ... ... ... .. .... Lines.From.......... Read/Rcvd
5. [1225160] 08/17/98 MailMan surprise 3 XMUSER43,FORTY3 171
4. [1190657] 11/07/97 1°m so excited... 59 XMUSER2,TWO 733/733
3. [1182059] 08/29/97 RFC 822 Sender 355 <Fjx@xxxxx.com> 1/1
2. [1028185] 04/02/96 MAILMAN CUSTOM HEADERS 20 XMUSER43,FORTY3 2/2
1. [1019674] 03/15/96 imap.vs.pop (Ffwd) 717 <Fjx@xxxx.com>

Enter message number or command:

Figure 5-4. Managing your mail in your mail baskets

In the previous example (Figure 5-4), after selecting the Read/Manage Messages
option (RML), MailMan prompted the user to choose a message reader. The user
chose the Detailed Full Screen message reader (default) as the message reader by
pressing the <Enter> key at the "Select message reader: Detailed Full Screen//"
prompt.
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MailMan then prompted the user to choose the mail basket. The user entered
"MailMan" at the "Read mail in MAIL BASKET: IN//" prompt. Because the user
chose the Detailed Full Screen message reader, MailMan displayed a detailed list of
all new and existing messages in the "MailMan" mail basket. For this example, in this
basket, the user did not have any new messages (no asterisk to the left of any message
number).

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

5.2.1 Basket Action Codes

5.2.1.1 Full Screen Message Reader Command Actions
The following example (Figure 5-5) illustrates how you would display the available
actions for a particular mail basket list of messages when using either the Detailed or
Summary Full Screen message readers:
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Select MailMan Menu Opticn: BML <Enter> Read/Manage Messages
Select message reader: Detailed Full Screen// <Enter>
BEead mail in MATL BRASKEET: IN// Transpocrtaticn News {4 messages, 4 new)
Tranaportaticn News Basket, 4 messages (1-4), 4 new
*=New/ ! =Pricrity....cu ... 3+ = - Lines.From.... . .RBead /Rowd
*4, [1223820 02 Digest bat-list.wil04 583 bat- llSt e::::sﬂllsts.h
*3. [1L223730] 0z Digest bat-list.wv 534 bat-list-errors@lists.x
*2. [L223731] 0& Digest bat-list.vO I 732 bat-list-errcraflists.x
*1. [1223733] Q8 02 Digest bat-list.wv004 334 hat-list-errors@lists.x
Enter message number or command: .1-4
Transportaticn News Basket, 4 messages (1-4), 4 new
*=New/ ! =PricritV.ceen auna E]h]E:t .................... Lines .FroM. ... .. .Bead /Bovd
>*4, [L223830 gy 0g Digest bat-list. 5363 bat- ll&t—ﬂ**:*sﬁllsts X
>*3. [1223730] 04 Digest bat-list.w0 584 bat-list-er sElista.x
»*3, [L223731] 02 Digest bat-list.wi004. 738 bat-list-er 3@lizta.x
>*1. [L223733] 02 0z Digest bat-list.wv004 %34 hat-list-errors@lists.x
Enter message number cr command: ?

in this basket.
gage 3till ocn the

Ente: g message number :L—é} toc read a me

11

ayatem,

which ‘_1 ever ant or received. Enter:
.{-in or n-m,a,c-4d ({de)select meazage n or
e {de)select all me3asages
- Change the name cf this
CD Change Detail
D Delete me33ages
F Forward messages Enter a question mark
FI Filter messages here to display the list
: of action commands
HT Hew Tocggle messages with the Detailed or
0 Opposite selecticn toggle Summary Full Screen
E Print messages message readers.
5 Save messages to ancther basket
T Terminate meazages
Z Zoom 3electicn toggle

i

33 ENTER cr ~ to exit this list. Enter = toc refresh this page.

Enter message number or command:

Figure 5-5. Displaying the command action list using the Full Screen Message Reader

In the previous figure (Figure 5-5), the user chose the Detailed Full Screen message
reader to manage messages in his "Transportation News" mail basket.

The user first selected messages using the message selection functionality, so he
could subsequently perform group actions on the selected messages. For this
example, the user chose to select all four messages by entering ".1-4" at the "Enter
message number or command:" prompt.

After selecting the messages, the user entered a single question mark ("'?") at the
"Enter message number or command:" prompt. MailMan displayed the list of
available action codes.
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REF: For more information on selecting messages for subsequent group action, please
refer to the action codes described in the "Message Selection Actions” topic in Chapter

NOTE: The list of action codes available with the Detailed or Summary Full Screen
message readers will differ from those action codes available with MailMan's Classic

message reader. Also, some action codes are only available when certain conditions
exist (e.g., messages selected for subsequent group action).

REF: For a complete list of action commands available with basket message lists,
please refer to Table 5-1 that follows in this chapter.

5.2.1.2 MailMan's Classic Message Reader Command Actions
The following example (Figure 5-6) illustrates how you would display the available
actions for a particular mail basket when using MailMan's Classic message reader:
Select MailMan Feu; pti:n: rml <Enter> PRead/Manage Meaaages
Selec Detailed Full Scresn// cla <Enter> Classif Enter three
Eead IN// TEST <Enter> II {4 mezzages, 1 n quesﬁnn
Last message number: 4 Megsages in basket: 4 (1 new) marks here to
Enter ?7? for help. display the list
Sukbk TEST BREOLADCLST " BEOET STER Dfﬂ{:’tiﬂll
Subj: TEST BROLDCAS From: POSTMASTED
TEST IT Zasker Message: 47/ 737 commands
available with

Preasz ENTERE to read message 4. Enter a message numBer the Classic
2 message in this basket. Ente: zn internzl message number LT message
me3sage 3till cn the sttnT, which you ever sent or received. Ent reader.

? or 272 Diaplay a 311Ta:; or detailed list of messages in t)

22722 or ?HELF Display detailed help

?3tring Search for messages in this basket whose subjec

containg the specified string
??3tring Search for me3sages y¥ou once sent or received
whoae subject begins with the specified atring

C Change the name cof this basket i HNew message list

D Delete me33ages NT HNew Tcggle me3sages

F Forward me3sage P Print messages

FI Filter message 2 Query (search for) messages

H Headerlesa Print meszages E Eegegquence me3dsages

I Ignore this message 5 Save me3sages to ancther basket

L Later me3sages T Terminate messages
Subj: TEST BROARDCAST From: POSTMASTER
TEST II Basket Meagsage: 4//

Figure 5-6. Displaying the command action list using the Classic Message Reader

In this figure (Figure 5-6), the user chose the MailMan's Classic message reader to
manage messages in her "TEST II" mail basket. Upon entering three question marks
("???") at the "TEST Il Basket Message: 4//" prompt, MailMan displayed the list of

available action codes.
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o NOTE: The list of action codes available with MailMan's Classic message reader will
differ from those action codes available with the Detailed or Summary Full Screen
message readers.

o REF: For a complete list of action commands available with basket message lists,

please refer to

Table 5-1 that follows in this chapter.

5.2.1.3 Action Codes—Baskets

The following table lists all of the possible actions that you can perform after listing
messages in a particular mail basket when using either the Detailed or Summary Full
Screen message reader. Many, but not all, of these action codes are also available
with MailMan's Classic message reader (exceptions are noted below):

Table 5-1. Action codes—Basket message lists

Action Code Description

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

(Available with all message readers.)

.n Select Message "n" (for subsequent action)—The decimal point ("." period)
before the message number ("n") tells MailMan to select the message for
subsequent action.

(Not available with the Classic message reader.)

-n Deselect Message "n"—The decimal point ("." period) and minus sign
("-" hyphen) before the message number ("'n") tells MailMan to deselect a
previously selected message.

(Not available with the Classic message reader.)

.n-m,a,c-d Select a List of Messages (for subsequent group action)—The decimal point
("." period) before the message numbers ("n-m,a,c-d") tells MailMan to select
messages for subsequent group action.

(Not available with the Classic message reader.)

.-n-m,a,c-d Deselect a List of Messages—The decimal point ("." period) and minus sign
("-" hyphen) before the message numbers ("n-m,a,c-d") tells MailMan to
deselect messages.

(Not available with the Classic message reader.)

i Select All Messages (for subsequent group action)—The decimal point
("." period) before the asterisk ("*") tells MailMan to select all messages for
subsequent group action.

(Not available with the Classic message reader.)

-* Deselect All Messages—The decimal point ("." period) and minus sign
("-" hyphen) before the asterisk ("*") tells MailMan to deselect all messages
previously selected.

(Not available with the Classic message reader.)

C Change the Name of This Basket—Change the name of any mail basket in your

mailbox except the "IN" and "WASTE" baskets.
(Available with all message readers.)
5-8 MailMan Getting Started Guide August 2002
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Action Code Description

CD Change Detail—Switch between Summary and Detailed Full Screen displays.
(Not available with the Classic message reader; however, accomplishes what
one or two question marks do at the message action prompt with the Classic
message reader.)

D Delete Messages—MailMan allows you to specify a range or list of messages
for deletion from a basket. Moves messages to the "WASTE" basket. The
messages are not permanently deleted from your mailbox or the system until all
recipients delete or terminate the message.

(Available with all message readers.)

F Forward Messages—MailMan allows you to specify a range or list of messages
to be forwarded from a basket. Sends messages to another individual or group
of individuals specified at the "Forward mail to:" prompt.

(Available with all message readers.)

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

H Headerless Print Messages—Print messages to any device that you choose
without the print and header information. MailMan only prints the body of the
message.

(Available with all message readers.)

L Later Messages—MailMan allows you to specify a range or list of messages to
be "latered" in a basket. Makes messages "new" for a specified later date and
time; it can act as a reminder or tickler.

(Available with all message readers.)

N New Messages—MailMan displays all "new" messages in a basket
(i.e., asterisk appears to the left of the message).

(Available with all message readers.)

NT New Toggle Messages—Use this toggle to make messages "new" or "not new."
(Available with all message readers.)

0] Opposite Selection Toggle (for subsequent group action)—Use this toggle to
deselect previously selected messages and select previously unselected
messages from a list of messages. This action code is only available when
messages have been selected for subsequent group action.

(Not available with the Classic message reader.)

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

Q Query (Search for) Messages in This Basket—Search for messages based on
criteria you enter.

(Available with all message readers.)

R Resequence Messages—Resequence the order of messages in a mail basket.
All messages will be resequenced in the order of their MailMan internal
message identification numbers.

(Available with all message readers.)

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

T Terminate Messages—Move messages to the "WASTE" basket and
permanently delete the messages from your mailbox. You will not receive
further replies to those messages. Messages are not permanently deleted from
the system until all recipients of the messages have deleted or terminated them.
(Available with all message readers.)
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Action Code

Description

X

Toggle the transmit priority in remote message queues.
(Postmaster Only)

z

Zoom Selection Toggle (for subsequent group action)—Use this toggle to zoom
in and only display selected messages or zoom out and display all messages.
This action code is only available when messages have been selected for
subsequent group action.

(Not available with the Classic message reader.)

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

Next Page—The plus sign ("+") tells MailMan to go to the next page. This action
code is only available when you have more than one "page" of messages when
using the Detailed or Summary Full Screen message readers.

(Use the <Enter> key with the Classic message reader.)

+n

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

(Use the <Enter> key with the Classic message reader.)

Previous Page—The minus sign ("-" hyphen) tells MailMan to go to the previous
page. This action code is only available when you have more than one "page"
of messages.

(Not available with the Classic message reader.)

Page Back n Pages—The minus sign ("-" hyphen) before a number ("n") tells
MailMan to go back "n" pages. This action code is only available when you
have more than one "page" of messages.

(Not available with the Classic message reader.)

First Page—A zero tells MailMan to go to the first page. This action code is only
available when you have more than one "page" of messages.
(Not available with the Classic message reader.)

?string

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

??string

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

Exit the List (caret, """)—EXxit from the list of messages.
(Available with all message readers.)

o NOTE: Please remember that not all action codes are available with every message list
or with every message reader. Some action codes are only available when certain
conditions exist.

o REF: For a detailed explanation of each action code, please refer to Chapter 3 in the
MailMan User Guide.

5.2.2 Individual Messages Action Commands
Displaying Action Codes
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The following example (Figure 5-7) illustrates how you would display the available
actions for a particular message you are reading when using any three of the message
readers. For this example, the user was using the Detailed Full Screen message
reader:

Sub]j: iweekly infc exchange me3dsage # 122 [#l22032%] -M\
07415 _ 2 lines _ . Enter a question
Fromi FOSTASIER..42.8%.02.rRdponses. fead. fn TINT Basket. | mark hereto
display the list of
Fnter message acticn (in IN basket): IGNOEE ? action commands
available after
Enter & code from the list. reading a
message.
B Lnawer Q Que ry _,/
B Backup Q XXX Query recipient(3] X=X
BR Print toc the Browser ac Cuery Current
C Copy QD Query Detailed
D Delete an Query Network
F Forward ] Query Not Current
H Headerless Print aT Query Terminated
HE Help:Group Information E Eeply
HIT Help:User Informaticn RI Eeply and Include responses
I Ignore 5 Save
L Later T Terminate
N HNew W Vaporize date edit
P Print W Hrite
Enter message acticn {(in IN basket): IGNORE/S/

Figure 5-7. Displaying the message command action list using any Message Reader

August 2002
Revised September 2006

In this example (Figure 5-7), the user is currently reading message #1220526. In
order to get the command list of actions, he simply enter a single question mark ("?")
at the "Enter message action (in IN basket): IGNORE//" prompt.

MailMan then displays the available actions the user can take with this particular
message; however, not all of the action codes provided by MailMan are available
(listed) with this particular message.

NOTE: Please remember that some action codes are only available when certain
conditions exist (e.g., Priority messages, PackMan messages).

REF: For a complete list of message action commands, please refer to Table 5-2 that
follows in this chapter.

Action Codes—Individual Messages

The following table lists all of the possible message action codes that you can
perform after reading a particular message. All of these action codes are available
when using any of the three message readers (i.e., the Detailed Full Screen, Summary
Full Screen, or Classic message readers):

MailMan Getting Started Guide
Version 8.0

5-11



Managing Your Mail—Overview

Table 5-2. Action codes—Messages

Action Code Description

A Answer—The "Answer" command issues a new message to send to the sender
of the original message.

B Backup—Back up to the original text of the message or to a particular
response.

BR Print to the Browser.

C Copy—Create a copy of a message.

D Delete—Delete a message by moving it to your "WASTE" basket.

E Edit—Edit a message you sent.

F Forward—Forward a message to different recipients.

H Headerless Print—Print a message without print or header information (i.e., no
Subject and From lines).

HG Help: Group Information—Access mail group help to get information about a
mail group.

HU Help: User Information—Access user help to get information about a user.

I Ignore—Ignore the message and leave it in the current mail basket.

IN Information Only Toggle—Toggle whether or not a message, sent by you, is
Information Only. Recipients cannot respond to Information Only messages.

K Priority Replies Toggle—Toggle whether or not all future replies to this priority
message are received as priority or ordinary.

L Later—Have the message made "new" in your mailbox at a specified later date
and time.

N New/Un New Toggle—Toggle a message to be new or not new.

P Print—Print a message to a specified device.

Q Query—Obtain general recipient information on a message.

Q xxx Query Recipient(s) xxx—Obtain information on a specified recipient of a
message, where "xxx" represents the name of the recipient.

QcC Query Current—Obtain information on local recipients who are current
(i.e., read all of the responses) on a message.

QD Query Detailed—Obtain detailed recipient information on a message.

ON Query Network—Obtain network and detailed recipient information on a
message.

QNC Query Not Current—Obtain information on local recipients who are not current
(i.e., have not read all of the responses) on a message.

QT Query Terminated—Obtain information on local recipients who have terminated
from a message.

R Reply—Compose and send a reply to a message.

RI Reply and Include responses—Compose and send a reply to a message with
previous responses included in your reply.

S Save—Save a message to an existing mail basket or to a new basket that you
create on the fly.

T Terminate—Terminate a message by putting it in your "WASTE" basket and
stop receiving any future replies to that message.

Y Vaporize Date Edit—Set a specified date and time to vaporize (delete) a
message from your mail basket.

W Write—Send a new message while reading another message.
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Action Code Description

X

Extract KIDS or PackMan Messages—Provides a list of specific actions you can
perform on these types of messages (for IRM personnel or developers).

Exit the Message (caret, "")—Acts like the Ignore action code.

NOTE: Please remember that not all action codes are available with every message.
Some action codes are only available when certain conditions exist.

REF: For a detailed explanation of each action code, please refer to Chapter 4 in the
MailMan User Guide.

5.3 Sending Mail

Sending messages gives you the opportunity to obtain or disseminate information. In
addition to replying to an existing message, the MailMan interface provides the Send
a Message option [synonym SML] for you to send new mail.
Use the Send a Message option when you wish to send new messages to any number
of recipients. It is available on the MailMan Menu, as shown below:

NML New Messages and Responses

RML Read/Manage Messages

SML Send a Message

Query/Search for Messages
AML Become a Surrogate (SHARED,MAIL or Other)

Select MailMan Menu Option: SML <Enter> Send a Message

Personal Preferences ...
Other MailMan Functions ...
Help (User/Group Info., etc.) ...

Figure 5-8. SML—Send a Message option

Once you select the Send a Message option, MailMan allows you to send new mail in
four easy steps:

1. Enter the subject of your message.

2. Compose your message (i.e., enter the text of your message).

3. Address your message (e.g., send it to individual recipients or a mail group).

4. Send your message. You can further customize your message before sending it
using action commands (e.g., make it: priority, closed, confidential, information
only, etc.).
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o REF: For a complete list of message action commands when sending a message, please
refer to Table 5-3 that follows in this chapter.

The functionality and features associated with sending mail are described in greater
detail in Chapter 5 in the MailMan User Guide.

Action Codes—Sending Messages

The following table lists all of the possible actions that you can perform when
sending a message (entered at the "Select Message option: Transmit now//" prompt):

Table 5-3. Action codes—Sending messages

Action Code Description

B Backup—Back up to review the message you were just editing before you send
it.

C Confidential Toggle—Toggle whether or not a message can only be read by the
designated recipient and not their surrogate(s).

D Delivery Basket Set—Specify the delivery basket to send the message for all
recipients; however, each recipient controls how they actually will receive the
mail.

ER Edit Recipients—Edit just the recipients of your message.

ES Edit Subject—Edit just the text in the subject of your message.

ET Edit Text—Edit just the text in the body of your message.

I Information Only Toggle—Toggle whether or not a message prevents recipients
from replying.

IM Include Message—Include any combination of responses from another
message in the new message being created.

L Transmit later—Send your message to all addressees at a specified date and
time.

NS Network Signature—Append a Network Signature to the text of your message.

P Priority Delivery Toggle—Toggle whether or not a message is sent as priority
mail.

R Confirm Receipt Toggle—Toggle whether or not a message will send you a
notification message when a recipient has opened your message.

S Scramble Text With Password—Scrambles your message text when passing
sensitive or private information. Recipient(s) must be given a "Scramble Hint" to
decipher the password to unscramble and read the message.

T Transmit Now—Immediately send your message to all addressees.

\Y, Vaporize date set—Automatically set your message for deletion from all
recipients' mailboxes at a specified date and time; however, recipients can edit
this date for themselves.

X Closed Message Toggle—Toggle whether or not a message prevents recipients
from forwarding your message.

A Caret (""")—Cancel your message before sending it. (Available at any prompt
during the send process.)

REF: For a detailed explanation of each action code, please refer to Chapter 5 in the
MailMan User Guide.
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BANNER

BLOB
BSCP

BULLETIN

DOMAIN
LOCAL
MAIL BASKET

MAILMAN

MESSAGE-ID
MIME

MULTIMEDIA MAIL

PERIPHERAL DEVICE
PHYSICAL LINK DEVICE
"PLAYING A SCRIPT"
POLLER

POSTMASTER
PROTOCOL

PURGE

QUEUE

August 2002
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A line of text with a user's name and domain, which is displayed to
everyone who sends mail to the user.

Binary Large Objects.

Block Mode Simple Communications Protocol. A procedure used for
message transmission with error checking.

Electronic mail messages that are automatically delivered by
MailMan under certain conditions. For example, a bulletin can be set
up to fire when database changes occur, such as adding a record to
the file of users.

A site for sending and receiving mail.
The system to which a user is currently signed on.

Mail baskets provide a way of saving messages in a sorted fashion
similar to a filing system. Mail baskets are created at the "message
action" prompt by typing an "S" to save and then the name you wish
to call the basket. If the basket already exists, the message will be
put in it. If the basket does not exist, you will be asked if you want it
created. Placing a message in a mail basket other than the "IN" or
"WASTE" baskets protects the message from being automatically
purged when the IN BASKET PURGE is run.

The VistA software that provides a mechanism for handling
electronic communication, whether it is user-oriented mail
messages, automatic firing of bulletins, or initiation of server-handled
data transmissions.

A message identifier which shows the message number and the
domain name of the message.

Multipurpose Internet Mail Extension. A standard that allows you to
create structured message bodies.

Multimedia Mail gives the capability of attaching Binary Large
Objects (BLOBS) to electronic messages so that images,
spreadsheets, graphs, and other operating system files that are not
pure ASCII text, can be sent and received either locally or across the
network.

Any hardware device other than the computer itself (central
processing unit plus internal memory). Typical examples include
card readers, printers, CRT units, and disk drives.

Hardware used to establish outgoing communication.

A method of opening a transmission link for a message. It is used to
force message transmission and testing.

An option that opens the transmission line to all domains with "P" in
the Flags field.

The basket where message queues are stored. Also, the person
who manages this basket for a particular site.

Code containing logic for opening and closing links, and for
sending/receiving transmissions.

In VistA MailMan, a procedure used to delete messages or message
pointers.

A list that stores messages destined for a given domain.

MailMan Getting Started Guide
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QUEUING Requesting that a job be processed in the background rather than in
the foreground within the current session. Jobs are processed
sequentially (first-in, first-out). The Kernel's TaskMan handles the
gueuing of tasks.

REMOTE Any system which a user is not signed on to.

SCRIPT A set of MailMan commands and transmission scripts to a remote
domain in the DOMAIN file (#4.2).

SERVER In VistA MailMan, an automatic mail reader for internal messages.

SMTP Simple Mail Transport Protocol. The primary transport protocol for
MailMan

SURROGATE A person who is authorized to read and/or send mail in another
user's name.

TRANSMISSION SCRIPT List of commands for directing a message stored in the
TRANSMISSION SCRIPT field.

VALIDATION NUMBER A security check number that must be in both the sending and
receiving sites' domains.

WRAP-AROUND MODE Text that is fit into available column positions and automatically

wraps to the next line, sometimes by splitting at word boundaries
(spaces).

REF: For a comprehensive list of commonly used infrastructure- and security-related
terms and definitions, please visit the ISS Glossary Web page at the following Web

address:

Glossary-2

http://vaww.vista.med.va.qov/iss/glossary.asp

For a comprehensive list of acronyms, please visit the ISS Acronyms Web
site at the following Web address:

http://vaww.vista.med.va.gov/iss/acronyms/index.asp
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7.0 Index

A

Acronyms (ISS)
Home Page Web Address, Glossary, 2
ADD'L PHONE 1 Field, 4-35
Creating or Editing, 4-37
ADD'L PHONE 2 Field, 4-35
Creating or Editing, 4-37
Adobe Acrobat Quick Guide Web Address, xiii
Adobe Home Page Web Address, xii
AML, Become a Surrogate (SHARED,MAIL or
Other) Option, 5-1
ASK BASKET Field, 3-6
ASK EACH TIME MESSAGE IS READ
(Default Response For PRIORITY
RESPONSES PROMPT Field), 4-13

B

Banner Edit Option, 4-1, 4-4
Basket Number, 3-2
Baskets
Message Location, 2-1, 2-2, 2-7, 2-10
Become a Surrogate (SHARED,MAIL or Other)
[AML] Option, 5-1

C

Callout Boxes, x
Caret, 5-10, 5-13, 5-14
CITY Field, 4-34
Creating or Editing, 4-37
Classic Detailed Information, 2-2
Classic Summary Information, 2-1
Configure
Banner Edit Option, 4-1, 4-4
Delivery Basket Edit Option, 3-3
User Options Edit Option, 2-2, 3-6, 3-9, 3-11,
3-13, 4-1, 4-34, 4-35
Creating
Banners, 4-1

D

Data Dictionary
Data Dictionary Utilities Menu, xi
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Delete, MESSAGE ACTION DEFAULT Field
Value, 4-8
Delivery Basket Edit Option, 3-3
Detailed Information
Classic, 2-2
Detailed Full Screen, 2-7
DIGITAL PAGER Field, 4-34
Creating or Editing, 4-37
DO NOT ASK EACH TIME MESSAGE IS
READ (Response For PRIORITY
RESPONSES PROMPT Field), 4-13
Documentation
Symbols, ix

E

Editing
Banners, 4-1
Delivery Basket, 3-3
Mail Filters, 3-1
EV'S Anonymous Directories, xiii
EXISTING BASKETS ONLY (Response For
Delivery Basket Privileges), 3-4

F

FAX NUMBER Field, 4-34
Creating or Editing, 4-37
Fields
NEW MESSAGES DEFAULT OPTION, 3-13
Files
MAILMAN SITE PARAMETERS (#4.3), 4-
20
MESSAGE (#3.9), 5-4
Flags, 2-2, 2-7, 2-11
From, 2-2, 2-8, 2-11
FTP, xiii

G

Glossary
ISS Home Page Web Address, Glossary, 2

H

Header, 4-9, 4-21
Help
Question Marks, xi
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Help (User/Group Info., etc.) Option, 4-3, 4-28,
4-35, 5-1
User Information Option, 4-3, 4-28, 4-29, 4-
35
Home Pages
Adobe Acrobat Quick Guide Web Address,
Xiii
Adobe Web Address, xii
HSD&D Home Page Web Address, xii
ISS
Acronyms Home Page Web Address,
Glossary, 2
Glossary Home Page Web Address,
Glossary, 2
MailMan Home Page Web Address, xii
VistA Documentation Library (VDL) Home
Page Web Address, xiii
HSD&D
Home Page Web Address, xii

Ignore, MESSAGE ACTION DEFAULT Field
Value, 4-8
Internal Message Identification Number, 2-2, 2-
7,5-8,5-9
ISS
Acronyms
Home Page Web Address, Glossary, 2
Glossary
Home Page Web Address, Glossary, 2

L

Lines, 2-2, 2-7

LIST ALL NEW MESSAGES, 3-13

LIST BASKETS WITH NEW MAIL Option, 3-
12

List File Attributes Option, Xi

M

MailMan Home Page Web Address, xii
MAILMAN SITE PARAMETERS File (#4.3),
4-8, 4-20, 4-28
ME, P-MESSAGE FROM Field Value, 4-18
Menus
Data Dictionary Utilities, xi
MESSAGE File (#3.9), 5-4
Message Filter Edit Option, 3-1
Message Numbers, 2-2, 2-7, 2-11, 5-8
MESSAGE ORDER Field, 2-2, 3-9, 3-11
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MESSAGE READER Field, 2-12
MESSAGE READER PROMPT Field, 2-14
Message Readers, 2-1
Message Sent Date, 2-2, 2-7
Messages

Header, 4-9, 4-21

N

Network Signature, 4-23

New Messages and Responses Option, 3-12, 3-
14,5-1, 5-2

NEW MESSAGES DEFAULT OPTION Field,
3-13

Newest First Message Order, 3-9, 3-11

NML
New Messages and Responses Option, 5-1, 5-

2

NO, DON'T ACCEPT IT (Default Response For

Delivery Basket Privileges), 3-4

O

OFFICE PHONE Field, 4-34
Creating or Editing, 4-37
Oldest First Message Order, 3-9, 3-11
Options
Banner Edit, 4-1, 4-4
Become a Surrogate (SHARED,MAIL or
Other), 5-1
Data Dictionary Utilities, xi
Delivery Basket Edit, 3-3
Help (User/Group Info., etc.), 4-3, 4-28, 4-35,
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