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Audience

How This Book Is
Organized

Preface

This book describes the DeskSet™ Environment for OpenWindows™. The
DeskSet Environment is a group of productivity applications.

This book is written for users who are familiar with Sun windowing environments
and mouse and menu-driven applications. Refer to the OpenWindows User’ s
Guide for information on how to use the mouse, icons, windows, menus, and the
on-line Help facility. If you have used SunView™ applications, see Appendix A
for a list of differences between the SunView and the OpenWindows DeskSet
Environments.

Chapter 1, Getting Started, contains a brief summary of the DeskSet
applications.

Chapter 2, File Manager, describes the DeskSet application that provides a
graphical display of the UNIX® file system.

Chapter 3, Mail Tool, describes the DeskSet application that provides a
convenient and intuitive way to use UNIX mail handling facilities.

Chapter 4, Calendar Manager, describes the DeskSet resource and schedule
management tool.

Chapter 5, Text Editor, describes the DeskSet ASCII text editing application.

Chapter 6, Print Tool and Tape Tool, describes the DeskSet tools that provide
an easy-to-use interface to the UNIX printing and tape archiving commands.

Chapter 7, Snapshot, describes the DeskSet application that you can use to take
black and white or color snapshots of regions, windows, or the entire screen.

Chapter 8, Shell Tool, Command Tool, and Console, describes the three
standard shell applications.

Chapter 9, Clock and Performance Meter, describes the clock and performance
meter applications.

Chapter 10, Calculator, describes the DeskSet calculator.

Chapter 11, Icon Editor, describes the DeskSet application that you can use to
edit and create your own icon images.

msugs!l xiii Revision A of 11 June 1990
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Conventions

Other Books

Support

Chapter 12, Binder, describes the DeskSet application that you can use to connect
or bind different types of files with printing methods, application opening and
viewing methods, and File Manager icons and colors.

Appendix A, Differences between SunView and the OpenWindows DeskSet
Environment, provides a list of functional differences between the two
environments.

Appendix B, Keyboard Accelerators, provides a list of keyboard accelerators
that are common to the DeskSet applications.

Appendix C, DeskSet Environment Application Man Pages, provides the
system man page summaries for the DeskSet applications.

The following conventions are used in this book:

o Terms introduced for the first time, variables, and book titles are in italic type.
0 Names of buttons, menu items, and settings have Initial Capitals.

0 Text that you type and system listing information is in Typewriter font.
o

Names of keys on the keyboard have initial capitals (for.exampie, “Press the
Return key™).

o Names of mouse buttons are referred to by function, not by location, and are
capitalized. For example “Press SELECT” is used, not “Press left.” The de-
fault mouse button function assignments are: “SELECT"” = left mouse button,
“ADJUST” = middle mouse button, and “MENU” = right mouse button.

For additional information, refer to the following books that are available with the
SunOS and OpenWindows documentation packages:

0 Getting Started

SunOS User’s Guide: Doing More with SunOS
OpenWindows User’s Guide

OpenWindows Release Notes

OpenWindows Installation and Start-up Guide
On-Line Help: Press F1 or the Help key

O o 0 o o

For additional help, refer to the following resources:

O The Read This First information provided with this product contains a list of
known problems and suggests solutions or workarounds. It also contains a
support telephone number that you can use while your software is under war-
ranty or under a service contract.

sun Revision A of 11 June 1990
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Chapter — Preface xv

0 The Software Technical Bulletin maintains an ongoing reference service.
Check the cumulative index for relevant articles. If you have a Sun support
contract, se¢ the technical contact person named in that contract for a master
copy of the Software Technical Bulletin.

You can order a support contract through your local Sun sales office.

sun

microsystems Revision A of 11 June 1990
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Getting Started

This chapter introduces the DeskSet Environment for OpenWindows.

The DeskSet Environment contains the following applications:

o

The File Manager application is a graphical file management program. A file
is a collection of information — a document, an application, or a directory.
With File Manager you can find, copy, move, open, close, create, delete, and
print files.

The Mail Tool application is a powerful tool for composing, sending, sorting,
and storing electronic mail. '

The Calendar Manager application is an appointment and resource scheduling
tool.

The Text Editor application is a convenient, easy-to-use interactive text editor.

The Print Tool application provides a convenient and intuitive way for you to
print files. ‘

The Tape Tool application provides a convenient and intuitive way for you to
archive and retrieve files using a streaming tape cartridge.

The Snapshot application provides a convenient and intuitive way for you to
take snapshots of regions, windows, or the entire workspace.

The Shell Tool provides a tty command-line interpreter. When you type a
command at the command line, the shell accepts and interprets the command
and runs it as a separate process.

The Command Tool and Console provide a text-editor based tty command-line
interpreter.

The Performance Meter provides a graphic display of system and network
performance.

The Clock provides an on-line time and date display.

The Calculator application is a scientific calculator designed to perform a
variety of mathematical functions in much the same way as many hand-held
calculators.

The Icon Editor provides a way to create and store your own icon images.

..%.g,ﬂ 1 Revision A of 11 June 1990



2 DeskSet Environment Reference Guide

1.1 Starting DeskSet
Applications

0 The Binder provides a way to check the default system bindings, to customize
the visual display of icons in the File Manager, and to specify default print
scripts for use with the Print Tool.

One of the features of the DeskSet Environment is the way the applications are
integrated with one another. The integration configuration enables you to “drag”
files from one application and “drop” them on another application in order to
perform functions such as copying, moving, printing, and backing up files. This
drag-and-drop method of direct and intuitive manipulation is introduced in this
chapter and explained in more detail in the chapter for each application.

You typically access DeskSet applications from the Programs Submenu of the
Workspace menu, described in the OpenWindows User’s Guide. When the
DeskSet applications are installed on your system, they are automatically provided
as items in the Programs submenu, as shown in Figure 1-1.

Figure 1-1 The Programs Submenu with DeskSet applications

30 Workspd .0 Programs
%ommand Took. )
ext Editor...
Flle Manager...
Malil Tool...
Calendar Manager...
Clock...
i Calculator...
Print Tool...
| Tape Tool...
Binder...
Snapshot..
f fcon Editor...
Performance Meter...
Shell Tool...
Dbx Tool...
Demos...

Proqrarms
Utilities

Properties...
Exit..

You can also start any of the DeskSet applications from a system prompt in a
Command Tool or Shell Tool window by typing filename & and pressing the
Returmn key. Table 1-1 shows what you type to start each DeskSet application.
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1.2 Dragand Drop

What you type from a prompt to start up DeskSet applications

Application Name  What You Type
Binder binder &
Calculator calctool &
Calendar Manager cm &

Clock clock &
Command Tool cmdtool &
Console cmdtool -C &
File Manager filemgr &
Icon Editor iconedit &
Mail Tool mailtool &
Performance Meters  perfmeter &
Print Tool =~ printtool &
Shell Tool shelltool &
Snapshot snapshot &
Tape Tool tapetool &
Text Editor . textedit &

Many DeskSet applications allow you to drag icons or glyphs representing files and
drop them onto other windows, icons, or glyphs. For example, you can print files
by selecting one or several data file icons, dragging them onto the Print Tool icon,
and dropping them. The term “drop” is a shortcut for the completion of a move or
duplicate operation. Follow the steps below for any drag-and-drop operations:

1. Select an object by pointing at it and clicking SELECT. Select group of objects
by pointing to an additional object and clicking ADJUST to add the object to
the group or remove it from the group if it is already selected.

2. Initiate a move by pointing to one of the selected objects, pressing SELECT,
and dragging the pointer. You initiate a duplicate, where an object is copied
instead of moved, by pressing the Control key on the keyboard and then

pressing SELECT.

3. When the hot spot of the pointer (the tip of the pointer arrow) is at an
appropriate place, drop the selection by releasing SELECT. The selection is
“dropped” to the new location.

When you drop the selection, the location of the hot spot of the pointer determines
how the dropped selection is treated by the receiving application. The DeskSet
applications follow these rules:

sun

microsystems
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DeskSet Environment Reference Guide

O When the selection is dropped on an icon or on the window, the object is
loaded into the application, replacing any information that already exists. If
the data being dropped will overwrite existing data, a Notice is displayed
allowing you to choose whether to continue or cancel the operation.

0 When the selection is dropped onto the pane of the Mail Tool Compose
window, a Notice is displayed asking if you want the file encoded . When you
choose Text, the data is inserted at the caret location. When you encode the
message, the encoded file is appended to the text in the Compose window. See
Chapters 2 and 3 for more information about encoding files with Mail Tool.

The following paragraphs list which of the DeskSet applications support drag-and-
drop operations. This book describes drag-and-drop operations by discussing
source applications (from which you can drag data) and destination applications
(on which you can drop data). See Chapter 2 for information about the File
Manager as a source application. See the appropriate chapter for each applications
for information about how they support drag-and-drop operations.

File Manager glyphs can be dropped onto the following DeskSet applications:
Text Editor

Print Tool

Tape Tool

Mail Tool

Wastebasket

o Icon Editor

o 0o g a a

Headers for mail messages from the Mail Tool application can be dropped onto the
following DeskSet applications:

Text Editor

Print Tool

File Manager

Was;ebasket

Calendar (with specific format restrictions)

Text selections from Text Editor files can be dropped onto these applications:
o Mail Tool

o Text Editor

0O o o 0o a

The following DeskSet applications cannot be dragged and do not accept dropped
data because they do not provide and cannot accept editable text:

0 Calculator Tool
0 Command Tool
0 Shell Tool

msbga Revision A of 11 June 1990



File Manager

The File Manager provides a graphical display of the UNIX file system. You can
use it to find, copy, move, open, close, delete, undelete, and print files. A file can
be a directory, a collection of data, or an executable program.

The File Manager displays folder icons that represent directories, and data file and
application icons. You can select and operate on these icons within the File
Manager either directly by dragging and dropping, or indirectly by using
cut/copy/paste functionality. You can start applications from the File Manager,
reorganize your file system by moving or copying files between folders, create new
files, and print existing files. You can use the File Manager to link files (an
alternative to the 1n command) and to transfer files to other machines (an
altemnative to the rcp command).

In addition, the icons representing individual parts of the file system can be
dragged out of the File Manager window onto the workspace or onto other DeskSet
application icons or windows.

2.1 The File Manager The icons for the File Manager and the Wastebasket base windows show you useful

Icons

information about the File Manager application. The primary icon for the File
Manager looks like a file folder. The name of the current directory is displayed
inside the file folder, as shown in the example in Figure 2-1.

Figure 2-1 The File Manager icon

clipart |

The Wastebasket icon looks like a wastebasket. When the Wastebasket contains
files that you have not yet deleted, the icon shows papers sticking up out of the
wastebasket. Figure 2-2 shows both views of the Wastebasket icon.

Figure 2-2 The Wastebasket icon, empty and full

N/
/7 NN\
Wastebasket Wastebasket
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2.2 The File Manager
Base Windows

'File Manager Icons

Figure 2-3

Figure 2-4

The File Manager is organized in a slightly different way from most of the other
DeskSet applications: It has two base windows instead of one. The primary base
window displays your file system and allows you to manipulate it. The secondary
base window is a Wastebasket that you can use to remove files from your file
system. When you start the File Manager, the Wastebasket window is
automatically started and displayed as an icon.

The File Manager base window, shown in Figure 2-3, provides a set of controls that
you can use to manipulate your file system. The window has a path pane that you
use to display the operating system hierarchy and a scrollable folder pane that
always displays the contents of the open folder in the path.

The File Manager base window
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The files in your file system are represented by three kinds of glyphs, which are
similar to icons on the workspace. Directories are displayed as folders. Data files
such as documents, graphic files, and spreadsheet files are displayed as dog-eared
sheets of paper. Executable files (applications) display either the application icon
or a small window. Figure 2-4 shows the three generic file type icons.

The three generic types of. ﬁie icons
Folder Data file  Application

The File Manager logically connects or binds each data file to a specific application
so that when you open the data file, the application is automatically started for you.
The bindings are stored and displayed as part of the Binder application. You can
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Figure 2-5

Selecting and Operating on
File Manager Icons

change the default bindings and add new ones using the Binder. See Chapter 12
for more information about the Binder.

As part of the binding, a small picture representing the type of application can be
displayed inside the data file icon so that you can tell at a glance which data files
represent different application data files. When a data file is not bound to a specific
application, the generic icon is displayed. In the example shown in Figure 2-5, the
first data file is generic. The other files are bound to three different application
types.

Data file icons that also show the application type

'@
(riie W) (view v ) (Edit ¥) (Props Vv )(Home ¥ ){Goto: V),

e
0

Flie Manager: /heme/winsor N

tbirthdays.cal businesscard.ps openlook2.ps
=|
yurprhws A-Wietter.doc artresume.doc
= 3]
fiyer.doc nswexamplelrs purplecow.rs il

You can create your own images for data files using the Icon Editor application,
and bind them to the File Manager data file icons using the Binder. See Chapters
11 and 12 for more information.

This section provides a brief introduction to how to select and operate on File
Manager icons. You can perform the following kinds of operations on selected
icons:

Open files, folders, and applications

Create new files and folders

Move or copy files, folders, and applications

Delete and undelete files and folders

Link files so you can access them from more than one folder
Transfer files to other systems

0O o o o o o a

Change file properties, such as the file name, permissions, and ownership
Detailed examples are provided later in this chapter.

You select a File Manager folder in the path pane by moving the pointer onto it and
clicking SELECT. You can select single icons or groups of icons in the folder pane
by clicking SELECT on the first icon and clicking ADJUST on each additional
icon that you want to include in the group (or exclude by clicking ADJUST on an
icon that is already selected). Selected icons are highlighted.

msugn].‘l Revision A of 11 June 1990
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Double-Click Accelerators
The Control Area
The File Menu
Figure 2-6

You operate on selected File Manager icons in any of the following ways:

o Dragging and dropping File Manager icons on other icons within the File
Manager, on other windows or icons on the workspace, or on the workspace
itself

o Choosing commands from the File Manager menus

0 Using accelerator keys on the keyboard

You can double-click SELECT on any individual icon to open it. Double-clicking
SELECT on any folder in the path pane or the folder pane opens it and displays its
contents in the folder pane. Double-clicking SELECT on a data file starts the
application for that data file and usually displays its data. Double-clicking
SELECT on an application icon starts the application.

The control area has six menu buttons: File, View, Edit, Props, Home, Goto, and
a text field. This section shows each of these controls and provides a brief
introduction to each of the items.

File has a menu, shown in Figure 2-6, with choices that you can use to perform
filing functions.

The F zle menu

i )r.f-' [}

Print Flis

Create Folder
Create Document
Remote Copy...

Your Commands b

0 Use Open to open selected folders and files. Open is inactive unless you have
made a selection in the folder pane.

0 UsePrint File to print selected files. Print File is inactive unless you have made
a selection in the folder pane.

Use Create Folder to create a new folder.
Use Create Document to create a new document.

Use Remote Copy to open a pop-up window to allow you to perform remote
transfers. See “Copying Files to Other Systems” later in this chapter for more
information.

0 Use Your Commands to create your own customized commands. See
“Customizing Your File Manager” later in this chapter for more information.

%& Revision A of 11 June 1990
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The View Menu

Figure 2-7

View has a menu, shown in Figure 2-7, with choices for different ways to view the
file system.

The View menu

Hide Subfclders
Shew &l Subtelders
Eegin Tres Here

&idd Tree's Pargnt
folder Display o4
Sort By

Use Tree/Path to choose the way your file system is displayed in the Path pane.

When you view your file system as a tree, you use Hide Subfolders, Show All
Subfolders, Begin Tree Here, and Add Tree’s Parent to customize the way the
file system tree is displayed in the path pane. See “Customizing Your File
Manager’ later in this chapter for more information about these choices.

0 Use Folder Display to choose how the contents of the folder pane are
displayed:

e Asicons, to help you identify each file by'type.

»  As alisting, to display more files in the pane and to show you more
information about each individual file when you choose listing options
from the File Manager Tool Properties window. See “File Manager Tool
Properties” later in this chapter for more information.

0 Use Sort By to choose how the contents of the folder pane are sorted:
«  Alphabetically by name. |
e In reverse chronological order by date.
« In order of file size, largest to smallest.

« In alphabetical groups by file type, with folders first, followed by data
files, then by applications.

§ugs£}‘s Revision A of 11 June 1990



10 Revision A of 11 June 1990

The Edit Menu

Edit has a menu, shown in Figure 2-8, with options that you use to perform editing
functions.

Figure 2-8 The Edit menu

The Props Menu

(rile v) (View v )m (Props V)

J (Select All * )
Link
epy
Paste

Sut [
Show Clipboard b

0 Use Select All to select all the files in the folder pane.

Use Link to create links between files. Link is inactive unless you have made
a selection in the Folder pane. See “Linking Files” later in this chapter for
more information.

o Use Copy to put a copy of selected file names on the clipboard. Copy is
inactive unless you have made a selection in the Folder pane.

0 Use Paste to paste the contents of the clipboard at the pointer location in the
File Manager.

0 Use Cut to remove selected file names from a folder and place them on the
clipboard, in the Wastebasket, or really delete them, depending on which
option you choose from the Cut submenu. Cut is inactive unless you have
made a selection in the Folder pane.

0 Use Show Clipboard to display the current contents of the clipboard used by
the Cut/Copy/Paste commands.

Props has a menu, shown in Figure 2-9, with a File Properties item that you can use
to change file properties and a Tool Properties item that you can use to customize
the File Manager. See “File and Folder Properties” and *“Customizing Your File
Manager” later in this chapter for more information.

Figure 2-9 The Props menu

File_ Manager: /Zha
G (o )

{Fiix PrepertX.. |
Tool Properties...
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The Home Menu

Figure 2-10

The Goto Menu and Text Field

Figure 2-11

The Path Pane

Parts of the Path and Tree

Home has a menu, shown in Figure 2-10, with choices that you can use to quickly
go back to your home directory or to other directories that you have accessed
recently. See “Shortcuts” later in this chapter for more information.

The Home menu

Fae Manager: Zhome/winsor

G Gronv) IR
(home/winsor )
/home/winsor/.wastebasket

Goto has a menu and a text field shown in Figure 2-11. Choosing Find from the
Goto menu displays a pop-up window that you can use to find files. See “Finding
Files and Folders™ later in this chapter for more information.

The Goto menu and text field

Manager: Zhome/winsor Y
3

{(Entry ! )|

Find..

The path pane shows your file system. You can display it either as a path of
connected folders or as a hierarchical tree that shows all or part of your file system
structure.

The first time you start the File Manager, the file system will be displayed as a path.
When you start the File Manager any time after that, the file system will be
displayed in the same way it was displayed when you last quit the File Manager.

The path shows only the folders for the directory and subdirectories that lead to the
current folder, which is the folder that is open. Any folders below it in the tree are
subfolders. An example of a path is Figure 2-12, which shows the path for
/home/winsor. '

The hierarchical “family tree” structure is another way of showing the UNIX file
system, using an analogy between the parts of a tree and the parts of the file system.
The tree can show all parts of the file system. Alternatively, it can start at any
directory or folder in the file system.

Root is the top directory in the file system. Under the root are various branches. -
For example, Figure 2-13 shows root and the branches that start with the directories
bin, home, 1ib, and usrl.

Along with the tree analogy, there is a parent/child analogy. The root directory is
the parent directory. A subdirectory is also a parent directory when there are one
or more subdirectories below it. Each subdirectory is a child of the parent directory
that is above it.

msiergsg\s Revision A of 11 June 1990



12 Revision A of 11 June 1990

Which Path is Displayed When you start the File Manager, it displays the path from which you started it. If
: you choose File Manager from the Programs submenu, it displays the path for your
home directory. The last folder in the chain is open, and its contents are displayed

in the folder pane, as shown in Figure 2-12.

Figure 2-12 An example of a home directory path in the path pane for a user named “winsor”
r Flle/
(Fie ¥) (View V) Ean v) (Proms ¥/

Use the items on the View menu to change the display of your file system in the
path pane. Choosing Tree from the View menu changes the display to show the
file system hierarchy, as shown in the example in Figure 2-13.

Figure 2-13 An example of a tree structure in the path pane

'© File Manager: /home/winsor //

(File v) (view V) (Edit V) (Props ¥ )(Home ¥ )(CGoto: ¥ )q {

When you display a tree, the contents of the open folder are displayed in the folder
pane (the contents of folder “winsor” in the example shown in Figure 2-13). As
you move around from folder to folder by double-clicking SELECT to open each
one, the tree display expands to show subfolders and rearranges the other branches
of the tree. '

You can expand or reduce the number of folders in the tree display using the Hide
Subfolders, Show All Subfolders, Begin Tree Here, and Add Tree's Parent items

from the View menu. Once you have chosen one of these items from the menu, the
File Manager remembers it. When you change the display back to a path and then

§bgs& Revision A of 11 June 1990



Chapter 2 — File Manager 13

choose Tree again, the tree is displayed using the last format that you chose for the
tree display. See “Customizing Your File Manager” for examples of these other
kinds of path displays.

Path Commands Pop-up Menu The path pane has a Path Commands pop-up menu that contains some of the
commands from the control area. Choosing a command from the pop-up menu
performs the same operation as choosing a command from the control area. See
“Shortcuts” for more information about the Path Commands pop-up menu.

The Folder Pane The folder pane displays the contents of the open folder in the path pane, regardless
of how you choose to display the path. When you first start the File Manager, the
folder pane displays icons with names beneath them, as shown in Figure 2-14.

Figure 2-14 Icons in the fblder pane

xc Flle Masager: /usr/Filemgr 3
(rile v){view v ) (Edit V) (Props ¥ )(Home ¥ )(Goto: ¥ )q
(7 H* HEY
0 0 s
Examples TOC chp2fllemgr.ick Y
filemgr doc.ick tilemgr images femgr.text.mif
- fmfolderpanetrslock fllerngr.doc filemgr.docbackup
2 =]
themor.text filemgr.text.backup filemgr.copyfile.rs
filemgr copyfileresultrs fllemor.copymsg.rs filemgr.copypastemsg.rs
&) &)

Folder Commands Pop-up Menu  The folder pane has a Folder Commands pop-up menu that contains some of the
commands from the control area. Choosing a command from the pop-up menu
performs the same operation as choosing a command from the control area. See
“Shortcuts” for more information about the Folder Commands pop-up menu.

Alternative Display Options You can change the way icons are displayed in the folder pane by choosing
different options from the View Folder Display submenu shown in Figure 2-15.
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Figure 2-15

Figure 2-16

Sorting the Contents of the Folder
Pane

The Folder Display submenu
] File Manager: Z7home/}j)

Hide Subfolders
Sheawr all Subfeiders
8egin Tree Here

&dd Treg’s Parent

Feodrieer

addresses

Lospalar

bnf

Icon Folder Display. Choosing the Icon option displays a list of standard-size
icons with the name of the icon centered below it. When application images are

specified by the Binder, those images are displayed.

List Folder Display. If you have a large number of files in a folder, displaying a
list shows more file names in the same area, minimizing scrolling to view the entire
folder. Choosing List shows a list of mini-icons and file names, as shown in

Figure 2-16.
An example of a list display
1 ® File Manager: Zusr /¥ lemgr N
(Fie v ) (View V) (Edit V) (Props ¥ ) (Home v ) (Coto: ¥V )
(= HEn
examoles Droc D) cho2themer.ck =
fHemgr.docick D flomgr.images D flemgr.text.mif =
fmfolderpaneirs.lock D fllomgr.doc filemgr.doc.backup
D filemgr.text D thorngr.textbackup D filemgr.copyflie.rs
D filsmgr.copyfileresultss flomgr.copymsg.rs fllemor copypastemsg.rs
D filemgr.createfoidermenurs D fhomor.createfolderresultrs [ flemer.displayview.rs
B filemgr displayviewresult.rs 8 flemgr.document.rs o filemgr editmenucutmenu.rs
filemgr.enter cmdmenu. f axecutabi flsopenfile
mgr.enterc rs lw‘:x: ablers filemgr.fisopenfilers o

Mini-icons do not display the application images for data files. You can select and
operate on mini-icons in the same way as for standard-sized icons.

‘When using the List option, you can choose to display additional information about
each file such as the Permissions, Links, Owner, Group, Size, and Date. You
choose the information to display by changing the default settings from the File
Manager Tool Properties window. See “Customizing Your File Manager” later in
this chapter for more information about setting tool properties.

You can anange the files in the folder pane in order by name, date, or size, or you

View Sort By submenu shown in Figure 2-17.

sun

microsystems

* can group them alphabetically by type by choosing the appropriate option from the
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Changing Folders

Opening Files

Figure 2-17 The Sort By submenu

i) File Mf
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You can easily change the display in the folder pane by opening a different folder
either in the path pane or in the folder pane.

To open a folder, move the pointer onto any folder icon and double-click SELECT.
The folder opens and its contents are displayed in the folder pane.

Alternatively, you can open a folder following the steps below:

Move the pointer onto a folder and click SELECT to select it.
Move the pointer onto the File menu button and press MENU.
Drag the pointer to highlight Open.

Release MENU.

Cal o L

The Open command is also provided on the Path Pane and Folder Pane pop-up
menus. See “Shortcuts” for more information about pop-up menus.

When you select and open a data file, the appropriate application is started and the
data of the opened file is displayed in the application’s window. When you select
and open an application or executable file, the application is started. Executable
files that are not bound to a specific application display a Notice asking you if you
want to start the application in a Shell Tool.

From the folder pane, you can select and operate on folders, data files, and
applications in the following ways:

0 Dragging and dropping selected folders, data files, and applications onto the
workspace.
Double-clicking SELECT on a data file or application icon.

Selecting single or multiple data files and applications and choosing Open
from the File menu or the Folder Pane pop-up menu.

§bgs£'l$ Revision A of 11 June 1990



16 Revision A of 11 June 1990

NOTE

Creating New Files and
Folders

The Open item on these menus has a submenu with the items File,
With ‘Goto’ Arguments, and In Document Editor. Use this submenu in the
following ways:

e Use the File item to open a file by starting up the appropriate application,
as described above. This is the default.

» Use the With ‘Goto’ Arguments item to start up the application with
command line arguments specified in the Goto text field on the File
Manager header.

« Use the In Document Editor item to open the file in the Text Editor,
regardless of the application that is bound to the file type.

When you open a data file or an application from the File Manager, you cannot
close or quit it by dragging it back onto the File Manager. You quit any window
or icon on the workspace by choosing the Quit item from the Window menu.

You can create new folders and files in the folder pane, which puts them into the
open folder in the path pane.

To create a new file or folder, follow the steps below:

1. Check to be sure you are in the folder where you want to create the new
file or folder. If necessary, change to a different folder in the path pane.

2. Move the pointer onto the File button and press MENU.
3. Drag the pointer to highlight either Create Folder or Create Document.
Figure 2-18 shows the File menu with Create Folder highlighted.

Figure 2-18 File menu with Create Folder highlighted

) (View V) (Edit V)
{Crgn £

print Flis
lreate Folder
Cresate Document
Remote Copy...

Your Commands D

| | bitmapreview

4. Release MENU.

An empty file called either NewDocument or NewFolder is created in the
folder pane. Subsequent new documents or folders are numbered in sequence.
For example, if a file called NewDocument already exists when you create a
document, the new file will be called NewDocument 2. The name of the new
document or folder is underlined when it is first displayed, which means it is
ready to be renamed. Figure 2-19 shows a new folder in the folder pane.
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Figure 2-19 A new folder in the folder pane

(Fite v )(View v )(Edit v) (Props

i
NewFolder chap2

prefacef.backup worksheet

Naming a Document or Folder When the name of a file or folder is underlined, the name is an editable text field.

You can change the name of any folder or file by double-clicking SELECT on its
name to select it and display an editable text field. You can edit the contents of this
text field in the same way you edit any other text field. When you have changed
the file name, press Return or click SELECT on the background of the folder pane.
You can change properties of the file, including its name, using the File Properties
window. See “File and Folder Properties” later in this chapter for more

information.
2.3 Copyingand Moving You can copy and move icons that are displayed in the folder pane in two ways:
Files
0 Using drag and drop
0 Using the clipboard
Drag and Drop Using drag and drop, you can copy and move files to the following destinations:

Into folders in the folder or path pane of the File Manager
Onto the background of the folder pane of the File Manager
Onto the Wastebasket icon or window

Onto the Text Editor icon or window

Onto the Mail Tool Compose icon or window

Onto Print Tool or Tape Tool icons or windows

Onto the Icon Editor icon or window

Onto the workspace

To copy or move files using drag and drop, follow these steps:

0O o 0o o o o a

1. Select the file or files you want to copy or move.

2. Move the pointer onto one of the selected files. To copy, press the Control
key and SELECT. To move, press SELECT.

§ugs!}s Revision A of 11 June 1990
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The Clipboard

NOTE

3. Drag the file or group of files so the hot spot of the pointer (the tip of the
arrow) is on the destination object.

4. Release SELECT.

You can copy or move files within the File Manager using the clipboard and the
cut/copy/paste commands. Cut/copy/paste commands are provided on the Edit
menu, the Folder Commands pop-up menu, and as function keys on the keyboard.
When you cut material, it is not deleted. It is put on a clipboard, where it is stored
temporarily. Only one item or group of items is stored on the clipboard at a time,
so if you do another cut without using what is on the clipboard, the previous
information is lost.

To copy or move files within the File Manager using the clipboard, follow the steps
below:

1. Select the file or files you want to copy or move.

2. To copy the selected files, choose Copy from the Edit menu or press the
Copy key on the keyboard to put the reference file name(s) on the
clipboard.

3. Tomove the selected files, choose Cut from the Edit menu or press the Cut
key on the keyboard to put the reference file name(s) on the clipboard.

4. Change to the folder where you want to copy or move the files.

S. Choose Paste from the Edit menu or press the Paste key on the keyboard
to put the reference file name(s) from the clipboard into the folder.

The File Manager puts a reference file name on the clipboard, not the entire
contents of the file. When you paste the reference file name into the File Manager,
the entire file is inserted. When you choose paste elsewhere on the workspace, only
the name of the file is inserted from the clipboard.

If you are not sure what is on the clipboard, you can view the contents at any time
by using the Show Clipboard item on either the Edit or the Folder Commands pop-
up menu. The submenu displays the first 30 characters of the contents of the
clipboard, as shown in the example in Figure 2-20.

Figure 2-20 An example of the submenu for Contents of the Clipboard

File Manager: /home/winsor

(File V) (View ¥ }@ (Props ¥ ) (Home ¥ ) (Goto: V)

7 home (SOTOCt All ,
Link

Copy

= O

Cut I e —— letters.doc
/home/winsor/artresume.doc.2)
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NOTE

Moving Files and Folders
Using Drag and Drop

Moving Files and Folders Within
File Manager

Figure 2-21

Moving aFile onto an Application
Outside of the File Manager

The following sections show some specific examples of moving files. You perform
copying operations in the same way except that you use the Control key together
with SELECT for drag and drop, and use Copy instead of Cut for clipboard oper-
ations.

This section shows examples of moving files and folders into another folder, onto
an icon, and onto the workspace.

To move a file or folder into another folder within the File Manager when both the
source and destination icons are visible, follow these steps:

1. Click SELECT on a file or folder icon that you want to move.

The icon is selected. If you want to move a group of files or folders, click
ADJUST on individual icons to add them to the group. If the icon is already
selected, clicking ADJUST deselects it, removing it from the group.

2. With the pointer on the icon, Press SELECT and drag the poiﬁter onto the
destination folder. :

The Move pointer is displayed. The tip of the arrow is the hot spot that defines
the destination of the move operation. When the folder accepts input, it
highlights and opens, as shown in the example in Figure 2-21. If the folder
cannot accept the file, it displays a lock.

Moving a file to folder

= Flle Manager: /hom{

(File v ) (view v ) (Edit V) (Props ¥ )(Home vl\

/

e

sayhey TOC bindericon.rs.lock

3. Release SELECT.
The file or folder is moved to the new folder.

You can move a file onto another application outside of the File Manager -
regardless of whether the application is displayed as an icon or as an open window.
‘When you drop a file onto an icon, the file is loaded into the application, but is not
displayed until you open the icon. If you drop a file with an inappropriate format -
on an icon, the move is not performed. When you drop a file onto the window of
an application, the file is loaded into the application.
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As a guideline, the following list describes the data formats that can be accepted
for DeskSet applications:

[n}
()
)

(n
n)

The Wastebasket accepts any data type.
The Text Editor accepts ASCII file formats.

Mail Tool Compose accepts ASCII file formats, and can encode any other file
formats (such as raster or PostScript™) so that you can send them as part of an
electronic mail message. When you drop any file onto the Mail Tool Compose
window, a Notice is displayed asking you how you want the file to be handled.
When you choose to encode a file, an “(E)” is automatically inserted at the
beginning of the Subject field to show both the sender and the recipient that the
message contains encoded files.

Print Tool (duplicate copy only) accepts any file format that has an appropriate
print script bound to it. You can specify a file format, a script, or a filter from
the Print Tool window. See Chapter 6 for more information about the Print
Tool.

Tape Tool (duplicate copy only) accepts any file format.

Icon Editor accepts any file in icon format.

Follow these steps to move a file onto an icon:

10

2.
3.

Click SELECT on the data file icon in the File Manager that you want to
move.

Drag the file onto the icon on the workspace, as shown in Figure 2-22.
Release SELECT. The file is loaded into the application.

Figure 2-22 Moving a file onto an icon on the workspace

fllemgr.clossbutton.rs

ad
chp2filemgr.backup

sunPaint

If the application cannot accept the file format, the file is not moved. When you
drop an icon of an incompatible file type onto an open window, an error message
is displayed in the footer of the destination window. In the example shownin -
Figure 2-23, a file that is not an icon was dropped onto the Icon Editor.

Figure 2-23 An error message that an inappropriate file has been dropped on an icon

ticon Editor

\/‘-\ﬁ

\

Incorrect file format: opening brace missing,
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Moving a Data File Icon onto the you can move individual data file icons from the File Manager onto the workspace.

Workspace When you drop the icon onto the workspace, it starts the appropriate application,
displays it as an icon, and loads the file.

Moving a Folder onto the You can move individual folders from the File Manager onto the Workspace.

Workspace When you drop the folder onto the workspace, it is opened, and the contents of the

folder are displayed in a pop-up window. If you switch frequently between
directories, you can use this feature to display the contents of more than one folder
at a time.

To move a folder onto the workspace, follow these steps:
1. Click SELECT on a folder to select it.

2. Press SELECT and drag the folder onto the workspace background, as
shown in Figure 2-24.

Figure 2-24 Dragging a folder onto the workspace

i :
) f
;'z ’ i s

TEE:

; hiring_elephants Filemgr I :

3. Release SELECT. The window is opened, and the contents displayed, as
shown in the example in Figure 2-285.
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Figure 2-25 A folder pop-up window

F© File Manager: Jusr/Filemgr y
0 D D) :
Examples TOC cho2filemgr.ick b
filemgr.doclck flemgrimages filemar.text.mif
fracroatefolderrs.lock fmfolderpanetrs.lock fmfolderpane2.rslock
fmfolderpane3.rslock fmfolderpopup.rslock fmfolderwindow.rslock
frmmovemsg.rsdock fmmovstofolder.rs.lock fmmovetolconrsiock
= =
filemgr.doc flemgr.doc.backup filemgr.text
L D B N
=
fllemgr.text.backup fllemgr.copyfile.rs flilemgr.copyfilsresult.rs
% k2
fllemgr.copymsg.rs fllsmgr.copypastemsg.rs  filemgr.createfoidermenu.rs
/3 [ o3 i

The folder pop-up window has a Folder Commands pop-up menu, shown in
Figure 2-26, that you can use to operate on the contents of this folder.

Figure 2-26 The Folder Commands pop-up menu

File Manager: /usr/Fllemgr}

O]

Examples

)

filemgr.doc.kck
I

filemagr.images

N

Folder Commands

X
Print File

Select All .

Link ’

Copy

Paste

Cut >3
Show Clipboard >
File Properties...

Up

The items on the Folder Commands menu are a subset of the commands you can
access from the File Manager control area, and work in the same way as those

commands.

sun
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Moving Files and Folders

Using Cut and Paste

To move folders and data files using the clipboard, follow the steps below:
1. Click SELECT on the file or folder to be moved to select it.
2. Move the pointer to the Edit button and press MENU.

3. Highlight Cut and drag the pointer to the right to display the Cut
submenu.

4. Highlight Move to Clipboard, as shown in Figure 2-27.

If you choose Cut to Wastebasket the files are moved to the Wastebasket window.
If you choose Really Delete the files are permanently removed from your system.

Figure 2-27 Starting a Move with Cut from the File Menu

_@ File Manager: 7home/ Q
- (props ¥ ) (Home v ) (Goto:

‘ Select All
(7 H L——————-Jl,,,k

Copy
Paste

8 (Cutto wWastebasket)

Really Delete

Malitool p 5

sayhey bindericon.rs.lock

IL_’\ textsw.info A-Wietter.doc
I Y

5. Release MENU.

An instruction message is displayed in the footer, as shown in Figure 2-28.

Figure 2-28 Information message when files are on the clipboard

Move these file(s) by opening the target folder and selecting ‘Paste’ \

6. Open the folder you want to receive the files.

7. Choose Paste from the Edit menu, the Folder Commands pop-up menu,
or press the Paste key on the keyboard.

While the operation is in progress, an information message is displayed in the ~
footer. Figure 2-29 shows an example of this message.

Figure 2-29 Information message while paste is in progress

Moving ‘’home/beebee/deskset/.junk’ from cllpboard...‘\l
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Moving and Copying You can move or copy more than one file at a time to a common location using
Muittiple Files either drag and drop or the clipboard. To move or copy files using drag and drop,
follow these steps:

1. Click SELECT to highlight the first file and then click ADJUST on each
additional file that you want to include in the group. (Click ADJUST on
a highlighted file to deselect it, removing it from the group).

Figure 2-30 shows an example of a group of selected files.

Figure 2-30 Files highlighted for moving
'@

Al

Flie Manager: /home/jungle/brends/clipart/Graphics
View v)(Edit v) (Props v) (Home v) ((Goto v )a

I

»

0 0

[J

&3] K] K 5 %

Artist_Models BlgRipper Classic ClownaAlley Deslgnlvlnq Easter_2 -

u_’_F&:EEdFourth Manuscipt MerryXmas PrintFire ThanksGiving  Valentine

2. Tomove, press SELECT on one of the highlighted files. To copy, press the
Control key and then press SELECT on a highlighted file. Drag the file
on top of the receiving folder, as shown in the example in Figure 2-31.

Figure 2-31 Move of multiple files in progress

File Manager: /home/jungle/brenda/clipart/Graphics Y
e ey ety et eSSy ——
Corops 9 CFome v) (Golo o)

S BB

JLE

B B B @ [

Artist_Models  BigRipper Classk ClownAlley  Designliving Easter_2

iveHeadFourth Manuscript MerryXmas PrintFire ThanksGiving  Valentine

The hot spot of the pointer specifies the destination folder for moving all of the
selected files. All of the highlighted files move together.
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Copying or Moving Encoded
Mail Messages onto File
Manager

3.

Release SELECT and all the files will be placed in the folder.

You can also move or copy multiple files by using cut/copy/paste commands in the
same way you use them to move or copy one file. To do this, follow these steps:

1.

20

3.

Select the files to move or copy by clicking SELECT to highlight the first
file and then clicking ADJUST on each additional file you want to include.

Choose Cut or Copy from the Edit menu as described in “Moving Files
and Folders Using Cut and Paste”, or use the Cut or Copy keys on the
keyboard.

Open the folder where you want to put the files.

Choose Paste from the Edit menu, or move the pointer into the folder pane
and press the Paste key on the keyboard.

The selected files are copied or moved into the new folder.

As mentioned previously, you can encode files by dragging and dropping them
onto the Mail Tool Compose window. When you receive a mail message that
contains encoded files, as shown by the “(E)” at the beginning of the subject line,
you can decode them by dragging and dropping them onto the File Manager, as
described in the following steps:

1.
2.

Open both the File Manager and Mail Tool windows.

Open the folder in the File Manager where you want to put the encoded
mail message(s).

In the Mail Tool application, click SELECT on the header of the mail
message that contains the encoded files.

Press SELECT to move or press the Control key and SELECT to copy,

~ and drag the pointer.

A small envelope is displayed, as shown in Figure 2-32. You can release the
Control key any time after the envelope is displayed.
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Figure 2-32 Dragging a mail message with encoded files

&) Flle Manager: /home/winser/Examples ‘ B
(e v)(Vew V) (edit ¥) (Props v )(Home ¥)(Coto: V),

— R

e
Mall Toal - Zusr/sposl/mail/ winsor

(Flie. v} (View V) (Edit V) (Compose V) maliFile: 2.

256 schappleéfast Fri Jan 26 17:24 154/6281 MNateo drops in on us
257 lavtvision Fri Jon 26 18:16 26/6S1 Re: suggestion for displ
258 williams@althea Fri Jan 26 19:28 72/2278 DeskSet Online Help: Sta
259 schappieefast Sat Jen 27 17:66 166/4523 ODraft of Typographic Corw
268 Ma{ler-Dsemon Sun Jan 28 89:26 191/8373 Returned mail: User unkno
261 winsor Sun Jan 28 89:31 248/16021 (E) Encoded Ma il M
262 Mailer-Daemon@cairo Sun Jan 28 89:32 197/5693 Returned mail: Remote | pr
26d winsor —  Sun Jan 28 ©9:42 bAl/ B _(E) Encoded Messages

2

264 Mailer-Daemon Sun Jan 28 09:46 228/6365 Returned mail: Remote proji]]
h 264 messages, 0 new, O deleted |
5. Drag the pointer onto the folder pane of the File Manager and release
SELECT.

The mail message is decoded, and icons representing the encoded files are
displayed and selected in the folder pane of the File Manager. In the example
shown in Figure 2-33, two encoded files were included in the mail message,
artresume.doc and birdsofafeather.rs.

Figure 2-33 Decoded files dropped onto the File Manager

& Flie Manager: /home/winsor/Examples "‘

(File V) (View V) (Edit v} (Props V) (Home V) (Goto: V),

K o 0O 0

artresume.doc  birdsofafeather.rs " bugs bugtraq classes

O 0O 0O 0O [0

colorpalint company_announ company_emall company_financlal company_fiscal
— N g

If you drop another message containing the same files, the files are not decoded

because this would overwrite the existing files. Instead, the files are displayed with

a compress icon and a . Z suffix is added to the file name. The compress icon
shows two arrows compressing the data in a file.

<« [»)

In the example shown in Figure 2-34, three encoded files were included in a
dropped mail message. The file bird.rs is decoded, displayed as an icon, and
selected. The other two files artresume.docand birdsofafeather.rs
were already present in the Examples folder and did not overwrite the existing
files. They therefore appear in the File Manager as encoded files.
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Figure 2-34 Encoded files in the File Manager

Opening Encoded Files

2.4 Printing Files

2 File Manager: /home/winser/Examples N

(File v)(View V) (Edit V) (Props V) {(Home V¥ )(Goto: ¥},

|
= 2 :

artresume.doc artresume.doc.Z birdsofafeather.rs

= 0D D D

birdsofafeather.rs.2 bugs bugtraq classes

To use an encoded . 2 file that has the same prefix as an existing file, you must first
rename one of the files. If you rename the encoded file, make sure to keep the . 2
suffix. The first time you openthe . Z file, File Manager uncompresses it. Then
when you open the uncompressed file, File Manager starts up the appropriate
application to display and edit the file.

If youtryto opena . 2 file that still has the same prefix as another file (for example,
artresume.doc. Z in Figure 2-34), you get the following error message in the
Console window:

<filename> already exists; not overwritten.

You can print files from the File Manager in two Ways:

0 Select files in the folder pane and drag and drop them onto the Print Tool
application. Files are printed using the default print instructions bound to the
icon. See Chapter 6 for more information about using the Print Tool and
Chapter 12 for information about print bindings.

0 Select files in the folder pane and choose Print File from the File menu, as
shown in Figure 2-35. The Print item is inactive unless files are selected. Files
are printed using the default print script that you specify from the File Manager
Tool Properties window. See “Customizing Your File Manager” later in this
chapter for information about tool properties. -

Figure 2-35 Highlighting Print File in the File menu

File V)
(Open 5)

Create Folder
Create Document
Remots Transfer..
Your Commands D

When you print files from the File Manager, an information message is displayed
in the footer, as shown in the example in Figure 2-36.

Figure 2-36 Example of message after file sent to Printer

Sent ‘deskset_ow! * to printer \
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2.5 Finding Files and

Folders

Using the Goto Text Field

and Button

Figure 2-37

Figure 2-38

The File Manager provides two ways to locate folders and files in your file system:
o The Goto text field and button

o The Find pop-up window

This section describes how to use these methods to find folders and files.

When you know the path of the folder you want to open or the path and file name
of a specific data file that you want to select, you can type the path or the path and
filename in the Goto text field, and either press Return or click SELECT on the
Goto button.

When you type a path, the folder you specify is opened and its contents are

displayed in the folder pane. When you type a path and file name, the folder you
specify is opened, its contents are displayed in the folder pane, and the file name is
located, scrolled into view, and selected, as shown in the example in Figure 2-37.

Using the Goto text field to find a file
d File Manager: /usr/Filemgr L
(Fie ¥) (View V) (Edit V) (Props V) (Home V) (Goto: v ) /usr/Filemar/fm.tmp, '
N i )
[t 223 ] b a1
filemgr.yrcmdmenuadd.rs filemgr.yrcmdmenunadd.rs filemgr.yremdsel.rs
53 3
fmboundglyphs.rs . fmcodedrag.rs

When you use the Goto text field to locate a file or directory, the information in the
text field is displayed on the Goto menu. If you change your location in the file
system, you can quickly retumn to that folder or file by clicking SELECT on the
Goto button. When the text field is empty, clicking on the Goto button does not
change your location in the file system. Figure 2-38 shows an example of an item
on the Goto menu.

Goto menu with the most recently used destination

File Manager: /usr/Filemgr _ )
(File v) (View V) (Edit v) (Props ¥ ) (Home V) (EREHRD /usr/Flemar/fm.tmp

fllemgr.yrcmdmenuadd.rs filemgr.yremdsel.rs

fm.tmp fmcodedrag.rs

You can use wildcard characters to select groups of related files in the currently-

displayed folder pane by typing a pattern-matching sequence. For example, the

symbol * can be used to match any string, so typing *.rs in the Goto text field

and either pressing Return or clicking SELECT on the Goto button will select all
files ending in .rs. Figure 2-39 shows an example of a folder pane with all *.rs
files selected.
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Figure 2-39 Using pattern matching with Goto to select related files

Using the Find Pop-up

Window

Figure 240

i File Manager: Zusr/Filemgr N
(File v ) (View V) (Edit V) (Props V )(Home V) (Coto: V) s,
[wsr |{iem
 —— | — —~
Exampies TOC chp2filemgr.backup o]
: -
bd
chp2filemagr.ick fllemgr.copyfile.rs
X
flemgr.copymsg.rs filamgr.copypastemsgrs  filemgr.createfoldermenu.rs
.E! ."“k .“'I
filemgr createfolderresult.rs fllemgr.displayview.rs filemgr displayviewresult.rs
=| = O
filemar.doc filemgr.doc.backup filemgr.doc.ick
i
o o i ‘e |
filemgr.document.rs fllemgr.sditmenucutmenu.rs filemgr.entercmdmenu.rs
-
lo | *
filemgr.exscutablers filemgr.fileopenfile.rs filemgr.fllepropmenu.rs
=S ) L
L 2|

When you do not know or ¢z :::0t remember the specific location of a folder or file,
or when you want to locate a group of files according to specific criteria, use the
Find pop-up window. To display the Find window, follow these steps:

1. Move the pointer to the Goto button and press MENU.
2. Highlight Find, as shown in Figure 2-40.
Goto menu with Find highlighted

'@

File Manager: /home/winsor /Examples 7

(File v )(view ¥ ) (Edit ¥) (Props ¥ }(Home ¥ )

—

{Entry 1

3. Release MENU. The Find pop-up window is displayed, as shown in

sun

microsystems

Figure 2-41.
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Finding Files

Figure 2-41 Find window

) Flle Manager: Find N
Find files in and below folder: /home/winsor
Fllename: mm
Owner:
Medified After: (mm/dd/yy)
Medifiad Befere: (mm/dd/yy) il
Fie Tvoe: BTOIE]
Search Flles Containing String: I ignore Case |
{5tep ) (Do)
h J
The Find window contains controls that allow you to perform the following kinds
of searches:
0 Search by specific file name.
0 Search for file names by pattemn matching, using wildcard characters.
0 Include or exclude a specific file name or pattern from the search.
0 Include or exclude a specific owner from the search.
o0 Find files that were modified either before or after a date that you specify.
o Search by specific file type. _ _
0 Search for files containing a specific text string (a word or phrase) that is either

case sensitive or case insensitive. This feature uses the UNIX grep command.

To find a specific file or group of files, you can fill in some or all of the text fields,
according to the type of search you want to perform.

o

Use the Find files in and below folder text field to specify where in your file
system you want to start the search. The search begins in the folder you specify
in this text field, and includes all subfolders in that path.

Use the Filename text field to specify the file name or pattern you want to
match. Use Included or Excluded to either include or exclude the pattern from
the search.

Use the Owner text field when you want to search for files by owner, or
exclude a particular owner from the search.

Use the Modified After and/or Modified Before text fields to specify a time
frame for the search. You must specify, as a minimum, the month and day for
each of these text fields.
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o Use the File Type settings to specify whether you want to search all file types,
only folders, only data files, or only executable files.

0 Use the Search Files Containing String field when you want to find files with
specific contents. For example, to find all files in which the DeskSet product
is specifically named, you would type DeskSet in the text field. If you click
SELECT to tum on the Ignore Case setting, all files with the word “DeskSet™
will be listed in the scrolling list, regardless of how the word is capitalized.

When you have filled in the text fields, click SELECT on the Find button to start
the search. Once you start a search, the Stop button is activated. You can stop the
search at any time by clicking SELECT on the Stop button.

‘When the search is completed, all files that match the pattern are displayed in the
scrolling list at the bottom of the Find window. Figure 2-42 shows an example of
a file content pattern matching search. File Manager found 10 files containing the

specified string.
Figure 2-42 An example of a find
© =33 File Manager: Find Ny
Find files in and below folder: fhome/winsor/Deskset
Fliename: m
Owner: [included | €xcluded |
Modified After: (mm/dd/yy)
Modified Before: (mm/dd/yy)
File Type:
SearchFiles Containing String: DeskSet m

fsu-p {Dpen)

) /home/winsor /Deskset/che.docbackup

[ /home/winsor /Deskset/chg.doc

D /home/winsor /Deskset/desksetdocplan.doc

D) /homeswinsor /Deskset/desksetdocplan.doc.backup

‘l
|

10 file(s) found J

You can select and open one file at a time from the Find window scrolling list. To
select a file, move the pointer onto the line and click SELECT. The line is
highlighted, and the Open button is activated, as shown in the example in

Figure 2-43. To open the highlighted file, click SELECT on the Open button.
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Figure 2-43 Opening a file from the Find window

2.6 Using the
Wastebasket

F © File Manager: Find "‘
Find files in and below felder: /home/winsor

Flisname: *rs m
Owner: mﬂm

Medified After: (wmm/dd/yy)

Modified Before: (mm/dd/yy)

File Type:
Search Files Centaining String: [ignore Case |

/home/winsor /Deskset/binder window.rs
0 /home/winsor/Deskset/calcalphakeypadrs
/home/winsor/Deskset/calcanglesetting.rs
0 /home/winsor /Deskset/calcbinaryfuns.rs
/home/winsor/Deskset/calcicon.rs
S

163 file(s) found

The Wastebasket is a temporary storage area for files that you want to discard and
that you probably will delete from your file system. When you start the File
Manger, the Wastebasket is automatically opened and displayed as an icon, as
shown in Figure 2-44. The default position for the Wastebasket icon is the lower
right comer of the workspace. You can move this icon anywhere you want on the
workspace, or quit it if you do not intend to use it.

Figure 2-44 The empty Wastebasket icon

Wastebasket

You can move folders and files to the Wastebasket by selecting them and dragging
and dropping them onto the Wastebasket icon or window, or by cutting them to the
Wastebasket from the Edit menu.

Files that you put in the Wastebasket are stored in a . wastebasket folderin
your home directory. After you have put a file in the Wastebasket, the Wastebasket
icon’s appearance is changed to remind you that at least one file is there.

Figure 245 shows the Wastebasket icon when there are files in the Wastebasket.
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Figure 245 The Wastebasket icon when it contains files

VAN

Wastebasket

The Wastebasket can hold up to 100 files before you must empty it. If the
Wastebasket becomes full, a message wams you that you must empty it before you
can add any more files.

You can view the contents of the Wastebasket by opening the Wastebasket icon.
A base window is displayed with a scrolling pane that shows you the files you have
moved to the Wastebasket. Figure 2-46 shows an example of some filesin a
Wastebasket window.

Figure 246 The Wastebasket window

") File Manager Wastebasket: /home/besbee/.wastebasket R
- = = 5] |
convert frame_convert hiring_siephants.1 Junk
—.
© = 0 0
Junk2 Junk3 mif.file.memo write.prep
Do Sy

The Wastebasket window has the standard Folder Commands pop-up menu, shown
in Figure 247, that you can use to operate on the files in the Wastebasket.

Figure 2-47 The Wastebasket pop-up menu

Creating a New Wastebasket

] File Manager Wastebasket: /home/winsor/.wastebasket /

O |

Beta  snapshotrs

Folder Commands

\ Print File

Select All

Link

Copy

Paste

Cut [

Show Clipboard D

File Properties...

Up

If you quit the Wastebasket window, you can create a new one by following these
steps:

1. Inthe File Manager, select a folder or file that you want to put into the
Wastebasket.

ﬂgﬂl‘s Revision A of 11 June 1990



34 Revision A of 11 June 1990

2. From the Edit menu, highlight Cut.

3. Dragthe pointer to the right to display the Cut submenu, highlight Cut to
Wastebasket, as shown in Figure 2-48, and release MENU.

A new Wastebasket is created to contain the files you selected.
Figure 248 Highlighting Cut to Wastebasket

it ot whastebashet

Show Clipb] Move to Clipboard
File Proper| Really Delete
Up

Undeleting Files and Folders You can move or copy files from the Wastebasket window in the same way that
you move or copy files in the File Manager. Aslong as you have not chosen Really
Delete from the Folder Commands Cut submenu, your files are accessible to you.
You can move or copy them back into the File Manager using drag and drop or the
clipboard. :

Emptying the Wastebasket To empty the Wastebasket, follow these steps:
1. Open the Wastebasket window.

2. Move the pointer into the pane and press MENU to display the Folder
Commands menu.

3. Highlight Select All, as shown in Figure 2-49, and release MENU.
All of the folders and files in the Wastebasket are selected.
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Figure 2-49 Folder Commands in the Wastebasket Window
I"@ File Manager Wastebasket: /home_/;i

O

Beta  snapshotrs

Folder Commands

Print Flle

e

Copy

Paste

Cut 4
Show Clipboard &
File Properties...
Up

4. Press MENU again to display the Folder Commands menu.

S. Highlight Cut and drag the pointer to the right to display the Cut
submenu.

6. Highlight Really Delete, as shown in Figure 2-50.
Figure 2-50 Wastebasket menu with Really Delete highlighted

Folder Commands

(Open D)
Print File
Select All
tink
Copy
Paste

(Cut to Wastebasket)
Move to Clipboard

7. Release MENU.

As a safeguard to be sure you intended to delete these files, the File Manager
displays a confirmation Notice, as shown in Figure 2-51.
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Figure 2-51 Wastebasket confirmation Notice for deleting files

Caution:

2.7 Linking Files

Creating a Link

"©) Flle Manager Wastebasket: /home/winsor/.wastebasket

(ol o))

Beta snapshot.rs

Are you sure you want to remove these file(s)?

e -’-\“—_

If you click SELECT on Yes, all the selected items in the window are deleted,
and the Wastebasket is emptied.

You cannot recover any files that you delete with Really Delete.

A link is a symbolic connection or pointer to a single file that allows you to access
it from more than one directory. You can set up a link to a file in a restricted
directory, allowing access to the file without providing access to the directory.

The Link command on the Edit menu executes the standard 1n operating system
command. A symbolic link is created when you link files between directories.
When you link files in the same directory, a hard link is created. Refer to the man
page for 1n for a complete description.

For example, if you have a file named Thin_man in a folder called Hammett,
you can link it to another folder called Myrna_loy. Once the link is established,
you can access Thin_man from either folder. Thin man has not been copied

into Myrna_loy; it is linked with a pointer from one folder to another.

Any editing changes you make to a file with links are reflected in all of the folders,
since there is really only one file, not multiple copies of it.

To use a linked file, you can drag and drop its icon from any folder it is linked to.

To link files to folders, follow these steps:
1. Select the file (or files) you want to link.

2. Choose the Link command from the Edit menu, as shown in Figure 2-52.
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Figure 2-52 Folder Commands menu with Link highlighted
E momsrlﬁnmphs A

@m (Props V) (Home ¥ )(Goto: V) 2s5

Select AT ) —

Copy !

Paste
Cut

[=='

O R DO D0OD

NewFolder archive archiving benefits  books

An instructional message is displayed in the footer, as shown in Figure 2-53,
telling you how to proceed.

Figure 2-53 Instruction message after a link is initiated

et ~N

Link these file(s) by opening the target folder and selecting ‘Paste’ \

3. Open the folder you want to link the file to.

4. Choose Paste from the Edit menu or the Folder Commands pop-up menu,
or press the Paste key on the keyboard.

The file icon is displayed in the folder pane and a message confirming the link
is displayed in the footer, as shown in the example in Figure 2-54.

Figure 2-54 An example of a link completion message
/\‘\__,\__,/———'\/W .

NewFolder aliases archive artresume.doc
b‘ h . .. m.
i) % pH
artresume.doc.2 birdrs birdsofafeather.rs birdsofafeather.rs.2
Lunklﬂg ‘fusr/Filemgr/Examples/archive’ from clpboard... . r

Link information is displayed as part of the properties of the file, as showri in the
example in Figure 2-55. See “File and Folder Properties” later in this chapter for
more information about file properties.
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Figure 2-55 Links are displayed as part of the file type properties.
F =] File Manager:File Properties
D Name: archive,
Owner: winsor
Group: staff
Size: O bytes
Last Modified: Mon Jan 22 16:52:48 1990
Last Accessed: Mon Jan 29 09:47:48 1990
Type: Link to /usr/Fliemgr/Examples/archive
Removing a Link You can remove 2 link by selecting the file and choosing Really Delete from the

Figure 2-56

2.8 Copying Files to
Other Systems

Cut submenu. Removing a link does not remove the original file.

If you remove the original file without also deleting the link, the icon for the link
changes to display a broken chain. In the example shown in Figure 2-56, the
original file named aliases has been deleted, but the linked file remains.

A broken link
'@
(File v ) (View V) (Edit V) (Props V )(Home V }(Goto: v )2rS,

0O B

Newfolder

aliases

File Manager: Zhome/winsor/Examples N

]

If you are running the automounter, you can transfer files between systems in the
same way that you move and copy files on your system. The /net folder contains
all the machines on your local network.

=

artresume.doc

archive

To find out if auotmounter is running, in a Shell Tool or Command Tool type:
ps ax | grep automount

If the automounter is running, the system displays a message listing the process
number and other information about automounter.

If you are not running the automounter, you can use the Remote Copy item on the
File menu, shown in Figure 2-57, to execute the standard remote copy (xcp)
operating system command, which allows you to transfer copies of files between
systems. You can copy files from your system to another system, or from another
system to yours, providing that the permissions and ownership of directories and
files allow you to do so. See the man page for rcp for more information.
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Figure 2-57 File Menu with Remote Copy highlighted

File Manager
(view v )(Edit v) (Props ¥} (Home V) (Coto: V)

(Open >) K
Print File —
Creatas Folder

Create Document

Your Commands Dl \

O O B

extras fcs hiring_elephants

To transfer files from your system to another system, follow these steps:
1. Select the file or files you want to transfer.

2. Display the Remote Copy pop-up window by choosing Remote Copy from
the File menu.

The file names are displayed in the Source Path field of the Remote Copy
window, as shown in the example in Figure 2-58. The default for the Source
Machine is your machine. It is not necessary for you to fill in the field if your
machine is the correct Source Machine.

Figure 2-58 The Remote Copy pop-up window

© File Manager: Remote Copy

Source Machine:.

Source Path: [¢)ive artresume.doc classes

Destination Machine:

Destination Path:

3. Type in the name of the destination machine in the Destination Machine
text field. '

4. Type the destination path in the Destination Path text field.

In the example shown in Figure 2-59, two files, art resume . doc and
classes, will be copied to the /tmp directory on the machine named
shargola.
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Figure 2-59 An example of the Remote Copy window with entries in the fields

© File Manager: Remote Copy

Source Machine:

Source Path: (@Jve artresume.doc classes

Destination Machine: shargola

Destination Path: /tmp,

I
|
|

5. Click SELECT on the Copy button to initiate the transfer.

While the transfer is in process, the Copy button displays the standard busy
pattern. When the copy is complete, the Remote Copy window is dismissed
unless you have pinned it.

To transfer files from another system to your system, you must know the path and
file name of the files you want to transfer. To transfer a file from a remote machine
to your machine, follow these steps:

1. Type the name of the remote machine in the Source Machine text field.

2. Type the path and file name of the file you want to transfer in the Source
Path text field. :

3. You can leave the Destination Machine field blank or type your machine
name.

4. Type the path and file name for the file in the Destination Path text field.

If you want to change the name of the file as part of the transfer, type the new
file name at the end of the path.

5. Click SELECT on the Copy button to start the transfer.

2.9 File and Folder Each folder and file in your file system has the following set of properties
Properties associated with it:
o Namé
0 Ownership
0 Group

0 Pemissions (read, write, execute)

You can display these properties for an individual selected file using the File
Properties pop-up window. You can change these properties if you own the file
and have the correct permissions set.
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The File Properties window also displays the following information about each
file:

o

Q Q Qo 0

Figure 2-60 shows an example of a File Properties window.

Date the file was last modified
Date the file was last accessed

File type

Mount point
Mounted from

Free space

Figure 2-60 An example of a File Properties window

~0 File Manager: File Properties '1
=D Name: artresume.doc,
=

Oowner: winsor

Group: daemon

Size: 12,896 bytes
Last Modified: Fri Jan 19 09:49:00 1990
Last Accessed: Mon jan 28 13:13:33 1890
Type: Frame Maker document
Permissions Read Write Execute
Owner:
Group:
World:

Mount Point
Mounted From

Free Space

M & O
M & 0O
M & 0O

: /home

: fdev/sd2c

: 26,511 kbytes (46%)

To display the File Properties window, select a file or a group of files and choose
File Properties from the Properties menu, as shown in Figure 2-61, or from the

Folder Commands menu. If you have not selected a file, the File Properties item
is inactive.
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Changing Properties

Figure 2-61 The Properties menu
- .

g  File Manager: /home/winsor /
(File_¥) (View ¥) (Edit D_@&m v ) (Coto: V)

Sl prcner ties

Tool Properties...

220pen A-Wietter.doc

= O

If you select more than one file, the File Properties window shows those properties
that the selected files can share in common. Figure 2-62 shows an example of a
File Properties window when multiple files are selected. The document names and
specific document information are not displayed. You can change the permissions
for the group of selected files to be the same by clicking SELECT on the check
boxes to change the permissions and then clicking SELECT on the Apply button.

Figure 2-62 File Properties window

= Elle Manager: File Properties

Owuer: winsor

Groyp: dasmon

Size:
Last Modified:
Last Accessed:
Type:
Permissions Read Write Execute
owme: @ @& O
Gow: B & O
werld: & W O
Mount Peint: /home
Mounted From: /dev/sd2c
Free Space: 26 Stkbytes (46%)

Every file and directory has a security system organized around permissions.
Permissions determine which users can read a file, write to (or change) it, or
execute it (applications are executed). You must own the file to change its
permissions. Users are categorized as owner, group, and world.

0 Owner designates the owner of the file.
0 Group designates the name of a specified group that can access the file.
0 World allows access to anyone on your network.

You can change file properties for any file that you own. If you do not own the file,
the write permissions determine whether you can access a file to change it.
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2.10 Customizing Your
File Manager

Path Pane Display Options

To change file properl:iés, type new information in the text fields. Click SELECT
on a check box to either add or remove a check. The check boxes toggle between
checked and unchecked.

When you have changed the properties, click SELECT on the Apply button to
apply them. The changes take effect immediately.

You can change common properties on more than one file in the same way.

~You can customize your File Manager in the following ways:

O You can customize the tree display of folders in the path pane.
O You can set application-specific properties for the File Manager.

0 You can create your own custom commands and add them to the Your
Commands submenu that you access from the File menu.

These methods are described in the sections that follow.

The View menu contains commands that you can use to “prune” the tre¢ view in
the path pane so that it contains branches of the tree that are useful to you and
suppresses other folders that you may not need to access.

If you frequently move or copy files between folders, you may find that using the
tree display allows you to perform more operations using drag and drop, since more
folders can be displayed in the File Manager window with the Tree option than
with the Path option. ‘

When you display your path as a tree, you can choose the following options from
the View menu:

0 Hide Subfolders

o Show All Subfolders
0 Begin Tree Here

0 Add Tree’s Parent

Subfolders are folders that are farther down the tree than the current folder. Figure
2-63 shows a tree that contains all folders from the root directory downward.
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Figure 2-63 An example of a complete tree path

® Flie Manager: /home/winsor
(File ) (view v }(edit V) (Props ¥ )(Home ¥ )(Coto: ¥ ).1
'

The following examples show a series of progressions, using each of the view
modification commands from the View menu.

Clicking SELECT on the winsor folder and choosing Hide Subfolders results in
the display shown in Figure 2-64. Compare that display with the one shown in

Figure 2-63.
Figure 2-64 An example of hiding subfolders
" ©) File Ma

(File v) (View v ) (Edit v) (Props v)@

Choosing Show Subfolders without making any other changes to the display in the
path pane produces the display shown in Figure 2-65.
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Figure 2-65 An example of showing subfolders
File Mc.er: /home/winsor 3
(Fiie v ) (View V) (Edit V) (Props v ) (Home v ) (Coto: ¥ )o. ‘

With the winsor folder selected, choosing Begin Tree Here changes the display
as shown in Figure 2-66.

Figure 2-66 An example of changing the beginning point of the tree

r' FHe Manager: Zhome/winsor "

(Fite ¥ ) (View V) (Edit V) (Props V )(Home ¥ )(Goto: V)q

Choosing Show Parent adds one folder farther up in the path, and its subfolders, as
shown in Figure 2-67. ‘
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Figure 2-67 An example of adding a parent folder
@ Flle Manager: /home/winsor
(Fie v ) (view v )(Edit ¥) (Props v )(Home ¥ )(Goto: ¥ ),

[oun |

[

File Manager Tool You can change the way File Manger behaves and the way it presents certain

Properties information by changing controls in the Tool Properties window. To display the
Tool Properties window, choose Tool Properties from the Properties menu ormove
the pointer onto the window background of the File Manager and press the
Properties key on the keyboard.

The Tool Properties window is shown in Figure 2-68.
Figure 2-68 The Tool Properties window

-~ File Manager: Tool Properties

List Options: l Permissions I |Llnks I lOwner I IGroup I Isze l IDate I

Hidden Files: | invisible | vistble |

Deletions: | Confirm | Don’t Confirm |

Default Document Editor: | texteditor | Other: |

Default Print Script lpg

See Filter Pattern:

Longest Fllename: 255

Whén you have changed the desired file manager properties, click SELECT on the
Apply button to record the changes. The tool property changes take effect
immediately and are displayed in the File Manager window.

List Options The List Options allow you to choose how much information is displayed when
you display the contents of the folder pane as a list with mini-icons. To display the
list with mini-icons, choose List from Folder Display on the View menu.

The List Options are nonexclusive settings. You can choose none, some, or all of
the options. To set an option, click SELECT to toggle it from off to on, or from on
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Figure 2-69

to off. Chosen options have a thickened border. Figure 2-69 shows an example of
a list when all of the list options are chosen.

A folder pane with all of the List Options set

r File Mansger: /home/winsor o
I (Fle V) (View v ) (Edit V) (Props v ) (Home V )(Goto: V )q
DOdrw-rw-rw- 2 winsor staff 12268 Jjan1810:11 220pen . a
-rw-rw-rw- 1 winsor daemon 40571 Jan1303:49  A-wietter.doc =
rw-rw-rw- 1 winsor staff 41933 Jan2813:07  BOFletters.doc ]
D-rw-rw-rw- 1 winsor daemon 8825  jan19 09:49 BOFletters.docbackup
Cdrw-rw-rw- 2 winsor staff 2560 Jjan1910:18  Calendar
Ddrw-rw-rw- 2 winsor staff $S632 Jan2610:48  Deskset
Oldrwrw-rw- 3  winsor staff S12 jan2909:47  Examples
drw-rw-rw- 2 winsor staff 1024  Jan2414:29  Cettingstarted
Ddrw-rw-rw- 2 winsor staff 3584 jan2212:41  Malitool
Dldrw-rw-rw- 2  winsor staff 512 Jan2212:42  Printtoo!
Ddrw-rw-rw- 2 winsor staff 1024  jan2512:12 Snapshot
“fw-rw-rw- 1 winsor daemon 12896 Jan1309:43  artresume.doc
srwerw-rw- 1 winsor staff 12896 Jan1914:37  artresume.doc.!

Hidden Files

Figure 2-70
Deletions
Default Document Editor

The Hidden Files settings allow you to choose whether or not to display those files
ordinarily not displayed. Most hidden files begin with at least one dot (.), and are
often referred to as Dot Files. Click SELECT on the setting you want to use.
Figure 2-70 shows an example of a listing with hidden files displayed.

A folder pane with Hidden Files visible

i Flie Manager: /home/winsor N
(file v)(view v)(edit ¥v) (Props ¥ )(Home ¥ }(Goto: V)q
(7 Home-fsd
B rS
5] O = i
136 ~fvtype ~tm.icon .
£ 5O
ram
«trashicon bind «<calctoolrc
«callog «cockre mrc
«cshrc defaults Sfilemgrrc

The Deletions settings allow you to choose whether File Manager displays

confirmation notices for delete operations. It is generally a good idea to leave this
option set to Confirm. If you choose Don’t Confirm, you may inadvertently delete -
some information from your file system that you did not want to.

The Default Document Editor setting specifies what default editor the File
Manager uses to display data file icons that are not specifically bound to another
application. If you click SELECT on Other, a text field is displayed in which you
can type the name of a different text editor application. If you specify a different
text editor that does not display its own window, you must specify that a shelltool
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Default Print Script

See Filter Pattern

Longest File Name

Figure 2-71

Figure 2-72

NOTE

is started before the text editor. You should also invoke the sleep command after
the shelltool and before the text editor. The sleep command gives the shelltool
enough time to start up before the text editor tries to determine the dimensions of
the shelltool. Use the format shown in Figure 2-71, and replace the editor vi with
the editor you want to use.

The Default Document Editor text field
© File Manager: Tool Properties

List Options: I Permissions I l Links I IOwner l Icroup I lslze I |Date I

Hidden Files: | invisible | visible |

Deletions: | Confirm | Don’t Confirm |

Default Document Editor: | texteditor [ Other: | shelltool sh — sleep 3; vi SFILE®

Default Print Script Ipg

The Default Print Script text field allows you to specify a different default print
script for files that are printed from the File Manager. The default is the standard
1pr operating system print command. If you want to print ASCII files using a
PostScript filter and without a header page, type the following into the Default
Print Script text field: cat $FILE | mp | lpr -h.

The See Filter Pattern text field allows you to specify that only files of a certain
type are displayed in the folder pane of the File Manager. In the example shown
in Figure 2-72, the filter pattern * . r s shows only the raster files in a directory,
even though other files are there. Note that the header of the window shows you
what filter pattemn is set. '

A folder pane with a *.rs filter pattern set

- ® File Manager: filter: *.rs /home/winsor N
(File v) (view V) (Edit V) (Props ¥) (Home V) (Goto: V)o
[7_HFomefisg
% i
birders birdsofafeather.rs brokenladyss T
%] %
chapterpage.rs cursor.rs darkpower.ss
M%) : % 33
desktoplevel.rs dog.rs dogglers

The Longest File Name numeric field allows you to choose how many characters
of each file name are displayed in the folder pane of the File Manager. You can
type any number from 0 to 999. If you typically have very long file names, you can
change the default number of 255 to a shorter length, say 8 or 10, to display more
icons in the same area of the folder pane.

The number of characters is calculated for variable-width fonts to determine the
length of the text that is displayed. The number of characters displayed for each
file name may vary.
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Names that do not fit within the specified length are followed by a > to show that
the complete name is not displayed. Figure 2-73 shows an example of the folder
pane with shorter file names set.

Figure 2-73 A folder pane with shorter file names specified

r‘ File Manager: /home/winsor ‘1
(Props v ) (Home v ) (Coto: V)
[7 HmeHnd

DEOBooooonof

220pen A-wlette>BOFlette>BOFiette> Calendar Deskset Example>Cettings> Mailitoo! Printtool

NDEEEBEnDLRERB R

Snapshodertresumartresumartresum> bin  binderic> bird.rs birdsofa>bitmapr>brokenia>

BEEDBRBRRBREBE RO

chapter> cursor.rsdarkpow>dead.let> desktop> dogrs doggiers flyer.doc followm> mail

If you want to see the complete file name, you can double-click SELECT on the
name. In this example, the file beginning “birdsofafeather” is selected, and the full
name is displayed in an editable text field, as shown in the example in Figure 2-74.

Figure 2-74 Displaying a complete file name when short names are specified

J‘@ : File Manager: /home/winsor ‘\
(Fite v) (View v ) (edit v) (Props ¥ ) (Home V¥ ){Goto: V),
[ HH |

220pen A-Wiette>BOFiette>BOFiette> Calendar Deskset Example>Get

DEEEool

Snapsho>artresumartresumartresum> bin  binderic> blrd:lrdsof

BEBE DR BB S

chapter> cursor.rsdarkpow>dead.let> desktop> dogrs doggiers ﬂyer.doc folio

D.D.DDDQ
[\xg*

|
I
l

O
.
o

The Your Commands Menu The Your Commands menu that you access from the File menu, shown in

Figure 2-75, allows you to create and store commonly used operating system
commands. Once you have added the commands to the menu, you can use them at
any time by choosing them from the Your Commands submenu. Figure 2-75
shows the default items on the Your Commands submenu.
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Figure 2-75

Figure 2-76

Creating Your Commands

The Your Commands submenu
T File Manager: \

(view v ) (Edit v) (Props v)d

(Jnen £}
print File
Create Folder
Create Document
Remote Copy..
vour Commands

iz _(Enter Command... )
WehelL..

Use the Shell item as a convenient way to open a Shell Tool window.

Use the Enter Command item to display the Enter Command pop-up window,
shown in Figure 2-76, that you use to create items to be included on the menu.

The Enter Command pop-up window

o~ Enter Command

Command:

You can type any SunOS operating system command on this menu. If the
command requires a window in which to display its information, be sure to include
the command for a window-based tool such as shelltool at the beginning of the
command.

Suppose you want to print a file using a print script that is different from the default
print script specified from the File Manager Tool Properties window. You can add
that command to the Your Commands menu by following the steps below:

1. Display the Enter Commands pop-up window.

Type the command in the text field. In this example you would type the
following: cat $FILE | lpr -h.

This command prints files you select in the File Manager without printing a
header.

2. Move the pointer to the Enter button and click SELECT.

The command is stored in a . £vcmd file in your home directory, and is added
to the Your Commands submenu. Figure 2-77 shows the menu wnh the new
command.
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Figure 2-77 The Your Commands submenu with a new command
' §) File Manag

@D (view V) Edit V) (Props V) (Hon

B

{C:1:an
Frint Fix

Create Folder
Create Document
Remote Copy...

B Shell...
cat SFILE llpr -h

chapter> cursor.rsdarkpow>dead.let>

To use the item, select a file or files to print, and choose the command from the
Your Commands submenu. If you want to edit or remove commands from the
submenu, you must edit the . £vcmd file in your home directory.

2.11 Shortcuts The File Manager provides you with pop-up menus for both the path and folder
panes, and 2 Home menu to help you navigate through your file system. These
shortcut features are described in the following sections.

Pop-up Menus Pop-up menus in the DeskSet applications contain a subset of frequently-used
' commar:ds from the control area. You can display and choose from a pop-up menu
anywhere in the pane by pressing the MENU mouse button, choosing an item from
the menu, and releasing MENU.

The commands on the path pane pop-up menu, shown in Figure 2-78, work the
same way as they do when you choose them from the menus in the control area.
As with other menu items in the File Manager and the other DeskSet tools, items
that require a selection are inactive unless you have made a selection on which the
command can operate. '

Figure 2-78 The Path Pane pop-up menu
¥ Flle Manager: /home/winsor N

(File v)(Qiew V )(Edit V) (Props V )(Home ¥ )(Goto: V),

Path Commands

X {Cron )]
Path

Hide Subfolders

Shew All Subfedders

Eogin Tree Here

Add Tree’s Parent

Flle Proper ties...
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The Folder Commands pop-up menu, shown in Figure 2-79, contains a different set
of commands that are more useful to the functionality of the folder pane.

Figure 2-79 The Folder Commands pop-up menu

Using the Home Menu

1}
AKImO), Felder Commands al
R N = 0 Ej
print File — v
220pen AW select Al OFletters.doc.ba> Calendar
0) 0 O
Deskset € ::::. Malitool Printtool
[
D Cut £ g D
Snapshot artr St‘\ow Cliob . rd & artresume.doc.2- bin
Flie Properties.. — \
bindericon.rs.lock bird.rs irdsotafeather.r bitmapreviewmem> okenlady.rs o
N Jl

The only command that is unique to the Folder Commands pop-up menu is the Up
command. The Up command is always inactive for the File Manager base window.
It is active in Folder pop-up windows and in the Wastebasket, where it is possible
to move down a path (by double-clicking SELECT on selected folders), but where
there is no other way to move back up the path. When you are at the top level of
the hierarchy in a Folder pop-up window (the folder you initially dragged onto the
workspace) or in the Wastebasket (the topmost folder you dragged or cut to the
Wastebasket), Up is inactive.

One of the menu buttons in the control area is Home. By clicking SELECT on the
Home button, you can quickly return to your home folder from anywhere in the file
system.

The Home button also has a menu that stores a recent history of the folders that you
have accessed since you started the File Manager. Your home folder is the default
item on this menu and is always the item at the top of the menu. The rest of the
items on the menu show you up to nine of your most recently-accessed folders.
You can change back to any of these folders by choosing the appropriate path from
the Home menu. Figure 2-80 shows an example of items on a Home menu.
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Figure 2-80 An example of the Home menu

2.12 Troubleshooting

File Manager: /haome/winsor

—
V]
I (rite v) (View V) (Edit v) (Props V) QERCRD)

(/home/winsor )

fusr /Filemgr/Examples

/

/home/winsor/Deskset
fhome/winsor/22open
fusr/Fllemgr

/home
/home/winsor/Examples
fhome/winsor/.wastebasket

If files you expect to see in the folder pane are not being displayed, check to be sure
that you have not specified a filter pattern from the File Manager Tool Properties
window that suppresses the display of those files. When a filter is specified, it is
always displayed in the header of the File Manager base window.

If you have trouble transferring files between remote systems, you may not have
the correct permissions to access the file, directory, or system, or the remote system
may not be accessible through the network. Contact the person who owns the files
(or the person who asked you to transfer the files) to change permissions so the
transfer will work. To find out if the remote system is available on your network,
contact your system administrator.

sun

microsystems

Revision A of 11 June 1990



54 Revision A of 11 June 1990

§u}.ly's£,l.s Revision A of 11 June 1990



3.1 How Mail Tool Is
Organized

3.2 The Mail Tool Icons

Figure 3-1

0%

Mail Tool

The Mail Tool application provides a convenient and intuitive way to use the
UNIX mail handling facilities.

Using Mail Tool by itself, you can write, send, and receive electronic mail and
organize your mail messages into logical groupings.

Using drag and drop, Mail Tool works in combination with File Manager, Print
Tool, Text Editor, and Calendar Manager to provide an integrated workspace
environment. You can organize information effectively and communicate not only
with other users on the electronic mail network but with other applications on your
workspace.

This chapter describes how to use the Mail Tool application and how you can use
the intuitive drag and drop method to copy or move files into and out of Mail Tool
and the other DeskSet applications.

The Mail Tool application has two base windows. The primary base window
shows you a list of electronic mail messages that you have received. You read your
mail messages in a View Message pop-up window. To respond to messages or to
compose new messages you open a Compose base window that closes to its own
icon. Once you have opened a Compose base window, you can use it to write and
send electronic mail messages without opening the primary Mail Tool base
window. Each of these windows is described in detail later in this chapter.

The icons for each Mail Tool base window show you useful information about the
Mail Tool application. The primary icon for Mail Tool, for the window that shows
you incoming mail messages, looks like a rural American mail box with the door
closed and the flag down. When new mail arrives, the flag goes up and the door of
the mail box opens to show you that you have new mail messages. Figure 3-1
shows these views of the mailbox icon.

The primary Mail Tool icon
mailtool mailtool
Sun 55 Revision A of 11 June 1990
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Figure 3-2

3.3 The Primary Mail
Tool Base Window

Controls

The File Menu

Figure 3-3

The Compose Mail Tool icon shows an envelope, a pencil, and a label indicating
the recipient of the message. When you close the Compose window before you
have indicated the recipient(s), the “To:” 1abel has no name. Figure 3-2 shows these
views of the Compose icon.

The Compose Mail Tool icon

TO: To:maynat

The primary Mail Tool base window, shown in Figure 3-3, provides a set of
controls with which you access other parts of the Mail Tool application, displays a
list of your electronic mail messages, and shows you the status of your mail
messages.

The primary Mail Tool base window, by default, shows you a list of the mail
messages in your In Tray. See “Organizing Your Mail Messages” for information
about moving or copying mail messages from your In Tray into mail files.

The primary Mail Tool base window

@ Mail Tool - Zusr/spool/mail/winsor Y
(Flle v) (View v ) (Edit V) (Compose V) mall File: @
1 Bridge@sun.com Fri Dec 1 17:88 138/782 next bridge Yednesday, Dej:r
2 gerie@shargola Mon Dec 4 13:18 35/895 Richard’s whereabouts
3 geri@shargola Fri Dec 8 14:88 37/1838 PS(Janice winsor)
4 gerieshargola Fri Dec B 14:83 638/25777 SIGCHI
§ tutecairo Fri Dec 8 19:51 9/159 Re: Frame 2.8 license
6 geri@shargola Mon Dec 11 88:47 25/788 OL lunch
b 7 winsor Mon Dec 31 14:58 _ 26/B58__ Menu items in multi-col
N 8 winsor Mon Dec 11 15:17 14/395 W¥riting about Mail Tool
5 8 messages, 1 new, O deleted r

The control area has four menu buttons: File, View, Edit, and Compose. The
following sections provide a brief introductory description of each of these
controls.

File has a menu, shown in Figure 3-4, with choices that you can use to organize
your mail messages, print them, or commit changes (such as deleting messages).
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The View Menu

Figure 34

Figure 3-5

The File menu

(Open
Move inke Mail File
Coopy Intke Mall File ore:
priat
Save changes S
Done

a3 Use Open to view messages from either your In Tray or your mail files. See
“Organizing Your Mail Messages” later in this chapter for more information
about mail files.

0 Use Move Into Mail File and Copy Into Mail File to move or copy messages
from your In Tray into mail files that you specify. See “Organizing Your Mail
Messages” later in this chapter for more information about mail files.

0 Use Print to print the selected messages. See ‘“Printing Messages” later in this
chapter for more information about printing.

0 Use Save Changes and Done to incorporate changes to Mail Tool. See “Saving
Changes for Mail Tool” later in this chapter for more information.

The View menu, shown in Figure 3-5, has choices for different ways to view
messages and move between them. :

The View menu

~H

Messages D>
Previous

Sori By i

O Use Messages to view selected messages with either an abbreviated or full
header.

Use Previous to view the message before the current message.
Use Next to view the message following the current message. -

Use Sort By to sort messages in your mail files. Since you canriot sort the
messages in your In Tray, the Sort By item is inactive unless you are displaying
mail headers in your mail files. See “Organizing Your Mail Messages™ later
in this chapter for more information about mail files.

See “Viewing Messages” later in this chapter for more information about using the
first three items on the View menu.
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The Edit Menu Edit has a menu, shown in Figure 3-6, with choices for editing and deleting mail
message headers, finding electronic mail messages, and configuring your Mail
Tool from the Mail Tool Properties window.

Figure 3-6 The Edit menu

Mail Tool

Undelete ©
Find...

Properties...

0 Use Cut and Copy to put selected messages onto the clipboard. You can then
paste these messages from the clipboard into other windows.

0 Use Delete to delete selected messages.
Use Undelete to restore deleted messages.

0 Use Find to find messages in your In Tray by sender and/or by subject. See
“Finding Messages” later in this chapter for more information about using the
Find pop-up window.

0 Use Properties to customize your Mail Tool application. See “Customizing
Your Mail Tool” later in this chapter for more information about Mail Tool
properties.

The Compose Menu Compose has a menu, shown in Figure 3-7, with choices for opening Compose base
windows from which you can write and send mail messages.

Figure 3-7 The Compose menu
TR Mell file: (I
Tue| 39 80/2308

o] commn) BIILE
fFri 41/1526
Thu| Reply "o ¥ g9/3975

Forward

Use New to open a new Compose window.

Use Reply to open a Compose window to respond to a selected message. See
“Replying to Messages” later in this chapter for more information about Reply
options.
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The Mail File Text Field

Mail Message Headers

Status Messages

Selecting Message Headers

o0 Use Forward to open a Compose window that includes selected message for
forwarding.

0 Use Vacation to initiate or stop an automatic response to incoming messages
when you are away from your mail. See “Using the Vacation Notifier” later in
this chapter for more information about Vacation options.

You use the Mail File text field and abbreviated menu button to create and view
mail file messages. See “Organizing Your Mail Messages” later in this chapter for
information on creating and viewing mail files.

Each line in the scrolling list of the primary Mail Tool base window represents a
single electronic mail message, and is called the header for the mail message. Each
header has nine columns of information as follows:

0 The first column shows you the status of the mail message:
* Anarrow points to the current message.
« An N shows you that the message is new.
» A Ushows that a message is unread.
* A blank is displayed when you have viewed the message.

0 The second column contains a message number that is automatically assigned
to messages by the Mail Tool in the order in which they arrive.

0 The third column contains the electronic mail addréss of the sender of the
message.

The fourth column contains the day of the week the message wav\s, received.

The fifth and sixth columns contain the month and date that the message was
received.

The seventh column contains the time the message was received.

o The eighth column tells you how big the message is. The first number tells you
how many lines are in the message, the second number tells you the number of
characters in the message. These numbers include the number of lines and
characters of the full message header, as well as the text of the message.

0 The ninth column contains the subject of the message when the person who
sent the message provides a subject line. An (E) at the start of the subject text
shows that the message is encoded.

Status messages are displayed at the right side of the footer telling you how many ~
messages are in your in tray, how many new messages you have and how many you
have deleted.

You can select each message header by moving the pointer into the line and
clicking SELECT. A selected header has a box around it, as shown in Figure 3-8.

msugs& Revision A of 11 June 1990



60 DeskSet Environment Reference Guide

Finding Messages

Figure 3-8

Figure 3-9

Figure 3-10

| (Fite v) (View v) (Edit v) (Compose V) mail File: ) ,

The primary Mail Tool base window

o Mail Tool — /usr/spool/mail/winsor N

2 geri@shargola Mon Dec 4 13:18 35/895 Richard’s whereabouts
3 geri@shargola’ Fri Dec B 14:08 37/1838 PS(Janice winsor)
TGCH]

S tutécairo Fri Dec B 19:51 9/159 Re: Frame 2.8 license

6 gerieshargola Mon Dec 11 88:47 25/788 OL lunch

7 winsor Mon Dec 11 14:58 26/858 Menu items in multi-colum
N 8 winsor Mon Dec 11 15:17 14/335 V¥riting about Mail Tool

- 9 sgtéshuriken Mon Dec 11 15:39 28/766 New Style

1 Bridge@sun.com Fri Dec 1 17:88 1S/782 next bridge Vednesday, De|m
hd
K

b 9 messages, 1 new, 0 deleted

You can select more than one message at a time for most of the Mail Tool
operations. To select additional messages, move the pointer into the line and click
ADJUST. If a message is already selected, clicking ADJUST deselects it.

When a message or group of messages is selected, you can choose commands from
a Mail Tool menu, or you can drag and drop the messages from Mail Tool onto
other applications such as File Manager, Calendar Manager, Print Tool or Tape
Tool.

To help you find messages, you can search your In Tray or mail files for messages
that have been sent to you by a specific person, or by subject. To find a message,
first display the Find pop-up window by choosing Find from the Edit menu, as
shown in Figure 3-9.

The Find item on the Edit menu
In

Mail Tool ~ Iusr’
(File ¢ )

(View v j@ (Compose V)
& |

Properties...

The Find pop-up window is displayed, as shown in Figure 3-10.
The Find pop-up window

© Mail Tool: Find Messages

sender: N

Subject:

(Find Forward ) (FindBackward ) (SelectAll )

You can search for messages by sender, by subject, or by subject and sender. The
Search text fields are case-insensitive and match partial words and phrases. You

do not need to type a complete sender name, and you can use keywords to match

subjects. For example, typing the name “winsor” in the Sender text field will find
files sent by “winsor@castle” as well as “jwinsor.”
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To search for messages by sender, type the sender name in the Sender text field.
Clicking SELECT on the Find Forward button selects the next message header
with the sender name you specify. Clicking SELECT on the Find Backward button
selects the previous message header. Clicking SELECT on the Select All button
selects all message headers with the sender name. An information message is
displayed in the footer of the Find Messages window telling you how many
messages are selected, as shown in the example in Figure 3-11.

Figure 3-11 An information message in the Find Messages window

© Mail Tool: Find Messages

Sender: winsor,

Subject:

(Find Forward ) (Find Backward ) ({Select All }

10 items found and selected

To search for messages by subject, type a word or phrase in the Subject text field.
To search for messages by sender and by subject, type the appropriate information
in each text field and click SELECT on one of the buttons.

3.4 Viewing Messages To view a message, follow these steps:
1. Move the pointer onto the line of a header and click SELECT.
A rectangular box is displayed around the selected header.
2. Move the pointer onto the View menu button and press MENU.
The View menu is displayed.
3. Drag the pointer to highlight Messages.
4. Release SELECT.

A View Message pop-up window is displayed showing you the text of the
selected message, with an abbreviated header, as shown in Figure 3-12.
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Figure 3-12 The View Message pop-up window

Using the Pushpin in the
View Message Window

Viewing the Next or Previous
Message

A

) Mail Tool: View Message 4

[From geri@shargola Fri Dec © 14:89:01 1989
0: winsor@castle
Subject: SIGCHI

{¢

----- Bagin Included Message —-~-—-

>From jcbefrisbee Wed Nov 29 15:28:82 1969

From: jcbe@frisbee (Jim Becker)

To: BayCHI@jf

Subject: LHI ‘98 Conference on Human Factors and Computing Systems
Cc: sriram@cremona, islam@mishima, lemke@ncd

I hadn’t seen this come across the wire yet, so thought that I would
forward it via the BayCHI alias.
=Jim
-- included text --
CHI ‘98 (the seventh annual Conference on Human Factors and

Computing Systems) will be held in Seattle, Washington, from April
ist to 5th, 19398.

The theme of CHI ‘S8 1s Empowering People: facilitating their

S

L, oy
Altematively, you can double-click SELECT on the header of a mail message to
display the View Message window without using a menu.

The number of the message that is displayed is always shown in the window header
of the View Message pop-up window (Message 4 in this example).

The View Message pop-up window uses the standard text editing pane and pop-up
menu. You can edit the text in the View Message pane. If you have made editing
changes to the message, and if you have set the Mail Tool properties so that you
are asked for a confirmation, a Notice is displayed when you change messages or
close the window, asking if you want to save the changes. See “Customizing Your
Mail Tool” for more information about Mail Tool properties.

The View Message pop-up window can be split into two or more panes in order to
view and edit different parts of the mail message at the same time. See Chapter 5
for information about editing text and splitting the text pane.

The View Message pop-up window has a pushpin that you can use to pin the
window to the workspace if you want to keep a message (or several messages)
visible.

If you do not click SELECT on the pushpin to pin the window, the View Message
pop-up window is reused for subsequent mail messages that you view. If you do
pin the View Message pop-up, a new View Message pop-up will be displayed for
the next message you view.

When the View Message pop-up window is displayed but not pinned, you can view
the next message in the same window by moving the pointer to the View menu
button and clicking SELECT. The next message is displayed using the existing
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NOTE

Figure 3-13

Viewing Messages With a
Full Header

View Message window. If no unpinned View Message window is displayed,
choosing an item from the View menu automatically displays one.

Clicking SELECT activates the default item for the menu. If you have changed the
default, you must display the View menu and choose Next.

Altermnatively, you can double-click SELECT on the header of the next message to
display it in the View Message window.

When the last message in your In Tray is already displayed in the View Message
window, choosing Next displays the previous message.

To display the previous message, move the pointer to the View menu button, press
MENU, choose Previous, as shown in Figure 3-13, and release MENU.

Choosing Message from the Previous submenu
?@ Malil Tool - Zusr/spool//

(Edit v) (Compose V) Matlrll/

Sl.orb.mn.org Fri Feb
Messages D Fri Feb
Fri Feb
m\ o Fri Feb
(Next ) “Brah Fri Feb
[ soter 1 fon Fri Feb

ah Fri Feb 8

Mail Tool messages are normally displayed with an abbreviated header. The
contents of this header are determined by the “ignore” variable in your .mailrc
file. All mail headers are displayed except those listed after “ignore”. For
example, if you do not want to see the header fields Message-Id, Received, Retum-
Path, or Status, use any text editor to add the following line to the .mailrc file
in your home directory: -

ignore message-id received return-path status

If you do not have the “ignore” variable in your .mailrc file, you will always see
a full message header. If you have the “ignore” variable set, you will normally see
an abbreviated header. To display a message with the full message header,
regardless of the setting of the “ignore” variable, follow these steps:

1. Select a message.

2. Move the pointer to the View menu button and press MENU.
3. When the View menu is displayed, highlight Messages.

4. Drag the pointer to the right to display the Messages submenu.
5. Drag the pointer to highlight Full Header.

6. Release MENU.
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Figure 3-14 shows an example of a full message header.

Figure 3-14 A full message header

Viewing Multiple Mail
Messages

Figure 3-15

NOTE

= ‘ Mail Tool: View Message 4 Y

From geri@shargola Fri Dec 8 14:89:81 1989 ~

'Return-Path: <gerieshargolad l

Received: from shargola.sun.com by castle.sun.com (4.8/SMI—4.8) &
1d AABBS54; Fri, B Dec B9 14:88:58 PST

Received: by shargola.sun.com (4.8/SMI-4.8)

id AAB3273; Fri, 8 Dec 89 839:46:54 PST
Date: Fri, 8 Dec 89 89:46:54 PST
From: geri@shargola (Geri Younggren)
Message-Id: <8912881746.AAB3273€shargola.sun.com>
To: winsor@castle
Subject: SIGCHI
Status: RO

If you select multiple mail messages and display them, a View Message window is
opened for each message, layered on top of one another in numerical order, as
shown in the example in Figure 3-15.

Viewing multiple mail messages

- 0 Mail Tool: View Message 2 11
af" - Mail Tool: View Message 3 ) “i
S\‘ ~0 Mail Tool: View Message 4 w
Jiq{From geri@shargola Fri Dec 8 14:89:81 1388

*ro: winsorecastle
]t Subject: SIGCHI

Ul =--=- Begin Included Message -----

4

M| >From jcbe@frisbee Wed Nov 29 15:28:82 19689

]* From: jcb@frisbee (Jim Becker)

To: BayCHIejf

M{Subject: CHI ‘98 Conference on Human Factors and Computing Systems
Cc: sriramécremona, islam@mishima, lemkeencd

L
1

I hadn’t seen this come across the wire yet, so thought that I would
forward it via the BayCHI alias.

-Jim

4 |-- included text --

CHI ‘90 (the seventh annual Conference on Human Factors and

Computing Systems) will be held in Seattie, ¥Washington, from April
ist to S5th, 1998.

F

The theme of CHI ‘88 is Empowering People: facilitating their

o
k , ,,

The View Message windows are displayed in numerical order, not in the order that
you selected them.

You can move the windows so they do not overlap one another, click SELECT on
the header to bring an individual message window to the front of the screen, or
dismiss each window individually after you have read the message.
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3.5 Printing Messages

Caution:

Figure 3-16

' NOTE

Once you have displayed a message in a View Message window, it is marked as
“read” whether or not you actually have read the message.

You can print your electronic mail messages by using either Mail Tool or Print
Tool.

To print your messages from Mail Tool, follow these steps:
1. Inthe primary Mail Tool base window, select the headers for the messages
you want to print.

It is best to never select more than five headers to be printed at one time.
Selecting and printing many messages at one time uses a lot of swap space,
which can potentially cause your server to crash.

2. Choose Print from the File menu.
Figure 3-16 shows these steps.

Printing multiple mail messages

Mail Tool ~ Zusr/spool/mail/winsor k
(view v) (€dit v) (Compose V) mail File:
o~ un.com Fri Dec 1 17:88 19/762 next bridge Wednesday, Dejm
° > ) Fri Dec 8 18:51 9/159 Re: Frame 2.8 license
pen rgola Mon Dec 11 88:47 25/768 OL lunch -
Move Into Mall File Mon Dec 11 14:58 26/858 Menu ftems in multi-colum

Copy into Mail file Mon Dec 11 15:17  15/486 _ Writing about Mall Yool |

_ iken Mon Dec 11 15:39 29/777 New Style
Save changes §irng on Dec :M§ [E52_Stanford Iibrary Tard

Bo on Dec 543 Re:  New Style

Done King Mon Dec 11 17:14  58/1643 Re: CLIENT.DATA
— samer Mon Dec 11 18:82 44/1277 New Hours -

22 messages, O new, O deleted p

L

Altemnatively, you can use Print Tool to print your mail messages, by following
these steps: '

1. With both Mail Tool and Print Tool running, select the headers for the
messages you want to print.

2. Press the Control key and SELECT and drag the headers until the hot
spot of the pointer is on either the Print Tool icon or the open Print Tool
window.

The selected mail files will be deleted if you do not press the Control key before you
press SELECT to drag them. Dragging with SELECT moves the files, removing
them from the Mail Tool application. They are stored in the Undelete window, and -
you can recover them as long as you have not saved changes to Mail Tool.

The pointer changes to the duplicate pointer. A small envelope is displayed if
you are dragging one mail header, or three small envelopes are displayed if you
are dragging several mail headers. In the example shown in Figure 3-17, three
overlapping envelopes move with the pointer.
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Figure 3-17

Figure 3-18

3.6 Deleting Messages

Printing using drag and drop
E Mail Tool — Zusr/spool Print Tool K
(¥ile v) (view v ) (Edit V) (Compose V) mail File: Flle: o
18 maryd@steamer Won Dec 11 18:02 4] T'rinter: () spitfire
1 1 {imi8bardolph Mon Dec 11 19:88 _ 2 s 1
12 rpn@fordtruck Mon Dec 11 28:04 18! c"‘“‘ 1_Es
flu 13 hohenseeteliot Mon Dec 11 23:32 ©§ Fiiter: | None Raster | TeX
14 poseuriearle Tue Dec 12 88:43  S{ Plot CifPlot | troff
{ ’..‘_.L‘::; r"&"t ‘J: z‘c: £ pr control | other:
7 batten€sunmicro  Tue Dec 12 11:39 4
18 owledanse Tue Dec 12 11:58 1
18 julies@sherpa Tue Dec 12 12:86 § (Brint ) (status ) (Stop Printing V)

3. Release SELECT to drop the headers.

If the Print Tool window is open, information messages are displayed in the
footer of the Print Tool window showing you the printing status. Figure 3-18
shows an open Print Tool window that has accepted Mail Tool messages for
printing. See Chapter 6 for more information about the Print Tool application.

Print Tool printing mail messages
~ Print Tool
File: /tmp/mail.winsor.628503345

inter: itfire
Printer: [T] spi

| | L
L]J’”ﬂt Job(s) Submitted

Itis a good idea to periodically save or delete obsolete messages from your In Tray.
See “Organizing Your Mail Messages” for information on how to move or copy
messages from your In Tray into mail files. This section describes how to delete

. messages.

1. Select the message headers for messages you want to delete.

Click SELECT to select the first message, then click ADJUST on each
subsequent message to either add it to the group or remove it from the group if
it is already selected.

2. Choose Delete from the Edit menu.

Figure 3-19 shows some selected message headers and the Delete item
highlighted on the Edit menu.
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3.7

Figure 3-19 Deleting messages

Figure 3-20

Undeleting Messages

ﬁ Mail Tool - Zusr/spool/mail/winsor b
(File V) (View V) (FIED) (Compose V) mail File:
20 scha| * W Dec 12 12:21 33/1383 New Look Critique
21 Juli{ cyut Dec 12 12:28 75/2416 deskset feedback from IR
22 saje Copy Dec 12 12:28 19/583. Re: Beta2 Docs for DeskS
23 car] ec 12 14: [G25 Re: WNew Look Critigue
- scha ‘ e Dec 12 14:26_ 2771111 Re:  New Look Critigue
i §u§§§ Undelete & e Dec 134 11/5 Re: New Look Lritique
Find... a
Properties... M
h, 27 messages, 0 new, O deleted »
3. Release MENU.

The mail messages are deleted from the In Tray display, and the status message
in the footer updates to reflect the current state of your In Tray, as shown in the
example in Figure 3-20.

Status message after deleting messages

'@

Mail Tool - Zusr/spool/mail/winsor K

(File v) (view v ) (Edit v) (Compose V) mail File: () +Design/blitzlist,

21 julies@sherpa Tue Dec 12 12:28 75/2416 deskset feedback from IR
W 22 saj@yipeia Tue Dec 12 12:28 _18/583 _Re: BetaZ Docs for Desky

28 schapple@East Tue Dec 12 12:21 33/1383 New Look Critigue

e

27 messages, 0 new, 3 deleted_‘_',

As long as you do not incorporate changes to Mail Tool by switching to another

Mail File or by choosing either Save Changes or Done from the File menu, the
deleted messages remain available and you can “Undelete” them. See “Saving
Changes for Mail Tool” for more information about incorporating changes.

When there are no deleted messages available, the Undelete item on the File menu

is inactive.

To undelete a message, follow these steps:

1. Move the pointer to the Edit menu button and press MENU.
The Edit menu is displayed.

2. Drag the pointer to highlight Undelete.

3. Drag the pointer to the right to display the Undelete menu.

4. Choose Last to undelete the last message you deleted.
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Figure 3-21 Message headers in the Undelete pop-up window

3.8 The Compose Base
Window

Altematively, choose From List to display the Undelete pop-up window,
which contains a scrolling list of messages that you have deleted since you last

saved changes in Mail Tool.

Figure 3-21 shows an example of the Undelete pop-up window.

| )

Mail Tool: Undelete

‘l1

79 daryl@ihuxy.att.com Fri Feb S

>

J

button.

Select the headers you want to undelete and click SELECT on the Undelete

REMINDER: You can use the resize comers to adjust the size of the Undelete
pop-up window.

Any time you choose an item from the Compose menu (except for Vacation), a
Compose base window is opened. See “Using the Vacation Notifier” at the end of

this section for more information about Vacation.

A Compose window operates independently from the primary Mail Tool base
window. You can close an opened Compose window to an icon for later use or
keep a Compose window open while the primary Mail Tool window is closed to an
icon. You can open as many Compose windows as you like at one time, working
on replying to or composing several messages concurrently. The Compose

window is shown in Figure 3-22.
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Figure 3-22 The Compose base window

@

Mail Tool: Compose Message K

(inciude V) (Deliver ) (Header V') (Name Finder... ) (Clear )

Sub ject:

To:

Ce:

-

{5

"

The Compose window has its own set of controls that you use to create and send

mail messages:

[m)

The Include menu button provides choices so that you can include selected
messages as part of the message you are composing and also provides you with
a set of templates for creating different types of messages. See “Using
Templates” and ““Template Properties” for more information about templates.

The Deliver menu button provides choices for how the Compose window
behaves once the message is delivered.

The Header menu button provides choices for the number and type of text
fields with which to create the message header.

The Name Finder window button displays a pop-up window that you can use
to search the Network Information Service (NIS) database in your NIS domain
for names and email addresses. '

The Clear button clears the contents of the window.

The To, Subject, and Cc text fields are used to type the email addresses, subject
of the message, and email addresses for those to receive copies of the message.

Bcc is also available for sending blind carbon copies. See “Composition
Header Properties” for details.

The pane of the Compose window is where you type the contents of the
message you want to send. The Compose pane uses the standard text editing
conventions available from the Text Editor application. See Chapter S for
more information about editing.

msugsg}s Revision A of 11 June 1990



70 DeskSet Environment Reference Guide

Composing Messages

Encoding Files

To compose a message, follow these steps:

l.

2‘

Choose an option from the Compose menu or click SELECT on a
Compose icon to open the window.

Move the pointer into the To text field and click SELECT to set the insert
point. Type an email address or a series of addresses.

If you type more than one email address, separate each one with a comma
and/or a space. For example, type this:
here@machine, thereflRelsewhere, outside@nowhere

Press Tab or Return to move the insert point to the Subject field and type
the subject of your message.

Altematively, you can move the pointer and click SELECT to reposition the
insert point.

Press Tab or Return to move the insert point to the Cc field. Type the
addresses of recipients.

Separate the addresses with a comma and/or a space. Many users routinely
include their own email address as part of the Cc field and maintain a personal
record of messages they have sent.

Press Tab or Return (or move the pointer into the pane and click
SELECT) to set the insert point in the pane. Compose your message.

You can cut and paste information from other windows using the Copy and
Paste keys on the keyboard.

You can include complete mail messages from your In Tray or from your Mail
folders by selecting the header and choosing an option from the Include button
at the top of the Compose window.

When you have finished composing the message, click SELECT on
Deliver.

The message is delivered and the Compose window is quit.

If you want to keep a compose window available as an icon, consider changing the
default for the Deliver menu from Quit Window to Close Window. See the
OpenWindows User’s Guide for information on how to change a menu default.

‘You can include files other than ASCII text, such as raster or PostScript files, by
selecting file icons from the File Manager and dragging and dropping them onto
the Compose window.

When you drop a file onto the Compose window, a Notice is posted, as shown in
Figure 3-23, asking you how you want Mail Tool to process the contents of the file.
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Using Templates

Figure 3-23

Figure 3-24

The Compose window drag and drop Notice

?_@ Mail Tool: Compose Message R
(include v) (Deliver v) (Header v) ( Name Finder..) (Clear)
To: o
Subject

Wwould you like /bomt/jungle/bnnda/cllpartlcnohkslprlnﬁire
loaded as text or encoded into an enclosure

Choose Text to insert the file as ASCII text at the caret location.

Choose Encode to append the file to the end of the meésage and insert (E) at
the beginning of the subject line to show that the mail message contains
encoded data.

0 Choose Cancel to stop the operation.

To decode an encoded message, select the header and drag and drop it onto the File
Manager folder pane. See “Using Drag and Drop with Mail Tool” later in this
chapter for more information about drag and drop and Chapter 2 for information
about the File Manager.

You can create and store your own templates for composing messages. You might,
for example, want to create a standard table format for status report information or
a standard signature and closing message. See “Customizing Your Mail Tool” for
information about how to create and store templates. When you have created a
template file and added it to Mail Tool, it is displayed as an item on the Include
Templates submenu. Figure 3-24 shows a Templates submenu with two
templates. '

The Templates submenu
" Mail Tool: Compose,”

K2) (Oeliver v ) (Headw/

(Bracketed )

Indented

Templates & =T
l I”I .l S gnature '

The Calendar template in this example creates messages in a form that Calendar
Manager interprets when the message header is dragged and dropped onto the
Calendar Manager application. See Chapter 4 for more information about
Calendar Manager. The user-defined Signature template adds a standard signature.

!

Any template available from the Templates submenu can be added to a message at
any time while you are composing it. When you choose the item from the
Include menu, the template is inserted at the caret location.

Figure 3-25 shows an example of a signature template.
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Figure 3-25

Using the Name Finder

Figure 3-26

Figure 3-27

An example of a signature template

E Malil Toolk /

(inciude ¥ ) (Deliver ¥ ) (Header ¥ ) (Name Flnd/r
To: _
Subject: P

ce: S

Janice ¥insor
Technical ¥riter
Sun Microsystems, Inc.

When you do not know the email address of a person, or when a message is
returned as undeliverable because the email address is incorrect, you can use the
Name Finder pop-up window, shown in Figure 3-26, to help you locate names and
addresses available in your NIS database.

The Name Finder pop-up window
) Mail Tool: Name Finder L‘

Name:
- J

O Sounds Like
You can type in the first name, last name, or a fragment of a name. The Name
Finder is case insensitive, so you do not need to use exact capitalization. In the
example shown in Figure 3-27, the Name Finder matched seven people with the
first name of “Janice.” The finder displays the full name, login name, mail alias,
and address for each of the seven names. : ‘ E

Using the Name Finder

© Mail Tool: Name Finder

Name: Janice

O sounds Like

Full name: Janice winsor T
ogin name: winsor

Mail alias: Jjwinsor

Address: winsorecastle '_L
? name(s) matched - J

If you are uncertain of the spelling of a name, and want the Name Finder to broaden
the scope of the search to “sound alike” names, you can click SELECT to tum on
the Sounds Like functionality. In the example shown in Figure 3-28, the Name
Finder matched six names with the word “anathema.”
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Replying to Messages

Figure 3-28

Figure 3-29

Using the Sounds Like feature of the Name Finder
© Mail Tool: Name Finder R

Name: anathema

[ Sounds Like

Full name: anthony j. hillman
Login name: tih
Mail alias: ahillman N
Address: tjh@sarum
v
Ls name(s) matched J

You can configure your own groups of frequently-used email addresses by creating
an “aliases” file and then simply typing the name you assign to the group of names
instead of typing individual email addresses. See “Creating and Using Mail Tool
Distribution Lists” later in this chapter for more information.

When you choose one of the following options from the Reply submenu, shown in
Figure 3-29, a Compose window is opened. :

Choices on the Reply submenu

C@ Mail Tool - Iusr/ﬁs_pool/ma“/vinsor \

(view ¢ leditV)

milteputtputt

Compose [N
To All

To Sender. Inciude

To All, include

Forward

Vacation b

7/32

37 R
=

1:47 8

The Reply submenu options provide these functions:

o To Sender fills in the To field with the originator of the selected message and
the Subject text field using the information from the selected message’s
Subject field.

o To All fills in the To and Cc fields with all the names in the header fields of the
selected message, including the originator of the message, and fills in the Sub-
ject field with the Subject field from the selected message.

o To Sender, Include fills in the To and Subject text fields, and puts a copy of the
text of the message into the Compose window pane.

o To All, Include fills in the To, Subject, and Cc text fields using all the names
from the selected message, and puts a copy of the text of the message into the
Compose window pane.

To reply to an individual message or to a group of messages, follow these steps:
1. Select the message header (or headers) that you want to answer.
2. Choose one of the four options from the Reply submenu.
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A Compose window is opened. Figure 3-30 shows an example of a Compose
window when To Sender is chosen.

Figure 3-30 The Compose base window

i Mail Took Compose Message N

(include ) (Deliver ¥ ) (Header ¥ ) (Name Finder... ) (Clear )
To: geri@shargola

Subject: Re: ‘A small design proposal
ce:

- Using the Vacation Notifier When you are away from your office for business or on vacation, you can use the
Vacation notifier that you access from the Compose menu to automatically respond
to each email message you receive. Mail Tool provides you with a generic message
form that you can edit and customize to suit your individual needs. Figure 3-31-
shows the Vacation Setup pop-up window with the generic message.

Figure 3-31 The Vacation Setup pop-up window

r,—{}:a Mail Tool: Vacation Setup 1"*
Subject: I am on vacation -
Your mail regarding "$SUBJECT" will be read when I |5

return.

If you have something urgent, please contact...

| |

| |
4

You can edit this message in the same way you edit messages in the Compose
window. The $SUBJECT part of the message automatically extracts the subject
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from the message being responded to, and includes it as part of the reply message.
Figure 3-32 shows an example of a message that has been modified.
Figure 3-32 A modified vacation message '

~30 Mail Tool: Vacation Setup D
Subject: I am on vacation

 KINDY |

I'm‘pn vacation from Decembsr 18 through
December 25.

Your mail regarding “$SUBJECT" will be read when 1
return,

Hope you have a happy holiday season.

Janice

It
To start the vacation message, click SELECT on the Start button. The word
“Vacation” is displayed in the header of the Mail Tool window to remind you that
the vacation notifier is turned on.

While the vacation notifier is tumed on, incoming mail messages are stored in your
In Tray and are readily available when you return to the office. The vacation
notifier replies to a sender when that sender is explicitly listed in the To text field.
It does not respond to individual names that are grouped together under an alias that
is available for public use. The vacation notifier will respond to names that are
included as part of a private .mailrc file alias. See “Creating and Using Mail Tool
Distribution Lists™ later in this chapter for more information about aliases. The
sender is notified only for the first message it receives from an individual for each
seven-day period. '

Once you have activated the vacation notifier, the Stop item on the Vacation
submenu is also activated. To stop the vacation notifier and remove the word
“Vacation” from the header, choose Stop from the Vacation submenu, as shown in
Figure 3-33.
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Figure 3-33

3.9 Saving Changes for

Mail Tool

Figure 3-34 -

Stopping the Vacation notifier

Mail Tool - Zusr/spool/mail/winsor [Vacation]

tdt V) CroRd

MaliFlle: (@)

eb 9 086:38 78/2590
9:45 38/1156 OPEN L
8:86 68/1818 3D fa
8:56 96/2386 Re:

Fri Feb 8 11:23 63/1796
Fri Feb 9 11:38 22/855

Forward

vacation

To improve system performance, the Mail Tool application does not automatically
save changes that you make when you close it to an icon. Any messages that you
have deleted remain available to you when you open the primary Mail Tool base
window.

To free up file space and keep your mail box a manageable size, it is a good idea
to periodically delete obsolete messages and save changes to renumber your mail
messages.

You save changes from the File menu using either Save Changes or Done, as
shown in Figure 3-34: ‘

Items on the File menu you use to save changes

FE——__—*—
e

Save changes
Done

0 Use Save Changes to commit changes and incorporate new mail without
closing the primary Mail Tool base window.

o Use Done to close the primary Mail Tool base window to an icon, commit
changes, and automatically incorporate new mail the next time you open the
icon. Using Done leaves Mail Tool in a condition that permits you to read mail
using another mail program without creating conflicts in the mail spooling
files.

Mail Tool automatically checks and incorporates new mail messages using a time
period specified from the Mail Tool Properties window. If you have a long time
period set and want to see if you have new mail, you can use either the Save
Changes or the Done items. Choosing Open In Tray from the File menu also
checks for new mail messages. See “Customizing Your Mail Tool” for more
information about Mail Tool properties.
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Mail Tool

Figure 3-35

3.10 Customizing Your

Figure 3-36

Figure 3-37

When you quit the Mail Tool application, a Notice is displayed, as shown in
Figure 3-35, asking you whether you want to save changes, quit without saving
changes, or cancel the quit.

The quit Notice

The curent mail box has been changed
Do you wish to save the changes?

(Discard Changes ) {Cancel)

Choosing Save Changes commits the changes and quits Mail Tool. Choosing
Discard Changes discards changes you have made, reincorporating any deleted
messages as part of the In Tray, and quits Mail Tool. Choosing Cancel cancels the
quit.

You can customize some of the properties of the Mail Tool application from the
Mail Tool Properties pop-up window. You display that window by choosing
Properties from the Edit menu, as shown in Figure 3-36.

The Properties item on the Edit menu

N Mail Tool
[ Compose

I Properties... !

The Properties window has four categories of properties, as shown in Figure 3-37.

The four Properties categories
"© Mall Tool: Properties {

Display: Mail Arrival Properties

Mall Arrival Propertias

Composition Header Properties

seconds

Template Properties

N beep(s)
GCeneral Properties

Each of these menu items has a set of properties associated with it. To display the
properties for each item, choose the item from the Display menu. When you
release MENU, the contents of the property window shows the properties you can
set for that category. The new properties take effect immediately in most cases. In
a few cases (such as Default Height and Width), you must quit and restart Mail
Tool before the changes take effect.
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Mail Arrival Properties

You must apply changed properties for each category by clicking SELECT on the
Apply button.

The Mail Arrival Properties, shown in Figure 3-38, allow you to set how often Mail
Tool checks for new mail, how you are notified of incoming mail, and whether
headers are automatically displayed.

Figure 3-38 Mail arrival properties

Composition Header
Properties

© Mail Tool: Properties
Display: (€] Mall Arrival Properties

Check for Mail Every: 300 (a[¢] seconds

Signal New Mail With: 1 (&Is]} beep(s)

0 (&]*] flash(es)

Automatically Display Headers: ['vgsT o |

You can type a number in the numeric fields or click SELECT on the
increment/decrement buttons to the right of the field to either increase or decrease
the value of the number. You can set the numeric values for each numeric field
from Q to 9999. ' ' DR

If you want Mail Tool to automatically display the headers for incoming mail
messages, choose Yes for Automatically Display Headers. If you choose No, Mail
Tool does not display headers for incoming messages unless you specifically
request them by choosing Open In Tray or Save Changes from the File menu.

When you change Mail Arrival properties, click SELECT on the Apply button to
apply them to the Mail Tool Application. Mail Arrival properties become effective
immediately. '

You can customize the text fields at the top of the Compose window using the
Composition Header Properties category shown in Figure 3-39.
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Figure 3-39 Composition header properties

< Mail Tool: Properties

Display: () Composition Header Properties

Compose with Subject Line: m

Cc Line: m
Bec Line: m

( Custom Fields v) =
Field: | p-
i

To automatically include a Subject, Cc, or Beg line, click SELECT on Yés. To
exclude a Subject, Cc, or Bec line, click SELECT on No.

To create a custom field, follow these steps:
1. Type the label for the field in the Field line.

You do not need to type a colon following the label. The colon is automatically
provided by Mail Tool.

2. Move the pointer to the Custom Fields menu button and press MENU.

3. Choose either Add Before or Add After from the Custom Fields ménu, as

shown in Figure 3-40, to put the new field at the top or bottom of the
existing scrolling list.

Figure 340 Custom Fields menu

Mall Tool: Properties

Display: (¥) Composition Header Properties
—e e
v—- T———

 Custom Fields v
Add Before
Delete

Field: N

4. Release MENU. The item is added to the scrolling list.
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Template Properties

5. To apply the change to Mail Tool, click SELECT on the Apply button.

The custom field is added to the header menu in the Compose window, as
shown in Figure 3-41.

Figure 341 An example of a Custom field on the Add Custom submenu

E Mail Tool: Compose Message . {
(include ¥ ) (Deliver v } (GEELIERS) {Name Finder... ) (Clear ) ' /
To: (Delete Cc )
Subject: Delete Bcc {

Cc: Delete Subject

Bce: Add Custom I Reminder

Delete Cusiomicy

Name Finder..

6. To include the custom label, choose the item from the Add Custom_
submenu.

Figure 3-42 shows an example of a custom field added to the Compose
window. :

Figure 3-42 An example of a Custom field added to the Compose window

- (5] Mail Tool: Compose Message “

(include V) (Deliver v ) (Header ¥ ) (Name Finder... ) (Clear )

To:

Subject:
cec:

Bec:

Reminder:

—_— =

To delete a custom field, click SELECT on the item in the scrolling list, choose
Delete from the Custom Fields menu, and click SELECT on Apply.

The Composition Header Properties become effective immediately when you click
SELECT on Apply.

You can create your own templates to use when you compose messages. Each
template is an individual file that you create outside of Mail Tool using any editor
such as Text Editor or vi. When you have created the file, you can add it to Mail
Tool using the Template Properties category, shown in Figure 3-43.
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Figure 343 Template properties
© Mail Tool: Properties

Display: () Template Properties

Templates
L_p___V) Calendar et

Name: Signature <

i File:

To add a template to the Template menu, follow these steps:

1. In the name field type the name of the template that you want to be
displayed on the Compose Include Templates submenu. In this example,
type Signature. :

Press Tab or Return to move the insert point to the File field.
Type the path and name of the file containing the template.
Move the pointer to the Templates menu button and press MENU.

I VR

Choose Add Before or Add After from the Templates menu. The item is
added to the beginning or end of the scrolling list. '

6. Click SELECT on the Apply button. The items in the scrolling list are
added to the Compose Include Templates submenu.

A Calendar template is provided as part of the DeskSet installation. If you want to
use the Calendar template, you must add it to the Template menu yourself
following the steps above. The location of the Calendar template is:
SOPENWINHOME/share/xnews/client/templates/calendar.tpl

Figure 3-44 shows an example of the Templates submenu with two template items.
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General Properties

Figure 3-44 The Templates submenu in the Compose window
n_—

a —e
V] Mail Tool: Composer”

QEPEERD) (Deliver v ) (Header ¥ ) (Name Finder... )
(Bracketed )
indented
=
Stgnature

To use a template, choose the item from this menu and the text from the template
file is displayed in the Compose text pane.

Templates &

To delete a template name, click SELECT on the name in the scrolling list, choose
Delete from the Templates menu, and click SELECT on the Apply button.

The General Properties category, shown in Figure 345, allows you to specify
general properties such as the size of panes, print scripts, the directory for mail
files, and whether confirmation Notices are displayed when you make changes to
a mail file.

Figure 345 General properties

© Mail Tool: Properties

Display: (¥) General Properties

Default Header Pane Heightt 10  (a]v] lines
Default Header Pane Width: 80  [afv] columns
Default Message Panel Height 30  (alv} lines

Print Script  lpr —p

Malil File Directory: maildir

Ask For Confirmations: m

You can specify the number of lines that are displayed in the Mail Tool message
header pane, the number of columns in panes for all windows, and the number of
lines in the pane of the View Message pop-up window. You can also specify a
different print script and a file for mail file messages.

Use the Mail File Directory text field to specify the directory where mail files are
stored when you move or copy them from your In Tray to mail files. Unless a full
path name is specified, the directory is considered a subdirectory of your home
directory. If the directory name you specify does not exist, when you click
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3.11 Organizing Your
Mail Messages

Creating a New Mail File

SELECT on the Apply button, a Notice is displayed asking you if you want to
create the directory. See “Organizing Your Mail Messages” for more information
about using the Mail File directory.

If you choose Yes for the Ask for Confirmations setting, a Notice is displayed when
you have made editing changes to a message in the View window and you display
a new message or receive new incoming mail. If you choose No, any editing
changes are automatically incorporated when you display a new message or
receive new incoming mail without notification.

When you have changed properties, click SELECT on the Apply button. The
changes to Mail Tool window sizes from the General Properties category do not
become effective immediately. They take effect the next time you quit Mail Tool
and start it again. The Print Script and Mail File Directory properties become
effective immediately.

In addition to scrolling through message headers in your In Tray and using the Find
pop-up window to locate specific messages, you can organize your mail by
grouping related messages together in a “Mail File.” A Mail File is a file that
contains single or multiple mail messages. If you view a Mail File outside of Mail
Tool, it 1ooks like a single file with multiple mail messages appended to one
another. When you view a Mail F